Purpose: Extensive guidelines regarding volunteer exchange protocols have been developed by the ALLIANCE SDWG (Staff Development Working Group), within the SCI Practical Procedures and provided within the NVDA Network. VFP suggests that the following protocols be adopted as supplements to those documents:

PRESENTATION OF PROGRAMS TO PARTNERS:

Program START DATE should always be announced as the day partners want volunteers to arrive, not the 1st day of work. Many African partners, in particular, provide the starting date as the first day of work when they really want volunteers to arrive 1 to 3 days earlier for the first day of orientation. 

Program numbering: When numbering programs within the SAME calendar year, the programs should be numbered in sequence so that no programs are listed with the SAME number that takes place within the same calendar year.

Programs should be provided as simple text without any formatting, icons, graphics, frames, etc. This makes data entry less problematic and reduces the size of files for data storage and transfer. An optional format can also be provided at  European Technical Meetings, preferably as MS Word, not a pdf, dat or zip file format.

SCI program numbering: 

The traditional SCI program numbering system should be enhanced to include the "Alliance" work types. 

NEW & edited Project TYPE code recommendations:

HERI = Culture or Heritage programs. REMOVE CULT as a program type

MEDI =  Medical

PEACE = Peace

RELIEF-Disaster Relief project

Full list of program types:

ARCH – Archaeology / AGRI – Agriculture / ART – Arts (any type) / CONS –Construction / DISA – Disabled / EDU – Teaching, Awareness-Raising / ENVI –Environmental / ELDE – Work with Elderly / FEST – Festival / HERI – Cultural or  Heritage / KIDS – Work with Kids / LANG – Language / MANU – Manual / MEDI – Medical / PEACE – Peace / RELIEF – Disaster Relief / RENO – Restoration, Renovation / SOCI – Social / SPORT – Sport / STUDY – Study, Discussion, Research / YOGA - Yoga

Bi or Tri lateral programs should be indicated as such in the program header and also at the beginning of the text of the description of the program.

In general, for European summer programs, partners can announce their programs before the Technical Meetings, but should not request placements of volunteers before the Technical Meetings.
Partners should avoid attracting volunteers from countries where there exists a partner organization.

Partners should share information on the possibility of leader exchanges.

FRIDAY LISTS: 

Should be emailed with the country, organization name or abbreviation code and date in the Subject Line. 

Vacancy status should be listed always in female/male order, stating the open spaces for each gender with the list of programs presented in program number order. The female and male columns should indicate the number of spaces available for each gender, not the number of each gender already placed.  

Remove all programs which are over or have already started. 
PLACEMENT PROTOCOLS:

Receiving partners should reply to a volunteer placement request within 3 business days. IF the decision cannot be made within that time period, they should still reply within  three days to let the sending partner know when to expect a decision.
Receiving partner should contact sending partner IF their incoming volunteer does NOT arrive during the first three days of the program.

INFOSHEET PROTOCOLS:

:

Preferably all infosheets should be available on the internet, but ALSO MUST be emailed to each partner that has a volunteer in their program. Info sheets should be sent to partners no later than 4 weeks before the program starts.
Information sheets should be provided in text only format or in Word (NOT PDF) with no formatting, frames and preferably no graphics. Preferably NO info sheet zip files because of virus risks.  Maps and drawings should be sent as separate files and not imbedded in the info. sheet document. Infosheets should always have the organization name, program number and program name at the top. They should ALWAYS and ONLY be emailed to partners who have a volunteer in that program. 
GENERAL COMMUNICATION:

Email Communication: References to a particular program should always include the program number or code, not just the name or location of the program. Volunteers LAST or FAMILY name should always be capitalized in all placement requests and communication. 

