TOURISM CONCERN AND NIDOS 

INTERNATIONAL VOLUNTEER SENDING ORGANISATIONS

TESTING of the Code of Good Practice

http://tinyurl.com/3yczl7c
This code of good practice is the joint Intellectual property of the International Volunteering Code of Practice Steering Group UK members: NIDOS and Tourism Concern

This code has drawn heavily on the Comhlámh Code of Good Practice for Sending Organisations – for more details:

http://www.volunteeringoptions.org/
Test Period: August – September 2010

If your organisation would like to take part in the test please: 

1.) Complete the attached self-assessment exercise and write up to 1000 words outlining how your organisation meets the eight best practice principles

2.) Send this, with relevant supporting documentation, to the NIDOS office and we will put your material into the review of the test – your responses can be anonymised for this purpose if you prefer. A review meeting will be held in late September and if organisations are interested, we could arrange a peer discussion session in November for NIDOS members who self-assess. 

Please go to the next page to start the self-assessment exercise...
TOURISM CONCERN AND NIDOS 

INTERNATIONAL VOLUNTEER SENDING ORGANISATIONS

SELF ASSESSMENT EXERCISE
INTRODUCTION
This self-assessment exercise has eight sections, each relating to one of the right Principles in the Tourism Concern and NIDOS Code of Conduct for International Volunteer Sending Organisations. 

The self-assessment is for the benefit of your organisation, to benchmark its current practices as a volunteer sending organisation and identify areas for improvement.  In order to provide an accurate picture of where your organisation is now, please respond to all statements and answer them as honestly as possible.

Your data will be kept in accordance with the Data Protection Act (1988) and will only be used for the purposes of the self-assessment exercise and subsequent review process during the pilot.
BACKGROUND DATA

Name of self-assesser:      
Name of organisation:      
Contact email:      
Contact phone number:      
SELF-ASSESSMENT STATEMENTS

Three responses are available to each of the following statements. Please select the response that is the best fit, or is the closest to the truth, for each statement.

Principle 1: PURPOSE
Organisations’ programmes and placements will be based on achievable objectives that have been identified by host partners and communities.

	
	
	Not at all
	To some extent
	To a great extent

	1.1
	The local community is consulted in order to identify relevant projects                                                        
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.2
	The host partner identifies suitable projects based on their knowledge of the local community                  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.3
	Every placement has clearly articulated written aims and objectives that are provided to volunteers and hosts                                                                      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.4
	Roles and responsibilities of all stakeholders are clearly defined                                                                 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.5
	Volunteers are consulted during their placement to find out if the work is meeting the stated aims and objectives 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.6
	Volunteers are debriefed after a placement to find out if it met its stated aims and objectives
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.7
	Host organisations are consulted during a placement to find out of the work is meeting the stated aims and objectives 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.8
	Host organisations are asked for feedback about the extent to which placements have met their aims and objectives 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.9
	Meetings are held regularly with long term host partner organisations to review placement objectives
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1.10
	Financial costs to host partners and communities are assessed and provision is made to fully meet those costs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Number of ‘ticks’ in each response column (the total should add up to 10)
	     
	     
	     


Principle 2: MARKETING
Marketing and imagery will be consistent with good practice and will provide clear expressions of organisational aims, ethos and values.
	
	
	Not at all
	To some extent
	To a great extent

	2.1
	Guidance is provided to staff and volunteers on using photographs of host communities  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.2
	Communications material portrays host communities in a positive manner  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.3
	Communications staff and volunteers abide by the European Code of Conduct on Images and Messages relating to the Third World
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.4
	All communications material is monitored to ensure it lives up to good practice 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.5
	Marketing and communication materials state clearly the aims, values and ethos of your organisation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.6
	Do you check that volunteers understand the aims, values and ethos of your organisation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.7
	Do you ensure that volunteers agree with the aims, values and ethos of your organisation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.8
	Are you clear and realistic in your marketing material about the extent to which volunteers can ‘make a difference’ to the lives of people in host communities?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.9
	Do you explain to every volunteer the extent to which they personally will be ‘making a difference’?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.10
	Do you discuss with volunteers the difference their project is likely to make?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Number of ‘ticks’ in each response column (total should add up to 10)
	     
	     
	     


Principle 3: RECRUITMENT
Organisations will use fair, consistent and transparent recruitment procedures.

	
	
	Not at all
	To some extent
	To a great extent

	3.1
	Selection procedures are consistent for all volunteers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.2
	Selection procedures are made clear to volunteers from the outset
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.3
	All volunteers are interviewed individually as part of the selection process
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.4
	Individual volunteer Suitability to the specific placement, host partner and community is assessed during selection
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.5
	Where volunteers are deemed unsuitable for a placement, alternative options are discussed
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.6
	If interviews are not in-person, volunteers are met for pre-departure briefing and training 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.7
	References are checked in a consistent way
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.8
	Verbal feedback is provided on request to those who failed to be selected.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.9
	Written feedback is provided on request to those who failed to be selected.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Number of ‘ticks’ in each response column (total should add up to 9)
	     
	     
	     


Principle 4: PRE-PLACEMENT INFORMATION
Potential volunteers will be provided with clear and accurate information on the sending organisation, their partners, programmes and volunteer placements.

	
	Prior to their placement, volunteers are provided at least 6 weeks in advance with...
	Not at all
	To some extent
	To a great extent

	4.1
	References to independent resources on volunteering overseas
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.2
	Access to recent case studies
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.3
	The opportunity to speak to returned volunteers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.4
	The name and address of the local contact at the host organisation they will be working with
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.5
	Relevant details about the host organisation and communities they will be working with
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.6
	Information about the placement project
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.7
	Full written details of their role in a placement 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.8
	A volunteer charter, or equivalent, outlining what is expected of them 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.9
	Information about the country, region and locality they will be working in
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.10
	Guidance on how to prepare for the placement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.11
	A full breakdown of the costs associated with their placement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Number of ‘ticks’ in each response column (total should add up to 11)
	     
	     
	     


Principle 5: PRE-PLACEMENT TRAINING
Organisations will require all volunteers to participate in appropriate preparation, training and induction.
	
	
	Not at all
	To some extent
	To a great extent

	5.1
	Volunteers are offered specific training for their placement role
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.2
	Volunteers are provided with an induction covering roles, responsibilities, and cultural and conduct issues
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.3
	Volunteers are expected to attend all training unless they can demonstrate sufficient prior experience/training
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.4
	Where participants have not already been met in person, pre-departure training is conducted in the UK
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.5
	All training sessions are evaluated by participants
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.6
	Evaluation data is documented and used to make improvements 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.7
	Requests by volunteers for additional training are met, wherever reasonable
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.8
	Suggestions for additional pre-placement training are solicited from returning volunteers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Number of ‘ticks’ in each response column (total should add up to 8)
	     
	     
	     


Principle 6: VOLUNTEER SUPPORT
Organisations will provide ongoing support appropriate to the placement and volunteer.

	
	
	Not at all
	To some extent
	To a great extent

	6.1
	Volunteers are given details of who to contact and how if they need support
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.2
	Support is available at times that suit volunteers, e.g. telephone support during volunteer daytime hours 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.3
	Support is )appropriate to the local communication situation (what does this mean?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.4
	The sending organisation, its staff and all placement volunteers are registered with the Embassy
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.5
	Volunteers are invited to give feedback about the placement while it is ongoing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.6
	Volunteers are fully debriefed after the placement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.7
	The debrief is designed to allow volunteers to reflect on their experience
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.8
	The debrief is designed to allow the sending organisation to capture information which will help improve future placements 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Number of ‘ticks’ in each response column (total should add up to 8)
	     
	     
	     


Principle 7: RISK MANAGEMENT
Organisations will ensure the protection, safety and well being of volunteers and those they work with as far as possible.

	
	
	Not at all
	To some extent
	To a great extent

	7.1
	Risk assessments are conducted for all placements, including all activities within a placement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.2
	Risk assessments consider the volunteer, host partner and host community
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.3
	External agencies are consulted for relevant advice when assessing and managing risk
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.4
	Procedures are in place to respond to emergency situations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.5
	Volunteers are given a 24-hour emergency contact telephone number, or equivalent 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.6
	Sending and host organisation staff are regularly briefed on emergency procedures
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.7
	Emergency procedures are rehearsed at regular intervals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.8
	Responsibility for insurance is made clear to volunteers prior to departure 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.9
	Advice is given to volunteers, where applicable, on appropriate personal insurance cover 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.10
	Volunteer insurance policies are checked for adequacy prior to departure
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.11
	Sending organisations have adequate insurance in place
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Number of ‘ticks’ in each response column (total should add up to 11)
	     
	     
	     


Principle 8: MONITORING AND EVALUATION
Organisations will undertake ongoing monitoring and evaluation in order to improve performance and ensure their work remains relevant.

	
	
	Not at all
	To some extent
	To a great extent

	8.1
	Procedures are in place to monitor project progress and make changes as projects develop
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.2
	Feedback from volunteers and host partners is collected in a systematic and formal way
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.3
	Feedback from channels other than formal channels is documented 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.4
	Feedback is analysed in a structured way
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.5
	Feedback is shared within the sending organisation and with the host organisation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.6
	Feedback is used to make improvements to the experience for volunteers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.7
	Feedback is used to make improvements to the experience for host partners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.8
	Suitable measures of project impact are designed and implemented
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.9
	Impact measures are reviewed to ensure projects continue to deliver relevant outcomes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Number of ‘ticks’ in each response column (total should add up to 9)
	     
	     
	     


SCORING YOUR SELF ASSESSMENT

Well done. You have reached the end of the self-assessment statements!  Here’s how to calculate your score:

1.) Add up the total number of ‘ticks’ in the column, ‘to some extent’ across all eight sections and write the number here:      
2.) Add up the total number of ‘ticks’ in the column, ‘to a great extent’ across all eight sections, multiply the figure you get by 2 and write the number here:        
3.) Add together the two numbers you just wrote down:       This is your score.
The minimum possible score is 0, the maximum is152. 

If you scored 140 or more, your organisation is doing extremely well.  Congratulations! However, it’s worth checking that these principles are being met consistently and others in your organisation, your host partners and volunteers would agree with your responses. 

It would strengthen your self-assessment if you asked a randomly selected group of volunteers to also answer the questionnaire. Also, you could ask host communities to also answer relevant questions. 

If you scored between 120 and 139, your organisation is operating in a professional way in relation to volunteer placements.  There are a few areas where you can still improve, so focus on maintaining the good practice elsewhere, whilst addressing these areas.

If you scored between 100 and 119, your organisation is making good progress, but there are still a number of opportunities for improvement. Think about the ‘quick wins’ where you can make a small change that will have a big effect, and start planning the longer-term and more substantial changes needed.

If you scored less than 100, you’ve got plenty to be working on.  We can help you develop an improvement plan and identify priority areas to address.   

TOURISM CONCERN AND NIDOS 

INTERNATIONAL VOLUNTEER SENDING ORGANISATIONS

SUPPORTING STATEMENT

Please explain, in 1000 words or less, how your organisation meets the eight best practice principles for international volunteer sending organisations.  This statement is intended to give you an opportunity to expand on the statements you responded to in the Self Assessment Exercise:

     
SUPPORTING DOCUMENTATION

You are invited to send in a portfolio of documentation in support of your application.  Please indicate clearly which of the eight principles (more than one where applicable) each item of documentation refers to by writing a number or attaching a sticker with the number.

Below are some suggestions of the sort of evidence you might provide:

PLEASE NOTE THAT ALL PERSONAL DATA THAT COULD BE USED TO IDENTIFY AN INDIVIDUAL STAFF MEM BER OR VOLUNTEER SHOULD BE REMOVED FROM DOCUMENTS BEFORE YOU SEND THEM IN, UNLESS YOU HAVE THE PERMISSION OF THE INDIVIDUAL CONCERNED.

Principle 1: PURPOSE

· Written aims, objectives, roles and responsibilities of placements

· Minutes from partner meetings in project countries

· Written placement profiles highlighting roles and responsibilities

· Post-placement volunteer feedback 
· Notes from debrief meetings
· Minutes of post-placement impact meetings 

· Monitoring & Evaluation reports

· Organisational and project budgets
· Evidence of budget-forming process
Principle 2: MARKETING

· Publicity material – leaflets, advertising, web, general info for volunteers

· Publicity material – leaflets, advertising, web

· Cross reference with Monitoring & Evaluation reports

Principle 3: RECRUITMENT

· Application forms and covering letters used by organisation

· Publicity material

· Interview templates

· Interview notes

· Attendance records

· Recruitment policy

· Certificates

· Letters to rejected applicants

Principle 4: PRE-PLACEMENT INFORMATION

· Training packs / handbooks

· Training session notes

· Health &Safety policies and procedures

· Emergency procedures

· Returned volunteer databases

· Interviews with ‘mentor’ volunteers

· Written placement profiles

· Training packs / handbooks

· Training procedures

· Signed Volunteer Charter (or organisation’s equivalent) 
· Training procedures

· Publicity material

· Recruitment material

· Training material

· Cross reference with project budgets

Principle 5: PRE-PLACEMENT TRAINING

· Training packs

· Training session notes

· Attendance records

· Training feedback forms

· Monitoring and Evaluation reports

· Variations to training materials over time

Principle 6: VOLUNTEER SUPPORT

· Induction information

· Emergency procedures

· Volunteer feedback forms

· Appraisal procedures and reports

· Volunteer support policy

· Monitoring and Evaluation reports

· Emergency procedures 

· Contingency plans

· Embassy registration

· Risk assessments

· Debrief reports

· Debrief and post-placement support policies

· Post-placement training procedures and materials

· Attendance records

Principle 7: RISK MANAGEMENT

· Risk assessments

· Training / induction material

· Training / Induction information

· Emergency procedures

· Copies of insurance policies

· Insurance procedures

· Recruitment information

· Publicity information

Principle 8: MONITORING AND EVALUATION

· Monitoring and Evaluation procedures

· Monitoring and Evaluation reports

· Feedback forms

· Minutes from impact meetings

· Debrief reports

· Project / business plans

NEXT STEPS

1.) Save a copy of your self-assessment exercise and supporting statement for future reference.
2.) Send a copy of your self-assessment exercise along with all supporting documentation to:

Gillian Wilson

NIDOS

Thornhouse

5 Rose Street

Edinburgh EH2 2PR

3.) Share your self-assessment with others in your organisation and start thinking about where your organisation could be making improvements. 

4.) You could also share your self-assessment with other organizations – we can put you in touch with others who have also done a self-assessment if you want to compare notes / discuss the process and how it went. 

1

