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INTRODUCTION

International volunteering is an unparalleled opportunity for youth to devote a part of their lives 
to general interest missions, immersed in another culture. The cultural exchanges that stand at 
the heart of international volunteering provide a means for learning that is truly unique: helping 
youth volunteers grow both as citizens and as human beings, developing life skills and  
“savoir-être.”

The significance of engaging in international volunteering is undeniable. It brings people closer 
together and lays the groundwork for a world of more openness and solidarity. All young people 
should be given the chance to contribute to these efforts. However, those who generally do take 
part in International Civic Service Programs are not very representative of the age group as a 
whole (higher age and level of education than the average).

The European project IVO4all was set up to ensure better inclusiveness towards young people 
with fewer opportunities. As implied by its name, International Volunteering Opportunities for All, 
the objective of the project is to offer International Civic Service opportunities to young people 
who rarely have access to such programs.

This guide was developed through project testing in France in 2015 and 2016.

CONTEXT
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WHO IS THIS GUIDE FOR?

HOW THIS TOOL WAS DESIGNED?

CONTENTS

This guide is intended for organizations ending volunteers abroad. Its purpose is to assist them 
with their guidance efforts. In particular, it is intended for organizations building projects for 
young people with fewer international volunteering opportunities.

This tool was born out of exchanges of practices and experiences of associations participating  
in the IVO4all experimentation (Opportunities of international volunteering for all), run by the 
Voluntary Civil Service Agency in France; this initiative is supported by the European Commission 
and the Ministry of Town Planning, youth and sports.

To know more: www.ivo4all.eu

For our young volunteers to fully benefit from their time spent in Europe or abroad, it is essential 
that they receive guidance and support throughout their engagement project. Hence the deci-
sion to create a single document including:
l a quality assurance framework
l pre-assessment and selection tools
l mentoring guideline
l pre-departure workshop
l the mission return follow up

This guide provides organizations sending volunteers aboard with the necessary practices for 
implementing, in a concrete manner, a quality framework, an inclusive selection process, a 
mentoring guideline and preparatory and post-mission workshops.

http://www.ivo4all.eu/en/
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WHEN SHOULD THE TOOLS BE USED?

The tool Duration When to use For whom Users

Self-audit tool Continue Before, during and 
after the placement

Sending organization Sending organization

Pre-assessment workshop One day Before the placement Young volunteers Sending organization
Interview grid – Before the placement Young volunteers Youth workers
Profile sheet – Before the placement Young volunteers Youth workers
Tripartite agreement – Before the placement Receiving organization, 

sending organization, 
young volunteers

Receiving organization, 
sending organization, 

young volunteers
Mentoring Duration of 

the placement
During the placement Young volunteers Receiving organization

Mentors training One day Before the placement Youth workers Receiving organization
Free mentor agreement – Before the placement Receiving organization, 

youth workers
Receiving organization

The placement planning Duration of 
the placement

During the placement Young volunteers Youth workers

Training observation – Before, during and 
after the training

Sending organization, 
receiving organization

Sending organization, 
receiving organization

Pre-departure workshop 3 days Before the placement Young volunteers Sending organization
Return workshop 2 or 5 days After the placement Young volunteers Sending organization

Mentors training
Mentor agreement

Mentoring

Pre-assessment day workshop

Selection

Pre-departure training

Post-placement debriefing

Volunteer journey

Mission

Tutoring

Self-evaluation

Interview grid
Profile tool

Tripartite agreement
Planning of the mission
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SPECIAL THANKS

A number of organizations have contributed to the design and facilitation of workshops, and in 
doing so, agreed to share their practices:

In France:

In UK:

In Italy:

CREFAD Loire
CREFAD Auvergne

Maison de l’Europe de Niort
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ACRONYM

CCFD
Le Comité catholique contre la faim et pour le développement-Terre Solidaire has been fighting world 
famine for over 50 years by supporting local projects in the countries of the South, raising conscious-
ness of global solidarity in France and taking action on the root causes of poverty.
To find out more: http://ccfd-terresolidaire.org/

ECSI
Éducation à la Citoyenneté et à la Solidarité Internationale (or Education on Global Citizenship and 
Solidarity). To obtain more information on this topic, you can visit the Educasol website. Educasol, a 
French platform, educates about citizenship and global solidarity: http://www.educasol.org/

FR
France

UK
United Kingdom

IT
Italy

RITIMO
Le Réseau d’Information Tiers Monde des centres de documentation pour le développement, aims to 
provide access to extensive information on the topic of global solidarity. Ritimo allows users to dis-
cover innovative solidarity initiatives within a (or several) development model(s), and provides an 
opportunity for users to exchange information about new forms of citizenship and solidarity.
To find out more: http://www.ritimo.org/
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GLOSSARY

See below for definitions of the key terms used above:

DIVERSITY
Diversity is the practice of ensuring that there is a wide range of different people taking part in some-
thing. This will likely include religion, sex and gender, ethnicity, socioeconomic background and dis-
ability. Organisations may aim to ensure that their work force is representative of the demographic 
of the country in which they work.

INCLUSION
Inclusion means social inclusion and describes how a society values all of its citizens, respects their 
differences, ensures everyone’s basic needs are met, and welcomes and enables full participation in 
that society.

SAFEGUARDING
Safeguarding is the responsibility that organisations have to make sure their employees, operations, 
and programmes do no harm; that they do not expose vulnerable groups, particularly children, 
young people and vulnerable adults, to the risk of harm and abuse.

SOCIOECONOMIC STATUS
Socioeconomic status is a combined measure of a person’s social position which is assessed based 
on a person’s education, income and occupational status.

VOLUNTEER JOURNEY
The volunteer journey begins when they first learn about the international volunteering opportunity, 
and continues until they have readjusted to life back in their country of residence.
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A QUALITY
ASSURANCE
FRAMEWORK

& A SELF-AUDIT
TOOL
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WHY THIS TOOL?

The Quality framework is a tool assessing the level of accessibility of a project or of a mobility 
programme. It is made of 5 quality principles ensuring to offer an appropriate framework to vol-
unteers. 

FOR WHOM?

Specifically, the IVO4all quality framework is there to support the three different types of organ-
isation involved in international volunteering:

1.  Hosting organisations
2.  Sending organisations
3.  Coordinating organisations

CONTENT

It is made of 5 principles and a self-audit tool.

HOW AND WHEN THIS TOOL CAN BE USED?

1. A diagnostic phase:
-  Context analysis to identify barriers and gaps to be addressed and description of the  

action, choice of the quality principle to be implemented and definition of areas of work.

Rationale The rationale explains the context, the specific needs of the target group 
 and how programming practice may need to be adapted so that it is 
 appropriate for the target group.
Descriptor The descriptor sets out how the quality principle should be applied and 
 what organisations should have in place or be working towards in order 
 to ensure that the quality principle is met to a high standard.
Possible evidence A list has been provided to give examples of the evidence that could be 
 used to demonstrate that the descriptors are in place. It is not expected 
 that all agencies will use all the evidence listed. Alternative evidence 
 can be provided to demonstrate that the descriptor is in place.

- Diagnostic for each principle using the self-audit tool.

2. Definition of a work plan

3.  Progress monitoring process, to be carried on every year to measure progress and adapt objec-
tives
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1. ACCESSIBILITY
All IVO4all information and communication should be focused on removing barriers that could exclude our target volunteers 
from accessing international volunteering opportunities.
Rationale Descriptor Possible evidence Link to evaluation
Young people within our target group do 
not access opportunities and information 
in the same way as their peers. This is due 
to higher levels of disengagement with 
traditional education structures, a lack of 
access to pathways of employment or 
training courses, marginalization and 
exclusion from society and a lack of 
positive role models. As a result, 
international volunteering is not often 
perceived as a realistic or attainable 
option by these young people.

Therefore, all IVO4all practices in 
communication, outreach & recruitment 
should aim to address negative 
preconceptions of international 
volunteering in order to ensure it is 
accessible for this group. They should be 
appropriate, youth-focussed, inclusive, 
positive and flexible to meet the needs of 
the IVO4all volunteer audiences in each 
national context.

Marketing language and 
imagery relevant to target 
volunteer groups and reflect 
the ethos and values of the 
national programme

Volunteers provided with 
clear, accurate information 
about the programme and 
what their role will be

Selection/recruitment 
procedures are based 
around clear, transparent 
and relevant criteria that 
maximises inclusion on 
educational, socio-
economic & geographical 
background

Examples of use of language 
and imagery in marketing 
materials produced by 
sending organisations 
involved in FTs

Copies of messaging used to 
volunteers e.g. standard 
emails or briefing 
documents

Copies of policy and 
guidance documents given 
to staff who make 
recruitment/selection 
decisions

Copy of diversity and 
equality policy

Common outcome 4

Common outcome 5

Common outcome 6

Common results 1

Common results 3

Step 1

Diagnostic and state of play Definition of
a work plan

Volunteers
sending

Volunteers
sending

Post-diagnostic

Post-diagnostic

Update of
the work plan
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2. SUPPORT
Robust support structures should be in place for our target group to enable their full participation and ensure their safety, 
wellbeing and personal development through all stages of the volunteer journey.
Rationale Descriptor Possible evidence Link to evaluation
Young people within our target group 
have diverse needs and characteristics. It 
is important that we understand their 
needs and tailor our approach to and 
structures for support accordingly.

Support should be targeted and flexible 
and informed by an awareness of the 
barriers (faced by our target group), that 
may prevent their participation.

Support mechanisms should be in place 
for each stage of the volunteer journey 
including appropriate exit strategies and 
signposting at the end of the project. 
Support may be financial or take the form 
of mentoring, tutoring or supervision. It 
may be led by staff, volunteer leaders or 
peers in each phase of the volunteer 
journey.

Volunteers are clear on the 
support mechanisms 
available to them

Volunteers are clear on how 
and when to access support

Staff and mentors receive 
training and guidance to 
enable them to provide 
appropriate support to 
volunteers

A mentoring agreement and 
timeline for support is in 
place for each mentor/
mentee

There is a coherent journey 
of support, which includes 
pre-departure and post 
programme support

Copy of volunteer manual/
handbook which outline 
support available

Copy of training and 
guidance documents given 
to staff and mentors who 
support volunteers

A copy of mentor agreement

Example records of 
supervision meetings

Copy of supervision & 
support policy and 
supporting documentation 
on risk assessment

Copy of disciplinary policy/ 
code of conduct

Copy of safeguarding policy

Common outcome 4

Common outcome 5

Common outcome 6

Common results 1

Common results 3

3. LEARNING
Volunteer learning is supported, encouraged and validated through all parts of the volunteer journey.
Rationale Descriptor Possible evidence Link to evaluation
Our target group have often disengaged 
with the traditional process of learning 
and development. They will typically have 
lower aspirations and expectations, and 
lower self-confidence levels. Re-engaging 
young people in the learning process is 
therefore an important part of achieving 
long-term positive outcomes to 
employment, further education or 
training.

Learning may be formal and informal. It 
may be focused on soft skills and 
competencies, and on both professional 
and life skills. Learning will be stimulated 
by the cultural context and is likely to 
include the gaining of new language skills. 
It should be flexible to the needs of the 
young person.

Volunteers have a clear and 
structured learning plan

The volunteer learning 
journey is designed to 
engage a range of different 
learning styles and 
maximise experiential 
learning opportunities

Cultural learning and 
specific placement 
information are included in 
the volunteer training

Volunteers are supported to 
reflect on their experience 
and make sense of their 
learning upon their return

Copy of training/induction 
manual for volunteers

Example of country/
placement specific 
information shared with 
volunteers

Copy of volunteer learning 
plan

Copies of volunteer debrief 
training manual/
communication

Common outcome 1

Common outcome 3

Common outcome 4

Common outcome 5

Common results 1

Common results 2
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4. USEFULNESS
Volunteer roles are useful and appropriate and have realistic aims and objectives.
Rationale Descriptor Possible evidence Link to evaluation
Placements should be designed in a way 
that ensures that the volunteer projects 
are meaningful and useful to both the 
volunteer and the community or partner 
they are working with. It can be damaging 
for a young volunteer to engage in 
activities which are perceived to be 
unnecessary, reinforcing negative 
stereotypes of their abilities and lowering 
self-esteem.

The service that volunteers undertake 
should therefore be positive and relevant 
to young people and add value to the 
work of the hosting organisation or its 
networks.

Volunteer activity will never replace local 
employment opportunities.

There should be sufficient preparation to 
ensure that placements are designed with 
clear and appropriate objectives.

The placement activities are 
realistic and achievable for 
the target volunteer group

Each volunteer has a 
designated placement 
supervisor

The placement objectives 
and the volunteer’s role are 
clear to both the volunteer 
and the placement 
supervisor

Opportunities are in place to 
review progress during and 
at the end of the placement 
and learning is captured

Copy of placement role 
description and objectives

Copy of placement review 
documents

Copy of feedback gathered 
from hosting organisations

Common Outcome 3
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5.PARTNERSHIP
Coordinating, sending and receiving organisations are jointly responsible for ensuring that appropriate provision is made for 
the target group to support their full participation in IVO4all.
Rationale Descriptor Possible evidence Link to evaluation
IVO4all partnerships should be well-
managed, organised, and effective and 
place young people at the heart of their 
outcomes. Strong partnerships enable 
good practice to be shared, activities to be 
critically evaluated and improvements to 
be made to the service offered to the 
target group.

Each consortium partner should accept 
their shared responsibility for the 
successful development of the 
programme and work in solidarity to 
ensure that the needs of the target group 
are prioritised in the programme.

Volunteers may interact with different 
partners at different stages of the 
volunteer journey. It is therefore crucial 
that there is regular communication 
between partners to ensure the volunteer’s 
needs and progression are understood 
and there are consistent levels of support.

Volunteers from the target group are more 
likely to have complex safeguarding 
requirements. Information shared 
between partners must be managed 
sensitively and in accordance with data 
protection regulations.

Partners are well briefed to 
understand the purpose/
ethos of IVO4all

Partnership agreements are 
in place with clear roles and 
responsibilities for each 
partner

There is regular and open 
communication between 
partners

Partnerships are regularly 
reviewed and dispute 
resolution policies are in 
place

It is clear who is responsible 
for the volunteer 
safeguarding at each stage 
of the journey

Volunteer information is 
stored and shared in 
compliance with 
confidentiality and data 
protection regulations

Copy of partner manual/
introductory session to 
IVO4all

Copy of partnership 
agreement with breakdown 
of roles and responsibilities

Schedule of partner 
meetings

Example of partner review 
meeting

Copy of dispute resolution 
policy

Copy of safeguarding policy

Copy of data protection 
policy

The partnership 
quality principle is 
not linked to any 
specific common 
outcomes or results. 
It is expected that 
strong partnership 
working should 
underpin all common 
outcomes and results 
in the Monitoring and 
Evaluation 
framework.

Download the tool

http://www.ivo4all.eu/wp-content/uploads/2017/05/link_1_The_self.pdf
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SELECTION

In this section you will find 
the following documents:

l  Description of Pre Assessment  
Day Workshop

l  Interview grid

l Profile sheet

l  Tripartite agreement
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The

pre assessment

day workshop

WHY THIS TOOL?

l To inform volunteers about the ICS programme and the volunteer 
journey

l To develop effective team working skills
l To develop effective interview techniques
l To introduce and inform volunteers about mentoring support
l To understand how best to prepare for an assessment day

FOR WHOM?

For 15-20 volunteers. The session will last 5hours including a 45min break and time if sessions run over. 
12pm – 5pm in a central location is ideal. Mentors will support the full day.

HOW TO USE THIS TOOL?

For one day, you need to organize activities to talk about those subjects:
l Team building
l Interview technics
l The role of the mentor
l The selection process

Download the tool

Download the pre assessment workshop activities

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_2_PADW.pdf
http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_2_BIS_Pre_assessment_workshop_activities.pdf
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Interview grid

WHY THIS TOOL?

The ability of all youths to access opportunities of engagement in  
civil service, carried out in whole or in part at an international level, is rec-

ognised a critical matter by a cross-section of stakeholders. This interview grid aims to better under-
stand the situation and the motivation of candidates, by avoiding the effects of selectivity caused by 
professional practices and culture, in order to make a selection.

FOR WHOM?

This interview grid is addressed to practitioners of organisations receiving volunteers (youth profes-
sionals, international solidarity).

HOW TO USE THIS TOOL?

This grid is filled by a representative of the receiving organisation, during a selection interview with the 
youth and fills in the information provided in the profile. The listed questions are not intended to be a 
constraining support to the meeting; the practitioner is free to tackle the subjects in the order he wishes. 
He is allowed to make a general assessment of the user to elaborate or not a means of evaluating the 
responses, which should take into consideration the assessment of the personality of the candidate 
beyond the objective responses.

Download the interview grid

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_3_SC_International_Interview_Grid.pdf


20 INTERNATIONAL VOLUNTEERING OPPORTUNITIES FOR ALL –  IVO4all

Profile sheet

WHY THIS TOOL?

The ability of all youths to access opportunities for engagement in 
civil service carried out in whole or in part at an international level is recog-

nised as a major issue by all stakeholders. This profile sheet aims to better understand the characteris-
tics of the public affected by the actions of mobilisation and collective information. It has as an objec-
tive to stem the effect of selectivity generated by the practices and professional cultures, and to develop 
selection criteria to take care of all categories of youths.

FOR WHOM?

This profile sheet is addressed on the one hand to the practitioners: young professionals, of European 
and international orientation, information and mobility, welcoming or supporting youths in their jour-
neys; on the other hand, youths who are supported to complete it.

HOW TO USE THIS TOOL?

This profile sheet is to be completed by a professional with the youth, at the end of the orientation 
meeting or a meeting for collective information. It is to be conducted in a friendly manner in order to get 
to know the youth; there are no wrong or correct answers. This tool is complementary to the “Interna-
tional Youth mobilisation for engagement in civil service”. The information collected are subsequently 
analysed by the approved organisation to confirm the eligibility of youths for the IVO4all experience*. 
Youths that fall into the target public shall be invited by the approved organisation for a personal meet-
ing in order to further the act of engagement.

It suffices to address a response to all the youths and to eventually propose a reorientation on another 
provision for international engagement.

Download the “Profile sheet” tool

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_4_PROFILE_PAGE.pdf
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Tripartite

agreement

WHY THIS TOOL?

This agreement serves as a legal framework for the volunteer’s place-
ment. It defines the rights and obligations of each party. She places the 

volunteer at the heart of the partnership, makes him an actor of his volunteerong and allows him to 
formalize his engagement with the host organization that will accompany him during his placement.

FOR WHOM?

This tripartite agreement is addressed to the sending organization, the host organization and the volun-
teer.

HOW TO USE THIS TOOL?

The agreement must be signed between the sending organization, the host organization and the volun-
teer, and must cover the all duration of preparation for departure and return. The agreement must be 
supplemented by the following information:
l Convention object
l Nature of the tasks entrusted to the volunteer
l Duration of the placement
l Place and conditions of assignment
l Organization of the tutoring and support of the volunteer
l Reciprocal commitments of the parties
l Volunteer commitment
l Indemnity and other benefits offered to the volunteer
l Leave Regime
l Insurance
l Duration of the agreement

Download the tripartite agreement

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_5_Agreement.pdf
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REINFORCE 
YOUTH SUPPORT: 
MENTORING AND 

PLANNING 
THE MISSION

In this section you will find 
the following documents:

l  Mentoring principles

l  Mentor training

l  Mentor agreement

l  Planning the mission
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Mentoring

principles and

techniques
WHAT IS A MENTOR?

“Mentoring is to support and encourage people to manage their own 
learning in order that they may maximise their potential, develop their 

skills, improve their performance and become the person they want to be.” Eric Parsloe, The Oxford School 
of Coaching & Mentoring

Mentoring involves primarily listening with empathy, sharing experience (usually mutually), profession-
al friendship, developing insight through reflection, being a sounding board, encouraging

As a mentor you should:
l Remain non-judgemental
l Listen and be supportive
l Enable learning
l Identify and clarify goals of mentee
l Pass on knowledge and experience

MENTORING PRINCIPLES AND TECHNIQUES

Mentors need to be facilitators and coaches, not tutors or trainers. Mentors need to facilitate the experi-
ence of discovery and learning. The mentor should therefore focus mentoring effort and expectations 
on helping and guiding the mentee to find answers and develop solutions to challenges.

Helping the mentee to find the answers for him/herself provides far more effective mentoring, because 
the process enables so much more for the mentee in terms of experience of learning and development.

Mentoring resources:
l http://www.coachingandmentoring.com/Tools/ - further reading and resources
l  http://chronicle.umbmentoring.org/ - articles, webinars and much more to expand thinking around 

mentoring

Download the tool

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_6_Mentor_Role_Description.pdf
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Mentor

training

WHY THIS TOOL?

l  Understand the role of the mentor

l  Explore barrier to participation

l  Develop confidence in building rapport, maintaining boundaries, understanding behaviour, managing 
confidentiality and disclosures

l  Develop structure for first mentoring session

FOR WHOM?

For 12-15 mentors. The session will last 5 hours including a 45 minutes break and time if some sessions 
run a little over. 12pm – 5pm in a central location is ideal.

HOW TO USE THIS TOOL?

This tool is a guide for organizing mentor training. It is advisable to take note at least 1 month before the 
training and to adapt it to your needs and participants.

For one day, organize activities that will address the following topics:
l  Role of the mentor
l  The motivations
l  The obstacles
l  Mentor Skills
l  Useful information

Download the mentor training tool

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_7_mentor_training.pdf
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Peer mentor

agreement

WHY THIS TOOL?

This document is to confirm the commitment made by a Peer Mentor 
to ensure that they accurately understand their role and take responsibil-

ity for themselves and their actions during the mentoring relationship. If the agreement is broken they 
will be expected to end mentor/ mentee relationships and exit the programme.

FOR WHOM?

This agreement is aimed at both the mentor and the organization that hires him / her.

HOW TO USE THIS TOOL?

The contract must be signed between the organization and the mentor. It must be completed by the 
following information:
l  Mentor’s obligations
l  The obligations of the organization

Download the agreement

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_8_mentor_agreement.pdf
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Planning

the mission

WHY THIS TOOL?

The objective of this tool is to support the organization of the activi-
ties of the volunteers by defining monthly the activities articulated with 

the objectives of the mission.

FOR WHOM?

This tool is intended primarily for the volunteer but also for the host organization.

HOW TO USE THIS TOOL?

It is a matter of agreeing and structuring the following information:
l  Name of the tutor
l  Activity area
l  Type of activities of the placement
l  Brief explanation of activities
l  Weekly schedule of activities
l  Monthly programming
l  Planning personal goals

Download the planning

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_9_planning.pdf
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HOW TO PREPARE 
VOLUNTEERS

BEFORE AND AFTER
THE MISSION

In this section you will find 
the following documents:

l  Training observation prompts

l  Pre-departure training

l  Post-placement support:  
debriefing session

l  Recommendations
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When should

the workshops

be held?

It is important for the workshops – both pre-departure prepara-
tion and post-placement debrief – to be held when the volunteer 

is under contract, primarily for insurance purposes.

In order to reap full benefits, workshops should take place within specific timeframes:

l  Regarding preparation for departure, preparatory measures put forward by the sending organiza-
tion must begin before the common core to avoid having participants fixate on issues about their 
specific host countries (administrative or other). With prior knowledge of such issues, volunteers are 
more available for reflections and exchanges on the common core.

l  Regarding the mission return workshop, better results are obtained if the workshop takes place be-
fore the volunteer completes his/her post-mission report with the sending organization. The report 
describes carried-out activities and assesses aptitudes, knowledge and skills acquired during the  
Civic Service mission. First confronting their experiences in the group setting of the workshop helps 
volunteers gain consciousness of their newly acquires skills. As a result, they can better identify them 
in their post-mission report. Nonetheless, in the days following the return of a volunteer, a prelimi-
nary debriefing should be conducted by the sending organization.
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Training

observation

WHY THIS TOOL?

Whatever the type of volunteer training you observe, and your specific 
reasons for observing, you should consider the different elements that 

contribute to quality training.

FOR WHOM?

This tool is intended for any organization wishing to organize trainings for the benefit of volunteers or 
others.

HOW TO USE THIS TOOL?

This tool can be used during the preparation of the training, as a guide, but also to evaluate the session. 
A series of questions are asked on:
l Preparation of training
l The content of the training
l The place of training
l Animation methods

Download the observation tool

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_10_Training_observation.pdf
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Pre-departure

training

session

WHY THIS TOOL?

The pre-departure workshop is not a substitute for pre-
paratory measures put forward by volunteering organiza-

tions. It is intended to complement the preparatory meas-
ures provided by the sending organizations regarding specific 

host countries and partners. As so, issues of health and security 
relevant to host countries will not be addressed in the group workshop.

The aim is to provide a common core that can be applied to all host countries.
The common core falls within the framework of Civic and Citizenship Education (CCE).

It covers the fundamental elements of preparing for mission departure, such as:
l  preparing to act in an international context;
l  situating one’s mission within the context of international solidarity and European citizenship;
l  projecting oneself into an engagement plan.

The basic content of the training workshop is composed of:
l  Raising awareness of the concepts of international solidarity, urgency and development, as well as 

the implications of international relations.
l  Defining the place of volunteer work in society: volunteering, engagement, activism, local and inter-

national citizenship.
l  Intercultural awareness.
l  Informing volunteers of issues of health, security, risk prevention and management, and risk-taking.

This program was elaborated from contents contributed by instructors and used in their respective as-
sociations to prepare volunteers.

FOR WHOM?

The preparation session is for volunteers who have been selected to go on a mission abroad. The tool is 
for organizations in charge of preparing volunteers.

HOW TO USE THIS TOOL?

Activities for more than three days should be organized on the following subjects:
l  Commitment and voluntary service
l  Prejudices, Judgments and Stereotypes 
l  Security and risk prevention

Download the pre-departure training session plan

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_11_STRUCTURE_OF_THE_WORKSHOP.pdf
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Post-placement

debrief

WHY THIS TOOL?

Though often neglected, the time of return from a mission 
is essential to the educational dimension of volunteering. 

It is a time for reflecting upon and consciously assimilating 
our experiences, as well as identifying the value they bring, es-

pecially in a professional light.

This collective approach to workshop facilitation presented in this guide 
aims to foster better distance-taking for reflection and better assimilation of experiences upon return 
from international Civic Service missions. Working together as a group allows participants to confront 
and cross-examine their experiences and obtain a broader overall view.

This workshop is not a substitute for post-mission support measures put forward by the relevant 
volunteer organizations. It is intended to complement them. Ideally, the workshop should take place 
between 2 and 4 weeks after the return of volunteers, allowing them sufficient time to let their experi-
ences “settle,” and begin to assess the benefits of their efforts and the difficulties of their return. 

The workshop covers the basic elements for reviewing a volunteering experience, such as:
l  Reconstructing one’s experience, in both a personal and professional light;
l  Learning to value and promote one’s experience;
l  Recognizing acquired skills;
l  Raising awareness of the different forms of engagement.

FOR WHOM?

This tool is for sending organizations in charge of organizing the return of volunteers. These sessions are 
for volunteers who have returned from a mission abroad.

HOW TO USE THIS TOOL?

Two post-placement debrief types of session are available: one of 2 days and one of 5 days. They pro-
pose a planning and activities to be carried out on the following subjects:
l  Evaluation of the mission
l  Value of the mission
l  The different forms of commitments (projection into the future)

Download the 2 days session

Download the 5 days session

http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_12_STRUCTURE_OF_THE_WORKSHOP_1.pdf
http://www.ivo4all.eu/wp-content/uploads/2017/05/LINK_13_DAY.pdf
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Recommendations
INSTRUCTORS

Instructors must:
l have experience working with youth, notably of lower educa-

tion attainment;
l be familiar with tools and techniques for participative facilitation, 

as theory is to be kept to a minimum;
l  have experience in volunteering, global solidarity and foreign immersion: instructors are required to 

use their personal experiences to illustrate and enrich most of the modules.

Depending on the number of participants, two or three instructors will be needed for the workshop.

Whenever possible, it is best to have the same team of instructors host the workshops for both pre-de-
parture and mission return for a same group of volunteers, as the two are complimentary. Besides the 
fact that this allows instructors to better adapt activities and discussions to their publics, they can also 
act as a sort of mirror, putting an accent on progress made by volunteers during their missions. Further-
more, knowing instructors from the first workshop allows participants to open up more quickly when 
discussing substantive matters.

PARTICIPANTS AND THE GROUP

The ideal group size is between 10 and 15 participants.

This ensures a strong group dynamic, and at the same time promotes freedom of speech.

Having a diversity of profiles in a group tends to enhance the quality of debates and exchanges, as dif-
ferent points of view are expressed.

Once again, whenever possible, it is best if the mission return group is the same as the pre-departure 
group. The volunteers already know each other, which makes exchanges easier. They may even identify 
changes in other volunteers that the latter did not realize.
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BEFORE A WORKSHOP

Good lines of communication must be established prior to the workshop, among both the volunteers 
and the instructors.

Certain information must be provided upstream:

1. To the volunteers:
l  Information regarding the purpose, objectives and content of the workshop they will be attending, 

as well as practical information about the venue, time schedule and terms. For this, a letter can be 
addressed to the volunteer by their sending structure (see Appendices 1 and 2).

l  Prior to the pre-departure workshop: specific information about the mission, to avoid short-circuit-
ing exchanges about the workshop. A meeting with the volunteer can be arranged by the sending 
structure, and can take place either in person or over the phone, to discuss specific points and an-
swer any questions the volunteer may have.

2. To the instructors:
l  Certain information about the volunteers via an interface sheet (see Appendices 3 and 4):

- profile, contact information;
- for pre-departure preparation: the mission he/she will be carrying out;
-  for the mission return workshop: whether or not the volunteer encountered any particular diffi-

culties of which the instructors should be aware.

To avoid repetition, we recommend that organizing structures read through the contents of the work-
shops presented in this guide and adapt their guidance accordingly.

CONDUCT OF THE WORKSHOP

Group dynamic: At the beginning of each day or module, energizers can be used to help the group get 
to know each other better. They contribute to the group dynamic, and are effective in reviving the vol-
unteers when fatigue sets into the group.

LOGISTICS AND FINANCES

Priority should be given to venues that can offer accommodation, work and meal facilities as well as an 
area for relaxation. 

Think to book well ahead.
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USEFUL
RESOURCES

HELP US
IMPROVE

OUR GUIDE

Volunteers returning from mission are excel-
lent resources: be sure to put them to use!

Inclusion: 
https://www.salto-youth.net/rc/inclusion/

Recognition of Transversal Skills:
www.aki-mobility.org

CONTRIBUTE YOURS IDEAS

Are you a facilitator, a training instructor or take 
particular interest in this topic?

Do you have ideas for activities or innovative practices?

Help us find interesting new practices for our guide by sending-in 
your ideas and experiences.

You can do so at the following address: contact@IVO4all.eu

www.ivo4all.eu

http://www.ivo4all.eu/en/



