	VOLUNTEER EXCHANGE FORM (VEF)

(PLEASE WRITE CLEARLY IN BLACK, BLOCK CAPITALS AND ANSWER ALL QUESTIONS IN ENGLISH)

	FOR OFFICIAL USE

	

	1.
	Surname:


Present address:

Telephone: 

Mobile: 

Dates at this address:
From:
To:

	First name: __________________________F (  M (
Permanent address (if different):


Telephone:

E-mail:


( By ticking this box I do not wish for my e-mail address to  be shared among the other volunteers of the project group

	2.
	Birthdate:
Birthplace*:


Nationality:
Passport No*:


Occupation:

(*if visa is required)
	3.
	EMERGENCY CONTACT

Name:

Telephone 
(Day):



(Night):
_________________________

	4.
	LANGUAGES

Speak well:


Speak some:

	5.
	Any Health/Special Needs/ Diet requirements (strictly confidential)




	

	6.
	PAST VOLUNTEER EXPERIENCES/GENERAL SKILLS (indicate the country, year and type of work)



	

	7.
	PROJECT CHOICES ACCORDING TO PREFERENCE:
	
	

	
	
CODE 
NAME 
DATES
	
	
CODE                     NAME 
                        DATES

	
	
	
	
	
	
	
	

	1.
	
	
	
	5.
	
	
	

	
	
	
	
	
	
	
	

	2.
	
	
	
	6.
	
	
	

	
	
	
	
	
	
	
	

	3.
	
	
	
	7.
	
	
	

	
	
	
	
	
	
	
	

	4.
	
	
	
	8.
	
	
	

	

	8.
	 PLEASE PROPOSE ANOTHER PROJECT FOR ME IF ALL ABOVE ARE FULL:
( YES
( NO

	
	
	
	

	
	Dates available:


	
	Country/region preferred:


	
	
	
	

	
	TYPE OF PROJECT MOST PREFERRED (please number according to preference)

	
	( ARCH/RENO
	( SOCI
	( CULT/FEST
	( STUDY/EDU
	( TEEN

	
	( AGRI/ENVI
	( DISA
	( KIDS/TEACH
	( SPORT
	( FAM

	

	9.
	WHY DO YOU WISH TO TAKE PART IN A VOLUNTEER PROJECT?



 

	

	10.
	GENERAL REMARKS:__________________________________________________________________________________




	11.
	WHERE DID YOU FIRST HEAR ABOUT THE ACTIVITIES OF AIYO?
 FORMCHECKBOX 
 From the official web page of AIYO/internet         FORMCHECKBOX 
 From printed materials/leaflets        FORMCHECKBOX 
 Through newspaper/magazine

 FORMCHECKBOX 
 Through tv/radio         FORMCHECKBOX 
 Through a festival/stand          FORMCHECKBOX 
 Through a friend          FORMCHECKBOX 
 Other (specify)………………………….


(  I accept the conditions of participation according to the programme of this organisation and I fully understand and accept my responsibility to obtain health insurance for the duration of my travels.
	[image: image1.png]


Khanjyan 19, floor 2, suite 5, Yerevan, 0010, Armenia
00 374 10 547-123 (tel) / 00 374 10 547-123 (fax)

info@youthoffice.org
www.youthoofice.org
	Signature:


(signature of parent if you are under 18)

Date:




This document will be strictly confidential and the data will not pass onto any other persons other than the international partner organizations.
ALLIANCE STANDARDS OF EXCHANGES
A. Volunteers Rights 

1. Volunteers should not replace paid labour.

2. Volunteers should know their rights and responsibilities as well as those of the organisations.

3. Volunteers should be informed of the workcamp movement and about the hosting organisation.

4. Volunteers should be informed of any language requirements, work responsibilities, the number of working hours, accommodation, general conditions etc.

5. Volunteers should be informed about any significant changes to the project.

6. Volunteers should be provided with: shelter; cooking facilities or ready-made hot meals; washing facilities; toilets; first aid equipment; information on fire regulations.

7. Volunteers should receive food and accommodation on a workcamp. An adequate amount of food should be provided for the volunteers or money with which to buy it. If they wish to buy further items for themselves, outside the general food budget, then they must provide money themselves. As a group they will not be expected to pay for their own food.

8. Volunteers should receive all necessary health and safety instructions before the work starts and be provided with the necessary safety equipment to carry out the work.

9. Emergency procedures concerning accidents, during or outside the working time, must be explained to volunteers.

10. Volunteers should have opportunities to express their opinions on the progress of a workcamp (following their organization procedures).

B. Volunteers Responsibilities

1. Volunteers should be aware of the voluntary movement and the workcamp philosophy. 

2. Volunteers are responsible to arrange and fund their travel, to seek professional advice on current medical precautions and arrange their visas with the help of their sending organization.

3. Volunteers should inform the sending organisation (at least) if unable to attend a workcamp on which they have been given a place.

4. Volunteers are responsible for obtaining adequate insurance, especially where it is not provided by the hosting organisation.

5. Volunteers should arrive on time and participate for the entire duration of a project.

6. Volunteers should accept and abide by the rules and conditions of the hosting organisation.

7. Volunteers should inform hosting organization about their travel details before the project starts.

8. Volunteers should be flexible and understand that details of the projects can change at the last minute, without affecting the philosophy of volunteering.

9. Volunteers should respect culture and traditions of the local host.

10. Volunteers should understand that group dynamics are the key to a successful project and they are asked to play an active role in this.

11. Volunteers are responsible as a group to organise their free time activities along with the support of the leader.

12. Volunteers are responsible for their own actions relating to the life of the camp, work and laws of the country.  

C. Hosting Organisation’s Rights
1. Any volunteer not abiding by the agreed rules of the workcamp can be asked to leave.

D. 
Hosting Organisation’s Responsibilities 

1. It is the responsibility of the hosting organisation to ensure that the host community is motivated towards the international/social dimension of a workcamp, not only the work they can accomplish. 

2. Hosting organisations should only accept volunteers from a sending partner, unless there is no partner in a particular country and a volunteer applies directly 

3. If a volunteer is refused a place, the hosting organisation should give a reason (eg. full workcamp, too many females, etc.)

4. If a workcamp is cancelled at short notice the hosting organisation should propose an alternative workcamp for the volunteers already placed on it. 

5. Hosting organization should assure that all communication regarding placements of volunteers is done efficiently 
6. Hosting organisations should do all they can to ensure a volunteer is issued with a visa when required 

7. Detailed information (the ‘info sheet’) should be available no less than four weeks before a workcamp is due to start. This information should include an emergency telephone number of hosting organization. 

8. Hosting organisations should do their best to inform the volunteers about workcamps: preparation/training sessions; handbook; contact with past participants, etc.

9. There should be a responsible person (usually the workcamp leader) nominated to each workcamp to ensure its smooth running.

10. The hosting organisation must inform the sending organisation about any no-shows within three days of the start of the workcamp.

11. The hosting organisation should inform the sending organisation if a significant problem occurs on a workcamp 

12. If, during the time of a workcamp, a volunteer is hospitalised then the hosting organisation is responsible for their wellbeing until the volunteer leaves the hosting country 

13. If, during the time of a workcamp, a volunteer has to be repatriated for any reason then the hosting organisation is responsible until the volunteer leaves for his/her own country

14. If there is any special remark about individual volunteers on a workcamp, the sending organisation should be informed.

E. 
Sending Organisation’s Rights 

1. If any significant accident or incident (eg. hospitalisation/arrest) occurs, the sending organisation has the right to be informed
F. 
Sending Organisation’s Responsibilities

1. The sending organisation should inform volunteers about the workcamp movement, voluntary service, what they can expect on a workcamp and what is expected of them.

2. Sending organisations should only recruit volunteers from within their own country unless there is no sending organisation in a particular country.

3. The Volunteer Exchange Form (VEF) of each volunteer must be sent to the hosting organisation at some point in the placement procedure (on request or on acceptance, according to bi-lateral agreements). 

4. The emergency contact section of the VEF must be filled in and hosting organisations have the right to refuse a volunteer if it is incomplete. It is the responsibility of the sending organisation to submit a completed VEF.

5. Sending organizations from visa countries should inform hosting organizations about visa regulation during TM. 

6. Sending organisations should do all they can to ensure a volunteer is issued with a visa when required.

7. Sending organisations are responsible to inform the volunteers about workcamps: preparation/training sessions; handbook; infosheets; contact with past participants, etc.

8. If the sending organisation receives significant or outstanding evaluations about a workcamp they should inform the hosting organisation. 






