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Post N° 
 :













P12…………..
This document enables you to give us the necessary details to create a new post.

The answer to all the columns is very important. If you have questions concerning one or several points of this document, do not hesitate to contact the DCC field officer of your country.

1. Any application has to reach the DCC six months before the wished departure of the volunteer.  2. This demand, signed by the partner, is made in agreement with the bishop of the diocese or in coordination with the ecclesial concerned structure (Diocesan Service of the development, Direction of the Catholic Education…)

Please enclose a document signed and drafted at your convenience showing us this agreement.
	COUNTRY :



	DIOCESE :



	FUNCTION OF THE VOLUNTEER :




Return this document to:

Marie-Raphaëlle MINIER

Délégation Catholique pour la Coopération

106, rue du Bac – cs 80704 – 75345 PARIS cedex 07

Tél. : +33 (0)1 45 65 96 65 – Fax : +33 (0)1 45 81 30 81 

Mél. : marie-raphaelle.lopez@ladcc.org
ADRESS
	( Structure (or institution)
· Name :

· Adress:
· Tel. :

· Fax :
· E-mail :


	( Direct volunteer’s supervisor
· Name :

· Adress:
· Tel. :

· Fax :
· E-mail :


	( Address of the volunteer working place


	Tel. :
	Fax :
	E-mail :

	( Name and address of a correspondent in France (if case occurs)


	Tel. :
	Fax :
	E-mail :

	( Correspondent, signatory of the contract in France
· Name :

· Adress:
· Tel. :

· Fax :
· E-mail :



GENERAL INFORMATION

	Expected date of arrival of the volunteer (month/year)

______/______
	Quality of the post
 :

 FORMCHECKBOX 
 New post

 FORMCHECKBOX 
 Renewal

Name of the previous volunteer :

___________________________

(P0……………..)1
	Expected status :

     FORMCHECKBOX 
 Indifferent

     FORMCHECKBOX 
 Single woman

     FORMCHECKBOX 
 Single man

    Couple
 :

     FORMCHECKBOX 
 Married couple

     FORMCHECKBOX 
 Non married couple

	Expected duration :

 FORMCHECKBOX 
 12 months     FORMCHECKBOX 
 renewable

 FORMCHECKBOX 
 24 months
	
	


SEVEN big categories: choose a dominant; inside a category, several possible choices.

	1. AREA OF ACTIVITY


	TEACHING
 FORMCHECKBOX 
 pre-primary

 FORMCHECKBOX 
 primary

 FORMCHECKBOX 
 secondary    FORMCHECKBOX 
Literary

         FORMCHECKBOX 
Technical/

                   Professional          

 FORMCHECKBOX 
 higher           FORMCHECKBOX 
 General

                          FORMCHECKBOX 
 Technical

                          FORMCHECKBOX 
 Scientific

 FORMCHECKBOX 
 Formation/Management/Direction

             
	SOCIAL EDUCATION / ANIMATION 

 FORMCHECKBOX 
youth       FORMCHECKBOX 
 Alphabetisation

                    FORMCHECKBOX 
  Women promotion                                 

 FORMCHECKBOX 
 Adults     FORMCHECKBOX 
 Pastoral

                    FORMCHECKBOX 
 Carrying of disabled   

                         persons

 FORMCHECKBOX 
 Women  FORMCHECKBOX 
 Follow-up/Animation of 

                        Educational projects/cultural

                     FORMCHECKBOX 
  Others……………………


	ORGANISATION
  FORMCHECKBOX 
 Projects management

  FORMCHECKBOX 
 Juridical/Human rights

  FORMCHECKBOX 
 Human resources

  FORMCHECKBOX 
 Administration    FORMCHECKBOX 
 Secretarial
                                 FORMCHECKBOX 
Accountability

  FORMCHECKBOX 
 Others …………………………….



	 FORMCHECKBOX 
 HEALTH
	 FORMCHECKBOX 
 RURAL
	COMMUNICATION

 FORMCHECKBOX 
 Journalism

 FORMCHECKBOX 
 Audiovisual

 FORMCHECKBOX 
 Radio Technician

 FORMCHECKBOX 
 Others………………………………



	 FORMCHECKBOX 
 CONSTRUCTION
	 FORMCHECKBOX 
 OTHERS
	


	2.  CONTEXT OF THE POST AND LIFE ENVIRONMENT

	Housing:
       FORMCHECKBOX 
 in a community (within a community of religious men or women  Erreur! Signet non défini.
       FORMCHECKBOX 
 in a group (with at least one other person)

       FORMCHECKBOX 
 individual

       FORMCHECKBOX 
 Payment to the volunteer of a compensatory allowance for the housing
Description of the type of housing, its environment, its distance from the working place :
…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………


	Meals :
 FORMCHECKBOX 
 In community

 FORMCHECKBOX 
 Individual
Hygienic conditions  :  FORMCHECKBOX 
 Running water
 FORMCHECKBOX 
 electricity

 FORMCHECKBOX 
 shower
       FORMCHECKBOX 
 WC
Health conditions  :

     Nearby a :
      FORMCHECKBOX 
 doctor            FORMCHECKBOX 
 dispensary            FORMCHECKBOX 
 hospital
Means of communication and transport :
 FORMCHECKBOX 
 phone
      FORMCHECKBOX 
 internet              FORMCHECKBOX 
 post services 

             Internet access in the structure :         FORMCHECKBOX 
 for work use only 
 FORMCHECKBOX 
 for personal needs
             Distance of the closest internet cafe : ______________________________

             Transportation at the volunteer’s disposal : ___________________________

             Time to reach the closest city : ________________________


	3. DESCRIPTION OF THE PROJECT (please enclose a detailed note if possible)

	Project’s context :

· Presentation of the structure (or the institution)

· The context (geographical , social, economical, political environment)

· The project

            Chronology

             Integration in the ecclesial context (parochial, diocesan project, congregational or                         

             national)

            Project’s activities?

Objectives of the project :

Beneficiaries of the project and number of people concerned :      

Partners / funders of the project : 
We thank you for sending us elements about your structure and its development action: activity report, action plan, status, budget (resources, expenses, financial partners). We need it to give our donators en activity report).

Interest of the project for the local development : (the stakes and the impacts of the project in the  previously described context) 



	4. THE VOLUNTEER’S ACTIVITIES

	Enumerate tasks the volunteer will have to fulfil. It is from this point that the volunteer will accept or not the post, it is necessary to be precise:
· Will the volunteer have to supervise people? How many? Which will be his/her responsibilities in the recruitment or the control of the work of these people?

· Will the volunteer have financial responsibilities: nature of these responsibilities, level of responsibility, person to whom the volunteer will have to refer?

· Will the volunteer have to coordinate a team or groups? Which ones? What are the results expected?

· What do you foresee to help the volunteer to succeed his/her integration?

Working time :

· What will be the volunteer working time? (Thank you for indicating the days off and the periods of holydays of the volunteer) 
Modalities of follow-up and evaluation of the volunteer:

· Who will follow-up the volunteer? (Thank you for indicating the full name of the volunteer’s direct supervisor)

· Expected results of the presence of the volunteer in the post, and of his activity

· How will the volunteer’s activities be evaluated (means, frequency, with who)? 

Why do you think you need a DCC volunteer for this post, rather than an employee of your country?
What are the prospects of this post in the mid and/or long term? 



	5. PROFILE OF THE REQUIRED VOLUNTEER

	If it is about a pre-affectation, name of the wanted candidate: __________________________ 
Function of the volunteer (please note the title of volunteer's post. Ex: French professor, administrator) 

Level of qualification (diploma, experiences...):

Skills and qualifications

· What are the wished skills?

· What qualifications seem to you indispensable for this post (capacity to take responsibilities, sense of negotiation, judgment, self-control, listening, capacity to take decisions…)?

· Will the volunteer have to speak the official language of the country from his arrival? 

      Which one? _____________ 

 FORMCHECKBOX 
 Fluently

 FORMCHECKBOX 
 Basic knowledge

 FORMCHECKBOX 
 will learn on site

If the official language is different from the local language, is it necessary to learn a local language? What means will you give to the volunteer?




	6. TESTIMONY OF CHRISTIAN LIFE OF THE VOLUNTEER 

Some of the DCC volunteers are very rooted in the faith; others are less convinced but desire to collaborate with the Church for the good of people in the name of shared values. All leave their country with a catholic organisation in a total awareness. But it is better for everybody that you clarify your expectations on this point.

	Expectations towards the volunteer:

· As part of his (her) work, will be asked to the volunteer a testimony of Christian life or participation in the life of the local Church? Please clarify (personal behaviour, profession of faith, Sunday practice, etc.) 

· In the everyday life will be asked to the volunteer a testimony of Christian life or participation in the life of the local Church? Please clarify (personal attitude, profession of faith, Sunday practice, etc.) 

Offers to the volunteer:

· What kind of spiritual opportunities are proposed to the volunteer by the team which welcomes him (her)? From what spiritual support can he (she) benefit?



	7. OTHER INFORMATIONS

	Bibliography 

· Books, visiting web-sites to get a better knowledge…



	Visa :

· What kind of visa to enter the country?


	COMMENTS OF THE FIELS OFFICER (case reserved to the DCC) :



	8. Article 3 : Living conditions                                                    P12…..

	Careful : thank you for filling in this page. We will join it to the contract you will have to firm. If it’s not correctly filled in, it will be returned to you.

The partner is committed

1. To keep the volunteer for the period of the contract (except in case of absolute necessity, and with the consent of the Catholic Delegation for Cooperation - DCC)

2. To pay the volunteer a monthly allowance of ......................€* from the date he/she will arrive to his/her post (an average of 150 €) ; the minimum allowance is of a 100 €, including for the yearly holidays (school holidays for the teachers) and for holidays taken at the end of mission.

3. To support housing expenses (estimated cost per month ……………€uros) or to replace this advantage by paying a minimal allowance amounting to ……….€uros, per month.

4. To support services charges of housing (estimated cost per month ……………€uros) or to replace this advantage by paying a minimal allowance amounting to ……….€uros, per month.

5. To support food expenses (estimated cost per month ……………€uros) or to replace this advantage by paying a minimal allowance amounting to ……….€uros, per month.

6. The partner is committed to pay the flight tickets, at the beginning and at the end of the mission.

7. The partner is committed to help the volunteer on site for the procedures of regularisation of his/her visa or to obtain a permission of residence in the mission country. The partner is also committed to handle the costs of that.

8. The partner is committed to inform the DCC about any modification concerning this request before the assignment of the candidate (changes in the profile of the post or of material conditions).

9. The partner is committed to inform the DCC about any modification concerning this request during the duration of the contract of voluntary service (changes in the profile of the post or of material conditions).

* 1 Euro = 6, 55957 French francs

* This information is integrated in the tripartite contract established between you, the volunteer and the DCC



	10.   Other financing (except partner or DCC)


	This document has the value of an agreement and must be duly fulfilled, 

signed and returned to the DCC

	Name.................................................................

	Function.............................................................

	Signature
	Date ….../…..../…....










� To be filled by the DCC


� Tick appropriate box 


3 If your request concerns two people. Many newlyweds or not yet married ask us for a departure in couple. Indicate us if a proposition of a   non married couple is in priori possible for you.











