MEMO

TO:

CISV NAs; PAs; EEC

FROM:
IO

DATE:

October 31, 2001

RE:
STAFF / LEADER SELECTION PROCEDURES FOR CISV ITNERNATIONAL PROGRAMMES

After consultation with the International Committees and many revisions, we are pleased to attach the following documents:

· Staff - Leader Application Form (MIL)

· Reference Form (MIL)

· Staff – Leader Selection Checklist (MIL)
(MIL = Millennium edition)

All 3 are now CISV Official International Forms and should be used, from this point on, for ALL CISV International Programmes and Activities.

As we update the international website and develop more forms, they will eventually be available for downloading from www.cisv.org
We know that all CISVers agree that selecting people for responsibility for the care of children/youth must be done with the greatest of care.  With the exception of Seminar Camp International Staff (selected by SCC), staff/leaders are selected by the NA/PA or Chapter.  As the activities are international, it is important that we apply the same rules and standards for all programmes and in all NAs/PAs.  The criteria for selecting people with programme responsibility are set out in documents R-5 and 6 of the Info File.  The attached forms are the procedural part and are essential for all CISV International Programmes/Activities.
Staff - Leader Application Form (MIL)

· Anyone applying for a position of programme responsibility (including Staff, Leaders, JCs, Junior Staff/Leaders) must submit a Staff - Leader Application Form (MIL) to the CISV member at the local or national level, who is responsible for staff selection.  At the top of page 1 of the form, there is a box for you to put the name and address of the appropriate person.  The form can be filled in electronically, but must be printed out and signed.

Reference Form (MIL)
· Anyone applying for a position of programme responsibility (including Staff, Leaders, JCs, Junior Staff/Leaders) must arrange for 2 references to be submitted on their behalf.  The NA should provide the applicant with the Reference Form (MIL).  The applicant should fill in the “Section 1.  Applicant Information” on page 1 of the form and then send the form to his/her 2 referees along with the name and address of the CISV member is responsible for staff selection, i.e. the person listed at the top of page 1 of the Staff-Leader Application Form.  The referees should send the completed reference forms directly to that person.  The form can be filled in electronically, but must be printed out and signed.

· The CISV member at the local or national level who is responsible for staff selection must review the Application Form and the References and, in countries where this is required, obtain a Police Record check on the applicant.  No selection can be made until all of the necessary documents have been received and reviewed.  The CISV member then signs the Staff - Leader Application Form (MIL), under the Applicant’s signature, to certify that correct procedures have been followed.  For Seminar Camp, the Application and Reference Forms are then forwarded to the appointed SCC representative, who makes/confirms the selection and assignments.

Staff – Leader Selection Checklist (MIL)
· It is important that both the NAs and CISV International be consistent in the selection processes.  We are, therefore, introducing the Staff – Leader Selection Checklist (MIL).  It is up to the responsible CISV member to use this form to record the names and some details for every staff/leader selected.  The form can be filled in electronically, but must be printed out and signed.  Prior to the programme season, this form should be sent to the IO for long-term storage.
What should the NA/PA do with the Application and Reference forms then?

This is personal and confidential information.  The applicant signs to consent to the data being used by CISV only to process the application and agrees that it may be shared with programme organisers.  This information must be kept confidentially and securely by the NA/PA/Chapter and must ultimately be destroyed according to the laws of the country.  Based on legal advice on English laws and practice, we can suggest the following as a guideline, but, of course, the local laws apply:

· If a person applies and is not selected, the information can be destroyed after 6 months; and

· If an applicant is selected, then the information should be kept for 12 years, then destroyed.

We hope that having one set of forms for all programmes will simplify procedures and we thank you for helping us to make sure that we apply these essential standards throughout the organisation.
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