Staff Roles and Responsibilities
Introduction

In this session the participants will understand the roles and the responsibilities of the staff in an IYM. 

This session is for chapter members and staff. 

Goal of the session
Get to know the specific roles and responsibilities of the staff. 

Specific objectives/learning points
· Understand the responsibilities that the staff has before, during and after the camp

· Understand the importance of having defined roles well before the camp.
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Suggested timeline and activities

Time: One hour and a half
Space: Indoors/ out doors. 
Materials: 
· Copies of Appendix 1 for each group. Each sentence should be cut. 

· Papers and pen.  
Steps

	What to do…in detail
	Time

	Before – cut the sentences 
	

	Step 1: Divide them in groups of 5 persons. 
	2 minutes. 

	Step 2: Each group need to brainstorm on the different tasks that the staff need to do for the camp. (i.e. food, transportation, risk management, etc)
	15 minutes. 

	Step 3: Each group will present their brainstorming. The facilitator will take note of the tasks on a big paper gathering all the ideas.  
	15 minutes. 

	Step 4: At the end, the facilitator will explain the importance of having inside the staff all the tasks well divided between all members. If it is necessary he can add or explain tasks. 
	10 minutes. 

	Step 5: Give to each group the sentences. Ask the participants to divide and classify them (roles and responsibilities) in general, before, during and after the camp. 
	15 minutes. 

	Step 4: All the groups should get together and as a whole discuss and decide the roles and responsibilities of the staff (General, before, during and after the camp). 
	20 minutes

	Step 5: The facilitator at the end will correct if there’s any mistake.  
	10 minutes. 


Handouts
Appendix 1. Roles and responsibilities document. 
Creator

Ana Maria Buriticá  (a.buritica@co.cisv.org)
Alice Beccaro (a.beccaro@it.cisv.org)

APPENDIXES

Appendix 1
GENERAL

	Participate in the Leadership Training programme in your home nation/chapter. 

	Receive specific training for being a staff. It can be given by the local/national/international committees. 

	Be aware of the IYM characteristics; specially keep in mind the importance of the theme selection and development. 

	Be responsible of the educational process that you are facilitating. Be aware of the role as a staff in it. 

	Be a role model for others (including delegates, leaders and parents). 

	Keep mentally and physically fit (during the IYM, get enough rest!!!) Remember the intensity of this programme. Be aware of the responsibility that you have as staff and the extra non sleep hours that you’ll have.  

	Keep in mind the importance of cultural sensitivity in every CISV activity. 

	Make participants aware of CISV rules and policies during all the educational process. 

	Have in all the stages of the educational process a support of an external staff. 

	Have regular contact with the local chapter. 

	Be responsible with the responsibility and the opportunity that means being a staff and run an IYM. 

	Facilitate the educational process of the participants.

	Provide practical help with the campsite issues (before, during and after the IYM).  

	Respect others and their cultures. 

	Evaluate the programme according to CISV principles and the IYM goals.

	Promote a peaceful attitude and cultural awareness to others. 

	Encourage and assure the good development of the program content according to CISV philosophy and principles. 

	Provide feedback on the programme you are participating in (about content, parents and participants). 

	Participate in local activities and support the chapter/ NA. The experience of being staff is really valuable for the growing of the NA. 

	Provide feedback and support in all the planning and hosting process of the IYM. Refer specifically to the chapter involvement and support. 

	Provide feedback on the participation and the response of the NA/chapters attending to IYM. 


BEFORE

	Become familiar with CISV Goals and Philosophies. Emphasize on the IYM characteristics. (Refer to IYM Guide).

	Choose the pre-camp information and send it to the participants. There should be at least 2 pre-camps. 

	Assure to gather the Travel Information Form and Delegation/participant Information Form from each participant attending to the IYM. 

	Facilitate the follow up process that the IYM Taskforce is going to do to your camp. Remember each camp has a coordinator, who will ask you for information related to the planning of the IYM, such as the site, theme, etc. 

	Theme development: Decide the IYM theme, gather and prepare activities related to the theme and present it in the pre-camp. Be aware that the theme makes the difference in this programme. Begin to develop icebreakers for the camp. Plan the first days of camp. 

	Practicals: Communicate with participants, local chapter and the National Association about site, personnel, special needs, travel plans, home stays needs, etc. Communicate with the local chapter and NA for financial arrangement. If at any point the staff is unsure of the financial arrangements, they should contact the NA who in turn will contact the International Office. 

	Documents: All staff should complete and give the Health Form (HF) and Legal Form (ALIF) to the camp director. Also is necessary that the Local Risk Manager complete the Risk Management Checklist Report. (Find it on the website). 


DURING

	Make sure all the participants and staff have brought all the necessary forms. 

	Complete the DPAF (General Guide Appendix G-10.4) by the third day of the camp and send it to the CISV International Office. 

	Support participants and leaders in organizing activities, often reminding them of the theme of the IYM. 

	Encourage the youth to develop leadership skills through participation in the IYM planning

	Take active part in the development of the IYM (this includes leaders meeting, activities and social life). 

	Encourage participants to respect the IYM content and schedule.

	Promote participants to respect the customs, rules/laws and policies.

	Run evaluation sessions during IYM. Evaluate and discuss problems with others and try to understand others.

	With participants: Support delegates to settle at the camp site and facilitate their educational process. Keep in mind that you are the compass of the IYM programme, never loss the course. 

	With the hosting chapter: Respect their rules and take care of the programme development. 

	Evaluations:
You must plan a time for the participants to fill up the evaluations that the taskforce have designed. 


AFTER

	Be aware that you were responsible of the campsite so leave everything ready. For example, don’t forget to look for the “possible” damages that usually occur on the CISV activities.  

	Assure all participants have their return plans to their countries. 

	Organize all the financial reports with your chapter, such as emergency money expenses. 

	Submit Camp Report, Risk Management Report, IYM Address list and the Participant/Leader/Staff evaluations to the International Office.

	If there are any incidents during IYM, complete Incident Report form (General Guide Appendix G-10.4) and submit to your local chapter, National Association, Risk Manager.  NAs may forward documentation to the International Office.

	Submit a written report to your Chapter/ NA, including an evaluation of the general programme development. 

	Continue with the involvement in CISV activities (Mosaic projects/JB activities) and assist staff training. 


Training Tips


Difference between role and responsibilities and task.


The tasks are the practical issues that the staff has to deal before and during the camp (i.e. host families, travel, health, excursion, food etc).


A list of role and responsibilities can be found in the Appendix 1
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