Pre-Camp Help Notes (November 2008)

Pre-Camp 1
· Deadline: 
1 December for Mar-Apr Programmes


1 March for Jun-Aug Programmes 

1 September for Dec-Jan Programmes
· Pre-Camp 1 Form is available on Resources at http://resources.cisv.org under ‘Forms’.
· To be sent out by Host NAs/Staff to all invited NAs + the IO (international@cisv.org).

Pre-Camp 2
· Deadline: 
1 February for Mar-Apr Programmes

1 April for Jun-Aug Programmes



1 October for Dec-Jan Programmes

· Pre-Camp 2 should not be bigger than 500kb.
· Must include the activity reference number (e.g. C-2009-42.).
· To be sent out by Host NA/Staff to all invited NAs + the IO (international@cisv.org).

Note [1]: All Pre-Camps can be sent electronically.

Note [2]: Pre-Camp 3 is optional.

Note [3]: For information regarding Pre-Camp content, see individual Programme Guide.

Pre-Camp Content Examples

A few changes took place in 2008 and may need to be included in your Pre-Camps as not everyone is familiar with them yet; e.g. Pre-Registration and the new Legal Forms.
See below three examples of ‘stock texts’. I you wish, please feel free to include them fully or partly in your Pre-Camps.
	Pre-Registration on the Friends website

Do not forget to pre-register on the Friends website (http://friends.cisv.org) and claim participation in our Programme. To register, follow these six small steps:

1. Go to http://friends.cisv.org
2.  Select [REGISTER]
3. Read through the conditions and select [ACCEPT]

4. Fill in name and address (and make sure you indicate you personal e-mail address).

5. Select [REGISTER]

6. Check your e-mail inbox to confirm your registration by clicking on the link in the e-mail. (Once confirmed, you will receive your password to login through your e-mail address).
When this is done, claim participation in our programme!  (Look for our code: X-2009-XX)

1. Go to http://friends.cisv.org
2. Select [FIND ACTIVITY].
3. Select the type of programme.

4. Select 2009.

5. Select host nation.

6. Select the activity by clicking [VIEW].

7. Scroll to the bottom of the page to ‘can’t find your name?’ and click on [HERE].

8. Fill in the Activity Claim Form and click on [SEND].

When we approve your claim you will receive an e-mail conforming you that your Pre-registration is complete. Good luck!


	Legal Forms

The Legal Forms were updated in 2008. Make sure you use the 2008 versions (and NOT ALIF.2000, TWAL.2000 or YLIF.2000). Only the new Legal Forms are available on Resources (at http://resources.cisv.org/ under ‘Forms’). They are called AILF, TWAL and YLIF.


	Visa-requirements

Sometimes the visa application procedure can take a long time. Find out as soon as possible if you require a visa, and if so, start the application process now and do not to wait until it is too late. Also, let us and/or the International Office know if you require a formal invitation. 


Four Frequently Asked Staff Questions about Pre-Registration
How do I become an Activity Manager?
Claim participation on Friends and then contact either the International Programme Committee or the International Office and they will upgrade you to Activity Manager.
How many Activity Managers do you need per Programme? 

It is generally good to have at least two persons to share this task.

Someone has claimed participation in our Programme on Friends but we do not know who she/he is. What should we do?
Simply approve the claim. Once your Programme begins you can go into your Programme on Friends and remove/revoke the names of those that did not turn up. You will also receive participation updates from the IO which will let you know if anyone has cancelled and is no longer going to attend your Programme.
How to do it: One month before the Programme begins, a participant cancels. Go to your Programme on Friends and where the participants are listed, click on [Revoke] next to the name of the person who cancelled. This can be done when before or before the Programme.
We are able to generate an address list from Friends but what if not everybody has claimed participation?
Simply generate the address list. You still use the information in there and then complete the missing information manually. It will be an excel sheet so you can easily add the missing names and contact information.

How to do it: Go to your Programme on Friends and click on [Export confirmed participants]. This will download an excel sheet for you which you can adjust and add on to. 
Remember to also send the final and complete address to the IO along with the PDPEF.
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