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Guidelines for proposing an Australian Volunteers for International Development Assignment:
In consultation with the Austraining International’s In-Country Manager (ICM), Host Organisations and/or Australian Partner Organisations can propose an Australian Volunteers Assignment by completing all sections of the Assignment Proposal form attached. 

Once completed, please submit the Assignment Proposal form via email to the (ICM).

The Australian Volunteers Program will then assess the suitability of the Assignment Proposal against the following criteria:

· Country Quotas – the Australian Volunteers Program supports a limited number of assignments in each country, each financial year. 

· Country Program Priorities –  AusAID program areas and posts have direct input into setting the geographic and sectoral focus for the Australian Volunteers program in consultation with ICMs from each Core Partner.  All assignments must fit within the individual Country Annual Plan.
· Capacity Building Focus – assignments cannot replace local staff. The focus of the assignment should be to work with local staff to build their capacity and that of the organisation. 

· Host Organisation – must have the capacity to host a volunteer.  This includes the provision of appropriate workspace, any resources required for the volunteer to achieve their assignment outcomes and a supervisor and counterpart(s) who will work directly with the volunteer.

· Sustainability of Outcomes – the volunteer should work towards outcomes that will continue to benefit the HOs work upon the volunteer’s departure. 

· Realistic Expectations – there must be realistic expectations of what the volunteer will be able to contribute during their assignment. Expectations should match the requested skills and experience of the volunteer and the length of the assignment. 

Assignment Proposal Form
	General Information

	Position Title:
The position title must accurately describe the job to be performed by the volunteer
	

	Proposed Start:
(Month/Year)
	

	Proposed End:
(Month/Year)
	

	Duration:
(eg: 12 Months)
	

	Assignment Location:
City (or nearest town) followed by Country (eg: Vientiane, Laos)
	


	Assignment Coding
(Official use by Adelaide only)

	Assignment Code:
	

	DAC Sector:
	

	DAC Subsector:
	

	DAC Description:
	

	DAC Number:
	

	Occupation Code  - Level 1:
	

	Occupation Code  - Level 2:
	


	Host Organisation (HO) Details

	Name of HO:
The full name of the HO. Abbreviations or acronyms should follow the full title in brackets i.e. Institute of Tropical Biology (ITB)
	

	HO Website:

(If applicable)
	

	HO Category:

Please select from the list in Appendix A
	

	HO Office Location: 
	


	Description of the HO:

(1 – 2 paragraphs only)
Provide information about the organisation including the number of staff and offices, location, working style, mission of the organisation and its activities.
	

	Has the HO hosted volunteers previously?
If yes, please provide volunteers name(s) name of volunteer program, year hosted, and how this assignment builds on sustainability of outcomes from previous volunteer(s) where applicable.
	


	Supervision and Support
Please nominate someone from the Host Organisation who will supervise the work of the volunteer. This person will be expected to meet with the volunteer on a regular basis and provide direction and support on the progress of the assignment. 

	Supervisor’s Name: 

	

	Title: 
	 Mr  FORMCHECKBOX 
     Mrs  FORMCHECKBOX 
     Ms  FORMCHECKBOX 
      Dr  FORMCHECKBOX 
     Other: 

	Position in the HO:
	

	Postal Address:
	

	Phone Number:
	
(Work)

(Mobile)

	Email:
	

	English Language Skill:
	Basic  FORMCHECKBOX 

Intermediate  FORMCHECKBOX 


Advanced  FORMCHECKBOX 


	Information on the Volunteer’s Supervisor:

How long they have worked with the HO,  background and experience.
	

	

	Counterpart

A counterpart is a local person who works directly with the volunteer. The counterpart should report to the same supervisor as the volunteer and will directly benefit from a two-way skills share. 

	Counterpart’s Name:

	

	Title: 
	 Mr  FORMCHECKBOX 
     Mrs  FORMCHECKBOX 
     Ms  FORMCHECKBOX 
      Dr  FORMCHECKBOX 
     Other: 

	Position in the HO:
	

	Phone Number:
	
(Work)

(Mobile)

	Email:
	


	English Language Skill:
	Basic  FORMCHECKBOX 

Intermediate  FORMCHECKBOX 


Advanced  FORMCHECKBOX 


	Information on the Volunteer’s Counterpart:

How long have they worked with the HO, background and experience.
	


	Australian Partner Organisation (APO)* 

Complete this section only if this assignment is linked to an APO

*An Australian Partner Organisation (APO) is an Australian organisation that a Host Organisation has links with who can assist in sourcing and supporting volunteers.

	Name of APO:

The full name of the HO. Abbreviations or acronyms should follow the full title in brackets i.e. Institute of Tropical Biology (ITB)
	

	APO Website:

(If applicable)
	

	APO Category:

Please select from the list in Appendix B
	

	APO Office Location:
	

	APO Contact Person:

Please nominate an Australian-based contact from the APO for this assignment
	

	Title: 
	 Mr  FORMCHECKBOX 
     Mrs  FORMCHECKBOX 
     Ms  FORMCHECKBOX 
      Dr  FORMCHECKBOX 
     Other: 

	Position:
	

	Postal Address:
	

	Phone Number:
	
(Work)

(Mobile)

	Fax:
	

	Email:
	


	Assignment Summary

	Assignment Summary:
Describe the overall objectives of the assignment (1-2 paragraphs only). Think about how this assignment relates to the HO, why this assignment is needed and what the volunteer will be doing. 




	Development Framework

	Title of Development Effectiveness Framework (DEF):  e.g.  Improving Rural Development in China

	Overarching MDG / Country / AusAID Strategic Objective:
Describe the overarching strategic objective that this assignment will contribute to (DEF Level 1)


	Community Level Change:
Identify the changes in the community that this assignment will contribute to, in order to meet the above objectives (DEF Level 2)



	HO Capacity Development Areas

Enter 3 to 6 Host Organisation capacity development areas that this assignment aims to address, that will contribute to the above community level changes

(DEF Level 3).
	Volunteer Activities / Deliverables

Please identify the activities / deliverables to be undertaken by this volunteer to address this HO capacity development area

(DEF Level 4).

	
	· 

	· 
	· 

	· 
	· 

	· 
	· 


	Qualifications and Experience

	Essential Minimum Qualifications:  

List the minimum essential qualifications required for the volunteer to successfully carry out this assignment, e.g. Bachelor Degree in Economics or similar field. 


	Essential Minimum Experience:  

Specify the minimum experience required for the volunteer to successfully carry out this assignment.
· 

	Desirables: 

Identify any desired skills or qualities to assist in ensuring the right person is identified for the position.



	Support Strategies

	Support Strategies:
It is important that the volunteer is welcomed and supported throughout their assignment. In addition to the support provided by the ICM, please identify what type of support the organisation will be able to offer. For example, communication prior to mobilisation, orientation upon arrival, regular meetings with the supervisor and/or other staff and opportunity to visit partner organisations.


	Sustainability Strategies:
Please indicate the strategies to be employed to ensure assignment outcomes are sustainable. This may include ongoing or predicted benefits for the Host Organisation including building the capacity of local staff, training, developing resources such as manuals or improving systems development.




	Description of Assignment Location:
Please provide a description of the physical location of the assignment within the country. Include a description of any field work locations if applicable. If the assignment requires travel, it is expected that the cost incurred will be covered by the HO or APO (if applicable).


	Description of the Workplace:
Please provide a description of the physical work environment in which the assignment is located, identifying available resources and facilities (e.g. workstation, printer, phone, fax, etc). Include a description of any field work locations where applicable.


	Accommodation:
Please provide information on accommodation options. Suitable, secure and affordable accommodation options must be identified by the Host Organisation before the assignment is submitted. 


	Information on any resources the volunteer should bring with them:
Are there any resources the volunteer should bring with them to help perform their assignment. NOTE: The volunteer CANNOT be expected to bring a laptop or other computer to support their assignment.



	Additional Information

	Is this Assignment in a Remote Location?
If yes please discuss the Remote Location policy with your ICM.
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	Child-Safe Practices:
Will the volunteer have significant contact with children through this assignment?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If yes, please provide details of the contact with children and the Child Protection Policy and/or child-safe practices which the HO has in place:



	External Funding:

Does the HO or APO receive any external funding for the project that the volunteer assignment is related to?

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If yes, please identify donors:

AusAID 

ACIAR: If yes, please provide Project Number ​​​__________

Other(s): ____________


 HO / APO Contributions 
	HO/APO Contributions

	Contributions from Host Organisation (HO) and Australian Partner Organisation (APO) demonstrate a commitment to effective achievement of assignment outcomes and also allow the Australian Volunteers Program to mobilise a greater number of volunteers. Contributions can be made in two ways:  

· Invoice (INV) – the HO/APO is invoiced for the contribution, or 

· Gift in Kind (GIK). 

A list of possible contributions is provided below - please contact your ICM or the Partnerships Coordinator if you require any information about the contribution.
· Flights to and/or from pre-departure training (INV)

· Pre-departure medical costs (INV)

· Insurance costs (INV)

· Flights to and/or from the host country (INV)

· Settlement allowance (INV/GIK)

· Living allowance (INV/GIK)

· Suitable accommodation (GIK)

· Accommodation allowance (INV/GIK)

· Assignment support allowance to purchase necessary work materials (INV/GIK)

· Resettlement allowance (INV/GIK)

· Post-return medical costs (INV)

· Flights to and/or from debrief (INV)

· Language allowance (providing assignment is eligible for language training support) (INV/GIK)

Please note it is an expectation that the HO will pay for all work related activities eg: field trips, office costs, etc.  These are not considered a contribution by the HO/APO.
Austraining International understands that not all organisations will be in a financial position to provide extensive support and contributions will be assessed on a case-by-case basis. 

Please specify the contribution/s being made to the Australian Volunteers Program/Volunteer below. Please specify all details of the contribution - including the amount (currency), the frequency (monthly/quarterly/one-off) and the type (GIK or INV).



	HO Contribution: (amount, currency, frequency, type)


	APO Contribution: (amount, currency, frequency, type)


	Cash contributions to the Australian Volunteers Program will be invoiced. One off contributions (eg: flights) will be invoiced in total at the commencement of the assignment. Ongoing contributions (eg: living allowance) will be invoiced on a quarterly basis. Cash contributions should not be paid to the volunteer directly.


Appendix A:

Host Organisation Categories
International Non-Governmental Organisation
Local Non-Governmental Organisation/ Community-Based Organisation

Humanitarian Organisation

Government

United Nations Agency

Education Institute

Private Sector

Appendix B:

Australian Partner Organisation Categories
International Non-Governmental Organisation

Other Not-For-Profit/ Community-Based Organisation

Humanitarian Organisation

Government

Trusts/Foundations

Education

Private Sector

Professional Peak Body/Associations
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