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1. Types of ESC projects 

 
ESC has 3 types of projects/mobilites, aimed at different types of results and issues. These 
are: 

 Solidarity projects 
 Jobs and traineeships 
 Volunteering activities 

 
Solidarity projects are set up and carried out by groups of at least five European Solidarity 
Corps participants, with a view to addressing key challenges within their communities while 
presenting a clear European added value. Projects can last from 2 to 12 months and must take 
place in the country of residence of project participants. A solidarity project should be 
directly linked to the local community young participants live in to respond to the issues and 
challenges around them, although some of the projects can also tackle regional or even 
national issues. Together with addressing the local challenges, a solidarity project should also 
clearly demonstrate European added value by addressing priorities identified at European 
level. 
So this is a project created by local people, and done at a local level, a new idea in this 
infrastructure, but the activities must contain the european values that guide the program in 
order to help the awareness of the participants. 
 
Jobs and traineeships are solidarity activities for young people, for a period from 3 to 12 
months, paid by the participating organisation employing the European Solidarity Corps 
participant. The financial support to participating organisations offering jobs shall not exceed 
twelve months in cases when the duration of the employment contract exceeds twelve 
months. Such jobs shall include a learning and training component and be based on a written 
employment contract, which respects all the terms and conditions of employment as defined 
in national law or applicable collective agreements, or both, of the country in which the job is 
being carried out. These should always be focused on the growth of the participant, gaining 
professional experience and also having a learning outcome from it in order to focus their 
experience into their growth. 
 
Volunteering activities are the focus of this manual and they can be divided into 2 
approaches, Individual volunteering or Volunteering teams. These are the projects based 
more in the “traditional” EVS, where young people from other countries go and work with 
organisations towards implementing a project in order to have an impact in their local 
community, and also providing the volunteer with an experience to focus on their personal 
growth and their growth as an european citizen by providing them an intercultural 
experience.  
 
Individual volunteering is a full-time unpaid solidarity activity for a duration from 2 to 12 
months. In some cases, volunteering activities of 2 weeks to 2 months can be put in place for 
young people with fewer opportunities. This type of solidarity activity will give young people 
the chance to take part in the daily work of organisations and perform tasks that can have a 
real impact. Activities can take place either in a country other than the country of residence of 
the participant (cross-border) or in the country of residence of the participant (in-country). 
 



Volunteering teams are solidarity activities allowing teams of 10 to 40 European Solidarity 
Corps participants from at least two different countries to volunteer together for a period 
between 2 weeks and 2 months. Such solidarity activities could especially contribute to the 
inclusion of young people with fewer opportunities in the European Solidarity Corps. They 
can be used to help with large scale social projects in the hosting organisation community. 
 
 

2 Organisational first steps 

2.1 Organisational ID 

 
Organisations wishing to take part in Erasmus+ or ESC have to register first.  
The Erasmus+ and European Solidarity Corps platform is where organisations wishing to 
take part in Erasmus+ actions managed by National Agencies must register. 
Once registered, you will receive an Organisation ID that you can use when applying for an 
accreditation or grant. 
To register your organisation, you should first open an account with EU Login. 
https://webgate.ec.europa.eu/ern/userguide/?page=register_on_eu_login 
  
Is your organisation already registered? 
To submit an application, you will need an Organisation ID. Organisations that have already 
participated in an Erasmus+ or European Solidarity Corps action managed by a National 
Agency and have a Participant Identification Code (PIC) have been assigned an Organisation 
ID automatically. You can search your Organisation ID (OID) in this case, using your PIC, in 
the link below: 
https://webgate.ec.europa.eu/erasmus-esc/organisation-registration/screen/home 
  
 

2.2 ESC quality label 

 
The European Solidarity Corps Programme (2018-2020) brings together young people to 
build a more inclusive society, supporting vulnerable people and responding to societal 
challenges. It offers an inspiring and empowering experience for young people who want to 
help, learn and develop. Any organisation in a participating country which wishes to support 
or host European Solidarity Corps participants must hold the Quality Label. 
 
What is the Quality Label? 
The European Solidarity Corps Quality Label certifies that an organisation participating in 
the European Solidarity Corps is able to ensure the necessary framework conditions for 
young people to take part in solidarity activities in compliance with the principles of the 
European Solidarity Corps Charter and further requirements necessary to ensure quality 
placements and activities in accordance with the European Solidarity Corps objectives. 
It is designed to ensure consistently high standards in European Solidarity Corps activities. 
Applying for the Quality Label is a quality assurance process facilitating communication 
between the organisation and programme structures, so that all parties involved are aware of 



the values, objectives and rules of European Solidarity Corps. All applying organisations 
must show they are able to implement European Solidarity Corps projects according to the 
rules of the European Solidarity Corps. 
The Quality Label is an organisation's entry ticket for European Solidarity Corps, and proves 
that it complies with the programme's quality standards. It is a prerequisite for participation, 
but does not automatically lead to a European Solidarity Corps project grant. The future 
project grant applications will be assessed based on the criteria presented in the Programme 
Guide and according to the quality of the specific project. 
The Quality Label is for organisations that want to support or host participants. To obtain the 
Quality Label, the applying organisation must be clearly identified. A Quality Label 
application should not refer to the entirety of a complex organisation with numerous 
departments and/or branches in general terms. The information entered on the form should 
make clear the location and the project environment in which the placement will take place. 
Finally, the application cannot be submitted by any informal group; all applicants must be 
either registered on Companies House or the Charity Commission in the relevant UK country. 
More information on the documents required is available on page 11 of this guide. 
Depending on the role of the organisation, and the type of participants concerned, there are 
different requirements in order to obtain the Quality Label. An organisation can apply as a 
Supporting and/or Host Organisation, to request placements of Volunteers (both as 
Supporting or Host Organisation) and/or Traineeships and Jobs (Occupational Quality Label). 
The following organisations must hold a Quality Label to participate in European Solidarity 
Corps projects: 

 All Supporting Organisations; 
 Host Organisations hosting volunteers; 
 Organisations applying for grants under the Occupational strand (Traineeships and 

Jobs placements). 
In addition, an "umbrella" application can be submitted by an organisation, on behalf of 
organisations linked to it by statutory links, which are considered its Dependent Entities (i.e. 
departments). In this case, the applicant organisation must monitor, and accept to be 
responsible for, the quality and safety of the placements offered by the Dependent Entities on 
which behalf it is applying, as well as responsible for the appropriate skill development and 
learning opportunities of the young participants. 
It must be noted that, in order to avoid unnecessary administrative burden, the Quality Label 
is not necessary for organisations certified by similar quality assurance mechanisms of other 
European Union programmes (e.g. EU Aid Volunteers). These organisations may use the 
European Solidarity Corps Portal's database and other horizontal services, but shall not be 
eligible to request a grant in the framework of the Corps or participate in any project funded 
by the European Solidarity Corps. 
 
How to apply? 
The application must be submitted using the official form and parts of it (clearly identified) 
will be published on the European Solidarity Corps platform. Thus, submitting the form 
(which can be found here), entails the publication of such parts of the application. The 
Agency/accreditors will get in touch with the contact person provided on the Quality Label 
application form. They may have questions, and will arrange interviews and visits to the 
organisation as required. 
Before submitting a Quality Label application, a PIC number (Participant Identification 
Code) is needed, which can be obtained through the Participant Portal. If your organisation 
already has a PIC number, it must apply for the Quality Label using that PIC number. Finally, 



for umbrella applications, note that all organisations intended to be covered by the application 
(Applicant and Dependent Entities) must have a valid PIC number. 
How do I register? 
Registration is compulsory and you will not be able to submit your completed application 
form if you have not registered your organisation. If you have registered previously there is 
no need to re-register. 
Please note that regardless of the type of Quality Label, the organisation must have registered 
on the European Commission’s Participant Portal before completing the application form. 
The Participant Portal can be accessed at:  
http://ec.europa.eu/education/participants/portal/desktop/en/home.html 
The Participant Portal is accessible via an individual’s ECAS account. 
 

2.3 Contacting partners 

 
One of the news brought by the European Solidarity Corps compared to EVS is that, in the 
phase of writing the project, the partners are not necessary. 
 
Short term projects 
In short term projects ( with mobilities up to 59 days, excluding travel days), the volunteers 
can come directly through the ESc platform, without a sending organisation. So the choice of 
having partners is entirely up to the project coordinator. If the coordinator chooses not to 
have sending organizations, of course, the coordinator needs to take over the would be 
partners tasks related to selection and preparation of the volunteers. 
It is a plus if the sending organisations were not putting in the work time properly but they 
were requesting to be paid as sending partners ( a situation not unknown to many project 
managers). 
The other side is that there is need of bigger time/people resources for the coordinator to take 
over the selection/preparation phase. 
 
Long term projects 
In long term projects (60 days up to 1 year), the volunteer needs to have a sending 
organisation, but not necessarily identified as a partner in the project writing phase. 
It is recommended that the duties of the partners are negotiated before the selection ( if the 
sending organisation acts as partner) or during the selection process ( if they just act as 
sending, pending selection of their candidate). 
Preferably, the duties are put in a contract. May practice cases have just financial clauses 
separate from duties, but it is recommended that the financial clauses are detailed by duties, 
like in one of the examples below offered by one of the participants to our seminar: 
-selection of the candidate ---------- x euro 
- preparation of the candidate including x hours of…., y hours of ….. -----------y euro 
- contacting the volunteer monthly and conflict management ----------------------z euro 
- disseminating the volunteer’s work ----------------------------------------------------- t euro 
- support in filling in the final report ------------------------------------------------------- m euro 
Etc. 
It was advised by people with many years experience in the field that  if the most important 
of the sending organisation duties are itemised as a risk management measure,  they will 
know from the beginning that the final amount depends on the duties actually performed. 
The organisations that have the ESC quality label can be found here: 



https://europa.eu/youth/volunteering/organisations_en 
However, it is preferable if the organisation comes recommended by people you trust or you 
know them directly from a common international event, as this helps a lot with speed of 
communication and conflict management. 
 

3. Writing a project 

3.1. Problem/solution tree 
 

 
 
Description: 
 
When you need to write a project its it always better to make sure the projects fits the needs 
of the community you wish to improve. A tool to help you design a project towards better 
help and come up with the solutions for the issues you wish to address is the problem/solution 
tree. This tree converts the addressing of issues you desire to address into ideas and activities 
you can implement so you can figure out what to focus on in your volunteering project.  
 
Objective: 
To analyse the needs of your community and the best causes to address in your volunteering 
project 
 
Step-by-step instructions 



Have a brainstorming session with your team and question about the issue you wish to 
address with your project. Decide on the main problem to tackle and then focus on root 
causes and consequences, setting them up in a tree style diagram. Make sure you take your 
time and find the main issues, causes and effects. 

 
After this you will have a sorted and organised list of what you should tackle and from here 
you can start developing the solution tree 
Start by analysing the causes and finding solutions to them, and that will give you objectives 
and activities for your project, then from there you can convert the effects into impact from 
your project, so you know the results of your work  
 

 
 
By the end of this process you will have a list of activities, objectives, results and impacts 
you can use to design your project and present in your project proposal 
  



3.2 - SWOT 

 

 
 
 
Description 
SWOT analysis is a tool for auditing an organization and its environment. It is the first stage 
of planning and helps the project manager and team to focus on key issues. SWOT stands for 
strengths, weaknesses, opportunities, and threats. Strengths and weaknesses are internal 
factors. Opportunities and threats are external factors. A strength is a positive internal factor. 
A weakness is a negative internal factor. An opportunity is a positive external factor. A threat 
is a negative external factor. 

 
Diagram: A SWOT Analysis 



We should aim to turn our weaknesses into strengths, and our threats into opportunities. Then 
finally, SWOT will give managers options to match internal strengths with external 
opportunities.  
The main purpose of the analysis has to be to check and increase the quality of the project 
and conditions for the volunteers to have an impact.If undertaken successfully, we can then 
increase the chances of a successful volunteering project  
 
Objective 
Tool to help with knowing the strengths and weaknesses of your project 
 
Step-by-step instructions: 
Make a list and follow the order, S-W-O-T. Reading each letter and its meaning as you go 
(refer to the initial image), write down factors the influence your project. 
After these are done, make a SWOT analysis of them, figuring  how to exploit your strengths 
and opportunities, and mitigate your weaknesses and threats. (Don’t forget to check if your 
strengths and opportunities can help you or even resolve your weaknesses and threats) 
 
 

3.3 Differences EVS -ESC 

 
The new program brings some changes from the old one, the most important of them being 
the idea of solidarity. Every project needs to demonstrate how it supports this idea from the 
writing phase. In practice, this has consequences on the project focus - before, the project 
objectives were mostly about the volunteers. Indeed, some evaluators took points away if 
there were project objectives about the needs of the community ( as they were considered not 
that relevant for the program, where the needs of the volunteers were the center). 
The new program has a more balanced and realistic view, where there needs to be a matching 
between the needs of the volunteer and the needs of the community (  hence, we can have 
objectives about both the volunteers and the community). 
This is great in risk management, helping to mitigate the risk of volunteers being accepted as 
not cooperating with the project and local communities ( following their own aims, that had 
no connection with the aims of the hosting association and local community). Also, it makes 
more sense when it comes to preparing them to the labour market, where you do have to 
contribute towards the aims of the entity that employs you. 
Below you have some of the differences identified by the organisations participating to the 
contact seminar together with the facilitators. 
 

Other programmes can also send ESC volunteers, such as: the EU Programme for 
Employment and Social Innovation (EaSI), the LIFE programme, the Asylum and Migration 
Fund, the Health programme, the Europe for Citizens programme, the European Regional 
Development Fund, and the Agricultural Fund for Rural Development. 

The type of accreditation is different according to the type of project (accreditation for jobs, 
for volunteering, for traineeships) 



Not all volunteering projects need quality label – with reference to the small solidarity 
projects. 

The program includes specific small volunteering projects organised by young people, that 
want contribute to their community. 

The location is a necessary part for the quality label. 

The quality label allows for umbrella accreditation, if the NGO is part of a European network 
of NGOs. 

The project brings clear results, visible in the communities where the project is implemented 
- when evaluating the projects, points are awarded for bringing community change. 

The program promotes solidarity as a value, mainly through volunteering , with particular 
effort to promote social inclusion 

The projects have more money per volunteer, and the programme money almost doubled. 

The projects include project management money (2000 euro per volunteering team, 225 euro 
per individual long term volunteer, besides organisational money and pocket money). 

In short term projects, the partners are not mandatory anymore. 

It is easier to change sending countries now. 

It is easier to include outside EU countries in the projects (even if they were not predicted in 
the project writing phase). 

Volunteers in volunteering project can be national and international volunteers. 

You can do many short term stages of volunteering. 

Besides volunteering stages, candidates can do also internships and jobs. 

Volunteers can do up to 14 months of volunteering. 

Volunteering teams in this program (with one exception) need to have minimum 10 
volunteers. 



Volunteering teams in high priority areas include minimum 40 volunteers. 

The selection of volunteers is done by the hosting/coordinating organisation, through an 
online platform. If selected and not registered in the platform, the candidate must register. 

The certification of the participation of the volunteer is done by the specific online platform, 
with a certificate with a QR code that has information about the project. 

 

3.4 Rights and responsibilities: Sending, receiving, coordination 
organisations; volunteer rights and responsibilities 

 
There is not only one single way that you can establish these responsibilities, but they have to 
respect the ESC charter: 
https://europa.eu/youth/solidarity/charter_en 
The charter is less comprehensive than the EVS one, giving more freedom in splitting these 
responsibilities between the actors, especially between organisations.  
You have below some ideas from our partners in dividing these responsibilities, which can be 
modified according to the project: 
 
Sending Organisation 
 
The Sending Organisation is responsible for: 
  
•   the first phase of selection of volunteers, inside its own network and the local 
community from the sending country, including a waiting list of candidates 
•   The preparation, support and monitoring of the volunteer especially before and after 
the ESC activity. It implies having a regular contact with the volunteer during the whole 
project and support him/her in case problems arise that cannot be solved by the volunteer or 
the hosting organization. 
•   Explaining to the volunteer the overall process of an ESC project, since the 
application until the final evaluation, and the role, rights and duties of every actor involved. 
•   Arranging the insurance of the volunteer. 
•   Assisting the volunteer with the international travel and visa arrangements. 
•   Providing the Coordinating Organisation with receipts of any cost incurred and with 
any information needed for the final report. 
•   Ensuring the participation of the volunteer in the evaluation of the activity, provide 
support to the volunteer to help him/her reintegrate into the home community after the project 
and give him/her the opportunity to exchange and share experiences. 
•   Encouraging the involvement of the volunteer in dissemination and exploitation of 
results and providing guidance regarding further education, training or employment 
opportunities. 
•   Contributing with knowledge and good practices to the quality of the project 
according to the project application 
•   Prompt notification of the Receiving Organization of any delay in the performance of 
duties; 



  
The Sending Organisation has the right: 
•   To obtain information on major changes in the implementation of ESC activities and 
to participate in the decision making process in this case, especially if the decision will have 
an influence pertaining the nature of the project. 
•   To expect that any information communicated to the Hosting Organisation for 
ensuring the well-being of the volunteer will be properly considered and complied with. 
•   To ask for and receive feedback from the volunteer as well as from the Hosting 
Organisation about the process of the activity. 
  
Hosting Organisation 
 
It is responsible for the following tasks: 
•    Issues dealing with the volunteer’s activities and safety: 
•   organising phase 2 of the selection process and sending ESC info kit to selected 
volunteers 
•   Arranging the arrival and departure of the volunteer in the hosting country. 
•   Set together with the volunteer an activity plan about his/her tasks and learning 
objectives. Carry out activities and change of plans regarding the ESC activity in mutual 
agreement with the volunteer. 
•   Providing safe and decent working and living conditions to the volunteer. 
•   Facilitate the integration of the volunteer in the local community and culture. 
•   Provide the volunteer with the training needed for him/her to develop the tasks 
assigned, included basic language lessons. 
•   Introducing the mentor to the volunteer at the beginning of the project, arrange quality 
mentoring and evaluation for the volunteer 
•   Providing personal support to the volunteer, especially in case of crisis. 
•   Informing the Sending Organisation about conflict situations or accidents where the 
volunteer is involved. 
•   Issuing the Youthpass certificate in collaboration with the mentor and the 
Coordinating Organisation at the end of the ESC 
•   Issuing the European Solidarity corps certificate 
 •    Issues dealing with the administrative and budgetary management of the project. 
•   establish  conflict management  and communication procedures 
•   Provide needed documents to the Sending organisation for the visa process. 
•   Provide monthly allowance to the volunteer, who will be asked to sign a receipt 
document. 
•   Provide food and/or food money to the volunteer. 
•   Arrange the payment of the rent and expenses of the house. 
•   Provide the volunteer with the tickets and/or monthly cards for local transports 
whenever it is related to the activities of the project. 
•   Raising awareness of risk assessment, crisis prevention and high quality support 
during the project activities; 
  
The Hosting Organisation has the right: 
•   to obtain information about the volunteer that may be relevant to the ESC project , 
including any health problems that might affect the volunteering work 
•   To receive help and support from the sending organization if needed, in case of 
problems that cannot be solved by the hosting organization itself. 



•   To set, together with the volunteer, some basic rules considered important for the 
good and smooth functioning of the volunteer’s activities and the project in general. 
  
Volunteer 
                                             
The volunteer will be responsible for: 
•   Carrying out the project tasks according to the agreements taken with the project 
coordinator, showing initiative spirit, collaborating with the other volunteers. 
•   Contributing his/her time, energy and enthusiasm towards the aims and objectives of 
the project activities, as established together at the beginning of the project. 
•   Respecting the functioning and principles of the hosting organization, its members 
and the local community. 
•   establishing and respecting household rules (cleaning, economy of energy, water, gas, 
pets, smoking) together with the other volunteers and/or members of the project team and the 
house owner, respecting the facilities belonging to the hosting organization and basic rules 
established for the safety of the volunteer and the Hosting organisation's members. 
•   Attending ESC training and meetings before, during and after the project, including 
language training. 
•   Communicating to the mentor and/or the Hosting organisation about problems faced 
during the ESC. If the problem is not being solved, the volunteer should inform the Sending 
Organisation and finally the National Agency. 
•   Handing in all travel tickets and invoices to the hosting organization and sending 
organisations, while understanding that the coordinating organization cannot reimburse 
expenses without supporting documents. 
•   The ESC volunteer is responsible for any damages he/she causes in the board and 
lodging and is liable for restitution of the damage made at work or in the apartment; 
•   To respect the Hosting Organization rules and team and be patient in their personal 
demands in not emergency cases; 
•   Not to abuse with illegal substances that might have negative effect to them and to the 
other participants in the project; 
•   Inform the Sending and Receiving Organization of special needs that could affect the 
project and agree on the information which can or should be forwarded (diet, illnesses for 
which precautions need to be taken (e.g. epilepsy, depression etc.); 
•   Completing a written report describing his/her participation in the activities and 
gained knowledge and skills with the assistance of his/her mentor 
  
The volunteer  has the right to: 
•   to be adequately prepared by the Sending Organisation for the stay abroad according 
to his/her needs, to receive clear information about the tasks he/she will develop, the 
accommodation, training and support. 
•   to receive by the Host organization the rules of the living and working place. 
•   to be covered by insurance plan throughout the entire voluntary service period. 
•   to be facilitated, guided and provided with learning opportunities by members of the 
hosting organization from the moment of his/her arrival in the hosting country. 
•   to have free board and lodging, to live in a safe and clean accommodation and to eat 
sufficient and healthy food. To receive the monthly allowance from the Hosting organisation. 
•   to receive language training. 
•   to receive ongoing support from the Sending Organisation throughout the voluntary 
service period. 



•   to have one mentor with whom he/she will have meetings throughout the voluntary 
service period. 
•     to receive the Youthpass after completing the ESC activity.. 
 

4. Involving disadvantaged volunteers 

 
All projects should include a mentoring process, with one mentor for maximum 5 volunteers. 
The projects involving disadvantaged volunteers should have more care for the process, with 
more professional mentors, more hours allocated for the activities and use of specific tools.  
We are presenting below some tools that were useful in the process of dealing with such 
volunteers. 
 It is important to note that the disadvantaged volunteers with require increased emotional 
support. 
 

4.1 - Animal values 

 
Description 
This exercise will help the members of the team and the volunteers have a better perspective 
of whom they are and the values that guide their lives. 
 
Objective 
Understand better our own personal values and views 
 
Step-by-step instructions 
Ask each member/volunteer to think about their 5 favorite animals and write them down  
After they do this, ask them to think about their favorite non-physical (no singing, feathers, 
fur… anything that relates to our 5 senses, the goal is to go into meanings and attitudes of the 
animal)  
After this, explain about human values, how they are things we value and guide our lives 
trough and how each of us value different things, and that gives us our priorities in life 
Next, explain to the participants that the 5 animal characteristics they chose are actually 5 
values they hold dear (not their top 5, but very important for them), and that's why they relate 
to the animal 
After this, you can ask your volunteers to think deeper into their personal values and how 
they fit into the volunteering project they are part of. 
 
 
 
  



 

4.2 - Zone of fulfilment 

 

 
 
 
 
Description 
With this tool you dive into the aspects of the personality of the volunteer/team member, in 
order to better figure out what they desire, and what kind of satisfaction and fulfillment they 
can bring from the work they will be doing, and also in terms of guiding their learning and 
growth process towards the future that makes sense to them 
 
Objective 
To help discover ideas/missions that make sense for them to develop inside the volunteering 
project 
 
Step-by-step instructions: 
Ask each volunteer/team members to list their 5 most important values (refer to the previous 
exercise for help on this topic). 
Ask them about their passions, things and subjects they are passionate about, and ask them to 
also write 5. 



Ask them for their skills, things are better than most doing, capacities they know they have or 
other people tell them they have. 
Finally ask them about 5 things they feel the world needs more of. The concept of “world” 
here can be very wide, it can mean their community, district, town, country, etc… the 
important thing is to find a topic that they care about. 
After this you can draw or show them the image from the top. And explain to them that when 
they are doing something that follows their values, engages their passions, uses their skills, 
and gives the world around them something they feel it lacks, they are working in their “zone 
of fulfillment”, bringing them greater satisfaction. 
You can then focus their experience in the volunteering project in order to work with their 
answers, motivating them towards the process more and helping gain a vision on how they 
can grow 
 
 

4.3 Dragon dreaming teams 

 

 
 
Description 
The dragon dreaming team circle is a tool to evaluate your team and how they connect better 
with different sides of a project. Using this tool you can have a better idea of the kind of work 



your volunteers will enjoy doing, and you can guide them towards tasks that fit their profile, 
or even challenge them in the opposite area, in order to help them grow as professionals. 
 
Objective 
Understand better strengths and weaknesses of your team 
 
Step-by-step instructions 
Print the words present in the above image 
Lay the printed sheets on the floor according to the image above, make a big circle so people 
have space to stand around it 
Explain each of the terms to the volunteers and ask them to choose a term/concept they relate 
with most, and stand in front of it 
After the participants have chosen their places, explain that projects usually have a cycle 
(Dreaming - Planning - Doing - Celebrating) and need all the four elements in order to be 
successful, and that they should focus on team members that compliment the 
strengths/weaknesses of one another (for example someone good in the dreaming section, 
might not be very good in the practical parts). 
Now with this information, try to understand better the kind of roles your volunteers can have 
inside your own team and how to better integrate them for the project you have in mind 
 

5. Project approved - what next? 

 
Congratulations! If your project was approved, it means it was well written. You are now 
entering the implementation phase. 
 
Practical hints: 

 First step, which seems logical, but sometimes it is overlooked, is to read again the 
project, as a team. ( the project was written at least 4 months before, and probably not 
all members of the team know the whole process). 

 If the project is complex and some of the team members are volunteers/juniors, they 
should have a presentation with an  overview of the project and clear tasks to do. A 
good practice idea is to have job descriptions for all the team members, according to 
their role in the project. 

 Also, when all team members are present and feedback of the evaluator is considered, 
you might notice you overlooked some things or there are better solutions to your 
initial project proposal. 

 Project management tasks and documents should be done in the beginning of the 
process, as they smooth out the process later. Examples of such documents can be: 

 Risk assessment and possible solutions ( risk management) 
 Monitoring plan 
 International and local partner specific documents: partner agreements, partner 

contact database open for the project team 
 Procedures about financial approval of expenses and document presentation 
 Some of the project team might need training in the beginning - especially if they are 

new, they have new responsibilities or the project is more complex. Think also if there 
is need of mentor training or at least mentor team meetings to establish common tools 
and specific responsibilities according to interests and competences. 



 

5.1 Steps of the project 

 
There are 3 main phases of the project, once approved: 
Preparation -> Mobility -> Follow up 
Ideally, there is also a sustainability phase after the project ends, which can be more or less 
substantial. 
In the preparation, the main activities would be: 

 Planning of the project - resulting in specific documents and agreements with partners 
and local actors 

 Logistic organisation: accomodation, food, transport. 
 Recruitment and selection of the volunteers - for the ones not working in human 

resources, the main goal of recruitment is to have a large enough pool of candidates, 
the main goal of selection is to have volunteers and reserves selected. Recruitment is 
important, because it ensures good quality volunteers ( you have where to choose 
from) 

 Preparation of volunteers: sending them mandatory documents, like ESC info kit, 
project info pack, materials related to their tasks, volunteering contracts, offline and 
online training prior to arrival, make health insurance, make sure they are enrolled in 
the ESC platform 

Mobility: 
 Initial training: for long term activities, the National Agencies usually do these 

trainings. You have to make sure the volunteers enroll and attend them. For short term 
activities, you will organise the training yourselves. Make sure they know what they 
signed for ( check again they know their responsibilities, their coordinators, contacts 

 Organising activities with volunteers - specific roles you have to consider in the 
projects would be volunteer coordinators and mentors, aside from project 
managers/team members with other duties. Volunteers need constant supervision to 
be able to accomplish their tasks at their best. 

 Mentoring: takes the volunteer through a process of accommodation with the new 
culture, setting professional objectives, organising their learning process, finishing the 
process, certification of their experience ( together with the project team) 

 
Follow up: 

 It is important that the volunteers fill in their ESC report -although it seems a minor 
paperwork task, many National Agencies are very strict about it, so make sure before 
they go they know about it, they have seen an example of one ( some professionals in 
the field say that, to be sure, they ask the volunteer to fill it in on paper, so they have 
it, just in case). The portal is not friendly if you have to change the volunteers email, 
beware. 

 Support the volunteer in disseminating the experience, check up on them to see what 
was the impact of the project on them 

 Disseminate the project yourself through various means, keep a dissemination log to 
make it easier when you have to report 

 Write final report with info from all actors involved in the process 
 



5.2 PASS platform 

 
The Placement Administration and Support System (PASS) is designed to make it easy for 
eligible organisations to search for and recruit European Solidarity Corps participants for 
their placements. 
 
Authorised organisations must then take one of the following paths to start using PASS, 
depending on which programme they are associated with: 
A) If the organisation holds a Quality Label, then its staff which are already listed in the 
organisation's Quality Label awarding decision  are automatically enabled to access PASS 
through their existing EU Login / ECAS accounts. Organisations can check precisely which 
staff are listed in their Quality Label awarding decision by contacting their Erasmus+ 
National Agency. 
B) If the organisation is accredited under Erasmus+ European Voluntary Service, then its 
staff which are already listed in the organisation's EVS accreditation are automatically 
enabled to access PASS through their existing EU Login / ECAS accounts. Organisations can 
check precisely which staff are listed in their EVS accreditation by contacting their Erasmus+ 
National Agency. 
C) If the organisation is certified under EU Aid Volunteers, then its staff which are linked to 
the EU Aid Volunteers programme are also automatically granted access to PASS through 
their existing EU Login / ECAS accounts. 
D) If the organisation is authorised under any of the other associated EU programmes, then 
the organisation must: 

 Decide which staff should have permission to use PASS. 
 Give details of these staff members to the European Commission Directorate General 

responsible for the programme the organisation is associated with. 
 Ensure that these staff each have their own EU Login / ECAS accounts linked to the 

same email addresses given the Directorate General. 
All authorised users should then: 

 Click on the "Administrator login" button at the bottom of the European Youth Portal 
pages. 

 Use their EU Login / ECAS account to authenticate themselves to the system. 
 Select "European Solidarity Corps PASS" from the list of online tools available to 

them after they login. 
Practical points: 

 PASS allows you to search for volunteers without a sending organisation. You need to 
write a short contact text about the project and send it to as many volunteers as you 
can that suit your project ( recruitment phase) 

 If the volunteer is interested in your project, they will accept your contact. You can 
then see their info (phone and email) and use it to contact them. Expect a rate of 
success in this stage of about 10 % (10% of the ones you contacted actually answer 
back) 

 After you conduct interviews and select the volunteer, you must make him an offer 
through the platform, which he needs to accept.  

 If you select a volunteer from your sending organisation, make sure he is registered to 
the PASS and gives you his ESC number ( you need this number for a series of 
documents and also for the Mobility tool. 



 The Mobility tool allows you to select the volunteers you found through PASS and 
put inside info about the length of stage, personal data etc. It is NECESSARY to use 
it. 

 

5.3 Specific documents - volunteer contract, local contracts 

These documents are useful for the implementation of the project. The volunteer contracts are 
mandatory, the local contracts not, but can make a positive difference. 
The volunteer contracts are part of the contract with the financing authority ( usually the 
National Agency of the coordinator organisation). They are annex 5 (in 2019) of this contract, 
and require filling in of the following info: 

 Info of the hosting/coordinating organisation  
 Personal data of the volunteer 
 Name and number of the project 
 Mobility dates 
 division of rights and responsibilities between the participant and the organisations in 

the activity, housing, practical arrangements, rules of conduct  
 description of the payment arrangements you intend to put in place, such as advance 

payments, refunds for tickets 
 Health insurance number 
 Linguistic support 
 roles and tasks the participant will have in the organisation 

Practical tips: 
 Make sure you are detailed, put in sums and deadlines 
 Think about risks, add them in - some things may seem obvious, but might be not so 

to the volunteer, like local laws about alcohol consumption in public, or legal 
substances in the hosting country. 

 Add free days and the way to request for them ( usually 2 per month) 
 Add schedule and hours to work per day, so there are no misunderstandings 
 Make sure that the volunteer read and understood what they signed, if possible, before 

mobility 
 Upon arrival on mobility, do a refresh of it ( a quizz, a drawing etc that asks them to 

interact with the content of the contract)  
 
Contracts with local institutions 
In some projects, you will have local institutions you work in close relationship with. For 
example, the volunteers will do some hours in schools, museums, other associations, local 
authorities etc. The volunteers will have to have a tutor to coordinate their activity in these 
institutions. To make sure all actors involved are satisfied, it is good to talk in the beginning 
about rights and responsibilities, codes of conduct, hours, certifications etc. and record all this 
in a contract with the institution. It is good to have a volunteer contract also with the tutor, so 
it is clear for them what will happen during the project. 
 
  



5.4 YOUTHPASS 

 
What is it? 
Youthpass is at the same time a certificate and a process that is used as: 

 reflection that helps to define and describe learning outcomes in a youth project, 
leading to a certificate that documents these learning outcomes  

 confirmation of participation by the organisers of a specific activity/project  
 description of the activity/project where the person participated 
 individualised description of the specific activities undertaken and of the learning 

outcomes 
 certificate for people participating in the activities supported by the Erasmus+: Youth 

in Action programmes and the European Solidarity Corps 
 tool which puts the Key competences for Lifelong Learning into practice firmly based 

on principles of non-formal education and learning 
 a way of improving visibility of learning in youth and solidarity projects 

 
The Youthpass certificate confirms and recognises that the volunteer has carried out a service 
as a volunteer abroad. It also acknowledges that the volunteer has learned and developed 
during the voluntary service.  
Youthpass consists of three parts: 
• Part one certifies that the volunteer participated in EVS. It provides personal details of the 
volunteer, the time period in the host project and finally a general description of the project. 
• Part two gives a description of the specific 
project, the role, tasks and training undertaken by the volunteer, a description of the activities 
of the host organisation 
• Part three is a description of the learning outcomes the volunteer achieved during the 
voluntary service.  
 
You can check the impact of using youthpass in this video: 
https://www.youtube.com/watch?v=_zCcsYRuLsw 
 
 Key Competences for Lifelong Learning  
 
Competences = combination of skills, knowledge and attitudes 
 
The 8 Key Competences for Lifelong Learning are the framework that supports the youthpass 
and allows the volunteer to structure his experience and learning during their mobility, giving 
them a valuable way to better identify the skills they are learning, as well as help structure 
and strategise their learning plan. 
 
They are: 

 Multilingual competence 
 Personal, social and learning to learn competence 
 Citizenship competence 
 Entrepreneurship competence 
 Cultural awareness and expression competence 
 Digital competence 
 Mathematical competence and competence in science, technology and engineering 



 Literacy competence 
 
By understanding that their learning and growth can have these 8 angles to it, the use of this 
tool can help your volunteers become more aware of their growth while volunteering. 
 
How to implement 
 
To start in the youthpass process, you must register your project and the people responsible 
for the process at this website: https://www.youthpass.eu/ 
 
This website also has more information that you can consult about the process. 
 
The person responsible for the process together with the volunteers should be their assigned 
mentor. This person should have full information of the youthpass process and the 8 key 
competences, and should have regular meetings with the volunteers (usually once a week) in 
order to help them evaluate their growth and learning.  
 
There are several tools and exercises the mentor can use to help the volunteers with this 
process, you can find a good reference to some of them in this webpage: 
https://www.youthpass.eu/en/publications/youthpass-unfolded/ 
 
The manual in that page explains the process in more detail and has a list of exercises and 
activities to help the volunteers get into the youthpass process. 
 
At the end of their volunteering, they should have a record of their growth and learning 
process, divided in the field of the 8 key competences. 
 
These records have to be introduced in the webportal that was linked earlier. You (or the 
mentor) can introduce them, but there is an option to send to the volunteer access to their 
online youthpass form in order to enter the competences themselves. 
 
You must then print them, sign and stamp, and deliver them to the volunteer as a proof of the 
growth and learning process they had while volunteering for the project. 
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