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i.
foreword
"Volunteerism is a wonderful state of mind. It urges us to step outside the routine of our daily lives. It propels us to act when we perceive a need. It reminds us that even though our actions are not always selfless, there is great reward in accomplishing a worthwhile task" (R.W. Emerson)
Spirit of selfless voluntary service is the strength of any community. Volunteers are dedicated people who devote themselves to make a difference in someone’s life. They act as catalyst of change in a society. It is through their gifts of time that we are able to touch the lives of so many in our communities in so many ways.  Thus, we all have the power in our own hands and many amongst us have the vision to change the world for good and make the world a safer and better place to live. The need is to start closing the gap between intention and action, between what we know in our hearts to be possible and the reality we see around us. However, there is a little question that buzzes inside us “where do I start from?”

The Red Cross Red Crescent Movement provides the right channel for those who want to make a difference in someone’s life. We strive to improve the lives of the deprived and vulnerable people by building on the strengths of our culture and Fundamental Principles. Our aim is not to make a resource that serves a particular organization or segment of society but to formulate a motivated and committed human capital that can eventually play its part in nation building. The world is a busier place with so many demands of life and tensions thus our volunteers must be provided opportunities to make the best use of their time. We believe that volunteering should not be about self sacrifice but a multidimensional investment into the society and one’s own personal development. 

It is because of this that the Pakistan Red Crescent Society (PRCS) has taken this initiative of framing policies and procedures to effectively utilize its volunteer force and provide them with the environment for personal growth. The Youth and Volunteer Policy, Strategies, Code of Conduct and Manual of Instructions is an effort to integrate policies at the national, regional and community level to handle and develop the enormous potential of volunteers. It is our humble attempt to provide a productive volunteering experience that benefits the individual as well as the society. It is an initiative that we have taken however there is always room for improvement. 

We hope that you will join us to work for this common cause of making the world a better place. Time you devote whether in daily, weekly or as required basis in service to humanity would make a big difference in improving the lives of vulnerable and underprivileged. In Pakistan if we have one person in every home committed to voluntary service we would have 20 million volunteers. Thus we propose one volunteer in every home. We may have different beliefs, but we all really want the same basic things – a safe and healthy place for our children to grow up, and the opportunity to pursue a decent life and have the satisfaction that one is a productive member of the society.
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iii.
Pakistan Red Crescent Society an active partner of the red cross/ red crescent movement 
Pakistan Red Crescent Society (PRCS) is a statutory body constituted through an Act of Parliament and founded by decree of Quaid-e-Azam Muhammad Ali Jinnah in December, 1947. It is represented through out the country, in each of the four provinces, AJK, FATA, Northern Areas and some 85 Districts. The Pakistan Red Crescent Society (PRCS) is part of a ‘Movement’ that consists of The International Federation of Red Cross and Red Crescent Societies (IFRC), The International Committee of the Red Cross (ICRC) and The National Societies.

The PRCS provides humanitarian services to the most vulnerable, in line with the Fundamental Principles of humanity without any discrimination on the basis of nationality, race, religion, class, color, creed, gender or political opinion. Its core areas of work are Disaster Management, Health and Care and Dissemination of Fundamental Principles and Humanitarian Values. 
The PRCS came to the forefront soon after independence, when it provided valuable humanitarian services to millions of refugees entering Pakistan. Since then it has emerged as the leading humanitarian organization in the provision of relief services (First Aid, Ambulance Service, Blood Transfusion Services and arranging food and shelter) to the suffering humanity during wars, conflicts and natural calamities at various points in the nation’s history. 
Its extensive relief activities and subsequent participation in rehabilitation and reconstruction in the aftermath of floods, fires, drought, earthquakes and other natural calamities have earned the Society not only respect but accolades from masses as well.

iv.
Rationale for Volunteer Policy 

Volunteerism is considered to be the backbone of the Pakistan Red Crescent Society and being the largest humanitarian organization in Pakistan, has a wider support of volunteers from all walks of life. It involves volunteers in a wide-range of activities, including emergency services, rescue and relief operations in natural and man-induced disasters, blood donation, community based disaster preparedness, community based first aid, dissemination international humanitarian laws, fund raising etc. 
In each and every emergency response, the key element is the deployment of volunteers and without volunteers, there is no response capacity.  For volunteers to contribute more efficiently and effectively, they need to be skilled and organized with well managed structures. Learning from past lessons, PRCS intends to introduce regulatory reforms for volunteers inline with the present challenges of recruitments and their retention. To overcome the problem the focus has been on the development of strong volunteer corps with strengthened organizational structure and increased efforts on recruitment, training and maintenance of database. In the light of the experience of previous disasters in different parts of the country, the October 2005 earthquake in AJK and NWFP, 2007 floods in Sindh and Balochistan and 2008 earthquake in Balochistan, PRCS has planned to reorganize and strengthen volunteerism at all tiers i.e. National, Provincial and Vulnerable District levels. The emphasis is on harmonizing working of all departments of PRCS towards building up of human resources, with focus on strengthening of communities through recruitment of volunteers, their training and retention.

The General Assembly of the International Federation of Red Cross and Red Crescent Societies (IFRC) also decided that “each National Society shall provide a code of conduct approved by the National Governing Body that sets out the rights and responsibilities of both the National Society and its volunteers”
. Keeping in view the Assembly guidelines and new challenges of recruitments and retention of volunteers and other volunteer related issues, a need has been felt to develop a comprehensive Volunteer Policy which would be applicable down to District Branch level, addressing the volunteer management and retention issues. This volunteer policy will provide direction to the staff and volunteers who are involved in volunteer programme and be the guiding manual for sustainability of PRCS Volunteer Programme followed by the code of conduct and procedural manual.
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Chapter 1 -
The PRCS Volunteer Policy
1.1
overall goal 

The overall goal of PRCS Volunteer Programme is “To develop and sustain a well organized volunteer corps, representing all segments of society to support PRCS in all its programmes/activities”.

1.2
Aims and objectives of PRCS youth and Volunteer Policy

The aims and objectives of this policy document are to involve youth and volunteers in overall management and related activities at all levels effectively. The following are the main objectives:

i. To bring Youth and Volunteers in the mainstream of the PRCS as valuable human resource.

ii. To raise awareness amongst general masses and stakeholders, promote volunteerism, and inculcate in them the sense of responsibility, mutual respect and self-help.

iii. To introduce good governance and implement the principles of good governance at all levels (i.e. authority, responsibility and accountability).

iv. To formulate and define rights, roles and responsibilities of youth and volunteers and the PRCS.

v. To create and maintain database of youth and volunteers and related activities for future interventions, planning and research based activities.
vi. To provide guidance, develop manuals, procedures, rules regulations and model by-laws for youth and volunteers.

vii. To develop PRCS youth and volunteer networks at all levels ensuring effective management, implementation/execution of programmes and its sustainability.
viii. To provide guidelines for establishment and strengthening of cooperation and coordination amongst youth and volunteers of PRCS with other National Societies.

1.3
Scope of Volunteer Policy 

Notwithstanding anything repugnant, this Policy applies to all youth and volunteers in all programmes and projects undertaken or to be undertaken by or on behalf of the PRCS and its all functions and operations coherent with the National Youth Policy
 and Federation General Assembly 1999
, and all agreements to the National Societies for reviewing of the Volunteer Policy that applies to all recognized National Societies in South Asia and South East Asia
. The scope of this policy moves around the Fundamental Principles of the Red Cross Red Crescent Movement i.e. Humanity, Impartiality, Neutrality, Independence, Voluntary Service, Unity and Universality. 
This Policy is intended for internal management guidance of PRCS only, and does not apply, either implicitly or explicitly, to other organizations working with volunteers. It could be a model for others to develop and improve it according to their needs. The PRCS reserves the rights to change or amend any of this Policy at any time and to expect adherence to the policy. Changes to or exceptions in this Policy may only be authorized by Executive Committee or Managing Body.
1.4
Mission 

The mission of PRCS is to alleviate the sufferings of most vulnerable population by mobilizing the power of humanity.

1.5 
Policy Statement
To achieve the mission of PRCS, one of the cardinal principle is to involve volunteers in all its programmes and activities. Although there are complex sets of interdependencies in development of sustainable networks, recruitment, retention of youth and volunteers, their capacity building, promotion of voluntary activities and effective mechanism to address the issues of youth and volunteers, the PRCS Youth and Volunteer Policy statement is as under:
i. Development and establishment of voluntary organization at national, provincial, regional, district and at grass-root level, where considered necessary. 

ii. Development of manuals, code of conducts, rules, regulations, rights and responsibilities of youth and volunteers
iii. Selection criteria for recruitment, qualification and disqualification, retention of youth and volunteers with gender balanced delivery of voluntary services.

iv. Awareness raising/capacity building of youth and volunteers and their participation in national and international conferences, seminars, workshops and exposure/exchange visits to carry out disaster preparedness, emergency response, rehabilitation and social welfare activities.
v. Involvement of youth and volunteers in all stages of programme designing, development, promotion, execution, implementation and evaluation of programme activities. 
vi. Recognition of voluntary services at national level and regional level, protection through relevant legislation defining role, responsibilities and functions of organizations/networks of youth and volunteers.

vii. Ensure sustainability of the programme activities with support of Movement Partners, fund raising and assistance/cooperation from National/International Donor Agencies (IDAs). The expenses incurred by youth and volunteers during their deployment on approved tasks to be reimbursed. Their services also to be recognized through awards, benefits and certificates etc.

viii. Develop and strengthen, cooperation, coordination and partnership with all stakeholders, encouraging voluntary services, sharing of experiences and carry out advocacy at all levels.  
ix. Deployment of youth and volunteers outside the community, province or country for the performance of duty as and when required.       

1.6
formation of junior / youth red crescent clubs
As per the provision made in the Part II, Article 9, Clause (viii) and (ix), of the Constitution of Pakistan Red Crescent Society, (as amended upto February 1974), Junior/Youth Red Crescent Clubs shall be formed to encourage the Junior Red Crescent movement amongst boys and girls of educational institutions and communities to promote and disseminate the Fundamental Principles of the Red Cross Red Crescent Movement among the population and particularly among youth and the communities
. Separate manual of instructions or procedures or code of conducts shall be formulated for Junior / Youth Red Crescent Clubs
.
1.7
Role of the PRCS youth and Volunteer Department

Planned and organized efforts are required for effective utilization of youth and volunteers. For the PRCS the development of organizational networks of volunteers at all levels, retention of youth and volunteers through sustainable programme activities has become a crucial/mandatory need. The functions of the Youth and Volunteer Department at National and Branches level is to provide a coordinating point for effective volunteer management within the PRCS, direct and assist staff and volunteers joint efforts to provide more productive and quality services. This department is also responsible for maintaining liaison with other organizations working with youth volunteers, recognize and promote volunteerism. 
The PRCS shall bear primary responsibility for planning effective volunteer utilization. The responsible staff to identify productive and creative volunteer roles, recruiting suitable volunteers, training and development and retaining them. Maintaining a database, providing necessary support, assistance, supervision, monitoring and evaluating the contribution of volunteers towards programmes/activities of PRCS would always a challenging task for the Youth and Volunteer Department.
1.8
policy Implementation
This policy will come into force with immediate effect. However strategies, action plans, manuals and code of conducts and procedures at national, provincial and regional level
 consistent with Fundamental Principles and PRCS mission will form as part of this document.

chapter 2 -
Strategies for PRCS Volunteer Corps
According to PRCS, “a ‘volunteer’ is anyone who offers himself/herself by his/her own free will to perform a task on behalf of the Pakistan Red Crescent Society without monetary compensation or expectation of compensation”. As per policy volunteers are categorized as General Volunteers, Professional Volunteers and Junior / Youth Red Crescent.
2.1
General Volunteers

This category includes those volunteers who are either professionals or non professionals and are willing to offer their services to work as a volunteer with PRCS in different fields. They are considered as General or Community Based Volunteers. 
It has been noticed that people from different walks of life come to PRCS for volunteering in different fields. These volunteers can further be subdivided as under: - 
i. Disaster Management Volunteers: Volunteers, especially in disaster prone districts, who are willing to work, related to relief, rescue and assistance in vulnerable communities, should be considered as Disaster Management Volunteer. 
ii. First Aid Volunteers: Volunteers, with a minimum age of 10 years, medically fit, who offer their services for provision of First Aid in communities and ensure their availability during emergency are considered as First Aid Volunteers.
iii. Blood Donor Volunteers: Volunteers with minimum age of 17 years, medically fit who donates blood free of charge to PRCS at least once in a year or help PRCS in various aspect of its Blood Donor Programme, are considered as PRCS Blood Donor volunteers.
iv. CBH&FA/Psychosocial/Livelihood/Watsan Volunteers: Volunteers at the community level, who are willing or engaged and trained in CBH&FA, Psychosocial Support, Livelihood or Watsan programmes, are considered as respective programme volunteers. 

Note: A General Volunteer could be a volunteer for more than one specific programme also.
2.2
Professional Volunteers

Skilled, reliable and well trained individuals, who are willing to work voluntarily with PRCS during emergencies and peacetime. The PRCS shall separately form professional volunteers as a strong and indispensable part of PRCS volunteer
 corps. The specific objective for the professional volunteers is to have the services of professionals i.e. doctors, paramedics, engineers, logisticians etc. and other skilled persons who offer their services for specific tasks related to their skills only.
2.3
PRCS Junior / Youth Clubs 

PRCS Youth shall be classified into Junior Clubs at school level and Youth Club at colleges, universities and community level 
aiming at: -  

i. Formation of PRCS Junior Clubs at school level and Youth Clubs in higher secondary school, colleges, universities and communities for institutional and organizational development of Pakistan Red Crescent Society.

ii. Development of standard operating procedures for the working mechanism of PRCS J/Y.

iii. Provision of opportunities to the youth of educational institutions to participate and get benefited from the PRCS J/Y.

iv. Demonstration of solidarity in the situation of human sufferings at local, national and international levels.

v. Implementation of programmes in order to develop positive behavior and attitudinal change in the PRCS J/Y members as well as the community people.

vi. Development and implementations of programmes which could benefit communities at grassroot level.
vii. Development and implementation of preventive, promotional, and remedial programmes concerning Hepatitis B and C, HIV/AIDS, other health and social services related activities.

viii. Service dilevery and cooperation which will be extended on the basis of priority without any discrimination in every programme implemented by PRCS J/Y Clubs.

ix. Mutual understanding and friendship, programmes like exchange of letters, paintings, cultural items, mutual visits etc shall be conducted through the J/Y Clubs.

x. Implementation of programmes for promotion of humanitarian values on the basis of Fundamental Principles and International Humanitarian Law and their practical implementation.

xi. Improving the capacities and efficiencies of PRCS J/Y members by providing training in Disaster Risk Management, First Aid and Safe Blood Programme through training workshops, meetings, seminars and utilizing them effectively in fund raising and other programmes related to PRCS core areas interventions.
xii. Implementation of programmes for social, economic and academic development for the conflict victims and children deprived of opportunities and addressing issues related to child rights.
xiii. Formulation of PRCS J/Y Committees at all tiers for monitoring and evaluation of programmes and activities conducted by PRCS J/Y Clubs to ensure smooth implementation of requisite PRCS youth plans/policies. 
xiv. Following of the policy and procedures while implementing PRCS J/Y Club activities by all Branches of PRCS.
2.4
Six-Step Volunteer Programme of PRCS
PRCS shall effectively organize and manage its volunteers by the Six-step approach 
of volunteer management. Each step needs proper handling. There shall be six basic stages in the designing/formulation
 of PRCS volunteer programme: 
i. Job Development and Design 

Specific job descriptions as a planning tool shall be developed to efficiently carryout the tasks assigned to them with the proper understanding of results, skills required and organizational expectation regarding that specific task. 
ii. Selection and Recruitment 
Selection and recruitment shall be driven by PRCS mission statement which aims to alleviate the suffering of the vulnerable population by mobilizing the power of humanity. The recruitment shall be based purely on merit without any discrimination on the basis of race, age, gender or religion. The selection criteria for each position shall depend upon particular skills needed to fulfill the duties of that position and commitment to the goals, values and policies and shall be carried out by process of interviews by Youth and Volunteer Manager or a Senior Volunteer prior to organizational placement, keeping in view the interest and skills of the specific volunteer.
iii. Orientation and Training
Orientation sessions and training workshops in PRCS core areas shall be conducted to enhance the skills, knowledge and behavior of the volunteers involved in different PRCS activities. The training shall be based on practical application and tailored to the individual needs of the people with the aim to provide need based skill enhancement opportunities. 

iv. Support, Supervision and Monitoring
The support and supervision shall take care of volunteer’s motivational factor at organizational level as to enhance his/her constructive contribution to the service to humanity with the aim to retain them for maximum organizational benefits.
v. Development/Maintenance of Volunteer Database 
The PRCS shall develop and maintain volunteer database at National, Provincial and District Headquarters levels for appropriate future planning/utilization, maintaining strict confidentiality of all such personal records. 
vi. Evaluation, Retention and Recognition 
Evaluation, retention and recognition of PRCS volunteers shall address the sustainability of volunteer base with the special emphasis on maintaining its quality by maximizing the performance and satisfaction levels. The process of efficient evaluation and feed back alongwith merit based process of rewarding and motivating the volunteers through formal recognition system i.e. awards, certificates, skill enhancement trainings, souvenirs and shields etc shall lead to the creation of mass interest of volunteers to achieve desired organizational objectives.
chapter 3 -
Code of conduct for youth and volunteer
PREAMBLE

It is expedient to provide and further facilitate implementation of policies, strategies and functions of volunteers and voluntary organizations in the country including AJK, FATA and FANA in the manner here-in-after appearing. 

The Pakistan Red Crescent Society in pursuance of the Act 1920, amended in 1974 Part I, Article 5, Clause (f) and Part II, Article 9, Clause (viii), (ix) and (x), of the Constitution of Pakistan Red Crescent Society formulated this code of conduct and the manual of instructions for youth and volunteers. The voluntary organizations formed under this code of conduct, would be the apex bodies of Youth and Volunteer in the Society.

DEFINITIONS

(a) “Society” means the Pakistan Red Crescent Society.

(b) “Apex Bodies” means committees/sub committees constituted to guide and supervise smooth/efficient functioning of Youth & Volunteer programmes in PRCS at various levels. 
(c) “Volunteer” means anyone who offers himself or herself by his/her own free will to perform a task on behalf of the Pakistan Red Crescent Society without monetary compensation or expectation of compensation.
(d) “Member” means a person who has formally agreed to the conditions of membership as required under the PRCS constitution or rules, and is usually entitled to elect representatives on governing bodies, and to stand for elections. 
(e) “Youth” means a period during which a person prepares himself/herself to be an active and fully, responsible member of the society. It is a period of transformation from family dependant childhood 
to independent adulthood and integration in the society as a responsible citizen. In Pakistan, Youth is defined as the population in the age group of 15 to 29 Years 
. 

(f) “Child/Junior” means a person 
who is in the age group of 10-15 years and has not attained puberty or “attained sufficient maturity of understanding to judge the nature and the consequences of his conduct”
.
 (g) “PRCS National Junior/Youth Red Crescent Committee” means a Committee comprised of 27 members formed as per rules and regulations to formulate amendments (if necessary) in national level policy, plan, coordinate, supervise and evaluate programmes and activities of PRCS Junior / Youth Committees at Provincial and District levels.
(h) “PRCS Provincial Junior/Youth Red Crescent Committee” means a Committee comprised of 13 members formed as per rules and regulations to plan, coordinate, supervise and evaluate programmes and activities of PRCS Junior / Youth Committees at District and Club levels.
(i) “PRCS District Junior/Youth Red Crescent Committee” means a Committee comprised of 11 members with a view to mobilize and form PRCS Junior Clubs at schools and Youth Clubs at colleges, universities and community levels. 
(j) “PRCS Junior Red Crescent Club” means mobilization and formation of Clubs targeting age group 10-15 years’ students studying at schools to perform tasks on behalf of the PRCS.
(k) “PRCS Youth Clubs” means mobilization and formation of Youth Clubs targeting age group 15-29 years at colleges, universities and community levels to perform tasks on behalf of the PRCS. 
3.1
CONDUCT OF VOLUNTEERS

The conduct of volunteers 
shall be: - 

i. Volunteer shall not use his/her volunteer status or try to intercede on their behalf or help their friends or relatives or commit any kind of dealing with PRCS for his/her personal interest/gains.

ii. No volunteers shall use PRCS resources, information or position for personal or third-party benefit following in any way conflict of interest with PRCS. 
iii. PRCS assets/material shall only be used for PRCS activities. This includes buildings, emblem, telephones, computers (including software and hardware), equipment, supplies and vehicles when authorized by PRCS official.

iv. Maintain the confidentiality of all proprietary or privileged information to which she/he is exposed while serving as a volunteer, whether this information involves a single staff, volunteer, or other person or involves overall functioning of the Society. 

v. Volunteer must be gender sensitive and shall not indulge in any direct or indirect act which falls in harassment policy, if found guilty will be terminated immediately.  
vi. Present a good image to the Society’s Partners and the community by dressing appropriately for the conditions and performance of activities and conducting in an appropriate manner.
3.2
Rights and Responsibilities of Volunteers
Volunteers are viewed as a valuable resource in the PRCS and they have the right to be given meaningful assignments, the right to be treated as co-workers, the right 
to be given effective supervision, full involvement and participation, and recognition for work done. In return, volunteers shall agree to actively perform their duties to the best of their abilities and to remain committed to the policies and procedures of the PRCS.

3.2.1
Volunteers' rights 

i. To know if, and how, they are being selected. 

ii. Receive adequate information and a clear job description of what is expected and to understand why they are doing a task and how it fits into the programme activities.
iii. Be assigned a suitable project, task or job and to say no to tasks that he/she is unable to do, or would rather not do and; or to ask for a new job.
iv. To have on the job supervision provided by a designated staff member.
v. Ask for support when needed.
vi. Receive respect and support from their co-workers as well as recognition and feedback from their supervisor for their work.
vii. Provide feedback, suggestions and recommendations regarding their job or the wider programme of PRCS.
viii. Have access to dispute resolution procedures and to be supported through such a process.
ix. Have their personal details kept in a confidential manner.
x. Recognition of voluntary services.
xi. Be provided with a place to work and suitable tools and materials.
xii. To be given meaningful work to do.
xiii. To know what is expected from them. 

xiv. To be offered appropriate training.
xv. To be thanked and have their voluntary contribution recognized.
xvi. To be reimbursed for out-of-pocket expenses incurred when providing volunteering service, subject to prior approval from supervisor. 

xvii. To be made aware of any disciplinary and grievance procedures.
xviii. To be treated fairly and not to experience discrimination.
xix. To have safe and healthy working conditions, including insurance cover (once provided).
xx. To be informed about and given the opportunity to play an active part in the organization as a whole.
xxi. To be able to say 'no' and to leave without feeling guilty.
xxii. To obtain reference from their supervisor when needed.
3.2.2
Volunteers’ responsibilities 

i. Respect the values and aims of the PRCS. 

ii. Be reliable and committed to regular days/ and time of work as agreed, so tasks can be planned accordingly.
iii. Keep PRCS informed about changes of address and phone number.
iv. Be responsible to and consult with their supervisor.
v. Agree to do job training necessary to carry out duties as stated in Position Description.
vi. Abide by any PRCS policies regarding their work.
vii. Respect the confidential nature of information that may be acquired during course of duties.
viii. Spend money or order goods on behalf of the PRCS with prior approval.
ix. Notify supervisor or the volunteer supervisor if they are no longer able to work with PRCS.
x. Show enthusiasm, loyalty and belief in work ethics of the organization.
xi. Agree to work in a safe and healthy way and not jeopardize the health and safety of others.
xii. Report any injury immediately to their supervisor.
xiii. Attend essential training and support sessions.
xiv. Display highest degree of integrity and honesty in their work/assigned responsibility.
xv. Leave when asked and/or when no longer enjoying the volunteering experience.
3.2.3
PRCS Rights and Responsibilities 

The following shall be the rights and responsibilities of the PRCS towards volunteers:

i. Ensure the volunteering experience is a rewarding one for volunteers.
ii. Ensure equal access and not to discriminate. 

iii. Define clear, meaningful volunteer roles.
iv. Policy and Procedures for volunteers. 

v. Provide all necessary information to volunteers, when available.
vi. Provide training where considered necessary.
vii. Thank and value volunteers. 

viii. Provide administrative support to the volunteers working for PRCS Programme (Traveling, Food, communication, equipment, stationary etc).
ix. Inform volunteers of any legal liabilities. 

x. Supervise and to provide support.
xi. Provide insurance cover, if possible.
xii. Reimbursement of out-of-pocket expenses or reasonable fixed amount to cover it. 

xiii. Provide a safe and healthy working environment.
xiv. Look for certain qualities and skills in volunteers.

xv. Select only those volunteers who are suitable to work.
xvi. Draw up a volunteer agreement or 'contract'.

xvii. Ask for tasks to be done in a particular way.

xviii. Ask for commitment, reliability and punctuality. 
xix. Deal with disciplinary and grievance matters.
xx. Ask volunteers to leave if their involvement hinders the organization in achieving its goals. 
Chapter 4 -
Selection and recruitment criteria
Most of volunteers come to PRCS because they want to help people who are in need or because they are committed to a particular campaign. While deploying a volunteer it is important to recognize their expectations and how each might contribute in meeting the needs of the PRCS as well as the individual volunteer. Information regarding volunteer recruitment could be spread through following means: - 

i. Advertise in national or local press.
ii. Development and distribution of brochures, posters, flyers.
iii. Use the internet, radio or television.
iv. Talks or presentations by Youth and Volunteer Officers or volunteers.
v. Community level contacts.
vi. Come and try strategy.
PRCS Youth and Volunteer Policy is driven by its mission statement, therefore, PRCS shall recruit new volunteers fairly on the basis of merit i.e. the person who is best suited for volunteer position should be recruited. PRCS applies the principles of equal opportunity to its recruitment processes and will not withhold a volunteer job on the basis of race, age, gender or religion.

All prospective volunteers to be interviewed by the Youth and Volunteer Manager or a Senior Volunteer prior to placement. The area of work and level of involvement to be arranged on an individual basis at time of interview. Prospective volunteers to be matched for their suitability to existing position descriptions. The selection criteria for each position depends upon the particular skills needed to fulfill the duties of that position. 
Commitment to the goals, values, policies and procedures of PRCS to be looked upon favorably as well as the ability to work as part of a team and the acceptance of the relevant roles and responsibilities. The sole qualification for volunteer recruitment shall be the suitability to perform a task on behalf of the Pakistan Red Crescent Society, provided, that prospective volunteers should commit to PRCS, at least 3-4 hours a week, for a period of three months or more.

4.1
Position Descriptions

Volunteers, just as paid staff, require a clear, complete, and current description 
of the duties and responsibilities of the position which they are expected to fill. Prior to any volunteer assignment or recruitment, a position description must be developed and given to each volunteer position. All position descriptions shall include:

i. Description of the purpose and duties of the position.
ii. Background information pertaining to the relevance and need of the volunteer’s position.
iii. A list of basic tasks involved.
iv. Desirable skills required to carry out the position.
v. Duration of position and time commitment.
vi. Listing of job qualifications (if required).
vii. Name of supervisor.
viii. Description of job benefits.
It is the responsibility of Managers to determine whether the requested position is appropriate to offer to a volunteer and is not in breach of PRCS Youth and Volunteer Policy.
4.2
Requests for Volunteering 

Requests for volunteering shall be submitted in writing by interested person (by filling volunteer registration form), complete with a draft position description and a requested timeframe. The Youth and Volunteer Department reserves the right to refuse or recruit any volunteers until staff is prepared to make effective use of volunteer resources.

4.3
Initial contact

Volunteers shall be informed of PRCS Youth and Volunteer Policy, type of voluntary work generally available and hours of operation. Upon request, prospective volunteers shall then be given or sent the material i.e. brochures, pamphlets etc related to PRCS. A potential volunteer who already has knowledge about PRCS may not need to be sent information and an interview time shall be arranged straight away.

4.4
Interviewing

Prior to being assigned or appointed to a position, all volunteers shall be interviewed to ascertain their suitability for and interest in voluntary work. One of the most neglected areas of volunteer management has been that of effective interviewing of volunteers
. There are two basic purposes of volunteer interviewing:
i. Identify "Fit"; this includes determining the interests and abilities of the potential volunteer, determining their suitability for particular jobs, and assessing their 'Rightness' for PRCS, its areas of operation, and its mission. 

ii. Recruit; this includes answering any questions or concerns that the potential volunteer may have and utilizing the volunteer on their ability to make a contribution to the organization and its beneficiaries, or to derive personal satisfaction from helping. 

While conducting a volunteer interview, the major portion of it should be devoted to the following:

i. Exploration of the applicant's interests, abilities, and situation, determining as to why the applicant is considering volunteering and what type of working environment he/she prefers. 

ii. Discussion of various job possibilities. Explain the purpose and setting of jobs and let the applicant consider them. Use this as an opportunity to let the applicant discuss how they would approach various jobs, which will tell the Volunteer Manager or Senior Volunteer more about their intentions and level of interest. 

iii. Discuss PRCS requirements: time commitments, training requirements, confidentiality rules, etc. Let the volunteers know what will be the expectations of PRCS. 

iv. Personality indicators shall help in 'matching' the person to a situation where they will be happy
. This can include desire for individual or group work, and other preferences. 

One of the important skills to possess during the interview is the ability to determine an unexpected talent in the volunteer, and to begin to construct a possible volunteer role on the spot. This requires a good understanding of the PRCS different activities and programmes. Person conducting interviews make sure that he/she has a broad background about the PRCS and its programme requirements. The interviewing notes should be taken on the attached Form – 4.
4.5
Reference check 
If the Youth and Volunteer Manager / Senior Volunteer believe it appropriate, the volunteer may be asked for work or character references, before further placement at PRCS through Form – 6. Volunteers who refuse permission for conduct of these checks will not be accepted as volunteer. 
4.6
Physical Fitness
The medical fitness of the volunteer is mandatory for the smooth and proper implementation of the programmes at ground level. In case of any disaster situation or situation of most vulnerable, it is imperative to check the medical fitness of the volunteer before deployment. Therefore, all such volunteers who are assigned to perform the duties in the most vulnerable areas are bound to have minimum medical checkup of their fitness (mental and physical) as per medical standards of the PRCS.
4.7
Certificate of Ability

Any potential volunteer who indicates that they are under the care of a physician for either physical or psychological treatment may be asked to present a certificate from the physician as to their ability to satisfactorily and safely perform their volunteer duties. Volunteers under a course of treatment which might affect their volunteer work will not be accepted without written verification of suitability from their physician.

4.8
Designation of Supervisor
Once the volunteer has chosen their preferred available voluntary position and the Youth and Volunteer Manager agrees that it is a good choice for their skills and experience, a meeting shall be arranged for the volunteer to talk directly with the staff supervisor or senior volunteer assigned to supervise that work. The purpose of this meeting is for the supervisor to determine whether the volunteer will be suitable for the position and for the volunteer to determine if he/she would like to take on the position offered. Days and times of voluntary activities will be determined in the meeting. If both the supervisor and the volunteer then wish to proceed with this particular position, the volunteer officer is to be informed and an induction process to be carried out.

4.9
Gender Balanced Approach in Recruitment  

Gender balance is a basic organizing principle of societies that affects women and men in all activities and relationships and consequently influences the outcomes of development interventions. PRCS shall ensure that gender balance has been maintained not only in Volunteer programme design phase but also in hiring of volunteers. 

4.10
Recruitment of Minors 

Volunteers who have not reached their age of maturity (below 15 years) must have the written consent of parent or guardian prior to volunteering. The volunteer services assigned to a minor should be performed in a safe environment and should comply with all appropriate requirements of child rights.

4.11
Placement 
In placing a volunteer in a position, attention shall be given to the interests and capabilities of the volunteer and to the requirements of the volunteer position. No placement shall be made unless the requirements of both the volunteer and the supervising staff can be met. No volunteer shall be assigned to ‘make-work’ position and no position shall be given to an unqualified or uninterested volunteer. The placement of a volunteer must be based on the information gathered in the screening
 process. It must be done with the consensus of both the volunteer and the position supervisor. 
4.12
Acceptance 

Service as a volunteer with the Pakistan Red Crescent Society shall begin with an official notice of acceptance (provisional letter of acceptance) to a volunteer position. No volunteer shall begin performance of any position until he/she has been officially accepted for that position and have completed all necessary screening and paperwork. At the time of final acceptance, each volunteer shall complete all necessary enrollment paperwork including “Registration Form” and shall receive a copy of their job description and agreement of service with the Pakistan Red Crescent Society. 
4.13
Probationary Period

All voluntary appointments are to be appraised after one month and then again after three months. If either the volunteer or the supervisor feel that the appointment is not working, either the volunteer may be re-assigned a new position or the volunteer may be asked to wait until a suitable new position becomes available. Volunteers who are re-assigned to a new position shall receive all appropriate orientation and training for that position before they begin work. In addition, any screening procedures appropriate for that specific position must be completed, even if the volunteer has already been working with PRCS. 
4.14
Professional Services
Volunteers shall not perform professional services for which certification or licensing is required unless currently certified or licensed to do so. A copy of such certificate or license should be maintained by the Youth and Volunteer Department.
4.15
Length of Service

All volunteer positions shall have a set term of duration for deployment. It is highly recommended that this term shall not be longer than six months for a single task, with an option for renewal with the mutual consent of both parties. All volunteer assignments shall end at the conclusion of their set term, without expectation or requirement of re-assignment of that position to the incumbent.

Volunteers are neither expected nor required to accept further service in a position at the end of their set term, although they are welcome to do so in most cases, but may instead seek a different volunteer assignment within the Pakistan Red Crescent Society.

4.16
Leave / Absence

At the discretion of the supervisor, leaves may be granted to volunteers by the volunteer supervisor for a maximum period of 21 days in a single assignment in a year. No leave will be granted to a volunteer if he or she has worked for less than 10 days or otherwise in special circumstances. Leave without prior notice to the concerned supervisor will not be granted. 
Chapter 5 -
Orientation and Training of Volunteers
Orientation and Training are the twin processes of providing volunteers with the information which they require to perform their work effectively. 
5.1 Orientation

Orientation involves giving volunteers an adequate background on the PRCS, its operation and procedures. Orientation is required because the volunteer needs to be made a part of the organizational environment, a process which requires the volunteer to understand what the organization is and how it operates. Orientation shall be provided to the volunteer with the following types of information: -
i. Description and history of the organization.
ii. Organizational Structure of PRCS.
iii. Orientation to general Policy and Code of Conduct of the Society.
iv. Description of the overall programmes and target population of PRCS.
v. Orientation to the facilities and layout of the organization.
vi. Description of volunteer management system.
vii. Description of the rights and responsibilities of volunteers within PRCS.
The purpose is to provide the volunteer with a context within which he/she works. It is better the volunteer understands about the PRCS and how it operates. This will enable them to fit their own actions into proper methods of behavior and to display initiative in developing further ways to be helpful to the Society. 
Volunteers will also receive specific on-the-job training to provide them with the information and skills necessary to perform their volunteer assignment. The timing and methods for delivery of such training should be appropriate to the complexity and demands of the position and the capabilities of the volunteer.

5.2
Training and Development
The level of competency of volunteers can have a significant impact on the success of PRCS. As discussed in the volunteer recruitment module, orientation carried out soon after a volunteer is recruited, therefore, it is the social process in which volunteers are familiarized with the organization and its key people
.

Training and development are more specific processes that move beyond a general introduction to PRCS and Red Cross Red Crescent Movement. Training is the process of instructing volunteers in the specific job-related skills and behavior that they will need to perform, whereas development prepares volunteers for future roles or responsibilities and satisfies individual needs for personal growth. Training and development in PRCS may not only be offered to new recruits but other individuals who have been with PRCS for some time and who are taking on a new position, or planning to do so. Training methods might include (workshops, guest speakers, role plays and simulation exercises, demonstrations, audiovisual resources, conferences, courses and seminars, small group exercises and discussions and mentoring). Trainings shall be designed to tell the volunteer: 

i. How they are supposed to perform their particular job.
ii. What they are not supposed to do in their job.
iii. What to do if an emergency or unforeseen situation arises.
The training should be practical, experience based and tailored to the individual needs of the society or volunteers
. The volunteer training programme shall include the following:
i. History of Red Cross Red Crescent Movement/PRCS.
ii. Humanitarian Values.
iii. Disaster Risk Management.
iv. Search and Rescue.

v. Health and Care, Sanitation and Hygiene promotion.
vi. Community Based Health and First Aid.
vii. Tracing and RFL.
viii. Volunteer Management, Leadership and Communication etc.
ix. National and International Trainings for volunteers.
Chapter 6  -
Support and Supervision
Support and supervision are very important for volunteer management at PRCS. Youth and Volunteer Manager has to supervise volunteers to make sure that he/she is doing the work satisfactorily. The PRCS shall support the volunteers to make sure that they are satisfied. In case, the volunteer feels nervous or confused, he/she may not come back. Good practices should be adopted to plan an induction for volunteers, to make sure that he/she feels comfortable, and know what is expected of them.
6.1
Supervision 
Volunteers need continuous supervision independently for their satisfactory performance of work and for what the Society wants them to do and whether they are happy with their work. There should be someone who is responsible for all the volunteers in the Society at National, Provincial, Regional and District levels. Through supervision, volunteers shall be able to know whether he/she are doing well and discuss problems related with work if any. The supervision shall be made in the following manner:
i. Formal Supervision
The supervisor shall hold regular one-to-one meetings usually at different intervals during deployment to the completion of a specific task. It is useful when a volunteer wants to gain work experience. The supervisor can check how they are progressing and help them plan their further deployment. 

ii. Informal Supervision
The supervisor shall be in regular contact with the volunteers by spending 5-10 minutes chatting with them every time they come in contact. This will only work when the volunteer is based in PRCS field office and the supervisor has regular contact with the volunteer. 
iii. Group Supervision

Volunteers shall regularly meet up as a group to discuss their work. Supervisors should make sure that volunteers support each other and continue informal contacts so as to be aware of individual performances and their problems.
iv. External Supervision
In a situation where PRCS volunteers are dealing with difficult emotional issues (such as domestic violence, counseling etc), it may be appropriate to involve an external supervisor for their casework.
The volunteer progress shall be in the Form – 5 for volunteer progress checklist and Form – 8 for Volunteer Supervision.

6.2
Support

PRCS shall keep its volunteers for longer period and make sure that the organization is supporting them and meeting their needs. This support shall be in the form of: 
i. Reimbursing expenses.
ii. Provision of material or equipment (if needed) during the course of duties assigned to them.
iii. Inclusion in staff meetings and decision making.
iv. Featuring in newsletters and annual reports.
v. Holding of events where volunteers can socialize and have fun (Youth Camps).
vi. Having ongoing trainings.
vii. Providing them with reference letter for work or education as Form - 7. 
viii. Developing their roles to help them gain skills they want.
ix. Showing appreciation and saying thank you.

Chapter 7 -
Recognition of Volunteers

Recognition is the process of rewarding and motivating those youth and volunteers who have contributed effectively to PRCS. The most effective recognition is to make volunteers feel they are important part of the Society and are making very useful contribution. In conducting recognition process, there are a number of principles to keep in mind. These include: 

i. Asking for inputs in planning and for feedback on the programmes. 

ii. Granting recognition in a public forum, preferably among the peer group of youth and volunteers. 

iii. Timely recognition so that it is as close as possible to the achievement of volunteer that is being recognized. Delay in recognition is a much less effective form of reward. 

iv. Attempting to determine what type of recognition would be most meaningful to a particular individual. 

v. Making sure that recognition is given sincerely in meetings/functions, national or international days and events.
vi. Making sure that recognition is fair. 
vii. Issuing Identity Cards, Certificates, Awards and Gifts etc.

viii. Preferring potential volunteers for employment in PRCS as an incentive.
Volunteers who worked with PRCS in different activities for more than one month are entitled to apply for volunteer identity card and certificate. Those volunteers who worked with PRCS in its different activities for more than 5 years, have attended specialized trainings such as National Disaster Response Team Training (NDRT) or Branch Disaster Response Team Training (BDRT) and have experience of working in at least 3 operations shall be awarded Henry Dunant Badge, constituted for the purpose in PRCS, in the Annual Award Ceremony.
Chapter 8 -
Volunteer Retention

Volunteer retention
 is an essential component of volunteer management. Retention is about putting into place a series of processes and procedures that foster a sense of organizational commitment among volunteers. Volunteers who feel valued, supported, trained, recognized and rewarded for their efforts are more likely to be retained by PRCS.  The Youth and Volunteer Manager shall take following measures for retaining volunteers: -
i. Full and open orientation: Ensure that volunteers have a realistic understanding of their role and PRCS expectations right from the start. Make them feel welcome and a valued part of the team.

ii. Keep volunteers informed and involved: Information sharing can encourage commitment. Involve volunteers in local, national and regional meetings, workshops and exposure visits to upgrade their knowledge and skill.
iii. Training of volunteers: Train volunteers at the beginning and on a continuous basis. Use experienced volunteers to coach or mentor new people where possible. 
iv. Value volunteers: Provide public and frequent recognition of their work and contributions.

v. Reward volunteers: Consider running a volunteer of the week/month award; include volunteer/administrator awards in special ceremonies; waive or reduce membership fees for those who give time.

vi. Give volunteers feedback on their work: Improvement is a continuous process in evaluating performances; therefore, possible feedback should be given to the volunteers while they are at work.
vii. Treat volunteers as professionals: Volunteers should never be underestimated and treated as professionals giving an understanding that they possess adequate knowledge and experience of assigned work.

viii. Recognize volunteers’ limits: Volunteers cannot do everything therefore, their performances should be kept limited to the required position.

ix. Don’t waste volunteers’ time: Keeping in view time management of volunteers, it should be utilized for maximum benefits within available time.

8.1
Volunteer-Staff Relations 

Effective operation of a volunteer programme requires that there is a supportive working relationship between staff and volunteers. If either group does not understand the needs of the other, or if either group is distrustful of the other, the volunteer programme cannot function effectively. It is primary role of the Volunteer Supervisor to make sure that both volunteers and staff are able to work effectively and agreeably together. In focusing on gaining staff support, the Volunteer Supervisor should concentrate on providing staff with two over-riding feelings that: 

i. A feeling that the utilization of volunteers is in the overall interest both of the staff and the organization, i.e. the benefit gained is worth the effort put in. 

ii. A feeling of control over the process of volunteer utilization, including the ability to shape how volunteers will be involved. 

It is equally necessary that the volunteers understand the needs and concerns of the staff. Make sure that they are matched with the appropriate staff person and have a clear understanding of their own role in providing assistance. The role of the volunteer manager in the relationship is to keep working with both sides to maintain balance and understanding.
chapter 9 -
Performance Appraisals (Evaluations)

Maintaining volunteer numbers is not the only goal of volunteer retention. The success of PRCS lies in seeking ways of maximizing the performance and satisfaction levels of its human resource. Performance appraisal is a process of evaluating the effectiveness of volunteers and providing them with feedback. Performance appraisals should be used in such a way as to recognize and reward volunteers who have made good contribution to PRCS and to identify where improvements in a volunteer’s job performance can be made. Performance appraisal can be a formal process, particularly for operational level volunteers or an informal process, particularly where the Volunteer Supervisor has worked closely with a volunteer. 
The appraisal process should be a positive and helpful experience for the volunteer. Allow the volunteer to participate by offering an opportunity for self-evaluation. Ask what areas he/she would like to improve, or special topics they could learn more about. The appraisal process shall be within one month or three months, six months and then yearly, thereafter. The volunteer performance evaluation form is attached as Form – 2. In case of unsatisfactory performance, the following procedure shall be adopted by the supervising staff:
i. On the first occasion, the volunteer shall be notified verbally of the reason and a note made in the appropriate volunteer personal file.

ii. If the problem continues, the matter shall be discussed with the volunteer. The volunteer will be advised in writing of the need to improve work performance and that a further period of review has been set.

iii. If the problem continues, the volunteer shall be interviewed by the Volunteer Programme Manager and a final written advice shall be given.
iv. In the event of the problem recurring after a final advice, the volunteer may be asked to cease volunteering for PRCS provided that the volunteer shall be entitled to pursue the matter of his/her termination through Secretary General.

9.1
Inappropriate Behavior and Volunteer Dismissal

All staff and volunteers are expected to act in a suitable manner at all times. PRCS provides a positive and safe working environment and expect all staff and volunteers to uphold these values. If any volunteer behaves in a manner that is dangerous, harmful, contrary to PRCS’s ethical or HR policies or otherwise inappropriate, dismissal may take place immediately.

9.2
Resignation

PRCS shall ask all volunteers to give at least one week notice to their supervisor before leaving PRCS. The supervisor shall then notify the Youth and Volunteer Manager accordingly. All volunteers shall be asked to provide their supervisor with an update on the progress of their work and to return any books, materials or files (electronic or otherwise) belonging to PRCS before they leave. If the volunteer is leaving due to any problem or dissatisfaction with PRCS it would be beneficial to PRCS if it is notified to the Volunteer Supervisor or Youth and Volunteer Manager with reasons. Confidentiality is essential in all matters relating to volunteers.

9.3 
Exit Interviews

Exit interviews, where possible, should be conducted with volunteers who are leaving their positions. The interview should ascertain why the volunteer is leaving the position, suggestions the volunteer may have to improving the position, and the possibility of involving the volunteer in some other capacity with the Pakistan Red Crescent Society. Volunteer exit interview shall be submitted in the Form – 9. 
Chapter 10 - manual of instructions (volunteer management procedure)
10.1
Maintenance of Records (Database)

A system of records (database) shall be maintained at National, Provincial and District Headquarters on each volunteer (General, Professional and Junior/Youth Clubs) with the Pakistan Red Crescent Society, including dates of service, positions held, duties performed, evaluation of work, and awards received. Youth and Volunteer Managers at National and Provincial levels and Disaster Management Officers at District Branches shall be responsible for entry of volunteer data into PRCS Database Software on timely basis. Volunteer personal records shall be accorded the same confidentiality as staff personal records.

10.2
Identity to volunteers

A PRCS Volunteer shall be given proper identity, issuing identity cards for a specific period and renewable as long as he continues voluntary services with PRCS. In case of exit it should immediately be notified by the Branch Offices. It shall be obligatory for the volunteer to return the Identity Card to the concerned Branch Office. Provided further that misuse of Identity Card by a volunteer be treated as fraud and dealt with legally under state law. 

10.3
Representation of the Pakistan Red Crescent Society 

Prior to any action or statement which might significantly affect or obligate the Pakistan Red Crescent Society, volunteers should seek prior consultation and approval from concerned staff or supervisor. These actions may include, but are not limited to, public statements to the press, coalition or lobbying efforts with other organizations, or any agreements involving contractual or other financial obligations. Volunteers are authorized to act as representatives of the Pakistan Red Crescent Society as specifically indicated within their job descriptions and only to the extent of written specifications.

10.4
Confidentiality

Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged information to which they are exposed while serving as a volunteer, whether this information involves a single staff, volunteer, client, or other person or involves overall Pakistan Red Crescent Society programmes and activities. All confidential records, documents and other papers, together with any copies of extracts thereof, made or acquired by the volunteer in the course of their work shall be the property of PRCS and must be returned to the Society on finishing volunteering activity. Where appropriate, with permission of the supervisor, volunteers may take copies of their work with them when they leave. Failure to maintain confidentiality may result in termination of the volunteer’s relationship with the Pakistan Red Crescent Society or other corrective action may be taken.
10.5
Worksite 
An appropriate worksite shall be established prior to the enrollment of volunteer. This worksite shall contain necessary facilities, equipment, and space to enable volunteer to effectively and comfortably perform their duties.
10.6
Disqualification of Volunteer

A volunteer shall be disqualified if he/she commits any of the following acts: 

i. He/she is found guilty or caught as an accomplice. 
ii. He/she is of unsound mind.

iii. He/she is gaining undue benefits from his/her position.

iv. He/she is working against the interests of PRCS
10.7
Dismissal of Volunteer

Volunteers who do not adhere to the rules and procedures of the Pakistan Red Crescent Society or who fail to satisfactorily perform their volunteer assignment are subject to dismissal. No volunteer will be terminated until the volunteer has had an opportunity to discuss the reasons for possible dismissal with supervisory staff. Prior to dismissal of a volunteer, staff should seek the consultation and assistance of the Volunteer Programme Manager. Possible grounds for dismissal may include, but are not limited to, the following: 
i. Gross misconduct or insubordination.

ii. Being under the influence of alcohol or drugs.

iii. Theft of property or misuse of Pakistan Red Crescent Society equipment or materials.

iv. Sexual harassment, abuse or mistreatment of community or co-workers.

v. Failure to abide by Pakistan Red Crescent Society policies and procedures.

vi. Failure to satisfactorily perform assigned duties.
10.8
amalgamation or dissolution of voluntary organizations / youth clubs
Any voluntary organization or youth club can be amalgamated or dissolved at any time by the PRCS Branch Offices, provided that:
i. A voluntary organization or youth club is found working against the interests of the laid down code of conduct.

ii. For the sufficient reasons it is considered to do so by the respective Branch Offices.

Provided further, that in case of dissolution, the assets of the organization whether moveable or immoveable, in possession of such voluntary organization or youth club at that time, shall be the property of PRCS.
10.9
Grievance Appeal Procedures for Volunteers

When a grievance arises, the volunteer should inform his/her supervisor and may schedule a meeting to discuss and attempt to resolve the grievance with the aggrieved party’s immediate supervisor. If resolution is not reached to a conclusion, then the Programme Manager should be involved. If the issue is still not resolved, then the Grievance Committee will be constituted to discuss the grievance. At District level the Grievance Committee will comprise of District Branch Secretary/District Disaster Management Officer, Youth and Volunteer Programme Manager of the respective Provincial Branch, President (PRCS District J/Y Committee) and a Senior Volunteer nominated by the Branch Secretary. The Grievance committee will deliver a written decision to the affected parties after satisfactory hearing of both the parties within ten (10) working days of the meeting. The Grievance committee’s decision will be final and binding to both parties.

Chapter 11 - 
Reimbursement 

11.1
General Expenses

Volunteers shall be provided on job support of office phone, fax, computer, stationary and transport if needed. Youth and Volunteer Managers shall advise volunteers of their budget limitations and must approve any purchases before they are made. Volunteers shall be reimbursed for approved purchases out of supervisor’s budget. Receipts must be obtained and the supervisor is to fill out petty cash claim on volunteer’s behalf. Daily allowance shall be given to volunteers as per management decision.
11.2
Travel Expenses

With prior approval by the relevant Youth and Volunteer Manager, all travel expenses incurred reasonably by a volunteer in the course of his/her duties shall be fully reimbursed by the PRCS upon presentation of appropriate documentation. Reimbursement of out of pocket expenses shall be made only for those volunteers coming from within the country. The claim may be submitted on the attached Form – 3. 

11.3
Occupational Health and Safety

PRCS is committed to provide a safe work place for all staff and volunteers and in return ask that volunteers accept their responsibility to work safely. This means working intelligently, with common sense and foresight. All volunteers are asked to fill in the Volunteer sign-in book at reception to indicate their presence in the camp/building. This is especially important in case of evacuation. To ensure safety, volunteers must always work under supervision and should never be in PRCS premises when their supervisor is not present. Smoking is not permitted in any PRCS Camp/building. Volunteers are to report any injury immediately on prescribed form to their supervisor who should then refer the matter to the Volunteer Supervisor or the Human Resources Coordinator. However, the expenses incurred during deployment on medical treatment thereof shall be reimbursed accordingly. 
chapter 12 –
protocols of PRCS junior / youth clubs

This working procedure is intended to institutionalize development of the PRCS Junior/Youth Clubs
 goal, policy, strategies, working scope and its organizational network to achieve expected results and provide support to establish integrated programmes and its uniformity all over the country and accordingly implement them. A separate working procedure is developed for each special programme as per the needs to be implemented from national to district levels.

12.1 
PROTECTION OF LIFE AND HEALTH

Youth health is vital for a healthy and vibrant Pakistan; therefore, PRCS Junior/Youth Clubs shall address health concerns of youth and community through following activities: - 
i. Information and education regarding hepatitis B & C, HIV/AIDS, anemia, tuberculosis, malaria, personal hygiene, sanitation, clean drinking water etc. 
ii. Provide knowledge and skills in First Aid and rescue to the PRCS J/Y Club members and mobilize them in emergency services.
12.1.1 Field of Operations
The following fields of operations are envisaged to protect life and health of youth/volunteers:
i. Conduct awareness session on prevention of Hepatitis B, C and HIV/AIDS (programme formulation, training, development and dissemination of IEC material).

ii. Public awareness campaign concerning epidemics i.e. Bird Flue, Malaria, Tuberculosis, Diarrhea etc.

iii. Conduct trainings on First Aid, ambulance service and handling of victims of road accidents for PRCS J/Y Club members.

iv. Awareness about clear drinking water, personal hygiene, sanitation and plantation.

v. Establishment of dispensary at the respective schools, colleges and universities.

vi. Medical Camps at different localities.

vii. Blood donation camps and motivation of blood donors. 

viii. Organize Red Crescent Weeks, health weeks, health exhibitions etc.

12.2 
SERVICE AND SOLIDARITY
One of the core areas is the encouragement of service and solidarity among youth and following activities would help in this aspect: -
i. Mobilize the PRCS J/Y Club members to assist in disaster risk reduction at local, regional and national levels.

ii. Promote harmony in providing relief assistance to the most vulnerable.

iii. Expand the reach of youths and members of the community in the humanitarian services.
12.2.1 Field of Operations
Special attention is required to be paid on the following fields of operations with regard to service and solidarity:

i. Relief and rescue of natural disaster victims (orientation training, capacity building in men and material).

ii. Corporation and assistance to victims of disasters; such as floods, famine, fire, earthquake or man made disasters etc. 

iii. Community service (book bank, library, resource centers). Help needy students with books, medicine, clothing etc through establishment of RC book bank.

iv. Prepare Eid gifts packs, garments, for the orphanage, sick and poor children, and patient in the Hospitals at the time of Eid, Christmas and other religious days

v. Small projects (for mutual cooperation between PRCS J/Y Clubs at community level)

12.3
PROMOTION OF HUMANITARIAN VALUES AND DISSEMINATION OF THE RC/RC PRINCIPLES AND INTERNATIONAL HUMANITARIAN LAW (IHL)
Coordinated efforts are required to be made for disseminating information with regard to Fundamental Principles of the RCRC Movement and International Humanitarian Law (IHL) and practically demonstrate the following activities which should be encouraged at all tiers: 
i. Protect civilian and archeological structures from destruction during conflicts and promote awareness concerning such things during peace times.

ii. Alleviate all kinds of stigma and discrimination present in the community.

iii. Promote Fundamental Principles and activities of RC/RC Movement among public.
iv. Protection of life of the civilians.

v. Inform all the stakeholders especially children and youths about IHL

vi. Participation of juniors, youths and the communities in PRCS activities and programmes.

vii. PRCS image building.

viii. Dissemination about use of emblem and creation of public opinion through publication, interaction, communication campaign etc.

12.4
NATIONAL / INTERNATIONAL FRIENDSHIP, UNDERSTANDING AND EDUCATION FOR PEACE 

Peace is an act that leads towards better understanding, respect and tolerance, therefore, the PRCS shall give importance to the following activities:
i. Promotion of humanitarian feelings in PRCS J/Y Club members for developing local, national and international friendship.

ii. Education and mobilization of PRCS J/Y Club members to promote peace from local to national level. 

iii. Exchange of knowledge, skill and culture at the local, national and international levels.

iv. Cooperation with other national societies to share knowledge, experiences and skills.

v. Encourage development of peaceful behavior in the community.

12.4.1 Field of Operations
i. Exchange of knowledge, skill and culture at the local, national and international levels (Pictures, Paintings, handicrafts, publications etc).

ii. Organizing Youth Camps (Sample agenda of Youth Camp given at Sample Format -15) and convention at national, provincial and district levels. 

iii. Competitions (debate, paintings, drama etc).

iv. Exchange visits of volunteers, PRCS J/Y Club members (local, national and international).

v. Scholarship Programme (at national and international levels).

vi. Participation in international camps, meetings and conferences.
vii. Entertainment programmes.

12.5
DISASTER RISK Reduction
The PRCS mission is to alleviate the suffering of most vulnerable by mobilizing the power of humanity, therefore, youth shall be encouraged through the following activities:
i. Provide assistance in building the capacities of communities by creating awareness and reducing vulnerabilities.

ii. Provide rescue and relief services to the victims of natural and man-made disasters.

iii. Disaster risk reduction through school safety programmes.

iv. Promptness in relief and rescue services in the disaster affected areas by building capacities and awareness campaigns at different levels.
12.5.1 Field of Operations
The following are the fields of operations with regard to disaster risk reduction:
i. Education and awareness in disaster risk reduction (development of IEC material)

ii. Conduct trainings and workshops on disaster risk reduction at district, provincial and national level to build the capacity of PRCS J/Y Club to implement the programme.

iii. Conduct hazard assessment of vulnerable communities.

iv. Mobilization of volunteers for support during disaster situation. 

v. Conduct simulation exercises.

vi. Training in Psychological First Aid and service activity.
12.6
CAPACITY BUILDING AND ORGANIZATIONal DEVELOPMENT
One of the major issues related to organizational development of youth has been the capacity building and development of networks at various tiers. The following activities shall be encouraged to address this issue:
i. Development and change of attitude, behavior and volunteering spirit amongst PRCS Junior/Youth members by promoting knowledge and skills in managerial and humanitarian service.

ii. Development of Institution of PRCS J/Y Clubs.
iii. Enhancement of quality in service provision of PRCS J/Y Clubs.

iv. Mobilization of PRCS J/Y Club members at educational institutions and community levels.

v. Follow an integrated approach in planning implementation of various programmes/activities through PRCS J/Y Clubs.

vi. Ensuring availability and support for the future leadership of Pakistan Red Crescent Society.

vii. Networking and integration of PRCS J/Y Clubs at local and national levels.

12.6.1 Field of Operations
Following fields of operation are envisaged with regard to capacity building and organizational development:

i. RC/RC orientation, training, seminar, workshop study/exposure visits etc for capacity building of J/Y RC members (local, national and international).
ii. Formation and conduct of activities of PRCS J/Y Clubs and their trainings related to management and other fields.

iii. Formulation of short and long term plan and their implementation.

iv. Management of PRCS J/Y Clubs and implementation of its minimum programmes.
v. Coordination, cooperation, networking and partnership.
chapter 13 -
Organizational structure and procedures of PRCS junior /youth Clubs
There shall be Junior/Youth Committees under PRCS at the national, provincial and district levels
. Similarly there shall be PRCS Junior Clubs at Schools and Youth
 Clubs at colleges, universities and community levels. Their organizational structure shall be as follows: -

Organizational Structure of PRCS Junior / Youth 













13.1
PRCS NATIONAL JUNIOR / YOUTH COMMITTEE

13.1.1 
Formation procedure
The PRCS National Junior / Youth Committee will be formed as per rules and regulations to formulate national level policy, plan and also coordinate, supervise and evaluate programmes and activities of J/Y Clubs. PRCS National Junior / Youth Committee will comprised of 27 members. Following are office bearers and members of the Committee:

a. Chairman – 1 person, A member of Managing Body nominated by the Executive Committee.

b. Ex-Officio Members – 2 persons, Honorary Treasurer and Secretary General.

c. Secretary – 2 person, Secretary from PRCS Provincial Branch assisted by Deputy Director, Youth and Volunteer Department. 

d. Members – 22 persons, Secretaries of PRCS Provincial Branches, AJK, Northern Areas and FATA. They will be assisted by Youth and Volunteer Managers of their respective branches. Besides these, other members of the committee will be nominated by the Chairman, PRCS National Junior / Youth Committee out of Club Presidents (principals), Chairpersons (teachers), Subject Experts, Officer level representative of the Ministry of Education and J/Y Club members (2 boys and 2 girls) on the basis of the recommendation made by the Chairman with the consent of the committee.

13.1.2 Areas of Work
The areas of working at PRCS National Junior / Youth Committee include the following:
a. Information about PRCS and RCRC Movement.

b. Main areas of work of RCRC Movement.

c. Dissemination of Fundamental Principles and International Humanitarian Laws.

d. PRCS J/Y Clubs organization and activities.
e. Disaster Risk Reduction.
f. Prevention of Hepatitis B, C and HIV / AIDS and other health related programmes,

g. Health and hygiene promotion and community service.
h. PRCS J/Y Club projects.
i. First Aid/CBHFA.

j. Any other activity decided by the Committee.
13.1.3 Function, Duty and Authority
The functions, duties and Authorities of the PRCS National J/Y Committee will be as follows:-
a. Formulation of PRCS Youth and Volunteer policy.

b. To make necessary recommendations to the Executive Committee to implement PRCS Junior/Youth development programmes.

c. To approve programmes and budget related to PRCS Junior/Youth as per the need for implementation.

d. To make necessary recommendation to the Executive Committee regarding extension of PRCS J/Y development programmes.

e. To develop cooperation and networking with the donors and participating organizations as and when necessary.

f. Monitoring and supervision of the PRCS J/Y Committees, their development and implementation of policies and programmes.
g. To conduct annual evaluation of the PRCS J/Y Committees at Provincial and Regional levels and on the basis of evaluation recommend to the Executive Committee to award outstanding Committee.

h. Development of short-term, medium-term, and long-term plans, programme and activities in consonance with the plan and policy of the Pakistan Red Crescent Society.

i. To assist and advise to other Committees as and when necessary.

j. To submit report of the activities done under the Committee in the meeting of the Executive Committee on regular basis.

k. To follow decisions made by the Executive Committee on any subject which come within the working scope of PRCS National J/Y Committee.

13.1.4 Meeting of PRCS National J/Y Committee
In general the meeting of the Committee should be held on quarterly basis. The Secretary will call the meeting of the committee as per the direction of the Chairman or with his consent on a fixed date and venue with agenda as and when necessary. The quorum of the meeting could be the presence of one-third members of the Committee along with the Chairman. 

13.1.5 Tenure and Working Procedure

The tenure of the Chairman and members of the Committee should be the same as tenure of the Managing Body of the Society as per its constitution. However the status of the Committee should continue to the next members. The Committee should take necessary decisions and get them implemented as per the provisions made in the policy, rules and regulations remaining within the limits of the Constitution of Pakistan Red Crescent Society. 

The National J/Y Committee is empowered to form or nominate separate Managing Committee, Sub-Committee, Coordinator or delegating authority to some responsible office bearer for important programmes under its working areas and get the programme implemented. Thus authorized body, coordinator or official can delegate his/her authority to any appropriate person within the Committee members in his/her absence with prior approval of the Chairman or the Committee Secretariat. 
13.1.6 Secretariat
The Youth and Volunteer Department at National Headquarters will work as the secretariat of the National J/Y Committee. At the Provincial and District levels, the secretariat shall be established as per their decisions. In case of PRCS J/Y Clubs, the Chairman has to locate and manage their secretariat in consultation and cooperation of the educational institutions and communities.

13.2
PRCS PROVINCIAL JUNIOR / YOUTH COMMITTEE

13.2.1
Formation procedure
The Executive Committee at Provincial Headquarter will form PRCS Provincial Junior / Youth Committee. This Committee will comprise of 12 members. Following are office bearers and members of the Committee:

a. Chairman – 1 person, A member of Managing Body nominated by the Executive Committee.

b. Ex-Officio Members – 2 persons, Honorary Treasurer and Branch Secretary.

c. Secretary – 1 person, Youth and Volunteer Manager at Provincial level. 

d. Members – 8 persons, will be nominated by the Chairman out of Club Presidents (Principals) x 1 person, Chairpersons (Teachers) x 2 (1 male, 1 female), Officer level representative of the Provincial Ministry of Education x 1 and Junior/Youth Club Members (2 boys and 2 girls) on the basis of the recommendation made by the Chairman with the consent of the Committee.

13.2.2 Areas of Work

The areas of work of PRCS Provincial Junior/Youth Committee will be the same as 13.1.2
13.2.3 Function, Duty and Authority
The functions, duties and Authorities of the PRCS Provincial J/Y RC Committee will be as follows: -

a. To make necessary recommendations to PRCS National J/Y Committee regarding youth development programmes.

b. To approve programmes and budget related to PRCS Junior/Youth as per the need for implementation at district levels.

c. To make necessary recommendation to PRCS National J/Y RC Committee regarding extension of PRCS J/Y Clubs development programmes.

d. Monitoring and supervision of the PRCS J/Y Committees at district levels.

e. To conduct annual evaluation of the PRCS District J/Y Committees and on the basis of evaluation recommend to the Executive Committee to award outstanding Committee.
f. Development of programmes and activities adhering to PRCS Youth and Volunteers Policy.

a. To assist and advise District level Committees as and when necessary.

b. To submit the report of the activities done under the Committee in the meeting of the Executive Committee on regular basis. This report will then be submitted to the National level J/Y Committee.
c. To follow and perform any decision made by the Executive Committee on any subject which come within the working scope of Provincial J/Y Committee.

d. To make recommendation to the National J/Y Committee if amendments are required or need of new policy for any programme.
13.2.4 Meeting of PRCS Provincial J/Y Committee
Procedure for the meeting of Provincial J/Y Committee is the same as 13.1.4. 

13.2.5 Tenure and Working Procedure

The tenure and working procedure of the Committee is the same as 13.1.5.
13.2.6 Secretariat
Youth and Volunteer Department at Provincial Headquarters will work as Secretariat of the Provincial J/Y Committee. 

13.3
PRCS JUNIOR / YOUTH COMMITTEE AT DISTRICT LEVEL

13.3.1
Formation Procedure
The PRCS District level Executive Committee (contingent to the presence of District Branch, if established) otherwise the Provincial Executive Committee will take necessary steps to form PRCS District J/Y Committee comprised of 11 members with a view to mobilize the children and youths and conduct activities. The composition of the Committee will be as follows:

a. Coordinator – 1 person, A member of Managing Body nominated by the District Executive Committee.

b. Secretary – 1 person, Office employee or suitable person designated by the District Executive Committee.

c. Members – 9 persons, nominated by the Coordinator on recommendation of the Secretary including 1 person out of Presidents (Principals), 3 persons out of Chairpersons (Teachers), Officer level representative of the District Education Office and Junior/Youth Members (2 boys and 2 girls).

13.3.2 Areas of Work

The areas of work of PRCS Provincial Junior/Youth Committee will be the same as 13.1.2
13.3.3 Function, Duty and Authority
The functions, duties and Authorities of the District J/Y Committee will be as follows: -

g. To make necessary recommendations to PRCS Provincial J/Y Committee regarding youth development programmes.

h. To make necessary recommendation to PRCS Provincial J/Y RC Committee regarding extension of PRCS J/Y Clubs development programmes.

i. Monitoring and supervision of the PRCS J/Y Clubs.

j. To conduct annual evaluation of the PRCS J/Y Clubs and on the basis of evaluation recommend to the PRCS Provincial J/Y RC Committee to award outstanding Clubs.

e. To assist and advise PRCS J/Y Clubs as and when necessary.

f. To submit the report of the activities done under the Committee to Provincial J/Y Committee on regular basis. 

g. To follow and perform any decision made by the Executive Committee on any subject which come within the working scope of District J/Y Committee.

h. To make recommendation to the Provincial J/Y Committee if amendments are required or need of new policy for any programme.
i. To conduct trainings, workshops, seminars, exhibitions etc at district level. 
j. Dispatch information received from the National or Provincial Branch to the respective J/Y Clubs and similarly sendoff the reports and other information received from the J/Y Clubs to the National and Provincial Branches.

k. Develop and make available the IEC material to the PRCS J/Y Clubs.

l. To encourage PRCS J/Y Clubs conduct fund raising programmes, get information about the financial situation of each Club, and if necessary provide financial assistance to weak Clubs.

m. To encourage PRCS J/Y Clubs to prepare annual calendar of operation and function accordingly.

13.3.4 Meeting of District J/Y RC Committee
The meeting of the District J/Y Committee will be held on monthly basis. The Secretary will call the meeting of the committee as per the direction of the Coordinator or with his consent on a fixed date and venue with agenda as and when necessary. The required quorum for the meeting will be the presence of Coordinator and one-third members of the committee. 

13.3.5 Tenure and Working Procedure

The tenure of the Coordinator and members of the committee will be the same as of tenure of the managing body of the society as per their constitution. However the status of the committee will continue to the next members. The tenure of the J/Y member nominated by the educational institution will be of 1 year and that of the youth member nominated by the community will be of 2 years. Other working procedures would be the same as 13.1.5. 
13.4
PRCS JUNIOR/ YOUTH CLUBS

PRCS Junior Clubs shall be established targeting age group 10-15 year students studying at schools. Similarly PRCS Youth Clubs shall be established at colleges, universities and community levels targeting age group 15-29 years. The Junior/Youth Club members shall be called as Junior/Youth volunteers. 

13.4.1 Membership and Club Formation
Following are the pre-requisites of membership and club formation:

a. The annual membership fee for Junior Red Crescent Club shall be Rs.25/- and Rs.50/- for Youth Red Crescent Club. The receipt should be provided in the Form – 10, while receipts for donations in the Form – 11.
b. The President / Chairman of Club will have to manage the oath to the members of the Clubs. The oath shall be taken in the manner shown at Form – 12.
c. A Club can be established with minimum 25 members.

d. The Juniors and Youths who have obtained membership will be regarded as the members of the General Assembly of the Club.

e. The meeting of the General Assembly called after formation will form PRCS Junior/Youth Club Committee.

13.4.2 PRCS Junior/ Youth Club Committee
The following will form the Junior Club Committee at Schools and Youth Club Committee at colleges, universities and at community levels.

a. President

– 1 (Principal)

b. Chairman 

– 1 (Teacher)

c. Vice Chairman 
– 1 (Teacher)

d. Secretary 

– 1 (Student)

e. Deputy Secretary 
– 1 (Student)

f. Treasurer 

– 1 (Student)

g. Members

– 6 (Students with representation from all classes)


13.4.3 Tenure

The tenure of office for the PRCS J/Y Club Committee member of educational institution and youth members of community will be of 1 year and 2 years respectively.

13.4.4 Formation and Reformation Procedure

A representative of the PRCS Provincial or District Branch or a trained teacher will organize an orientation session with the support of PRCS on J/Y Clubs by gathering Junior and youth at educational institutions and the communities.

a. J/Y Club membership campaign will be undertaken through a Committee formed out of the participants of the orientation session. As the membership reached to the acceptable level, J/Y Club will be organized at educational institution for one year and in case of communities Youth Club for two years. The President of the Club will then be informed about the organization of Club.

b. The Principal or Head Master will be the President of the Club organized in the educational institutions. The President will nominate interested and active teachers as Chairman and Vice Chairman of the Club in order to implement the activities of Club effectively.

c. After establishment of the Club, the President will send the list of the office bearers and Advisory Committee and the fees of Rs.25/- for Junior Clubs and Rs.50/- for Youth Clubs to the District Executive Committee or PRCS District Branch for its approval. Letter of recognition for PRCS J/Y Club should be sent on the Form - 13.
d. Every year (within 2 months of new educational session) the General Assembly will be called and the membership will be renewed.

e. Immediately after the establishment of the club, annual calendar of operation should be prepared on the Form – 14. During the whole year, programmes are to be implemented according to the annual calendar of operation.

f. Gender equality will be maintained (especially in Co-education) while establishing a Club.

g. Efforts should be made for class-wise representation while organizing/reorganizing a Club.

h. For the conduct of election, an election officer will be nominated by the President.

i. The club should deposit funds/membership fees to the respective district and provincial branch. The funds thus generated would be used to carryout activities in the same Club. However, financial record should be maintained by the treasurer of the club under the supervision of Chairman and President of the Club. The Clubs at community level will also follow the same protocols.
j. The tenure of the Club will be terminated at the end of the educational session and the new Committee will be formed by the General Assembly called within 2 months of the new session.

k. The Club shall submit monthly and quarterly progress report of its activities to the PRCS District J/Y Committee alongwith a copy to the Provincial level Committee. 
l. The income and expenditure of the Club should be transparent. 
m. There will be no barrier for the Youth members to obtain other categories of membership of PRCS. 
13.5 PRCS JUNIOR / YOUTH CLUB ASSEMBLY

Students in the age group of 10-15 years at schools and youth (15-29 years) at colleges, universities and community are eligible to obtain membership of J/Y Clubs. All juniors and youths who have got membership will be regarded as the members of the Club Assembly. This Assembly will elect J/Y Club Committee consisting of 1 Chairman and 11 members out of the assembly members. In the Committee there should be representation of all classes and students of both genders (if possible). The President will nominate 1 x vice-Chairman, 1 x secretary, 1 x deputy secretary, and 1 treasurer on the recommendation of the Chairman. Based on needs, other sub-committees could be formed consisting of J/Y Club members. The PRCS J/Y Club Assembly will meet once in every year compulsorily within 2 months of the new educational session in order to form new Committee and to present and approve the yearly report and annual calendar of operation of the Club. Similarly the Treasurer will present the estimated income and expenditure of the Club and get it approved. The decisions of the Club Assembly will be the main directives for the Committee of the Club.

13.6
JUNIOR / YOUTH RED CRESCENT ADVISORY COMMITTEE

The Principal or Head Master/Mistress of the educational institution will have the role of a President of the Club. The President will form an Advisory Committee consisting of minimum 3 persons under his/her own coordination or a teacher nominated by him/her. This committee will provide necessary advice and support to the J/Y Club of the institution to make the Club active and manage its activities. In case of Youth Clubs formed in a community, the District Branch will nominate the President and an Advisory Committee will be formed consisting of 3 members under his/her coordination or the person nominated by him/her.

13.7
CONDUCT OF J/Y RC CLUB COMMITTEE MEETING

The meetings of J/Y Club Committee shall be conducted as per following laid down procedures:

i. The regular meeting of the J/Y Club will be held once a month.

ii. The secretary will call the meeting of the committee in consultation of the Chairman. The notice along with the agenda to be discussed will be sent to all the committee members prior to the meeting.

iii. The Chairman will chair the meeting. In Chairman’s absence, vice Chairman and even in vice-Chairman’s absence, a person selected from the present members will chair the meeting. The quorum of the meeting will be presence of more than one third of members and it is a must. If the necessary number of quorum is not met continuously for three times, the next meeting could be conducted in presence of any number of members.

iv. Any member who is interested to propose new subjects should present it to the Chairman or the Secretary before the meeting. In otherwise cases, the member should present the written proposal in the meeting itself and the majority members present in the meeting will decide whether the proposal is worthy of discussion and if recommended, it will be included in the agenda of the day and take decision after discussion.

v. The meeting will review the decisions of the last meeting whether they are executed or not before it takes up the agenda of the day.

vi. The person who wants to speak should address the Chairman and speak with his permission and if more than one person wants to speak simultaneously the person who is permitted by the Chairman should speak first.

vii. While discussing the agenda, efforts should be made to pass them unanimously. If this is not possible and discussion is going to be prolonged, the Chairman can put the issue to voting and if the proposal is carried by the majority votes, all the members have to work accordingly.

viii. While voting in the meeting the Chairman should be the last one to vote.

ix. The President should get all information about the committee meeting. The President will attend the meeting as and when necessary and can provide necessary directives.

x. If any members of the Committee do not attend meeting 3 times continuously without any prior information, he/she will be dismissed from the Committee and the information of dismissal should be given to the concerned member after the approval of the President and the vacant position will be filled in the next meeting.
xi. Minutes of the meeting will be maintained by the Secretary to record the decisions made in the meeting.

13.8
Responsibilities AND DUTIES OF THE PRCS J/Y CLUB Committee MEMBERS

The following are the responsibilities and duties of committee members:

13.8.1 President
a. To provide necessary assistance to the PRCS J/Y Club in its formation and reformation and provide office space (Secretariat) within school/college premises. 

b. Nomination of Chairman, Vice Chairman and members of the Advisory Committee.

c. To call the Club Assembly at the start of educational session.

d. Nomination of an election officer for the election of the committee.

e. Coordination with PRCS District Branch, PRCS District J/Y Committee and local agencies in order to promote the institutional development of the Club.

13.8.2 Chairman
a. To lead PRCS J/Y Club.
b. To provide guidelines to the Secretary to conduct meetings. Chair the Club Assembly and meetings of the Club.

c. To get the agenda approved by the meeting and present it for discussion systematically.

d. Monitoring and evaluation of all the activities of the Club.

e. To coordinate with the agencies concerned for fund raising and its mobilization for expansion of the activities of the Club.

f. To work in close coordination with other Clubs and PRCS District Branch.

g. To advocate for expansion of the membership and services of the Club.
13.8.3 Vice-Chairman
In the absence of Chairman, the Vice Chairman will carry all the functions and duties of the Chairman. Even in the presence of Chairman, s/he will assist him/her. The Vice Chairman will play a supplementary role.

13.8.4 Secretary

a. Call meetings of the committee with prior approval of the Chairman.

b. To maintain decisions of the meeting.

c. At the end of each educational session, call a meeting of the Club Assembly and present annual progress report against planned activities.

d. Responsible for correspondence with District Branch

e. Assist the Treasurer to keep updated accounts of income and expenditure of the Club. 

f. Inform members about meeting and circulate agenda at least 24 hours prior to meeting.

g. Submit monthly and quarterly progress reports to PRCS District J/Y Committee and a copy of the same to Provincial level committee.

13.8.5 Treasurer

a. Keep and update the record of income and expenditure of the Club. 

b. Get approval of the expenditures incurred for the activities of the Club in the regular meeting of the Committee. 

c. Present estimated yearly budget of income and expenditure at the beginning of the educational session.

d. At the end of the session, the income and expenditure of the whole year to be audited and the audit report to be presented in the assembly by the treasurer.

13.8.6 Members

a. To play a vital role in making the Club active and service oriented.

b. To attend the meetings, provide active support to the issues presented in the meetings and extend cooperation in executing the decisions.

c. To actively involved in the implementation of planned activities of the Club.

d. To promote RCRC Principles and ideals.

e. To participate in trainings, seminars, camps etc and play an assisting role.

f. To provide support and assistance during emergency situations.

g. To provide necessary cooperation in collecting fund and participate in the service and publicity oriented programmes organized under the RCRC Movement and get others involved in it.

Chapter 14 -
Programme Implementation 

The programme implementation is formulated in order to get maximum results out of the programmes mentioned in J/Y Clubs goal, policy, strategies, working scope and establish clear procedures for the basis of selection of programmes implementation areas, plan for implementation, coordination and responsibility aspects of management and their application at all levels.  

14.1 PROGRAMME IMPLEMENTATION AREA SELECTION CRITERIA

The criteria for the selection of geographical areas for the implementation of programmes under J/Y Clubs will be as follows: -

i. Need and priority.
ii. Vulnerability.
iii. Willingness and capacity of District Branch and individual J/Y Club.
iv. Viability of resources and means.
v. Acceptance of community.
vi. Feasibility.
vii. Possibility of mobilization of J/Y Club members.
viii. Probability of sustainability.
14.2
PLAN FOR IMPLEMENTATION

Once the geographical area is selected for implementation of programme in a certain educational institution or community, the Club and other stakeholders concerned like Principal, Teacher,  Committee, District Branch etc shall meet and formulate a detailed working plan. The working plan will encompass the following subjects: -

i. Title of the programme.
ii. Period of programme implementation.
iii. Programme implementation area (school, college, university and community).
iv. Calendar of operation of the programme.
v. Necessary materials, means, and resources (training etc.).
vi. Responsibility of the programme.
vii. Budget details of the programme.
14.3
COORDINATION

The coordination mechanism shall be developed with a view to promote effectiveness in the activities programmed under J/Y Clubs.

14.3.1 Internal Coordination

The programmes to be implemented at different levels like the national, provincial, district and J/Y Club levels shall be coordinated as follows:

National Committee:
a. To coordinate different programme activities implemented under National J/Y Committee.
b. To coordinate at all levels of PRCS Branches and programmes.
Provincial / District / Club levels:
a. Coordination of activities implemented at Provincial, District and Club levels.
b. To coordinate between sub-committees formed at Provincial, District and Club levels.
c. Involvement of PRCS J/Y members in the activities implemented by the Provincial, District and Club.
d. Emphasis on gender equality in the programmes.
14.3.2 External Coordination
Coordination can be done with different units like national and international, governmental and nongovernmental organizations. Prior consent and recommendation of the National Headquarter or National J/Y Committee should be obtained before the agreement and understanding are established with local/Club/District/Provincial levels.

14.4 FORMULATION OF PLAN

i. Formulation of participatory plan for national, provincial, district and Club levels.

ii. Inclusion of minimum activities of J/Y Club in the formulation of each plan.

iii. Preparation of plan encompassing the interest and need of Junior and youths.

iv. Plan should be prepared in accordance with the policy and working scope of PRCS J/Y.

v. Good relations between the programmes implemented under the concerned units should be maintained.

vi. Inclusion of cross cutting issues

vii. Development and implementation of sustainable programmes.

14.5 BUDGET

i. Budget should be managed at National, Provincial, District and Club levels.

ii. Separate bank accounts for this activity should be maintained. Records of income and expenditure should be transparent.

iii. Fund raising on certain occasions (important days, fair etc.).

iv. Activities should be financially viable. Arrange regular auditing.

v. Regular core cost of the organization to be met from the development programmes.

14.6 RESPONSIBILITY OF DECISION

The following units should have the responsibility to implement the J/Y Club Programmes in a systematic way: -

14.6.1 PRCS National J/Y RC Committee and its Secretariat
a. Mobilize the resources at local level with the consent of Provincial and district branches.

b. Annual selection of outstanding Clubs.

c. Selection of annual programmes and activities.

d. Recommendation for the selection of districts to implement development programmes.
14.6.2 Secretariat

a. Recording the decisions made in the meetings.

b. Execution of the policy and procedures.

c. Coordination, inter-relations and communications with the donor agencies.

d. Execution of the rules and regulations concerning personnel and financial management.

e. Decisions making concerning departmental works and their implementation.

f. Efforts in fund raising and resource mobilization.

g. Provide guidance for follow-up, evaluation and supervision of the programmes and activities implemented under the department.

h. Proceed issues (subjects) on behalf of the department to the committee and the Secretary General for decision.

14.6.3 Provincial J/Y Committee and Secretariat
a. Formulation of programmes in coordination with the District J/Y Committee.

b. To raise funds and mobilize resources at District level.

c. To recommend excellent Club within the districts.

d. To make recommendations of programmes to be implemented at District levels. 

e. To make recommendations for the selection of District and J/Y Club to implement development oriented programmes.

14.6.4 Secretariat

a. Recording the decisions made in the meetings.

b. Execution of the policy and procedures.

c. To follow-up district level activities.

d. Efforts in fund raising and resource mobilization.

e. To issue directions for follow-up, evaluation and supervision of the programmes and activities implemented under the Provincial and District Branches.

f. Preparation the agenda to present in the Provincial committee for decision.

14.6.5 District J/Y Committee and Secretariat

The District J/Y Club Committee shall determine its responsibilities for the effective implementation of its activities at the district and Club level with the advice and directives of the Provincial Committee.

14.6.6 J/Y Club Committee and Secretariat
The J/Y Club Committee will determine its responsibilities for the effective implementation of its activities at the club level with the advice and directives of the district committee.

14.7
RESOURCE MOBILIZATION 

The PRCS J/Y at all levels should mobilize resources (physical, material, financial and human) and should maintain necessary records of all resources and means available with them. There should be clear decision about the authority of persons to mobilize the resources and means, and how to do it and should be well recorded and encourage good governance.

Funds will be managed in club, district, province and national level to expand organization of J/Y Clubs and to sustain the programmes implemented under its different units. Incomes received from different sources like amount allocated for management expenditure in a project, donations, and miscellaneous incomes; a fund raised will be regarded as the income. 

14.8 SUPERVISION AND MONITORING

Monitoring will be done in order to ensure whether the activities implemented under different levels and J/Y Clubs are in accordance with the organizational and project related decisions or not and if not, should look into the matters if there is need for improvement. Monitoring will be done on the basis of targeted group, time table, work plan, manual for programme implementation and right use of budget. 

For monitoring activities like regular meetings of Clubs, J/Y Committees etc. frequent seminars, review meetings, field visit report, studies shall be undertaken. To make the monitoring process effective, personnel or volunteers will be managed by the higher level unit to assist in supervision
. The National, Provincial and District Committees will monitor and evaluate the units and the programmes implemented under them.

14.9 REPORTING
Monthly, quarterly and annual progress reports (statistical and descriptive) shall be prepared based on the nature of activities. Such reports shall be used in monitoring, record keeping and information of donors and higher level authorities. 

14.10 REVIEW, EVALUATION AND REWARD

i. Regular evaluation of activities shall be conducted under Junior/Youth Clubs.

ii. The evaluation shall be done at the national, provincial, district and club levels.

iii. The policy and programmes of J /Y Clubs shall be reviewed every 2 years.

iv. Encourage and reward excellent volunteers/clubs and members and units of different levels. 
v. Annual review of district and club levels shall compulsorily be conducted.
14.11 REMOVAL OF DIFFICULTIES
Notwithstanding anything contrary to this code of conduct and manual, Provincial and Regional Branches may frame model bylaws for removal of difficulties, if any during implementation. However, the model bylaws shall be approved by the respective Branch Committees.
	FORM – 2. VOLUNTEER APPRAISAL FORM

	This form must be completed and signed by the volunteer (appraisee) and the Youth and Volunteer Manager as soon as possible after the appraisal interview.

	Name of Volunteer:

	Name of Y&V Manager:


	Date of Appraisal: 

	

	Key Questions

	1.  What Duties are currently being undertaken?


	2. In which areas has the volunteer been most successful?



	3. In which areas has the volunteer been least successful?



	4. What factors have influenced performance?



	5. Is additional support requested if so from where?



	Does the volunteer have any training needs?



	6. How does/or does the volunteer wish to develop their role further?



	Comments from the Volunteer:



	Comments from the Youth and Volunteer Manager:


	FORM – 3. VOLUNTEER EXPENSES CLAIM FORM

	Claims will be paid at the rate of Rs. 2 per kilometer for car users or the equivalent public plying transport rate. Please use the cheapest form of transport wherever practicable. Please attach any bus/train tickets or travel receipts.

Reasonable expenses for food, drinks and other activities will be reimbursed on production of the appropriate receipts. If you are in any doubt over what you can claim for, check with the Youth and Volunteer Manager before undertaking the activity.

	Date of travel/ 
	Reason for travel
	Mileage
	Bus/ train etc
	Food, drink and activities

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	TOTAL
	
	
	


	
	TOTAL

	 KM @  Rs. 2

	

	Total bus/ train


	

	Total food, drink, activities


	

	
	

	Signature of Volunteer:


	Date:

	Signature of Youth and Volunteer Manager:


	Date:


	FORM - 4. VOLUNTEER INTERVIEW NOTES

	Name of Volunteer:



	Best way of contact:


	

	Top three volunteering options:

1) ……………………………………………………………………………

2) ……………………………………………………………………………

3) ……………………………………………………………………………


	

	Specific training needs:


	

	Specific support needs:


	

	Additional Notes:


	

	Signature of Volunteer: ……………………………………………………...

Signature of Youth and Volunteer Manager: ………………………………


	Date: ……/….…./……..

Date: ……/….…./……..


	FORM - 5. VOLUNTEER PROGRESS CHECKLIST

	Volunteer’s Name:

	First contact


	Date:

	Volunteer Application form sent out


	Date:

	Completed application form received


	Date:

	Interview / first meeting


	Date:

	Reference 1


	Sent For:
	Received:

	Reference 2


	Sent For:
	Received:

	Volunteer induction


	Date:

	Actual volunteer start


	Date:

	First supervision


	Date:

	Second supervision


	Date:

	Third supervision


	Date:

	Relevant training undertaken (what/ when)
	Date/s:




form - 6. Volunteer Reference Cover Letter

Pakistan Red Crescent Society

National Headquarters, H-8 Islamabad

051-9250404

051-9250408

hilal@comsats.net.pk
Date of sending letter:
Name of Referee:

Address

Postcode

Dear (Name of Referee)

Subject: Reference Letter
The above named person has expressed interest in becoming a volunteer at the Pakistan Red Crescent Society (PRCS) and has given your name as a personal reference. The PRCS provides humanitarian services to the most vulnerable, in line with the fundamental principles of humanity without any discrimination on the basis of nationality, race, religion, class, color, creed, gender or political opinion. Its core areas of work are Disaster Preparedness, Disaster Response, Health and Care and Dissemination of Fundamental Principles and Humanitarian Values. 
I would be grateful for any relevant information as to their suitability for such a post. In particular reference to their character, their commitment to confidentiality and suitability to support our activities and undertake the specific tasks which are integral to the role would be appreciated.

I enclose a Volunteer Role Description, Volunteer Reference Form and a stamped addressed envelope for your convenience.

It would be appreciated if you could reply within two weeks of the date of this letter. All information given will be treated in strictest confidence.

Thank you for your assistance.

Yours Sincerely,

(Name of Person)
	FORM - 7. VOLUNTEER REFERENCE FORM


	Name of prospective volunteer


	Name, Address and Telephone No. of Referee

	How do you know the volunteer?


	

	How long have you known the volunteer?


	

	Please use this space to highlight any particular strengths / weaknesses and any other points you feel may be relevant. Please refer to the Volunteer Role Description which has been included and provide specific reference to the volunteer’s suitability to carry out this role.



	

	Signature:………………….………………...………

Date:…………..…………………………..……...
	
	For Office use only

Date form returned: …….../…….../……..…




	FORM - 8. VOLUNTEER SUPERVISION FORM

	Volunteers Name:

	Youth and Volunteer Manager: 

	Time and Date of Supervision:

	Place of Supervision:

	How do you feel things are going within the project you volunteer at?



	How do you feel about your current workload?



	Are there any issues you would like to raise?



	Are there any training courses or development activities you would like to attend to develop your volunteering role?



	Date, Time and Place of Next Supervision:



	

	Signed (Volunteer):


	Date:

	Signed (Youth and Volunteer Manager):


	Date:


form - 9. VOLUNTEER EXIT INTERVIEW

NAME: ___________________________ (Optional)

Was your volunteer experience rewarding? Yes _____ No _____

Comments: ____________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Would you recommend this volunteer programme to others? Yes __ No _

Comments: 

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Recommendations to improve the volunteer programme and make it more efficient
Comments: 

_____________________________________________________________________________

_____________________________________________________________________________

Did you receive the Society Orientation and training necessary to understand your role and perform your duties? Yes __ No __

Comments: __

_____________________________________________________________________________

_____________________________________________________________________________

Were you provided the necessary equipment and supplies to accomplish your duties?

Yes __ No __

Comments: 

_____________________________________________________________________________

_____________________________________________________________________________

In your opinion, did the Society live up the terms of the Society - Volunteer Agreement?

Yes _ No _

Comments: 

_____________________________________________________________________________

_____________________________________________________________________________

Are there any other suggestions or comments you wish to express?

Yes / No 

If yes, please explain: 

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Thank you for the time and effort for giving us suggestions
FORM - 10.
RECEIPT OF MEMBERSHIP FEE


(B) Nepal Red cross Society Junior/Youth RC Circle

S.No. Date

School/Campus

Nepal J/Y RC Circle

S.No: Date

Class Roll No

For academic Year

Receive with thanks Rs

(in words as

form - 11.
RECEIPT OF DONATION


form - 12.
OATH TO BE TAKEN BY PRCS JUNIOR/YOUTH MEMBERS

All the members of the PRCS Junior/Youth Clubs at schools, colleges, universities and community have to take Oath in the Club Assembly Meeting. The Chairman or President will be responsible to administer the Oath. 

The text of the Oath is: 

“I confirm that I am joining PRCS Junior/Youth Club for purely humanitarian services and not for any personal gain or profit. I as member of Red Cross Red Crescent Movement believe on seven Fundamental Principles of the Movement and assure to follow these during my duties. I also make myself available, whenever possible, for service to humanity and work with my best knowledge and capabilities to achieve the objectives of the organization”.

form - 13.
LETTER FOR RECOGNITION OF THE PRCS J/Y CLUB TO THE DISTRICT BRANCH

Ref: ___________________





        Date: _______________

To

The Secretary,

Pakistan Red Cross Society,

District Branch, Name of District __________________

Subject: Request for the recognition of the PRCS J/Y Club 
Dear Sir,

1.
We would like to request you to recognize PRCS Junior/Youth Club organized at ____________________. We have ___________ J/Y RC members out of ____________ students of the School. Mr. / Mrs. _________________________, the teacher of School is the Chairman and Mr. / Mrs. _________________________ is Vice Chairman of the J/Y Club. 

2.
The list of the office bearers and members of the Committee of the Club and advisers and the membership fee Rs. ______________ are enclosed herewith. 

With best regards,

President

PRCS J/Y Club

Name of institution

form - 14.
ANNUAL CALENDAR OF OPERATION

Annual Calendar of Operation will be formulated by the PRCS District and Provincial J/Y Committee and put it for the approval of PRCS National J/Y Committee in order to implement the activities of Pakistan Red Crescent Society in a planned way. The progress will be evaluated on the basis of targets sets in the annual calendar. The Sample format of Annual Calendar of Operation is as follows: - 

	S.N
	Activities
	Unit
	Annual Target
	Months

	
	
	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	form - 15.  YOUTH and VOLUNTEER CAMP AGENDA 

	

	Time
	Day 0
	Day 1
	Day 2
	Day 3
	Day 4
	

	
	 
	 
	 
	 
	 
	

	0830hrs
	Arrival of Participants
	Inner peace/exercises

History of RC/RC, Principles of RC/RC, 
	Inner peace/exercises Recap Day 1
	Inner peace/exercises Recap Day 2
	Field Exercise (EA/Camp Management/ First Aid etc.

Compilation of Youth Statement/Declaration released during all sessions

Presentation of Youth Declaration/ assigning tasks

Closing Ceremony

(Certification)
	

	
	
	
	Understanding Youth Leadership
	Youth as Agents of Behavioral Change (YABC)
	
	

	1000hrs
	
	Break
	Break
	 
	
	

	1015hrs
	
	RC/RC Movement (ICRC, IFRC, NS)   PRCS (Introduction, History, Structure, Core Areas, Core Activities)
	Understanding Youth Leadership

Volunteering Development
	YABC (cont’d)

Disaster Terminologies

DRR Activities
	
	

	1300hrs
	
	Lunch
	Lunch
	Lunch
	Lunch
	

	1430hrs
	
	Health and care, Blood, HIV AIDS,

First Aid
	Team Building

Interfaith activities

Climate Change
	Firefighting/Rescue
	Departure
	

	1600hrs
	
	Working Tea
	Working Tea
	Working Tea / Scenario 
	
	

	1615hrs
	 Registration
	First Aid Practical Work (Bandages of Burn, Bleeding, Fracture, transportation )
	Trekking

Camp Management

Entertainment
	Sports activities

Cultural Night
	
	

	1800hrs
	Opening Ceremony and Welcome Dinner Ground Rules
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Pakistan Red Crescent Society


Junior / Youth Club





S. No. ___________							Date: ___________________





Name: _______________________________	Father Name: ________________________





School/College/University: _______________________________________________________





Class: _______________________________		Roll No: ______________________ 





Received with thanks membership fee of Rs. ________________, in words: ________________

















______________________						______________________


Signature of the member						Signature of the recipient














Name of volunteer:














Pakistan Red Crescent Society


Junior / Youth Club





S. No. ___________							Date: ___________________





Name: _______________________________	Father Name: ________________________





School/College/University: _______________________________________________________





Class: __________________	Roll No: _______________ Academic year: __________________





Received with thanks membership fee of Rs. ________________, in words: ________________

















______________________						______________________


Signature of the member						Signature of the recipient
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PRCS Junior Clubs (Schools)





PRCS Youth Clubs (Community)





PRCS District J/Y Committee





PRCS Provincial J/Y Committee





PRCS National J/Y Committee 
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