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Introduction
The Guide to tutoring was created in the framework of 2IQM project
– Initiative for an International Qualitative Mentoring, financed by
Erasmus+ KA2 Capacity Building1, in the field of Youth.
Enhancing and professionalising the tutoring capacities of youth
organisations’ and improving the quality of the tutoring processes
are the main topics of 2IQM project. The project aims at maximizing
the positive impact of tutoring so as to foster the personal and/or
professional development of volunteers. 2IQM brings together 5 youth
organisations, ADICE (France), CESIE (Italy),Volunteer Spirit Association
(Thailand), Vietnam and Friends (Vietnam), Liberty’s Promise (USA),
managing volunteering programs, with complementary experience
and expertise in all the different aspects of the tutoring process –
(receiving/sending volunteers, on-site support and training).
The 2IQM methodology was outlined in three different phases:
1. Training and definition of common tutoring tools: thanks to a
survey carried out amongst volunteers and tutors, the partners
had the opportunity to identify the main problems beneficiaries
face in their tutoring programmes. Following a specific training,
they defined common tutoring tools, including a set of technical
specifications so as to develop an Online Mentoring Tool (OMT).
This OMT is targeted at sending and receiving organisations and
volunteers, in order to enable and ensure a well-coordinated
tutoring process;
1
Capacity-building projects in the field of youth cover a range of activities that encourage cooperation between organisations active in
youth, education, training and other socio-economic sectors in Programme and Partner Countries from different regions of the world.
These projects aim to recognize and improve youth work, non-formal learning and volunteering and link them to education systems and
the labour market. They also support regional and transnational non-formal learning mobility schemes to encourage the participation of
youth in society, Erasmus plus Programme Guide:, http://ec.europa.eu/programmes/erasmus-plus/sites/erasmusplus/files/files/resources/
erasmus-plus-programme-guide_en.pdf
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2. Pilot phase: these tools were tested by the partners with European
Voluntary Service (EVS) 2 volunteers. Each receiving organisation
hosted a youth worker for a job shadowing experience;
3. Production phase: the implementation of the identified good
practices led to the development of the OMT and Guide to
tutoring; this phase allowed all the organisations involved to
improve the coordination of the tutoring activities, thus optimizing
the volunteers› learning process and, in the end, improving
their employability. Moreover, these tools have helped youth
organisations improve their tutoring and mentoring relationships
with volunteers.
The present guide has three different sections. Each of them
addresses the issues connected to a certain moment of the mobility
experience: 1) before, 2) during, and 3) after the volunteer’s service
abroad. It collects all the good practices identified for the tutoring
of volunteers, offering tools and advices which would support the
tutors in youth organisations.
In the following pages, we will focus on the role of receiving
organisations. In order to ensure a good cooperation and good quality
standards of volunteering projects, it is necessary to outline both the
roles of receiving and sending organisations.

The European Voluntary Service, under Erasmus + Programme, gives young people the opportunity to vol
unteer abroad, contributing with their efforts to a cause they believe in – be it solidarity with refugees and migrants,
work on environmental issues, activities for children or the elderly, support for non-governmental organisations,
work for cultural events or a number of other topics. For more information visit: https://europa.eu/youth/evs20
2
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The receiving organisation should:
• assess its needs and think about the selection process;
• take care of the logistics and provide good living conditions for
the volunteers. Depending on the programme, the organisation
might have to provide accommodations, meals, and give an
allowance for local transports, etc. In case it does not have to
provide all these services, it should at least give information about
these issues;
• ensure the safety of the volunteer;
• identify a mentor who will provide personal support to the
volunteers throughout the project.
The sending organisation should:
• prepare the volunteer, give him/her all the necessary information
before his/her departure and organise a pre-departure training;
• take care of travel arrangements and manage all the administrative
issues (insurance, visa) before the volunteer arrives in the receiving
country;
• keep follow the volunteer throughout the project;
• evaluate the project together with volunteer, once he/she will
be back in his/her home country (impact in terms of learning and
competencies).
For each period of the mobility experience, you will find a set of
suggestions, which will help your organisation set up a qualitative
pedagogical follow-up while hosting a volunteer. In the last pages of
the guide, you will find a checklist containing all the features that will
ensure the success of any mobility project.
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1. Before the mobility
Results of the survey, carried out amongst volunteers:
Volunteers stressed:
the importance of the first contact with the tutors (in sending and
receiving organisations) to start a good tutoring relationship and
clarify the key points of their experience;
the importance of receiving an Info-pack with useful information;
the importance of being in contact with former volunteers;
the importance of participating in a pre-departure training;
the importance of fostering the autonomy of the participant (selfpreparation and follow-up of personal objectives).
Before hosting a volunteer, the receiving organisation should follow
these steps:
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a. Needs assessment

Identify the needs of
your organisation

Which part of my
organisation do i want to
improve?

De�inition of the needs and
the tasks of the volunteer.
- De�ine the project where
you need a new resource
that allow you to empower
your organisation

-Descrive the activities and
the daily task of the
volunteer
De�inition of the
speci�ic skills:

-Who is the person who
can help you to realise
these activities?
-Which skills are
necessary?

Publish a CALL with
description of the
mission and pro�ile

You should provide all this information to your sending organisation.
The more informed the sending organisation will be, the easier it will be
for them to find a volunteer answering your needs and expectations.
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b. Selection process
Communicate with the volunteer before his/her arrival:
• organise a Skype meeting to interview the volunteer and test his/
her motivation. It’s important for you to understand the main
goals and motivation of the volunteers who apply for a project;
• present clearly your organisation and your way of working.
Provide a real picture of the mission so that the volunteer knows
exactly what to expect.
The volunteer should:
• show his/ her motivation and interest in your project;
• be involved in his preparation, attend the pre-departure training.

c. Logistics
In terms of logistics, you should check that the sending organisation
has provided the volunteer with all the required administrative and
financial documents (insurance, contracts, etc.).
• Send an Info-pack [see Annex I] with information about your
country, your organisation, administrative and health issues (visa,
vaccines, etc.), travel arrangements and meeting point for his/
her arrival. It is essential to ensure safety of your team and of the
volunteer and to maintain a safe environment. You should have
a complete health and safety policy and a security management
plan for your workplace.

d.Tutoring and mentoring
In the first phase of 2IQM project, a survey was conducted amongst
volunteers and mentors in each partner country (France, Italy,
Thailand, Vietnam and United States).
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The results of the online survey pointed out the following remarks:
Volunteers stressed:
• the importance of developing a personal project (as it
encourages participants to take initiatives);
• the importance of getting their experiences and competences
recognised so that they can capitalise on those during their job
search;
• the importance of follow-up activities regarding their personal
and professional projects, as they are expected to ease
volunteers’ inclusion in the labour market.
Tutors underlined:
• the importance of being in contact with the volunteer before
the departure;
• the necessity of clarifying the key points of the mission and of
the conditions in the hosting country;
• the necessity of creating better relationships between sending
and receiving organisations.
While the tutor is responsible for the tasks during the volunteering
period, the mentor should help the volunteer deal with problems
and situations and s/he should facilitate the integration in the new
community. Supporting, guiding and connecting are the main tasks
of the mentor. It means that: “The tasks of the mentor are not
limited to calling the doctor.”3

3

Mentoring and Pre-departure Training in European Voluntary Service (EVS) http://www.erasmusplus.
it/wp-content/uploads/2017/01/Mentoring-and-Pre-Departure-Training-in-European-Voutary-Service
EVS_Guide.pdf
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The mentor will be a point of reference for the volunteer. S/he is
responsible for providing him/her personal support. S/he should
be: a good listener, reliable, attentive, understanding, etc.
The mentor should be useful for different types of support and in
different setting. For this reason, sometimes there’s only one
person being in charge of the mentoring programme, while some
other times organisations prefer to rely on several mentors. That
is clear now why the profile of a mentor depends very much on
the reality of the project, the organisational context and on the
volunteers themselves.
Regarding time and resources management, there is not a standard
answer or defined amount of time to dedicate to mentoring but, if
needed, you can implement an additional resource: the “Reinforced
Mentorship”. It is a measure which allows you to provide additional
mentoring support and increase the contribution given by
sending and receiving organisations. Be aware that it represents
an additional task to the daily workload so we suggest you find a
resource totally focused on it.
To sum up:
a Tutor is…
-The person who is responsible for the whole project;
- Usually he/she is also the coordinator of the project and a member
of the receiving organisation.
He/she should …
• act as the contact person for the sending and/or coordinating
organisations, the volunteer, the mentor and the local centres
• (if applicable);
• take care of all the administrative, pedagogical, financial and
legislative issues of the project;
• plan and manage all the activities of the volunteer (together with
the local centres, if applicable ), according to the coordinating
organisation;
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• organise and lead the on-arrival training in the receiving
organisation, and final evaluation.
a Mentor is…
- a person who relates easily with young people;
- familiar with the non-formal learning methods;
- supportive, patient, flexible, people oriented, good motivator.
He/she should…
• act as a mediator;
• support and monitor the learning process of the volunteer;
• encourage the local integration;
• participate in meetings between tutor and volunteer;
• discuss objectives and results with the volunteer;
• offer individual support (accommodation, doctor etc.);
• monitor the learning path.
The mentor is familiar with:
• the receiving and coordinating organisations;
• the role of the volunteers within the organisation;
• conflict resolution strategies;
• the volunteer’s expectations, motivations and competences;
• the rights and responsibilities of the volunteers;
• the rules of the receiving organisation and the local centre.
Please note that:
According to the size of the organisation and the budget of the
project, one person might both act as a tutor and a mentor.
Throughout the guide, we will just use the term Tutor in order to
keep it simpler.
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Tips for a good tutor:
Be an active listener. Active listening is a communication
technique that has several benefits: to listen attentively
to others; to avoid misunderstandings (as people have
to confirm that they do really understand what another
person said); to help people open up, to get them to say
more.
Give feedback. Giving and receiving feedback is important
to establish a good relationship with the volunteer.
Be a good coach. Coaching means to help the volunteer
find reasons, objectives and solutions in order to plan the
activities.
e. Info-kit (applicable to EVS program)
The sending organisation should send to the EVS volunteer an InfoKit before his/her departure.
The Info-Kit is composed of the following:
1. “What to expect from EVS”: a document providing clear
information to volunteers and organisations about what can
be expected in general terms before, during and after the
European Voluntary Service period;
2. Youthpass in EVS: information about the scope of Youthpass
and how to obtain a Youthpass Certificate can be found on the
Youthpass website. It is important that both Sending, Receiving
and Coordinating Organisations, and the volunteer, are familiar
with the information here: https://www.youthpass.eu/en/;
3. “EVS insurance plan: guidelines for volunteers”: offering
detailed information about the insurance scheme provided to all
EVS volunteers during their stay abroad in different languages;
4. The EVS Charter: highlighting the roles of EVS Sending,
Receiving and Coordinating Organisations as well as the main
principles and quality standards of EVS4.
Erasmus + Programme EVS Info-Kit

4
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2. During the mobility
Results of the survey, carried out amongst volunteers:
Volunteers stressed:
the necessity of a structured coaching from the beginning:
volunteers need a frame of reference;
the necessity of a clear Follow-up scheme so as to prepare plans and
projects of the volunteer.
The first days after the arrival are a crucial moment for the
volunteers. If the volunteer does not feel welcome, the project
might fail.
The arrival
It is really important to choose an arrival date which would allow
the mentor to spend time with the volunteer.
It’s advisable to welcome the volunteer directly at his/her arrival
(at the airport or at the station).
If it is not possible for you to be there, then do not forget to send
the volunteer a detailed Info-pack (see annex) explaining how s/
he can reach the meeting point. Do not hesitate to use pictures,
especially if the language and/or the alphabet are different from
the volunteer’s mother tongue.
Welcoming in the working place
Introduce the volunteer to the team; let him/ her feel comfortable
in his/her new working environment and explain him/her how
things work (schedules, materials, etc.).
Present to the volunteer the people s/he can contact (in case of
emergency, at work, in his/her daily life, etc.) It can be the same
person or different ones, depending on your organisation.
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Organise an on-arrival training (different names: orientation
week, welcome briefing, etc.)
Main objective: to facilitate the integration of the participant
Duration: 2-3 days.
When: promptly after the arrival
- How to behave in the receiving organisation and receiving country
(security issues):
• information on the local context, including aspects of
intercultural learning and appropriate behaviour;
• questions about health, safety and security, evacuation plan;
• rights and duties.
- How to manage successful volunteering projects (related to
activities and follow up during the project):
• information on the main activities and about the mission of the
organisation;
• information on the operational context, and expectation
on outputs, motivations and expectations, hopes and fears,
competences to develop;
• results from the volunteers’ task assignment;
• support, mentoring and follow-up of the volunteers.
During the mobility, organise regular evaluation meetings with
the volunteer. It is an important moment the volunteer can
use to reflect on his/her mission and note if there’s something
which should be improved or changed. The volunteer should feel
comfortable to share all the problems he/she could face r during
his/her experience.
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Tips for an efficient evaluation meeting:

• Be approachable
• Create a safe and empowering environment for the
volunteer
• Take notes
• Listen to the volunteer’s needs
• Observe the volunteer (to understand what he/she
is unable to express)
• Make sure you build a relationship of trust with the
volunteer
• Help the participant with any problem he/she could
face during his/her project
• Use the Self-reflection tool (see annex II)

Tips for the volunteer to overcome the cultural
shock:

• Socialise
• Avoid isolation: meet new people / participate in
different activities (sports, cultural events, theatre,
etc.)
• Be curious about the hosting country
• Be tolerant, open-minded and flexible
• Avoid being judgemental
• Talk about your own experience with people who
already participated in a mobility project
• Learn the local language
• Keep being passionate about your own hobbies
• Be involved in the new community
• Keep in touch with family and friends in your home

18

3. At the end of the mobility
Results of the survey, carried out amongst volunteers:
Volunteers stressed:
the importance of getting their competences, and experiences
recognised;
the importance of follow-up activities for future projects;
the importance of the capitalization of competences;
the importance of certification, reference letters, testimonials, etc.
Final interview and evaluation of the volunteering experience:
At the end of the project, it is essential to carry out a deeper interview
with the volunteer to discuss about the project outcomes:
• Review the objectives the volunteer had set before the departure
discuss what has already been achieved in terms of activities, give
your impression about the volunteer experience;
• Check the learning progress and achievements;
• Help the participant reflect on his/her achievements, his/her
personal goals, his/her integration into the local community and
his/her personal development;
• Talk about his/her future personal and professional projects;
• Link the evaluation to the one provided by the sending organisation.
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Capitalization of the experience:
You and the sending organisation can help the volunteer by:
• Supporting him/her to identify the competences acquired during
the project;
• Supporting him/her to write an updated CV and cover letter;
• Providing him/her with a reference letter;
• Giving him/her a certificate attesting he/she volunteered with
your organisation;
• Encouraging him/her to write about his/her experience , to keep a
blog and to use social networks.
In order to help the volunteer capitalize the volunteering experience
you can fill in with him/her the Evaluation questionnaire (See Annex).

Prepare the volunteer to an eventual reverse cultural
shock.
Idealization and expectations are two aspects of reverse cultural shock:
• creation of an idealized version of the past;
• realisation that life back home is different;
• frustration and confusion when close friends and family
are anything but curious and intrigued about their
experience.
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Conclusions
In conclusion, we can affirm that the tutoring capacities of youth
organisations’ in mobility project is the clue to ensure the success
of the project. Organisations that deal with sending and receiving
volunteers should maximizing the positive impact of tutoring so as to
foster the personal and/or professional development of volunteers.
The present guide has focused on the role of receiving organisation,
in order to improve their tutoring and mentoring relationships with
volunteers. Of course, it is important to outline both the roles of
receiving and sending organisations. The tutors in youth organisations
can apply the good practices presented in this guide during the
mobility experience of the volunteer.
In order to summarize, you can find below a checklist of the main steps
divided between 1) before, 2) during, and 3) after the volunteer’s
service abroad, that will ensure the success of any mobility project.

Before the arrival of the volunteer:
• Assess your needs;
• Take care of the logistics (food, accommodation administrative
issues, etc.) and
• safety conditions;
• Communicate with the sending organisation and with the
volunteer;
• Identify the tutor and/or mentor.
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During the mobility experience:
Up on the arrival:
• Welcome the volunteer;
• Provide an on-arrival training;
• Fill in an Info-Pack with all the information needed.
Follow-up:
• Understand the difference and the roles of the tutor and mentor;
• Organise regular individual meetings with the volunteer to
monitor his/her integration and ensure the success of the
project.

At the end of the mobility:
• Schedule an evaluation meeting;
• Evaluate the competences acquired;
• Help the volunteer capitalise his/her experience.
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Annexes
•
•
•

Annex I – Info-Pack
Annex II - Self-reflection tool
Annex III - Evaluation questionnaire
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Annex I – Info-Pack

Logo

Welcome to
[Name of the city]!

QUICK GUIDE FOR

[Target group i.e. volunteers etc]
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This document contains some useful information about:

INFORMATION ABOUT YOUR ACCOMMODATION AND PACKING LIST
1.STRUCTURE AND RULES OF THE ORGANISATION
2.RULES FOR BEING A GOOD FLATMATE
3.HOW TO GET FROM THE AIRPORT TO [NAME OF THE CITY]
4.THE TEAM
5.USEFUL NUMBERS, LINKS AND INFORMATION
6.FIRST [LANGUAGE OF THE COUNTRY] SENTENCES
7.TEN THINGS TO DEAL WITH IN [NAME OF THE CITY]
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1. INFORMATION ABOUT YOUR ACCOMMODATION AND PACKING
LIST
ACCOMMODATION
[Description of the accommodation, address, number of flatmates,
PACKING LIST (i.e. bed-sheets, towels etc), if there is internet, type of
clothes etc.
Map of the way from the accommodation to the organisation.]
STRUCTURE AND RULES OF THE ORGANISATION
These below are the general rules; during your on arrival training you
will get to know more details. :
[Rules at the receiving organisation]
2. RULES for BEING A GOOD FLATMATE
[For instance:
- Clean regularly the common spaces, especially the kitchen and the
bathrooms.
-It is recommended to follow a weekly schedule for doing the
housework .
-In case you don’t know how to act or there is a big problem at home
that you cannot solve on your own, you should contact your mentor
first.]
3. HOW TO GET FROM THE AIRPORT TO [NAME OF THE CITY]
[The bus, train or taxi the volunteer should take to reach his/her final
destination , and some tips]
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4. THE TEAM

Role
Responsible, tutor

Name

Office
management and
administrative
issues

Mentor

CONTACT NUMBERS
[Name. e-mail, phone number]
office: address, website, phone number
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Contact in case of…

5. EMERGENCY TELEPHONE
INFORMATION

SUPPLIER

NUMBERS, USEFUL LINKS AND

RELATED ISSUES

PHONE NUMBER

Owner
Gas
Electricity
Organisation

6. FIRST [LANGUAGE OF THE COUNTRY] SENTENCES
My name is .......
Good morning
Good afternoon
Good evening
Good night
How are you? I’m fine
I’m ill
I come from England
I will stay in Italy for 9 months
I would like to buy a bottle of water I would like to buy a sandwich
I would like to buy an ice-cream. How much is it?
Thank you. Excuse me. I’m sorry.
I don’t understand
Do you speak English? I don’t speak Italian. The bill, please
Good morning, I’d like to buy some apples. How much are they?
7. 10 THINGS TO DEAL WITH IN [NAME OF THE CITY]
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Annex II - Self-reflection tool
1. Your involvement in the project...?

Evaluation
Very
Satisfied

Today, how would
you describe your
contribution to the
project ?
What do you like about
the project ?

What aspects do you like
least about your project ?
And why?

How would you change
them?
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Satisfied

Neutral

Unsatisfied

Difficulties

A lot

Diversity / communication
Techniques/ skills
Support from the staff
relationships
time
Materials/tools
Relationship with the
target/ beneficiaries

Have you found any
solutions to overcome
these difficulties?
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Few

Not
much

Nothing
at all

2. It’s time to reflect on your news skills !
How much have you used
your previous skills in the
activities of the project?

A lot

Few

Not
much

Nothing at
all

A lot

Many

Not so
many

Nothing

Theoretical knowledge
Know-how (practical
skills)
Social skills (behaviour,
to be more flexible, to
accept other points of
view easily..)
Have you acquired new
skills? Try to describe
them.
Theoretical knowledge
Know-how (practical
skills)
Social skills (behaviour,
to be more flexible, to
accept other points of
view easily..)
Social skills (behaviour,
to be more flexible, to
accept other points of
view easily..)
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Self confidence
I’m improving my
self-esteem, I’m more
sure of the contribution I could give etc..

3. Now, it’s time to gain more insight into your new skills.
Answering these questions could help you identify the competences
you have acquired . Even if you feel that some competences are missing now, don’t worry!
While you answer these questions, consider every aspect of your life
during the last month.

Key competences
Communication in
the mother tongue

Communication in
foreign languages

Questions which can
help you reflect
Am I using my mother
tongue?

Am I improving my
communication in foreign languages?
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Self-assessment

Mathematical
competence and
basic

Am I using my
mathematical
competence?

competences
in science and
technology

Am I using numbers ?

Digital competences

Am I learning about
how to use a computer
here?

Am I learning how to
use online resources
for my volunteering
project (websites,
blogs, mailing lists,
social networks like
Facebook)?
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Social and civic
competences

Sense of
initiative and
entrepreneurship

Cultural awareness
and expression

Am I learning new communication skills with
people from different
contexts and am I able
to understand different
points of view?
Am I able to manage
different conflicts
constructively and to
have empathy?
Am I able to transform
ideas into action?
Am I able to be creative
and innovative?

Am I expressing myself
and my culture?
Am I developing
new knowledge and
awareness of cultural +
linguistic diversity?
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Annex III - Evaluation questionnaire
General description of the tool
The Final evaluation is a face-to -face discussion between the project
coordinator of the sending organisation and the participant or a group
of volunteers returning from a mobility experience. Youngsters have
the opportunity to reflect on their entire mobility experience abroad
and evaluate all the aspects: project activities, learning outcomes, daily
life, challenges, issues etc. Moreover, they are encouraged to think
about their future,.
Specific objectives of the tool
• to evaluate positive and negative aspects of the experience;
• to reflect on the competences they have acquired through role
playing, creative thinking activities which help them focus on past,
present and future plans;
• to define their future plan .
Types of mobility
• any short and long term mobility project
Who is the target user?
• youngsters +18 returned form a short/long term mobility project;
• organisations managing short/long term mobility project.
How to carry out the activities
It is an evaluation meeting. In order to have a free and smooth discussion,
participants and the project coordinator can sit down in a circle. If
the groups is quite big (more than 6 people), it is possible to start the
meeting with some non-formal activities.
During the meeting, participants are asked to fill in a final evaluation
questionnaire.
Established practice related to this tool
It can be highlighted as a training day on inter-cultural exchanges in a CV
or in a job interview as a proof of open-mindedness.
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Partners
Coodinator
ADICE – Association pour le
développement des initiatives
citoyennes et européennes
France
www.adice.asso.fr
CESIE
Italy
www.cesie.org
VSA Thailand – Volunteer Spirit
Association
Thailand
www.volunteerspirit.or.th
VAF – Supporting Center for
disabled children integrate into
community Vietnam and Friends
Vietnam
www. vietnamandfriends.org
Liberty’s Promise
United States
www.libertyspromise.org
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