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Information We Need for Your Project’s Webpage.
By Kate Ericksen
Stage 1

Please write detailed replies for the following sections to appear on the website. You can look at the other projects already on our website to get ideas of how much you would need to write.

1. Introduction to Your Project: Explain what you are trying to do, how long the project has been run, the needs of the community that you are trying to fulfil. This should be no longer than 2 or 3 short paragraphs.


2. Project Director: Who is running the project? Who will be communicating with the volunteers? Tell a little about the project director and the volunteer co-ordinator if it is a different person. Please provide a photo of the director and if someone else will be writing with volunteers then a photo of them too.


3. Who do you need? Describe the attributes or skills of the volunteers you need. (You may want to refer to other projects on our site for this list and then copy them and change as necessary)


4. What activities will the volunteers be doing? Please describe in detail, because the volunteers always want to know as much as they can before coming so that they can prepare materials to bring with them appropriate to the activities they will be involved in.


5.  Accommodation and Food Costs: Please tell us how much you want to charge. Depending on the country your project is in, the cost of living will vary. Look at the other projects on our website to see what they have arranged. We suggest that you ask the same amount as other projects in your country, if they are already affiliated with us.

For long term volunteers, consider whether you want to offer a discount. For example, if a volunteer will stay longer than 6 months, will you still charge them for food and accommodation after that? Some projects waive a programme fee after 6 months because they realise that the volunteer usually has no source of income whilst they are volunteering, and yet long term volunteers are precious people to have around. They are more stable and can really get to help your project effectively during the time that they spend with you. You can give them more responsible tasks, such as managing a whole area of your project. A really good thing to ask of long term volunteers is to encourage them to become your volunteer co-ordinator for your project. This has worked really well with our other projects.


6. Extra Information: Your project will have its special areas of interest. Write a couple of paragraphs of in-depth information about what you are doing.
 

7. Photos: Provide us with at least 5 photos of your project. Digital photos are best for us, however if you don’t have the technology, then you can send us photos by snail mail. You will be informed of the mailing address when you ask. If you send digital photos, or get them scanned, then please send these as separate .jpeg files in an email, rather than including them in a Word document to us. We ask for at least a:

· Photo of the director

· Photo inside the project (maybe kids doing some activities or whatever)
· Photo of the building from the outside
· Photo of the volunteer’s accommodation (if possible).


8. Check Your Draft: If English is not your mother language and you know someone else who is fluent in English and who knows your project well, then it may be a good idea to send your draft copy to them first. Get them to edit it and look at our other projects on the website as well, to check that you have provided the right kind of info. Send all this information as an attachment to the Director (ie me - Kate).
Stage 2

Once I have received all your information, I will then have to put up on the website. Depending on how busy I am, this may vary from a couple of days to a couple of months! Usually if I have all the information that I need, then it will go up quickly. It is when I don’t have enough photos or whatever, that it takes me more time, or if I have to re-write parts of your text because it is too wordy or ambiguous, or if I have to edit your English considerably. 

Once I have designed your webpage, I will then send you an email with the web address and ask you to check it out and tell me if there are any last changes that you want done. 

When your webpage is on the internet, we then have to wait for people to apply. We cannot pull volunteers out of the air (or give them to you on demand), but we do advertise in several other big websites to attract volunteers to come to our website. If you have already had some international volunteers before, tell them about your new webpage and get them to also tell their friends and encourage other people to come to help your project. Word of mouth is actually one of the most important ways to attract volunteers to your project. Due to word of mouth, some of our projects have now had volunteers who wrote positive articles for community newspapers when they returned home or informed journals about the projects. These have been very successful in generating more enquiries of interest.
If you have hosted a person from overseas before, write to them and ask them to send in a write-up about their experience which we can then link off your main project webpage. If you have not yet hosted anyone, then as soon as you do, ask them for this information so that you can send it to the web designer to put up. A photo of the volunteer with this write-up will go a long way to adding authenticity to your project.

Once your webpage is up, you will be issued with a Kids Worldwide email address from which to communicate with volunteers and invited to our mailing list for directors and volunteer coordinators.
