GLOBAL CONNECTIONS

CODE OF BEST PRACTICE IN SHORT-TERM MISSION
CODE REVIEW FORM 2012
(covering January 2013 to December 2014)
SUMMARY INFORMATION

This form is to be completed alongside the ‘How to complete the Global Connections Code of Best Practice Code Review Forum.’  The closing date for the return of this form is 23 March 2012.
NAME OF AGENCY / CHURCH:

TYPES OF PROGRAMMES / PROJECTS INVOLVED (Please list programmes with a brief description including duration). Please note a separate form should be completed for each programme if there are significant differences in how the programmes are run.  
PEER REVIEW (Please indicate if you are currently involved in a peer review process and with whom. Please indicate if you are not currently involved in this but would like to be, and for which types of programmes).  See attached paper for help in pursuing this. 
CODE OF BEST PRACTICE:  Please explain how you use the code in liaison with both the applicant and home church to promote your commitment to good practice.
To be completed by:
	Project Coordinator or Team Organiser:
	
	Line Manager, Church Leader or CEO

	Name  

	
	Name   


	
	
	Position   


	Signature          

	
	Signature  

	Date  

	
	Date   



When completed please:
1. Save the form and email it to Jane Showell-Rogers at jane@globalconnections.co.uk.  Please note that the closing date is 23 March 2012  unless otherwise agreed with Jane. 
2. Print page 1 of this form, sign and post it to: Jane at Global Connections, Caswell Road, Sydenham Industrial Estate, Leamington Spa, CV31 1QF 
Please note that we need a signed copy before the form can be reviewed. 
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Registered as Evangelical Mission Alliance,

Company No: 38865096. Registered in England,

Charity No:1081966.  Registered office as above.
QUANTITATIVE DATA  (Please complete the relevant sections)

	TEAM PLACEMENTS
	Less than one month
	1 to 3 months
	3 to 11 months
	1 to 2 years

	Number of teams last year
	
	
	
	

	Number of applications received
	
	
	
	

	Number of people having interviews 
	
	
	
	

	Number of people for whom at least two references have been sought
	
	
	
	

	Number attending orientation programme(s)
	
	
	
	

	Number completing project evaluation form / process
	
	
	
	

	Number attending debriefing session(s) before returning
	
	
	
	

	Number of people undergoing post-trip debriefing
	
	
	
	

	Number of people undergoing CRB disclosures
	
	
	
	


	INDIVIDUAL PLACEMENTS
	Less than one month
	1 to 3 months
	3 to 11 months
	1 to 2 years

	Number of people placed last year
	
	
	
	

	Number of applications received
	
	
	
	

	Number of applicants having interviews 
	
	
	
	

	Number of people for whom at least two references have been sought
	
	
	
	

	Number attending orientation programme(s)
	
	
	
	

	Number completing project evaluation form/process
	
	
	
	

	Number attending debriefing session(s) before returning
	
	
	
	

	Number of people undergoing post-trip debriefing
	
	
	
	

	Number of people undergoing CRB disclosures
	
	
	
	


	LOCATIONS
	Less than one month
	1 to 3 months
	3 to 11 months
	1 to 2 years

	Number of people from UK-based in UK projects
	
	
	
	

	Number of people from overseas based in UK projects 
	
	
	
	

	Number of people placed in Africa
	
	
	
	

	Number of people placed in Central Asia
	
	
	
	

	Number of people placed in East Asia
	
	
	
	

	Number of people placed in South America
	
	
	
	

	Number of people placed in Eastern Europe 
	
	
	
	

	Number of people placed in Western Europe (excluding UK)
	
	
	
	

	Number of people placed elsewhere
	
	
	
	


Please add any explanation you feel necessary to clarify the above data.
QUALITATIVE DATA

This section should be completed in the light of the ‘Global Connections Code of Best Practice’, and therefore we are looking for current evidence of ongoing developments of your programmes. 

Please do not cut & paste from your previous form, but please review your answers against your action points given at previous review. 
SECTION 1: AIMS AND OBJECTIVES

	Code area
	Questions relating to the code
	Response on current situation (what happens now)
	Action you intend to take before the next review

	1.1
	Do you have clear written aims and objectives for EACH of your projects/teams?  
	YES  / NO   


	

	
	Who receives these? 


	
	

	
	How are they developed and monitored to ensure they reflect the long-term objectives of the partners / project?


	
	

	1.2
	How are the benefits to and responsibilities of the receiving partners identified? 


	
	

	1.3
	What is done to develop shared ownership between senders and hosts / partners, while ensuring host ownership is not undermined?


	
	


	1.4
	Give an example of how you ensure projects are appropriately contextualised (culturally relevant and appropriate).

	
	

	1.5
	How do you seek to disciple and develop the participant through the experience?


	
	

	1.6
	How do you seek support for the participant from his/her sending church?


	
	


SECTION 2: PUBLICITY, SELECTION AND ORIENTATION

	Code area
	Questions relating to code
	Response on current situation (what happens now)
	Action you intend to take before next review

	2.1 & 2.2
	Give an example of how your publicity materials for short-term mission projects are developed, reviewed and used.
	
	

	
	What do they contain that relates to the ethos, vision and purpose of the programme?

	
	

	2.3
	Explain your application process including use of application forms, interviews, references and other checks. 

	
	

	
	What is explained to candidates about the process?

	
	

	2.4
	Explain your selection process and how selection criteria are applied.

	
	

	
	What support is given to those not selected?

	
	

	2.5
	How is the sending church involved in the selection process for participants?

	
	

	2.6
	What preparatory information (between selection and formal orientation) is provided?

	
	

	2.7
	How is orientation before departure and induction on arrival undertaken? 

	
	

	
	What major topics are covered?

	
	

	2.8
	Explain your selection process and how selection criteria are applied for team leaders.

	
	

	
	What training and support is given to your leaders?


	
	

	2.9
	Are job descriptions (or similar) provided and how is supervision organised?


	
	

	2.10
	How are placement decisions communicated?


	
	

	2.11
	Where participants are working with children and vulnerable adults, what ‘fit person’ checks are made? [Examples: In the UK Enhanced CRB /SCRO /AccessNI Disclosures,  PVG Scheme checks etc]
NB your agency will be liable for not keeping up with current requirements.

	
	

	
	Is training provided on safeguarding children and/or vulnerable adults?

Have all the participants, been shown the organisations safeguarding policy and agreed to abide by it?

	NO / YES
	

	2.12
	Do any of your projects involve participants under 18? 


	NO / YES
	

	
	If so what is done in the way of parental consent and other legal and insurance advice for under 18 year olds?


	
	

	2.13
	What insurance advice or cover (travel, liability) is provided for participants? 


	
	

	
	If you use waivers and disclaimers, have you sought legal advice? GC strongly advise obtaining legal advice in such cases.

	NO / YES
	

	2.14
	Have you checked whether your short-term programmes are governed by the Package Travel Regulations? (see Global Connections website).  
NB GC would strongly recommend that you comply with these regulations.  

	
	


SECTION 3: FIELD MANAGEMENT & PASTORAL CARE
	Code area
	Questions relating to code
	Response
	Action you intend to take

	3.1
	How are participants’ roles and jobs communicated (see also 2.8) and ongoing responsibilities and expectations reviewed?


	
	

	3.2
	How are supervisors selected? 


	
	

	
	How are issues relating to authority, supervision, communication, responsibility and accountability dealt with?


	
	

	3.3
	How are pastoral care and support structures organised?


	
	

	3.4
	How are opportunities for personal and spiritual development provided?


	
	

	3.5
	What guidelines are provided relating to: 
-  Medical and security issues


	
	

	
	-  Risk Assessment


	
	

	
	-  Interpersonal relationships



	
	

	
	-  Personal Conduct


	
	

	
	Describe your processes for ensuring adequate risk assessments are undertaken. 


	
	


SECTION 4: POST-ASSIGNMENT SUPPORT, EVALUATION AND 
PROGRAMME DEVELOPMENT
	Code area
	Questions relating to code
	Response
	Action you intend to take

	4.1
	What debriefing is given to participants and how does the process involve all partners (sending church, hosts, etc.)?


	
	

	
	When does your debriefing take place:  before the end, or post-assignment, or both?

	
	

	4.2
	How is post-assignment preparation and support, including placement appraisal, undertaken and when does it commence?


	
	

	4.3
	What debriefing is given to team leaders?


	
	

	4.4
	What is done to help the participant re-adjust to life after assignment? 


	
	

	
	How is the participant’s home church involved in this process?


	
	

	4.5
	What is offered in the way of advice and guidance to help participants find the next step in their Christian life? 

	
	

	
	How is the participant’s home church involved in this process?


	
	

	4.6
	How is the evaluation of the project including its aims, responsibilities and procedures undertaken and how are partners consulted?
	
	

	4.7
	How are the results of evaluations communicated to relevant managers? 


	
	

	
	What key changes are currently being made to improve the programme/project as a result?
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