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Institutions’ Application Procedure 
As Volunteer Service Program (VSP) Partners
Welcome to the Online Application Procedure for JVP partner institutions. These forms and other requirements are needed for your assessment as a Volunteer Service Program (VSP) partner institution.  Kindly accomplish the form thoroughly and submit these along with other necessary requirements.  Please follow the procedure below and contact the Program Officer for Volunteer Service (POVS) through jvp.applications@yahoo.com for any application queries or more details about the program.
The JVP Screening Committee for Institutions (SCI) is composed of the Executive Director, the two (2) Program Officers for Volunteer Service and the JVP National Chaplain. The SCI considers applications from all over the country: under-resourced schools, parishes, indigenous communities and non-profit organizations and is guided by the following criteria in selecting VSP Partner Institutions:

· Urgency of the Need for the Volunteer

· Volunteer’s Scope, Nature and Impact of Work

· Support Structure for the Volunteer

· Promotion of Volunteerism
THE ONLINE APPLICATION PROCEDURE
The head of institution or representative:
1. Sends an email to the POVS at jvp.applications@yahoo.com with the following information:

Good day! (Name of organization) is interested to be a JVP partner institution for the Volunteer Service Program (VSP) and intends to download the Online Institution Application Form.  Kindly inform me through email or phone on application procedure updates.
Institution:

Name: 

Designation:

Head of organization / Representative’s Mobile number/s:

Institution’s office landline number (with area code):

Head of organization / Representative’s Work Email:

Institution’s email address:

Institution’s website (if any):
2. Downloads the file: JVP Institution’s Application Form, using Microsoft Word (MS WORD).

3. Accomplishes the JVP Institution’s Application Form electronically or prints it on white short bond paper (8.5” x 11”) and completes the forms by hand. 
4. Writes a Letter of Intent containing the following information: 
· A Brief Background on the Organization, Vision, Mission and Goals
· Description of the institution’s need for a Jesuit Volunteer
· Description of how a Jesuit Volunteer can be helpful in attaining the institution’s goals and objectives
5. Sends the completed Institution’s Application Form and  Letter of Intent via conventional mail (post office), courier (i.e JRS, LBC, 2GO, etc)
The JVP Program Officers for Volunteer Service (POVS)
313 Bellarmine Hall

Ateneo de Manila University

Loyola Heights, Quezon City
6. The head of institution or representative ensures availability on the Social Investigation (SI) meeting set by the POVS inviting three (3) key institution personnel / faculty / staff members whom the volunteer will be closely working with.
Here are important dates to note: 

· July –December 2007

Application forms available

· 21 December 2007


Deadline of submission of application forms 
and requirements
· August 2007 – February 2008

Social Investigation
· April 2008



Results out
The Program Officer for Volunteer Service (POVS) 

1. Sends an email to the head of institution within five (5) working days, to acknowledge receipt of the Application Forms / Letter of Intent.
2. Informs the head of institution on the Social Investigation meeting schedule.

3. Meets the head of institution on the scheduled assessment interview date.

4. Conducts the Social Investigation meeting with the head of institution and the invited key personnel / faculty / staff members for the Social Investigation meeting. This is done to validate information on the Institution’s Application Form and ensure that the most recent information on the community, work and especially health and security, is accurate and updated.
5. Presents all information gathered to the Screening Committee for Institutions for deliberation.

6. Informs the head of institution of the screening results via electronic and conventional mail.
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