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International Council of Voluntary Agencies



Conseil International des Agences Bénévoles

Consejo Internacional de Organizaciones Voluntarias

APPLICATION FOR MEMBERSHIP OF ICVA  

This form comprises nine sections requesting information for us to assess your organisation’s eligibility for membership of ICVA:

1. Organisation and Contact Details

2. Organisation Profile

3. ICVA and Your Organisation

4. Humanitarian Principles and Standards

5. Your Expectations of ICVA

6. Membership Fee

7. Documentation 

8. Reference

9. Declaration

Before completing this form, you should read the ICVA By-law on Eligibility for Membership. The By-law outlines which organisations are eligible to become Members, Observers, or Affiliate members. Please tick the appropriate box below to indicate which type of membership your organisation is applying for:

□ 
Member

□ 
Observer

□ 
Affiliate

Please ensure that all the requested information is provided. Applications can only be processed once the application is complete. 

Please send your completed application form to:

ICVA Secretariat

ICVA - International Council of Voluntary Agencies
26-28 avenue Giuseppe-Motta
1202 Geneva
Switzerland

Tel: +41 (0)22 950 9600
Fax: +41 (0)22 950 9609
e-mail: secretariat@icva.ch
www.icva.ch
The ICVA staff will be happy to help with any questions you have regarding membership or the application process and forms.

Section 1 

Organisation and Contact Details 

Full legal name of organisation:...…………………………………………………………………………………… 

Name of organisation in English:...…………………………………………………………………………………. 

Usual name/acronym:………………………………….………………………………………………………………

Address:………………………………………………………..………………………………………………………

……………………………………………………………………..……………………………………………………

…………………………………………………………………………………………………………………………..

Mailing address (if different):…………………………………………………………………………………………

……………………………………………………………………..……………………………………………………

……………………………………………………………………………………………………………………………

General phone number: Country code (……..)  City code (……..)  ……………………………………………...

Fax number: Country code (……..)  City code (……..)  …………………………………………………………...

General e-mail:…………………………………………………………………………………………………………

Website:…………………………………………………………………………………………………………………

Other means of contact:………………………………………………………………………………………………

Contact Person (This person will be your organisation’s main contact point with ICVA).

Name of contact person:…………………………………………………………….………………………………

Job title:………………………………………………………………………………………………………………… 

Direct phone number: Country code (……..)  City code (……..) ………………………………………………...

Fax number: Country code (……..)  City code (……..)  …………………………………………………………

E-mail:……………………………………………………………………………………..…………………………… 

Other means of contact:………………………………………………………………………………………………

Section 2 

Organisation Profile 

Please tick to confirm that your organisation is: 

□ 
Non-governmental;

□ 
Non-profit;

□ 
Carrying out human rights/humanitarian programmes and/or activities; and

□ 
Non-partisan (operates without discrimination in regard to race, nationality, gender, political or religious conviction or social and economic background).

Date your organisation was founded:...……………………………………………………………………………

Countries in which your organisation works: ...……………………………………………………………………

………………………………………………………………………….………………………………………………

…………………….………………………………………………………………………….…………………………

………………………………………….………………………………………………………………………….……

……………………………………………………………….…………………………………………………………

Other institutions, networks, groups, or consortia of which your organisation is a member: ………….......…

………………………………………………………………………….………………………………………………

…………………….………………………………………………………………………….…………………………

………………………………………….………………………………………………………………………….……

……………………………………………………………….…………………………………………………………

Section 3 

ICVA and Your Organisation 

ICVA Mission Statement

ICVA’s Mission Statement outlines ICVA’s commitment to advocacy on behalf of people in need. Organisations, federations, and networks applying for membership endorse the Mission Statement and aspire to its aims in their own work. The Mission Statement can be found at: www.icva.ch/doc00000923.html
□ 
Please acknowledge that your organisation endorses ICVA’s Mission Statement by ticking this box. 

Member Objectives 

In order to be a member of ICVA, an organisation, federation, or network must have objectives consistent with the aims of ICVA as described in ICVA’s Mission Statement.

Please state briefly how your organisational objectives meet this criterion: 

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

For our information, please state how your organisation came to know of ICVA:

…………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

Section 3 continued

ICVA and Your Organisation 

ICVA Strategic Plan

The Strategic Plan sets the direction and broad areas of work for ICVA. Adoption of the Strategic Plan by the General Assembly implies commitment from all ICVA members to participate in its implementation. The Strategic Plan can be found at: www.icva.ch/doc00003328.html 

□ 
Please acknowledge that your organisation agrees to participate in implementing ICVA’s Strategic Plan by ticking this box. 

Member Activities 

In order to be a member of ICVA, an organisation, federation or network must have clearly defined human rights/humanitarian programmes and/or activities consistent with the purposes of ICVA as described in ICVA’s Strategic Plan (e.g. through emergency assistance, advocacy or solidarity links) 

Please state briefly how your programmes and activities meet this criterion: 

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

Section 4 

Humanitarian Principles and Standards 

ICVA has identified the following accountability and humanitarian principles as minimum commitments for ICVA members:
Please refer to the annex for a more comprehensive list.
i. The Code of Conduct

The Code of Conduct for the International Red Cross and Red Crescent Movement and NGOs in Disaster Relief provides a set of principles and ethical standards for organisations involved in humanitarian work.  

The Code can be found at: http://www.ifrc.org/en/publications-and-reports/code-of-conduct/  
□
Please acknowledge that your organisation is committed to the Code of Conduct by ticking this box and state briefly how your programmes and activities demonstrate this commitment:  

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

ii. Principles of Partnership

ICVA has played a key role in the Global Humanitarian Platform (GHP) – a forum of NGOs, the Red Cross and Red Crescent Movement, and the UN – and its Principles of Partnership.

The Principles can be found at: www.globalhumanitarianplatform.org
□
Please acknowledge that your organisation is committed to the Principles of Partnership by ticking this box and state briefly how your programmes and activities demonstrate this commitment:  

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………
Section 4 continued.

Humanitarian Principles and Standards 

iii. Statement of Commitment on Eliminating Sexual Exploitation and Abuse

In December 2006, UN agencies and NGOs (including ICVA) endorsed the Statement of Commitment on Eliminating Sexual Exploitation and Abuse by UN and Non-UN Personnel. 

The Statement can be found at www.icva.ch/doc00001962.html
□
Please acknowledge that your organisation is committed to the Statement by ticking this box and state briefly how your programmes and activities demonstrate this commitment:  

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

iv. The Sphere Humanitarian Charter and Minimum Standards in Disaster Response

Sphere was launched in 1997 to improve quality and accountability in humanitarian assistance. ICVA is committed to Sphere.

The Sphere Humanitarian Charter and Minimum Standards can be found at www.sphereproject.org/
□
Please acknowledge that your organisation is committed to the Sphere Humanitarian Charter and Minimum Standards by ticking this box and state briefly how your programmes and activities demonstrate this commitment:

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

v. Other principles and standards of your organisation
If there are any other policy statements or declarations of principles that your organisation subscribes to, please add them here:
……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

Section 5 

Your Expectations of ICVA 

What does your organisation hope to gain from membership of ICVA? 

…….................................................................................................................................................................

…….................................................................................................................................................................

…….................................................................................................................................................................

…….................................................................................................................................................................

…….................................................................................................................................................................

If applying for Observer status, please explain why:

…….................................................................................................................................................................

…….................................................................................................................................................................

…….................................................................................................................................................................

What contributions will your organisation bring to ICVA’s activities? 

…….................................................................................................................................................................

…….................................................................................................................................................................

…….................................................................................................................................................................

…….................................................................................................................................................................

…….................................................................................................................................................................

Please add here other relevant information about your organisation, for example publications and/or names of other quality or accountability standards your organisation has adopted, etc. 

…….................................................................................................................................................................

…….................................................................................................................................................................

…….................................................................................................................................................................

Section 6

Membership Dues 

ICVA Member dues are based on each organisation’s structure and annual budget. Please use Steps 1-3 to decide your organisation’s fee band.

All Observers fall into FEE BAND II, regardless of annual budget.

Affiliates’ dues are 50% of the respective fee band.

Step 1:   Decide which membership structure applies to your organisation. Calculate its annual budget using the appropriate formula below. 

	Membership Structure
	Annual Budget formula (CHF)

	International NGOs that operate outside their country of origin. 


	NGO’s annual budget, including headquarters and field operations budgets. Include restricted and unrestricted funds.

	International families or federations of NGOs that share a common name, but that have chapters or operations in different countries
	Add the annual budget of each chapter to decide the federation’s/family’s total annual budget.

	Consortia, networks, and groups of different NGOs that have joined together to become more effective in their work. 
	Calculate the secretariat’s annual budget. 

	National NGOs
	NGO’s annual budget, including headquarters and field operations budgets. Include restricted and unrestricted funds.


Step 2:   Decide your fee band and membership dues based on annual budget.

Your organisation’s annual budget (for the current year):…………………………………………………………

	Annual Budget (CHF)
	Fee Band
	Annual ICVA Membership Dues (CHF)

	CHF 50 million and over 
	I
	CHF 12,000

	Between CHF 30 and 50 million
	II
	CHF 8,000

	Between CHF 10 and 30 million
	III
	CHF 4,000

	Between CHF 5 and 10 million
	IV
	CHF 2,000

	Between CHF 1 and 5 million 
	V
	CHF 1,000

	Less than CHF 1 million
	VI
	CHF 500


Step 3: Your organisation’s fee band………………………………………………………………………………..

Section 7 

Documentation 

Your organisation’s application requires copies of all the documents below to be included. If any of these documents are missing, your application will be considered incomplete and cannot be processed. 

Please tick to confirm that the following documents (in English) are included in your application: 

□ Statutes, constitution, founding charter, or similar document;

□ Statement of organisational aims and objectives;

□ Proof of non-governmental and non-profit legal status;

□ Two most recent annual reports and audited financial statements, including sources of income and current donors;

□ Composition and term of executive body (board of directors or equivalent), including names and institutional affiliations;

□ Minutes of General Assemblies or similar meetings over the last two years (or, if no meetings     held during that period, the most recent minutes);

□ List of member organisations (if applicable);

□ If applying for Observer status, please send a copy of the relevant paragraphs in your statutes, constitution, founding charter or similar document, explaining why your organisation is unable to become a Member;

□ If applying for Affiliate membership, please provide confirmation that your organisation is a research institution affiliated with an academic institution and is independent from any government, intergovernmental organisations, and UN agencies;

□ If your organisation has committed to any additional codes of conduct or similar documents, or if you have been accredited by a quality/accountability organisation, please send a copy of the code or standard with your application or supply an internet address;

□ Confirmation of payment by bank transfer to ICVA of the application fee of Swiss francs (CHF) 75.- (not including bank charges). *

* Application Fee: Swiss Francs (CHF) 75,- (non-refundable), not including bank charges, must be paid by bank transfer before the application can be processed. Please include a copy of the bank transfer statement with the application.

	Bank transfers should be made to: 

UBS

Case Postale

1211 Geneva 2

Switzerland
	Account name: ICVA / Conseil International des Agences Bénévoles

Account Number: 279-CØ1426Ø9.Ø 

Swift/BIC: UBSWCHZH8ØA

IBAN: CH68 ØØ27 9279 CØ14 26Ø9 Ø

Clearing: 0279 


Section 8 

Reference

Please provide contact details of an ICVA member that can be contacted for a reference: 

Contact person: ............................................…………………………………………………………………… …

Position: ....................................………………………………………................................................................

Organisation: ....................................………………………………………........................................................

Direct phone number:……………………………………………………………………………..…………………

Fax number:……………………………………………………………………………………………………………

E-mail:……………………………………………………………………………………..……………………………

How does this referee know your organisation? 

………………………………............................................….............................................….............................

........................................................................................................................................................................

……………………………………………………………………………………………………………………………

Additional reference (optional)

Contact person: ............................................…………………………………………………………………… …

Position: ....................................………………………………………................................................................

Organisation: ....................................………………………………………........................................................

Direct phone number:……………………………………………………………………………..…………………...

Fax number:…………………………………………………………………………………………………………….

E-mail:……………………………………………………………………………………..……………………………

How does this referee know your organisation? 

………………………………............................................….............................................….............................

……………………………………………………………………………………………………………………………

.........................................................................................................................................................................

Section 9 

Declaration 

After consideration of the Statutes and Mission Statement of the International Council of Voluntary Agencies (ICVA) and being in agreement with the aims and responsibilities incurred by membership, I hereby apply for membership of ICVA on behalf of the organisation whose particulars and description appear in this application form.  

Signed: ....................................……………………………………….................................................................

Name: ....................................………………………………………...................................................................

Date: ....................................……………………………………….....................................................................

Position: ....................................………………………………………................................................................

Please note that membership of ICVA does not constitute an endorsement of your work. ICVA makes no judgement about the competence of any member organisation.

Annex: Accountability and Quality

ICVA is committed to improving quality and accountability in humanitarian response. To this end, it encourages its members to identify and use suitable tools from the broad range of quality and accountability initiatives that exist in the humanitarian field.

ICVA has identified the following accountability and humanitarian principles as minimum commitments for ICVA members:

· Code of Conduct for the International Red Cross and Red Crescent Movement and NGOs in Disaster Relief 

The 26th International Conference of the Red Cross and Red Crescent in 1995 took note of, and welcomed, the Code of Conduct for The International Red Cross and Red Crescent Movement and NGOs in Disaster Relief (see Resolution 4) and many humanitarian NGOs around the world have registered their support of the Code.

You can access the Code at this website, which lays out 10 key principles for humanitarian organisations. The Code also has three important annexes: 

· Annex 1: Recommendations to the governments of disaster affected countries 

· Annex 2: Recommendations to donor governments 

· Annex 3: Recommendations to intergovernmental organisations 

You can also voluntarily sign your organisation up to the Code using the registration form.
Code of Conduct 

· Principles of Partnership

The Principles of Partnership (PoP) were endorsed by the Global Humanitarian Platform (GHP) – a forum of NGOs, the Red Cross and Red Crescent Movement, and the UN – to improve the partnership between different actors in humanitarian response.

http://www.icva.ch/pop.html 

· Preventing Sexual Exploitation and Abuse 

· Secretary-General's Bulletin on Special Measures for Protection from Sexual Exploitation and Sexual Abuse (ST/SGB/2003/13) 

· Implementation Guidelines for the Field on the Secretary-General's Bulletin on Special Measures for Protection from Sexual Exploitation and Sexual Abuse 

· Statement of Commitment on Eliminating Sexual Exploitation and Abuse by UN and Non-UN Personnel 

There is a sample letter that your organisation can use to sign up to the Statement of Commitment. 

· The Sphere Humanitarian Charter and Minimum Standards in Disaster Response

In July 1997, the Sphere Project was launched by a group of humanitarian agencies. This project sought to develop a set of universal minimum standards in core areas (water supply & sanitation, nutrition, food aid, shelter & site planning, and health services) of humanitarian assistance. The aim of the Project is to improve the quality of assistance provided to people affected by disasters, and to enhance the accountability of the humanitarian system in disaster response. 
www.sphereproject.org 

In addition, ICVA encourages NGOs to consider the following, non-exhaustive list of initiatives for their use as appropriate:

· ALNAP 

ALNAP is an interagency forum working to improve learning and accountability in the international humanitarian system. Its 43 Full Members represent bilateral and multilateral donor organisations; UN agencies and Departments; NGOs and NGO umbrella organisations; the International Red Cross and Red Crescent Movement; and selected consultants, academics and research institutes. 
www.odi.org.uk/alnap 
· Groupe URD
“Groupe URD is a research, evaluation and training institute. Our area of expertise is humanitarian action and post-crisis reconstruction. We aim to help improve practices and consequently improve the situation of crisis-affected people. [...] Today, Groupe URD works on themes which are specific to each operational sector  (Nutrition, Water and sanitation, Protection, Urbanism, etc.) as well as on cross-cutting issues  such as aid quality, the environment, disaster risk reduction and prevention and LRRD."
www.urd.org
· Humanitarian Accountability Partnership-International (formerly the Humanitarian Ombudsman Project and the Humanitarian Accountability Project: Voice for People Affected by Disaster and Conflict) 

The Humanitarian Accountability Partnership-International is a partnership of members agencies that aim "to make humanitarian action accountable to its intended beneficiaries: those people whose lives are at risk due to armed conflict or other calamitous events."

For documents on HAP please also see below www.hapinternational.org 

· MANGO - Management Accounting for Non Governmental Organisations 

"Mango exists to help aid agencies and NGOs to work more effectively. We help strengthen their financial management by providing: 

· financial training for NGO staff; 

· finance staff to work with NGOs; 

· publications, including our free Guide; 

· professional networking opportunities; 

· consultancy services. 

We contribute to debates on accountability in the NGO sector, e.g. through our Who Counts? campaign, as a member of HAP and by working with BOND.
We run a register of finance staff who we place to work with NGOs in the field and HQ." 
www.mango.org.uk 

· People in Aid 

"People In Aid is a global network of development and humanitarian assistance agencies. We help organisations whose goal is the relief of poverty and suffering to enhance the impact they make through better management and support of staff and volunteers." 
www.peopleinaid.org 

· Quality COMPAS 

"The Quality COMPAS is the result of a six-year research project on quality issues in the humanitarian sector. The Quality COMPAS is a Quality Assurance method which comes equipped with its own set of tools, training modules and consultancy services. These components have been designed specifically for aid agencies with the overall aim of improving services provided to crisis-affected populations."
The Quality COMPAS website is managed by Groupe URD. 
www.compasqualite.org/en/index/index.php 
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