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Colofon 
 

This is a publication of Don Bosco Youth-Net ivzw.  Don Bosco Youth-Net ivzw is an international 

network of Salesian youth work offices and youth organizations which work in the style of don 

Bosco. 

 

The international secretariat of Don Bosco Youth-Net ivzw is financially supported by the European 

Commission, through its „Youth in Action‟-programme.  This programme supports youth projects 

and organizations involved in the field of non-formal education in Europe and the rest of the world.   

 

 

 

This publication reflects the views only of the author, and the Commission cannot be held 

responsible for any use which may be made of the information contained therein. 
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General introduction to the operational plan 
 

A network is a very flexible type of organizational structure.  It exists through an interactive 

relationship between the partners of that network.  Taking into account that Don Bosco Youth-Net 

ivzw is an international non-governmental youth organization, and that our partners all are non-

governmental organizations working with young people, we are confronted with continuous change 

in the needs of our partner organizations.  This is largely due to the changes in needs of our common 

target group: young people.  Present day society changes quickly, and the protagonists in this change 

are more and more the young.  Next to that, Don Bosco Youth-Net ivzw is growing as well.  This 

organizational growth can be measured in the increase of international projects in which young 

people can take part. 

It is the responsibility of DBYN‟s international secretariat to monitor and support this evolution.  

Therefore the international secretariat puts together an operational plan at the start of every 

working year.  This operational plan describes the tasks the international secretariat of Don Bosco 

Youth-Net ivzw needs to perform, in order to keep the network running.   

 

These tasks are divided into 2 main categories:  

1. The General tasks are those tasks which fixed to do each year.  They are mainly carried 

out according to the needs of the working year.  These can differ slightly with those of the 

previous year.  The changes are mainly linked to the mainstreaming of tasks which were part 

of the “specific tasks” of the previous years. 

2. The Specific tasks are concrete actions the secretariat aims to focus on this year.  This can 

be for example the development of new activities or new policies.  The specific tasks are 

mainly coming forth from the master plan or from the “motor function” of the international 

secretariat.  The aim is to set-up new initiatives which in future could be mainstreamed into 

the general tasks. 

 

Both main categories are further divided into 14 subcategories: 

1. Administration 

2. Legal issues 

3. Fundraising 

4. Publications 

5. Website 

6. Promotion 

7. Meetings 

8. Contacts 

9. Representation 

10. Coordination 

11. Project management 

12. Volunteers 

13. Motor function 

14. Travel 
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All the tasks described in this operational plan are linked to DBYN‟s master plan (our strategic plan).  

Our master plans describe our strategic goals for a period of 3 years.   

 

Also part of the operational planning is “Task planning 2008”.  The year planning consists of 3 

schemes.  These map the general tasks (1), the specific tasks (2) and the foreign assignments (3) of 

the international secretariat, each onto 1 sheet.  This provides the international secretariat with a 

tool for planning during the year, and a tool for evaluation at the end of it. 

 

The last part of the operational planning is “Time writing 2008”.  This is a tool to record the time 

investment for each subcategory of tasks, per hour, per day, per month and per year.  This is 

necessary to record the working hours of the contracted workers. It also makes it possible to 

account for working hours performed by volunteers as contribution in kind.   The tool itself is not 

added in this operational plan; it is a set of spreadsheets.  At the end of the year the result will be 

added to the report on the operational plan 2008.  In this way “Time writing 2008” will serve as a 

tool for evaluation as well. 

 

The tasks described in this operational planning are to be performed by the international secretariat.  

In practice this means that our staff has the largest part in this.  But it is possible that some of the 

tasks are “outsourced” to volunteers as well.  Their work will be considered as in-kind contribution.  

For this reason we will calculate their time investment in working hours, using standard rates to 

calculate the value of the “in-kind wages”. 
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General tasks 2008 
 

The General tasks are those tasks which fixed to do each year.  They are mainly carried out according to 

the needs of the working year.  These can differ slightly with those of the previous year.  The changes are 

mainly linked to the mainstreaming of tasks which were part of the “specific tasks” of the previous years. 

 

Administration 
 

An important part of the administration within DBYN is the classification of e-mails & letters from 

our partners & official institutions (1), of official documents (2), of working documents (3) and of 

other types of information (4).  Other types of information are materials like promotional 

publications, training resources, etc. which could have a use in future.  Furthermore the international 

secretariat is maintenance of our archives and of the office.  A last part of the administrational tasks 

is the follow-up on orders (internal & external. 

 

Concrete tasks Code Master Plan 2006 - 2008 

Classification of emails & letters (projects, grant 

applications, partners, …) 
A.1.1 2.1 / 6.6 / 8.3 

Classification of official documents (year reports, 

membership list, …) 
A.1.2 2.1 / 6.6 / 8.3 

Classification of working documents (projects, grant 

applications, partners, …) 
A.1.3 2.1 / 6.6 / 8.3 

Classification of other information (projects, grant 

applications, partners, …) 
A.1.4 2.1 / 2.4 / 6.2 / 6.6 / 8.3 

Maintenance of DBYN‟s archives A.1.5 / 

Maintenance of DBYN‟s office A.1.6 / 

Handling orders of publications and promotional materials A.1.7 / 

Handling orders of overheads for the international 

secretariat 
A.1.8 / 

 

Legal issues 
 

In theory, the president is officially responsible for the legal tasks that need to be performed within 

DBYN.  In practice there is a large task for the international secretariat in this matter.  In concreto it 

is tasks like our book-keeping, handling of our legal obligatory expenses and the handling of all our 

official documents.  The secretariat is responsible for the preparation and follow-up of all these 

issues.  At the moment some of these tasks are outsourced to volunteers, which are specialized in 

these matters. 
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Concrete actions Code Master Plan 2006 - 2008 

Book-keeping DBYN A.2.1 / 

Handling of membership fees A.2.2 / 

Handling of insurances A.2.3 / 

Handling of wages staff A.2.4 / 

Handling legal and statutory documents A.2.5 / 

 

Fundraising 
 

Working on fundraising is important to keep every organization running.  That is why we 

continuously search for fundraising opportunities for DBYN itself, but also to our partner 

organizations: we consider this as a service to them.  In practice this means that we monitor calls, 

projects, etc. and send it to those partners which might be able to use this information.  As support 

for these tasks the international secretariat develops tools which can be used to approach grant 

making organizations, etc. 

 

Concrete actions Code Master Plan 2006 - 2008 

Map Don Bosco Youth-Net ivzw (target groups, project 

types, ethics, quality, statistics, …) 
A.3.1 2.1 / 2.2 / 2.6 / 4.3 / 6.1 / 8.1 

Create specific promotional materials for fundraising for 

Don Bosco Youth-Net ivzw 
A.3.2 2.1 / 2.6 / 3.1 / 3.6 / 7.4 / 8.1 

Apply and follow-up the Youth in Action 4.1 

Administrative Grant 
A.3.3 2.4 / 2.7 / 5.1 

Search for possible sponsoring of public institutions A.3.4 2.8 / 5.1 / 6.2 / 7.3 

Search for possible sponsoring of individuals A.3.5 2.8 / 5.1 / 6.2 / 7.3 

Search for possible sponsoring of foundations A.3.6 2.8 / 5.1 / 6.2 / 7.3 

Search for possible sponsoring of companies A.3.7 2.8 / 5.1 / 6.2 / 7.3 

 

Publications 
 

Our publications are the first communication channel for Don Bosco Youth-Net ivzw.  We have 

some periodicals (information) and some more practical publications (promotion): 

1. Important is that the periodicals not only contain information about the network, but also about 

our individual partners.  This helps the people involve in DBYN to get the bigger picture.   

2. At the moment we have 2 practical publications: I (am) like you !, a game of conflict management, 

and Jabbertalk, a manual full of youth work methods.  They have the aim to support the 

volunteers involved in our activities, but also to share and promote our expertise amongst other 

youth work organizations.  We are also trying to indentify other needs, to make special 

publications about them.   
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It is important for both types of publications that we always try to reach a bigger audience with it and 

disseminate information about our evolution as a network. 

 

Concrete actions Code Master Plan 2006 - 2008 

Implement the rules of DBYN‟s house style in all 

publications 
A.4.1 / 

Publish 4 Newsletters per year A.4.2 3.2 / 3.6 / 8.4 

Publish 12 Newsflashes per year A.4.3 2.7 / 3.2 / 4.5 / 6.6 

Publish information from our partners in every Newsletter 

and Newsflash 
A.4.4 2.6 / 7.4 

Pursue a wider dissemination of the Newsletter A.4.5 3.2 / 3.6 

Pursue a wider dissemination of the Newsflash A.4.6 2.7 / 3.2 / 6.6 

Pursue a wider dissemination of I (am) like you! A.4.7 3.1 / 3.6 

Pursue a wider dissemination of Jabbertalk A.4.8 3.1 / 3.6 

Set-up new publications A.4.9 3.1 / 3.6 

 

Website 
 

Our second communication channel is our website. It informs the visitors about our activities and 

partners, one can download or subscribe to our publications, there is a database of youth residences, 

… But the website is more than just an information channel.  Through its special interface, it works 

as an interactive data platform for our partners and volunteers.  In this way it serves as a kind of 

online workstation for everyone involved in the network.  The maintenance of it is therefore one of 

the main tasks of the international secretariat. 

 

Concrete actions Code Master Plan 2006 - 2008 

Maintain website: 

- Add activities, reports, documents, information, youth 

centres, … 

- Add Photos in the photo module 

- Add video on DBYN.tv 

- Delete non-relevant information 

A.5.1 2.9 

Use our activities to keep the website up-to-date A.5.2 2.9 

Use our activities a subscribe participants and maintain 

participation lists 
A.5.3 2.1 / 2.4 / 2.9 / 6.6 / 8.3 

Promote the maintenance of the partner-pages amongst 

the partner organisations  
A.5.4 2.9 

Promote our database of DB youth accommodation A.5.5 2.9 / 3.8 

Promote www.youtube.com/DBYNtv  
A.5.6 

2.5 / 2.9 / 3.4 / 4.5 / 6.6 / 7.3 

/ 7.4 / 8.1 

 

http://www.youtube.com/DBYNtv
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Promotion 
 

Promotion is essential to make our network identifiable amongst our partners, their volunteers and 

others.  Promotional materials like press releases, flyers, posters, cards, … are valuable tools for 

making promotion.  Therefore the international secretariat has several tasks related to the 

production and dissemination of promotional materials. 

 

Concrete actions Code Master Plan 2006 - 2008 

Implement the rules of DBYN‟s house style in all 

promotional materials 
A.6.1 / 

Produce a diverse range of promotional materials 
A.6.2 

2.5 / 2.6 / 2.9 / 3.2 / 3.6 / 3.8 

/ 7.3 / 8.1 / 8.4 

Collect new ideas for the design of promotional materials A.6.3 6.6 

Engage volunteers for the production of promotional 

materials 
A.6.4 7.1 

Disseminate promotional materials amongst partner 

organisations 
A.6.5 2.5 / 2.6 / 6.6 

Follow-up on the dissemination of promotional materials 

in partner countries 
A.6.6 2.5 / 2.6 / 3.2 / 3.6 / 6.6 / 7.4 

Make press release of all our activities 
A.6.7 

2.5 / 2.6 / 3.2 / 3.6 / 6.6 / 7.4 

/ 8.4 

Send press releases to ANS A.6.8 2.5 / 2.6 / 3.2 / 3.6 / 6.6 / 7.4 

Send press releases to partner media A.6.9 2.5 / 2.6 / 3.2 / 3.6 / 6.6 / 7.4 

Put together a Media folder A.6.10 2.5 / 2.6 / 3.2 / 3.6 / 6.6 / 7.4 

 

Meetings 
 

Meeting are an essential instrument to direct the working of the international secretariat as well as 

that of the network as a whole.  Under this subcategory of tasks we only describe those meetings 

organized by Don Bosco Youth-Net ivzw.  The tasks in these meetings are always the same for the 

secretariat: it is responsible for preparing the meetings and also of making the reports.  Other 

meetings, in which DBYN is invited to take part, are part of the subcategory “Representation”. 

 

Concrete actions Code Master Plan 2006 - 2008 

Prepare and make reports of staff meetings A.7.1 / 

Prepare and make reports of statutory meetings  A.7.2 / 

Prepare and make reports of meeting of the Group of 

counsellors  
A.7.3 / 

Prepare and make reports of meetings with other 

(partner) organizations, institutions, … 
A.7.4 / 
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Contacts 
 

The international secretariat is responsible for building, maintaining and optimizing contacts of Don 

Bosco Youth-Net ivzw.  This type of “networking” is aimed at Don Bosco Youth-Net ivzw itself, the 

worldwide Don Bosco Movement, the European Youth forum and also towards different institutions 

active in our field of work.  Next to this it also means that the international secretariat is the contact 

point for the network for volunteers and partners as well as interested non-DBYN related 

individuals. 

 

Concrete actions Code Master Plan 2006 - 2008 

Be the contact and information point for the network 

(emails, msn, telephone, …). 
A.8.1 

1.4 / 2.1 / 2.2 / 2.3 / 2.4 / 4.3 

/ 6.6 / 8.3 

Build, maintain and optimize contacts with partner 

organisations  
A.8.2 3.1 / 3.8 

Build, maintain and optimize contacts with volunteers 

(trainers, international volunteers, …) 
A.8.3 

2.3 / 2.4 / 4.2 / 4.5 / 6.3 / 6.4 

/ 7.1 

Build, maintain and optimize contacts with the Don Bosco 

Movement (provincial councils, general directorate, other 

Don Bosco networks, …) 

A.8.4 3.2 / 3.3 / 3.6 

Build, maintain and optimize contacts with the European 

Youth Forum (secretariat, bureau, working groups, 

member organizations, …) 

A.8.5 8.4 / 8.5 

Build, maintain and optimize contacts with public 

institutions (EAC EA, Youth in Action NA‟s, European 

Youth Foundation, …) 

A.8.6 2.8 / 8.4 

Build, maintain and optimize contact database of the 

international secretariat 
A.8.7 / 

 

Representation 
 

The representation of the youth people connected to Don Bosco Youth-Net ivzw is one of our 

statutory aims.  We do this by taking part in international meetings organized by different key players 

in the field of our work.  The international secretariat is not only in following up on these meetings 

itself, but also for supporting our partners and empowering our volunteers to do the same.  

Therefore the international office is expected to develop easy-to-use tools for representation work 

as well. 

 

Concrete actions Code Master Plan 2006 - 2008 

Active participate in YFJ activities A.9.1 8.1 / 8.2 / 8.5 

Make reports of YFJ activities A.9.2 8.3 

Support DBYN participants in YFJ activities A.9.3 7.2 / 8.1 / 8.2 / 8.3 / 8.5 

Collect reports from DBYN participants in YFJ activities A.9.4 8.3 
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Participate in important meetings of the Don Bosco 

Movement 
A.9.5 3.2 / 3.5 

Represent DBYN within the Don Bosco Movement A.9.6 3.6 / 7.1 / 7.4 / 8.1 / 8.2 / 

Participate in other international activities within the field 

of our work 
A.9.7 3.3 / 3.4 / 8.4 / 8.5 

Develop tools for representation work A.9.8 7.2 / 8.1 / 8.2 / 8.3 

 

Coordination 
 

The international secretariat has as task to coordinate the strategic and operational planning of the 

network.  It is also responsible to coordinate those projects directly related to the development of 

the network. 

 

Concrete actions Code Master Plan 2006 - 2008 

Strategic planning Don Bosco Youth-Net ivzw  (master 

plan, …) 
A.10.1 2.2 / 3.7 

Strategic planning projects (year planning, 3 years planning, 

…) 
A.10.2 2.2 / 3.7 

Project planning and coordination network projects: 

- Develop programme with international working group 

responsible for project 

- Support host organisation in application procedures 

- Inform partners about project 

- Handle subscriptions 

- Send preparations to participants 

- Support host organisation during project 

- Collect and process evaluation of project 

A.10.3 1.3 / 2.3 / 4.4 / 6.1 / 6.3 / 6.6 

Operational planning international secretariat: 

- General tasks 

- Specific tasks 

- Year planning 

- Time writing 

- Evaluation 

A.10.4 / 

 

Projects 
 

The international secretariat has the task to support international projects set-up by our partner 

organisations.  To do so, it has to motivate the partners to set-up more own projects.  We do this 

by advising our partners in their project ideas, facilitation contacts between partners (cf. network 

meetings) and by empowering their volunteers to do so themselves (cf. training structure). 
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Concrete actions Code Master Plan 2006 - 2008 

Organize a network weekend 2 times a year A.12.1 2.3 

Inform partners about project opportunities 

A.12.2 

1.1 / 1.2 / 1.3 / 1.4 / 1.5 / 1.6 

/ 2.2 / 2.4 / 2.5 / 2.6 / 2.9 / 

5.4 

Advise partners about their project ideas 

A.12.3 

1.1 / 1.2 / 1.3 / 1.4 / 1.5 / 1.6 

/ 2.2 / 2.4 / 2.5 / 2.6 / 2.9 / 

5.4 

Motivate volunteers step into our training structure A.12.4 4.5 / 6.4 / 7.1 

Promote DBYN‟s Pool of Trainers amongst partner 

organisations  
A.12.5 4.5 / 6.4 / 7.1 

 

Volunteers 
 

Don Bosco Youth-Net ivzw involves volunteers on all levels of the organisations: as participant in 

activities (cf. EVS), as trainer (cf. Training structure), as project manager (cf. international working 

groups), as member of our statutory bodies, …  This in only possible by empowering them to do so.  

The international secretariat has the task develop supporting measures to fit this purpose. 

 

Concrete actions Code Master Plan 2006 - 2008 

Facilitate contacts between Sending, Host and 

Coordinating organisations 
A.13.1 4.1 / 4.2 

Promote the 4-step model in the support of volunteers 

(Selection, Preparation/training, Ongoing support, 

Evaluation). 

A.13.2 4.1 / 4.3 

Support international working groups 
A.13.3 

1.3 / 4.5 / 5.2 / 6.3 / 6.4 / 7.1 

/ 7.3 

Inform partner organisation about new trends in 

international volunteering 
A.13.4 

1.2 / 2.5 / 2.7 / 2.8 / 4.1 / 4.2 

/ 4.3 / 6.1 

Follow-up and support DBYN‟s training structure A.13.5 4.5 / 6.3 / 6.4 / 7.1 

Follow-up and support DBYN‟s pool of trainers A.13.6 4.5 / 6.3 / 6.4 / 7.1 

 

Motor function 
 

The international secretariat has the responsibility to keep the network going and growing.  

Therefore it is important to regularly come up with new impulses.  The motor function of the 

international secretariat can be described as giving these impulses to all levels of the network.   
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It is not the sole responsibility of the international secretariat to develop these impulses.  New 

initiatives are discussed and moulded by the Group of Counsellors and the Administrative Body.  The 

smaller ones can be initiated after consultation with these 2 bodies, but the bigger initiatives are then 

taken up for a decision in the General Executive Body. 

 

Concrete actions Code Master Plan 2006 - 2008 

Check websites of institutions and other interesting 

organisations for information 
A.14.1 

2.3 / 2.7 / 2.8 / 3.2 / 3.4 / 3.5 

/ 3.7 / 4.3 / 6.1 / 6.6 

Disseminate tailored information to partner organizations 

and volunteers 
A.14.2 2.5 / 2.7 / 4.3 / 6.6 / 8.3 

Develop strong network weekends for the partner 

organisations 
A.14.3 2.5 / 4.1 / 4.6 / 5.2 / 6.2 

Give impulses to partners organisations and volunteers A.14.4 2.5 / 4.5 / 6.5 / 7.1 / 7.2 

Introduce new initiatives within the network A.14.5 2.5 / 4.4 / 6.3 / 6.5 / 7.3 

Introduce new initiatives, specifically aimed at the support 

and development of the network A.14.6 

1.3 / 1.4 / 4.3 / 4.4 / 4.5 / 4.6 

/ 5.2 / 6.2 / 6.3 / 6.4 / 7.1 / 

7.2 / 7.3 / 8.1 / 8.2 

Take part in training courses as a support of the motor 

function 
A.14.7 6.6 

 

Travel 
 

Don Bosco Youth-Net ivzw is an international network.  A consequence of this is that most of the 

described tasks for the international secretariat are not connected to the physical place of the office, 

but to the task responsibilities of the staff and volunteers involved in the secretariat.  In other terms: 

travelling is an essential part of the job. 
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Specific tasks 2008 
 

The Specific tasks are concrete actions the secretariat aims to focus on this year.  This can be for example 

the development of new activities or new policies.  The specific tasks are mainly coming forth from the master 

plan or from the “motor function” of the international secretariat.  The aim is to set-up new initiatives which 

in future could be mainstreamed into the general tasks. 

 

Administration 
 

In 2007 we had to move from our offices in Oud-Heverlee for a temporary location in Heverlee. 

This was due to the renovation of the building in Oud-Heverlee.  The renovation works will end in 

May – June 2008, but we will not return to Oud-Heverlee.  Together with Jeugddienst Don Bosco vzw 

we have been offered a new venue which is in Heverlee as well.  We will move again from offices 

during the summer months of 2008. 

 

Concrete actions Code Master Plan 2006 - 2008 

Move DBYN‟s international secretariat to a new venue S.1.1 / 

 

Legal issues 
 

Most of the legal issues will be outsourced to experienced volunteers (professionals) in 2008.  Their 

work will be accounted for an in-kind contribution.  The international secretariat will support the 

president with handling the legal and statutory documents. 

 

Concrete actions Code Master Plan 2006 - 2008 

Coordinate the elections for A.B. membership and the 

presidency 
S.2.1 / 

Handling official documents: 

Reports meetings of the A.B. + appendices (financial 

report, state of affairs, activity report, ...) 

Report meeting of the G.E.B. + appendices (financial 

report, membership list, activity report, ...) 

S.2.2 / 
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Fundraising 
 

In 2008 we will continue the work we started in 2007:  we will develop an ethical charter for 

fundraising.  This charter will help us in focussing our search for extra funds.  Next to this we will 

update DBYN‟s partner book on every network weekend.  This partner book helps the international 

secretariat to look for the right funding opportunities for the individual partners.   Last, we will focus 

on the Youth in Action‟s 4.1 administrative grant: we need to finalise the one from 2007, follow-up 

on the one from 2008 and apply for the one from 2009. 

 

Concrete actions Code Master Plan 2006 - 2008 

Update DBYN‟s partner book S.3.1 2.1 

Develop an ethical charter for fundraising S.3.2 2.7 / 8.2 

Develop a presentation folder about DBYN  
S.3.3 

2.1 / 2.6 / 2.7 / 3.1 / 3.6 / 7.2 

/ 8.1 / 8.2 

Submit final report Youth in Action‟s 4.1 administrative 

grant 2007 
S.3.6 2.8 / 5.1 

Follow-up Youth in Action‟s 4.1 administrative grant 2008 S.3.4 2.8 / 5.1 

Apply for Youth in Action‟s 4.1 administrative grant 2009 S.3.5 2.8 / 5.1 

 

Publications 
 

We will try to reach more people with our publications than 2007.  In the past we have developed 

publications to support the practice of youth work.  This year we want to create a new publication, 

focussing on intercultural dialogue on values. 

 

Concrete actions Code Master Plan 2006 - 2008 

Develop and implement a rulebook for our house style S.4.1 / 

Include more news from our partners in the periodical by 

emphasising on this at the network weekend and the 

General Executive Body 

S.4.2 2.6 

Expand the mailing list of our Newsflash and Newsletter 

with the participants our this years activities and network 

meetings 

S.4.3 
1.1 / 1.2 / /1.3 / 2.3 / 3.2 / 

3.5 / 4.5 

Develop a publication on intercultural dialogue by the 

means of values  
S.4.4 8.2 
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Website 
 

In 2008 we will release a new website.  There are a few specific tasks related to its release.  The new 

website is largely based on concept of the old one.  So the international office will still need to 

perform some of the specific tasks of the previous years as well. 

 

Concrete actions Code Master Plan 2006 - 2008 

Write a user manual for the new websites S.5.1 2.9 / 6.6 

Implement a workshop on our network weekends to 

update the website by the participants 
S.5.2 2.9 / 6.6 / 3.8 / 4.3 

Add reports and photos of the activities coordinated by 

the international secretariat in 2008 
S.5.3 2.9 

Start-up and promote www.youtube.com/DBYNtv  
S.5.4 

2.5 / 2.9 / 3.4 / 4.5 / 6.6 / 7.3 

/ 7.4 / 8.1 

 

Promotion 
 

Next to the general tasks, we want to focus on some specific changes in the network: new members, 

new website, ...  We want to take efforts to mainstream our external communication in 2008.  For 

this we will develop a communication plan for DBYN.  Such a communication plan will include tasks 

of 3 of our categories:  promotion, contacts and representation.  

 

Concrete actions Code Master Plan 2006 - 2008 

Create new flyer S.6.1 1.1 / 1.2 / 1.3 / 3.2 / 4.5 

Update our standard PowerPoint introductory 

presentation of DBYN 
S.6.2 / 

Encourage our partners to publish DBYN‟s newsletter on 

their website 
S.6.3 2.6 

Put together a media folder for 2008 S.6.4 2.5 / 2.6 / 3.2 / 3.6 / 6.6 / 7.4 

Produce promotional materials for our new website S.6.5 / 

Develop a method to use DBYNtv as a tool for 

valorisation 
S.6.6 2.5 / 2.9 / 4.5 / 6.6 / 7.4 

Develop a communication plan for DBYN (cf. S.8.3 / S.9.9) 
S.6.7 

2.6 / 2.8 / 3.1 / 3.2 / 3.6 / 6.6 

/ 7.2 / 7.7 

 

Meetings 
 

In 2008 we have elections for a new president and new members of the Administrative Body.  At the 

same time we defined a need for the Group of Counsellors to attract extra people.  As a result the 

http://www.youtube.com/DBYNtv
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international secretariat will have to explore all possibilities for the meetings of these bodies and the 

people involved. 

 

Concrete actions Code Master Plan 2006 - 2008 

Explore all possibilities to organise our statutory meetings 

(G.E.B., A.B) 
S.7.1 / 

Attract extra volunteers for the Group of Counsellors S.7.2 / 

Explore possibility to include president in the staff meeting S.7.3 / 

 

Contacts 
 

The development of a communication plan for DBYN, like mentioned under subcategory Promotion, 

will be the main challenge for 2008. 

 

Concrete actions Code Master Plan 2006 - 2008 

Promote our new website in the Don Bosco Movement S.8.1 3.2 / 3.6 / 3.8 

Maintain contacts with Don Bosco International and Don 

Bosco Network 
S.8.2 3.2 

Develop a communication plan for DBYN  

(cf. S.6.7 & S.9.8) 
S.8.3 

2.6 / 2.8 / 3.1 / 3.2 / 3.6 / 6.6 

/ 7.2 / 7.7 

 

Representation 
 

We aim to develop a representational structure for DBYN.  This should result in a type of manual 

like we have developed for our training structure.  All specific actions for 2008 are aimed at the 

development of this. 

 

Concrete actions Code Master Plan 2006 - 2008 

Explore the possibilities to promote DBYN at the General 

Chapter of the Salesians 
S.9.1 3.2 / 8.5 

Encourage partners to represent DBYN at YFJ activities S.9.2 8.1 / 8.2 / 8.3 / 8.4 / 8.5 

Publish our document on Don Bosco Style for DBYN S.9.3 8.1 

Compare the new work plan of the YFJ (which will be 

voted in at the GA) with the interests of our partners and 

DBYN as a whole 

S.9.4 6.6 / 8.3 / 8.5 

Take part in the COMEM and GA of the YFJ S.9.5 8.5 

Take part in the CP² meetings S.9.6 8.4 

Consult member organisations of the YFJ with expertise in 

the field of representation 
S.9.7 8.4 
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Develop a representation structure for DBYN 

S.9.8 

2.1 / 2.8 / 3.2 / 3.6 / 4.5 / 6.3 

/ 7.1 / 7.2 / 7.4 / 8.1 / 8.2 / 

8.3 / 8.4 / 8.5 

Develop a communication plan for DBYN  

(cf. S.6.7 & S.8.3) 
S.9.9 

2.6 / 2.8 / 3.1 / 3.2 / 3.6 / 6.6 

/ 7.2 / 7.7 

 

Coordination 
 

In 2007 we started with developing a new system to plan the work of the international office.  In 

2008 we will develop the outcomes of this process into an operational planning for the international 

secretariat.  We also will need to start working on our next Master plan, because the current ends in 

2008.  Finally, we will implement some developments of the previous years, which are now ready to 

function. 

 

Concrete actions Code Master Plan 2006 - 2008 

Develop the new master plan 2009 - 2011 S.10.1 6.6 / 7.2 / 8.2 

Develop and implement an operational planning for the 

international secretariat. 
S.10.2 / 

Update DBYN‟s 3-year-activity calendar S.10.3 2.2 

Implement the DBYN workshops on the network 

weekends: 

Dynamic introduction workshop 

Exchange market 

Workshop on valorisation 

S.10.4 2.3 / 6.4 

Engage Pool of trainers in Network activities 
S.10.5 

1.1 / 1.2 / 1.3 / 2.3 / 6.4 / 6.5 

/ 7.1 / 7.2 

 

Projects 
 

In 2007 we developed a training structure.  In 2008 we want to implement this structure so it 

becomes firmly anchored in DBYN. 

 

Concrete actions Code Master Plan 2006 - 2008 

Evaluate activities Training structure 2008 S.12.1 6.4 / 7.1 / 7.2 

Collect trainer manuals of all activities of the Training 

structure 2008 
S.12.2 6.4 / 7.1 / 7.2 

Publish document on training structure S.12.3 6.4 / 7.1 / 7.2 

Evaluate the Pool of trainers 2008 S.12.4 6.4 / 7.1 / 7.2 

 



 

 

 

Operational plan 2008 

 

 

20 

Volunteers 
 

In 2008 we finally want to receive our first EVS volunteer in the international office.  This will help us 

to include young people really on all levels of the organisation.  It will also help the international 

office to get a clearer picture on the specificity of voluntary service.  This is necessary because in 

2007 we realised that we are actually focussing on 2 different types of volunteers: those locally 

involved and those who do an international voluntary service.  In a way are all the specific tasks of 

2008 aimed a learning about the different needs of both types. 

 

Concrete actions Code Master Plan 2006 - 2008 

Host a EVS volunteer in the international secretariat S.13.1 1.2 / 4.1 / 4.2 / 4.3 / 7.2 

Promote  group-EVS amongst partners which are involved 

in the summer playground exchange 
S.13.2 1.2 / 2.5 / 4.2 / 6.5 / 6.6 

Explore the possibilities of the „European portfolio for 

youth workers and youth leaders working in the context 

of non-formal education / learning‟ 

S.13.3 2.7 / 2.8 / 6.4 / 8.4 

Explore the different needs between volunteers locally 

active and volunteers who are involved in international 

voluntary service 

S.13.4 2.1 

Initiate an activity specially focused on volunteers which 

took part in international voluntary service.    S.13.5 

1.2 / 2.5 / 3.4 / 4.1 / 4.2 / 4.3 

/ 4.4 / 4.5 / 4.6 / 6.3 / 6.4 / 

7.1 / 7.2 

Develop standard DBYN contract for international 

voluntary service 
S.13.6 4.1 / 4.2 / 4.3 / 4.4 / 4.6 

Update the questionnaire on voluntary service 2006 S.13.7 4.1 / 4.3 

 

Motor function 
 

Working with young people from disadvantaged backgrounds is part of the Don Bosco style of 

working.  All our partner organisations work with diverse target groups within this field of youth 

work.  It has always been an aim for the network to also start-up international projects for these 

target groups.  In 2008 we will organise a seminar on Social Inclusion, focussing on methods, grant 

programmes, ... to make this dream come reality. 

 

Concrete actions Code Master Plan 2006 - 2008 

Organise a seminar on Social inclusion 
S14.1 

1.4 / 1.5 / 1.6 / 2.3 / 2.4 / 2.5 

/ 2.7 / 4.1 / 7.3 / 8.2 

 

  



 

 

Specific tasks 2008 

  

 

21 

Travel 
 

Here we include a list of foreign assignments of the international secretariat.  They are also indicated 

in the year planning of this operational plan.  As these assignments only become clear during the 

working year, this list will be updated whenever a new assignment comes up. 

 

Activity Date Tasks 

Statutory meetings: 

- A.B. meeting (Germany 

- A.B. meeting (Germany 

- G.E.B. meeting (Germany 

- A.B. meeting (?) 

- A.B. meeting (Ireland) 

 

01-02/03/2008 

13-14/03/2008 

14-16/03/2008 

??-??/08/2008 

23-24/10/2008 

Administration / Legal issues 

/ Meetings / Coordination 

/Motor function 

Network weekends: 

- Seminar on Social inclusion (Spain) 

- Seminar on Representation (Ireland) 

 

01-04/05/2008 

23-26/10/2008 

Publications / Website / 

Coordination / Contacts / 

Projects / Volunteers / 

Motor function 

Other DBYN activities: 

- STEP 2 training course on project management 

(Malta) 

- STEP 1 youth exchange on intercultural 

learning (Germany) 

- Contact making seminar for international 

volunteers (Germany) 

 

21-30/03/2008 

 

27/07-

02/08/2008 

??-??/11/2008 

Publications / Website / 

Coordination / Contacts / 

Projects / Volunteers / 

Motor function 

SDB (related) activities: 

- General Chapter SDB (Italy) 

 

??-??/03-04/2008 

Promotion / contacts / 

Representation 

YFJ (related) activities: 

- CP² meeting (?) 

- COMEM  (?) 

- CP² meeting (?) 

- GENERAL ASSEMBLY (?) 

 

??/04/2008     

02-03/05/2008 

??/11/2008     

12-16/11/2008 

Promotion / contacts / 

Representation 
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Task planning 2008 
 

 “Task planning 2008” is a series of schemes which map . (1) General tasks 2008, (2) Specific tasks 

2008 and (3) Foreign assignments 2008.  As we work in a field which is liable to change, we use the 

schemes to plan up-to 3 months ahead.  This means that in January, we put together a planning for 

January to March; in February we add April, etc.   

 

The 3 schemes use the same type of template.  This template shows all days of the year, ordered per 

month into columns.  A set of codes and colours then indicate per scheme which task is planned 

against which deadline, for the General and Specific task scheme, or the foreign assignments, 

recuperation of overtime, vacation and bank holidays, for the Foreign assignment scheme. 

 

The set of codes and colours is clearly indicated into the legend: 

 Weekend 

 Bank holiday 

Jan1 Name bank holiday 

 Vacation 

x Sequential numbers of vacation days 2008 

 Recuperation 

x Amount of hours of Recuperation 

 Foreign assignment 

(AB) Name foreign assignment 

A.x.x Code general task 2008 

S.x.x Code special tasks 2008 

 

A last part of the scheme is a box, which indicates the tasks which have to be performed 

continuously: 

Other 

tasks 

A.x.1; A.x.2; A.y.8, .... 

 

The procedure of 3 month planning makes it possible for the Administrative Body and the president 

to follow-up on the work of the international secretariat.  It also provides the international office 

with a tool for planning and self-assessment. 

 

At the end of the year we will have a final version to the Task planning 2008.  This one will clearly 

indicate when the concrete tasks were performed during the year.  It will also show which periods of 

the year are more busy then others.  This will provide us with a tool for evaluation when setting up 

the next operational plan. 
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Task planning template 
 

  January February March April May June July August September October Novermber December 
1                         

2                         

3                         

4                         

5                         

6                         

7                         

8                         

9                         

10                         

11                         

12                         

13                         

14                         

15                         

16                         

17                         

18                         

19                         

20                         

21                         

22                         

23                         

24                         

25                         

26                         

27                         

28                         

29                         

30                         

31                         
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Time writing 2008 
 

“Time writing” is a tool  which brings together a detailed overview of the time invested into each 

subcategory of tasks.  At the end of the year this provides us with a clear overview of the time 

investment for each subcategory, per working day, per month and per year.  These results will be 

added to the operational plan and serve as a tool for evaluation. 

 

The international secretariat works with contracted workers as well as volunteers.  It is important to 

make this distinction when referring to the system of time writing: 

Contracted workers are those people who have a legally binding contract which clearly stipulates the 

rules of their working agreement.  In practice this can be employees, but also people carrying out a 

voluntary service like EVS or Civil service.  As in all work contracts the working hours per week are 

clearly indicated in a timetable. 

Working for DBYN‟s international secretariat sometimes requires evening and/or weekend work.  

Therefore we need a certain amount of flexibility in the standard timetable of the contracted 

workers. 

The way we deal with this is that we fix a maximum amount of working hours per day: 10 hours.  

The standard timetable only indicates 8 working hours or less per day.  If a contracted worker would 

work the maximum, the working hours exceeding the normal timetable can be recuperated 

according to the rules concerning overtime written down in the contract or other working 

agreement. 

If the contracted workers voluntary exceed the maximum working hours, they will be considered as 

volunteers and therefore extra working hours will be considered as “Contribution in kind”.  The 

same counts for volunteers.  As there is no working contract, all their working hours will be 

accounted for as contribution in kind. 

 

We have developed templates for counting the working hours and contribution in kind:   

The templates clearly indicate the time investment per subcategory.  It also separates working hours 

and contribution in kind.  The data is inputted by the contracted worker or volunteer on the 

template per day.  The time investment is indicated in minutes.  The spreadsheet then calculates the 

investment per hour, per day, per month and per year. 

 

The templates are included into 2 types of spreadsheets: 

1. The “month” spreadsheet contains the working day and working month template.  The time 

is recorded per day manually, and the spreadsheet calculates the time writing per month. 

2. The “General overview” spread sheet consists of the Working year templates for working 

hours and contribution in kind, a tool to manage recuperation, vacation and bank holidays, 

and brings all of this together in a general overview 
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Working day template 
 

Time writing International Secretariat DBYN 

Working area Time investment Description in hours 

  Working hours Contribution in kind   Working hours Contribution in kind 

Administration       0,00 0,00 

Legal issues       0,00 0,00 

Fundraising       0,00 0,00 

Publications       0,00 0,00 

Website       0,00 0,00 

Promotion       0,00 0,00 

Meetings       0,00 0,00 

Contacts       0,00 0,00 

Representation       0,00 0,00 

Coordination       0,00 0,00 

Project management       0,00 0,00 

Volunteers       0,00 0,00 

Motor function       0,00 0,00 

Travel       0,00 0,00 

Total in minutes 0 0   0,00 0,00 

Total in hours 0,00 0,00     
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Working month template 
 

Time writing - International Secretariat DBYN 
Working area Time investment* in hours Time investment in % 

  Working hours Contribution in kind Working hours Contribution in kind Working hours Contribution in kind 

Administration 0 0 0,00 0,00 0,00% 0,00% 

Legal issues 0 0 0,00 0,00 0,00% 0,00% 

Fundraising 0 0 0,00 0,00 0,00% 0,00% 

Publications 0 0 0,00 0,00 0,00% 0,00% 

Website 0 0 0,00 0,00 0,00% 0,00% 

Promotion 0 0 0,00 0,00 0,00% 0,00% 

Meetings 0 0 0,00 0,00 0,00% 0,00% 

Contacts 0 0 0,00 0,00 0,00% 0,00% 

Representation 0 0 0,00 0,00 0,00% 0,00% 

Coordination 0 0 0,00 0,00 0,00% 0,00% 

Project management 0 0 0,00 0,00 0,00% 0,00% 

Volunteers 0 0 0,00 0,00 0,00% 0,00% 

Motor function 0 0 0,00 0,00 0,00% 0,00% 

Travel 0 0 0,00 0,00 0,00% 0,00% 

Total in minutes 0 0 0 0,00 0,00 0,00 

Total in hours 0,00 0,00 0,00 0,00   
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Working year template 
 

Time writing - International secretariat DBYN 

Working hours / Contibution in kind 2008 

Working area Month Year 

  January February March April May June July August September October November December Total 

Administration                         0 

Legal issues                         0 

Fundraising                         0 

Publications                         0 

Website                         0 

Promotion                         0 

Meetings                         0 

Contacts                         0 

Representation                         0 

Coordination                         0 

Project management                         0 

Volunteers                         0 

Motor function                         0 

Travel                         0 

Total 0 0 0 0 0 0 0 0 0 0 0 0 0 
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Recuperation, vacation, bank holidays 
 

Next to the overview of time investment per subcategory, we also record when the contracted 

worker recuperates overtime, takes vacations, and when there is a bank holiday. 

 

 

  Total in minutes Total in hours 

Recuperation   0 

Vacation   0 

Bank holiday   0 

 

 

At the end of the year we collect these records and put them together with the total amount of 

working hours and contribution in kind.  In this way we get an exact overview of time recorded in 

“Time writing”. 

 

 

Name:   

Total of: Total in minutes Total in hours 

Working hours     

Contribution in kind     

Recuperation     

Vacation     

Bank holiday     

 

 



International network  

represented in  

13 European countries  
www.donboscoyouth.net  

 

 

Mission statement DBYN 

 

We, the partners of Don Bosco Youth-Net, wish to contribute to the total development of all young people by bringing 

them together through various international activities. We hereby look to broaden the opportunities for these young 

people who are, through various reasons, excluded. By concrete activities of co-operation, we wish to be a living example 

of tolerance and mutual understanding. 

 
Through our own Salesian identity, we aim to keep the heritage of Don Bosco alive and look to offer a „youthful voice‟ in 

the Europe of today. By doing this, we want to make a real difference in the lives of all young people, especially for those 

most in need. 

Austria 
 

www.jugendeinewelt.at  

Belgium 

 

www.jeugddienstdonbosco.be 

Czech Republic 

 

mladez.sdb.cz/sadba/  

Germany 
 

www.aktionszentrum.de 

Italy 

 

www.federazionescs.org 

Ireland 

 

www.salesians.ie 

Malta 
 

www.spysmalta.org 

Poland 

 

www.donbosco.pl  

Slovakia 

 

www.domka.sk 

Slovenia 

 

www.mladinski-ceh.si 

Spain 
 

www.confedonbosco.org  

The Netherlands 

 

www.donbosco.nl  

United Kingdom 

 

www.salesianyouthministry.com 

   

 

http://www.jugendeinewelt.at/
http://www.jeugddienstdonbosco.be/
http://mladez.sdb.cz/sadba/
http://www.aktionszentrum.de/
http://www.federazionescs.org/
http://www.salesians.ie/
http://www.spysmalta.org/
http://www.donbosco.pl/
http://www.domka.sk/
http://www.mladinski-ceh.si/
http://www.confedonbosco.org/
http://www.donbosco.nl/
http://www.salesianyouthministry.com/

