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2. Introduction 

Welcome to the European Solidarity Corps Placement Administration and Support System (PASS).  

This system is designed to make it easier for the representatives of authorised organisations like you 

to search for European Solidarity Corps potential participants for their projects, contact them, send 

offer to them and issue certificates of participations. 

Representatives of organisations that have been awarded with a Quality Label have access to this 

system to search for potential participants, contact potential participants and send offers to them 

and issue certificates of participations.  

NOTE: Representatives of organisations that have been awarded with a Quality Label are the 

Contact Person and Legal Representative linked to the Quality Label of the organisation and not to 

the project. 

The first version of PASS was launched at the beginning of March 2017. A series of upgrades have 

been made until now and many other are planned to add new features to the tool. 

This user manual will be kept up to date with these changes, so please make sure you are using the 

most up to date version. 

The most up-to-date version of this manual is always available from the IT tool ς Organisation Portal 

page of the European Solidarity Corps website: https://youth.europa.eu/solidarity/organisations/it-

tool-organisation-portal and also in the dashboard of the organisation (PASS): 

 

https://youth.europa.eu/solidarity/organisations/it-tool-organisation-portal
https://youth.europa.eu/solidarity/organisations/it-tool-organisation-portal
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3. Overview of process 

The Placement Administration and Support System is designed to let you search for and make 

contact with European Solidarity Corps potential participants, send them opportunities and offers 

for various available activities and finally issue certificates of participation. 

After you have logged in, the following are the key steps to follow in the process: 

1. Search for participants and make contact with them. 

Use the search screen to find potential participants for your project. 

 

2. Contact individual potential participants and discuss the project (activities) with them. 

For privacy protection reasons, you must first use PASS to ask the young person for permission to 

contact them. After they have given you this permission, you can email them or call them directly, 

outside of PASS, to discuss the activity that is available. 

 

3. Create an opportunity to announce an activity and get applications from participants. 

An opportunity has most details of an activityΦ LǘΩǎ ǳǎŜŦǳƭ ǘƻ ŀƴƴƻǳƴŎŜ it beforehand so that young 

people can search and apply if they are interested. Organisations can request mandatory details like 

CV or motivation letter to apply. All participants that apply to an opportunity are consenting the 

contact details to the organisation, so the communication can flow easily. 

 

4. Send an offer to a potential participant and inform them to accept/ decline it.   

When you have finished your discussions then you must send the young person an offer via PASS. 

The young person then must either accept or decline the offer. The offers expire 15 days after they 

have been sent. This step is very important, because once the young person has accepted the offer, 

they will become eligible to access additional online European Solidarity Corps services, such as the 

insurance when travelling cross-border.  

 

5. Generate a certificate of participation. 

After the participant has finished the activity they have been involved, you can generate a certificate 

ƻŦ ǇŀǊǘƛŎƛǇŀǘƛƻƴΦ tƭŜŀǎŜ Ŏƻƴǎǳƭǘ ǘƘŜ ΨDŜƴŜǊŀǘŜ ŀ ŎŜǊǘƛŦƛŎŀǘŜ ƻŦ ǇŀǊǘƛŎƛǇŀǘƛƻƴΩ ǎŜŎǘƛƻƴΣ ǎƻ ȅƻǳ Ŏŀƴ ŦƛƴŘ 

out all the business rules for each type of activity. 
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4. .ŜŦƻǊŜ ȅƻǳ ǎǘŀǊǘΧ  

To help make the most out of using PASS, it would be useful to do the following before you first log 

in: 

Å The Contact Person and Legal Representative that are linked to the Quality Label are 

provided with access to PASS and not the contact person(s)/project managers of the project. 

To access PASS, you must use the email address mentioned in the Quality Label. 

Å If you will access PASS for the first time, please note that you must create an EU Login 

account (formally known as ECAS) for the email address mentioned in the Quality Label of 

the organisation. 

Å Have a good understanding about the project that you are responsible for finding volunteers. 

In particular, the search will give you better results if you know the following information: 

Å The start and end dates of the activity (placement). 

Å How long the activity will last (between 2 weeks and 12 months). 

Å The knowledge and experience that you want participants to have. 

Å The country where the activity will take place. 

Å Countries you are specifically searching for potential participants from. This is 

particularly relevant if you are trying to find a potential participant for an activity and 

need to ensure they come from countries where you already have a relationship with 

άsupporting organisationsέΦ 

 

Å Be ready to give the potential participants that you contact information about the planned 

project, and what they will be offered, for instance for accommodation, travel, insurance 

cover, training, etc. 

Having all this available before you start to use the system will help you to more easily find the 

potential participants that are best suited for your volunteering activities (your project deals with). 
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5. Logging in 

The Placement Administration and Support System (PASS) requires users to authenticate 

ǘƘŜƳǎŜƭǾŜǎ Ǿƛŀ ǘƘŜ 9ǳǊƻǇŜŀƴ /ƻƳƳƛǎǎƛƻƴΩǎ ǎŜŎǳǊŜ 9¦ [ƻƎƛƴ ǎȅǎǘŜƳ όŦƻǊƳŜǊƭȅ ŎŀƭƭŜŘ 9/!{ύΦ 

After authentication through EU Login, you can only get access to PASS if the email address linked 

with your EU Login account is one of the email addresses officially to your organisation in PASS 

(emails linked of the Contact Person and Legal Representative linked to the Quality Label.  

Å Organisations holding a Quality Label: The official email addresses are those of the two 

persons detailed in the original application for Quality Label ς the Legal Representative and 

the Contact Person. If these need to be updated, for instance because someone leaves and is 

replaced, please contact your ŎƻǳƴǘǊȅΩǎ National Agency for ESC, or the agency that manages 

your projects, and ask them to update these contact details in your accreditation. These 

updates will automatically sync into PASS. 

Å Starting the login process: 

Access the European Solidarity Corp portal home page by using one of the options 

presented below:  

1. Start from the European Youth Portal home page (https://youth.europa.eu), and click on 

the button ΨwŜŀŘ ƳƻǊŜΩ ŀǎǎƻŎƛŀǘŜŘ ǘƻ ǘƘŜ Ψ9ǳǊƻǇŜŀƴ {ƻƭƛŘŀǊƛǘȅ /ƻǊǇǎΩ card that is 

ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ Ψ[ŜŀǊƴ ŀōƻǳǘ 9ǳǊƻǇŜŀƴ ¦ƴƛǘƛƻƴ ƛƴƛǘƛŀǘƛǾŜǎ ŦƻǊ ȅƻǳǘƘΩ: 

 

           Or  

2. Start from the European Youth Portal home page (https://youth.europa.eu), click on the 

ōǳǘǘƻƴ Ψ9¦ ƛƴƛǘƛŀǘƛǾŜǎΩ displayed in the main navigation and select ƻǇǘƛƻƴ Ψ9ǳǊƻǇŜŀƴ 

{ƻƭƛŘŀǊƛǘȅ /ƻǊǇǎΩ: 

https://youth.europa.eu/
https://youth.europa.eu/
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Or  

3. Access directly the European Solidarity Corps main page 

https://youth.europa.eu/solidarity_en 

 
 

To login to PASS you either 

a. ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ[ƻƎ ƛƴΩ button in the ΨL ŀƳ ŦǊƻƳ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴΩ box,  

https://youth.europa.eu/solidarity_en
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b. ƻǊ ŎƭƛŎƪ ƻƴ ΨMore informationΩ ōǳǘǘƻƴ in ǘƘŜ ΨL ŀƳ ŦǊƻƳ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴΩ box and then 

click ƻƴ ǘƘŜ Ψ[ƻƎ ƛƴΩ button.  

 
 

The the EU Login authentication screen is displayed (title of the paƎŜ Ψ {ƛƎƴ ƛƴ ǘƻ ŎƻƴǘƛƴǳŜΩύ. Use the 

email address of your existing EU Login (ECAS) account, or if you do not have one, then we 

recommend that you use the "Create an account" button ς you will be asked to verify your email 

address as part of the set up process.  
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After you have completed the EU Login authentication process, you will be automatically redirected 

back to the Ψ{ȅǎǘŜƳ {ŜƭŜŎǘƛƻƴΩ ǇŀƎŜ 
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6. System selection 

After you have authenticated via EU Login, you will be presented with the "System selection" 

screen, as shown below. 

If you represent an organisation that holds a Quality Label, then you will see only the option to go to 

the Placement Administration and Support System (PASS).  
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7. Welcome screen 

When you enter PASS for the very first time, you will be presented with the Welcome screen 

below. 

To continue to the rest of PASS, you must tick to confirm that you accept the ΨMission and Principles 

of the European Solidarity CorpsΩ, and various other statements related to the use and protection of 

your personal data and that of the young people you find through the system. 

You will only be asked to complete this page once. Press the "Continue" button displayed at the 

bottom of the screen to move to the next page. 
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8. Organisation selection 

After completing the authentication process, and the Welcome screen (for first users only) you 

come to the screen where you can start to use the system. 

If you are authorised to administer more than one organisation, then you will see all the 

organisations listed here.  

From here, you can: 

1. Search for potential participants. 

2. Contact them via the Search results screen. 

3. Send potential participants an offer for an activity. 

4. Access the list with offers you have sent and corresponding status. 

5. Issue certificates of participation (Note that you will see this option only if you have sent at 

least one offer.) 

6. Manage opportunities, e.g., advertise, update, or remove. 

7. Access the list with Contact requests you have sent and corresponding status. 

8. Access the list with the applications received for the opportunities advertised by you. 

You can also: 

9. Access the most up-to-date version of this User Guide and details for additional support. 
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9. Search for potential participants 

This is where you can start to find potential participants for your activities/projects. 

There are two options: either fill in the search criteria using details of the proposed activity, or search 

for a specific registered candidate (potential participant) using their unique Participant Reference 

Number. 

Option 1: Search using details of the proposed activity 

 

To get the best search results, before you start, please check when and where the activity will take 

place, and other characteristics of the placement. Once you know this information, complete the 

search criteria as follows:  

1.  Funding Programme 

 
You will see a list with all the funding programmes your organisation receives funds for the projects it 
runs. You should then select the funding programme linked to the project you are searching young 
people for, e.g., ΨEuropean Solidarity Corps / ±ƻƭǳƴǘŜŜǊƛƴƎΩΦ  
You must choose whether you are searching for registered candidates who are interested in 
volunteering or other activities. The activity type list is associated to each funding programme. 
Hence, you will have the possibility to search only for a specific strand. 
This will give you the criteria of the funding programme that is going to affect your search, i.e.: 
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 2.  Earliest start date / latest end date / duration 

When young people register, they are asked to specify when they are available, in terms of the start 

date and end date of the period, and the maximum number of months that they are available during 

this time. This gives registered candidates (young people registered in European Solidarity Corps 

portal) the flexibility to say, for instance, that they are available for a maximum period of three 

months during a six-month period. 

 

To provide the best results, try to be as precise as possible with the dates and duration. However, if 

this is not certain, then enter the earliest date that the activity will start, the latest date that it will 

end, and the maximum length of the project (in months) between these dates. 

 

The search will then show all registered candidate who are available during the period of the activity, 

and who have said that they can do a project of the duration. The search results will also show 

registered candidates whose availability is just outside the activity start and end dates. 

 

Example: a registered gives a period of availability from 01/07/2021 to 31/12/2021, for a maximum 

of 4 months. If the activity is for 3 months from 01/08/2021 to 31/10/2021, then the registered 

candidate will be shown in the search results. However, if the activity is for 5 months, between 

01/08/2021 and 31/12/2021, then the registered candidate will not be shown, because their 

maximum duration is only 4 months. 

3.  Country ǿƘŜǊŜ ǘƘŜ ŀŎǘƛǾƛǘȅ ǿƛƭƭ ǘŀƪŜ ǇƭŀŎŜ όΨActivity ŎƻǳƴǘǊȅΩ ƭŀōŜƭ)  

Enter the country where the activity will take place. Only the registered candidates who have 

selected that country will appear in the search results. 

4. Country of residence 

If you need to select registered candidates from a particular country (for instance if you have a 

particular support  organisation) then specify the country here. Only registered candidates from that 

country will be shown in the search results. 

5. Has a CV 
If it is important that registered candidates have a CV, then tick this box. 
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6. Has volunteering motivation 

Specify if the registered candidates should have a volunteering motivation.     

 

7. Activity topics (choose up to 3) 

All activities should contribute to at least one of the themes of the European Solidarity Corps. Please 

specify which topics your activity/project covers. You can choose whether the results show 

registered candidates who have shown an interest in all the activity topics you specify, or 

alternatively who have an interest in at least one of them. 

8. Knowledge and experience (choose up to 5) 

Specify the skills that you require registered candidates to have for your activity. Again, you can 

choose whether the results show registered candidates who have all the knowledge and experience 

that you have specified, or alternatively who have at least one of them. 

9. Languages (choose up to 3) 

Specify the languages that you require registered candidates to have for your activity. Again, you can 

choose whether the results show registered candidates who have all the knowledge and experience 

that you have specified, or alternatively who have at least one of them. 

 

Option 2: Search using the Participant Reference Number (PRN) 

 

If you know the unique reference number of the registered candidate, you can enter it here to 

directly see the details of that registered candidate. 

Search results 

After you press "Search" button you will be presented with a list of registered candidates that match 

the criteria you have specified, with the best matches shown at the top of the list. Note that the 

search results will not display the registered candidates that have done a long-term Erasmus+ 

volunteering activity (former known as EVS). 

In the example below, you can: 

1) See the total number of registered candidates that match the search criteria (this screenshot 

shows that you are viewing participants ranked 1 to 10 out of a total of 111 results). 

2) See the Participant Reference Number of the participants (PRN); the length can be 10- or 16-

digits number. 

3) See their names and click on their name (or View) to see their full user profile. 

4) Make first contact with the registered candidate. 
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5) See the contact status and the date when the status has been changed.  

6) See the offer status and the date when the status has been changed.  

7) Change the number of registered candidates shown in one screen. 

8) Move between different pages of results. 

 

 

Registered candidate details 

Here you can see most of the information that the registered candidate has submitted in their 

profile. 

To help protect the privacy of the registered candidate, this page does not show their contact details. 

If you want to contact them, you must use the ΨContactΩ (1) button displayed in the registered 

candidate profile page or the one next to the registered candidate name in the results page (This will 

be explained more in the next section.). 

If the registered candidate has uploaded their CV, you will be able to download and view it.  

Registered candidates are free to enter free text in whichever language they choose. To help you 

better understand what they have written, beside each free text field is a "Translate" button (2). 

When you click on it, it will open a Google Translate screen pre-filled with the text from the field. 

Please specify your language in the Google Translate. 

Note: Should you wish, you can download in a .pdf file a registered candidate profile. You can do it 

by using the option ΨtrintΩ available in the internet browser you use.   
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Participant details page: 
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10. Contact registered candidates 

When you have reviewed the results, the next step is to make first contact with a registered 

candidate. This process is necessary to protect the privacy of the registered candidate. 

To make contact, click on the "Contact" button displayed on the registered ŎŀƴŘƛŘŀǘŜ Ψs profile page 

or the button beside the registered candidate in the search results screen. The "Send contact to 

Participant [PRN]' page will be displayed: 

 

1. Write additional information (1) for the registered candidate (it will be sent to the registered 

candidate together with the generƛŎ ƛƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ǎȅǎǘŜƳύ ƛƴ ǘƘŜ Ψ!ŘŘƛǘƛƻƴŀƭ 

ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘΩ box.  

2. Preview (2) the contact request message. You will see how the email that will be sent to the 

registered candidate will look like (it will include the information you added, if any, and the 

generic one). 

3. Preview the message (email) in the contact language (3) that the registered candidate 

specified in their profile (e.g., Portuguese). 

4. Cancel (4) the sending of the contact request, in this case no email will be sent to the part 

registered candidate. 

5. Send (5) a contact request to the registered candidate by clicking on the "Contact" button. 

When you click the "Contact" button the registered candidate will be notified that you want to get in 

touch with them. Therefore, they receive: 

- An email  

- a SMS message (if the registered candidate specified a mobile phone in their profile)  
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- a notification in the European Solidarity Corps mobile app (if the Participant downloaded and 

installed it on) 

The contact request will be sent in the contact language the registered candidate specified in their 

profile.  

The email with the contact request contains a predefined text, the text/message you wrote to 

him/her, information about your organisation and two buttons, "Accept contact" and "Decline 

contact". To accept or decline the contact request, the registered candidate must click on one of the 

two buttons όΨ!ŎŎŜǇǘ ŎƻƴǘŀŎǘΩ\Ω5ŜŎƭƛƴŜ ŎƻƴǘŀŎǘΩ, and login to the European Solidarity Corps profile.  

In case the registered candidate clicked on "Accept contact", you will receive an email (in English) 

with the registered candidate Ψs contact details (e-mail address and phone number ς if it is the case). 

You can then use these details to contact the registered candidate directly to discuss the activity and 

negotiate the terms of it.  

In case the registered candidate declined the contact request (they clicked on the "Decline contact" 

button), you will receive a notification (in English) but without the registered ŎŀƴŘƛŘŀǘŜ Ψs contact 

details. 

'Contact status': After the contact request email is sent to the registered candidate, you will see that 

the status and date are updated in the registered ŎŀƴŘƛŘŀǘŜ Ψs profile (1), in the search results (2) and 

ƛƴ ǘƘŜ Ψ/ƻƴǘŀŎǘǎ listΩ ό3). This information is updated each time you send a contact request to the 

registered candidate via PASS and the registered candidate ΨanswersΩ ǘƻ ƛǘ (accept/decline). 

Registered candidate (Participant) profile - Contact request sent:  

Search results - Contact request sent: 

 

List with contact requests sent 

 

 

 

Contact request ς SMS notification sent to registered candidates  
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The example below is in English language; the SMS will also be sent to registered candidates in their 

preferred contact language: 

 

 

Contact request ς notification in the European Solidarity Corps mobile app 

This example is for English language; ς the notification will also be sent to registered candidates in 

their preferred contact language: 
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Contact request email sent to registered candidates:  

This example is for English language- the actual email will be sent to the registered candidates in 

their preferred contact language. 
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Email sent to organisations when a contact request is accepted: 
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Email sent to organisations when a contact request is declined: 
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11. View the list with contact requests and their status 

Note that the 'Contacts list' option (1 will be available in the dashboard only if you have sent at least 

one contact request to a registered candidate. 

 

Click on the 'Contacts list' option to view the list with all contact requests sent so far and 

corresponding status. 

The information is structured: 

- Filters section, that allows you to search by PRN (1) and registered candidate (Participant) 

last name (2) and filter the information based on the status (3) of contact requests (sent, 

accepted, declined). 

- Overview of the contact requests sent (4): sent contacts (not answered), accepted contacts, 

and declined contacts. 

- Detailed information about each contact request sent (5) section: date contact sent, PRN, 

registered candidate (Participant) name, contact status, date contact accepted/declined. 
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12. Advertise an opportunity for a project 

An opportunity is like an advertisement for a volunteering activity, providing a basic description of the 

proposed project. It allows young candidates to search, express their interest and apply to it. This will 

help organisations find interested volunteers, which then can be continued through the sending of a 

contact or an offer. 

Creating opportunities is optional, but quite useful as all Participants have access and daily consult 

the new opportunities posted in EYP τ organizations can also search candidates and advertise 

activities outside of PASS. 

Please note that the 'Manage opportunities' option is visible in PASS for all organisations that hold a 

valid Quality Label. 

You can advertise opportunities for a: 

- Volunteering project (ESC51) 

- Humanitarian Aid project 

- Volunteering Teams in High Priority Areas project 

 

Please note that you can advertise opportunities as soon as you are awarded with a Quality Label, so 

even if your grant agreement is not approved yet. 

Young people registered on the European Solidarity Corps portal can search and apply for your 

opportunity through the system. 

12.1. How to advertise/create an opportunity 

1. Access PASS 

2. Click on the 'Manage opportunities' link (6)  

 

3. Lƴ ǘƘŜ ƴŜȄǘ ǇŀƎŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŘŘ ƻǇǇƻǊǘǳƴƛǘȅΩ ōǳǘǘƻƴ (1) and the Ψ/ǊŜŀǘƛƴƎ ŀƴ ƻǇǇƻǊǘǳƴƛǘȅ ŦƻǊ 

[your organisation name]Ω page is displayed. 
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12.2. Section 1: Project type 

Here you must specify which is the funding programme for which you advertise the projects, as well 

as the type of the activity and the topics that describe the volunteering activity. 

мΦ ΨCǳƴŘƛƴƎ ǇǊƻƎǊŀƳƳŜΩ ƭƛǎǘΥ  

- ΨEuropean Solidarity Corps / Volunteering - ESC51ΩΥ ŦƻǊ ǘƘŜ ǾƻƭǳƴǘŜŜǊƛƴƎ ŀŎǘƛǾƛǘƛŜǎ ŀŘǾŜǊǘƛǎŜŘ 

for the ESC51 projects (projects funded under programme 2021 ς 2027) 

- ΨEuropean Solidarity Corps / Volunteering Teams in High Priority Areas - 2021-2027ΩΥ  ŦƻǊ 

Volunteering Teams in High Priority Areas projects (funded under programme 2021 ς 2027) 

- ΨEuropean Solidarity Corps / Humanitarian Aid VolunteeringΩ: for the volunteering activities 

advertised for the Humanitarian Aid projects (projects funded under programme 2023 ς 

2027) 

 
Select the topics (2) that describe the project/volunteering activity you want to advertise and specify 

ǘƘŜ ǘȅǇŜ ƻŦ ǘƘŜ ǾƻƭǳƴǘŜŜǊƛƴƎ ŀŎǘƛǾƛǘȅΣ ΨLƴŘƛǾƛŘǳŀƭ ǾƻƭǳƴǘŜŜǊƛƴƎ ƻǊ Ψ¢ŜŀƳǎ ǾƻƭǳƴǘŜŜǊƛƴƎΩΣ ōȅ ǎŜƭŜŎǘƛƴƎ ƛǘ 

ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ Ψ¢ȅǇŜ ƻŦ ǾƻƭǳƴǘŜŜǊƛƴƎ ŀŎǘƛǾƛǘƛŜǎΩ ƭƛǎǘ όоύΦ 

Example: 
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12.3. Section 2: Opportunity details (4) 

 
1. Title 

Give your opportunity a short title ς something that is interesting! (mandatory field ς max 

255 characters) 

 

2. Description 

Here you can give a description of the project, its aims and objectives and the type of tasks 

the volunteers will be asked to carry out.  

Do not use this field to talk about the skills or qualities you are looking for in the volunteers 

or to provide information about accommodation, training, procedures to apply, etc. ς there 

are other fields for this information. (mandatory field ς maximum 1,000 characters) 

3. Accommodation, food and transport arrangements 

Describe the accommodation, food and transport that the volunteer will receive. (maximum 

600 characters) 

4. Training during the opportunity 



Placement Administration and Support System (PASS) ς June 2025 (v29) 

 

30 
 

Describe the training the volunteer will receive during the activity. (maximum 600 

characters) 

 

12.4. Section 3: Activity address (5) 

 
1. Organisation name (6) 

In this field you can specify the hosting organisation. Please type at least 3 characters of the 

organisation's OID, PIC or name, it will give you a list to select from. (non-mandatory field ς 

maximum 255 characters) 

You can use the address from the hosting organisation to fill in the next fields, for that just 

ǇǊŜǎǎ ōǳǘǘƻƴ Ψ¦ǎŜ ƻǊƎŀƴƛǎŀǘƛƻƴ ŀŘŘǊŜǎǎΩ όтύΦ 

2. Street and house number (8) 

In this field, you can specify the street name and the house number. (non-mandatory field ς 

maximum 200 characters) 

3. Town/city (9) 

Specify the town / city of where the opportunity will take place. (mandatory field ς maximum 

160 characters) 
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4. Postal code 

In this field, you can specify the street name and the house number. (non-mandatory field ς 

maximum 128 characters 

5. Country (10) 

Specify the country where the placement will take place. (mandatory field) 

6. Geolocation (11, 12 and 13) 

¸ƻǳ Ŏŀƴ ǳǎŜ ōǳǘǘƻƴ ΨDŜƻƭƻŎŀǘŜΩ όммύ ǿƘƛŎƘ ǿƛƭƭ ǳǎŜ ǘƘŜ ŀŘŘǊŜǎǎ ǘǊȅ ǘƻ ƭƻŎŀǘŜ ǘƘŜ ŎƻƻǊŘƛƴŀǘŜǎ ς 

ƛŦ ŦƻǳƴŘΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ƳŜǎǎŀƎŜ ŀƴŘ ǘƘƻǎŜ ŎƻƻǊŘƛƴŀǘŜǎ ǿƛƭƭ ōŜ ǇƭŀŎŜ ƛƴ ǘƘŜ ΨDŜƻŎƻŘŜΩ ŦƛŜƭŘΦ 

LŦ ȅƻǳ ǇǊŜŦŜǊΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ǘƘŜƳ Ƴŀƴǳŀƭƭȅ ƛƴ ŦƛŜƭŘ ΨDŜƻŎƻŘŜΩ όмнύΣ ōǳǘ ǘŀƪŜ ŎŀǊŜ ƻŦ ŜƴǘŜǊƛƴƎ 

them with the correct format, ie: 41.3226182, 19.798805. 

Finally, you can also use the map (13) to fill the ŦƛŜƭŘ ΨDŜƻŎƻŘŜΩΣ ŦƻǊ ǘƘŀǘ ȅƻǳ Ƨǳǎǘ ƴŜŜŘ ǘƻ ŎƭƛŎƪ 

the map in the place you want. 

 

12.5. Section 4: Activity dates (14) 

 

You have the choice whether to ǳǎŜ ΩPreciseΩ or ΨFlexibleΩ ŘŀǘŜǎ όмпύ, depending on the nature of your 

project. Potential volunteers will be able to search for projects based on these dates. 

It is mandatory to add these dates.  

1.  Precise dates 

 
Use this option if you know the dates that your project is going to start and finish. 

The end date must be later than the start date (14.1). 
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2.  Flexible dates 

 

Use this option if you are not sure when the project will start, or if there is some flexibility on when 

volunteers could start and end (14.2). Specify the number of weeks (14.3) that the volunteering 

activity will last. The number of weeks must not exceed the total number of full weeks available 

between the dates. 

 

12.6. Section 5: Volunteer details (15) 

 

Specify the profile the young people should have and countries from where they will be selected.  

bƻǘŜΥ  CƻǊ Ψ/ƻǳƴǘǊƛŜǎ ǾƻƭǳƴǘŜŜǊǎ ǿƛƭƭ ōŜ ǎŜƭŜŎǘŜŘ ŦǊƻƳΩΣ ǘƘŜ ǎȅǎǘŜƳ ƛƴǘŜǊǇǊŜǘǎ ǘƘŜ Ψ!ƴȅ ŎƻǳƴǘǊȅΩ 

option as the list with all the countries that are part of the specific programme (see the funding 

ǇǊƻƎǊŀƳƳŜ ǎŜƭŜŎǘŜŘ ŀǘ ǘƘŜ Ψ{ŜŎǘƛƻƴ мΩΦ ¢Ƙƛǎ ƳŜŀƴ ǘƘŀǘ ƛŦ ȅƻǳ ǎŜƭŜŎǘ Ψ!ƴȅ ŎƻǳƴǘǊȅΩΣ ȅƻǳ ǎƘƻǳƭŘ ƴƻǘ 

mentioned other countries. 
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12.7. Section 6: Application details (16) 

Here you can provide the additional details about the application: 

1. Application requires a CV: if you want the volunteer to have a CV uploaded to their profile 

when applying for this opportunity.  

2. Application requires a Motivation Statement: if you want the volunteer to write a short 

motivation statement when applying for this opportunity. You will see the information 

ŘƛǎǇƭŀȅŜŘ ƛƴ Ψ!ǇǇƭƛŎŀǘƛƻƴǎΩ ƭƛǎǘ όƛƴ t!{{ύΦ 

3. Ψ!ǇǇƭƛŎŀǘƛƻƴ ǿƛǘƘout a ŘŜŀŘƭƛƴŜΩ ƻǊ Ψ!ǇǇƭƛŎŀǘƛƻƴ ŘŜŀŘƭƛƴŜΩΥ 

You should indicate if there is or not a deadline for the application. Either indicate date (17) 

you want people to apply before or tick the 'Application without a deadline' box. If you 

specify a deadline date, your opportunity will stop being displayed in the list of available 

opportunities the day after this date. "Full" and "Closed" applications can still be seen in the 

pages of linked organisations after the deadline date. 

4. Contact person name (18) : if you wish, you can give the name of the person that potential 

volunteers can contact. This is not a mandatory field ς you can leave it blank. (non-

mandatory field ς max 255 characters) 

5. Contact email address (19): specify the email address that potential volunteers must use to 

contact the people coordinating this project. (mandatory field ς max 254 characters) 

6. Organisation logo (20): You should add the Logo picture of the organisation to your 

opportunity, which will be displayed at the top of the opportunity detail page. (non-

mandatory field ς picture size limited to 8mb ς file formats are limited to: .jpg .jpeg .gif .png 

.bmp). If you do not add a Logo picture, a generic default picture will be added instead: 
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12.8. The Final Part (21) 

 
In this final section, you control when your opportunity is visible to the public. 

 

Opportunity status 

You can change the status of your opportunity to four different statuses: 

- Draft ς this is the default status when you enter a new opportunity. It is not visible to the 

public when it has this status. 

- Open ς after you have finished entering all of the relevant information and you are ready to 

start accepting applications or enquiries from potential participants, then change the status 

ǘƻ ΨhǇŜƴΩΦ Lǘ ǿƛƭƭ ǊŜƳŀƛƴ ǾƛǎƛōƭŜ ǳƴǘƛƭ ǘƘŜ Řŀȅ ŀŦǘŜǊ ǘƘŜ Application Deadline Date, or until you 

ŎƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ōŀŎƪ ǘƻ Ψ5ǊŀŦǘΩΣ ƻǊ ǘƻ Ψ/ƭƻǎŜŘΩ ƻǊ ΨCǳƭƭΩΦ 

- Closed ς no more applications can be submitted. 

- Full ς you have found your applicants, so there are no more vacancies. 

CƛƴŀƭƭȅΣ ǇǊŜǎǎ ōǳǘǘƻƴ Ψ{ŀǾŜΩ όноύ ƛƴ ƻǊŘŜǊ ǘƻ ǊŜƎƛǎǘŜǊ ǘƘƛǎ ƻǇǇƻǊǘǳƴƛǘȅ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ LŦ ȅƻǳ ǇǊŜǎǎ 

Ψ/ŀƴŎŜƭΩ όннύΣ ƴƻ Řŀǘŀ ǿƛƭƭ ōŜ ǊŜƎƛǎǘŜǊŜŘΦ 
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13. wŜŎŜƛǾŜ ŀ ȅƻǳƴƎ ǇŜǊǎƻƴΩǎ application for an opportunity 

The young people registered in European Solidarity Corps portal have the possibility to search and 

express their interest for a European Solidarity Corps opportunity advertised by your organisation 

όΨaŀƴŀƎŜ ƻǇǇƻǊǘǳƴƛǘƛŜǎΩ όсύ ƭƛƴƪ ƛƴ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴ ŘŀǎƘōƻŀǊŘύ. 

 

Whenever a young person expresses their interest for an opportunity you will receive an email (in 

English), and you will see the information in the 'Applications' list (8). 

The email contains the registered candidate name (linked to their profile), opportunity title, and, if it 

is the case, the motivation statement. 

Should you wish to ask the registered candidate for a Motivation Statement (min 500 characters and 

maximum 1000 characters) or/and CV, then you must tick one or both options (checkboxes) available 

ƻƴ ǘƘŜ ΨAdd ƻǇǇƻǊǘǳƴƛǘȅΩ form (ǎŜŜ ΨaŀƴŀƎŜ ƻǇǇƻǊǘǳƴƛǘƛŜǎΩ option 6). 

By clicking on the link associated to the participant's name, you will see the young person profile, 

including their email address. 

Example ς email application for an opportunity for which is not requested a motivation statement 
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Example ς email application for an opportunity for which a motivation statement is required: 

 

Please note that if you reply directly to the email you received, the message will not reach out the 

young person's mailbox, but instead it will be sent to the European Solidarity Corps functional 

mailbox.  
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View the list with applications 

Note that the 'Applications' option (8) will be displayed in the table on the homepage of PASS only if 

at least one participant has expressed their interest for a placement you advertised.  

 

Click on the 'Applications' (8) option to view the list with all registered candidates that expressed 

their interest for the opportunity you advertised. 

You can filter the applications (2) received by ΨhǇǇƻǊǘǳƴƛǘȅΩΣ Ψ/ƻǳƴǘǊȅ ƻŦ wŜǎƛŘŜƴŎŜΩΣ ΨaƻǘƛǾŀǘƛƻƴ 

ǎǘŀǘŜƳŜƴǘΩ ŀƴŘ 'PRN', and you can access the registered candidate profile and get in touch with 

him/her by sending an email. Please note that the email address is visible at this stage, thus you can 

email him/her without sending a contact request first. 

List of applications received where you are the support organisation (1): 

 

You can access the list of applications where you are the support or the hosting organisation (1). 
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14. Send an offer for an activity 

An offer is a formal proposal made to a Participant when an Organization wants to recruit them for a 

specific activity. Creating and accepting offers is mandatory in all cases, even if volunteers and 

organizations connect first outside of PASS. 

14.1. General information 

After you have come to an agreement with the registered candidate about the activity, you must 

make an offer to them through PASS.  

This final step is very important because: 

Å It is the mandatory step in the enrolling with insurance process 

Å It makes participant data available to be encoded in Beneficiary Module (for ESC51 projects) 

Å Lǘ ƛǎ ǇŀǊǘ ƻŦ ǘƘŜ ǇǊƻŎŜǎǎ ǘƻ ǘǊƛƎƎŜǊ ǘƘŜ ǇŀȅƳŜƴǘ ƻŦ ŦǳƴŘǎ ŦƻǊ ŀŎǘƛǾƛǘƛŜǎκǇǊƻƧŜŎǘǎ όΨCƛƴŀƭ wŜǇƻǊǘΩύ 

 

The send offer form is split in 6 sections and the system will guide you through each of them: 

 

1. Funding programme: 

ü Funding programme: 

o For European Solidarity Corps funded projects (ESC51) ς choose ΨEuropean 

Solidarity Corps/ Volunteering - 9{/рмΩΦ 

o For Volunteering Teams in High Priority Areas projects, choose ΨEuropean Solidarity 

Corps / Volunteering Teams in High Priority Areas ς 2021-2027Ω. 

o For Humanitarian Aid Volunteering projectsΣ ŎƘƻƻǎŜ ΨEuropean Solidarity Corps / 

Humanitarian Aid VolunteeringΩ. 

o  

2. Participant: specify the PRN of the registered candidate and the funding programme. 

3. Hosting organisation: search for the host organisation and select it. You will see that the 

information, such as city, address, postal code, and country, is automatically filled in and it 

cannot be changed. 

4. Project information: enter the ΨProject codeΩΦ 

5. Offer information: enter the Activity details: name, topics, description, start and end dates for 

the activity. The type is read-only for now.  

 

NOTE: 

1. If the start date of the activity is in the past, a warning message is displayed informing you 

that the offer should be sent before the volunteer starts the activity as they must be 

covered with insurance. However, you will be able to send the offer. 
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 aŜǎǎŀƎŜ ŘƛǎǇƭŀȅŜŘ ǿƘŜƴ ǘƘŜ ŀŎǘƛǾƛǘȅ ǎǘŀǊǘ ŘŀǘŜ ƛǎ ƛƴ ǘƘŜ Ǉŀǎǘ ƻǊ ƛǘ ƛǎ ΨǘƻŘŀȅκŎǳǊǊŜƴǘ ŘŀȅΩΥ 

 
 

2. Maximum duration of a long-term volunteering activity is 1 year. When entering the 

activity dates, the system checks if the duration of the volunteering activity exceeds one 

year and if it is the case a message Ψ! volunteering activity under European Solidarity Corps 

Ŏŀƴƴƻǘ ƘŀǾŜ ŀ ŘǳǊŀǘƛƻƴ ƎǊŜŀǘŜǊ ǘƘŀƴ ƻƴŜ ȅŜŀǊΩ is displayed inviting you to update the 

dates. You will not be able to go to the next steps unless you correct the activity dates, so 

the duration is < = 1 year. 

 

 
 

3. Message displayed in the case an offer was already accepted by the (same) participant for 

the (same) project you want to send offer:   

ΨThe Participant has already accepted an offer for a period that overlaps with the period of 

the offer you've selected.Ω 

 
  

Note: 

For ESC51 projects ς the information about the project is retrieved from the Beneficiary 

Module (BM), unless the project is not yet encoded in the tool. 

If the project is not yet in the BM, you will still be able to send an offer for it, as PASS allows 

you to manually enter/ type the project code. 
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If the project is already in the BM, then please note that the start and end date for the activity 

you want to send an offer should be between the start and end date of the project. If the 

information in PASS (start and end date of the project) is not correct, please check if in the 

Beneficiary Module is the correct one. In case the information in PASS differs from the one in 

BM, please contact your country National Agency so they can report the issue further. 

 

 

6. Review and send the offer: review the information you have filled in and send the offer to the 

potential participant. 

The potential participant will receive an email with details about the activity they have been offered 

by you.  

The email is sent in their preferred contact language (it is specified in their profile). A copy of the 

email (in English) will be sent to you. 

To accept or decline the offer, the potential participant must click either, on the "Accept offer" 

button to accept it, or on the "Decline offer" button to decline it. The confirmation of the accepting 

or declining the offer will be sent to both, potential participant, and you. 

NOTE: The offer is technically valid 15 days, after which its status is ŎƘŀƴƎŜŘ ƛƴǘƻ Ψ9ȄǇƛǊŜŘΩ ŀƴŘ ƛǘ 

cannot be accepted or declined. Therefore, should you wish, you could resend the offer. 

Each offer is linked to a participant, and it cannot be shared with anyone else. 

14.2. Send an offer ς detailed steps 

.ŜŦƻǊŜ ǎŜƴŘƛƴƎ ŀƴ ƻŦŦŜǊΣ ǇƭŜŀǎŜ ǊŜŀŘ ǘƘŜ ΨGeneral informationΩ section available at the beginning of 

this chapter. 

For ESC51: 

- The information about projects is retrieved from the Beneficiary Module (BM), unless the 

project is not available yet in the tool. 

- If the project is not yet in the BM, you will still be able to send an offer for it, as PASS allows 

you to manually enter/ type the project code (so you will not have to select it from a list). 

 

For Humanitarian Aid and VTHPA projects you can enter the project code manually (a select list will 

be available soon). 
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Send an offer:  

- Log in to PASS 

 

- /ƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŜƴŘ an ƻŦŦŜǊΩ ό3) link that is available in the dashboard associated to your 

organisation. 

The send offer form is open allowing you to fill out the details for the activity you will offer to the 

potential participant. The form is split in 6 sections and the system will guide you through each of 

them: 

 

1. Funding programme: 

- {ŜƭŜŎǘ ǘƘŜ ŦǳƴŘƛƴƎ ǇǊƻƎǊŀƳƳŜ όмύΥ ΨEuropean Solidarity Corps / Volunteering - 9{/рмΩ 

 

For VTHPA, select ΨEuropean Solidarity Corps / Volunteering Teams in High Priority Areas - 2021-

2027Ω. 

CƻǊ IǳƳŀƴƛǘŀǊƛŀƴ !ƛŘΣ ǎŜƭŜŎǘ ΨEuropean Solidarity Corps / Humanitarian Aid VolunteeringΩ. 

2. Participant: 

- ¢ȅǇŜ ǘƘŜ twb ƛƴ ǘƘŜ ΨtŜǊǎƻƴŀƭ ǊŜŦŜǊŜƴŎŜ ƴǳƳōŜǊΩ όмύ ōƻȄ ŀƴŘ ǇǊŜǎǎ Ψ{ŜŀǊŎƘΩ ōǳǘǘƻƴ όнύ ŀƴŘ ǘƘŜ ōŀǎƛŎ 

information of the registered candidate (such as full name, PRN, country of residence and 

nationality) will be displayed.  

- /ƭƛŎƪ ƻƴ ǘƘŜ Ψ.ŀŎƪΩ όпύ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎǘŜǇ όΨCǳƴŘƛƴƎ tǊƻƎǊŀƳƳŜΩύΣ ƻǊ ƻƴ 

- /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ όрύ ōǳǘǘƻƴ ǘƻ Ǝƻ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ όΨtǊƻƧŜŎǘ ƛƴŦƻǊƳŀǘƛƻƴΩύΣ ƻǊ ƻƴ 

- ¢ƘŜ Ψ/ŀƴŎŜƭΩ ό3) to cancel the sending of the offer 
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Example: Search for a potential participant data 

 

Example: Potential participant data is retrieved 

 

 

3. Host organisation: 

In this section, you must provide the information about the place where the activity will take place, 
such as organisation host name and address (country, city, country) as well as the full name, e-mail, 
and phone number of a contact person from the host organisation. 
The contact details of a person from the host organisation will receive a notification when the 
participant will be enrolled in the insurance system. 
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These are the options to select a hosting organisation: 
¶ Option 1: My organisation Test Organisation Alpha is the hosting organisation 
¶ Option 2: Use an organisation linked to other offers made by my organisation 
¶ Option 3: Choose another organisation 

 
Option 1: My organisation Test Organisation Alpha is the hosting organisation 
The organisation details are already in the database, then the system will automatically fill in the 

fields: Organisation name, Hosting address street, Hosting address postal code, Hosting address city, 

Hosting address county. Please note that you cannot update any of those fields. 

 
 
Option 2: Use an organisation linked to other offers made by my organisation  
This option allows you to choose from a list of organisations that you have worked with before. 
As option 1, the details will be filled in automatically once you choose the organisation. 
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If you don't find the organisation in the list, you can always press the button "Back" to go to the 3 
options and maybe search the hosting organisation with option 3. 
After selecting one organisation, you'll see the details of that organisation in the hosting details: 

 
 
Option 3: Choose another organisation 
You can search for another organisation by "Name and country", PIC or OID. 

Select on option, fill in the field(s) and press the "Search" button:  
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From the results, select one of the organisations. 

As with option 1 and 2, you can go back and search again. 

 

Remarks for Humanitarian Aid 

Organisations with Humanitarian Aid QLs (with role Simplified Hosting) that have branch offices, will 

be able to select one of those branch offices and update the address of the hosting organisation. 

 

General remarks 
The organisations presented are the ones already in the database holding a valid Quality Label. 

If the organisation you are looking for is not in the database, please contact your countryΩǎ National 

Agency for ESC, or the agency that manages your projects, so they will report the issue further via de 

dedicated channels. 

   

Contact person 
Type/ provide the contact details of the contact person from the host organisation (contact person 

name, email and phone). This information is sent to the insurance system, so a notification will be 

sent to the inbox of the email address when a person is enrolled in the insurance system. 
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Result 

 
4. Project information: 

In this step, you must specify the project code for which you want to send the offer, the action and 

the action type linked to the project.  

 

For ESC51:  

- If the project is not yet in the Beneficiary Module (BM), then you would need to manually 

type/enter the project code. Project code format is YYYY-Call-NA0X-ESC51-VTJ-XXXXXXXXX. 

The system will also inform you that there is no project in the BM linked to your organisation. 

 

- If at least one project code is in BM and linked to your organisation, then a message is 

ŘƛǎǇƭŀȅŜŘ ŀōƻǾŜ ǘƘŜ ΨtǊƻƧŜŎǘ ŎƻŘŜΩ field informing you about the existence of a project code. 
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- Lƴ ǘƘŜ ΨtǊƻƧŜŎǘ ŎƻŘŜΩ ŦƛŜƭŘ όмύΥ  

¶ if the project is not yet in the Beneficiary Module, then there will appear a message 

informing you about this and you will be invited to type the project code. 

Project code format : 2021-1-NA0X-ESC51-VTJ-XXXXXXXXX 

 

¶ In case the project is already in the Beneficiary Module (BM), then would only have 

ǘƻ ǎŜƭŜŎǘ ƛǘ ŦǊƻƳ ǘƘŜ ΨtǊƻƧŜŎǘ ŎƻŘŜΩ ƭƛǎǘΦ tƭŜŀǎŜ ŀŎǘƛǾŀǘŜ ǘƘŜ ƭƛǎǘ ōȅ ǇƭŀŎƛƴƎ ǘƘŜ ŎǳǊǎƻǊ ƛƴ 

ǘƘŜ ΨtǊƻƧŜŎǘ ŎƻŘŜΩ ŦƛƭŜŘ ŀƴŘ ǎǘŀǊǘ ǘȅǇƛƴƎ ƛƴ ƛǘΣ ǎƻ ǘƘŜ ƭƛǎǘ ǿƛǘƘ ǇǊƻƧŜŎǘ ŎƻŘŜǎ ǿƛƭƭ ōŜ 

displayed. 

 

For VTHPA:  

- The project code format must comply with the pattern YYYY-R-EACEA-VTHPA-NNNNNNNNN. 

 

For Humanitarian Aid:  

- The project code format must comply with the pattern YYYY-R-EACEA-VOLUN-NNNNNNNNN. 

 

Example:

 
 






















































































