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More than 2 billion people around the world live in slum housing. In such places, polluted water supplies and inadequate sanitation spread fatal disease. Families are trapped in a daily struggle to survive amid substandard, often inhuman living conditions. Habitat for Humanity helps break this cycle of poverty.  We work with in 90 countries around the world to build or facilitate safe, decent and affordable housing. Since 1976, we've assisted more than 300,000 families. With decent housing come stable families, stronger communities and hope for the future.
The Need

Housing need
· About 1.1 billion people are living in inadequate housing conditions in urban areas alone (United Nations Centre for Human Settlements) 

· In cities of the developing world, one in four households lives in poverty 

· Forty percent of African urban households are living below the locally defined poverty line 

· An estimated 21 million new housing units are required each year, in developing countries, to accommodate growth in the number of households between 2000 and 2010. 14 million additional units would be required each year for the next 20 years if the current housing deficit is to be replaced by 2020 (UNCHS) 

· About 100 million people worldwide are homeless. (UNCHS) 
In the face of overwhelming costs 
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1.2 billion people worldwide experience "income poverty," meaning they live on the equivalent of less than US$1 per day (World Bank) 

· In Latin America, households need 5.4 times their annual income to buy a house. In Africa, they need an average of 12.5 times their annual income 

· The highest rents are found in the Arab States, where a household spends an average of 45 percent of its monthly income on rent 

· Real estate costs are highest in Asia and the Pacific, where one square metre of land for a serviced plot costs an average of US$3.10. 

What do we mean by "inadequate housing"? 
· Worldwide, 1.3 billion people lack access to clean water (Global Issues) 

· 2.6 billion people lack access to sanitation (UNICEF) 

· Less than 20 percent of households in Africa are connected to piped water, and only 40 percent have piped water within 200 metres of their home 

· In the developing world, 29 percent of cities have areas considered as "inaccessible" or "dangerous" to the police. In Latin America and the Caribbean, this figure is 48 percent 

· Less than 35 percent of cities in the developing world have their wastewater treated 

· In countries with economies in transition, 75 percent of solid wastes are disposed of in open dumps (UNHCS) 
These conditions wreck lives 
· About 11 million children under age 5 die each year from preventable diseases such as pneumonia, diarrhoea, malaria and measles (UNHCS) 

· More than 110 million children of school age are not in school (UNHCS) 

· Nearly 1 billion people are illiterate (UNHCS)

The picture now:

· Number of families served built in 2006/7   49,000
· Number of countries where Habitat for Humanity operates
92
· Number of people taken out of housing poverty by end 2007   1.5 million
.
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Habitat for Humanity is housing charity which seeks to champion decent housing as a human right. We work in many ways to achieve our vision of a world where everyone has a decent place to live regardless of their race, creed, ethnic background or nationality.  Habitat for Humanity is a hand up, not a hand out.  Most of our projects require prospective home-partners to contribute many hours of their own labour – “sweat equity” - towards each building project, helped by neighbours and other volunteers, sometimes from overseas. We work with many other organisations to achieve our aims.  In fact, partnership arrangements with other NGOs and aid organisations are becoming an increasingly important part of Habitat for Humanity’s global remit. 
The Habitat for Humanity vision is a world where everyone has a decent place to live. You can see from the numbers above that we are helping a lot of families and people, but nearly 1 billion people are still living in urban poverty alone. To achieve our vision we need to work with other organisations, governments, the UN. Working together, we can eliminate poverty housing from the face of the earth.

The principles underpinning our work come from our Christian ethos, and the rights based approach to development. In Great Britain our patrons include a Bishop and the Chief Rabbi.

On the world stage our supporters include former U.S. President Jimmy Carter and ex-President Kenneth Kaunda of Zambia, and many stars of film and stage who volunteer our sites.  They are joined by hundreds/thousands of other volunteers in special programmes to build large numbers of houses within the week. 
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Why send Volunteers?

Volunteering plays an important part in Habitat for Humanity.  It starts with the sweat equity of the homeowner and extends to the neighbours as well as other people from the broader community.  International volunteers have much more impact on the programme than their numbers would suggest. While the actual numbers of houses built by international volunteers are small (compared with the total number of houses), their contribution is enormous.  As well as hard work, they bring vital funds to the host country, they bring laughter and entertainment for the children, they increase motivation, and more importantly they show that the West has not forgotten the East, the North has not forgotten the plight of those living in housing poverty in the South.

Volunteers working alongside Homepartners bring many benefits. They:

· Bring donations that enable Habitat for Humanity to build more and more houses. 

· Add to the local economy.  Volunteers eat local food, stay in local hotels, travel in local buses. Volunteers add to the local economy with their “tourist pounds”.

· Bring laughter, enthusiasm and motivation. This is a very important reason for volunteering. Local people begin to feel that the rest of the world has not forgotten them, and their hope for a better future builds up.

· Volunteers see what the burden of poverty really is, they see what Habitat for Humanity is doing about it, and when they return home they tell others what they have seen.

“Perhaps the biggest impact of international teams can be seen in team photographs in pride of place on the wall of a new home partner.  When a homepartner points to that photograph and says ‘these are my friends from the UK,’  you know that barriers have been broken” – Ian Pearce, Habitat for Humanity, Banbury.
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A bottom-up organisation.  Our approach in the countries in which we work is to establish strong local organisations.  Four regional offices support the national offices. It should be no surprise, therefore, that our house building varies according to context. In every location our aim is to build culturally appropriate homes that will cope well with local conditions: for example stilt houses in Papua New Guinea, earthquake-resistant houses in Indonesia, hurricane-resistant homes in the Caribbean.

House funding methods also vary according to location. In Britain we are developing shared equity schemes whereby the home partner takes on a commercial mortgage for an affordable amount while Habitat for Humanity owns the rest of the house but charges no rent for it. We also work with other organisations to help them with their development projects: for example, we recently co-operated with the Salvation Army to convert staff accommodation into a halfway house for residents moving on from one of their hostels for the homeless in London.
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Some countries have a programme where the houses are sold at cost with a low-cost mortgage. In others we operate a Save and Build scheme (see box) which enables us to offer simple, decent homes to people on very low or intermittent incomes.
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Loan repayments go into a revolving fund to fund the construction of more houses. But to begin the process, and expand our house building activities, we need the support of donors.  This comes from the contributions of international volunteers as well as grants from governments, other charities, individuals, corporations….

Many projects do not involve Habitat for Humanity building houses at all!  It may be that helping a family acquire legal title for the land that they own is sufficient motivation for them to undertake their own building project.  Other people only need training, advice and a soft loan.  The homepartners will then source their own mason….
Partnership projects.  Partnership projects with other NGOs and aid agencies usually exist to meet the needs of specific groups, whether they be people living with a disability, or a medical condition such as leprosy or those affected by AIDS.  For example, in three African countries we are currently developing pilot projects to house children orphaned by AIDS. Working with partner organisations who manage the care component, we are building clusters of homes for orphaned siblings grouped around a conventional family home where the adults can also act as foster parents for the orphans. Another option is to extend the homes of foster parents who are willing to take in AIDS orphans.  As there is no one to repay a mortgage, all these projects need external funding.  Comic Relief is one of the first group of funders.
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PLEASE TURN TO THE SECTION  GLOBAL VILLAGE TEAMS – OPEN TEAMS 
IF THIS SECTION DOES NOT APPLY TO YOU
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A Closed Team is a group of friends or a team of people from the same organisation, church, college or workplace.  These teams usually have a team leader and deputy supplied by the group, and approved by HFH, who will organise the trip with support from HFH.  In some circumstances an experienced team leader can be provided by HFH.    

The group will fundraise together.  If HFHGB have provided a team leader, the team will cover the team leader’s costs. Each Closed Team will have a Memorandum of Understanding to confirm their participation.

Memorandum of Understanding

A MOU outlines what you are responsible to do and what HFHGB is responsible to do.  There will be two MOUs: one between HFH and the organization, Once this MOU is signed, the team leader can begin to organize his/her team, and begin fundraising. The second MOU is between HFH and the team leaders.
	Contact

            Your initial point of contact at HFHGB is:

               Stefan McNally, Development Officer

               Tel: 01295 220 184

               Email: mailto: smcnally@habitatforhumanity.org.uk
            Once your team is confirmed, you will be transferred to a Volunteer Teams Coordinator.                           

         The Volunteer Teams coordinator will work with you to plan your trip and see it through to completion.
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Leading a Closed Team

Each Team Leader is required to undergo the 2-day Global Village Team Leader training programme, be approved by HFH, and complete an Application to Lead form.  Ideally the Team Leader should have previous experience of a Global Village trip or something similar. Additional training such as first aid may also be required. If you have previously attended a training day but not for some time, you may be asked to attend another.  Our policies and methods develop over the years and as an experienced leader your contributions will be very valuable to novices.  

The roles and responsibilities of a Closed Team Leader are varied. Some teams will have a deputy team leader in which case some of the responsibilities below can be shared. You will:

· Be the point of contact between the team and the HFHGB Volunteer Teams Coordinator

· Be the point of contact between the team and the HFH Hosting Coordinator

· Be involved in preparing the team budget

· Be involved in preparing the team itinerary

· Assist in recruitment and selection of team 

· Manage the team’s expectations

· Pay bills and manage the in-country finances

· Hollowing H&S policies and practices

· Be the team first aider or allocate the role of first aider to a suitable team member if trained
· Collect and disseminate documents from team members

· Organise daily team times

· Be prepared for and deal with unexpected situations

· Be prepared to protect your team from local disputes if the arise
· Deal with conflict within the team and between the team and members of the community 

· Have final responsibility for the safety and well-being of the team

· Ensure that the team have a meaningful trip

· Ensure that the team make a positive contribution to the community 

· Return completed evaluation forms to HFH
· Be an ambassador for HFH to your team and to the community

[image: image14.png]


Getting Started

The following list of steps should help you get started in preparing a Closed Team. (Please see the flow chart at the end of this chapter.) A schedule of dates for specific actions will form part of the Memorandum of Understanding.

· Contact HFHGB to discuss your interest.  Think about locations, dates, budget, team make-up (gender, age range, etc.), and preferences.  

· Attend the HFHGB Global Village Team Leader Training Day 1
· Complete and return an Application to Lead form.

· Complete and return a Memorandum of Understanding.

· Complete and return a Global Village Getting Started form. 

· You will then be allocated a Volunteer Teams Coordinator who will work with you to develop the team.  This will include:

· Return forms, pay deposits 

· Agreeing an initial budget and itinerary as per the schedule in the Memorandum of Understanding.

· Attending first aid training approved by HFH (normally arranged by HFH)
· Advise team on vaccinations and visa requirements.

· Recruit and select your team. Send copies of team member application forms, passports, deposits to HFHGB.

· Publicise the trip within your organisation or network. Begin team fundraising. Our fundraising Toolbox has helped many teams exceed the minimum donation level.

· Finalise budget and itinerary as per the schedule in the Memorandum of Understanding.

· Hold orientation day about a month before departure.

· Purchase traveller’s cheques/currency.

· If keeping your own accounts, send minimum donation of £350 per person to HFHGB.  If HFHGB is keeping your accounts, send in all money as it is raised.

· Return evaluation forms and accounts (if HFHGB is keeping your accounts). Send any additional funds for overseas transfer to HFHGB.

· Arrange a team debrief and reunion.

Team Recruitment
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Closed Teams are usually publicised within the organisation by the team leader(s).  Consider promoting your trip via your organisation’s website, newsletter and notice boards.  We can help you with your recruitment by supplying materials such as posters, videos, photographs, true stories & quotes.  We may also be able to come and talk to the (potential) team.  Please contact HFHGB to discuss your requirements.  If you find that you have been unable to recruit enough people from within your organisation and would like to open up the trip to a wider audience, please contact HFHGB who will do their best to promote the trip to any suitable enquirers.  However, we cannot guarantee that we will be able to fill any spare places. 
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Team Selection
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Individuals wanting to take part in a Global Village trip need no particular skills or qualifications except enthusiasm and a desire to help people overseas.  However, it is important that your Global Village team is made up of people with personalities and qualities that will complement each other.  You should seek to have a team that will work together effectively!  

But bear in mind that our experience with Global Village Challenge events, where there is very little contact with team members before the event, is that once on site people very quickly form themselves into an effective team.

Should any potential member of your team have a physical limitation or medical condition you need to be sure that you (and they) can cope with it given the conditions of the trip.
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Acceptance and Refusal

A team leader has the right to refuse to take an applicant onto the team.  This could be for several reasons including health or medical issues, motives, personality, team working ability, etc.  If you choose to accept or reject someone for your team, you should inform the applicant by letter, telephone, email or in person as appropriate, giving reasons.

Logistics

Closed leading involves quite a lot of work on your part in organising the trip.  Your Volunteer Teams Coordinator will assist as much as possible.  They will be able to help with the budget and itinerary, suggest cultural activities and destinations for sightseeing, recommend hotels and restaurants, make bookings for hotels and transportation, advise on cultural issues.  It should also be possible to have an HFH staff member present with you throughout the trip if required.  You will need to budget for their hotel and food costs.  

Remember, HFHGB is here to help you and support you through this process.

Flowchart of Procedure for Mission Teams
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A Global Village Challenge Open Team consists of a dozen or so volunteers led by a trained and experienced team leader.  The volunteers will not have met each other before the trip and may have nothing in common except for a desire to work with partner families to build simple, decent homes.  

The team leader is invited by HFHGB to lead the challenge and will be given additional support and training by HFHGB prior to departure.  The team leader’s direct costs and minimum donation are covered by the team.  Additional costs such as travel, visas and vaccinations can also be covered.  Some team leaders choose to take on these costs and embark on fundraising activities. This can ease the burden on the team members’ fundraising abilities and also increase the donation, but this is not compulsory.

[image: image58.png]



Leading a GV Challenge Team

GV Challenge team leaders will have participated in a Global Village trip themselves as participants.   Each team leader is also required to attend the Team Leader Training Days and fill in an Application to Lead form.  Additional training such as first aid may also be required, but would be provided by a third party organisation.  If you have not attended a training day for some time, then you may need to attend another.  Our policies and methods change each year but as an experienced leader, your contributions will be very valuable to novices. 

If you wish to be considered for a GV Challenge Team Leader, please contact Stefan NcNally on 01295 220184 or email: smcnally@habitatforhumanity.org.uk 
Roles and Responsibilities

The roles and responsibilities of a Global Village Challenge Team Leader are as follows:

· Be the point of contact between the team and the HFH Hosting Coordinator

· Manage the team’s expectations

· Pay bills and manage the in-country

· Carry out daily risk assessments

· Be the team first aider if the role of first aider has not been allocated to a suitable team member

· Ensure that you are familiar with logistical arrangements

· Ensure all bookings have been made

· Organise daily team times

· Return completed evaluation forms to HFH

· Be prepared for and deal with unexpected situations and team conflict.

· Have final responsibility for the safety and well-being of the team

· Ensure that the team have a meaningful trip and are a blessing to the community

The team leader holds no responsibility in decisions of refunds to team members for curtailment or other matters.  These decisions will be decided at the HFHGB office in accordance with the terms and conditions.

Getting Started

· Be invited to lead a GV Challenge team, or offer your services

· Ensure that you have submitted a recent Application to Lead form

· Ensure that your HFH training is up to date

· Familiarise yourself with the country you are going to

· Familiarise yourself with logistical arrangements, visa requirements, etc. as arranged by the Volunteer Teams Coordinator and Host Coordinator

· Receive a copy of the in-country budget breakdown

· Receive a copy of the itinerary

· Receive a copy of the team applications

· Meet the team

· Respond to questions from the team 

Memorandum of Understanding

GV Challenge team leaders will need to sign a Memorandum of Understanding with Habitat for Humanity Great Britain. This outlines what you take responsibility to do and what HFHGB takes responsibility to do.  

Team Recruitment & Selection

Global Village Challenges are publicised on the HFHGB website http://www.habitatforhumanity.org.uk/inv_gv_ind_cha.htm and in our newsletters.  We often attend exhibitions and conferences where hard copies of the GV Challenge brochure are distributed.  Registration for a place on the team can be done via the website or by post.  Most people who apply for a place are accepted.  The only criteria for rejection are:

· Applicant is under 18 and unaccompanied

· Applicants aged 70 and over require HFH obtaining special insurance, which is possible, but if circumstances prevent that the applicant will not be able to take part

· Applicant has medical conditions or disabilities or dietary requirements that we are unable to accommodate

· There are no places available

· We have reason to believe that it would be inappropriate to accept the applicant

Once we have offered an applicant a place on a team, then a deposit of £300 is payable.  This deposit is non-refundable.  Once the deposit has been received by HFHGB, the participant receives more information about visas and vaccinations, and our Fundraising Toolbox.  They will also receive the Global Village Orientation Manual. The Volunteer Teams Coordinator administers all of this.
Logistics

Global Village Challenge logistics are organised by the Volunteer Teams Coordinator and the Host Coordinator, however you should familiarise yourself with the plans that have been made.  Whilst in-country there may be occasions when you have to deal with unexpected situations, ensure that transport turns up when required, sort out any booking issues or make last minute changes.  Some things such as finding restaurants or organising laundry may not be feasible in advance. Remember, HFHGB is here to help you and support you through this process.
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Finances

Budget Overview

It is vital to keep expenses under control to ensure that as much money as possible goes into the donation for house building. Any money not spent in-country should be returned to HFHGB and will form part of the donation.
Closed leaders put the budget together with assistance from the Volunteer Teams Coordinator and the Host Coordinator. This budget will include a minimum donation of £350 per person to HFHGB. See the section entitled “Budgeting” for detailed information.

Global Village Challenge budgets will be put together by the Volunteer Teams Coordinator. The advertised price of the trip is based on this budget. As team leader you will need to see and understand the in-country budget as you will be expected to pay the bills during the trip.  Unless an emergency arises, HFHGB are not able to offer you any more money. 

Fundraising

The leader’s costs can be included in the budget for the team members to pay. However, many team leaders do prefer to raise some funds themselves.  We can send you our Fundraising Toolbox full of great ideas to help you. 

Closed Leaders: Once you have prepared an initial budget you will know how much money has to be raised for the trip.  Divide the total cost up between the team members and give each person an individual target to raise and even exceed.  Alternatively, fundraise as a team and raise over and above what was budgeted. Consider asking each participant to give what they can and then arrange a fundraising campaign to raise the remainder.  Keep a record as to how much they have paid and when. Our Fundraising Toolbox covers an A-Z of fundraising ideas as well as separate worksheets on how to organise a restaurant evening and a promises auction. Also covered is personal sponsorship and getting press coverage for your trip.
	Fundraising Ideas from the Toolbox 

Buy a Brick. See the buy a brick house. Give a sheet to your close friends and ask them to raise sponsorship for you.

Match evening. Meet up with your mates to watch your favourite team. Ask your mates to bring their own cans. Collect £5 as they cross your front door.

Yard sale, garden sale, boot sale… This could be the time to get rid of all the stuff that has been clogging up your cupboards for far too long. Or you could invite your friends and neighbours to bring along their stuff as well. 

Spring plant sale.  Start to take cuttings in the autumn. Insert coloured straws into plant pots – each colour represents a price. Approach garden centres for some special plants to be auctioned….

Add value to your sale by selling cream teas.




Income & Expenditure

Global Village Challenge: Each GV Challenge team has an account set up with HFHGB.  All monies received from participants for direct costs or as donations are credited to this account.  All invoices for the team will be paid from this account.
Closed teams have two options regarding the management of income & expenditure:

· Maintain your own accounts in the organisation bank account

· Set up an account with HFHGB

Option 1

You are responsible for keeping records of all monies.  The deposit, donation, and other administration fees should be sent to HFHGB as soon as possible.  Any additional monies (insurance and/or flights) should be forwarded when appropriate to allow invoices to be paid on time.  You may, however, prefer to pay these invoices directly. If your organisation is a church or charity, it will be able to reclaim Gift Aid which can then be sent to HHFGB. If your organisation is not a charity, any Gift Aid forms should be sent with the donation to HFHGB.

Money to pay for in-country expenses such as hotel bills and transport should be carried by the team leader in suitable currency or traveller’s cheques.  Some host countries can arrange for the payment of some bills if money is transferred to them in advance.  Your Hosting Coordinator will be able to advise if this is possible. On returning home, when you are happy that the finances are in order and we have received any additional sponsorship money, then HFHGB will transfer the money.

Option 2

HFHGB will set up an account for the trip.  All monies should be sent to the Volunteer Teams Coordinator at HFHGB (cheques made payable to HFHGB), and clearly marked with the name of the team.  HFHGB will pay all invoices on your behalf (in agreement with you) and will retain the Gift Aid. You will be able to request a summary of your account at any time.  

Money to pay for in-country expenses such as food, hotels and transport will be given to the team leader. Some host countries can arrange for the payment of some bills if money is transferred to them in advance.  The Host Coordinator will be able to advise if this is possible.

On returning home, the team leader should submit a written record of all monies spent in-country and the corresponding receipts.  Any unspent money should be returned to HFHGB along with any outstanding sponsorship.  Once HFHGB is happy that the finances are in order, the account will be closed and the donation portion will be sent to the host country.

In-country expenditure

You will be responsible for quite large sums of money whilst in-country – typically between £2500 and £5000 depending on the size of the team and the budget.  In countries where the use of cash machines and credit cards are an option, then this is the preferred method.  (Tip. Contact your bank to change your withdrawal limit and let them know what will happen – you do not want your account to be suspended.) We will advise you in the training as to the best methods for handling large sums safely in-country.
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Travel Plans: Flights

This section regarding flights is relevant to leaders of GV Closed teams.

Flights are the first form of transport you will need to arrange.  You may choose to make enquiries and bookings yourself – especially if you have access to special rates.  Alternatively HFHGB can do this on your behalf through an agency.  Group discounts usually apply for groups of 10 or more and you may be able to negotiate on the excess baggage allowance (useful if you have large tools or first aid kits!)  Be prepared to be flexible on dates, as flight times vary.  Remember to check all quotations, itineraries and tickets thoroughly when they arrive as mistakes do happen.  The name on the ticket should match exactly with the name on the passport.  You may also need to reconfirm your return flights.  Check with the airline if this is necessary. 

Getting to the airport (UK)

It is up to you how you decide to get participants from their home to the airport.  This will obviously depend on the location of each participant.  Some team leaders arrange a minibus or taxi to collect everyone; others leave it up to the participants to make their own arrangements.  Whatever you decide make sure that you either budget for the expense, or let participants know that it is not included in the price of the trip.  Global Village Challenge participants are expected to make their own arrangements.

In-country transport
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You will need to ensure that you have adequate transport:

· Between your destination airport and the affiliate or accommodation

· Between your accommodation and the worksite

· For afternoon/evening cultural visits

· For rest and relaxation days

Your Host Coordinator should be able to assist you in arranging and booking adequate transport.  You will also need to consider extra costs such as a driver and fuel.  Consider using public transport for the experience where practical.  

See the Health and Safety Section for advice on transport like this.

Domestic Arrangements: Accommodation

The type, quality and cost of accommodation will vary from country to country and affiliate to affiliate.  Many teams stay in a guesthouse but some stay with a homeowner family, in a community hall, school or hotel.  To accommodate all the team you might be separated into single-sex dormitory-type rooms.  You may be required to bring your own bed and sleeping bag.  Consider the requirements of the team, the team budget, sensitivity to the local people, distance from worksite and the overall experience of sleeping in unusual, basic or ‘cultural’ facilities.  Your Hosting Coordinator can assist you with finding suitable accommodation.  

Meals

Possible options for feeding your team are:

· Buying your own food and doing your own cooking (if facilities allow).

· Buying your own food, but allowing members of the community to cook it for you.  You will sample some local home-cooked cuisine, but will need to consider paying the cooks. Sometimes this service is ‘free’ because it is considered as part of the sweat equity.

· Visiting local restaurants as a team.

· Splitting the team up and visiting different homeowners as guests.  You will get to experience the local hospitality, and you may need to consider taking a gift for each homeowner.
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Water
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You will need to consider how to provide your team with at least 3 litres of drinking water each day, plus extra for washing and laundry if required.  In urban settings it is usual to purchase bottled water.  In rural environments you may have to collect water from a communal tap or pump and sterilise it yourself.  Don’t forget to obtain suitable containers for collecting water. 

Washing Facilities and Toilets

Guesthouses or hotels are likely to have bathrooms, but they may not be of a standard expected in the UK and they may be communal for a large group of people.  In rural areas, you may find that washing takes place outside with a bucket of water.  Whatever the arrangements, ensure that your team are mentally and practically prepared. You may need equipment such as buckets, bowls or sink plugs.  Latrines, bushes or flushing toilets?  Again, you will need to prepare your team for ‘facilities’ that may be different to home.

Laundry

Find out from your Hosting Coordinator what facilities there are for doing laundry, if any, and the likely costs involved.  If there are no facilities, or these are limited, remember to include travel wash and washing lines on the kit list.

Logistics Checklist

	Travel
	Team meeting point at airport?
	

	
	Overnight plans if arriving late at night?
	

	
	Being met at the airport?
	

	
	Transfer to next destination?
	

	Accommodation
	Type of accommodation available?
	

	
	Twin/triple rooms, or double beds only?
	

	
	Single supplements?
	

	
	Amenities included…laundry, kitchens?
	

	
	Communal bathrooms?
	

	
	Is bedding provided? Air con?
	

	
	Is breakfast included?
	

	
	Location?  Is it in a safe area?
	

	
	Distance from worksite? Nearest town?
	

	Meals
	Means of provision?
	

	
	Hygiene?
	

	
	Cost?
	

	
	Type of food?
	

	
	Dietary restrictions of team members
	

	In-country Transportation
	How will the team get:
	

	
	From airport to affiliate?
	

	
	From lodging to worksite?
	

	
	Around for sightseeing?
	

	
	Host recommendations for public v private transport
	

	
	Does the cost include petrol? VAT? Driver?
	

	
	What about emergencies?
	

	Team Orientation
	Pre-trip materials 
	

	
	Language: Simple words
	

	
	Names of HFH staff and families
	

	
	Packing list
	

	
	In-country who, what, where
	

	
	Best way to bring money
	

	Work
	Number of days working
	

	
	On/off rotation?
	

	
	Appropriate tools to bring/buy in-country
	

	
	Style of houses?
	

	
	How many houses?
	

	
	Type of work?
	

	Leisure
	Number of days
	

	
	Activities?
	

	
	Acclimatisation before and after
	

	
	Will a local host accompany team? (impacts budget)
	

	Weather
	Appropriate clothing?
	

	
	How might building be affected?
	

	Church Services & Community Gatherings
	Will the team attend?
	

	
	Will the team be expected to speak or participate?
	

	Health and Safety
	Water
	

	
	What is the procedure in the event of a medical emergency?
	

	
	Any special health and safety (political) issues from the host's perspective?
	

	
	First Aid
	

	Cultural Do’s and Don'ts
	Words 
	

	
	Gestures
	

	
	Clothing
	

	
	Addressing community elders
	

	Special Arrangements
	Visits to school / hospital / orphanage?
	


Country and Culture

It is important to try and find out what you can about the history, the culture and the worldviews of your destination town and country.  Pay particular interest to any behaviours or gestures that would cause offence.  

Country

As well as your local library and bookshop, you may find the following resources useful in finding out more:

	www.lonelyplanet.com
	www.fodors.com

	www.travel.org
	www.letsgo.com

	www.wtgonline.com
	www.fco.gov.uk


Cultural Differences and Customs

Cross-cultural exchange can be one of the most enriching and challenging parts of the whole building adventure.  Respecting the culture you are living and working in is essential to the success of your time within the community.  

Global Village Challenge participants will be invited to an orientation day by HFHGB where this topic will be covered in more detail.  Closed Team Leaders will need to brief team members on cultural appropriateness for the country they are going to.  Your Hosting Coordinator will be able to advise you on cultural do’s and don’ts.  These will include appropriate dress, behaviour and greetings as well as any other information you feel is appropriate.  It is important to remember different things are valued in different cultures.  

For example:

· Domestic animals such as cats and dogs may not get the same treatment you are used to.

· Time is often not as important; it is the quality of the relationship or discourse, not the time it takes.  
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Women may not experience the same degree of freedom you are used to.

The rule of thumb is:

· Ask if you don’t know

· Be flexible and ready to apologise if necessary

· Smile and be willing to learn.

	You are a visitor and thus you are not there to change or question but rather to respect, learn and experience. Remember, priorities vary from person to person and from culture to culture.  What one culture deems important or the best way another may not.  The story below is a beautiful example of this. “The Best Route”

A young man working in a village in Papua New Guinea asked his Papua New Guinea colleague for the best route to get to a certain village.  The colleague replied by saying, “There are many ways.  Which is best depends what you would prefer.  We could go through the bush and visit some close friends along the way.  Or we could go along the coastal route.  The sun will be strong, but an old man lives on the way.  He knows many stories from World War II.  If we take the road, we can talk to some members of my wife’s family who live on this side of the river.  If we go through the bush above the road, we may meet enemies, but it’s another possible route.”  The young man realised his “best” didn’t work in this culture, and that the quickest is not always the “best”*.


Worldview

Cultural do’s and don’ts are usually linked to the worldview of the culture.  An understanding of the underlying worldview can help us see why certain gestures and behaviours are considered offensive.

Our own worldview affects the way we behave.  A worldview leads to a belief, which leads to a value, which leads to a behaviour.

Worldview --> Belief --> Value -->Behaviour

Language

It is important to be able to communicate with the people you will be working with.  If the first language of the affiliate is not English, then you will need to consider having an interpreter with you.  You may be fortunate to have a native speaker or linguist on the team.  Otherwise you will need to discuss with the Host Coordinator what to do about arranging for an interpreter to stay with the team. It is recommended that the team learn some basic greetings, as this is a great way to be immediately accepted by your hosts. Obtain an up-to-date phrase book.

Itinerary

A typical weekly itinerary for a 2-week trip will look something like this:

	Day 1
	Fly to destination country

	Day 2
	Arrive at affiliate.  Welcome ceremony & Orientation 

	Days 3 - 7
	Build

	Day 8
	Day off – church, sightseeing, free time

	Day 9
	Build, afternoon/evening cultural event

	Day 10
	Build

	Day 11
	Build, Farewell ceremony

	Day 12
	Rest & relaxation

	Day 13
	Rest & relaxation

	Day 14
	Leave country


Team members will be motivated to get on with the work they have travelled a long way to do.  It is important that they don’t start half asleep from a long night on the ‘plane, and that they have an appropriate briefing before they begin. When planning your itinerary leave time for acclimatising before starting demanding building work.  Also try to arrange some cultural activities such as visiting a local school, learning to fish, teaching and learning songs and games, etc.  Discuss with your host and team members what sort of things would be possible.  Don’t forget to allow time for purchasing groceries and supplies if necessary. For days off your Host Coordinator should also be able to advise on local places of interest, markets, churches etc.

At the end of the trip you should have a day or two of rest and relaxation to unwind and reflect.  Consider sightseeing with the help of a tour operator or travel guide.  Alternatively your Hosting Coordinator can suggest what other teams have found worthwhile. Each day of the Global Village experience will be different and no matter how much you plan, things will always change at the last minute.  When planning, take into account the climate and plan to work during the cooler/drier parts of the day.  This may mean getting up early, working through the morning and relaxing during the hottest part of the day. If you are doing your own cooking and/or laundry then don’t forget to allow for that too. A typical day plan may look something like this:
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	07:00
	Breakfast

	07:45
	Travel to worksite

	08:00
	Build

	13:00
	Lunch (on site or return to base)

	14:30
	Build or afternoon activity

	17:00
	Return to base

	18:00
	Team time

	18:30
	Evening meal

	20:00
	Evening activity or free time
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Team Time

Obviously this is going to vary from day to day and from team to team.  You should try to hold a team time every day that could include a time for sharing, reflecting, devotions and team building. In the morning, it provides a good opportunity for the team to make a positive, encouraged start and in the evening it provides a good opportunity to share worries and concerns. See more on this in the next section.
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Kit

You will need to supply your team with a detailed kit list.  An example is given in the appendices.  Edit it to account for your own domestic arrangements, climate, activities, etc.  The Volunteer Teams Coordinator will give Global Village Challenge participants a country-specific list.  Team leaders will also need to take additional items, which are listed separately.

Many items on the list are optional. Consider that some items on the list such as sunscreen could be shared amongst the team to save space.  Delegate group items such as footballs and camping showers to individuals to bring. Remind your team to test things out before setting off, so as to ensure they are complete, they function properly, they fit and they do not trigger an allergic reaction. This is especially important for mosquito spray.

Visas

Find out what the visa requirements are for all the nationalities represented by your team.  The embassy of the country you are visiting will be able to supply this information.  A directory of foreign embassies in the UK can be found on the Foreign and Commonwealth Office website: www.fco.gov.uk   If visas are required, find out where they should be obtained and what is stipulated.  Most applications need to be accompanied by one or two passport-sized photographs.  Some require vaccination certificates and proof of funds, return flights and insurance.  The Volunteer Teams Coordinator can provide a covering letter if needed.  Many embassies will not accept a personal cheque as payment for a visa.  Supply each team member with a form and allow plenty of time for processing.  The team may prefer to apply for visas together.  If this is the case then don’t forget to budget for postage or travel costs as well as the actual cost of the visa.  Members of Global Village Challenge teams are responsible for obtaining their own visas.  A form and instructions will be included in the registration pack if applicable.  

Tools 

Many affiliates do not have enough tools to supply an entire team at once.  In order to reduce the frustration this may cause, it is a good idea to take some tools out with you, or purchasing items locally.  Speak to your Host Coordinator to discuss what would be most appropriate. 
Currency

Assess what form of currency would be the best to take with you.  Are credit cards readily accepted?  Will you have access to cash machines?  Are US dollars or Sterling preferred? Can you cash traveller’s cheques? What denomination of notes is preferable?  Do the notes need to be clean (e.g. no marks, no tears)? Can you buy the local currency before you go, or only when you get there?  As a team leader you will need access to large sums of money to pay for restaurant and hotel bills, etc.  Team members will only need money for extra drinks and snacks, souvenirs, gifts and incidentals.  In most cases no more than £150-£200 per person will be needed.


Team Building

A team is a group of people working towards a common goal. Team building is the process of enabling that group of people to reach their goal. In its simplest terms, the stages involved in team building are: 

· To clarify the team goals 

· To assign roles that encourages the strengths of each individual.

· To identify those issues which inhibit the team from reaching their goals 

· To address those issues, remove the inhibitors and enable the goals to be achieved.

As a team leader, it is one of your roles to ensure that the team is working together effectively.  This may mean resolving any conflict that occurs and ensuring that there is a clear line of communication.  Holding regular team times is one way to discover any areas that need attention.

Team Orientation 

Holding an orientation day can be a very useful way of introducing the team to each other as well as disseminating information, answering questions, reviewing the itinerary, dealing with potential team conflict and assisting members with their expectations of the experience.  Before they leave for the trip, all team members should receive the following orientation materials: GV Orientation Manual; Kit List; Provisional Itinerary; Flight Details; Visa Information; Country & Culture Information.

Some Closed Teams choose to hold regular meetings throughout the planning stages, especially if fundraising activities are being arranged.  How often you choose to hold team meetings is down to you although we do recommend that you hold at least one orientation session.  Representatives from HFHGB may be available to attend an orientation session if required. We may also be able to invite someone who has previously been to the host country if that would be useful. Habitat for Humanity may be able to advise you in running an orientation or team meeting.

Global Village Challenge members will be invited to an orientation day by HFHGB.  This is usually the first opportunity that the team will have of meeting each other.  Full attendance is encouraged, but not always achieved.  We will invite the team leader to play an active part in this session, particularly in breaking the ice with team participants.

Alternatively you may like to consider building at one of our UK sites as a team building activity.

Team Dynamics

Teams typically go through a number of defined stages as they form.  Some of the stages feel quite negative, as team members may not seem to be ‘getting on’.  It is therefore helpful to be aware of the stages, and recognising them should enable you to lead the team on to the goal of a fully formed team. 
Dr Tuckman (1965) defined a four-stage progression in team formation.  These are Forming, Storming, Norming and Performing and each describes, in a usefully simple way, what you can expect from your team as it forms.

Forming is characterised by:
· High dependence on leader for guidance and direction.

· Little agreement on team aims. Processes are often ignored.

· Individual roles and responsibilities are unclear.

· Leader must be prepared to answer lots of questions about the team's purpose and objectives.
Storming is characterised by:

· Decisions don't come easily within group. Team members vie for position. Clarity of purpose increases but plenty of uncertainties persist

· Cliques and factions form; there may be power struggles.

· The team may be distracted by relationships and emotions.

· Compromises may be required to enable progress.

Norming is characterised by:

· Agreement and consensus is largely forms among team, who respond well to facilitation by leader. 

· Roles and responsibilities are clear and accepted. Big decisions are made by group agreement. 

· Smaller decisions may be delegated to individuals or small teams within group.

· Commitment and unity is strong. 

· The team may engage in fun and social activities.

Performing is characterised by:

· The team is more strategically aware.

· There is a focus on over-achieving goals.

· The team makes most of the decisions against criteria agreed with the leader.

· Disagreements are resolved within the team positively.

· Team members look after each other. 

· Leader delegates and oversees.
Team Time

While you are in-country it is important to hold a team time every day.  Some team participants are overwhelmed by their experiences in the 3rd World.  Having an opportunity for team members to air their feelings and to discuss them with others helps to promote the mental well-being of the team.  

Other possible objectives for these team times are: 

· To review the itinerary

· To deal with team issues

· To communicate information

· For spiritual nourishment 

· To resolve conflict

· To discuss feelings about the day/experience

· To outline activities for the day and health and safety issues that need to be considered.

Preparing for team time:

· Communicate the importance of the meeting to the team prior to your trip

· Know your team

· Encourage members to keep a journal

· Think through what others may be experiencing

Some team times appear to be unsuccessful.  This could be due to one or more of the following factors:

· Failure to hold a meeting at all

· People don’t talk

· No objective or purpose

· Team members see no value

· Meeting held too late at night

· Conflict within team left unresolved

· One person dominates the meeting

· Nationals are present (difficult to be honest)

· Lack of privacy

· No creativity

· Problems with the leader: Not viewed as a leader; Lectures the group; Berates or induces guilt; Expects others to have same experience; Shuts down discussion; Too task oriented; Not personally vulnerable.


Preparing a Budget

Global Village Closed team leaders have a greater responsibility for preparing the budget than GV Challenge team leaders.  However, Challenge team leaders must understand the budget that has been prepared for them and be prepared to question it. When you are ’in country’ it will be too late to have the discussion with the Volunteer Teams Co-ordinator! During the preparation stages of your trip you will need to prepare a budget.  This will give some idea of the total cost of the trip.  Some in-country costs may be quoted in US dollars.  Pre-trip expenses will obviously be in £.  You will need to budget for the following items:

	Air fare
	Obviously this will depend on location.

£200-400 for Eastern Europe, £400-850 for Africa, South America.  Group discounts may apply for groups of 10 or more.

	Insurance
	£35 depending on location, no. of days and age.  A surcharge may be payable on people over 60.  Under 18s will be less.

	Transport in-country
	Probably the most expensive in-country expense. Minibus hire $200-1000 Taxi $1-10

	Accommodation
	$5 to $40 per person, per night

	Food
	$3 to $25 per person, per day

	Bottled water
	$1 to $4 per person, per day

	Laundry
	Optional

	Departure tax (often payable in dollars)
	Usually around $20 per person

	Minimum donation to Habitat for Humanity 
	£350 per person

	T-shirts
	£4 each (HFHGB will provide these)

	Cooking, eating & washing costs (e.g. purchase of pans, buckets, etc.)
	Usually only for rural affiliates $10 to $50 per team

	Sightseeing activities and entrance fees
	$10 to $20 per person

	Rest and Relaxation package
	$20 to $200 per person depending on what you do!

	Medical/first aid supplies and training
	Allow £300 to £400 for the team if first aid training is taken,

otherwise £20-100

	Team leader’s admin expenses
	Photocopying and phone calls to the team prior to departure £10 to $50

	Contingency fund
	Allow 5-10% of the total budget. for currency fluctuations, emergencies, forgotten expenses…

	Bank charges
	Bank transfer, commission, etc

	Visas 
	Usually around £40 each

	Postage/travel costs for visas
	£1 to £20

	Interpreter (if required)
	$5 to $20 per team, per day

	Accommodation & food costs for local staff member 
	As per team member.  Some staff members may live locally and not require this.

	Tips, gifts & incidentals
	$2 to $4 per team per day

	Tools
	$5 to $10 per person


Most in-country costs can be budgeted £300 to £600 per person depending on your choices. The host country contact and HFHGB will help you with some of these estimated costs.  You should submit an initial budget approximately 6 months prior to the trip and a more detailed one approximately 2 months prior to the trip.  A Budget Form is included in the appendices.

Keeping Accounts whilst Overseas

Global Village Challenge Team Leaders and Closed Team Leaders using option 2 are required to submit trip accounts 45 days after returning home.  

It is vital that you keep an account of all monies spent pre-trip and whilst overseas.  Keep receipts for everything.  Take a receipt book with you so that you can make out your own if there are none available.  Keep on top of the accounts by recording transactions every day.  Also take a cashbook or similar and a small calculator.

Most team leaders just write down each transaction in a notebook and keep a running total of the cash in hand at the end of each day.  Receipts can be numbered and cross-referenced.  If you have multiple currencies, or are using credit cards, ATM machines, traveller’s cheques as well as cash, you may need to make up your own system to keep on top of things.

Don’t forget small transactions such as tips and gifts, which won’t have a receipt.

For the integrity of both Habitat for Humanity and the team leader, it is important that all accounts are visible and auditable.

If you have used your credit card, don’t forget to include this on your accounts when you get home.

Habitat for Humanity Great Britain’s expense accounting report can be found in appendix 5. Information regarding how to complete the report, as well as an example, is included.

It is to policy of HFHGB not to take GV volunteers younger than 16 year of age. 

Young people of the ages of 16 and 17 are considered minors and may go on HFHGB trips under certain conditions.

Work that may be undertaken by a Minor

There is a limited amount of work that is available to minors on a HFH building site.  This is outlined the Memorandum of Understanding for Closed Teams and in the Challenge Team Leader Memorandum of Understanding.

Whose responsibility is the minor?

If the minor is accompanied by a parent or guardian, that parent or legal guardian will have parental responsibility for the minor. For matters of work on the Habitat for Humanity site, the Team Leader will have responsibility, and in particular ensure that only appropriate work is undertaken by the minor.  The minor will need to sign the Release and Waiver for Minors. If the minor is unaccompanied by parent or legal guardian, the Team Leader will assume parental responsibility. In this case the team leader will sign the Consent to by Team Leaders to take Minors. The minor will sign the Release and Waiver for Minors, and the parent or legal guardian will sign the Parental form of Authority, giving parental responsibility to the Team Leader for the duration of the trip.

Police Vetting

Leaders who undertake to have minors on their team when the parents are not present on the team will need to be a Criminal Records Bureau check.  The team leader or a suitable institution such as a school or church will have to organise the check. HFH cannot provide this service.

Child Protection

It is inevitable that there will be local children on site and there will be contact between team members and local children.

HFHGB recognizes that it has a responsibility to local children insofar as they come into contact with HFHGB team members.  Team Leaders should be aware of what is happening with their teams and keep an eye on anything that does not seem to be in order, such as a team member taking a particular interest in a child or walking away from the site with a child.  It can be useful at times to provide entertainments for the local children if it allows work on the building site to go ahead in a safer manner. In such situations, at least two team members should be allocated responsibility for keeping the local children entertained away from the building site.
Principles of Good Practice When Working with Local Children

Interaction with local children is a key component of any Global Village trip. Children will befriend you as you work on site, as you eat a meal or even as you walk to and from your accommodation each day!  Whenever we have contact with any child it is important that they always feel safe around us or any member of a Global Village team.  With this in mind, when interacting with children, team members are asked to adhere to the following guidelines and to ensure that the safety and welfare of any child is a priority in all our dealings with them:

· Health and safety on the work site is of paramount importance.  All individuals should follow the instruction and advice of construction supervisors on site. Children should not be encouraged to work on site by any team member.

· Team members should respect children and young people at all times – with the respect and dignity that befits their age

· Team members should be thoughtful about their language and tone of voice

· Team members should never participate, with children, in games of either an aggressive or sexual nature

· Team members should never invade the privacy of children or engage in inappropriate or intrusive touching of any kind

· Individual team members should never be alone with any child or group of children

· Team members should not spend excessive amounts of time with any one child or group of children

· Team members should not make unnecessary physical contact with any child or make any demeaning remarks or gestures to or about a child

· When taking photographs of children, team members should always ask the permission of their parents or guardians

As the team leader, please ensure that your team members understand and keep to these principles.  The Volunteer Teams Coordinator is able to talk with you regarding these issues if you have any questions prior to the trip and whilst in-country, you can speak with the Hosting Coordinator regarding any situations that may occur.

Habitat for Humanity Great Britain

Policy to Children – International Volunteering Teams

We are committed to the safeguarding, care and nurture of all children and young people within our teams.  We will respond without delay to every complaint made, that a child or young person for whom we have responsibility may have been harmed and we will report any suspected child abuse immediately to the UK police.

We will fully cooperate with statutory agencies during any investigation the make.

We will review this policy annually, and check that all our procedures are up to date.

Volunteers come into contact with children through:

1. Children being around the sites being worked on.  These may be the children of homepartners, or neighbours.  In some cases they may be street children.

2. Children being part of a team.

Children around the site

An important part of a trip is interacting with children, having a game of cricket or football at lunch, possibly entertaining them to keep them from the work-site. The team or team leader is not ultimately responsible for the safety of minors outside the team, but they do have a responsibility to ensure that their team do not add danger to the lives of local children.

Policies regarding children in the community are laid out in the team leaders manual and the team members orientation manual.  As it is not practical for all team members to be police vetted, team leaders have a responsibility to keep an eye out for any behaviour from the team that may be inappropriate or may lead to suspicions concerning child protection. All members of the team also have a responsibility not to put themselves into situations where they are alone with children out of sight from the rest of the team. This is for their own protection as well as for the children’s.

Please refer to Team Leader Training Manual section Minors on Challenges and the Team Members Orientation Manual section on Children for specific advice to team leaders and team members.

Minors as part of a team

There is provision for minors aged of 16 and 17 to join Global Village teams. Team Leaders have a responsibility to keep an eye out for any behaviour from other members of the team that may be inappropriate or may lead to suspicions concerning child protection. All members of the team also have a responsibility not to put themselves into situations where they are alone with children out of sight from the rest of the team. This is for their own protection as well as for the children’s.

When there is a minor on a team the provisions of the MOU for closed teams for minors will take effect.  This relates to: 

1. Gender of team leaders

2. Satisfactory references for team leaders 

3. Team leader/minor ratio

4. Criminal Record Bureau disclosure of Team Leaders and Deputy Team Leaders

5. The HFHI Child labour policy detailing what work can and can’t be done by minors

6. The Team Leader signs the Consent by a Team Leader to take Minors

7. The minor to sign the Global Village Release and Waiver of Liability for Minors

And 

If the minor does not have a parent or guardian on the trip, the parent will sign the Parental Form of Authority giving the team leader certain rights in respect to the care of the minor for the duration of the trip.

When a parent or guardian is part of the trip, the parent or guardian will retain these rights, and the Parental Form of Authority will not be signed.

Ian Pearce

Reviewed 16th July 2008


Preparation: Vaccinations

It is a very foolish traveller who does not get appropriately vaccinated prior to travelling abroad.  Many diseases are no longer prevalent in the UK thanks to adequate vaccination programmes.  However, other countries, particularly in the developing world, have not achieved such programmes yet. Information regarding what vaccinations are required can be obtained from InterHealth, MASTA and/or your practice nurse.  It is worth furnishing the team with the information you have obtained and advising them to discuss their vaccination regime with their GP or practice nurse.  If possible allow 8-10 weeks to have all the relevant injections.  

If you have problems getting vaccinations through your GP, you can attend travel clinics at InterHealth or British Airways (www.britishairways.com).

The yellow fever vaccination can only be given at registered centres.  So, if required, team members will need to find out from their practice nurse or health authority which local GPs are licensed to give the vaccine.  Also, the yellow fever vaccine and certificate only become valid 10 days after the injection.

Note that not all vaccinations are available on the NHS so additional costs may be incurred.  Costs vary from practice to practice.

Preparation: Anti-malarial Tablets

If you are travelling to an area where malaria is present you will need to ensure that all team participants are taking anti-malarial prophylaxes.  Each individual will need to discuss the best type for them with a medical practitioner as the type recommended will depend upon country of travel, current disease distributions and individual medical history.  Issues relating to the prevention and treatment of malaria will be considered under the malaria section later in this chapter.  All anti-malarial prophylaxes need to be taken prior to travelling in order to build up the levels in the bloodstream, and upon returning home to combat the lifecycle of the parasite.  Do not be tempted to stop taking your malaria tablets as soon as you return home, or you may get malaria from parasites you picked up in the last few days of your trip. If you have any concerns relating to anti-malarial prophylaxes, please discuss them with your GP or InterHealth.  For more information on Malaria, please refer to section later in the chapter.
Preparation: First Aid 

Habitat for Humanity requires at least one person on the team to be a fully qualified and in-date first aider or a medical professional.  In the case of Global Village Challenge teams, the first aider will probably be the leader.  Alternatively this role can be delegated to someone else within the team with suitable qualifications.  
We strongly recommend that, where possible, teams have two first aiders. This is because larger teams are often split across two worksites and the ‘golden window’ may pass before the lone first aider comes across from the other site. 

The first aider will liaise between team members and the team leader on matters of individual health and administer first aid if required.  It is wise to have an alternative first aider for occasions when the team leader is absent or otherwise engaged.  The health of a first aider is at risk if there is not a second first aider on the team to treat them in case of an accident or injury.  If first aid training is required, then the following course is recommended by HFHGB: 

Courses:

Rescue Emergency Care (REC) Field Trip Leaders First Aid  

This is a suitable course for HFHGB team leaders run by various providers.  The qualification is valid for 3 years. The assessment is ongoing, and there are no exams.  The course is full time over one weekend and is held at a number of centres around the United Kingdom. The course introduces basic first aid skills to enable candidates to offer initial treatment in rural and remote areas.  The courses are concept-based to enable practical improvisation and adaptability of procedures.  Costs can vary between centres but is usually below £150 per person.  This amount should be included in the team budget. General information can be obtained from http://www.medical-expertise.co.uk/coures/ME_REC_info.htm
Habitat For Humanity First Aid – created by React First™ Specialists

Habitat for Humanity is working with Mr Charlie Holmes of React First to create a tailor-made course designed for our teams in the climate and conditions they work in, paying special attention to the kinds of accidents and injuries that occur on a building site.  The course is highly intensive and hands on; the volunteers practice new techniques until they are second nature. The course is full time over one weekend and is valid for three years. The course costs £70 per person plus £7 for refreshments over both days.  At present we are unable to arrange accommodation for the course, but even with the cost of a Bed & Breakfast accommodation, the overall cost of this course is significantly lower than other courses of its kind.  Please contact your volunteer teams coordinator for more details.

First Aid Kits

The first aider should carry a comprehensive first aid kit with adequate supplies for the number on the team.  The contents should be limited to that which the first aider can confidently use.  Ideally each team member should carry their own supply of painkillers, oral rehydration sachets, anti-histamines etc.  

Team Kit

Habitat for Humanity can recommend a full list of what should be contained within a first aid kit. Please contact the Volunteer Teams Coordinator for guidance.  Whether you buy a kit or make up your own is up to you.  All kits can be bought through a good chemist, MASTA or InterHealth. (Check expiry dates.)

Personal first aid kits

It is advisable for individual volunteers to have a handy supply of basic first aid and medical supplies for their own personal use.  These could include:
· Anti-malarial tablets

· Insect repellent

· Sunscreen and lip balm

· Personal medication

· Painkillers

· Soluble aspirin

· Sore throat pastilles

· Antihistamine tablets

· Rehydration sachets or solution

· Diarrhoea medication
Travel: Jet Lag

If you are going to be flying across several time zones you may experience jet lag.  This term describes a syndrome long haul passengers are very familiar with: tiredness (but you can’t sleep at the new night time), headache, irritability, difficulty concentrating, loss of appetite and other gut disturbances (diarrhoea or constipation).  Some of these effects are due to the physical stresses of flying, like dehydration and immobility, while others are the result of having to reset your body clock to the new time.

How to reduce the impact of jet lag:

· Recognise that jet lag may be a problem and adjust your itinerary accordingly.

· If it is daytime on arrival, get active and don’t give yourself the chance to doze off.

· Eating is a potential time-setter, so try to take all your meals at the appropriate new time.

In Country: Water and food safety

To avoid picking up any bugs and infections through what you eat and drink, the following tips may help:

· Boil any drinking water you are unsure about - or drink bottled water.  Always ask to open the bottle yourself in restaurants; checking the seal is in place.  If in doubt stick to carbonated water - and make sure it fizzes! 
· Use bottled or boiled water for cleaning your teeth.  Don't open your mouth in the shower.
· In developing countries order drinks without ice and avoid roadside food vendors selling ice cream and unwashed fruit.
· Eat early if you have a buffet that has been sitting out for long periods during the day - food kept warm under food lamps can be a source of infection.
· Avoid unpasteurised milk, shellfish, soft cheeses, lukewarm food and empty restaurants!
· Boil it, cook it, peel it or forget it….
· Apply strict hygiene while away especially after using the toilet and before you eat food - never use communal, damp towels in public conveniences.  Use disposable paper towels, hot air or nothing!
In Country: Treating Water

Boiling is the most effective way of sterilizing water.  Bring the water to the boil and keep it there for a full minute.  Boiled water is safer than bottled water, which may just be treated or untreated tap water even if sealed! Iodine: Water treated with iodine is less safe than boiled water, but safer than using chlorine or other sterilisation tablets.  Add four drops of tincture of iodine to 1 litre of water, shake and leave to stand for 20-30 minutes.  If the water is very cloudy or cold, double the iodine concentration or leave to stand for longer.

In Country: Diarrhoea
Although it is not inevitable that you or a team member will get diarrhoea when you are away, it is the commonest travel-related illness.  About a third of cases of diarrhoea are due to non-specific causes including: stress, jet lag, new foods and a change in eating habits.  Bacteria, viruses or parasites are the remaining causes (see food and water safety on how to avoid these). Before you decide never to leave the UK again it is worth remembering:

· Traveller’s diarrhoea is usually a short mild illness lasting on average 3 to 5 days.

· You don’t usually need medical advice or require a test to find out what is causing your diarrhoea.

· Replacing lost fluids and salts is the most important part of treating any watery diarrhoea, whatever the cause.

· You don’t need antibiotic treatment for mild to moderate diarrhoea.

You should however seek medical attention if:

· The diarrhoea is very severe or lasts longer than 5 days.

· There is blood or mucus in the diarrhoea.

· You also have a fever (38C or over) with shaking chills.

· You are also vomiting and are unable to keep fluids down.

· You are jaundiced (your skin and the whites of your eyes are yellow).

	“Travel Broadens the Mind… And Loosens the Bowels”


Dealing with diarrhoea:

· Rest.  This gives your body the best chance to fight whatever is making you ill.

· Let your team leader know.

· Drink plenty of fluids.  It is important to also replace salts lost through diarrhoea so take one sachet of oral rehydration solution (ORS) such as Diarolyte (available from chemists in the UK) after each loose motion (if severe). 

· Eat a bland diet avoiding fruit (except bananas), dairy products, and spicy or greasy foods.

· Take your temperature and note what this is, repeat later to see how the illness is progressing.

· Examine what you are passing for blood and mucus!

· Be aware of how often you are passing urine and what colour it is, in order to check if you are getting dehydrated.

· Note any other symptoms you are suffering.

· Remember diarrhoea is contagious so be scrupulous about washing your hands after you use the toilet.

In Country: Dehydration

Human adults require an average of 2 litres of fluid a day (excluding caffeine and alcohol) to ensure good health and biochemical functioning. This requirement increases with hot weather and hard physical work; therefore it is vital to ensure the team are getting enough to drink.

Preventing dehydration:

· Ensure you have a regular supply of clean drinkable water - discuss with your Hosting Coordinator which method is appropriate: chlorination, bottled water etc.

· Carry a good water container (minimum 1 litre) when travelling or away from your base.

· Monitor your urine colour - the darker your urine the more dehydrated you are.

· If you are suffering from diarrhoea or are feeling dizzy and lethargic, take oral rehydration solution.

In Country: Sun Safety

It is important when travelling to recognise both the long- and short-term risks associated with too much sun exposure. This is true not only on the beach - snow, sand and water also reflect the sun's rays.  Ensure that the team are adequately protected from the sun and remind them when necessary to top up on sunscreen!

Ways to protect yourself:

· Wear clothes that will protect you in the sun - sunglasses, clothing of tightly woven fabric and a sun hat covering the neck, ears and back of the neck

· Apply sunscreen liberally.

· Be extra careful when the sun is high in the sky at the hottest time of the day. 

· Drink plenty of non-alcoholic drinks while in the sun to prevent dehydration.

· If you are on any medication, check with your doctor before you go away as some medications can make you more sensitive to the sun.

In Country: Malaria

Facts on malaria:

· Malaria is spread by mosquitoes.  Mosquitoes bite mostly at night and breed in stagnant water.

· Malaria can be fatal: every year over a million people die of malaria, including a few tourists.

· Malaria is becoming more common and difficult to treat due to drug resistance.

· Most cases of malaria in travellers occur in people who don’t take anti-malarial prophylaxes or who don’t take them properly.

· When an infected female mosquito bites you, malarial parasites are injected into your bloodstream and get carried to your liver where they multiply.  During this phase you don’t usually get any symptoms.

Prevention of malaria:

Prevention falls into 4 categories: appropriate anti-malarial medication, avoiding getting bitten, repellents and nets, and early diagnosis and treatment. All are equally important:

· Anti-malarial prophylaxes

Ensure you are taking the correct medication for the region you are in

Take the medication as prescribed both before and after your trip

· Avoiding getting bitten

If you don’t get bitten you can’t get malaria!!

Keep legs and arms covered with clothing, as this will lower the risk of bites

Use mosquito coils or vaporising mats

Avoid dark colours as they attract mosquitoes

Avoid strong perfumes, hair sprays or after-shaves as they can attract mosquitoes!

Use air-conditioning or fans if available

Try to avoid evening walks beside rivers and ponds, as this is where mosquitoes breed

· Repellents and nets

Use a good repellent, ones containing DEET are the most effective

Try your repellent at home before leaving to check you are not allergic to it

Apply repellent before dusk - when mosquitoes start biting

If wearing sunscreen, apply repellent on top

You can get repellents for clothes and hats (containing DEET)

Use a knock-down spray in the evening to get rid of mosquitoes before going to sleep

Sleep under a mosquito net impregnated with Permethrin (nets which hang from a single point are easier to erect and feel more spacious to sleep under)

· Early diagnosis and prompt treatment

Suspect malaria if you have a fever (38C or above) with or without the following symptoms: headache and aching muscles and joints, nausea and vomiting, cough, abdominal discomfort. Seek medical help immediately.

Remember you can still get malaria if taking anti-malarial prophylaxes - although it will not be as severe.

Malaria can be quickly and simply diagnosed from a sample of your blood.

Once diagnosed the doctor will advise appropriate treatment depending on the area and what anti-malarial medication you have taken.

In Country: Animal Bites and Stings

The general rule is that team members should stay away from animals, even seemingly domesticated animals.  It is worth reminding the team that animals won’t receive the same treatment as they would in the UK.  For instance, one team was approached by a local cat begging for scraps at lunchtime and the builders chased it away with kicks and throwing stones.  Team members may assume that animals that are domesticated in the UK are tame abroad.  It is more likely that they will scratch and bite.  General advice:

· Ignore all animals.  Do not attempt to approach or pet any animals.

· Always wear long trousers and boots when walking through undergrowth or long grass

· Always check inside shoes and boots before putting them on

· When sleeping outside always have the bed raised off the ground

· If you meet a snake, do not panic, keep very still until it goes away

· Carry a torch and spare batteries when walking at night

If you are concerned about rabies, discuss this with your GP or practice nurse. A rabies vaccination may be advised if travelling in places more than 12 hours from medical help in risk areas.  This increases the time available to get medical treatment.

In Country: Issues for Women

Travelling can disrupt a normal menstrual cycle. The stress of preparation and tiredness that comes with jet lag and other issues surrounding the trip can mean that your periods could be late or, in some circumstances, stop altogether.  If you are worried that you are late and there is a risk of pregnancy, it is best to do a test.  However if there is no risk of this, it could be considered a side effect of travel.

Some women, especially when travelling to the far corners of the globe, prefer to suppress their periods for the time they are away. This is possible to do but should be discussed with your GP.

· If you are expecting a period while you are away and are travelling outside of the western world, it would be wise to take supplies with you.  If travelling to remote areas where disposal could be a problem, a supply of small plastic bags and a tub of baby wipes should get you through.

· Some women suffer from bladder problems, especially after having children, and are thus tempted not to drink too much when travelling.  It is important in a hot climate to drink plenty of non-alcoholic fluid to avoid dehydration.

· Urine infections and thrush are common among women travelling, especially when taking certain kinds of malaria tablets. If you suffer on a regular basis at home, ask your doctor if you can take some medication with you, along with a tube of Canesten or your regular thrush treatment pack.

· When crossing time zones, plan ahead when to take your oral contraceptive pill, keeping in mind that a break of more than 24 hours between doses will lead to inadequate protection and the possibility of breakthrough bleeding.

· Remember that traveller's diarrhoea can interrupt the absorption of the pill, thus leaving you with an inadequate level of protection.

Habitat for Humanity Great Britain is bound by the provisions of the Data Protection Act.

HFHGB receives personal data and sensitive personal data and processes this data for the purposes of:

· Accepting a person onto a team

· Managing the team logistics

· Providing work and activities that are appropriate

· Managing an emergency situation

HFHGB will not pass on personal information to any third parties unless that party has a direct interest the individual.  Third parties that will have an interest include team leaders or other organizations who may be undertaking responsibility for an aspect of a GV Challenge or Mission.

HFHGB will not use the information that team members or leaders provide for the purposes of appeals for funds or newsletters, unless requested by the team member or team leader.
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	Travel Guides

www.lonelyplanet.com

www.travel.org

www.wtgonline.com

www.fodors.com

www.letsgo.com

www.travelocity.com

www.fco.gov.uk

http://www.stanfords.co.uk/ 

Health and Travel Issues

www.cdc.gov

www.tripprep.com/index.html

www.who.int

http://www.travel.state.gov/travel_warnings.html

www.mosi-guard.com

www.sja.org.uk

www.bloodcare.org.uk

www.interhealth.org.uk

www.masta.org.uk

www.travelhealth.co.uk

www.fitfortravel.scot.nhs.uk

www.britishairways.com
General Information

www.empage.org (embassies)

www.embassyworld.com (embassies)

www.clari.net.au (times around the world)

www.xe.net/currency (currencies and exchange rates)

www.odci.gov/cia/publications/nsolo/factbook

www.rulesoftheair.com (rights and rules of flying)

www.stanfords.co.uk (travel books and maps)

www.cheapflights.com (flight bookings)

Habitat for Humanity

www.habitatforhumanity.org.uk (HFHGB)

www.habitat.org (HFHI)

Icebreakers

www.cpc.gov/cwelc/gsrc/games.htm (icebreakers and games)

www.residentassistant.com/games.htm 

www.eventwise.co.uk/code2/v2/asp/PartyAnimals.asp  

www.wildevents.co.uk/games.htm


	Leadership & Team Building

www.leader-values.com

www.learningcenter.net/library/building.shtml 

www.smartleadership.com

www.leadershape.org/resources

www.teamskillstraining.co.uk/tst_article2.htm
Travel Health

First Aid Manual - available from all good bookshops

The Travellers’ Good Health Guide – Ted Lankester. ISBN 0859698270

Bugs, Bites and Bowels – Jane Wilson-Howarth. ISBN 186011914X

The Worse Case Scenario Survival Handbook: Travel – Joshua Piven and David Borgenicht.

ISBN 0811831310

Lonely Planet: Healthy Travel: Africa. 

ISBN 1864500506

Lonely Planet: Healthy Travel: Asia and India. ISBN 1864500514

Lonely Planet: Healthy Travel: Australia, New Zealand and the Pacific. 

ISBN 1864500522
Lonely Planet: Healthy Travel: Central and South America. ISBN 1864500530

Re-Entry

Re-Entry Guide for Closed – Lisa Espineli Chinn.

(http://www.membercare.org/st_reent.htm)





Helpful information for Global Village teams


The following tables are for guidance.

	Clothing
	Need
	Own
	Buy
	Packed
	Personal Hygiene
	Need
	Own
	Buy
	Packed

	2 or 3 sets of work clothes
	 
	 
	 
	 
	Toiletry bag
	 
	 
	 
	 

	2 or 3 sets of casual clothes
	 
	 
	 
	 
	Towel 
	 
	 
	 
	 

	Clothing for social occasions/church
	 
	 
	 
	 
	Nail clippers/scissors/tweezers*
	 
	 
	 
	 

	Socks
	 
	 
	 
	 
	Tooth picks/dental floss
	 
	 
	 
	 

	Casual shoes
	 
	 
	 
	 
	Small mirror
	 
	 
	 
	 

	Shorts/t-shirts for R&R time
	 
	 
	 
	 
	Antibacterial gel
	 
	 
	 
	 

	Sun hat/cap
	 
	 
	 
	 
	Toilet paper & tissues
	 
	 
	 
	 

	Glasses & sunglasses
	 
	 
	 
	 
	Wet wipes
	 
	 
	 
	 

	Sweatshirt/light jacket
	 
	 
	 
	 
	Deodorant
	 
	 
	 
	 

	Swimming costume/trunks
	 
	 
	 
	 
	Shower gel/soap
	 
	 
	 
	 

	Underwear
	 
	 
	 
	 
	Toothbrush/paste/mouth wash
	 
	 
	 
	 

	Sleepwear
	 
	 
	 
	 
	Shampoo/conditioner
	 
	 
	 
	 

	Leggings for mosquito protection
	 
	 
	 
	 
	Shaving stuff
	 
	 
	 
	 

	Lightweight waterproof jacket/poncho
	 
	 
	 
	 
	Hairbrush/comb
	 
	 
	 
	 

	Habitat for Humanity t-shirt
	 
	 
	 
	 
	Moisturiser
	 
	 
	 
	 

	Flip-flops/sandals
	 
	 
	 
	 
	Tampons/towels
	 
	 
	 
	 

	Fleece/woolly hat
	 
	 
	 
	 
	Glasses
	 
	 
	 
	 

	Scarf & gloves
	 
	 
	 
	 
	Contact lenses & solution
	 
	 
	 
	 

	Safety clothing (See Health & Safety section)
	 
	 
	 
	 
	
	 
	 
	 
	 

	
	 
	 
	 
	 
	Health & Safety
	 
	 
	 
	 

	
	 
	 
	 
	 
	Simple first aid kit
	 
	 
	 
	 

	
	 
	 
	 
	 
	Sterile kit
	 
	 
	 
	 

	Luggage & Travel Items
	 
	 
	 
	 
	Dental kit
	 
	 
	 
	 

	Rucksack/kit bag
	 
	 
	 
	 
	Personal medication
	 
	 
	 
	 

	Small daysack
	 
	 
	 
	 
	Anti-malarial medication
	 
	 
	 
	 

	Bin liners
	 
	 
	 
	 
	Insect repellent 
	 
	 
	 
	 

	Plastic bags
	 
	 
	 
	 
	Sun screen
	 
	 
	 
	 

	Inflatable neck cushion
	 
	 
	 
	 
	Lip balm
	 
	 
	 
	 

	Rucksack cover/liner/lock
	 
	 
	 
	 
	Water bottle
	 
	 
	 
	 

	A money belt
	 
	 
	 
	 
	Water purifier
	 
	 
	 
	 

	
	 
	 
	 
	 
	Sunglasses
	 
	 
	 
	 

	Documentation
	 
	 
	 
	 
	Mosquito net
	 
	 
	 
	 

	Passport
	 
	 
	 
	 
	Mosquito coils & matches
	 
	 
	 
	 

	Visa
	 
	 
	 
	 
	Whistle/personal alarm
	 
	 
	 
	 

	Photocopies 
	 
	 
	 
	 
	Padlocks
	 
	 
	 
	 

	Vaccination certificate
	 
	 
	 
	 
	Steel toe cap boots **
	 
	 
	 
	 

	Spending money  
	 
	 
	 
	 
	Thick work gloves **
	 
	 
	 
	 

	Emergency contact numbers
	 
	 
	 
	 
	Goggles ** 
	 
	 
	 
	 

	Traveller's cheques & numbers
	 
	 
	 
	 
	Dust mask **
	 
	 
	 
	 

	Insurance details
	 
	 
	 
	 
	Hard hat **
	 
	 
	 
	 

	Prescriptions (medication, glasses)
	 
	 
	 
	 
	
	 
	 
	 
	 

	Credit card & numbers
	 
	 
	 
	 
	
	 
	 
	 
	 

	Letter from GP for medication
	
	
	
	
	
	 
	 
	 
	 

	Useful Gadgets & Basics
	Need
	Own
	Buy
	Packed
	Team Leader/Shared Items
	Need
	Own
	Buy
	Packed

	Sleeping bag
	
	
	
	
	Group first aid kit
	 
	 
	 
	 

	Sheet sleeping bag (liner)
	
	
	
	
	Sterile kit
	 
	 
	 
	 

	Small pillow and/or pillow case
	
	
	
	
	Thermometer
	 
	 
	 
	 

	Camp bed/mat
	
	
	
	
	Safety pins*
	 
	 
	 
	 

	Travel alarm clock
	
	
	
	
	Water purification tablets
	 
	 
	 
	 

	Binoculars
	
	
	
	
	String
	 
	 
	 
	 

	Small penknife/multi tool*
	
	
	
	
	Gaffa tape
	 
	 
	 
	 

	Washing line/string
	
	
	
	
	Receipt book
	 
	 
	 
	 

	Travel wash
	
	
	
	
	Calculator
	 
	 
	 
	 

	Camera, batteries, adequate film 
	
	
	
	
	Stapler
	 
	 
	 
	 

	Torch and spare batteries 
	
	
	
	
	Whistle
	 
	 
	 
	 

	Cheap watch
	
	
	
	
	Padlocks
	 
	 
	 
	 

	Hook and string for mosi net
	
	
	
	
	Insurance/BCF documents
	 
	 
	 
	 

	Ear plugs
	
	
	
	
	Team book 
	 
	 
	 
	 

	Notebook/journal & pen
	
	
	
	
	Tickets
	 
	 
	 
	 

	Snacks
	
	
	
	
	Team Money
	 
	 
	 
	 

	Adaptor plug
	
	
	
	
	Embassy details
	 
	 
	 
	 

	Knife/fork/spoon*
	
	
	
	
	Evaluation forms
	 
	 
	 
	 

	Plate, mug, bowl
	
	
	
	
	Solar shower (rural location)
	 
	 
	 
	 

	String
	
	
	
	
	Emergency contact info
	 
	 
	 
	 

	Safety pins*
	
	
	
	
	Mobile or satellite phone + charger
	 
	 
	 
	 

	Small sewing kit*
	
	
	
	
	
	 
	 
	 
	 

	Trowel
	
	
	
	
	
	 
	 
	 
	 

	Hammer
	
	
	
	
	
	 
	 
	 
	 

	Spirit level (600mm)
	
	
	
	
	
	 
	 
	 
	 

	String line
	
	
	
	
	
	 
	 
	 
	 

	Guide books
	
	
	
	
	
	 
	 
	 
	 

	Phrase book
	
	
	
	
	 
	 
	 
	 
	 

	Maps
	
	
	
	
	 
	 
	 
	 
	 

	
	
	
	
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	 
	 
	 
	 
	 

	Entertainment/Gifts
	
	
	
	
	 
	 
	 
	 
	 

	Games/books/cards/magazines
	
	
	
	
	 
	 
	 
	 
	 

	Photos of your family 
	
	
	
	
	 
	 
	 
	 
	 

	Musical instruments
	
	
	
	
	 
	 
	 
	 
	 

	Football/Frisbee (group item)
	
	
	
	
	 
	 
	 
	 
	 

	Ballpoint pens
	
	
	
	
	 
	 
	 
	 
	 

	Notebooks
	
	
	
	
	 
	 
	 
	 
	 

	
	
	
	
	
	 
	 
	 
	 
	 

	
	
	
	
	
	 
	 
	 
	 
	 

	 
	
	
	
	
	 
	 
	 
	 
	 


* Remember all sharp objects must be placed in checked-in luggage, not carry-ons.

** Mandatory Health and Safety Items for the worksite, to be worn when applicable.


Please give approximate costings for your team. If you are unsure about a cost either give a conservative estimate, or ask the Volunteer Teams Coordinator for an estimate. Unless you know otherwise, assume that all participants are between the ages of 18 and 60* and will be travelling together. You can make amendments later. (*May affect insurance premium.)

	Budget Form
	
	Destination
	 
	

	Section 1: To estimate direct costs per team
	
	No. in team
	 
	

	
	
	(including HFH staff member & team leader)

	
	
	

	Expense category
	Cost per person 
per day
	No. days
	No. persons
	Total cost 
per team

	Airfare
	 
	
	 
	 

	Minimum donation to HFH
	 £   350.00 
	
	 
	 

	Insurance
	 
	
	 
	 

	BCF membership
	 £     10.00 
	
	 
	 

	T-shirt
	 £       5 
	
	 
	 

	Ground transportation e.g. minibus hire, taxis
	 
	 
	 
	 

	Accommodation
	 
	 
	 
	 

	Food
	 
	 
	 
	 

	Bottled water
	 
	 
	 
	 

	Laundry
	 
	 
	 
	 

	Sightseeing
	 
	 
	 
	 

	Rest & Relaxation package
	 
	 
	 
	 

	Additional team expenses e.g. First Aid
	 
	 
	 
	 

	Cooking/washing equipment
	 
	 
	 
	 

	Interpreter
	 
	 
	 
	 

	Visas & postage/travel
	 
	 
	 
	 

	Departure tax
	 
	 
	 
	 

	Tips
	 
	 
	 
	 

	Team leader admin expenses
	 
	 
	 
	 

	Bank charges
	 
	 
	 
	 

	Tools
	 
	 
	 
	 

	Sub Total
	 
	 
	 
	 

	Contingency
	 
	 
	 
	 

	Total Team Cost
	 
	 
	 
	 


Section II:

To incorporate team leader’s cost into base fee

Step 1: Determine Total Team Cost (see opposite)

Step 2: You may wish to share some or all of your cost with the team. Determine how much you will contribute to cover team leader expenses and subtract this portion from the Total Team Cost to arrive at an Adjusted Team Cost.

Total Team Cost – Team Leader Contribution = Adjusted Team Cost

Step 3: Divide Adjusted Team Cost by number of team members (excluding leaders).

Adjusted Team Cost/No. on team = Final member fee

The Final member fee is the approximate charge per participant (excluding leader).

(As a double check, multiply the number of paying team members by the Final member fee, then add back the Team Leader Contribution and you should have the Total Team Cost as in Section II, Step 1.)

	Team Leader
	
	
	Dates of trip
	

	Venue
	
	
	Number on team
	



	Hazard (harm outcome)
	Risk (likelihood of occurrence)
	Effect (No of persons and significance)

	3 Major (e.g. death, major injury or illness)

2 Serious (e.g. significant injury or illness)

1 Slight (e.g. minor injury or illness)


	3 High (nearly certain to occur)

2 Medium (frequently occurs)

1 Low (unlikely to occur)

0 N/A
	3 Major (whole team/others affected; total trip breakdown)

2 Serious (several affected; significant influence on trip)

1 Slight (few affected; minor influence on trip)



	Assessment score = Severity of Hazard x Likelihood of Occurrence x Effect of Occurrence


	Type of Incident
	Hazard
	Risk
	Effect
	Assessment Score
	Methods for minimising risk

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Type of Incident
	Hazard
	Risk
	Affect
	Assessment Score
	Methods for minimising risk

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Policy to Children – International Volunteering Teams

Volunteers come into contact with children through:

1. Children being around the sites being worked on.  These may be the children of homepartners, or neighbours.  In some cases they may be street children.

2. Children being part of a team.

Children around the site

An important part of a trip is interacting with children, having a game of cricket or football at lunch, possibly entertaining them to keep them from the work-site. The team or team leader is not ultimately responsible for the safety of minors outside the team, but they do have a responsibility to ensure that their team do not add danger to the lives of local children.

Policies regarding children in the community are laid out in the team leaders manual and the team members orientation manual.  As it is not practical for all team members to be police vetted, team leaders have a responsibility to keep an eye out for any behaviour from the team that may be inappropriate or may lead to suspicions concerning child protection. All members of the team also have a responsibility not to put themselves into situations where they are alone with children out of sight from the rest of the team. This is for their own protection as well as for the children’s.

Please refer to Team Leader Training Manual section Minors on Challenges and page 33 of the Team Members Orientation Manual section on Minors on Challenges for specific advice to team leaders and team members.

Minors as part of a team

There is provision for minors aged of 16 and 17 to join Global Village teams. Team leaders have a responsibility to keep an eye out for any behaviour from other members of the team that may be inappropriate or may lead to suspicions concerning child protection. All members of the team also have a responsibility not to put themselves into situations where they are alone with children out of sight from the rest of the team. This is for their own protection as well as for the children’s.

When there is a minor on a team the provisions of the MOU for closed teams for minors will take effect.  This relates to: 

1. Gender of team leaders

2. Satisfactory references for team leaders 

3. Team leader/minor ratio

4. Police vetting of team leaders

5. The HFHI Child labour policy detailing what work can and can’t be done by minors

6. The Team Leader signs the Consent by a Team Leader to take Minors

7. The minor to sign the Global Village Release and Waiver of Liability for Minors

And 

· If the minor does not have a parent or guardian on the trip, the parent will sign the Parental Form of Authority giving the team leader certain rights in respect to the care of the minor for the duration of the trip.

· When a parent or guardian is part of the trip, the parent or guardian will retain these rights, and the Parental Form of Authority will not be signed. 

· Age and Activity Standards for a Habitat for Humanity Worksite

These standards are designed to ensure a safe work place for all. Affiliates and national organisations are required to comply with child labour laws in their country. Written permission of a parent or guardian must be on file at the affiliate for any child under the age of legal majority who takes part in worksite activities.  For additional information, please log onto: http://www.habitat.org/ccyp/youth.html.  


2 f Conduct for Team Leaders

TEAM LEADER CODE OF CONDUCT

Habitat for Humanity is an international Christian housing charity.  We have a vision of a world where everyone has a decent place to live and we select people to become home partners regardless of religion, ethnicity or gender.  We require our Team Leaders to understand that we are guided by these principles and expect Team Leaders to be ambassadors for them.

Habitat for Humanity works with companies, organisations and individuals who volunteer to build houses in various parts of the world.  

We want HFH volunteers to have a rewarding time so that they will go back to their companies, organisations and communities as ambassadors for the HFH vision of a world where everyone has a decent place to live.

As a HFHGB Team Leader you have an important part to play in ensuring that volunteers have a good volunteering experience, and return home with a good impression of the charity.  We expect you to lead by example and we would like you, therefore, to adhere to the following:

· Be positive and helpful.  Your contribution is essentially to ensure that the volunteers have a rewarding constructive experience.  Engage with the team, listen to them, and do you best to ensure that they have a positive experience.  You will take the initiative to solve problems as they arise and to guide the team through them.  If, for instance, there are problems with the supply of building materials, you should keep the volunteers busy and explain to them why there are problems, what we are doing about it, and when we hope to have the situation resolved.  This is about managing expectations.  Please avoid negativity that such situations can sometimes lead to.

· Understand the wider HFH picture as well as the local picture.  To be an effective ambassador for HFH, the Team Leader needs to understand the wider situation in the host country and Habitat in general. We can provide you with useful literature.  Please be prepared to answer questions when you know the answers, or otherwise to refer them to the local Habitat representative.

· Alcohol.  Drunkenness is absolutely unacceptable.  There are cultures our volunteer teams visit, where the drinking of alcohol is not acceptable.  We require that our Team Leaders and team members put the feelings of the local community before their own and this may mean not drinking alcohol whilst in the community.   If it is acceptable for team members to have alcohol, the Team Leader needs to ensure that the volunteers do not become drunk.  The team will not represent the ethos of HFH while drunk and their work may well be affected.

· Smoking.  There are cultures that are sensitive about smoking, so the Team Leader will need to ensure that the team behave discretely.

· As a Team Leader you are not to engage in intimate relationships with members of the volunteer team, with the HFH staff or with the inhabitants of the host country.  The obvious exception to this is when the Team Leader’s partner is a member of the team.  

· The Team Leader needs to remind all team members that they need to be discreet and understand the culture and laws of the country where the Habitat build is taking place.
VISION

Habitat for Humanity’s vision is of a world where everyone has a safe and decent place to live.

MISSION

Habitat for Humanity is an advocate for ending poverty housing taking practical action to do so.   By bringing people in severe housing need together with volunteers, community partners, local leadership and the resources they require, we help people build or renovate, decent, low-cost homes. By providing expertise and knowledge in housing issues we empower people to be aware of and to secure their housing rights. By speaking up for change at national and international level we advocate decent housing for all.

VALUES

In seeking to fulfil this vision we endeavour to uphold these values in all that we do:
Housing for Everyone

We believe that access to safe, decent and affordable housing is a basic human right that should be available to everyone. This drives us to design and implement a range of appropriate building and finance solutions for a wide range of housing need. We aim to eliminate poverty housing all over the world in partnership with the very people who need decent housing the most.

Partnership

Our mission cannot be achieved alone. We are committed to developing meaningful and mutually beneficial partnerships.  Only by working with key partners in local communities - homepartners, tradespeople, businesses, community housing partners, faith groups, agencies and other like-minded individuals - will we add value to communities and achieve lasting regeneration and renewal.
Human Dignity
We value human dignity and respect those we work with.  We believe that human dignity comes from the development of independence. Homepartners invest what they have in their own solutions. We trust and rely on them to contribute hundreds of hours of their time, labour and energy to the process. This self-help, community-driven process encourages the development of self-esteem and pride in the local community. 

Sustainable Community

We are committed to long-term, sustainable housing solutions and relationships that protect and nurture local communities and their environment. We strive for enduring and transformational physical and social change at grass roots level, which will help communities grow and develop into the future. 

Faith in Action

We believe that faith is powerfully expressed through practical action.  Building on our Christian foundations, we serve and work with people of all faiths and beliefs and of none in a spirit of justice and compassion. Our Christian ethos informs and inspires all we do as we strive to eradicate poverty housing.

Diversity and Inclusiveness

Because people are our most valuable resource, we invite everyone, from all walks of life to work with us.  Regardless of race, nationality, religion or socio-economic status, our homepartners, volunteers, supporters and staff all work together in a dynamic partnership to build hope and homes.




Underwritten by

ACE European Group Limited

www.aceeuropeangroup.com


This policy summary is essential reading but does not contain the full terms and conditions of Habitat for Humanity 
ACE Guardian Travel Insurance Policy (the Policy) which can be found in the Policy document Policy Number 51UK453444 

Cover is underwritten by ACE European Group Limited (ACE).

	ACE ASSISTANCE – Medical Emergency Service: In the event of a medical emergency, telephone ACE Assistance on: +44 20 7173 7798 from outside the UK; (or 020 7173 7798 from within the UK) at any time of the day or night, 365 days a year.  ACE Assistance will give you advice and assistance in the event of any medically-related emergency.  
Please quote your name, the Policy Number and Period of insurance. Please remember to give a telephone number where you can be contacted.

ACE Assistance will decide the most appropriate course of action to help you through the emergency – do not try to find your own solution.


Significant Features and Benefits 

	Sub-section
	Benefit Description
	Benefit Amount 

	Section A

	Personal Injury
	Death
	GBP50,000

	
	Permanent Total Disablement
	GBP50,000

	
	Permanent Disabling Injuries
	GBP50,000

	
	Temporary Total Disablement
	N/A

	
	Temporary Partial Disablement
	N/A

	Section B

	1 – Medical and Other Expenses
	Medical Expenses:

(Cover does not apply to Journeys within the United Kingdom.)
	Unlimited

	
	Hospital Confinement – Daily benefit up to 365 days:
	GBP50 

	
	Aggregate Hospital In-patient Confinement benefit (where the Confinement is also covered under the Section A, Injury). Daily benefit up to 365 days:
	GBP50 

	
	Travel and Accommodation Expenses:

(Including Funeral Expenses up to GBP10,000)
	GBP20,000

	
	Emergency Repatriation Expenses:
	Unlimited

	
	On-going medical treatment as an In-Patient in the United Kingdom:
	GBP50,000

	
	Emergency Treatment following Return Home
	GBP10,000

	
	Search and Rescue Expenses:
	GBP20,000

	2 - Personal Belongings
	Personal Belongings:

(Where the value of any one article, pair or set exceeds GBP2, 000, the Policyholder shall be liable for 25% of such excess amount.) 
	GBP5,000



	
	Personal Belongings Delay:
	GBP2,000

	
	Loss, Theft or Delay of Keys:
	GBP250

	3 - Business Equipment
	Business Equipment 
a) Electronic Business Equipment: 

b) Other Business Equipment:
	GBP2,500

GBP2,500

	4 - Money
	· Money:
	GBP2,000

	
	Financial Card Misuse:
	GBP1,500

	
	Emergency Replacement of Passport, Visa, Travel Documents or Driving Licence: 
	GBP1,500

	5 - Disruption
	Cancellation Curtailment/Alteration/Rearrangement/Replacement Expenses: 

Aggregate Limit (per Journey or event) :
	GBP10,000

GBP500,000

	
	Travel Delay
	

	
	After 4 hours:
	GBP50

	
	For each hour thereafter: 
	GBP50

	
	Maximum payable any one journey: 
	GBP500

	6 - Personal Liability
	Personal Liability:
	GBP5,000,000

	7 - Legal Expenses
	Legal Expenses:
	GBP50,000

	
	Travel and Accommodation Expenses to attend court: 
	GBP500

	8 - Political and Natural Disaster Evacuation
	a) Evacuation Expenses: or 
	GBP50,000

	
	b) where evacuation is not possible -  a daily benefit for Accommodation Expenses for up to a maximum of 14 days:
	Up to GBP150 per day

	
	Aggregate Limit (per Insured Event and in any one Period of Insurance) :
	GBP50,000

	9. Hijack
	Daily Benefit - payable for up to 50 days: 
	GBP500


Significant Exclusions – (See General Exclusions and the Specific Exclusions of each Section of the policy document).
There are some situations for which you are not covered. These generally involve anything you already know about or that are caused by deliberate or illegal acts on your part. The most significant exclusions of this policy are set out here.

Claims due to the following causes will not be paid: General Exclusions (Page 9)

1.
ACE shall not be liable for payment of any benefit for Bodily Injury, loss or expense suffered or incurred by an Insured Person aged 80 or over whilst on a Journey; or

2.
ACE shall not be liable for Bodily Injury, loss, damage or expense resulting from or contributed to by, directly or indirectly:


a)
the Insured Person committing or attempting to commit suicide or intentionally inflicting self injury.


b)
the Insured Person engaging in aviation as a pilot or crew member of an aircraft or other aerial device.

c)
the Insured Person being a full time member of the armed forces of any nation or international authority or a member of any Reserve Forces called out for Permanent Service.  


d)
War, whether declared or not in the Insured Person’s Country of Domicile.

There may be other exclusions which are significant to you. See the Specific Exclusions and General Exclusions Sections of the policy document for full details.

Cancellation

The insured person has no cancellation rights under the terms of this policy.

Claim Provisions

In the event of a claim under this Policy contact the ACE Claims Service Team, quoting your full policy number, within 30 days or as soon as

reasonably possible after the date of the occurrence:

Postal Address: 200 Broomielaw, Glasgow G1 4RU.

Telephone: 0845 841 0059 (within UK only)

International: +44 (0)141 285 2999

Facsimile: +44 (0)1293 597323

e-mail: claims@acegroup.com
Complaints Procedures

If you are not satisfied with ACE’s service, please contact MasterPolicy Insurance Brokers, Hamilton House, 152 Shortmead Street, Biggleswade,

Bedfordshire SG18 0BL; or the A&H Customer Service Manager, ACE European Group Limited, quoting your policy details:

Postal Address: 200 Broomielaw, Glasgow G1 4RU.

Telephone: 0845 841 0056 (within UK only)

International: +44 (0)141 285 2999

Facsimile: +44 (0)1293 597376

e-mail: A&Hcustserv.complaints@acegroup.com
Financial Ombudsman Service

If you are not satisfied following receipt of ACE’s final response, you may contact the Financial Ombudsman Service:

Postal Address: South Quay Plaza, 183 Marsh Wall, London E14 9SR.

Telephone: 0845 080 1800;

Facsimile: 0207 964 1001

e-mail: enquiries@financial-ombudsman.org.uk 
Web Site: www.financial-ombudsman.org.uk 
The existence of these complaints procedures does not affect any right of legal action you may have against ACE.

Compensation Scheme

In the unlikely event that ACE is unable to meet its liabilities, you may be entitled to compensation under the Financial Services Compensation

Scheme (FSCS). Their contact details are:

Postal Address: FSCS, 7th Floor, Lloyds Chambers, Portsoken Street, London, E1 8BN.

Telephone: 020 7892 7300

e-mail: enquiries@fscs.org.uk
Web Site: www.fscs.org.uk 
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Global Village Challenge


“Open” Teams
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Planning your Trip





Working together as a Team





Budgeting		

















Appendix 1, Useful information and resources
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Appendix 4, Risk Assessment Form
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Your point of contact at HFHGB is:


Volunteer Teams Coordinators


Liz Pym


01295 220188


Email: � HYPERLINK "mailto:globalvillage@hfhgb.org" ��globalvillage@hfhgb.org�





Appendix 3, Global Village Budget Form		








Organise team member(s) to attend recommended First Aid Course.
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Appendix 6, Code of Conduct		
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Photo by: Julie Lopez / Habitat for Humanity International
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Minors on Challenges











£ Money $
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Send copy to VTC





Inform team of arrangements. Maybe even hold an orientation day.





Fundraise. Use our toolbox of fundraising ideas





Liaise with VTC and host coordinator re logistics and administration





Prepare primary budget and include a minimum £350 donation per person





e.g. accommodation, transport, meals, bottled water, R&R possibilities & cost etc.





Minimum 10 people for group discount





Select team. Send copy of application form, passport information page and release and waiver to VTC





Obtain cost for air fare. VTC will help.





Sign a Memorandum of Understanding. Agree schedule of action dates





Contact affiliate in chosen country. Give proposed number in team and ask for in-country costs





Contact Volunteer Teams Coordinator (VTC) at National Office. VTC will verify availability of country/dates and give you contact details of host affiliate





Have possible 2 alternatives





6 months prior to departure decide on country and dates or event





Send you accounts back to VTC as soon as possible after the team returns so the accounts can be closed and the donation sent off.





Team not confirmed until HFHGB receive donation and airfare deposit. Flights must be paid for 8 weeks in advance.





Enjoy your Global Village Mission!





Ensure all monies and paperwork have been received by National Office.





Send VTC coordinator air fare deposit (ASAP) and donation.








Confidentiality and Data Protection











Introduction





� EMBED PBrush  ���





Global Village Challenges


“Closed” Teams
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Appendix 2, Global Village Kit List	
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Medical Matters
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A House nearing completion 


in Papua New Guinea














ACE Guardian Injury and Travel Insurance Policy Summary




















Appendix 5, Policy to Children
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Dangerous work – 


Minimum age 18





Working from a height greater than 6 feet or 1.8m


Roofing


Using power tools


Using electric- or gas-powered equipment 


Using powder-actuated tools


Demolition


Excavation














General construction - 


Minimum age 15





Carpentry


Siding


Plastering


Flooring


Laying foundations


Masonry


Brick making


Finishing work


Use of hand tools








Light work - 


Minimum age 13


Clearing lots


Preparing meals


Painting


Landscaping


Transporting supplies (weight limit appropriate to the child, not more than 5 to 7 kilos)


Babysitting


Other activities are allowable that are not harmful to a child’s health and development and will not prejudice their attendance at school or diminish their ability to benefit from instruction. 


Light work is characterised by:


simple and well-defined tasks;


no physical or mental effort that could endanger the child’s health or development;


a limited number of daily and weekly hours of work;


regular breaks and weekly rest of at least 48 hours;


no night work.
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Appendix 7, Insurance Summary		








* An abridged version of a story by Tim Sieges taken from “In Other Words”, a Wycliff Bible Translation publication 1994
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