EducAid Sierra Leone Volunteers Policy

EducAid Sierra Leone is a small organisation working to improve access to quality education in Sierra Leone.  The organisation has no paid staff in the United Kingdom where it is a registered charity.

EducAid greatly benefits from the services of many volunteers who contribute with their time, skills and energy in many ways.

Because of the number of these volunteers and because of differing experience, age and previous exposure, this document will serve as a point to clarify what EducAid expects from its volunteers and what the volunteers can expect from EducAid.

EducAid will:
· Conduct phone interviews with all potential volunteers before making a decision as to the best place for them to help i.e. UK or Sierra Leone.
· Brief all new volunteers.
· Give a clear job / role description to each volunteer.
· Submit the job / role description to the trustees for review.
· Periodically review the job / role description and its implementation.
· Debrief volunteers returning from Sierra Leone, to understand better where EducAid can and cannot prepare and / or support volunteers more.
· Keep a file on all active volunteers in Sierra Leone including copies of:
· The pre-visit questionnaire
· The notes from the phone interview and consequent recommendation
· Their insurance policy
· Their job / role description
· Their signed staff code of conduct
· Any other documentation relevant to the individual’s stay with EducAid

Volunteers will:
· Complete and submit the pre-visit questionnaire.
· Discuss their completed questionnaire with the EducAid trustee who conducts their phone interview.
· Cooperate with EducAid leadership to agree a job / role description.
· Discuss with EducAid leadership before undertaking tasks outside their job / role description.
If volunteering in Sierra Leone:
· Complete, sign and abide by the staff code of conduct.
· Make a contribution to living costs if volunteering (a suggested donation would be between £50 and £100 per week).  EducAid is a very small organisation, which, struggles to cover its own costs and is unfortunately unable to cover the additional costs incurred by the presence of external volunteers.
· Pay for all travel, visa and vaccination costs for themselves.
· Purchase appropriate health and travel insurance, which includes repatriation in the event of serious ill health before travelling.
· Scan and send copies of insurance to the trustees and give a photocopy to the Sierra Leone leadership on arrival.
Notes from phone interview and preliminary discussions
	Name of volunteer:
	

	Address
	

	Age at anticipated period of volunteering or 30+
	

	Contact with EducAid 
	

	Qualification
	

	Teaching / youth work experience
	

	Developing world experience
	

	Strengths with ref to volunteering (as perceived by volunteer)
	

	Strengths with ref to volunteering (as perceived by interviewer)
	

	Weaknesses with ref to volunteering (as perceived by volunteer)
	

	Weakness with ref to volunteering (as perceived by interviewer)
	

	Interviewers perception of their understanding of:
· need for sensitivity on financial issues
· ability to cope with the environment
· ability to cope without an intimate relationship during the period
· need to be willing to learn as well as ‘give’
· ability to submit to / cooperate with the local EducAid leadership team
· ability to understand need to check re convenience and accommodation before changing EducAid site 
	Good / Medium / Poor

	Expectations of volunteering experience
	

	What type of task do they hope to be doing?
	

	Any other comments

	

	Recommendation 

	



Date interview undertaken:

Interviewer:  Name and signature: 
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Job / Role Description

Date:

Date for review:

Site where volunteer will be working:

	
	Task / Responsibility
	EducAid line manager

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	



Agreement of line manager:				Agreement of site manager (if necessary):
Sign and date:						Sign and date:


Agreement of volunteer:
Sign and date:


Review:
	
	Comments

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	



Agreement of line manager:				Agreement of site manager (if necessary):
Sign and date:						Sign and date:


Agreement of volunteer:
Sign and date:

Checklist:

	
	Item
	Yes or No

	1
	Pre-visit questionnaire completed
	

	2
	Phone interview completed
	

	3
	Recommendation given for SL
	

	4
	Job / Role description agreed and signed
	

	5
	Staff code of conduct signed and filed
	

	6
	Copy of health and travel insurance policy filed
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