Welcome to Casa Guatemala!!

Thank you for choosing to volunteer your time with us!!  We have compiled some information in this file to make your transition in to life at Casa Guatemala more enjoyable.  In this manual you will find information about Casa Guatemala, general rules and procedures, helpful tips for working here.  If you have any questions please feel free to ask questions!!  The volunteer coordinator is here to help you get settled.  We hope to make you transition as smooth as possible. Again thank you for being here.  Bienvenido!!

Your first days at Casa Guatemala
Your first days here can be very overwhelming as you meet many new people and try to learn the routine.  We all remember what it is like to be a new volunteer.  It will take different amounts of time for different people to get settled, please remember that it is important that you allow yourself the time you need to adjust and feel comfortable.

Most volunteers work the first two weeks at the Hotel Backpackers, either in the bar or doing other jobs.  Funds generated at the hotel go to support Casa Guatemala so you have already contributed to the children by being at the Hotel.  The amount of time a volunteer spends at the Hotel Backpackers depends on the current situation and where the volunteers are needed most.  Sometimes volunteers will be asked to go straight to the orphanage but maybe asked to come back and work the two weeks at a later date during busy times.  The newest volunteers who have not worked their weeks are Backpackers will be chosen as the first to do this.
Upon arrival at Casa Guatemala, you will be asked to put you name and personal information into the volunteer registry.  You will sign this book again when you leave.  

You will be shown to one of the volunteer houses, most likely the Casa de Los Voluntarios and you be given the choice of the available beds.  Take the time to set up you bed and mosquito net and feel comfortable in your room.

Once you are settled in, the volunteer coordinator will give you a tour of Casa Guatemala and explain to you that the general routine and volunteer positions available.  Let the volunteer coordinator which positions you would be interested in and what you have experiences in order to find the position that you will enjoy the most and that will benefit the children the most.  Make sure to ask lots of questions because this is the best way to get the information you really want.

Since most people do not know in advance what items are available at the Casa, you might find that you want things such as extra food, snacks, dishes, or other things to make your stay more comfortable.  Let the volunteer coordinator if you need to go into town to get things you need to get set up, they can let you know which boat to take etc.  If you can wait until Wednesday or Saturday evening you can ride the volunteer boat, ask the volunteers about what you need and they maybe able to tell you the best place to purchase things.  

Make sure you have a mosquito net and mosquito repellant.  There is no place to refrigerate items so, when buying fruits and vegetable take care to only buy in small amounts.

The first few days will most likely involve training shifts in your position, as well as at least one actividades (activities) shift in the evening.

Cultural adjustment

Being a volunteer at Casa Guatemala demands a lot of energy, patience and positive thinking.  In the beginning it can be very overwhelming because everything us new and things seem chaotic.  It takes time to adjust to the jungle environment, the culture, the isolation, the children, the food and the heat or rain.  You might feel as if you are the only one that is feeling bad…you are not!! There are always some newer volunteers who are going trough the same emotions as you are and with whom you can talk.  Keep in mind that some volunteers who have been here longer have seen may people come and go and are sometimes tired and may seem distant. Do not take this personally sometimes it takes people longer to open up and get to know you. Most volunteers have difficulties at the start but after a while you will start to adjust and hopefully enjoy working and living at Casa Guatemala.
Sometimes you will miss your privacy.  Therefore use your free time to rest, get away from the volunteer house or go down to one of the docks to cool down.  Remember that although the kids are priority, if you do not take care of yourself you will not be any help to anyone. Do not push yourself too hard.  Use your descanso (break) to travel and gain new energy and postive engergy.  After a holiday you are likely to have missed the orphanage and especially the children.  Upon return, it will not be so hard to adjust because you know the living environment and are familiar with the people. Remember that a happy volunteer equals happy kids, so please take care of you.
You must also remember that sometimes things are not as easy as at home.  Not everything makes senses and not everything seems to work efficiently from a practical perspective.   The sooner you accept this and learn to work with it, the easier things will become.
Remember this when you are really down and no energy to give:

1) Give yourself a rest and take time to think things over

2) Tell yourself that you are doing the best you can

3) Believe in yourself

Most Importantly:

Give yourself credit for all the good work that you are doing here.  Your help does matter and children to appreciate it.  They might not tell you as much but they will show you it through a hug, a kiss or simply when they tease you! 

INTRODUCTION

The purpose of this document is to inform all volunteers of the volunteer programs that have been developed at Casa Guatemala and to serve as a guide for those who are interested in working with us at Casa Guatemala.  It is essential that those interested in volunteering at Casa Guatemala read this document and understand its content prior to joining the team.  In the event that you have any question the Director, Volunteer 
Coordinator and Volunteers will be happy to assist you.

VOLUNTEERS AND THE CASA

Casa Guatemala in Rio Dulce has as its principal objective to raise, educate and capacitate the children 3-17 years of age entrusted to their care, in order to prepare them for a full and meaningful life.  Casa Guatemala strives to do this by providing them with a formal basic education as well as practical skills such as sewing, carpentry and agriculture.  The needs of the children ALWAYS are the top priority at the Casa.  Their necessities take precedence over all other wants or desires of volunteers or staff.
To be a volunteer at Casa Guatemala requires much energy, patience, and optimism.  At first adjusting may be difficult.  It takes some time to adjust to the jungle, the culture, the isolation, the children, the heat and the food.  But the period of adaptation is usually short due to the warm reception received from the children and others at Casa Guatemala.

By all means, although the children are the main priority, it is very important to take care of yourself, because if we are not well then we cannot help others.  It is important to make good use of your free time.  It is fundamental to good physical and mental health to dedicate time to you for reflection, to be aware that we are here for the children and that we really can help.  
RULES AND GENERAL STANDARDS

Please note that this list of rules is not exhaustive and that common sense and good decision making in general must be taken into consideration while working at the Casa.

1. ABUSE OF THE CHILDREN WILL NOT BE TOLERATED.  If you see or become aware of any physical, sexual, psychological or emotional abuse you are obligated to immediately report the violation to the Director.
2. Be conscious that some of the children have experienced mistreatment prior to coming to Casa Guatemala.  Don’t behave in an inappropriate manner being overly familiar with the children, especially the older ones.  But do try to develop a slow and lasting friendship with them. 

3. The children must treat the adults with respect.  In return, the adults must respect the children as well.  The way that you behave will have a great influence in maintaining this atmosphere of mutual respect.

4. If you lose something or something is stolen from you please report this to the Director immediately.

5. You must be punctual in arriving at the assigned time for your work shift.
6. Drugs are totally prohibited at Casa Guatemala.  If you are found with drugs you will be removed from Casa Guatemala and taken to the authorities.

7. Smoking in front of the children and in the living areas is prohibited.

8. Drunkenness will not be tolerated.

9. All volunteers must register with staff prior to entering Casa Guatemala to receive authorization.

10. It is obligatory to be present and ready to work where you are assigned, if for some reason you will need to be absent from your assigned job you must inform the Coordinator of Volunteers immediately.
11. The property of Casa Guatemala may not be used, moved, or removed from Casa Guatemala without prior consent of the Director of the Project or the person charged with the care and maintenance of said property.  This includes plants, fruits, vegetables, and animals.
12. It is mandatory that all volunteers attend all scheduled meetings for volunteers.  Meetings are regularly scheduled for Monday at 8 in the office and Thursday nights from 8:00 p.m. in the Volunteer House.  In the event that you must be absent please notify the Coordinator of this and your reason for not being able to attend.
13. All bathing must be done in the bathroom areas.  It is not permitted to swim nude or semi-nude.  Outside of the bathing area appropriate clothing must be worn.  It is also inappropriate to wear clothing of a suggestive nature while on the orphanage property.
14. It is obligatory to be sensitive to and respectful of cultural issues while carrying out your various work assignments while at Casa Guatemala.
15. Work schedules will consist of three weeks of work followed by one week off or 5 days of work (Monday – Friday) having the weekend off, depending on the position assigned. 
16. Volunteers must work a minimum of two week during their stay at Casa Guatemala either in the farm store or the hotel.  This time period may be extended depending on the current needs of the self-financing projects. 

VOLUNTEER POSITIONS

Volunteers for three or more months

Volunteers that dedicate three or more months to the Casa will be assigned responsibilities that require some type of consistency.  These volunteers will fill positions such as primary teachers, kinder teachers, English teacher, art teacher, teacher aid, librarian, physical education teacher, orientador or administrative position.

Priorities in the following order: 1.- Orientadores, 3.- Kinder teachers,  4.- English teacher,  5.- Art teacher,  6 Librarian.-,  7 Physical education teacher.-, 8.- Teacher aid 
Volunteers of solitary tourism

Volunteers that participate in the solitary tourism program will fill

Supporting positions.   These positions include kinder assistance, teacher aids, reinforcement classes, and organization of the library, clinic or storage rooms, kitchen assistance, agricultural assistance or maintenance tasks, Physical education and sports assistance, help the children have good manners mainly in the comedor.

Visiting volunteers

Groups of visiting volunteers generally arrive at the Casa with a

Predetermined assignment or task.  Visiting groups may contact the General Director to find out the urgent needs of the organization or may share their own ideas for the Casa.  With the permission of the General Director, volunteer groups may carry out special construction, painting or reparation projects, with special funds collected to cover the mentioned projects.  Other special projects may also include activities for the children such as art and crafts or presentations.  
Also, visiting volunteers will need to donate different amounts of money for their time at Casa Guatemala.  For example tourismo solidario need to pay per week.  While a visiting group would need to make arrangements of how much the donation would be with Angie before starting to volunteer.  Please speak with Angie regarding the amount you need to donate.
JOB DESCRIPTIONS

Administrative director

The administrative director is responsible for ensuring the smooth operation of the project.  The director is in charge of donations, special events, attending to visitors, attending to special workers, requests of the kitchen staff, teachers and workers, publicity, salary of workers, statistics, good behavior points and any other task necessary to the projects well-being.  The administrative director keeps in close contact with the general director providing her with any assistance or information needed.  Spanish language is required.  The schedule for the administrative director varies.  It should be noted that the administrative director is on-call 24 hours of the day to handle any problems that may arise.

Volunteer Coordinator

The volunteer coordinator is responsible for receiving volunteers, placing volunteers, assisting in the orientation of the volunteers, designing programs, making weekly schedules, facilitate bi-weekly meetings, contacting past and future volunteers and any other task that is necessary to the projects well-being.  The coordinator must be able to place the needs of the children first and foremost and ensure that no group of children is left behind.  The coordinator must work closely with the administrative director as he or she is the line of communication between the volunteers and administrators.  English and Spanish language is required.  The schedule of the coordinator varies.  However, the coordinator is on-call 24 hours of the day to handle any problems that may arise. The Volunteer Coordinator also needs to cover any vacancies in the volunteer positions.
Young girl’s orientador

The orientador position for the young girls includes the general care of girls between the ages of 5 and 10.  The orientador plans recreational activities and ensures that the girls are carrying out their necessary tasks and responsibilities, such as homework, chores, and personal hygiene.  In addition, the orientador is responsible for the girls’ formation into young ladies and must teach broad life and social skills.  The orientador works outside the school hours (4:30-7:30, 11:00-1:00 and 4:00-7:30). One orientador needs to live with the kids in the house, while at least one other comes to help in the house each day.  Minimum of 2 Orientadors is needed per group. 
Older girl’s orientador

The orientador position includes the general care and guidance of the

Oldest girls.  The orientador plans recreational activities and ensures that the girls are carrying out their necessary tasks and responsibilities, such as homework, chores, and personal hygiene.  The orientador must teach etiquette and manners and be ready to give sound advice to difficult questions. The orientador works outside the school hours (4:30-7:30, 11:00-1:00 and 4:00-7:30)
Younger boy’s orientador

The orientador for the younger boys is responsible for the general care of the boys between the ages of 5 and10. The orientador plans recreational activities and ensure that the boys are carrying out their necessary tasks and responsibilities, such as homework, chores, and personal hygiene.  In addition, the orientador is responsible for the children's formation.  The orientador works outside the school hours (4:30-7:30, 11:00-1:00 and 4:00-7:30).

Older boy’s orientador
The orientador for the older boys is responsible for the general care and well-being of the boys over the age of 10-16 The orientador plans recreational activities and ensure that the boys are carrying out their necessary tasks and responsibilities, such as homework, chores, and personal hygiene.  The orientador must teach etiquette and manners and be ready to give sound advice to difficult questions. The orientador works outside the school hours (4:30-7:30, 11:00-1:00 and 4:00-7:30).
Pre-Kinder teacher and Kinder teacher
The Pre-Kinder teacher must stimulate learning through educational games, activities, songs and resources.  The job includes the introduction and preparation for formal classroom education.  The teacher must prepare age appropriate curriculum focusing on the most basic education (i.e. fine motor skills, social interaction, colors, shapes, numbers, and letters). The Kinder teacher teaches both beginning education and practical life Skills.  The teacher focuses on tasks such as how to write with a pencil, colors, shapes, numbers, letters, relate with other children, proper eating etiquette, listening, and respect.  The teacher often uses songs and games to motivate students.   In addition to working during school hours (7:30-11:00 and 1:00-4:00), the Pre-Kinder teacher must spend times outside of school preparing classes. And help in activities.
English teacher

The English teacher works with all grade levels teaching age appropriate English speaking, reading and writing to the students.  The teacher encourages group work and often teaches through songs and games.  Students concentrate on particular themes (i.e. numbers, professions, introductions) and are taught new vocabulary to accompany the theme.  In addition to working during school hours (7:30-11:00 and 1:00-4:00), the English teacher must spend times outside of school preparing classes as the material is designed by the teacher in charge of the class.  Also helps prepare students who will be adopted to English speaking countries or any other class that might needed.
Arts and crafts teacher

The Arts and crafts teacher works with all grade levels teaching an age appropriate curriculum.  The teacher focuses on stimulating creativity of the children, teaching general care for one’s natural surrounding by using natural and recycled materials, and allowing the children to develop manual dexterity.  The teacher is also responsible for the children's arts and crafts store.  The teacher must collaborate efforts with the Guatemalan teacher also assigned for this subject.  In addition to working during school hours (7:30-11:00 and 1:00-4:00), the Arts and crafts teacher must spend times outside of school preparing classes. 

Librarian

The librarian works with all grade levels.  The librarian is in charge of the maintenance of the library as well as giving classes.  The librarian reads to the children age appropriate books and encourages comprehension by asking questions about the book's contents.  Special programs (i.e. weekend activities) to encourage the children to visit the library should be prepared and developed.  The results of these efforts should be recorded.  The librarian works during school hours (7:30-11:00 and 1:00-4:00).

Kinder teacher aid

The kinder aid provides the kinder teacher with general classroom

Assistance.  Under the direction of the teacher, the aid enriches the

classroom by giving the students more individual attention. The aid also helps with the personal needs of the child while is in class.  The aid works during school hours (7:30-11:00 and 1:00-4:00).

Computer teacher

The computer teacher gives individualized computer classes to students of the higher grades.  The curriculum focuses on word processing, internet navigation and certain Microsoft programs (WordPad, Paint, Word and Excel). The computer teacher works during school hours (7:30-11:00 and 1:00-4:00), and occasional outside-schedule classes. The class is designed by the same teacher.

Agriculture 

The Agircultue volunteer works with two Guatemalans, doing mostly manual labor in the farm.  They may also work with some of the kids who have agriculture as part of their class schedule. (7:30-11:00 and 1:00-4:00) including weekends.
Physical education teacher

The physical education teacher works with all grade levels teaching an age appropriate curriculum.  The teacher teaches healthy living habits through sports, games and general physical activity.  The teacher stresses the importance of physical health and encourages a healthy lifestyle.   The physical education teacher works during school hours (7:30-11:00 and 1:00-4:00).

Tutor
The tutor gives individualized reinforcement classes to students in need of extra help.  The teacher must have close contact with the primary and secondary teachers to locate students with the most need and to discuss curriculum.  The tutor must also discuss with the child’s teacher the student’s progress to discover the best way to serve the student.  The tutor works during school hours (7:30-11:00 and 1:00-4:00).

Special projects volunteer

Special projects require advanced planning and continual communication

with the General Director.  Depending upon the project, prior fundraising may be necessary as the material in general must be brought by the volunteer. Maintaining daily progress and or cost reports may also be useful.   The schedule is completely dependant on the project.

Activity planner

The volunteer in charge of activities must plan all recreational

Activities for the weekend or night and delegate volunteers to carry out what they have prepared.  In particular, the birthday activity for the last Thursday of every month must be planned by a volunteer. The planner must ensure that the orientadors are well informed of the activity schedule and must ensure that all the appropriate equipment is available and ready.  The activity planner is a job during the weekends or nights and is generally a shared responsibility amongst several different volunteers.  The activities for the weekend run from 9:00-12:00, 1:30-4:30 and 6:30-7:30 and for the week nights 6:30-8  In addition to these hours the volunteer must spend time planning the activities.

Enrichment activities leader (during vacation period)
Volunteers in charge of enrichment activities (i.e. theatre, music, etc.) during the vacation months are responsible for the planning and implementation of all activity requirements.  These activities are ongoing and are used as both a learning tool and leisure time for the children.   Presentations at the end of the vacation are encouraged so the children can demonstrate what they have gained from the enrichment activity.  The schedule for the enrichment activity leader is out the school hours.
Vacation school teacher

The teacher for the vacation period reinforces and reviews the basics of the curriculum covered by the teachers during the school year.  These classes are used to enrich the students understanding and comprehension of the material and prepare them for the introduction of new material in the following school year. In addition to working during class hours (8-4, the teacher must spend times outside of school preparing classes).
Special trip coordinator

The special trip coordinator is in charge of planning and realizing the special trips of the children who have earned enough good behavior points.  The coordinator must find the funds and plan the logistics of each trip.  The coordination of these trips requires close contact with the General Director and various supporters and staff of the Casa in Guatemala City.  The coordinator must also accompany other children on the trip and delegate other volunteers to do likewise.  The schedule for this position is completely dependant on the current needs of the trips.
Health care provider

Qualified volunteers with training in the health care profession may assist in the clinic.  Depending upon the volunteer’s qualification and experience the health care provider may be responsible for cleaning and maintaining the clinic, the inventory of medicines, the medical and vaccination records and medical and follow-up treatment.

Kitchen Aid

Volunteers help out in the kitchen when needed, helping with food preparation, serving and cleaning. The schedule varies depending on the needs of the kitchen staff. 

Volunteer choice:

If you are interested in a position and would like more information or to shadow a position you think might be a good fit ask the Volunteer coordinator to set this up with another volunteer. Please remember that a position you want may be filled or that there is a greater need for you to fill a position that might not be your first choice.
VOLUNTEER SCHEDULES

Weekdays

orientadores: 4:30-7:30am, 11am-1pm,4pm-6:30pm,7:30pm-?

.

Office: 7am-12pm, 1pm-4pm(week) 8am-12pm, 1pm-4pm
Teachers: they have there one schedules (manualidades, ingles, refuerzo, ed.fisica)

Kinder teacher:7:30am-11pm,1pm-4pm

Agricultura: they have there one schedules (talk to Seño Irma)

Activities (extra shift):6:30pm-7:30pm (Sunday to Thursday), 6:30pm-8pm(in vacation)
Weekends

orientadores: 6am-9am, 12pm-1:30pm,4:30pm-6:30pm,8pm-?.

Office: 7am-12pm, 1pm-4pm

Activities weekend: 9am-12pm, 1:30-4:30pm

Activities (extra shift):6:30pm-8pm (Friday and Saturday)

Agricultura: 8am-12pm, 1:30-5:30 ( need to speak to Seño Irma)
Activities schedule

Monday- dibujo(sketching)
Tuesday- baile(Dance)
wednesday-pelicula(film)

Thursday- juegos de mesa(tablee games)
Friday-baile(Dance)

Saturday-pelicula(film)

Sunday-imaginacion del voluntario(imagination of the volunteers.)
Activities weekend

Those on activities should meet and plan the activities the day prior and should post the plan outside the Ranchon really early in the morning or the night before. Make sure to have all the equipment you need, keys from the cinema, TV, library, sports room are all in the office.

Make sure to have lots of variety in activities.

The volunteer schedule is made at the end of the volunteer meeting. On Thursday nights the schedule is made for Monday.

Many people (those working in school, orientation...) will have their schedules determined ahead of time. People leaving also get to pick their last week.

Your shift is your responsibility and as such must be on time and ready to work when you are scheduled.  Please make sure to speak with the Volunteer coordinator if you are sick or there are any problems or changes to the schedule as she/he must be informed and is responsible for granting any requests.

WEEKLY MEETINGS/ACTIVITIES FOR VOLUNTEERS
DAY

Meeting/Activity

Time


Location

Sunday

Monday
Volunteer meeting

8:00pm

comedor or office
Tuesday

Wednesday
Backpackers


5:30pm-11pm





Thursday       Volunteer meeting

8:00pm

casa de voluntarios

Friday


Saturday
Backpackers


5:30pm-1:00am

MEAL SCHEDULE

Weekdays

Breakfast: 6:00am
Lunch: 10:45am-12pm

Dinner: 5:30pm
Weekends and holidays
Breakfast: 7:15am
Lunch: 12:00pm
Dinner: 5:30pm
Daily life at casa Guatemala
Tienda (store)

There is a tienda located on the lower level of the Ranchon that you access through a window from the porch.  The tienda contains snack items such as chips, gum, cookies, cold soda and juices. Other items might include soap, shampoo, oil, jam, cigarettes etc.  

The Tienda does not have any regular hours if someone is in the window, the tienda is open.  You can set up an account at the tienda by paying a certain amount of money up front to the tienda and writing it in a book. Every time you purchase something, the amount will be subtracted from your account. This allows you to get items from the tienda without needing to carry money around, but also prevents volunteers from leaving without paying or running up large bills.
Las Brisas

There is a tienda located in Las Brisas that sells some items, such as toilet paper, candles, snack items and cold beverages.  Some of the women and children from Las Brisas come by usually once a day selling either pan de coco, pan de dulce, frias etc.  They are most often by the Casa de Los Voluntarios in the afternoon.  There is also a nice dock in Las brisas where some volunteers go in their free time to swim, sun bathe, have a cold beverage and relax.  It is a 10-15 minute walk.  Ask for directions.
Lancha

The most important thing to remember is that lanchas do not run on any set schedule.  If you miss the lancha then you just have to wait for the next one (which might not be until the next day).  The frequency of the lancha during the day can depend on necessity and sometimes the price of gasoline. That said, normally, there is a Lancha that leaves Hotel Backpacker between 7-8am  and a 3:00-4:00pm.  A boat leaves Casa Guatemala between 8:00-9:00am and 4:00-5:00pm (this is the egg boat).

On Wednesday and Saturday there is a volunteer boat that leaves at 5:30pm.  The cost of this boat is depends on how many people sign up to go (the boat is 201Q divided by the number of volunteers if there are more then 10 volunteers going and 132Q if there are less then 10 volunteers leaving.  You need to sign up in the office before 12:00 the day before the Lancha leaves on the day of the boat.  On Wednesday the boat leaves Hotel Backpacker at 11:00pm and on Saturday at 1:00am.  The volunteer lancha first drops of in Fronteras and then continues on to Hotel Backpackers.
It is possible to hire a private lancha, but this could be very expensive.

Telephone

The phone in the office can be used to make or receive calls.  It costs 1Q to make calls and 8Q to make calls anywhere outside of Guatemala.  It costs 1Q per minute to receive calls from anywhere.  If you receive a call and are not in the vicinity of the office the person who answers the phone will ask them to call back in fifteen minutes and send someone to find you.  The office staff will not take a message, as they often forget to give them to the person.  When making or receiving a call please bring money with you to avoid having am outstanding bill in you name. This is important because if the phone card is empty and the bills are not getting paid there is not enough money to purchase a new card and the phone can not be used without a card.  Also remember that we do not always have electricity and that the battery might not be charged.  All calls must be recorded in the telephone log book and outstanding bills should be paid as soon as possible. Please be considerate with your phone usage as we all rely on the only one phone line.
The phone number from abroad is 00-502-55556859
Mail

Letters and packages arrive to the post office in Fronteras.  The post office is located at the end of the road from the Banrural.  The opening hours for the post office is located are irregular, despite the hours painted on the door.  Volunteers can usually pick up the mail for Casa Guatemala.  To pick up packages you need your passport. Sometimes Hotel Backpackers picks up the mail so it is wise to check there for mail as well.  Occasional, certain packages will be kept in Guatemala City and you will receive a letter saying that you have a package to pick up from there.

The mailing address here is:
Your Full Name (Voluntario)

Casa Guatemala

Hotel Backpackers

El Relleno

Rio Dulce, Livingston

Izabal,

Guatemala –Centroamérica

Internet
There are several internet facilities available in Fronteras, like Rio Bravo which closes at eight. There is also internet on the road to catch the bus to Finca Paraiso or El Estor which closes at ten. 

There is internet access in the office, but it is only important projects or emergencies.

Laundry
There are several ways to do your laundry. You may choose to wash your clothes at casa yourself (you can buy laundry detergent in Fronteras) and is clothes lines beside la Casa de Voluntarios. You may also choose to pay to have your laundry done for you-this is possible either with the women in Las Brisas or in Fronteras at either Bruno’s or Hotel Backpackers. A bag of laundry in Bruno’s cost approximately 25Q, in Backpackers is 20Q, Sol y Luna on the road to  the hotel Backpackers.
Water
Volunteer generally split the cost of water for the Volunteer houses.  Empty bottles can be exchanged for full bottles at the cost of 15Q.  This exchange takes place at store where the lancha drops the Volunteers off.  However the water is potable in all the taps, except the green tap in front of the comedor (the two white taps are okay).
Money

There are 4 banks in Fronteras.  All of them exchange US dollars and American Express Travelers cheques (Banrural near the post office exchanges Travelers cheques until 5pm on weekdays) You will need your passport to cash travelers cheques.  There are several 24 hour ATMs where debit cards visa and Master card can be used to rake out quetzals.  There is a Western Union for money transfers in one of the banks. Traveler’s cheques can be exchanged at the Hotel Backpackers (but you will probably get a better rate at the bank). On Saturdays you can get money from BI bank.
Visas

Currently tourist can have Visa to remain in Guatemala for up to 90 days.  To extend your Visa beyond 90 days you need to leave the country for at least 3 days.  Belize is the easiest country to renew your visa.  You cab also extend you visa in Guatemala City at INGUAT office and the extension was ready at the earliest the next day. The cost of this service is 150Q
It is your responsibility to know when your Visa expires and to make sure to plan a descansco outside the country before this day or make other arrangements for a Visa Extension.

Medical and Health Procedures

If you are sick, the clinic is available to you provided that there are medical staff present.  Otherwise, please inform the Director or Volunteer Coordinator for assistance.  The medicine from the clinic is free of cost, but please remember that the clinic does not have a budget. As a first resort please use medicines you have brought with you, or medicines from the communal shelf, ask ask the other volunteers if they have what you need.

There is a clinic in Fronteras, a hospital in Morales and a Hospital in Guatemala City should you need more serious medical attention.

Please inform the Volunteer Coordinator if you have serious medical conditions or allergies that he/she should be aware.  It is good to let another volunteer where your passport and insurance papers are located, should an emergency arise.

Comedor Rules (dining room)

· Normally the workers eat first.  Please bring your own plates and cutlery to the Comedor. You need to wash your own dishes

· No one is allowed into the kitchen besides the cooks and those people who have business in the Kitchen. The cooks serve the food, the torillas and  the drink.  If you are not being attended to please ask more clear and direct; as many of the staff are not native Spanish speakers.  If you still do not receive service ask permission to service yourself.  

· The children have specific dining room chores on a rotating basis (like dish washing)

· No eating outside of the comedor

· No food in the kids rooms.

Expectations

· You are expected to be on time and ready to work at the beginning of your shift.   It is your responsibility to talk with the Volunteer Coordinator immediately should any problems arise.

· You are expected to use you best judgment at all times when on Casa Guatemala property and especially when in the presence of the children.

· You are expected to follow the rules and policies outlined in this manual, during orientation and training.

· Your are expected to respect the communal living space by cleaning up your trash, washing you own dishes, flushing the toilet etc.  Please recognize the fact as many as 34 volunteers live in the Casa de Los Voluntarios at any one time

· You are never to leave candles unattended. 
Descansos and Leaving

Volunteers normally work 3 weeks and then take one week for descanso (break) (22 days of work and 8 days of descanso).  Every day you spend in the Casa you must be working therefore you must leave the Casa for your decanso.

The descanso schedule is sometimes flexible so that volunteers can work for more than three weeks and take more than one week of descanso.  Also, if there is a reason you need to or would like to take you descansco at a particular time; you need to talk to the volunteer coordinator to see if it is possible. Please be sure to inform the Volunteer Coordinator well in advance of when you wish to take your descanso and when you plan to return, so that scheduling can be done accurately.

Since some volunteers are not sure of their final departure date when they first arrive, please make sure to inform the Volunteer Coordinator of the date once you have finalized it.  This will make scheduling a lot easier.

Reference letters
In order to thank you for your time and efforts with Casa Guatemala, we often provide volunteers with a reference letter upon their departure.  This is a service which we provide to those volunteers who have demonstrated dedication and a spirit of cooperation in their work; you will not receive a reference letter simply by virtue of being here.

At least one week before you leave Casa Guatemala, ask the Volunteer Coordinator if they are willing to write you a reference letter.  Prepare the following information for the volunteer coordinator: a list of the work that you have preformed at Casa Guatemala; your full name, arrival and departure dates.  Please recognize that if your time with us is limited to less then a month, your letter of reference will not be as detailed as those written for volunteers who have been here a longer time.  Your assistance at Casa Guatemala is greatly appreciated.  Best wishes in your future endeavors. 
Confidentiality 
The children at Casa Guatemala, their history, their health and anything else  about them is to be protected and kept confidential for the best interest of the children and of Casa Guatemala.  This includes talking with visitors at Casa Guatemala, while in Fronteras, and with others back home.

Remember that what you hear about the children, and about their histories, about adoption etc. may or may not be true.  Be careful about possible rumors or misinformation.  All the children have files in the office which are available to the director, the orient adores, and the psychologist.  Volunteers should not need to look at these files, though occasionally it can be arranged for volunteers.   
We are here to help the children, to give our love, support, affection and to keep consistent their daily routines and their long term development. It is difficult for us as short term volunteers to make informed judgments about the situation here, and therefore we must be careful about voicing our opinions that may in anyway affect the home that is Casa Guatemala for the children.  If you have concerns, questions, or ideas please speak to the Volunteer Coordinator, to the Project Director or to the Executive Director, Angie Gomez. 

Dismissal

Your assistance at Casa Guatemala is much appreciated.  However, if for some reason you are unable to comply with these policies and procedures, you will be asked to leave.  Volunteering at Casa Guatemala is a privilege, not a right.  As such, a privilege can be taken away by the Volunteer Coordinator if you are not found to be contributing to the project or are disrupting the community.

Structure of Casa Guatemala

Casa Guatemala is made up of the Infant home/medical clinic in Guatemala City, the Administrative office also located in Guatemala City,  Casa Guatemala Orphanage in Rio Dulce, Hotel Backpackers and the Granja de Los Niños tienda in Fronteras.
Director

Currently Angie Gomez is the director of Casa Guatemala and is responsible for all aspects of the project including all locations, financial and legal matters.

Board of Directors

The board of  Director works with angie to make decisions about Casa Guatemala.

Director of Hotel Backpackers

Currently Señor Raquel is the director of Hotel Backpackers and is responsible for the everyday running of the hotel.

Project Director

Currently Señor Silvia is the project director.  The director is responsible for the daily running of the Casa.  When the director is not on site, Señor Beatriz (the farm manager) is the person in charge.
Kitchen staff/Farm staff/Workers/Maintenance staff/Lancheros 

These positions are filled by full-time paid Guatrmaltecans.

Volunteer Coordinator

The Volunteer Coordinator is a long-term volunteer who works closely with the volunteers and with the regular staff.  The Volunteer Coordinator is responsible for orientation, scheduling, descansos, covering shifts etc.

Volunteers

Fill many vital positions at Casa Guatemala.

