VOLUNTEER HANDBOOK
All of us who participate and collaborate here at Piña welcome you to this community space. We hope that the time you spend here is rewarding and helps you develop your interests. We know that you will learn a lot from us and we from you.
With optimism, we show you the entire Piña field. Don't worry about remembering now all the names of the people you're going to meet. You will have a one-week orientation to familiarize yourself with all the people and activities of Piña.
WHAT IS PIÑA PALMERA?
It is a legally constituted civil organization without political or religious interest (an NGO), which for 35 years has addressed the issue of disability with people in rural communities (of all ages) and their families, mostly indigenous.
Location: South coast of the State of Oaxaca

Work strategies: care, rehabilitation, social inclusion, information, awareness, training and rights of PWD.
Our Mission
· Contribute to people with disabilities and their families on the south coast, mountains and isthmus of Oaxaca to improve their quality of life.
Goals
· Achieve the acceptance and inclusion of people with disabilities in their daily, family and community life, also seeking to develop their abilities and be as independent as possible.
Together the organization, the rehabilitation team, the families and volunteers seek to achieve these objectives.

Like everything in life, the Piña community is evolving, learning and struggling to find new ways to operate and survive. The decision-making process is democratic. In each area in Piña there is a coordinator who is the person in charge of organizing the work in the area. These people meet at the coordination meeting every week. If you have any questions regarding the work of the areas, please contact the respective coordinator to discuss all the questions you may have.

The communication is very important. For this reason, it is essential that volunteers take the time and effort to deliver concrete messages.
Around 30 people live and collaborate at Piña Palmera and approximately 25 to 30 volunteers participate per year, who support all the activities we have and the communities where we work.
LIFE AS A VOLUNTEER
Since 1984, many people from Mexico and various countries around the world have participated in Piña Palmera activities as volunteers. We have learned a lot from them over the years and it is our interest that you as a volunteer are well and comfortable during your stay with us.

As a volunteer you will participate and support the daily activities that take place at Piña Palmera. Later in this manual you will find information about the role of volunteers in each area. Every day you will work together with people with and without disabilities. Apart from your collaboration for work, we are very interested in meeting you, talking, exchanging with you and reflecting on different ideas. This exchange is something very rich and can serve both parties in the process of their personal and professional development. For many people with disabilities, living with you and your support at work can be an important part of their rehabilitation and inclusion process.
At Piña Palmera, rehabilitation is often not done through exercises but through daily activities in different areas and workshops. In these activities people with disabilities develop their physical, mental, emotional and social skills and you as a volunteer will accompany them in their process.

We know that Spanish can be a challenge for you if you come from another country, don't worry. We are used to people who do not speak Spanish perfectly well. The most important thing is that you always try to explain and ask questions when you don't understand something. Little by little you will learn.

We realize that living in an unfamiliar country or area, integrating into a different culture and possibly learning a new language can create a strong and somewhat difficult situation for newly arrived volunteers. We advise you to be patient with yourself and the coordinators will always be available to accompany you and support you with any questions you may have. The important thing is that you tell us how you feel.
Flexibility and patience are some of the most important skills that a volunteer can bring to Piña
It may be that when you arrive you have many ideas of how to change and improve the activities you observe. We are interested in your ideas and we are open to your observations and it is important that you share with us before taking action. When you are in the different work areas and you do not understand something, or do not agree with the way work is being done, ask the area coordinator directly, to learn more about the context and the reason for this action. Try to understand that we work for the long term and we have to think carefully before changing something. It may be that a proposal of yours was carried out long after you left Piña.

Volunteer participation at Piña Palmera is very important. They arrive with new energy, with different ideas and opinions, and their look from the outside can help us reflect on our way of working.
As a volunteer you will learn a lot about yourself, the culture on the coast and community life. You are going to experience culture shock in one way or another. The way to communicate, learn and organize are things that often confuse volunteers. Here verbal communication is the most common way and plans and schedules can be changed during the day. Try to learn as much as you can by observing how the organization works. This is how local people learn: by watching others. Some workers won't always give you instructions, so it's very important to ask questions when you don't understand something. We greatly appreciate all your support. The important thing is not that you do the tasks quickly, more important is that you do them well and take the time you need to complete them and that you communicate with the people with whom you work.

In your introduction week, the coordinator of the month will play your role so that you get to know all the people and the different areas of Piña Palmera. Then you can put together your activity plan together with the other volunteers and the coordinator according to the needs of Piña Palmera, your knowledge, skills, profession and interests. This is done at the weekly Tuesday afternoon meetings.
What we expect from volunteers is not some professional ability, but rather that they be flexible, that they are willing to discuss their disagreements when they happen and with the right person, that they are willing to support anything from the simplest to the most complex, that they are empathetic with the people of Piña, that they are willing to collaborate when there are unforeseen situations at unforeseen times, that they make simple and concrete proposals that can be carried out in our contexts when required.
AREAS IN PIÑA WHERE VOLUNTEERS PARTICIPATE
· REHABILITATION BASED IN AND WITH THE COMMUNITY (RBCC), INCLUSION BASED IN AND WITH THE COMMUNITY (IBC)
Our IBC strategy consists of working in different communities on the coast whose objective is to achieve the physical and social inclusion of people with disabilities and their families in the active life of the community and changes in attitude on the part of the community regarding the issue of disability.

IBC's strategy always starts at the initiative of one/some members of the community where we work. Before starting a program, we do “investigation” or recognition in the community to find out how it works, how people live there, and what the needs are. We hold meetings with people and different actors in the community and explain how this strategy works.
We work with the community and with families. It is important that the volunteer understands that we do not go to the communities to give things or treatments. The most important thing in our work is to inform, share and encourage people to recognize the possibilities they have. For example, we reflect with people with disabilities and their families on the activities they can do at home and how they can be included in their family and in the community. We inform people about their rights and possibilities and how they can prevent diseases and disabilities. We work for a more independent life with each person. We give the responsibility to carry out and fight for their independence to each person, their family and their community and we are only a support in this process. 
The IBC process is very long and very slow. It is important that each step has its time and we cannot force this. Therapists do not have a role as “curators”. They are only a tool in the process and it is important that people in the communities are not dependent on them. It is also important that we listen to what the person really wants. Many times they do not have the same ideas/desires/dreams as the therapist...

“If you give me a fish I have food for a day, if you teach me how to fish, I have food for my whole life…” 
“Look at what I can, not what I can't…”
Distances from the communities: from one to 4 hours by road
Role of the volunteers when we go out to the community
· Prepare a socialization game in which everyone can participate, that is, children and adults of all ages with and without disabilities. It is important that it is a simple and easy to understand game and that it generates energy and encouragement in the participants
· Support with recreational activities and games with the children such as songs, drawings, etc. We prefer that you use simple games and materials that families have/can make at home.
· Bring material: crayons, paper, and other things to play games with the children.
· Bring a camera or take photos
· Fill out the attendance list
· Support therapists in cleaning and/or organizing the space
· Carry out inclusion activities between PCD and family members
· Collaborate to place the materials and what is required in the car and also when returning to Piña to store it in their places.
Important rules
· When we go to communities it is important to wear pants or skirts, not short shorts.
· If you have comments about the work, you can make them directly to the therapists at the end of the work in the community, not in front of the PWDs and families.
· Seek to be part of the team with initiative, proposals, creativity, spontaneity and flexibility.
· Respect the customs and beliefs of the people in your community.
· Pay for your meal at the restaurant.
 Support schedules: The schedule varies with each departure, it depends on where the community is, what activity is going to be carried out, what conditions the roads are in, etc. Departures can last from half a day to 12 hours.

Important: On many occasions, there are problems in terms of transportation, so the trip to the community can be canceled without prior notice.
Responsibles 

Coordinator: IBC Flavia Ester Anau

Head of Early Intervention: Community team
Social Work/Sign Language: Raquel

Work with families: Community team
Physical Therapy: Ricardo, Chely, Alejandra
Hydrotherapy: Community team and Rey

Activities of daily living with PWD who live in Piña Palmera: Reynaldo
Garden / Ecology and Maintenance - Adalberto
Administration: Ana Berta, Silvia
Drivers: Tete and Angel

Workshops: Misael (recycled paper and natural products for personal hygiene,)Paty (Handicrafts and Shop) Cirilo (coconut oil) and Raquel (clay)
Volunteer manager: Raquel
· Activity of daily living with PWD who live in Piña Palmera
In this area we work with 3 people with severe disabilities (Malena, Paz and José), Paz is an elderly woman who is in Piña, the volunteer's job consists of SUPPORTING the workers in the activities and daily care with each one of the people. These activities are: give them coffee, then support the workers in the daily shower of each one of them, help to put them in their chairs always with the support of the worker, help dress them, feed them, coordinate with the workers for activities of daily life, accompaniment. It is also important to include them in other activities or areas within Piña. In addition, the volunteers can carry out simple activities as sources of stimulation for young people, for example, through music, movements, stories or tactile stimulation. It is very important not to forget that they must be taken into account and included in the activities as long as it does not harm their health.
One or two days a week they are expected to go out into the community to socialize and be close to the sea, there the collaboration of the volunteer is very important.

Any questions that the volunteer has can be done directly to the worker on duty. There are also folders for each person in the area where updated and important information about them can be found.

Most of them have medication and there is precise control for it.

A specific lunch is made for them to support their nutritional process.
 
Support hours: 

Monday to Saturday, occasionally on a Sunday (in this case you can take a day off during the week)
In the mornings: 8.30 – 14.30

In the afternoons: 13.30 – 19.00
Responsibles
Coordinator: Reynaldo

Workers: Juana, Idolina, Domitila, Goya, Lupe
· RECYCLED PAPER
Manufacture of recycled paper and other products derived from paper, for their sale, as well as occupational therapy for children and young people who participate in communities when they come to Piña for temporary training. This activity is another source of income for Piña. The volunteer's activities consist of giving support in the elaboration of the different recycled paper products such as sheets and later with these, picture frames, books, among other things are made. An important part of the volunteer's work is to support the inclusion of people with disabilities in a work environment, obtaining as a result the development of the skills of these people. They can also give ideas for new products or design

On many occasions we offer workshops to students from local schools, this can be in Piña or in the community
Responsible: Misael
· SHOP/WORKSHOP
The store sells products that are made in the Piña workshops and products from local artisans who form a network of solidarity economy.

The work is divided into 2 points: one is the elaboration of handicrafts where the volunteer's work consists of supporting the people who are currently working on this activity; The other important point in this area is the store where the volunteer must support from opening, arranging the merchandise, cleaning the area to selling the different products there are, keeping a record of the sales that have been made during the day, as well as the total amount of sales.
The objective of this area is the development of the abilities of people with disabilities to obtain greater independence with these activities.
Important: Volunteers who have drawing or painting skills please train the members of the workshop.
Support hours: 
Monday to Saturday 9:00 a.m.– 5:00 p.m.
Responsible
Coordinator: Pati
We also have a carpentry where everything necessary for Piña Palmera is produced in wood, tables, chairs, doors, windows, among others. If the volunteer is skilled in this activity, their support is welcome.

Adaptations for people with disabilities are also worked on, in terms of wheelchairs and other needs.
· MAINTENANCE
ResponsIble  : Adalberto 
It is responsible for the repair and care of each of the different areas of the institution. The work of the volunteer in this area consists of supporting the carrying out of these works. If the volunteer has knowledge in this area, their participation is welcome.
Support hours: Monday to Saturday 8.00 – 14.00
· GARDEN
Adalberto 

It has been enabled so that people who use wheelchairs can work there. We also produce organic fertilizer through composting and treating organic waste with vermicomposting. The volunteer's job is to support the person in charge in these activities and if they have knowledge in the area, their participation and proposals are important. For example, we would like to do workshops where we recycle/clean water and recycle all garbage.
Support hours: Monday to Saturday 8.00 – 14.00
Responsible
Adalberto

Important:

The indicated hours correspond to the daily work that is being carried out in the different areas. However, it is important that the volunteers are flexible with the issue of support hours, there are times when the hours are exceeded and there are others when they remain as planned. In addition, there are many activities outside of daily work, which is why we also ask for the support of the volunteers.
GENERAL INFORMATION
· MEETINGS
· General Meeting 
Everyone participates: volunteers, workers, PCD, visitors and various topics about work in general are exposed. Information is given about the different activities that are carried out during the week and the new volunteers make their presentation and if they want a small 5-minute presentation about their country or state of origin.
· IBC Meeting
In this meeting the Piña Palmera team plans its work and if there are proposals from the volunteers they can participate in it.
· Board to set up the role of volunteers

Volunteers, the coordinator and sometimes the general coordinator participate. This meeting organizes the role and activities of the volunteers for the following week.
· Board of daily life activity with PWD who live in Piña Palmera
The workers organize themselves regarding the work schedules of this area as well as organize the activities that will be carried out with the young people. If there are proposals or doubts regarding the work by the volunteers, it is important to make them here and at the right time.
·  Coordination Board
In this meeting, topics related to the improvement of each of the different areas are mainly discussed, since each of the coordinators has the opportunity to present their concerns to the rest of the team so that possible solution proposals can be sought together; The coordinators of the month are also chosen, who are in charge of supporting the general coordination in different aspects. Organization issues within Piña Palmera and important events of visits or training are discussed. Each week a volunteer participates in this meeting
· SCHEDULES
Activities 

Activities of daily living with PWD who live in Piña Palmera

 24 hours a day every day
Recycled paper                        8:30-14:30, Monday to Saturday
Shop/Workshop                     9:00-17:00, every day (two shifts are made)
Clay Workshop

11-3 Saturday and Wednesday 15- 17 hours
Early Intervention.                  11 -13 Wednesday 

Coconut

           9:00 to 14 every day 
Garden                                   8:30-14:00, Monday to Saturday
Office                                   8:30- 15:00 Monday to Saturday
IBC   



Depends where we are going
*The store in times of high tourism in the area is also open every Sunday
· Meetings 
           

General Meeting
 Every Tuesday
                                     8:30  
              
Community Meeting     Every Tuesday                    After General Meeting

           Volunteers Board
 Every Tuesday



15:00

                       Coordination Board     Every Thursday
                                  8:30

VOLUNTEER RIGHTS
· Space to sleep in case there is (this space is shared)
· 2 weeks vacation during the 6 months period of your stay, which can be taken after the first 3 months
· Make proposals in the general meeting and directly in the areas where it participates with the corresponding coordinators.
· Make proposals in the general meeting and directly in the areas where it participates with the corresponding coordinators.
· Receive general medical attention from the Piña Palmera Doctor. 

· Receive urgent calls IN CASE of illness or other problems of their relatives, respecting the time limit of 5 minutes.

· Publicly and respectfully expose their doubts and disagreements regarding the activities in which they participate.
VOLUNTEER OBLIGATIONS
· Read, sign and deliver the contract that you receive when you arrive at the coordinator of the month and take a photocopy of your identification, as IFE or passport.
· Collaboration of each volunteer of $500 pesos per month for the expenses generated by water, electricity, maintenance. This applies to volunteers who stay from 3 to 6 months. Those who participate as visitors, the recovery fee is different. This contribution is made in the administration directly with Ana Bertha at the beginning of your stay at Piña Palmera.
· Participation in the role of volunteers from Monday to Saturday in the different work areas.

· Participate in the general cleaning of the facilities every Wednesday.
· Within the institution the use of drugs and alcohol is strictly prohibited.
· Keep the area where they live clean and tidy, including cleaning common spaces such as the kitchen, bathrooms, dining room, and reporting maintenance problems with the coordinator of the month.
· In case of illness, the coordinator of the month or general coordination must be informed.
· For permits or vacations, speak directly with the coordinator of volunteers or general coordination.
· If you have proposals regarding the work of Piña Palmera, please make them in their respective areas with the coordinators. 

· It is important that from the time they start their life at Piña Palmera they seek to socialize with the staff who work in the different areas, as well as with the people who participate in the rehabilitation programs.
· It is important when working in the therapy team to always maintain communication with the team and the coordinators or those responsible for the activities before acting directly with the PWD or families.
· We love that they propose collective activities for socialization among all, such as outings, joint meals, among others.
· Inform the coordinators of the month if there is any maintenance situation to be carried out.
· Inform the volunteer coordinator when they have to be absent due to force majeure.

· Piña Palmera is a community project that works in rural and indigenous areas, therefore we use simple language, simple clothes, simple material and an attitude open to new challenges.
· It is important that, if the volunteer does not feel capable of assuming the work directly with a person with a disability, please notify us in advance.
· ALTHOUGH THE VOLUNTEERS STAY IN THEIR OWN SPACE, IT IS IMPORTANT THAT THEY SOCIALIZE. It is easy for volunteers to "ISOLATE IN A GHETTO OF FOREIGN VOLUNTEERS" but always remember why you are here and feel like it and take advantage of your time as much as possible to learn about life and culture in the region...

PRECAUTIONS TO FOLLOW INSIDE PINA PALMERA
·  Do not drink tap water

· Use bottled water to wash fruits/vegetables and brush your teeth.
· Keep the room locked and have the key with you. 
· Do not bring friends from the beach to the facilities. 
· Do not drink inside the facilities 
· Check the spaces where smoking is allowed

· Speak in Spanish when you are with the other Piña Palmera classmates in the different areas.

· Do not appear in the work area with beach clothes.
PRECAUTIONS TO FOLLOW OUTSIDE PINA PALMERA:

· Do not walk alone at night

· Do not bring valuables in a visit
· Do not carry a lot of money, only what is necessary
· Be careful when entering the sea, the currents of Zipolite are very strong

· Use repellent
· Be careful with the different animals in the community (dogs).

· Take care of the comments that are made outside of Piña Palmera about the work.
· Remember that volunteers can be examples for the young people of Piña Palmera and for the community, therefore restrict yourself in terms of excesses in alcohol, violence and/or other actions that put Piña Palmera into question.
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