Volunteer Manual (English)
Translated by Jeff Arak

All of the residents and staff here at Piña Palmera welcome you to this communal space. We hope that your time here will be gratifying and will help you develop your own personal interests as well. We know that you will learn a lot about us and that we will learn a lot about you.

We openly invite you to get to know Piña in these pages. Do not feel pressure to remember all the names of the people you will meet just yet. You will have a week-long orientation to get to know all the people here and how we do our work.
What is Piña Palmera?

Piña Palmera (often simply called “Piña”) is a registered not-for-profit non-governmental organization without political or religious goals. For 32 years, we have served the rural communities of our region by attending to people with disabilities of all ages and their families, most of whom are indigenous.

Location: The southern coast of the state of Oaxaca, Mexico.
Areas of work: Physical therapy, rehabilitation, social inclusion, public awareness campaigns and consciousness-raising about the rights of People with Disabilities.
Our Mission: To improve the quality of life of people with disabilities and their families living in the southern coast, the Sierra, and the Isthmus of Oaxaca.

Objectives: To achieve the acceptance and inclusion of people with disabilities in their daily lives, both at home and in the community, supporting them to develop their abilities and to be as independent as possible.
Piña Palmera’s administration, the rehabilitation team, the families and the volunteers all work together to achieve these goals.

Like every living thing, the community of Piña is evolving and struggling to find new ways of operating and surviving. Our decision-making process is democratic. In each area there is a coordinator who is responsible for the area’s work. All the coordinators meet at the coordination meeting every week. If you have any questions about your work, please direct it to the coordinator of your area. Communication is very important. It is essential that the volunteers take the time and the energy to communicate effectively.
There are about 30 people working and living at Piña Palmera, and about 25 to 30 volunteers over the course of the year helping us with our operations and activities within the center and in the communities where we work.

THE LIFE OF A VOLUNTEER
Since 1984, many people from Mexico and around the world have parcitipated in the work of Piña Palmera as volunteers. We have learned a lot from them over the years and we intend to make your stay comfortable and enjoyable while you are with us.

As a volunteer, you will participate and help in the daily activities at Piña. Later in this manual, you will find information about the role of the volunteer in each area. Every day you will work alongside people with and without disabilities. In addition to the work you will do, we also are interested in getting to know you, exchanging experiences with you, and chatting with you about different ideas. This exchange can be very rich and can serve everyone involved in the process of your personal and professional development. For many people with disabilities with whom you will have daily contact, it is an important part of their rehabilitation process.
At Piña, rehabilitation is often not achieved through exercises, but rather through daily activities in the different areas and workshops. In these activities, people with disabilities develop their physical and mental, social and emotional abilities, and as a volunteer, you will help them in their processes.

We know that Spanish can be a challenge for you if you come from another country, but don’t worry. We are accustomed to working with people who do not speak Spanish perfectly. The most important thing is that you always try to explain yourself and ask questions when you don’t understand something. Little by little you will learn.
We have noticed that sometimes coming to live in a new place, integrating with a new culture and possibly learning a new language can be difficult for newly-arrived volunteers. Our advice is to have some patience with yourself. The coordinators are always available to help you with any questions or worries you may have. The most important thing is that you tell us how you feel.
Flexibility and patience are two of the most important abilities that a volunteer can bring to Piña Palmera.

In the course of your work, it is entirely possible that you may develop ideas about how to change and improve the operations that you observe. We are interested in your ideas and are open to your suggestions. It is important that you share them with us before taking action. When you begin work in a new area and there are things that you do not understand or you do not agree with the way that the work is done, please speak directly to your coordinator to better understand the context of the work. Try to understand that our work is long-term and that we have to think quite deeply before making changes. It could be that your ideas will be put into effect long after you have left Piña.
The participation of the volunteers at Piña Palmera is very important. You bring new energy and different ideas and perspectives from outside that can help us reflect on our work.
As a volunteer you will also learn a lot about yourself, the culture here on the coast and communal life. You will experience culture shocks in one way or another. The way we communicate, learn and organize ourselves are things that often trip up volunteers. Here, verbal communication is the most common form of communication and the daily schedules can change throughout the day. Try to learn all you can by observing how the organization functions. That is how local people here learn: observing others. Some employees will not always give you instructions and that is why it is so important that you ask questions when you do not understand something. We appreciate your help very much. The important thing is not that you finish your work quickly, but that you take the time you need to do your work well and that you communicate with your co-workers.
In your first week, the monthly coordinator will create your schedule for you so that you can get to know all the people and all of the areas of Piña Palmera. Afterwards, you will create your own schedule together with the other volunteers and with the coordinator according to the needs of the organization, your skills, training and interests. This process will occur during the weekly Tuesday afternoon meetings.

We do not expect volunteers to come to us with any specific professional skill sets but rather that you come with a flexible attitude; that you are able to express any disagreement in the moment that you feel it; that you are available to help in ways small and large; that you are empathetic with the people here at Piña; that you are willing to collaborate in unexpected ways or at unexpected times; and that you make simple and straightforward suggestions that we are able to implement within our context when necessary.
THE VOLUNTEER AREAS OF PIÑA PALMERA AND THE COORDINATORS:
Coordinator of RBC: Flavia Ester Anau

Early Intervention: Chely, Sofia

Language Therapy: Mariana

Social Work/Sign Language: Ana Laura

Family Work: Rehabilitation Team

Physical Therapy: Ricardo, Chely, Sofia

Hydrotherapy: Rehabilitation Team and Reynaldo

Orchard/Ecology and Mantainance: Adalberto, Tio Timo

Administration: Ana Berta, Silva

Drivers: Tete and David

Workshops: Manuel (Recycled paper), Irene (Artesan Crafts), Paty (Store), Cirilo (aceite de coco) Raquel (clay and personal hygene products)

REHABILITATION BASED IN AND WITH THE COMMUNITY (RBC)
Our work in the area of RBC consists of visits to different communities on the Coast. The goal is to achieve the physical and social inclusion of people with disabilities and their families in active community life and to change attitudes in the communities around the topic of disabilities.

The RBC strategy is always initiated by community members where we work. Before we start a new program, we investigate the community to understand how it functions, how people live there and what their needs are. We organize meetings with the residents and other community actors and explain how the strategy works.

We work with the community and with the families. It is important that the volunteers understand that we do not go to communities to donate things or give free treatment. The most important part of our work is to educate and motivate people to recognize the potential that they already have. For example, we explain to people with disabilities and their families activities that they can do in their homes, and how they can involve other family members and community members. We educate people about their rights and opportunities and how they can prevent illness and disabilities. We promote independence for everyone, but we put the responsibility of carrying out and struggling for independence on the individuals, their families and their community. We only support them in the process.
The RBC process is very long and very slow. It is important that every step is given time and we do not force anything. The therapists do not play “curative” roles. They only are one tool in the process and it is important that people in their communities do not become reliant upon them. It is also very important that we listen to what people really want. Many times they do not have the same ideas/desires/dreams as the therapists…

“If you give me a fish I will eat for a day, but if you teach me to fish I will eat for a lifetime…”
“Concentrate on what I can do, not on what I can not do.”

Distances of the communities: 1-4 hours driving.
Role of the volunteers when we go to the communities:
· Prepare an integration (socialization) game in which everyone can participate. That includes people of all ages with and without disabilities. It is important that it is a simple game, easy to understand, and that it energizes and animates the participants.
· Help the young children participate in games like songs and drawing. We prefer that you use simple games and materials that the families have or can acquire in their homes.
· Bring materials: crayons, papers, balloons and others to create games with the young children.
· Bring a camera and take photos.
· Take attendance in the community.
· Help the therapists organize and clean up the communal space.
· Facilitate inclusion activities between participants and their families.
· Work together to pack up materials at the beginning and end of the visit and return them to Piña.
Important Rules

· When you go to the communities, it is important that you wear pants or a skirt, not short shorts.

· If you notice anything about the work, you can speak directly to the therapists at the end of the work day in the community—not in front of the people with disabilities and their families.
· Try to be part of the team with initiative, proposals, creativity, spontaneity and flexibility.

· Respect the customs and beliefs of the people in their own community.

· Pay your own costs at lunch.

Schedule: The schedule varies with each community visit, depending on the destination, the activities, the conditions of the highway etc… Visits can last half a day to twelve hours.

Important Note: On many occasions there are problems with transportation and the visit can be canceled at the last minute without any warning.

DAILY ACTIVITIES OF PEOPLE WITH DISABILITIES LIVING AT PIÑA PALMERA
In this area you will work with four men and women with severe disabilities, Malena, Alfredo, José and Paz. The work consists of helping the staff in the activities and daily care of these people. The activities are: serve coffee, help the staff with the morning bathing of each person, assist getting them into their wheelchairs with the help of staff, help them get dressed, feed them, coordinate with the staff in accompanying them in daily activities. It is also important to include these men and women in the daily activities of Piña. Furthermore, volunteers can develop simple activities that include elements of music, movements, stories or tactile stimulation. It is very important to always think of ways to include these people and take them into account in ways that do not risk their health or safety.
One day out of the week we like to see them taken around the community to visit other community members and to be closer to the ocean. Volunteers are essential to plan and carry out this visit. Any question or clarification that you may need, please do not hesitate to ask the staff member in charge. There are also files on each of the men and women in this area where you can learn more about them.

Most of the four take medicine on a regular and precise schedule. There will be a specific lunch prepared for them with their nutrition in mind. 

Schedule:

Monday through Saturday, sometimes on Sundays (in which case you can take a day off during the week)

Mornings: 8:30-14:30

Afternoons: 13:30-19:00

Coordinator: Reynaldo
Staff: Juana, Idolina, Dmitila, Magdalena, Goya, Lupe

RECYCLED PAPER
This workshop produces recycled paper and paper products to sell, as well as acting as an occupational therapy for kids and young adults from the communities when they come to Piña for early intervention. This area is another income source for Piña. The volunteer in this area will be expected to assist in the production of the paper and of the different paper products such as picture frames and notebooks. An important part of this work is including people with disabilities in the work environment to help them in the development of their abilities. You may also develop ideas for new paper products. In many instances, we offer workshops to students in the communities that we visit or at Piña.
Coordinator: Manuel
STORE/WORKSHOP

At the store, we sell products made here at the workshops of Piña, and also local artisanal products as part of our economic solidarity network. The work here is divided into two parts: creating the products, where volunteers help people working in this area; and staffing the store itself, where the volunteer will help open, arrange the merchandise, clean the area and assist with selling and keeping track of the sale of products.
The goal here is to develop the abilities of people with disabilities so that they can obtain more independence in these types of activities. It is important that the volunteers who have skills in drawing or painting help in this capacity to teach participants in the area.

Schedule:

Monday through Saturday 11:00-17:00

Coordinator: Patty
Artisan Crafts Staff: Estela
Store Staff: Irene
We also have a carpentry shop which produces everything wooden at Piña Palmera including tables, chairs, doors and windows. If a volunteer has skills in this area, their help is welcome. We also help to design and create adapted wheelchairs and other needed equipment for people with disabilities.

MAINTENANCE 
This area is responsible for the upkeep of the facilities of Piña. The work of volunteers in this area consists of supporting the staff as they do routine maintenance on the grounds. If a volunteer has specific skills in this area, their help is welcome.

Schedule:

Monday through Saturday 8:00-14:00

ORCHARD

The orchard has been designed to accommodate people in wheelchairs. We also produce natural composted soil using worms. The volunteer work here consists of helping the staff in their activities maintaining the land and plants. If volunteers have specific skills in this area, their help is welcome and we are especially open to suggestions and proposals. For example, we are interested in developing a project to reuse water waste and recycle trash.
Schedule: 
Monday through Saturday, 8:00-14:00

Coordinators: Timo and Adalberto
Important Note:

The schedules listed here indicate the normal duration of the work day in each area. However, it is important that the volunteers are flexible with the start and end times as there are occasions in which they will change. There will also be many activities outside of those listed here for which we will request the help of volunteers.

GENERAL INFORMATION

MEETINGS
· General Meeting 
(Every Tuesday morning)
Everyone participates: volunteers, staff, people with disabilities, and visitors. The topics of this meeting range from general work to topical and temporary activities and events. New volunteers will introduce themselves and if they would like, give a short 5-minute presentation about their country or town of origin. 

· Therapy Meeting

(Every Tuesday after the General Meeting)

In this meeting the therapy team will plan their work and if there are proposals of volunteers, they may be presented here.
· Volunteer Schedule Meeting

(Every Tuesday at 13:00)

Volunteers will, together with the monthly coordinator and sometimes the general coordinator, organize the weekly work schedule for the following week.
· Daily Activities Of PWD Living At Piña Palmera Meeting 
(Every two weeks on Tuesdays at 13:00)
The staff will meet to organize their weekly schedules for working with the men and women with severe disabilities living at Piña Palmera. If there are proposals or questions regarding this work, the volunteers are encouraged to make them or ask them here.

· Coordination Meeting

(Every Thursday at 8:30)

In this meeting, the various coordinators will share their thoughts and ideas about improving each area. Monthly Coordinators for the following month will also be chosen. General topics relating to the organization, important events and visits or workshops will also be discussed. Each week, a volunteer will participate in this meeting.

SCHEDULES:
Meals:

Coffee and cookies: 7:30-8:30

Lunch: 13:00-2:30

Activities:

Daily Activities Of PWD Living At Piña Palmera: 24 hours a day, every day

Recycled Paper: 8:30-14:30, Monday through Saturday

Store/Workshop: 11:00-17:00, every day (Sundays only during high tourism)
Clay Workshop: 11:00-13:00, Tuesday and Saturday

Early Intervention: 11:00-13:00, Tuesday

Coconut: 9:00-14:00, every day

Kitchen: 8:00-16:00, every day

Orchard: 8:15-14:00, Monday through Saturday

Main Office: 8:30-14:30, Monday through Saturday
RBC: Depending on trips scheduled

THE RIGHTS OF THE VOLUNEERS:

· Coffee in the morning and lunch in the afternoon

· A communal place to sleep when available

· Two weeks of vacation during the six months of your stay, which you can take after the half-way point

· Freedom to make proposals at the general meeting and directly to the coordinators in the areas where you will work

· Access to computers to do work relevant to Piña Palmera

· Access to medical attention from the doctor at Piña Palmera

· Receive urgent calls in the main office relating to family emergencies, respecting a five minute time limit

· Freedom to express yourself publically and respectfully about the work you will engage in.
EXPECTATIONS OF THE VOLUNTEERS:
· Read, sign and return the contract that you will be given by the Monthly Coordinator. Photocopy your ID and leave it with the main office.

· Pay a nominal MXP$300 monthly charge for water, light and maintenance. This applies to volunteers that will stay between three and six months. The charge for visitors will vary, depending on your agreement with Ana Bertha in the main office upon your arrival.
· Participate in the volunteer work from Monday to Saturday.

· Participate in the general cleaning of the Piña installations every Friday.

· Abstain from using drugs or alcohol within the grounds of Piña Palmera.

· Clean and maintain your living quarters including the common spaces of the bathrooms, kitchen and other areas. Report problems to the Monthly Coordinator.

· Report any illness to the Monthly Coordinator or the General Coordinator.

· To request vacation time speak with the Monthly Coordinator or the General Coordinator.

· To make suggestions about Piña’s work, please make them to the respective area’s coordinator.

· Once you begin working at Piña, it is important that you try to socialize with the staff here as well as the people engaged in rehabilitation.

· It is important that when you work with the therapy team, always communicate with the staff of the team before communicating with the people with disabilities and their families.

· We would love to participate in any social activities you are interested to organize that involve everyone here.

· Inform the Monthly Coordinators if there are any maintenance issues that need to be addressed.

· Inform the Volunteer Coordinator when you have an emergency that causes you to be absent.
· Piña Palmera is a community project that works in a rural indigenous area and for the most part we use simple language, simple clothing, simple tools and an attitude open to challenges. 

· It is very important that if a volunteer does not feel capable of working directly with someone with a disability that they let us know in advance.
· Although volunteers will be living in a designated area, it is important that they socialize outside of it. It is very easy to isolate yourself into an enclave of foreign volunteers, but remember why you are here. Please make an effort to take advantage of your time here and what you can learn about the area and the culture in our region.

PRECAUTIONS TO FOLLOW INSIDE PIÑA PALMERA:
· Do not drink from the tap.
· Use water from the bottles to wash fruit and vegetables and your teeth.
· Keep valuables in your room or in the office with the secretary.
· Keep your room locked and keep your key with you.
· Do not bring your friends from the beach back to the grounds.
· Do not drink alcohol on the grounds.
· Check before you smoke on the grounds to make sure it is permitted where you are.
· Speak Spanish when around staff and other people living and working at Piña.
· Do not wear beachwear in work areas.
PRECAUTIONS TO FOLLOW OUTSIDE OF PIÑA PALMERA:

· No not walk alone at night.
· Do not carry valuables in plain sight.
· Do not carry more money than is necessary.
· Be careful when you enter the water in Zipolite. The currents are very strong and can be life-threatening.
· Use bugspray.
· Watch out for animals in the town (dogs).
· Pay attention to what you say about Piña’s work when you are in the community.
· Remember that you are a role model for young people at Piña and in the community. For this reason, please restrain from indulging excessively in alcohol, violence or other activities that could put Piña’s reputation at risk.[image: image1.png]



