African Footprint International


GUIDELINES

Short term Volunteer (STV) programme at AFI 
Background and purpose of the STV programme
At African Footprint International (AFI) the short-term volunteer programme is of high importance. 
· Short term volunteers (STVs) at AFI serves as a way to integrate and maintain the friendship relation between Ghana and countries of cooperation, by the presence of frequent friends and visitors from abroad. 
· In addition to the friendship principle the STV programme also aims at adding new competencies and inputs to AFI, a situation which are requested and appreciated. 
· Furthermore, AFI offers STVs the opportunity to get a ‘hands on’ experience in their specific area of qualification and interests, including joining AFI in the dancing and drumming field.    

The background of the programme is thus three folded but the main purpose is that all actors of the programme are open towards learning from each other.         

The STV profile – what are we looking for?  

The STV is required to have reflected on a special area of interest that falls within the needs, requests and working areas of AFI. Furthermore, an interest in Ghanaian culture and development work is favourable. The STV should be an open minded and flexible person, willing to meet challenges and participate in an everyday life different from Danish and Western everyday life. It has to be stressed that being an STV with AFI demands a certain level of maturity and ability to work independently.    

Length and content of the STV programme  

It is expected that a STV stay at least three months in order to secure a mutual benefit of the stay. This is also the duration recommended by one of our partner organisations in Denmark, MS. In special cases, a shorter duration of stay can be discussed upon request. 

The STV will have a one-week introduction programme upon arrival to AFI, in order to get acquainted with AFI, Cape Coast and Ghana. During the stay at AFI the STV will have a contact person, primarily the director himself, Mr. Kweku Addison, but it can be changing according to the tasks. A weekly meeting with progress and work plan on the agenda will be conducted.  

The tasks of the STV are not specific, but jointly planned and based on a balance between the qualifications and interests of the STV and the needs and requests from AFI. An ever growing list of regular STV work tasks is there for inspiration. It is the responsibility of the STV to carry out the planned tasks. These tasks can, however, be revised and further developed during the stay, in agreement with AFI. In addition to planned work tasks, the STV is expected to take part in some meetings at AFI, with members, but also leaders. We want to ensure that the STV becomes an integrated part of the AFI family during his/her stay, hence it is important to explain the status of the STV to AFI as a whole.    
1. Purpose of the guidelines 

· These guidelines set out the AFI policies and procedures concerning persons attached to AFI in the STV programme. Each STV is to receive a copy of these guidelines. As part of his/her introduction to AFI, the STV will study these guidelines together with the contact person(s) in order to ensure a thorough understanding, as the purpose of these guidelines is to promote mutual cooperation and understanding between the STV and AFI, but also to set forth the rights, obligations and responsibilities of the parties. 
· AFI have the right to revise these guidelines. This will as much as possible be done in mutual understanding with the STV’s.

2. Application procedure

· The AFI secretariat will send these STV guidelines including an STV application form (Appendix 1) and information material about AFI to interested applicants. 
· After receiving the application form AFI will assess whether the STV will be of relevance to the organisation and respond with the answer as fast as possible to the potential STV. AFI is a voluntary organisation and even an STV can be of great assistance to AFI many human resources are spent on the STV programme. Therefore AFI will prioritize the efforts.      
3. Obligations

· Upon arrival in Ghana an introduction meeting will be held where the STV and AFI are introduced to each other and all members are briefed about the tasks of the STV.
· The STV is attached to AFI during his/her stay, but is not representing AFI as such and does not have the rights to go into any form of negotiations on behalf of AFI, unless it is agreed otherwise with the director.
· It is strongly recommended that every STV writes a summary of about two pages in the end of the stay, describing the tasks done and the learning taking place.
Previous STV reports can be found at the AFI office. The STV is also encouraged to write articles about AFI.  

4. Work Schedule

· The normal working hours at AFI is from 8:00 am to 4 pm from Monday to Friday. Weekdays, however, can end later when going for meetings, programmes, fundraising activities etc. Weekend activities are not compulsory, but voluntary unless otherwise requested by the director upon pending urgent programs.  
· However, if the STV chooses to learn dancing and drumming during his/her stay at AFI, the working hours will change accordingly. Normally, the dancing takes place form 7-9 in the morning, perhaps even followed by one hour of drumming. That makes the effective working hours start not later than 11 am. 

· If the STV wants to spend one or more days a week in the field, this can be arranged as AFI has many cooperation partners among schools, hospitals and orphanages.   
· Apart from weekends, extra days off and travelling should be arranged with the director. It is also possible to work during some weekends and take days off in the weeks, if appropriate. 
· The STV can easily have a relative or friend visiting after informing AFI. 
5. Payment and benefits

· There is a STV fee of 100 Euro monthly to be paid to AFI. This covers registration, administrative and other practical charges. Furthermore, there will be fees for attending dancing/drumming classes as that is the income generating activity AFI runs to exist. Afternoon practise with AFI is free of charge for volunteers.   
· The STV will have a base at the AFI rehearsing grounds at Greenhill, Cape Coast or accommodation arranged close by. The rent is around 100 Euro monthly for a room with fan and access to bathroom/kitchen facilities. Usually the STV will arrange his/hers own shopping, cooking and cleaning.
· If the STV wants to be picked up by AFI at Kotoka International Airport, Accra, when arriving AFI should be informed on time. This service costs 70 Euros. 
· If necessary AFI can provide an invitation letter for the visa application process. 
6. AFI property

· There will be a stationary computer available for the STV at most times.

· AFI telephones and Internet are for official business communication purposes. The STV is allowed to use these for the purpose of his/her projects, but official business communication always has first priority. Personal calls, faxes and e-mails can be used but should be recorded and paid for by the STV.

· Even AFI might have access to vehicles this is never free. The STV will have to pay his/her part when using this means of transport, accordingly. 
7. Code of conduct 

· Ghana behaviour patterns are different than the Western world when it comes to smoking, drinking, use of drugs and also in the area of sexual freedom. We therefore stress that the STV should not involve him/herself in any kind of misconduct and should make sincere effort in understanding the culture in Ghana and act accordingly. AFI work with a target group that is easily impressed by the Western world and we hereby encourage any STV to have that in mind, during his/her stay at AFI. The STV will have to follow the AFI rules and regulations at all times. These will be given out and discussed at the first meeting with the director. 
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