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Safety and Contingency Planning Checklist
Host Projects, Homestays and Other Accommodations

 FORMCHECKBOX 
Visit in advance. Check out proposed working conditions and sleeping arrangements for participants.

 FORMCHECKBOX 
Check out health and safety issues in relation to work site and accommodations.

 FORMCHECKBOX 
Make sure the host family and the host project director understand the purpose and nature of the program.

 FORMCHECKBOX 
Provide a briefing for host families and host project staff.  Be clear on responsibilities.  Give and get emergency contact details from host family and host project staff. 

 FORMCHECKBOX 
Maintain up-to-date contact information for all host families and host projects.

 FORMCHECKBOX 
Know where participants are at all times and how they can be reached.

 FORMCHECKBOX 
When evaluating a placement location consider:

· The need for 24-hour communication capacity both for security concerns in the program locale and potential need to inform volunteers of events or family matters at home. 

· The availability of reliable transport in the event of increased security or aggressive action.

· The distance from a major transportation hub in the event a medical or program evacuation is required.

· Whether the location presents any unique problems in terms of security or actions in case of emergency (i.e. lack of planes, lack of access to airport etc.).

Emergency Procedures

 FORMCHECKBOX 
Have clear emergency plans to include 24/7 contact details for host and sending country as well as emergency procedures if evacuation is required.

 FORMCHECKBOX 
Have an evacuation plan and a back up plan if the program needs to be changed for any reason.

 FORMCHECKBOX 
Have a clear system of support for participants throughout the program.

 FORMCHECKBOX 
Sending and Receiving organizations each have a designated contact person in case of emergency.  All parties have received contact information for each designated person.

 FORMCHECKBOX 
Provide ongoing consultation and monitoring of participants.

 FORMCHECKBOX 
Request regular reports from participants about accommodations/host project placement etc.

 FORMCHECKBOX 
Participants have necessary documentation for travel to the host country.

 FORMCHECKBOX 
Participants have copies of their passports and visas (if necessary) kept separately from the original documentation.

 FORMCHECKBOX 
Information about emergency contact individuals (available 24 hours a day) has been shared with:  participant, host family, host project staff, sending country office.

 FORMCHECKBOX 
Original copy of consent form for emergency medical treatment has been given to emergency contact individual.  Copies are also given to host family and host project staff.

 FORMCHECKBOX 
Be familiar with terms of participant's insurance coverage.  Know insurance company procedures for emergency treatment/evacuation.  Have telephone numbers for insurance co., international assistance company etc.

 FORMCHECKBOX 
Have a contact person and direct phone number to the local consulate/embassy of the participant's sending country.  If possible obtain a 24-hour number in case information is needed urgently in the evening or in the event of an Embassy closure.

 FORMCHECKBOX 
Identify locations that could be used if necessary as "safe haven" or rendezvous point with volunteers in the event of local emergency situations.  Make sure volunteers have written directions, address and phone number of the location.

 FORMCHECKBOX 
Communicate the contingency plan to the local coordinator, host family and host project staff. Make sure they understand their roles/responsibilities in case of emergency.

(12/20/04)

