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Application of this document 
These policies, procedures and rules of this document are applicable to short and long term international 

volunteers and employees including local Staff. Hence forth the terms volunteer and employees will refer to all 

above mentioned unless otherwise explicitly indicated. Volunteers are to seek permission in advance from EWB 

SL Project manager before bringing any third party to operational areas or offices. If such permission is granted 

the volunteer is responsible for ensuring, that any third party visitors to the operational areas abide by EWB-SL 

policies, procedures and rules. 
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Introduction to Engineers without Borders Sierra Leone, EWB-SL 

Mission  
To partner with developing communities to improve their quality of life, through the implementation of 
environmentally sustainable, equitable, and economical engineering projects. In the process of working to 
advance developing communities, EWB-SL promotes the development of globally aware and internationally 
responsible engineers, students and other professionals and to ensure that the poorest of the poor and the 
most vulnerable and marginalized in our world have access to their Fundamental RIGHTs as a human. 
All these are geared towards meeting the United Nations Sustainable Development Goals. 
  

Vision  
EWB-SL inward and outward vision is a world where all people have access to knowledge and human resource 
with which they can meet their basic human needs and promote sustainable development in such areas as 
health, water supply and sanitation, food production and processing, housing and construction, energy(solar 
powered and Biogas), transportation and communication, income generation and employment creation. 
EWB-SL also anticipates seeing both professional and institutional partners and ability to link a cadre of human 
capacity into the broad range of development programs. 
  

Core Values 
In alleviating poverty and bringing aid to the poor, EWB-SL’s strategic framework identifies the following core 

values though they have not dramatically changed during the last three years. They are: 

 Focus on the poorest of the poor and the marginalised 
 Prioritizing projects  or concepts for the impoverished war amputees, war wounded, the disable and 

handicap, disadvantaged children and youths 
 Promotion of volunteerism as a key factor in community development 
 Human Resource promotion through Capacity Building 
 World Wide(NO BOUNDARY OR LIMIT) WASH promotion WITH ADVOCACY 
 Develop and implement, when funds available, practical sustainable programmes 
 Gender equality and child protection as an essential component of development 
 A commitment to the now Sustainable Development Goals 
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Code of Conduct EWB-SL 
EWB SL request all to be following the law, acting truthfully and honourable as well as treating other people 

with courtesy and respect. It is of the highest importance that all our volunteers and staff act correctly on 

behalf of EWB-SL, sending organisation and themselves. 

Failure to do so will result in corrective measures, which can include the termination of employment or 

volunteer deployment. 

 

 EWB-SL adheres to a Zero tolerance policy towards any abuse of children or valuable adults including 

sexual abuse and harassment of any kind. 

 EWB-SL adheres to Zero Tolerance policy towards any abuse of drugs and alcohol.  

 

This refers to Standards of Accountability to the community, public,  co-workers and beneficiaries 
for all humanitarian workers, including those rendering assistance or coordinating with EWB SL. 
When working for, assisting, or coordinating with EWB SL, all  must conduct themselves in a manner 
befitting a humanitarian worker. 
 

 A humanitarian worker promotes fundamental human rights of all human beings without 
discrimination of any kind, such as sex, race, age, nationality, occupation, ethnicity, religion, 
tribal group, or political affiliation.  

 A humanitarian worker will always treat all persons with respect, courtesy and according to 
local customs, the country's law, and International Law.  

 A humanitarian worker will never commit any act that could result in physical, sexual or 
psychological harm or suffering to individuals, especially women and children.  

 Humanitarian workers will not condone corrupt activities or participate in the trafficking of 
children, illegal drugs, illegal diamond dealing, arms trade, etc.  

 A humanitarian worker never abuses his or her position to withhold humanitarian assistance, 
nor gives preferential treatment, in order to elicit sexual favours, gifts or advantages.  

 Humanitarian workers must ensure that all confidential information obtained from 
beneficiaries, including reports of breaches of these standards by other colleagues, is 
handled with utmost discretion. 

 Humanitarian workers who receive reports of breaches of these standards will immediately 
report them to the head of agency, which is expected to take prompt investigative action 
and follow-up measures. 

 Humanitarian workers will uphold the highest standards of efficiency, competence, integrity 
and transparency. 

 Due to the nature of humanitarian work, it is imperative that staff working for, or persons 
assisting or co-ordinating with EWB SL as Engineering, humanitarian organisation behave 
with ethical prudence and integrity at all times during and outside of work hours.  

 Any behaviour that is inappropriate to the objectives of EWB -SL to ensure that all have 
access to the fundamental needs and rights of life, and any breaches of the above conditions 
in the opinion of EWB SL, at any time, can lead to immediate termination of contract.  
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 Must respect local laws. 

 Malfeasance/misfeasance. 

 Public behaviour damaging the image of the organizations.  

 Any illegal activities according to the laws of Sierra Leone perform during and after working 
hours. 

 Gross miss conduct or immoral behaviour. 

 Disrespect to one’s  line manager  
 

 

Signing up to this code volunteers specifically commit themselves: 

 To developing a sense of identity around the EU Aid Volunteers initiative and to contributing to its 

objectives. 

 Respect for other people and their dignity and respect of the principle of non-discrimination. 

 Respect of the humanitarian aid principles. 

 Commitment to the safeguarding of children and to the protection of vulnerable adults, through a zero-

tolerance to sexual abuse and compliance with the Child safety policy of EWB-SL. 

 Comply with zero-tolerance to the use of drugs illegal in the Sierra Leone. 

 Respect of local laws. 

 Integrity, anti-fraud and anti-corruption. 

 Maintaining high standards of personal and professional conduct. 

 Commit to the security and health and safety procedures, including Work safety regulation and Health 

and Safety policy of EWB-SL. 

 Comply with the data protection policy and rules on contact with the media  

 To follow the rules prohibiting the misuse of the equipment. 

 The duty to report breaches and provisions for whistle blowing. 

 

 Volunteer personal conduct and behaviour 
The actions taken and the appearance presented will reflect on all volunteers as well as EWB-SL and sending 

organization. Exercising caution during the early part of the deployment to avoid misunderstandings in 

potentially sensitive areas is necessary. 

  

EWB-SL expects volunteers to comply with the laws of Sierra Leone, including those related to the use of drugs, 

alcohol and the legal requirements for driving. 

Volunteers are requested to respect local cultural standards in all matters.  If a volunteer's behaviour causes 

offence or damages to EWB-SL reputation, project manager will consult sending organization if need be in other 

to review their volunteer status. 

A volunteer status review is considered the last resort of EWB-SL and occurs very rarely.  EWB-SL may review 

volunteer status if: 
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 There is a violation of the terms and conditions of service as defined by the volunteer policy 

 The volunteer breaks the laws of Sierra Leone 

 The volunteer consistently or seriously fails to meet the EWB-SL’s selection criteria that might damage 

the reputation of the hosting and sending organizations. 

 The volunteer either damages EWB’s reputation in Sierra Leone or the volunteer puts their own or other 

people’s wellbeing at risk. 

 The volunteer breaks the child protection code of conduct. 

 If volunteer break any of the provisions of the code of conduct, security management plans and 

standard of operations. 

 

Anti-corruption regulation 
EWB-SL does have a Zero tolerance to any kind of corruption  

How to handle presents,  gifts, fraud and corruption: 

• It is not acceptable to solicit or accept valuable gifts or presents while working for EWB-SL.  

• Where valuable presents are sent to a person or to his/her family because of service rendered in 

his/her official capacity, the gifts should be returned immediately to the partner or donor, and with an 

explanation, that acceptance of such presents is not allowed under the working regulations. 

• Where the refusal of a present would cause offence and embarrassment to the partner or donor, 

present must be handed over to the office and recorded. 

• Any fraud of properties, may it be equipment or money, is prohibited.  

• It is forbidden to offer or give any valuable gifts, presents or money to people in order to favour them 

for whatever service they may require or offer.  

 

Security policy 
EWB-SL is fully committed to ensuring the safety and security of the volunteers EWB-SL receive. The policy 

provides a solid foundation for security, health and safety. Furthermore, EWB-SL is committed to provide the 

information on the security, travel, and health risks for the deployment of volunteers in Sierra Leone. Before 

deploying volunteer, EWB SL will produce, prepare or update a briefing document on this matters that will be 

shared with each volunteer prior to deployment in Sierra Leone.  

EWB-SL will ensure information on security matters is understood by volunteer by requesting signature on all 

documents relating to security, health and safety and standard operational procedures as a confirmation of 

having read the document and accepted them. This include volunteer having understood the context specific 

security, safety and health risks as well as recommended measures to mitigate risks and contingency plans to 

be applied should any incidences occur during the stay of volunteer.  
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EWB-SL are committed to continuously updating the security monitoring and briefing, which will offer context 

specific written security briefing to the volunteer prior to departure and to conduct a briefing on location 

within 24 hours of arrival.  

EWB-SL will provide logistical assistance in case of medical or security emergencies as well as updates, support 

and advice on security. Financial implications are to be covered by sending organisation or insurance of 

volunteer. 

 

Please consult EWB-SL Security Management Plan and Standard Operating Procedures (separate document) for 

details on security measures and standard operating procedures of EWB-SL. 

 

Policy on Health and Safety 
EWB-SL is firmly committed to all possible measures taken to remove and reduce risks to the health, safety and 

welfare of workers, volunteers, authorized visitors, and other stakeholders who may be affected by its 

operations.  

EWB-SL is committed to ensuring compliance with all national laws regulation regarding health and safety. 

 

EWB-SL will provide and maintain:   

- A safe and healthy living and working environment in accordance to the health, safety and security 

management rules and procedures. 

- Safe and healthy facilities for the welfare of volunteers. 

- Regular inspection, servicing, and maintenance of vehicle and machineries based on required routine 

maintenance. 

- Information, instruction, training and supervision that is reasonably necessary to ensure that each 

volunteer is safe from injury and risks to health. 

- Logistical support as needed in occasion of any health incidents, whereas volunteer or sending 

organization is to ensure adequate insurance coverage. 

- EWB-SL shall protect the safety and health of its employees and volunteers by providing them with the 

necessary protective clothing and equipment, personal or otherwise, when appropriate and as visible. 

EWB-SL will provide adequate first aid facilities and fire extinguishers at all work locations and we train 

employees and volunteers in their use. 

- All employees and volunteers shall strictly adhere to EWB-SL safety regulations, warnings and guide 

lines on the use of safety devices and personal protective equipment in particular, all drivers and 

passengers must use seat belt. All protective devices and facilities shall be of an acceptable standard, 

or the applicable statutory regulations believed to be adequate to protect the safety and health of 

employees and volunteers including EWB-SL property from danger 
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EWB-SL is committed to continuously improving safety and health of volunteers (location of accommodation, 

office, and area of operation of EWB-SL for the fieldwork).  This includes, but not limited to following aspects: 

 Revising the health and safety risk assessment 

 Conducting revisions of security plan and evacuation plan and ensure it is available to volunteer. 

 Ensuring that the volunteer is informed about any change in the area of working and any change of the 

security procedures. 

 Ensuring that in event of a negative change in local security situation, which in any degree affect the 

security of the volunteer, sending partner shall be contacted. 

 Requesting sending organization to assure volunteers are covered by adequate insurance including 

medical. 

 

EWB-SL will provide a briefing for the volunteer, covering the following aspects: 

o Health risks specific to the area (environmental, health, weather related risks, etc.) 

o Provide information on how to contact local hospitals and local medical professional.  

o Show where first aid kits are located. 

o Show the volunteer where fire extinguishers are located and how to act in case of fire. 

o Explain how work site injuries or security incidents shall be reported and make available the 

incident reporting form.  

 

EWB-SL has a strict confidentiality policy for the medical information of volunteers. The Admin and Human 
resource department must adhere strictly to this policy. In some situations, it may become necessary to ask the 
volunteer for additional information about a medical condition. In emergency EWB-SL may share the medical 
information of the volunteer with third party without specific consent.  

 

The volunteers’ blood type must be entered into the personnel form. 

EWB-SL identity cards for volunteers and staff must include contact information/phone number on emergency 
contact in Sierra Leone. 

It is the volunteer’s responsibility to obtain vaccines before they arrive in country in accordance with advice from 
medical authorities of country of sending organisation.  

If volunteer are on temporary leave for medical reasons, volunteer must obtain medical clearance from 
authorized medical personnel. Details on temporary medical leave will form part of contract with sending 
organization 

 

Equal opportunities and non-discrimination 
EWB-SL is committed to the equal treatment throughout recruitment, deployment and operation within our 

organisation. This applies to all volunteer, staff, management and board members as well as everybody 

involved in our activities.  
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Gender Equality: All activities, communication and behaviour shall consider gender equality issues. All people 

are to be treated equally, and signs of unequal treatment shall be reported to supervisor or the Project 

Manager. Women and men are fully and properly represented and rewarded for their contribution by (a) 

challenging gender stereotypes (b) supporting employees and volunteers to balance their life at work and at 

home.  

Non-discrimination: EWB-SL is committed to non-discrimination of children, youth, women and elder and 

vulnerable people in general. EWB-SL will not tolerate discrimination, harassment of bullying or any other form 

of un-wanted behaviour, whether base on race, political or religious beliefs, ethnics or national origin, sex, age, 

pregnancy, marital status, civil partnership status etc. 

 

EWB is committed to: 

• Comply fully with all relevant national legislation, and to exceed these wherever possible if in 

compliance with the national law. 

• Work towards providing equal treatment and opportunities to all our staff, employees, volunteers, 

beneficiaries, partners and other stakeholders. 

• Ensure equal rights, opportunities, trainings and development to our staff and employees. 

• Communicate openly and transparently EWB-SL policies and practices. 

• Treat employees, volunteers and applicants for jobs fairly and ensure they are recruited train and 

protected solely on the basis of their abilities and we value all volunteers their right to dignity at work. 

 

 

Policy on Professional and Social recognition 
EWB-SL is duly committed to providing conditions for growth, contributions and mutual learning to all our 

volunteers. EWB-SL offers the volunteers the opportunity to get involved and engaged in humanitarian 

activities and promotes the EUAid Volunteer Initiative through deployment in Sierra Leone to contribute to 

improve livelihood in rural areas.  

 

Safeguarding children and vulnerable adults 
EWB-SL is firmly committed to a zero-tolerance in regard to any abuse of children or vulnerable adults 

including sexual abuse and harassment. In case of incident, we request all our staff and volunteers to report by 

submitting the incident form and act, if appropriate, as well as to support those who are at risk. EWB-SL is 

determined to take preventive actions by including the concern in recruitment procedures. Additionally, staff, 

employees and volunteers are obligated to pay specific attention to the treatment of vulnerable groups 

including but not limited to children, youth, and women. This policy is detailed in safeguarding and child 

protection policy. 
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Safeguarding and Child Protection Policy 
 

Introduction 
Safeguarding is the responsibility that an organisation has to ensure that their employees and volunteers, 

partners, vendors, operations and programmes do no harm to children, young people or vulnerable adults 

(together referred to as ‘vulnerable people’ under this policy). This include, that they do not expose them to 

the risk of discrimination, neglect, harm and abuse; and that any concerns the organisation has about the 

safety of vulnerable people within the communities in which they work, are dealt with and reported to the 

appropriate authorities. It is also the responsibility that the organisation has for protecting its employees and 

volunteers when they are vulnerable, for example, when ill or at risk of harm or abuse.   

Child protection is a central part of but not separate to safeguarding. It is the process of protecting individual 

children identified as either suffering or at risk of significant harm because of abuse or programme of work. It 

also includes measures and structures designed to prevent and respond to abuse.   

Over recent years, there has been increasing recognition of the way in which children, young people and 

vulnerable adults can be at risk of discrimination, neglect, abuse and exploitation by those who are in positions 

of trust and power over them, including through international development activities.    

As a consequence, there has been a significant increase in the efforts made by development organisations to 

ensure that no harm results from the contact their employees, volunteers and other representatives have with 

their target populations or communities.    

Through their work, EWB employees, employees of partner organisations and volunteers may engage with 

young people and vulnerable adults either directly or indirectly.    

EWB recognises it has an obligation to put in place all reasonable safeguarding measures to ensure, as far as 

possible, the safety and protection of children, young people and vulnerable adults, including those with whom 

we work and those in the communities where EWB work is undertaken.    

Purpose 
The purpose of this policy and associated procedures is to provide services to ALL on how they should engage 

with children, young people and vulnerable adults when working for, on behalf of, or in partnership with EWB. 

It is also to help us make sure that employees, volunteers and other representatives are protected.   It is 

intended to help us to have a common understanding of safeguarding issues, develop good practice across the 

diverse and complex areas in which we operate and thereby increase accountability in this crucial aspect of our 

work.    

This policy identifies our minimum standards and may exceed the requirements of local legislation.    

Any breach of this policy will be treated as a disciplinary matter, which may result in immediate termination of 

employment or contract, withdrawal of volunteer status, and reporting to the police, relevant regulatory 

authority or other body.   

 For detailed procedures see annex 
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 On  definitions see annex 

 

Scope of Safeguarding and Child Protection policy 
This policy is mandatory for all EWB-SL employees worldwide. For the purposes of this policy, ‘employee’ is 

defined as anyone who works for or on behalf of EWB, either in a paid or unpaid capacity such as volunteer. 

This therefore includes directly employed staff, trustees, contractors, employees and volunteers of sub-

contractors, agency workers, consultants, volunteers, interns and all visitors to EWB work programmes and 

offices.    

It also covers implementing partners whom we fund, and who we expect to work under the policy as a 

condition of their involvement with EWB-SL.   

This policy demonstrates how EWB will meet its legal obligations and reassure volunteers, employees, partners 
and members of the public:  

1) On what they can expect EWB to do to protect and safeguard vulnerable people.   
2) That they are able to safely voice any concerns through an established procedure.  
3) That all reports of abuse or potential abuse are dealt with in a serious and effective manner.   
4) That there is an efficient recording and monitoring system in place.  
5) That employees, volunteers, sub contracted agencies and partners receive appropriate induction 

on safeguarding.  
6) That a robust ‘safe’ recruitment procedure is in place.   

 
There are additional procedures in place that apply to those that work or have contact with, either directly or 

indirectly, children, young people or vulnerable adults or who live in communities alongside them.   

Policy Statement 
EWB has zero tolerance against abuse and exploitation of vulnerable people. EWB also recognises that 

safeguarding is everyone’s responsibility and that it has an obligation to put in place reasonable measures to 

ensure, as far as possible, the safety and wellbeing of vulnerable people with whom we work and those in the 

communities in which we live.   

EWB works to the following key principles to protect vulnerable people:   

 Everyone has an equal right to protection from abuse and exploitation regardless of age, race, sex, 
sexual orientation, marriage and civil partnership, pregnancy or having a child, gender reassignment,   
language, religion, political or other opinion, national, ethnic or social origin, property, disability, birth 
or other status. 

 The best interests of the vulnerable person are paramount and shall be the primary consideration in 
our decision making.  

 EWB will take responsibility to meet our obligations regarding our duty of care towards vulnerable 
people, and take action where we believe that a child, young person or vulnerable adult is at risk or is 
actually harmed.  

 EWB will ensure that employees and volunteers are inducted in our Safeguarding Standards and 
procedures as part of the recruitment and induction process.   
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 EWB will ensure that all partners are informed and in compliance with our Safeguarding Standards. 
When working with or through partners or sub contracted agencies, EWB will ensure that their 
safeguarding procedures are consistent and in line with the principles and approaches set out in this 
policy.   

 EWB recognises that an element of risk exists, and while we may never be able to totally remove this, 
we need to do all we can to reduce it or limit its impact.    

 EWB respects confidentiality and has a responsibility to protect sensitive personal data. Information 
should only be shared and handled on a need to know basis, that is, access to the information must be 
necessary for the conduct of one's official duties. Only individuals who have legitimate reasons to 
access the information are allowed to receive it.    

 EWB commits to monitoring the implementation of the safeguarding policy. This policy will be 
reviewed every three years and earlier if necessary.  

 Cultural sensitivity; EWB seeks always to work in ways which are culturally sensitive and that respect 

the diverse nature of the people we work with. We recognise that there are many different ways of 

thinking and taking care of vulnerable people and making sure they are protected. It is acknowledged 

that protecting these groups of individuals and being culturally sensitive can be a difficult balancing act, 

especially given the situation in many of the districts where we work. As National organisation, we 

endorse the United Nations Convention on the Rights of the Child general principle, that all the rights 

guaranteed by it must be available to all children without discrimination; and article 19, which accords 

equal rights to protection for children from abuse. Every child matters everywhere in the world. 

Culture must not be used as an excuse to abuse children, young people or vulnerable adults.  

EWB-SL Programme Director, Project Manager or Board representative is available to give guidance on how to 

interpret the policy and its application to the local context.   

Responsibilities 
All employees, volunteers, consultants, agency staff, sub-contractors,  partner organisations and visitors are 
obliged to follow this policy and maintain an environment that prevents exploitation and abuse and which 
encourages reporting of breaches of this policy using the appropriate procedures.   
 
Managers at all levels are responsible for ensuring  employees, volunteers, consultants, visitors and partner 
organisations are aware of the policy and are supported to implement and work in accordance with it, as well 
as creating a management culture that encourages a focus on safeguarding. They must ensure that they are 
responsive, acting immediately if they become aware of any safeguarding concerns, and supportive towards 
employees or volunteers who complain about breaches in this policy.  
 
Designated Safeguarding Officer is responsible for handling reports or concerns, about the protection of 
vulnerable people, appropriately and in accordance with the procedures that underpin this policy.  
 
Our Project Manager (or Designate) will act as your designated safeguarding officer and is responsible for:  
 

 

happen immediately. 
 Updating safeguarding training for all staff  
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 Ensuring this policy is reviewed every 3 years or earlier if necessary  
 Ensuring it is implemented throughout the organisation and safeguarding training given   
 Ensuring monitoring and recording procedures are implemented   

 
 
 
EWB Board of Directors 
The EWB Board of Directors is responsible for ensuring the effective implementation of this policy and 
associated procedures and ensuring that everyone linked with EWB is equipped and supported to meet their 
responsibilities. The Board of Directors holds ultimate accountability for this policy.   

 
 

Raising and responding to concerns 
EWB places a mandatory obligation on all employees, volunteers, contractors and partners to report concerns, 
suspicions, allegations and incidents which indicate actual or potential abuse or exploitation vulnerable people 
or which suggests this policy may have in any other way been breached.  It is not the responsibility of the 
employees to decide whether or not abuse has taken place, however, concerns should be raised with an 
individual’s line manager, functional lead or a designated safeguarding officer who will initiate the procedure 
for dealing with suspected or actual incidents of abuse. 
Designated Safeguarding Officers are responsible for ensuring that the reporting procedure is followed so that 
suspected or actual cases of abuse are responded to appropriately and consistently, and referred to the 
relevant statutory authority.  
 
To ensure that all such situations are handled appropriately and effectively:   
 

 Reports must be made, and decisions and actions taken ( For details, refer to Safeguarding Guidelines)   
 EWB is not an investigative authority. It is essential that referrals are made to the relevant law 

enforcement agency to ensure that appropriate protection and support is given to the vulnerable 
individual, and that any evidence is collected in accordance with the law.   

 All sensitive and personal data must be kept confidential (including the names of anyone who makes a 
report of abuse), and be shared on a strictly ‘need to know basis’, that is, access must be necessary for 
the conduct of one’s official duties.   

 Where a EWB employee is the subject of an investigation, the lead designated safeguarding Officer will 
lead the case.         

 

 

Safety at work regulation 
Each staff, employee and volunteers have the obligation to: 

• Comply with safe work practices; with intent of avoiding injury to themselves and others and damage to 

equipment and environment  

• Treat the health and safety of themselves and that of others as a serious matter. 

• Not misuse nor interfere with materials and instructions given for health and safety  
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• Always wear protective equipment, safety gear and clothing where necessary; for ex. at higher height 

above 2 meters volunteers and staffs should wear safety rope (Harness), Seat belt when travelling by car, 

helmet when travelling by motorcycle as well as during on-site work; such as helmets, gloves, etc.   

• Comply with safe work practices; with intent of avoiding injury to themselves and others and damage to 

equipment and environment.   

• Comply with direction given by management for improving health and safety   

• Immediately, no matter how small, report all accidents and incidents on the job  

• Report all known or observed hazards to their supervisor or manager.   

 

EWB-SL desire the co-operation on all concerns of the safety of staff and volunteers, beneficiaries, partners and 

other stakeholders to create a safe working environment with zero incidents.  This policy applies to all EWB-SL 

operations and functions, including office work and field work. 

 

Working conditions  
Working conditions for volunteers will be similar as our employees but with higher flexibility. Working days will 

generally be Monday through Friday 8:30AM to 4:30 PM. 1-hour lunch is applicable and most commonly the 

volunteer(s) will carry out his/her/their work at our office in Kenema city and other EWB-SL operational 

chiefdoms; namely Nongowa, Nomo, Tunkia, Niawa and Lower Bambara, Sierra Leone. During lunch hour, the 

office generator will be shot down. 

Duty/Office Hours: The general duty hours of EWB-SL shall be 8.30 AM to 4.30 PM Monday to Friday. The time 

for staff and volunteers engaged in the field work shall be as allocated by Project Manager or supervisor. 

  

Working Days: The offices of EWB-SL shall be open from Monday to Friday and shall recess for weekend on 

Saturday and Sunday. 

 

Contact outside office hours:  If staff or volunteers to perform their assigned task need to contact the office, 

they should do so via the Administration. If volunteers related to performing their assigned task need to see a 

particular EWB staff Administration is to be requested to check if the person will be available at the time 

suggested by the volunteer.  

Emergency: In an emergency out of office hours, volunteers and staff are requested to call the appointed 

security manager in accordance with the communication tree in Security Management plan of EWB-SL in view 

of level of emergency. 

Working from Home: At times, it may make sense for volunteers to work from home or elsewhere. This is to be 

approved in advance by EWB-SL Project Manager to insure it suit office planning. However, in line with the 

volunteer role in capacity building, volunteers are expected to spend the majority of their time at EWB-SL 



   

17 | P a g e  e w b  s l  v o l u n t e e r  P o l i c y  a n d  P r o c e d u r e s  d o c  
 
 

 

 

Leave:  
Volunteer Leave is regulated under the Partnership agreement with sending organisation and to be covered by 

the contract with the volunteer in.  EUAid volunteer entitlements are regulated in accordance with EUAid 

provisions. 

If a volunteer returns country of recruitment for medical reasons, they are responsible for ensuring they have 

somewhere to stay during their medical leave. It is advisable for volunteers to arrange this pre deployment. 

Please note that return to EWB-SL is subject to renewed medical clearance  

If a volunteer becomes ill and requires treatment, which will mean a month or more medical leave outside 

Sierra Leone during the last three months of their placement, they will be asked to end their deployment early. 

 

Mode of applying for Leave: All leave requests forms shall be submitted to the administration, but must be 

approved in advance by Project Manager, except in the case of emergency; in that case office must be 

informed. 

  

Travel: all personal travel needs to be approved in advance, by Project Manager or supervisor 

There will be no reimbursement of any cost related to such travel unless approved in advance  

  

Staff Meetings: 

 •        Monthly meeting will be held for planning the schedule activities and discuss achievements of the prior 

month and to review the overall progress of EWB SL to review the financial data.  

•        Annually meeting to review the past year, capture lessons learned review status of progress and plan for 

the coming year as well as revisit EWB Strategic Five year plan and review accordingly.  

These informative meetings allow employees and volunteers to be informed on recent activities, changes in the 

workplace and employee recognition. Volunteer to attend staff meetings conducted in English as a minimum. 

Staff and volunteers are encouraged to share any suggestion or idea that will improve practice operations or 

that will create a positive change, you can submit your suggestion verbally or in writing to your supervisor or to 

the Project Manager. 

 

Procedure for Handling Complaints 
Under normal working conditions, employees or volunteers who have a job-related problem, question or 

complaint should first discuss it with their immediate supervisor. If the employee or volunteer and supervisor 

do not solve the problem, EWB-SL encourages employees, volunteer to contact the Project Manager if need for 

further escalation, Program Director. Final resort, EWB-SL or Volunteer is to contact and inform sending 

partner, together will reach a settlement.   

Issue / Dispute Process 

For volunteers in relation to placement or professional/staff issues: 
1.      First speak to the person in question 
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2.      If they are unable to resolve the issue then speak to the manager/supervisor/mentor 

3.      It they are unable to Project Manager 

4.      If they are unable to resolve the issue then it can be escalated to the Programme Director 

5.      All disputes going beyond the Programme Director should go to the Board of Directors or 

Sending organization to be consulted. 

6.      It would be expected that every effort is put into resolving an issue or dispute between the 

volunteer and the supervisor, rather than letting it escalate to other levels.  

  
For volunteers in relation to all other issues: 

1.      First speak to the mentor/supervisor or Administrator, who will engage the appropriate 

staff member 

2.      If they are unable to resolve the issue then it can be escalated to the Project Manager 

Programme Director or sending organization. 

3.      Volunteers should not make requests or complaints directly to staff other than the Project 

Manager. 

 

Living Conditions Policy on accommodation 
EWB-SL will organize adequate affordable housing for the volunteer, which include ensuring that each 

volunteer shall have a clean lockable room with access to clean water and sanitation facilities. The furnishing 

and equipment will include as standard a bed, study table and chair, and a wardrobe in the bedroom the room 

shall be located at a reasonable distance from the volunteer's main working location. The accommodation for 

volunteers may take the form sharing a room with a host family, individual housing or housing with other 

volunteers. EWB-SL will help facilitate integration of volunteers in the local community and enable them to 

interact, however language need to be taken into consideration. EWB-SL will undertake contractual relations 

and brief the landlords in advance where applicable. 

EWB-SL will ensure that volunteers do have access to means of communication enabling them to contact EWB-

SL and sending partner as well as their relatives.  

 

In order to ensure the security and health and safety risks are prevented, managed and mitigated and that 

procedures hereof comply with requirements, EWB-SL will undertake assessment prior to deployment of safe 

and healthy living and working conditions. There is no maximum number of volunteers that can be housed in 

one accommodation, however each volunteer is entitle to their room and there shall be a maximum of three 

people to one bathroom. 

 

 EWB-SL is responsible for ongoing maintenance and repairs to accommodation. Volunteer is 
responsible to avoid damaging the accommodation and held responsible.  
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 Volunteers are to notify their EWB-SL Sub Office Administrator, if there is a need for any kind of repair 
work or other accommodation issues. 

 EWB-SL is also responsible for appropriate security arrangements. Requirements will vary by location; 
as a minimum there should be locked doors, barred windows, and in some areas a security guard or 
fenced accommodation. Any arrangements with the security personnel are to be made via the EWB-SL. 

 EWB-SL will try as much as it can to ensure that volunteers get water and electricity in their 
accommodation. However, volunteers should understand that certain areas in Sierra Leone do not 
have pipe running water or regular mains electricity. Volunteers should always drink bottled drinking 
water or ensure water is boiled before drinking 

 EWB-SL housing contracts can change at any given time, and volunteers may be asked to move during 
the period of their placement, although this will try to be minimised where possible. 

 EWB SL will in consultation with the sending organization provide guard for night security to the 
residence of the volunteers. 
 

Policy on Data protection 
EWB-SL is fully committed to safe handling of personal data and sensitive information. We seek explicit consent 

before obtaining and storing data and always seek to fully comply with EC Directive and Regulation. EWB-SLs 

committed to ensure that only relevant data is processed and obtained. 

EWB-SL office procedure is to change password every two-week. 

Any personal data such as name, age, address and date of birth, including sensitive data, information regarding 

their recruitment, assignment and performance shall be: 

 Collected lawfully and adequately for a legitimate purpose 

 Processed fairly and lawfully 

 Corrected or updated, where necessary 

 Accessed only by authorized personnel 

 Made accessible upon request to the candidate Volunteer concerned 

 Kept securely 

 Kept no longer than necessary for the original purpose. 

 Adequate, relevant and not excessive. 

 Must not transfer to countries without adequate protection. 

 All EWB-SL staffs and volunteers are bound by principles of confidentiality to ensure that they treat as 

sensitive matter any information to which their work give them assess. 

For reference and details on Directives 95/46/EC and Regulation (EC) No 45/2001 GDPR 

https://eur-lex.europa.eu/legal-content/EN/TXT/?qid=1528874672298&uri=CELEX%3A32016R0679 

https://ec.europa.eu/info/law/law-topic/data-protection/reform/rules-business-and-organisations_en 

 

https://eur-lex.europa.eu/legal-content/EN/TXT/?qid=1528874672298&uri=CELEX%3A32016R0679
https://ec.europa.eu/info/law/law-topic/data-protection/reform/rules-business-and-organisations_en
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Data Protection in relation to child abuse incidents 

Ensure that personal information is kept confidential unless we have the agreement of the individual and/or 
their parent/guardian, except where it is necessary to pass this to a specialised child welfare or law 
enforcement agency in relation to a safeguarding incident.  

Social Media 
EWB has a policy regarding the media and the use of actual names, images, including photographs and 
recordings (the ‘Social Media Policy’). This should be applied in all situations. Specifically relating to protection 
of children, young people and vulnerable adults, we will:    

 Use names and images of children, young people or vulnerable adults which are respectful and not 
expose them to further vulnerability (not degrading or showing sexual images of children naked or 
partially clothed).  

 Reproduce images and use names of children only where we have the written permission of their 
parents / guardians using consent form (Appendix 2).  

 Reproduce images and use names of young people and vulnerable adults only where we have their 
written permission or that of their parents/guardians, whichever is the most suitable.  

 Make clear to vulnerable people and their families that agreement to providing information or 
images is not a condition of involvement in EWB activities and programmes.   

 Inform employees,  volunteers and partners about the EWB policy in relation to the use of 
technology (the IIT Policies), and understand that they must not use this technology for the 
purpose of accessing, producing or distributing any information or violent or sexual images that are 
harmful to vulnerable people. This includes adult pornography.   

 

Communication Policy 
The Country Office uses all forms of communication with volunteers including phone, email, text and face to 

face.  

EWB-SL policy requires that volunteers plan communication with their supervisor, mentor, Administrator, 

Project Manager and other Office staff on weekdays.  

All parties should communicate with one another in a clear, responsive, respectful and constructive manner. 

The aim should be for fact and solution oriented conversations when there is a dispute. No-one has the right to 

inflict abuse on another party, and such instances will be reported and reprimanded. EWB Sierra Leone will in 

view of necessity provide volunteers with up-to-date information on security, coming events, notices, etc. It 

will be as brief as possible. 

 

 

Policy for Partnerships 
EWB-SL engages in a variety of partnerships with different categories of partners. It is the aim to tailor the 

format of agreement to each individual partner determined by the character and duration of partnership. We 

aim for all partnerships to be based upon mutual values including: accountability, reliability, responsibility, 

mutual trust, and respect, complementarities building on the diversity, focusing on local capacity building. 
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Therefore, we undertake needs assessments and receive fact finding mission from sending partner to inform 

our strategy. For long-term partnerships and partnerships concerning deployment of volunteers, EWB-SL will 

make a Partnerships Agreement covering values, objectives, modalities and management of partnership with 

sending partner. The specific format may vary for the purpose of alignment with partner’s request. 

 As part of its development programme EWB builds relationships with partner organisations and 

identifies volunteer deployment that will contribute to a mutually agreed intervention 

 EWB works in a three-way partnership with volunteers and sending organisations to help build the 

capacity of individuals, organisations and institutions to improve lives in the rural communities 

 EWB-SL facilitates the preparation of volunteers, but the success of deployment depends as much 

on personal skills such as open-mindedness, flexibility, resourcefulness and initiative as on 

knowledge. 

 EWB-SL promotes professional relationships with volunteers and partners, which emphasise 

mutual respect, openness and honesty. 

 EWB-SL encourages volunteers to seek prior advice, counselling, dialogue, learning from volunteers 

working from other organizations. Volunteers are responsible for their own learning during their 

stay. 

 

Needs assessment: 
EWB-SL has a long experience in hosting volunteers, teams of volunteers, interns and students from different 

countries. Previous volunteers and interns have being diverse and all added values and some insight to our 

work. EWB-SL seeks to receive experienced volunteers to contribute to the technical improvement of our 

activities thereby improving living conditions for our rural communities in Sierra Leone.  

In order to ensure that each volunteer deployment contribute to the effort of EWB-SL in the areas of  

sustainable climate resilient livelihoods of communities, EWB-SL will conduct needs assessment informing 

formulation of task assignment and projects. 

 Needs assessment are to be conducted prior to definition of task assignment and will as a minimum cover: 

- Analysis of which competences and capacities are lacking in the context of operation by communities 

and within EWB-SL 

- Current capacity of the EWB-SL 

- Analysis of potential added value of volunteers and envisaged knowledge transfer or capacity building 

assistance to the communities where EWB-SL operates 

- Risks and vulnerability and security for the volunteer 

 

Recruitment procedures 
The process of recruiting EUAid Volunteers is based on EWB-SL’s partnership agreement with sending 

organization. Below is outlined the specific steps to be conducted: 
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a) The definition of task assignment and of competence profile is conducted in dialogue between EWB-SL and 

sending organisation 

b) The selection criteria is to be  agreed and communicated with sending organization both regarding generic 

competences and specific professional skills require by  EWB-SL  

c) Process of assessment of applications including long- and short listing of candidates will take place in 

consultation with sending organization, while EWB-SL take final selection decision 

d) Refer to Principles of equal treatment and non-discrimination Statement in announcement and throughout 

process. 

e) To include working conditions, specific terms of deployment obligations and the rights of volunteer 

Step 1: public announcements on board/universities/technical institutions, EWB website, EUAid Volunteers 
platform and sending organization website 
Step 2: compile and process applications from online and from volunteer centre ledgers 
Step 3: contacts/dialogue/invitations 
Step 4: volunteer assignment form signed followed by induction, Induction programme: will be shared with 
the volunteer upon arrival  

Generally, EWB-SL will make a background check on the volunteer if he/she has received training in the 
following modules: 

 Introduction to the European Union, its external relations and crisis response system; 
 Introduction to humanitarian action, the European Union’s humanitarian aid policy and the EU Aid 

Volunteers initiative; 
 Managing personal safety, health and security; 
 Project management; 
 Inter-cultural awareness and scenario-based exercises 

If the Volunteer has received the above training, we will then consider the specific training needs for the 
volunteer in consultation with sending organization.  

Volunteers are normally deployed based on activities required by projects and interventions. Every 
deployment is built on a prior needs assessment of the specific context. The volunteers work on different types 
of assignments based on previous analysis, depending on their competency profile and experience. The 
activities performed by the volunteers will be in fields such as organisational development and capacity-
building, project management, disaster risk management support, food and nutrition, water and sanitation, 
resilience etc. 

After identifying the project on which the volunteer will be assigned, we will now look at the competency of 

the volunteer in relation to the task ahead of him/her. 

Finally, if all these are taken care of, EWB-SL will then look at the health status of the volunteer and will require 

from the sending organization to furnish us with any other relevant information that we should know about the 

volunteer.  
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Volunteer Task Assignments 

Procedures for developing a task assignment applied by EWB-SL: 

 Based on our needs assessment EWB-SL will propose, the task assignment for an EU Aid Volunteer, 

including flexible elements  

 Then EWB-SL  will submit task assignment to sending organization for them to review 

 If need be task assignment will be adjusted or revised in order to ensure a suitable and realistic 

matching, considering  the competences needed, and absorption capacity of EWB-SL, and the needs of 

the communities in the EWB-SL operation areas. 

 Define a competence profile of the EU Aid Volunteer indicating the level of experience or competency 

of the volunteer. 

 Formulate selection criteria with minimum requirements.  

 The competence profile shall indicate whether the volunteer is a senior or junior professional and the 

need for any apprenticeship placement. 

 

Identification and selection of candidate volunteers 

Identification and selection of candidate volunteers will be a process of mutual responsibility and cooperation 

between EWB-SL as hosting organisation and the sending organisation. The key to selection of candidate 

volunteers is that the volunteers are qualified for the task EWB-SL are assigning and that they are suitable 

volunteers to come to the context of Sierra Leone.  

The identification and selection of a Volunteer appropriate to carry out the tasks as identified in the needs 

assessment of the organizations is the responsibility of the partner organization. In addition to have the 

relevant professional competences to perform the assigned tasks, additional criteria apply to evaluate the 

incumbent ability to perform in the role as volunteer. 

Selection Criteria - Specific technical skill and professional competences as required by the task, at hand 

Personal Competences - The Volunteer should possess and be able to show the following personal 

competences 

- Ability to work in teams as well as independently  

- Respect other cultures and adjust his or her own behaviour to avoid misunderstandings 

- Ability to deliver results and report to the appropriate person. 

- Communication skills 

- Ability to adjust to changing situations 

- Have a realistic view of their contribution to the hosting organization and their beneficiaries. 

- Clearly provide relevant advice according to needs of EWB-SL. 

- Ability to identify critical improvements needed to ensure sustainability of results.  
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Personal values - The Volunteer should share the core values, which are: 

- Human Dignity 

- Teamwork and Innovativeness 

- Transparency and Accountability 

- Fairness and Integrity 

- Commitment 

 

Approval of Volunteer 

The Volunteer candidates are to provide following documents include:  

- CV 

- Personal Letter 

- Criminal record (if any) 

- Medical test report 

- Selecting criteria applied by the sending organization if different from the previous agreed one 

- Motivation to selection of the volunteer candidate from the sending organization. 

The Project Manager or supervisor or a selection committee is to select incumbent volunteer after short listing 

in consultation with Sending organization and communicate decision in written form by signing the Letter of 

appointment / Contract for volunteers. 

Criminal Record: Where possible statutory checks will be conducted before accepting a candidate volunteer. 

The Board, Managing Director or the Project Manager will accept no person with a criminal record or who has 

been convicted of offence involving abuse, harassment. 

Medical Report: pre-deployment a candidate volunteer must be assessed by an authorized medical institution 

in their country of residence. The medical report must be signed and shared with EWB-SL. 

 

Procedures for pre-deployment 

EWB-SL will prepare for volunteers to arrive including taking measures to ensure the security; health 

and safety of volunteer, and that information relevant to the volunteer are compiled and conveyed to 

the volunteer and sending organization before deployment/arrival. 

 

Mentoring 

Each volunteer, or group of volunteers, will be assigned a mentor and or a supervisor at EWB-SL. The 

supervisor/mentor will be chosen in harmony with the volunteer and within the professional field of 

his/her/their assignment if possible. 

The role of the mentor is: 

 To serve as councillor and the same time support the volunteer through coaching and guidance. 
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 Responsibility of regularly check in with the volunteer(s) and to hold regular meeting; including 

coaching on professional skill, guidance on cultural integration and other specific issues, social or 

assignment related.  

 Development of professional skills and improvement of performance and knowledge 

 Cultural integration and acclimatization 

 Coaching related to the task assignment 

 Dealing with psychosocial issues 

 The role of the supervisor is: 

 To manage on the task assignment and professional activities and the way of the normal practices 

and procedures with respect to EWB-SL operations. 

 

Pre-departure procedure: 
 The volunteer is requested to read the Volunteer policy and security management plan of EWB-SL.  

 The volunteer is requested to seek medical advice and receive all vaccinations and medicine advised by the 

medical institution.  

 The volunteer must hand over emergency contact information (including insurance company, sending 

organization, emergency contact and volunteer next of kin)  

 The volunteer must process a valid visa/residential permit as applicable to the length of the stay. The visa 

should clearly state volunteering activities and not business or work.  

 Information of the volunteer embassy or alternative embassy must be provided to EWB-SL from sending 

organization/volunteer. 

 The sending organization/volunteer must confirm their travel dates and the length of stay with the Project 

Manager at EWB-SL. 

 The sending organization/volunteer is requested to provide contact information for detailed 

communication in case of any matters before arrival and during travelling and will receive similar from 

EWB-SL.  

 

Arrival and Deployment 
 EWB-SL will assure that the volunteer is picked up according to agreement and arrangement  

 The volunteer must hand over necessary documents, including  

o Emergency contact information as recorded in the personnel form 

o Volunteer to provide Copy of passport & copy of Visa and all travelling document for processing of 

the residential permit upon arrival. 

 The volunteer will receive a security briefing within 24 hours of arrival: 

o The briefing will contain context-specific security briefing and health, security and safety briefing 

according to checklist and ensuring volunteer understand security management plan and sign off. 
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 During first week Volunteer will receive introduction briefing, which will include: 

o Information on the vision and mission of EWB-SL as well as Organization and management 

structure and processes (staffs, partners and other stake holders involved in the project or task) 

o Operational context meaning operational areas such as Kenema city and Kenema District. 

o Mission and objectives in relation to the project   

o Expectations on outputs and results from the projects or task assignment.  

 The Project Manager is responsible for introducing the Volunteer to relevant stakeholders and the 

government authorities when applicable.  

 Identity cards: Volunteers will be issued an identity card by EWB-SL Administration. This will enable 

volunteers to identify themselves as being a part of the EWB team in Sierra Leone, furthermore emergency 

number will be included at the ID Card.  

 

Learning and development, monitoring and performance management: 
 Volunteer will attend orientation relevant to the task assignment. 

 Volunteer is to work in close cooperation with colleagues and stakeholders. 

 Volunteer is to work according to the task assignment and be flexible in case of amendments or 

changes according to project implementation and EWB-SL at large.  

 Volunteer should on a continuously basis share knowledge, e.g. during staff meetings 

 Supervisor will undertake performance assessment, at a frequency determined by the duration of stay 

and the nature of assignment. 

 Volunteer is to prepare progress reports to be submitted to the Project Manager/supervisor at a 

frequency and format at a minimum as agreed upon in contract. The volunteer may be assigned 

additional reports by Project Manager/supervisor. 

 A learning and development plan will be drawn up prior to deployment and once the volunteer reaches 

Sierra Leone the supervisor will go through the plan mutually to understand each other’s’ expectations 

and to set a mutual ground for a good exchange and mutual ground for a good cooperation. The 

format at the EU-Aid volunteer initiative platform will apply. 

 Supervisor and volunteer will define learning and development objectives to be achieved during the 

stay and will evaluate reflect and record those at a frequency agreed upon between supervisor and 

volunteer. Hence, the Learning and Development Plan will serve as a tool in regular check-in meeting 

throughout the volunteering period. At the end of the deployment period an evolution and debrief 

report will be drawn up.  

 

 An initial three-way meeting will be held between volunteer, EWB-SL and other stakeholders 
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 The Manager/supervisor/mentor will communicate with the volunteer at least weekly. In the first 4 

weeks of deployment. Hereafter, status meetings will occur every 6 week unless, an alternative 

timeframe is agreed between the two parties. 

 

The Project Manager/supervisor will maintain contact with the volunteer by email or phone on a regular basis 

during their deployment. Meaning contact will be made on a daily basis, unless otherwise agreed. 

 

 

 

Debriefing process 
To provide our volunteers with the chance to continue their engagement and to effectively hand-over their 

work to EWB-SL and share with future volunteers, EWB-SL will conduct a debriefing process. To facilitate the 

process, the following are EWB-SL guideline for debriefing and involving volunteers once their deployment has 

been completed.  

Leaver’s pack: volunteer will receive a Leavers’ Pack leaving pack at least 1 month prior to end of Deployment 

giving details reporting requirement from EWB-SL and administrative arrangements connected with their 

departure.  

Volunteers is requested to fill out the End of Service form and submit to Administrator at least 4 weeks before 

their end of deployment date.    

Performance review: Project Manager/supervisor carries out a performance review and evaluation of results 

achieved by volunteer. 

Learning and Development Plan: Learning and development objectives of the Learning and Development Plan 

will be reviewed. 

Completion report: 

- Volunteer is to prepare a Completion report including progress on targets, specific results and 

challenges encountered. The volunteer is to share all relevant information obtain during stay toEWB-SL 

Handing over: The volunteer is to handover to EWB-SL equipment, facilities, any valuable items such vehicle, 

computer, keys, documents etc.  

 

Volunteer and supervisor must clarify whether there are any reported incident/issues remaining to be resolved 

should be follow up (health, security, other) from placement that have to be reported and followed up on. 

Debriefing meeting: 

- Volunteers will be invited to a debriefing meeting. This offers the chance to reflect on the deployment 

and professional and personal experience as well as sharing knowledge. The meeting would be with 

the Project Manager/Supervisor who has manage the volunteer throughout their deployment 

- EWB-SL and the volunteer will conduct a debriefing meeting prior to departure covering all the 

debriefing aspects.  
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References: 

- EWB in Sierra Leone does not supply personalised or online references to volunteers. Once the written 

completion certificate has been agreed with EWB-SL, it will be send to sending organization. EWB-SL 

will refer all requests for references from third parties to the sending organization.  

A Certificate of completion: 

A certificate of completion may be issued to a volunteer leaving the service according to performance. The 

certificate shall be signed by the Project Manager/supervisor.  

Volunteer has the responsibility to ensure that their certificate of completion is discussed and completed with 

their supervisor before final debriefing meeting. The template and guidelines are to be included in the leaver’s 

pack. 

 

 

 

Policy on transport and movement of volunteers 
 The cost of pre-approved travel incurring reasonable expense taking into account time, comfort and 

cost will be covered for volunteers to attend official business organised by EWB in Sierra Leone.  

 EWB does not permit volunteers to drive its vehicles and EWB in Sierra Leone will not take any 

responsibility to transport volunteers’ personal belongings either within Freetown or out of Freetown.  

 Start and end of deployment Travel 

 EWB in Sierra Leone organise for transport from the airport at the beginning of volunteer stay and to 

the airport upon the end of deployment. 

 Volunteers are not allowed unless emergency, to drive motorcycles. If at any time volunteers do not 

comply with EWB's volunteer transport and motorcycles policy they may loose their volunteer status. 

 Project Manager must approve all travel prior to travel taking place - volunteers should notify the 

supervisor minimum 3 days before they intend to travel. If travel is work related they may request 

Administration to assist in organizing for accommodation. 

 EWB SL should undertake security checks/risk assessment if a volunteer is to travel outside the 

operational areas of EWB-SL as well as the necessary arrangement for accommodation. 

 EWB-SL reserves the right to forbid travel if there is a view that personal security would be at risk. 

Adjusting volunteer expectations  
Volunteers should not expect:  

 To save money during the deployment 

 A standard of living comparable to salaried expatriate or workers from other development agencies 

 To be able to buy luxuries or expensive imported goods 

 If a volunteer wants to go home before end of agreed period of deployment, it must be approved by 

sending organization and EWB SL at least one month written notice to their Supervisor/ Manager 

unless they are leaving under exceptional circumstances such as medical, security evacuation or family 

reasons. Unless otherwise agreed they will have to pay for their flight home and other related cost. 
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Finance 
All aspects regarding finance, remuneration, allowances to volunteer will be in accordance with agreement 

with sending organisation and will form part of individual contract with volunteer and partnership agreement 

with sending organisation. For volunteers under the EUAid Volunteer Initiative Deployment Programme, EUAid 

regulations, rates and other instructions always prevail. 

EWB-SL general policy  

Volunteer Allowance  

 Volunteer Allowance will be transferred by sending organisation.  

 EWB-SL may pay allowance to volunteer obtaining reimbursement from the sending partner. For 
deployment of the duration of 6 months or more allowance will be paid quarterly by cheque/bank 
transfer in advance on the first working day of July, October and January every year and monthly to 
volunteers whose placements are less than 6 months. 

 Volunteer Allowance payment arrangements will be made while signing the placement agreement with 
the partners and the Finance Officer will be responsible for maintaining a payment and reimbursement 
log for all volunteers. 

 The volunteer allowance is following the EUAid rate, which is expected to be sufficient for a single 
volunteer to maintain a modest standard of living in Sierra Leone.  

 The volunteer must inform EWB-SL or sending organisation of their bank details so that the transfers 
can be paid directly into volunteers accounts. Volunteers may be recommended to open a local bank 
account at the location of their deployment to secure money available to them – in view of the length 
of their stay. The EWB Office may facilitate the opening of bank accounts for volunteers upon arrival if 
applicable.  

 EWB will not be responsible for financial support of any kind for an accompanying partner of a 
volunteer. 

 EWB-SL or the sending organisation will not be under obligation to provide accommodation to suit a 
volunteer that is accompanied by his/her partner.  

 A volunteer, whose partner is accompanying, will need to make their own financial arrangements for 
covering additional expenses.  

Allowance on Arrival / Departure 

 The volunteer allowance is calculated on a pro-rata basis from the date of arrival to the date of 
departure.  Therefore, if the volunteer arrives/leaves mid-month they will be paid half a month’s 
allowance.  

 

Advances 

 Volunteers may request advances to the EWB-SL Administration or sending organisation.  
 Any advance must be approved by Project Manager or Programme Director or sending organisation 

prior to payment and are normally limited to an amount at a maximum of one month's allowance. 
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 Any amount outstanding at the end of the financial year (31st December) will be automatically 
deducted from the volunteers quarterly allowance which will be payable in January.  

 The emergency cash procedure is the same as for other advances. EWB-SL will facilitate quick approval 
by the Project Manager or Programme Director or sending organisation of required funds and agree a 
payment schedule with the volunteer in advance. 

Household Equipment Costs 

 Volunteers may if applicable receive reimbursement for purchasing items of soft furnishings and 
cooking/eating utensils needed for their accommodation. Volunteers will be expected to account for all 
household equipment purchased at the end of their placement, and they will remain the property of 
EWB-SL unless otherwise agreed between parties. 

 

Loss of Personal Belongings 

Please note that EWB cannot take any responsibility for any of the volunteer’s personal belongings in 

the case of their being lost or stolen.  It is the volunteers’ responsibility to insure their own possessions 
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