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WELCOME to the Jakarta center! We are an education center that provides free English, Math

and Computer classes for children from less fortunate families in Jakarta, Indonesia. In this
manual, you will find all the information you need to successfully prepare for and participate
in your volunteering experience.

Once you arrive, you become a part of the IHF Family, a vast network of individuals who have
donated various amounts of time to the common goal of poverty alleviation in our centers’ locations
in Nakuru, Kenya, Chiang Rai, Thailand and Bali, Jakarta, Medan and Banda Aceh, Indonesia. All
international volunteers, including your supervisors (the co-Directors), live together at the center,
share meals, share tasks and engage one another in social activities on days off. We also have a
number of local volunteers who teach our math and computer classes, and whom we consider close
friends. You will come to know the local volunteers and fellow international volunteers, and make
lasting friendships with people from around the world. You will also come to know the many
incredible children who are part of our program, and don’t be surprised by how attached you
become in a short period of time! This is truly an experience, and we hope you will arrive with an
open mind and willingness to take full advantage of the many opportunities that will present
themselves during your time at the center. Please feel free to contact the co-directors with any
questions or concerns. Welcome, and we so look forward to having you join us!
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The Jakarta center is both an educational center; catering for approximately 250 children attending
English, Math, and Computer classes, and a home for three IHF supported young people. Two of

them have finished school and are studying at university, while working for IHF and one is in junior
high.

[HF Jakarta specializes in helping the poorest of the poor, who are living in poverty in overcrowded
slums. By providing extra after school classes, we supplement the inadequate public education, and
also offer motivation to stay in school. Through The Education Program (TEP), we also offer
financial support to keep children from having to leave/drop out of school.

In the Jakarta center we run English, Math and Computer classes available for free for
disadvantaged children, through all levels of school. We run around four English, two Computer and
two Math classes each day, between 3pm to 8pm, Monday to Saturday. We also have a morning
class and some special workshops each saturday morning. Planning classes and teaching keeps
volunteers busy even with the help of our dedicated local volunteers.

The children are generally enthusiastic and boisterous, and we aim to keep the classes interesting
and engaging. The point is not only to teach English or Math, but to motivate students to stay
interested in their education. Therefore we like to play games for part of each class with the
younger children, and work on conversation, presentation and debate with the older students.

In addition to regular scheduled classes, volunteers can run workshops on leadership, public
speaking, health, or other topics in which they have expertise.



We are a supplementary education center providing English, Math and Computer classes for
underprivileged children. We host weekly Special Activities, such as Art, Music and Dance classes, to
provide additional learning opportunities for our students. IHF also runs an international
sponsorship program for those students in desperate need, and the co-Directors ensure that
sponsored students receive their donated funds to continue pursuing education.

There are three levels for classes: SD, SMP and SMA/SMK. SD is elementary school, and there are six
grades

(SD1 = 6/7 years old; SD2 = 7/8 years old, SD3 = 8/9 years old, etc). SMP is Junior High School, and
students are generally 12 - 14 years old. SMA/SMK is senior high school, and students are generally
15 - 18 years old (SMK is vocational education).

In Jakarta, we have classes 6 days a week from 2 - 6 pm for SD1 - SMP1 and 7pm for SMP2 and
SMA. Our regular special activities include Aflatoun youth financial responsibility workshops, art
and dance classes, along with cultural days when we have new international volunteers.

Your local tasks will require 4 hours of work from Monday through Saturday. Sundays are your day
off. Your work will vary day to day, but will definitely include assisting with English classes.

Volunteers visiting our center must teach or assist with teaching English classes. [HF has a universal
curriculum designed by our Teacher Training Team that we use to develop monthly syllabi and
lesson plans suitable for our children’s levels. All classes have a permanent long-term teacher, who
knows the students and is responsible for the curriculum’s delivery. Short-term volunteers at the
center will assist the long-term teacher. You will have a meeting before class to develop your role,
which may range from participating in English in-class discussions, to helping demonstrate new
speaking vocabulary. Short-term volunteers staying at the center for longer than 4 weeks may have
the opportunity to lead a class under the permanent teacher’s supervision, but this is dependent on
your initiative and prior experience teaching. The permanent class teacher will show you how to
design lesson plans in conjunction with the monthly syllabus, and will assist in class to help you
deliver your lesson plan effectively.

We try to keep classes fun! The children can generally understand and write more English than they
can speak, so the goal is to engage them in constructive conversation and to instill a desire to learn
just as much as to teach proper grammar and new vocabulary. The focus is on keeping the children
interested, as they can be reluctant and shy when confronted with new subjects. Co-Directors will
assist you with targeted lesson planning to this effect, and you can always contact the teacher
training team (teachertraining@ihfonline.org) for guidance and inspiration.



We also have regular special activities for the children and you are very much encouraged to
propose a workshop to share your unique talents! In the past, we have hosted taekwondo, origami,
Chinese language and oral health classes for the students with much success! If there is a specific
skill you would like to share, please don’t hesitate to email the co-Directors in advance of your
arrival and begin brainstorming! You are also encouraged to bring props from home that may
benefit the workshop experience.

After each class, attendance and teaching notes need to be inserted in electronic attendance. Every
two weeks we check on our students’ progress with a quiz, also logging the results in the electronic
attendance. Keeping track of students’ attendance and progress helps us to control the quality of
our classes.

1. Teaching the children English, public speaking skills, music, art, debate, other languages,
etc

2. Working to improve our programs’ media visibility through photos, video, etc.

3. Constructive/DIY projects to improve center structure

4. Local fundraising event planning and implementation

5. Helping children write thank you letters to their international sponsors

6. Market runs and errands around town

7. Recruiting students in slum areas, nearby neighborhoods

8. Decoration of center, classes and room through making posters, flyers or murals

9. Cleaning the center to keep it lovely for our students

Voluntourists need to keep record of their hours and report them by the end of the week (Saturday)
to the co-directors at their center. They must complete 4 hours of local work per day, 6 days a week.
Center co-Directors will record these hours. Local tasks like interacting with the children, teaching
classes and going on recruiting campaigns. If you have specific requests please let us know in
advance. Voluntourists are not given IHF member mailbox, but rather they have to use their own
personal emails.



Voluntourists must stay at our centers for a minimum of two weeks. Our rooms and facilities are
very simple but adequate. However, before agreeing to volunteer with us please check the pictures
of our rooms and facilities at the bottom of this document to make sure that it meets your
expectations.

Don’t forget to take into account that most of classes start at 3 and lasts until 8 with some breaks in
between, therefore you will most likely have time to go out sightseeing early in the morning. You
will most likely not teach morning classes unless there are many volunteers or if you agreed
otherwise with the co-directors of Jakarta centre.

A/cis available to voluntourists for 3-4 hours a day free of charge (if they stay in a room with an a/c
unit). If they wish to extend the a/c usage time to max. 8 hrs/daily, they will be charged 15 USD a
week. If Work-study volunteers wish to use a/c, they will be charged 15 USD weekly for 3-4 hrs/day
usage, and 30 USD weekly for up to 8 hrs/day usage. Speak to your center director about the
availability of rooms with an a/c unit.

Work-Study volunteers will record their same 4 hours of local work along with 4 hours of online
work daily in a personal ‘Donated Hours Spreadsheet’. Unlike the Voluntourist program,
Work-Study volunteers complete intensive online work on three IHF International Task Teams
(Media 1 & 1/2hr, Volunteer Recruitment (OOTT) 1hr, University Relations (Unirel) 1hr &
Miscellaneous work 1/2hr) for a minimum of 4 hours per day, 6 days a week. There is free Internet
access in the center to complete these tasks. Occasional blackouts or loss of Internet may occur, so it
is important to complete your online work in a timely fashion and to not procrastinate. The online
work and recording of Donated Hours will be explained in further detail during Arrival Training.

Volunteers are able to take a few hours off throughout the day in order to do personal things such
as email/phone home, do washing, and shopping. However the amount of time off and when it
happens will depend on the daily tasks.

We currently have one teenager and one young adults living at the center. We have a free day on
Sundays to go to the swimming pool, or a different activity. You can organize for yourself whatever
activity you want to do on your day off. Please mind that in case you decide to organize something
for Ayu and Rahma (IHF Jakarta children and young adults) it needs to be paid for by you as they do
not have money. For example, inviting them to go out for a drink or going to the cinema. You can
also take the opportunity of your stay to learn from the children, who can teach you Indonesian, as
well as lots of interesting games and songs. But please understand that the children at the center
have their own schedule, so please be always respectful of their planned activities and understand
that they might be busy with their own activities.



Our young adults who have finished school and become directors with IHF, she helps to run the
center, always willing to help with translating and work on international tasks, while pursuing their
education beyond school. They will also need help with their studies.

The electricity in Indonesia is 220 volts. Plugs have round prongs (like much of Europe and Asia).
Adapters can be bought very cheaply if needed, but it is easier to bring one with you from home.

The Jakarta center is located in a large house on a quiet street. There are three classrooms in the
house, one for each subject. There are children, other volunteers and local staff staying at the center
with you. The male accommodation is downstairs and the female upstairs. Couples must be married
to room together, in order to respect the culture of the community in which the center exists. The
volunteer rooms have bunk beds, pillows and sheets provided, with fans.

The bathrooms are Indonesian style, with a bucket bath and squat toilets. There is no hot water,
which is not a big problem as it is very hot in Jakarta.

e No toilet paper down the toilet - please put in the bin.

e Toilet by laundry/kitchen area is to be used only by the students.

e Please don’t let the children use your technological devices (computers, phones, tablets)
alone. It’s fine if you supervise them.

e Please play games like Uno and so on whenever the kids have spare time.

e You are responsible for keeping your room clean.
e Ifyou do not clean your room frequently, you will have problems with pests.

e You can throw your rubbish out front, there is a trash bin.



e We have a laundry area, the washing machine works as well and there are laundries nearby
where you can take you clothes to be washed if you prefer. You will be assigned one day of
the week to do your laundry.

e Everyone must do their own dishes. We all have one day where we do the food dishes for
the house. You will be assigned one day of the week to be responsible for cleaning the

common dishes and kitchen. That way we can maintain a clean enviromnent at the center
between us all.

e The food is there all day, you can eat when you like.
e Some is spicy, let us know if it is too spicy for you.
e Please wash your own dishes.

e Please keep in mind that the food has to be shared with the rest of the people at the center.

e Please let us know when you plan to go out, if it will be for a longer time, let us know in
advance, because we may be hoping you can help with something

e It is okay to come back later as long as you come back before midnight, and always if you let
us know that you will be back later as we will close the doors for safety reasons otherwise.

e Males are not allowed in females’ rooms and vice versa. If you would like to socialize, please
do so in the shared spaces.

e We recommend you keep your door closed. Theft has not been a problem, but it is best to be
careful.

e Please do not leave your valuable belongings around the center.

e If you have something particularly valuable, or some money you would like to give us for
safekeeping, we can lock it away for you.

IMPORTANT PLEASE READ CAREFULLY
Taking in pets at any IHF Center is forbidden for volunteers. Failure to abide by this rule may

results in serious consequences. This rule is implemented because it is very irresponsible to take in
pets, as volunteers eventually leave the centers and pets stay behind with no one to care for them.



Furthermore, if the pet becomes sick, there is no one to take responsibility for it. Furthermore, the
children, co-Directors and volunteers at the centers might be seriously affected if suffering from
allergies, and possibly property damage will occur that no one can repair or take responsibility for
fixing. Pets at any of the IHF centers are a BIG NO. Thank you for abiding by the rules and not taking
in any pets.

All volunteers are responsible for their own safety and security while volunteering with IHF. You
are strongly advised to take precautions with your personal belongings, both at the center and
while traveling.

The centers are public spaces and it is therefore necessary to take safety measures to protect your
valuables at the center. The co-Directors will make you as safe as possible, but your safety and
security is only your responsibility.

While the vast majority of our volunteers never have an incident, we have had some unfortunate
issues in the past, as does any organization located in a developing country. These rare occasions
have involved the thefts of valuables such as computers, cash and phones when left unattended. We
have never had an incident of violence or force in the history of our organization, but rather these
incidents occur due to negligence.

In response to these rare incidents of petty thefts, [HF policy mandates that all volunteer rooms
have a door with a lock. We recommend keeping your laptop, phone, wallet etc inside with the door
locked during open hours at the center. There are many people who come in and out, and in the
confusion your room may be left unattended. We likewise recommend locking away your passport,
computer and valuables in your room when you go out of the center. Please remain vigilant and
protect yourself against theft.

At night, we lock all doors and the outside gate. While we are located in a safe neighborhood, we ask
you not unlock and leave doors/gates open before going to bed. Further, you must be home at a
reasonable hour as agreed with the co-Director, so he or she can lock up before going to sleep.

Indonesia is a very safe country, and there are actually quite few incidents of crime, especially
against foreigners. The most common crimes are those you would find in any major city in the
world - petty theft. To remain extra-vigilant, we advise you to hold any purse or bag close to your
body when walking along a road. Keep your bag on your lap when on angkot or bus. Angkots are
notorious for people stealing stuff. Sometimes, thieves drive by on a motorbike and attempt to
snatch the bag away quickly. Common advice in any new city is to not walk alone at night, and to
stay in busy, safe areas. Always keep the phone numbers of your co-Directors on your person in the
event you get lost or there is some kind of incident.



The food is local Indonesian style food. Due to the tight budget, we rarely eat meat, we have chicken
once or twice a week, and also fish. However, we do eat a lot of protein in the form of tofu, tempe
and eggs. Vegetarians can easily be accommodated (though small amounts of shrimp paste may be
found in most Indonesian cooking).

The Indonesian style of eating is to serve the same meal at breakfast, lunch and dinner. Our Ibu
cooks once per day so it is important to keep in mind to save food for dinner, meaning each person
should not eat more than one piece of meat per meal and should remember about the other people
going to eat later on. The food can be quite spicy, and is not always to Western tastes. There are
many food stalls, shops and restaurants close by if volunteers choose this. It is Indonesian culture to
share, so if you bring back food or drinks to the center, be prepared to share with the rest of the
house.

Volunteers should not drink the tap water. We have a water dispenser at the center and its
advisable to bring your own water bottle so you can always refill.

Vegetarians, allergies and various other dietary needs can be accommodated. Please contact your
center co-Directors for special circumstances and available options.

On Sundays, you are responsible for your own food. There is a food budget for those who stay at the
centre only. If you decide to go out and eat somewhere else, meals will not be reimbursed.

We have one staff member, our Ibu. She cooks us delicious food and is responsible for keeping the
house clean and tidy, with some help from the rest of the household.

All of our English, Math, and computer classes are either conducted by local volunteers,
international volunteers, or co-directors.

Volunteers should realize that although you are not being paid, you are at the center to work.
Volunteers are expected to behave appropriately at all times and should portray a good example to
the children and respect the local culture. The co-Directors have the right to dismiss a volunteer at
any time without refunds if they feel that the volunteer is behaving inappropriately.



o Do not drink alcohol or smoke cigarettes at the center, in the neighborhood, in front of the
children, or come back to the center intoxicated.

. Do not come to the center expecting a relaxing holiday. Although it is an easy-going
environment, there is a lot of work to be done.

+ Do notinvite friends or guests to the center without permission from the Co-directors. Overnight
guest are never permitted.

» Actrespectfully and politely to your fellow volunteers and locals at all times

All at-center volunteers will have a one-week probation period during which the center
co-Directors will evaluate behavior and appropriateness. If any person is deemed as abusive or not
safe with others, or the children are fearful for any reason, the volunteer will be asked to leave.

In IHF we can't expect volunteers to understand in only a few weeks what it takes to work
on a multi-cultural and religious environment, and that's why we make very specific rules
and repeat them over and over. You always need to keep that in mind. Some people think
that having "just a beer" is not going to do any harm. Or smoking "just a cigarette".
However, we work with close communities. Pretending that no one "would see" you is a big
mistake as everyone knows everyone and specially when it comes to these things that are
not socially and/or culturally approved the word spreads fast. The communities we work
with would never send their kids to learn with a person that was drinking publicly in their
village. Or a woman who was smoking. Every time someone drinks "just a beer" we lose the
trust of a whole community, and it takes months, even years to get back their trust, if we
ever do.

At IHF, we work on all public holidays and will ask you to do the same. If there is a religious holiday
you must follow, you may take your weekly day off accordingly. You are expected to work at all
other times. Please discuss any particular needs with your center co-Directors.

[HF is not affiliated with any one religion, and respects all faiths. We ask that our volunteers
likewise respect the beliefs of our students. Judging or pushing anything on the children will not be
tolerated.

The children have school winter holidays (around the end of December and beginning of January).
At this time, many children go home to their villages and class attendance is lower than usual. We
continue to host daily classes, however, for the students who do remain in town.



The most important holiday for public schools is the month-long fasting and feasting holiday of
Ramadan, which ends up on Eidul Fitri. The dates of Ramadan follow the Islamic lunar calendar,
and therefore change every year. You can Google this year’'s Ramadan dates or email
acceptancedenial@ihfonline.com to find out if you're scheduled to volunteer during this period.
During Ramadan, you can expect lower attendance from students.

Indonesia is a very religious country, and everyday life is different than usual beginning with the
start of Ramadan and ending around one week after this holiday month. Most stores and
restaurants will be closed, especially during the day, as the majority of Indonesians will be fasting
from sunrise to sunset. Major cities empty considerably, as people return to their home villages for
the entirety of the holiday. The IHF center remains open during this period, however attendance is
unusually low, as many students travel to villages and cannot attend.

This means your experience volunteering with IHF during this period will be unique. We will still
provide meals for you as usual at the center, but restaurants will be less available. You are asked to
not eat or drink in front of children and local volunteers who may be fasting during this time, and it
would be considered rude likewise to eat or drink in public. In addition to classes, we hold
specialized workshops. While attendance is lower than usual, you have the unique opportunity to
specialize your teaching experience to your skills by implementing fun events and activities. Center
co-Directors will work with you to develop your ideas. If you are a skilled singer, for example, you
can suggest hosting a singing class! We generally do not have physical activities, however, as many
of the children aren’t drinking and we don’t want to exhaust them. Many centers also host fun
events or fundraisers during this period, giving you the opportunity to be involved in IHF to an even
greater extent. We do recommend, however, that if you plan to travel around Indonesia during this
period, you book far in advance, as prices will be higher and accommodation and transportation sell
out quickly -- weeks, even months, in advance.

1. Send your travel itinerary to travel@ihfonline.org

2. Sort out your visa arrangements with visa@ihfonline.org
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3, Contact your center co-directors for any specific questions about the center and to arrange
airport pickups

4. Contact acceptancedenial@ihfonline.org to discuss changes to your application.

5. If you are a work-study volunteer, you must be in contact with your chosen work-study team.
Failure to complete the assigned task at least 2 weeks prior to arrival will result in your status
changing to voluntourist.

The IHF Travel Team will send you a full list of needed items at the center. The center will greatly
appreciate anything you wish to bring. We need items such as school supplies, art supplies, any
medical supplies such as you would keep in a first aid kit at home, cell phones, old cameras, radios,
CD players and laptops. Also, any games, toys, or English books would be wonderful. English as a
second language CDs and DVDs would be very useful, as would any learning materials. Items from
your home country, such as flags, traditional clothing or artwork are of particular interest to the
children.

You may want to bring candies from your home country, as this is always very popular! We
recommend small items that can easily be opened and stored. As most people in Indonesia are
Muslim, we ask that you check the ingredients for not Halal items. Gelatin is a common ingredient in
candy that is not Halal.

For more specific items needed you can always contact center Co-directors before your arrival.

Work-study volunteers are required to bring laptops to complete online work. We recommend all
volunteers bring cameras to help our media team develop our media content. Plus, you may want
photos as memories when you leave! Please pack modest dress, suitable for a hot weather climate.
For more information regarding appropriate attire, please see the Dress section of this document.
Females should be aware that certain feminine hygiene items, such as tampons, are not widely
available in Indonesia. Most toiletries are available from local shops.

We recommend bringing an adapter for your electronic devises and getting your smartphone
unlocked prior to travel, so that you can purchase a local SIM card upon arrival. Additionally, it is
advised to bring certain medications to prevent traveller’s sickness, as well as multi-vitamins to
stay healthy. See ‘Disease and Illness’ section of this manual for more information about
recommended medical preparations.
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We ask that you bring a copy of the following:

1. Your acceptance letter

2. A copy of your signed Waiver and Photography agreement
3. A copy of your signed MOU

4. A copy of your Acceptance of position form

5. A copy of your passport

6. A copy of your visa (for those who obtain one before arrival)

7. A copy of your travel insurance (if you have this) with emergency contact numbers

Your fee reflects the number of nights you will stay at the center. You must arrive and depart on the
dates agreed during the application process and listed in your acceptance email. Arriving early or
leaving late will result in an increase in your volunteering fee reflecting the extra nights, on a pro
rata basis. If you must change your arrival and departure dates, please email
acceptancedenial@ihfonline.org in advance. If you fail to inform us well in advance, there is no

guarantee that we can accommodate you for those extra days.

If a volunteer is volunteering in two different centers, that volunteer must pay in full at the first
center visited. For example, a volunteer has been accepted from the 1st to the 15th of January in
Medan, and then from the 16th of January to the 30th of January in Thailand. That volunteer needs
to pay for his or her stay in both centers in Medan. Because Medan is the center where that
volunteer arrived first and did the ATF.

75% USD per week for the first 4 weeks, 55$ USD per week for weeks 5-12, free from week 13 till a
maximum of 6 months. Each day beyond a full week = USD 10.71

**If you are a Work Study Volunteer, you must complete your pre-trip tasks at least two
weeks prior to your arrival at the center. If you fail to do so, we will ask you to switch to the
Voluntourist program and pay the Voluntourist fees. Additionally, your online work at the center
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will be evaluated on a weekly basis. Failure to complete assigned tasks will result in your program
being changed to Voluntourist, requiring the extra fees this program incurs.**

1508 USD per week for singles; 200$ USD per week for couples. Each day beyond a full week = USD
21.42

The fee for the entire stay must be paid upfront on the first day. No refunds are given in case of
shortening one’s stay, no matter the reason. The fee is to be paid in Indonesian Rupiah, at the
current exchange rate on the day when the fee is paid according to the rates listed on:

http://www.xe.com/currencyconverter/.

If you are unable to exchange money at the airport upon arrival, IHF staff will take you to a money
changer (transportation cost to be covered by the volunteer). The amount IHF charges will remain
the rate from http://www.xe.com/currencyconverter/, and not the rate from the local money
changer. Be aware that money changers in Indonesia may pay lower rates for older, lower serial
number and/or crumpled notes. Notes with a serial number starting with CB or DB, made earlier
than 2005, written on or torn may not be accepted at all. Old notes will most likely only be

exchanged for a lower rate and sometimes not accepted for money exchange at all.

We do not accept credit or debit cards at the center. If you wish to pay the full amount for your stay
via the website (just like you did for your deposit) you may do so, but against a surcharge of 5%.
The surcharge results from transfer fees and exchange fees. If you choose this option, please send
your payment receipt to acceptancedenial@ihfonline.org.

Voluntourist example

If the dates are arriving 25th of November and departing 14th of December, that's 6 nights in
November and 13 nights in December = 2 weeks, 5 day

=>2x150 + 5x21.42 =300 + 107.14 = USD 407.14
NOW deduct the prepaid USD 75 deposit 407.14 - 75 = USD 332.1
IF paid via website, add 5%, (1.05x332.14) = USD 348.75

Work-Study volunteer example
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If the dates are arriving 15th December and departing 14th of January, that's 16 nights in
December and 13 nights in January, which means 30 days, or 4 weeks and 2 days.

=>75x4+10.71x2=300+2142=USD 321.42
NOW deduct USD 75 deposit = 246.42

IF payable via website, add 5%, (1.05x 246.42) = USD 258.75

The fee helps cover the costs you incur while at the center, such as food and water, so that we don’t
use donated money to cover volunteers’ expenses instead of supporting our programs and children.
The amount also covers your utilities and other uses of resources at the house. The cost additionally
helps maintain the center long-term, protecting against various wear and tear that occurs from
volunteer occupants. It does not, however, cover special foods, sightseeing trips, international calls,
airfare to the centers, or any other form of transportation.

[HF keeps costs low for volunteers because we are not staffed for individual programs. IHF offers a
standard volunteer program that allows flexibility for volunteers to explore their interests and
learn a wide range of skills through a huge variety of experiences. Taking initiative is important to
making the most out of your time here at one of our centers. You will be trained by co-directors
upon arrival at the center and will be supported and supervised when doing your assigned tasks at
the center (and online work for Work-study volunteers).

Co-directors are always welcome to proposals and will support volunteers to organize their own
initiatives and projects, but the volunteers will do the work as the co-directors have their own tasks
and can only support them from a supervision point of view when it comes to extra activities. Those
activities can include: organizing a dance workshop for the children, painting a mural in one of the
class walls, or organizing a chess tournament... whatever you are willing to do and depending on the
resources we have at the centers. Please make sure to discuss with the co-directors directly or
during the weekly meetings. For those who want to also learn about the surroundings and explore
the places where IHF has centers at during down time when volunteers have finished all their
assigned tasks, they may explore the city on there own, as long as co-directors know where they are
going and when they will return to the center.

1. Contact all relevant people to prepare and ask questions
2. Fundraise for the organization
3. Find sponsors for the children (use the IHF website)

4. Build awareness of IHF through speaking to family and friends, Facebook, blogs, etc.



5. Collect donations of needed supplies (refer to “Things to bring for the children at the center”)

6. Learn few Indonesian phrases and classrooms vocabularies for the children they will like that.

Jakarta is not in a Malarial zone, but Dengue is another disease transmitted by mosquitoes that
remains a concern across Southeast Asia. Do bring mosquito repellent in any form you find
preferable as well as a mosquito net. There are also many repellents (sprays, ointments, electric
devices) available cheaply in Indonesia. Use repellent plentifully during the day, as the mosquitoes
that carry the disease are out in the daytime.

We also recommend that you bring general over-the-counter medicine for various conditions. You
will be in a new environment with new elements, and may Western volunteers experience some
stomach discomfort the first week. There are various medicines to calm an upset stomach.
Multivitamins will also help keep you healthy and boost your immune system to fight the new
bacteria that your body is not yet accustomed to encountering.

Do contact a healthcare provider in your country specializing in tropical diseases to receive advice
on useful medications to carry, preventive measures and current risks. We strongly advise you to
consult with your medical doctor regarding vaccinations prior to arrival.

In addition to a couple of currency exchange booths there are several ATMs outside the airport exit
gate.

If traveling to the center by bus, it will cost you approximately Rp 40,000. Take the “Damri” bus to
the "Rawamangun” bus station. You can buy Damri bus ticket for Rp 40,000 from the ticket office.
At Terminal 1 and 2 the ticket office is large, it is smaller at terminal 3, but if you ask “Damri?”
someone will show you where it is. The ticket office closes at 5pm, so if the office is closed by the
time you arrive then you may board the Rawamangun bound bus and pay the driver for your ticket.
Once you arrive at the Rawamangun bus station you will need to find transportation to the center. It
is cheapest and easiest to take a metered taxi, a Bluebird or Express. Ask the driver to go to



"Cipinang Elok 1, Blok I, No. 9". It will cost approximately Rp. 20,000. The whole trip from the
airport to the center will take you about 1.5 to 3 hours (depending on traffic).

Getting to the Jakarta center from the time of landing usually takes about 2 hours by taxi, depending
on traffic. A pick-up by taxi can be arranged at your own cost. For details, please contact your center
directors.

We ask that volunteers arrive at the Jakarta airport between the times of 8AM and 8PM. If you wish
to get to the center on your own, please note that the latest arrival time at the center should be at
10.30PM. If you are unable to arrive during this time period, we ask you to find alternative
accommodation, since the center is closed and the co-directors are unable to arrange your pick-up
very early in the morning and late at night.

In order for you to have the best possible start to your volunteer program with IHF, we offer the
following information and advice about your arrival to the center:

-If you arrive on Saturday evening, you will be welcomed and shown to your room, but all activities
will begin on Monday.

- If you arrive on a Sunday, [HF cannot guarantee that there will be someone at the center upon
your arrival. Co-directors usually do not work on Sundays and there are no activities planned. If you
must arrive on a Sunday, please contact the co-directors at the center to arrange a time where it is
convenient for everyone that you arrive. This will most probably be at evening/night. If arranged in
advance, you will be shown to your room by a co-director or a local staff so you can unpack your
things and rest. All activities will start the next day, Monday.

We cannot advise on specific travel arrangements, but recommend you use comparative flight
websites to book the best value ticket available. There are several airline companies in Indonesia,
including Air Asia, Garuda, Lion Air.

[HF does not provide visa obtainment services. You are solely responsible for acquiring your visa to
volunteer. If you are volunteering for 30 days or less, we will provide information and guidance, but
no letters of support, sponsorship or documentation for immigration services.

You will need to arrive on a Visa on Arrival (VOA). It is valid for 30 days and the visa fee varies by
country. Please contact visa@ihfonline.org for up-to-date rates for your nationality. You do not need
to obtain this visa in advance of arrival. You cannot extend this visa while volunteering with [HF.
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If you have been approved to volunteer for longer than 30 days and are acquiring another kind of
visa through IHF, please note that you cannot travel in Indonesia after your volunteering period
with IHF ends. IHF will cancel your visa upon completion of your volunteering period and you will
need to leave the country and return on a VOA to travel.

Please note that visa regulations in Indonesia change regularly and often without warning. Please
contact our Visa Team at visa@ihfonline.org for the most recent information so that you can obtain
your visa.

While it is still unusual for a female tourist to travel alone, you will probably not run into any
problems because of it. Indonesia is a safe country, but you must remain vigilant as you would
anywhere.



Always dress modestly and observe the traditional dress standards. There are some things that
should be avoided; one of them is not touching other people's heads, e.g. do not pat little children
on the head. This is because the head is viewed as sacred. Give and receive things only with the
right hand, and never point at anything with the left hand. The left hand is considered impure.
Never photograph people that are bathing. You will see this very often, as a lot of Indonesians
have no bathrooms of their own and they have no other way to get a daily bath than going to a
brook, river, or communal well. This is always to be discreetly ignored by passers-by. It's polite to
ask if you want to take a photo of someone. Indonesians do not blow their noses (at least not in
public) and you should also avoid it. Laughing loudly is not appreciated.

[HF needs non-smokers and those who will not use any drugs or alcohol while living at our centers
because it is not acceptable culturally where we are located, and non-compliance causes IHF
problems with the majority of all local leaders and parents. They do not want their children
associating with people who drink and smoke, especially females, and shun us, ashamed to be seen
with such staff and volunteers. They do not feel we are of, by and for, their community, if we
disrespect their culture as guests in their country, their 'home’, and allow it.

As an integral part of all IHF volunteer and hiring contracts, we ask that drinking or romantic
relationships take place as a married couple privately or in a city removed from our location on
days off only because of the strict cultures we work with when working with many impoverished
communities that often hold tightly and treasure their cultures.

We dress casually and cleanly. Be ready for a tropical climate: cotton, silk or linen clothes are most
comfortable. Exposing too much of your skin will not only earn you a sunburn, but is also frowned
upon by the locals. Knees, stomach area and shoulders should be covered at all times. Women
should not show any cleavage. A loose fit is more appropriate than a tight fit and you should remain
covered while lifting, playing and moving around.

Light, airy, casual clothes are the most practical and you'll find natural fibers like cotton or linen are
the most comfortable in Indonesia's often humid conditions. It is vital that you dress modestly -



sleeves (short or long) and trousers/ skirts below the knees for in the center, shoulders and
stomach covered.

Volunteers who are single may need to share a room with other same-gender volunteers. It is
important for single volunteers to understand that their time spent here is for volunteer work and
not a holiday. Please refrain from romantic endeavors at the center. Furthermore, please
understand that co-ed relations may be different or more conservative than in your home country.
Please interact with local members of the opposite sex in a respectful manner at all times.

Both married and unmarried couples are accepted at the center. Married couples can share a room
together if this is available. It is important to realize that Indonesian culture is relatively
conservative and therefore couples should restrain from public displays of affection. Physical acts
such as holding hands and kissing between male and female is not common in public spaces.
Arguments and discussions between you and your partner should be held in private.

It is our experience that your own children should have a certain degree of independence and
maturity prior to arrival at the center. Your children should be prepared to share their parents with
the other children at the center, which may be stressful at times. Your children should therefore be
strong individuals. It is advisable to use the hours/days off with your own children in a qualitative
and relaxing way. Families are given family activities enjoyable for children and teens depending on
age.

The food prepared at the center is sometimes a bit spicy, which can be difficult for children who are
not accustomed to this kind of food. Our house cook can cook separately for those who don’t want
spicy food. If you wish, you can prepare your own food. Nearby shopping centers have ingredients
you can purchase as needed.

The children at the center can learn from your culture and customs. Arguments and heated
discussions within the family should be held behind closed doors.



Indonesia has a tropical climate with warm weather all year round. Day temperatures between 27
to 33 Celsius or 68 to 93 degrees Fahrenheit. December - March, the monsoon can bring heavy
showers and high humidity, but usually days are sunny and the rains start during the night and pass
quickly. From June to September the humidity is low, and it can be quite cool in the evenings.

Jakarta is not in a Malaria zone, but dengue is another disease transmitted by mosquitoes and
remains a concern all across Southeast Asia. Do bring mosquito repellent in any form you find
preferable. There are also many repellents (sprays, ointments, electric devices) available cheaply
in Indonesia. Do contact a health care provider in your country specializing in tropical diseases to
receive advice on useful medications to carry, preventive measures and current risks.

The time in Aceh is UTC/GMT +7 hours. You may experience jetlag when you first arrive -- fatigue
resulting in acclimating to a new time zone. There are various ways to offset jetlag, including
drinking relaxing tea, staying up during the day so that you can sleep at night, and remaining active
during the daytime.

If you wish to travel around during your time off, you are responsible for all actions while doing so.
Center Co-Directors will help you find transportation or directions if needed, but will not
necessarily accompany you on outings. Do not leave the center without informing a co-Director of
your plans prior and without a way to contact them in the event you become lost.

Ojek (motorbike taxi) and bajaj are the common means of transport, and there are also mikrolet
(small public bus/ vans) that can be used. Taxis are plentiful and the meter generally makes it
easier than negotiation with bajaj.

If you wish to hire a car you must be over 18 years of age and possess an International Driver's
License. You will need a motorbike license if you rent a motorcycle.



We strongly recommend you exchange money at the airport as it will not be that easy to exchange
money near the center. There is one money exchange place near our center but the exchange rate
there is way lower than at the airport. Changing money is quick and easy in the major tourist
centers where money changers often offer better rates than the banks.

Be Warned: foreign bank notes are often refused if too crumpled, folded or stained. Bringing new
bills with you ensures that you will get the best exchange rate. You will receive a lower exchange
rate for older and crumpled money. Advisable is to carry notes in small denominations to
exchange. Away from the tourist areas changing money can be more of a hassle. Always count
your money before you leave the premises. The rates for cash are slightly better but remember,
traveller's cheques can be replaced if they are stolen or lost - while cash is gone forever if you lose
it. Always ask if there is an extra commission to be paid for cashing cash or cheques.

ATM cards can be used and it is best to check with your home bank what the fees are for
withdrawing money from foreign ATM's.

It's advisable to have local cash currency for purchases and transport. Credit cards are accepted in
most large hotels along with American dollar traveller's cheques. Check with your credit card
company to see what extra charges you will have if you use your card in foreign countries, some
credit cards companies add a surcharge.

There are numerous shopping malls and traditional markets around Jakarta. You are welcome to
visit these shopping areas during your time off to pick up some souvenirs for home. The
co-Directors might be able to suggest popular stores for you, or the local volunteers may be able to
advise you according to your needs.

Indonesian cuisine is really tasty and there are many options available! Most meals involve rice,
meat, egg or a soybean product with sauce and vegetables. Indonesian food uses many hot peppers,
which may be a bit jarring if you are unaccustomed to spicy food. When eating out and don’t want
spicy, most places understand ‘no chili’ otherwise ‘tidak pedas’. Ask the co-Directors at your center
for recommendations if you are having trouble finding a mild dish.

Volunteers with peanut allergies should be aware that peanuts are included in many Indonesian
dishes. It is important to always ask if food has peanuts (you can use Google translate to learn this
in Indonesian), and carry your emergency medication at all times. Please check your medical



insurance will cover local hospitals. If you have a life-threatening allergy, please research which
dishes you should avoid regularly and learn the location of the nearest hospital upon arrival.

In Indonesia, most nice restaurants add a 20% service charge to the bill,

This is not a general practice in Indonesia. In restaurants tips are not expected. However, if the
service has been good, a small token would be appreciated. Porters at the airport should receive Rp.
10000 - Rp. 15000 per bag (depending on size).

Always keep a copy of your passport, visa (if you have one) and driver's license somewhere
separate from your originals, so you can prove who you are to your embassy or consulate in the
event of loss or theft. If you do lose your documents, you must go to the police to fill out the
necessary forms. You must then investigate how to obtain a temporary passport in order to travel
home by contacting your consulate or embassy in country.

In Case of Emergency - 0651-118
Fire Department - 44-123 113
Government Hospital - 0651- 28147

Center mailbox:
jakartacenter@ihfonline.org
Volunteer Processing team:
acceptancedenial@ihfonline.org

Visa team:

visa@ihfonline.org

Travel team

travel@ihfonline.org
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Monday-Saturday

9 AM - 11 AM : Online work for assigned teams

11 AM - 12 PM : Reviewing lesson plans and prepping materials for classes
12 PM - 1 PM: Lunch

1 PM - 5 PM : Assisting teachers in the classroom, playing with the children during their
breaks between classes

5 PM - 6PM : Spending time with the kids/Helping students write sponsor letters/helping
Co-Director with local tasks

6 PM - 7 PM : Dinner
7 PM - 8 PM : Online work
8 PM : free time

Sunday - Day off

Please note that voluntourists will only be assigned some classes as they are required to do
only 4 hours of local work each day.

Monday-Saturday

11 AM - 12 PM : Working with lead teacher to plan class activities, preparing special
activity workshops

12 PM -1 PM: Lunch

1 PM - 5 PM : Assisting teachers in the classroom, playing with the children during their
breaks between classes

6 PM - 7 PM : Dinner

Sunday - Day off



This timetable is only an indicator of what the day of a volunteer might look like.
Tasks and scheduled activities at the center vary depending on the current needs,
programs, time of the year, etc. You will receive a personal schedule for your stay
upon arrival at the center.



At the completion of the volunteering period, Voluntourists and Work-study volunteers of all ages
will receive the IHF Certificate of Graduation after completing a short survey. It is necessary for
Work-study volunteers that they complete their online work before obtaining a certificate.

There are several ways to continue to support the children in our organization. You can sponsor a
child or a class by visiting our website (ihfonline.org) and supporting one of the deserving children
or classes in our programs. You can fundraise or help spread the word in your local community or
university. To get involved, email sponsorprocessing@ihfonline.org and they will direct you
accordingly. Thank you for your commitment to the children and classes at our centers!
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Q. Can I receive an Indonesia residence permit to volunteer with IHF?

A. You will not be able to receive an Indonesian residence permit. You will arrive on a tourist visa
on arrival, which cannot be extended during your time with us.

Q: Should I take malaria medication before coming to Jakarta?

A: On the safe side it is best to see a doctor for further information. Also, insect repellent is vital.

Q: What airport should volunteers use to fly into Jakarta?

A: They should fly to Soekarno Hatta International Airport Jakarta.

Q: Is it likely that language barriers will be an issue in finding my way to the center?

A: You shouldn’t have too much difficulty. To be safe you should take a copy of the address and
directions printed, and the phone number in case you need to call as a precaution. You can always
have the taxi driver call the center 95% of the time there is an Indonesian speaking person
available.

Q. I am getting to the center by taxi. Are there any specific directions?

A. What you need to tell the Taxi driver is the following "Cipinang Elok 1, Blok i, N0.9". Mention it
is close to the Prison (Penjara Cipinang). If you encounter any problem please call the center at
+62-21-8195328.

Q: What currency should I bring to the center for my volunteering costs?

A: You must bring in the local currency. Please note that $100 USD notes from 1998 and older might

not be accepted by local money exchange places or you will be offered a lower rate. They only
change $100 USD dated after 1998.



Q; I need to exchange my money. Where can I do this once I am at the Jakarta center?

A: There is a place to exchange money 3-5 minutes walking distance from our center, but please
note that the rate offered there is lower than at the airport.

Q: Where in Jakarta is the IHF center?

A: Our Jakarta center is in East Jakarta.

Q: Can you describe the living conditions in the Jakarta center?

A: The Jakarta center is like an average Indonesian house. There are squat toilets as well as a
western toilet, and a bucket shower. The housekeeper cooks food every morning for the whole
day. There are beds, mattresses, sheets, pillows and pillowcases here.

Q: How are volunteer rooms be set up?

A: We always have multiple bunk beds in each room crowded dorm style as is normal for all
volunteering experiences.

Q: Are fans or air conditioners available for all visitors?
A: Only one room is equipped with AC. All other rooms have a fan.

Q: Do I need to bring a sheet or towel to the Jakarta center or are these items already there?
And how do you do your laundry?

A: I suggest you bring a sheet (cotton sheet), just so you can put the sheet over you while sleeping.
You can choose to bring your own pillow case. You need to bring your own towel. You can wash
them with our semi-automatic laundry machine (how to use it will be explained to you once at the
center) or hand wash your clothes or take them out to a nearby laundry.

Q: Is there a requirement to purchase your own drinking water?

A: At the center, we buy the 10 litre filter water and we drink this water only. So you don't need to
buy your own bottled water.

Q: What is a typical day like in the Jakarta center?

A: Our children always wake up at 6.30 in the morning on school days (Monday to Saturday). Our
working hours start at 9 am but if there's a lot to do we will start earlier. Before classes start at 3pm
(until 6pm) we work on international tasks, plan for classes and do other tasks. There are classes
again from from 7 - 8 pm. On Monday and Thursday and Saturday we have morning class for
English at 9.



Q: Is there a place nearby where I can buy local clothes?

A: There's a nearby mall as well as a really cheap market where you can buy clothes and other
supplies.

Q: Is there a supermarket near the IHF center where I can buy everyday toiletries?

A: Yes, you can buy anything at Indomart and Alfamart (convenience stores) which are a minute's
walk away, but there are no tampons. Tampons can theoretically be bought in the international
brand pharmacists (Guardians and Terry White) located in large shopping malls, but often they
are out of stock so bring your tampons with you because most people use pads over here. You can
also go to the nearby supermarket, Giant, at the end of the main road. It’s a 10-15 minutes walk
from the center.

Q: What are the differences between the different Indonesian centers?

A: Bali, Medan and Aceh are Educational Centers only. We hold classes at these two centers, but no
children live on-premise. Jakara center is an Educational Center and is also a home to 1 child and 2
young adults.

Q: What Kkind of food do the volunteers and children eat?

A: We eat local style food prepared by our housemother. It is usually spicy. We usually eat food
such as spicy chicken, vegetable soup, fried tempe, fish with spices, tofu and vegetables plus
bakwan jagung (corn fried with flour), fried fish, corn and vegetables.

Q: Is there vegetarian food at the Jakarta center?

A: One of our previous directors was vegetarian and she was quite satisfied with the vegetarian
options at the center.

Q: How can we reduce the possibility of obtaining food sickness?

A: Water sanitation in the areas where our centers are located may not be the best, so take
precautions such as boiling water or using bottled water. Do not consume fresh juice and drink
made of (potentially) unboiled water.

Q: How old are the students at the center?

A: The students at out center range from kindergarten age (6 yrs old) to 18.



Q: Is there work to be done while the children are on holidays? If so what would we be
doing?

A: While the children are on holiday, there will still be things to do at the center such as helping
plan and organize classes, fixing up the buildings, cleaning, etc.

Q: How many days off per week will I get?

A: Work-Study and Voluntourists are provided one day of a week (Sunday). If Work-Study
volunteer stays with us for 2 months or more then he/she will be provided with a long weekend
starting from 2nd month. . It is possible that your day off could be other than Sunday but that will
needed to be agreed with your center co-directors. Your own birthday will also be a day off for
you.

Q: How many hours per week I will work?

A: Co-Directors and Work-Study volunteers work 8 hours per day, 6 days a week. The work
consists of online and local work. Voluntourists do not do online work thus they work 4 hours a
day, 6 days a week.

Q: Is it okay for IHF volunteers and directors to accept to be interviewed by journalists or
media?

A: This is absolutely not allowed. No volunteers, directors, or children should speak to any media
without the ED's approval. And no media or reporters should ever be allowed to enter our center
compounds. The ED must be informed immediately when any IHF volunteers, directors, or children
are asked to be interviewed.

Q: Will I have to cover my head at the center in Jakarta?

A: No, dress is casual but conservative in Jakarta and none of our volunteers are required to cover
their heads.

Q: Is there a formal dress code for teaching at the center?

A: Everyone here wears casual clothes, even when teaching. At the center you should wear tops
with sleeves and cannot wear shorts above the knee out of respect for the local culture and the
culture at the center.

Q: Is Ramadan celebrated at the Jakarta center?

A: Yes! Do not show anger about anything no matter what during this time. Ramadan is about
forgiveness and kindness, You will notice that everyone will be extraordinary helpful even the
older students. Prayers are very important now. Please be respectful of this wonderful time. At
the end of the month is delightful Idul Fitri and many gifts and celebration.
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APPENDIX C - House
Pictures

Living Room




Bathroom




Volunteer’s room
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