太阳村志愿者手册

Sun Village Volunteer Guide

欢迎辞

Welcome

亲爱的志愿者：

欢迎您来到太阳村，加入到我们的行列中！

“老吾老以及人之老，幼吾幼以及人之幼。”尊老爱幼是中华民族的传统美德。现在，您正以无声的行动，传承着这种美德；以无私的奉献，体现着对孩子的关爱；以力所能及的方式，推动着社会的和谐与进步。我们的力量微薄，但是您的加入却让我们增添了更多的力量。涓涓细流，可以汇聚成爱的海洋，相信我们共同的努力可以为服刑人员未成年子女带来更多的快乐、光明和希望！

亲爱的志愿者，欢迎并谢谢您的加入，您对我们真的很重要！
Dear volunteers,

Welcome to join us at Sun Village!

It is the traditional Chinese virtue to expand the respect of the aged and the love of the young to our own and other families. Now, you are setting an example of this virtue by taking part in volunteer service here. Our effort may be humble, but we believe that little drops of water can make the mighty ocean. We are confident that as long as we work together, we can help shape the happy future for those children whose parents are in prison.

Dear volunteers, thank you and your involvement. You are really important to us!

入村、离村流程

Guide for Arrival and Departure

1、入村时请您先到门卫室登记，并领取志愿者服务证；

Please register at the gate and collect your volunteer service card.

2、在接待处阅读《太阳村手册》、简介等材料，熟悉村内环境。
For information about us, please read the guidelines at the reception.
3、太阳村老师介绍情况，安排工作。
The teacher in charge will brief you on our village and answer your questions.
4、如需提供志愿者服务证明或鉴定，请告知负责老师。

Please tell the teacher in charge if you need credit letter for your service. We will be happy to provide specific references upon request.
5、太阳村可为中长期志愿者提供住宿。
Lodgings are provided upon request . 

――需提前预约。 Booking are required. 

――需自备洗漱用品、毛巾、水杯、拖鞋、雨具、蚊帐等生活用品以及适宜劳动的服装、鞋、手套等。Please prepare your own necessities, including towel, tooth brush, slippers, rain wears, mosquito net, appropriate dress for farming labor, and so on.

――太阳村备有床上用品供使用，但您也根据个人需要自备床单、枕巾。There are necessary beddings in lodgings, but we suggest you bring with your own bed sheet and pillow towels.

6、住宿者应服从太阳村统一安排，到指定住宿地点整休、待命。Please abide for the arrangement by the village. 
7、凭用餐代金券在太阳村食堂就餐。请于入村后提前购买用餐代金券，短期志愿者当天用午餐5元/份；中长期志愿者，每人每天食宿费5元。Meals are only provided with voucher payment. For short-term volunteers, each luncheon voucher costs RMB 5. For mid or long-term volunteers, voucher for accommodation and three meals per day costs RMB 5.

8、作息时间：

工作时间： 9：00―12：00，13：00―18：00。

农忙时期：早6：00―8：00，下午16：00－18：00下地劳动，其余工作时间由太阳村安排工作。
闭门时间：晚8：00－早6：00太阳村闭门，禁止出入。

Working hours: 9:00―12:00，13:00―18:00.

(During the busy farming season, working hours are 6:00-8:00 and 16:00-18:00,which is  specifically for outdoor farming labor. For the rest of the day, the village will arrange other assignments to volunteers if necessary.)
Meals hours：Breakfast  8:00―8:30； Lunch 12:00―12:30；Dinner 18:00―18:30

Door time：During the night, the village gate is closed from 8pm to 6am and no pass is allowed.

9、服从统一安排，并应到指定地点从事指定工作。Please conduct your job according to the assignments at the prescribed venue.

10、指定工作提前结束时，由负责老师处安排其他工作。If your job assignment ends earlier, the teacher in charge will make a new assignment for you.

11、中长期志愿者，太阳村将安排一天实习，并视实习情况双项选择确定是否继续服务。For mid or long-term volunteer applicants, a one-day hand-on practice will be arranged. We preserve the right to have a two-way selection on whether to continue your service based on the hand-on results .

12、服务期间因故出村者，应提前向负责老师请假并进行登记。During the service, if for any reason you want to leave the village, you must ask for a leave and register with the teacher in charge .

 13、离村前请将志愿者服务证归还，并将的意见和建议反馈给负责老师。Please return your volunteer service card and feedback your suggestions to the teacher in charge before you leave.
须知Do’s
在村中工作和生活时，您需要：

――衣着朴素大方、庄重得体。Please be dressed simply and plainly. 
――劳动时穿长裤或运动服，带手套。When working on the farm，please wear long pants or sports wear. You may also prepare a pair of gloves.
――举止得体，言语文明；心怀爱心，体现耐心。
Please behave in good manners and use polite expressions. Devote your compassion and patience.
――随身佩戴志愿者服务证。Please wear your volunteer service card all the time.
――注意人身安全,工作时遵守安全规范。 Please mind your personal safety.
――妥善保管随身携带的个人物品，以防丢失。Please take care of your own belongings.

――遵守作息时间，如有特殊原因要提前请假。Please abide by the timetable. If for any reason you need to break it, you must ask for a leave.
――听从负责老师安排，工作积极主动，确保高效。Please work proactively and effectively.

―帮厨和照顾幼儿的志愿者应身体健康并注意个人卫生，照顾幼儿的志愿者应具备一定育儿经验。Volunteers helping with cooking and children caring must pay attention to their personal cleanness. Previous child-raising experience is required for volunteer nannies.
――从事导游服务或为孩子辅导学习的志愿者应事先做好内容准备，认真备课、整理教学方案。Volunteers helping with tour guide or tutoring must have a good preparation in advance.

――从事外联服务要提前和负责老师联络。Volunteers helping with external liaison must contact the teacher in charge in advance.

――任何问卷调查、访谈须经过村主任审批，摄像、拍照须经负责老师同意。For any questionnaire, photo taking, video shooting, permission must be obtained from the head teacher in advance.

――爱惜粮食，根据需要取食。就餐后应自觉收拾餐具，主动维护食堂及宿舍卫生。Please cherish the food .And help to clean up the table and dishes after meal.
――爱惜公物，损坏要赔偿。成年人请勿使用秋千等儿童娱乐设施。Please take care of the assets in the village. Compensation is required for anyone liable for damage. No adults are allowed to use recreational facilities like swings. 

――工作/生活中的有关情况和问题要及时向负责老师报告。Please report to the teacher in charge for any abnormal situation in time.
Don’ts您不能：

――着装不能太过暴露、花哨、奇异。女士不宜浓妆。Indecent exposure, fancy or weird clothes are not allowed. No heavy make-up, please.

――言行粗鲁，违反道德规范和村规村纪。No rudeness in word or deed. No violation for morality or regulations in the village. 

――与孩子交流时不得提及敏感话题，不得打骂孩子。Don’t raise sensitive topics with children. No spanking and scolding.

――遵守承诺的服务时间，请勿擅自离岗或经常请假外出。工作时间不得久留宿舍娱乐、休息。Keep your commitment for service. Don’t leave without  permission. Don’t frequently ask for leave. Don’t rest for entertainment too long at your room

――严禁在工作中打闹、闲聊，不得影响工作人员办公。No playing or chatting during work. Don’t use the computers in the office or disturb the workers on duty.

――未婚异性志愿者不得同居一室。 Unmarried volunteers are not allowed to live together.

――不得擅自动用村内工作用品以外的其他物品。

If without permission，please don’t use materials other than necessary for your assignment 

――不得吸烟、喝酒、浪费粮食。No smoking, drinking alcohol, and wasting food.

――室外劳动或工作时请勿打遮阳伞、背包。No beach umbrella and rucksack are allowed to be carried during outdoor labor.

――不轻易承诺孩子，或将财物直接交给孩子。捐赠财物请与负责老师联系。Don’t make promise or give stuffs to children. For donations, please contact the teacher in charge.

――对不清楚、不了解的情况不随意议论和解释。Don’t make comments or give explanations on situations that you are not clear in the village.

