Site Assessment Manual, From Application to Current Project…and Beyond!
Application – Procedure:

1. Ask if the person has filled in an application form before. If they have, ask them for their reference number.  If they don't have a number, take down their full name, address and phone number, then search for them in the “Database”.  Add a note to the database, if you can't do this then enter them into the “Returning Applicants Book”.

2. If they haven’t visited us before you will need to fill out an application form for them.  

a. Things to remember:
i. It's important that you fill the form out yourself, don’t ask the applicant to do it, even their name and contact information.  If necessary, have them write their name and contact information on a scrap piece of paper.

ii. Always fill the form out in PENCIL
iii. Write all the information in ENGLISH.  It’s fine if you write in Spanish, but before it gets entered into the database it needs to be translated into English as well, because it is important to remember that, as of right now, not everyone using the database will know how to read and write Spanish.

iv. Fill out ALL SECTIONS of the form IN DETAIL
v. WRITE LEGIBLY!
3. Reference number: 

a. Every application needs a 10 digit reference number, based on the date and time of the application, in the format:

i. yy/mm/dd  hh/mm (24 hr clock)

ii. For example, an application on 7th June 2012 at 4.35pm would have the reference number 1206071635

4. Conducted by 
a. Where you must write your name.

5. Date and Time 
a. Today’s date and the time at which the application is filled out.  This is to make sure that the reference number can be created or corrected if necessary.

6. Beneficiary name 
a. Who the work is for (e.g. a person, or the name of a school).

b. Take the beneficiary's full name and ask for their “DNI” number when it is a person. 

i. This is an ID number that everyone will have.

7. Applicant Name 

a. The person who is filling out the application (e.g. the principal of the school, a relative) if different from the beneficiary.

8. Beneficiary Address 
a. Where the beneficiary currently lives.

9. Site Address
a. Where the work will take place (if different from the beneficiary address)

i. On the address, make sure you get all the information necessary: “CALLE” and/or “BARRIO”, “NUMERO DE LA CASA” or “MANZANA” and “LOTE” number. Ask which “DISTRITO” it is located in.

b. Take as much information as possible and also ask for a description of reference, places and directions to the address - is there anything (restaurants, schools, etc.) nearby?

10. Contact Numbers
a. Their phone number or someone else’s number for contact. 

i. Take as many contact numbers as you can, telephone numbers are often disconnected. When is not their phone, confirm the name and relation of the owner. 

11. Details of the Request & Background Information
a. This is the section where you ask questions to gather information about the possible project, all the details necessary for the selection of the project to help the assessment teams on the following steps of the process. 

b. The details of the request should outline what the project will involve and help us to understand the circumstances that have lead the applicant to contact us. The questions are: 

i. What is the applicant's request? 
ii. What type of work do they need done? For example, do they want us to move/demolish the old house, trenches dug, build a new structure. (Be specific and record everything they need done)

iii. What materials are they building and working with?

iv. Do they have the materials they need for the project?
v. How did they get the materials? For example, they bought it, donation, “Bono”, “Techo Propio” will build a house, “Kit de Materiales”.

vi. If they don't have the materials, is it possible for them to buy it?

vii. If they can't buy all the materials, is it possible for them to buy a portion of it?

viii. Are there any family members that could be able to offer help in buying materials for them?

ix. What are their current living conditions?
1. What is their house made of?

2. How many people live in the house (if there are kids, write their age)

3. Do they have a “TITULO DE PROPIEDAD” or a “CERTIFICADO DE POSESIÓN”?

c. If there is any other information given by the applicant that you think is important for project selection, please write it down here.  For example, family members whose health is  affected by the living conditions, disabled family members, materials being stolen or taken away by donors, a need to vacate the land, security issues, etc.

12. Miracle Project or Assistance Only?
a. After completing the important information and description of the project, circle the corresponding project type. If the application says that the applicant does not have any materials and it seems like it will be a PSF funded project, CIRCLE Miracle Project.  If the applicant has materials for the work requested and just needs PSF to provide tools and labor, CIRCLE Assistance Only.
13. Additional notes for site assessment 
a. Should be written in the last section of the form.  This is to assist our assessment team in finding the address and knowing the hours the beneficiary will be available.  Ask what days and at what times they would normally be there, what their house looks like, and note down any other relevant information.

14. Rejection
a. If during the application you identify that PSF should not or will not accept the project because of the nature of the request, you can reject the project and explain to the applicant the reasons why we won't do the work. If a project is rejected, right at the top of the form “REJECTED” and the reason for the rejection.

(After filling out the form)

15. Explain the Process to the Applicant
a. Explain to the applicant that PSF provides two different kinds of assistance, the first is providing only labour and the second type is providing labour and also donating materials. There are two different lists and in the case of donation of materials the process is even longer as our financial resources are very limited. 

b. Say that there are many people coming to us everyday and asking for our help and we try to help the ones in most need at that time.

c. A decision only will be made after a visit to the site and a second technical visit. That is when the applicant will know if PSF is going to work on their project or not. 

d. The whole process takes a few weeks and WE WILL CONTACT THEM to schedule the first visit.

e. If they have questions about payment for our work, explain that our volunteers work for free and we only ask them to provide the lunch (if they can afford it).

16. Giving the Application Receipt to the Applicant
a. Write the reference number, the date, their name and your name on an Application Receipt and give it to the applicant so they can quote it in future. Say that THEY NEED TO KEEP THIS RECEIPT. This is proof that they have applied and say they need to bring it if they come back to talk about the application for any reason.

17. What to do with the form
a. When a form is done and you have to put it in the box “Projects Database Inbox” on the wall in the office.

Initial Assessment Procedure:
1. Team goes on the site assessment database:

a. Go through the “Needs Initial Assessment” folder and select applicants to call to see if they are available for a visit.

i. If the applicant is not available for a visit that day or if he/she does not answer, attach a “notes and correspondence” to the application on the database, showing that we attempted to make contact.

ii. If the applicant does answer and says it’s okay to visit that day, then proceed with the initial assessment procedure.

1. Confirm the address and that they will be at the given location.

iii.  If there is not a phone number, go and check-out the address – find the location on the map or speak with someone who knows the area – plan your day so that you go to places in the same areas at the same times.
2. Print the ones that you are going to do that day, attach an initial site assessment form to each, and then fill in the general information about the site on each form (reference number and name of family).  Be sure to take a few PSF contact cards with you in case people approach you during the site assessments; give them our card and tell them to come to the office any day (Monday – Saturday) to fill out a form.
3. Get money from the finance manager for transportation.

4. Go to the site, interview the applicant and fill out the form.

a. Be very friendly and ask if you can enter the house politely

b. Listen to the people but organize the conversation

c. Confirm the information from the application by using the following questions (These questions are guides):

i. How long have you been living in your current house – since before the earthquake?

ii. How many people live in the house and who are they?

iii. Does anyone in the house work?  If so, what do they do?

iv. Is water, sewage, and/or electricity available on site?

v. Can the applicant provide any materials?  If so, did the applicant purchase the materials with their own money or were they donated?

vi. Is there anyone that will be able to work alongside the volunteers if we do take on the project (i.e., a maestro or any other laborers)?

vii. Remember that the main thing is to get as much information as possible about the applicant, so that the most informed decision can be made about whether or not to help the applicant.  It’s usually better to ask too many questions, rather than too few, however be sure not to offend the applicant.
d. On the site assessment form also describe the living conditions as they appear to you (i.e., dirt/concrete floor, modular/chosita/bricks, bathroom, kitchen, number of bedrooms, etc.)

e. If it is overtly obvious (refer to the criteria section if necessary) that the applicant does not need/deserve our help, the assessment team can inform the family that we have a lot of people living in worse conditions, who we are trying to help, therefore we cannot help them at this time.  Then write REJECTED on the form and the reason as to why the applicant was rejected.

f. If the assessment team does not reject the applicant right then and there, then explain our process to the applicant again (how we have a lot of applications to get through and it can sometimes be a long process), but let them know that we will be in touch with them as soon as possible and may send a technical team to further assess the site sometime in the future.
5. Once all of the sites are done being assessed for that day, gather up all the forms and the team should have a discussion as to how to proceed with the applications; whether or not PSF should help them, whether it’s a assistance project, a miracle project or both and how much of a priority they think the applicant is.
After all of the information is filled out on the form put it in the Projects Database Inbox in the office, so that the information can be entered into the database and then attached to the original application form and filed away accordingly.

Technical Assessment/ Aztec Procedure:
Before starting any new project a Technical Assessment of the work and resources required needs to be completed.  Always remember that the purpose of this assessment is to make a good plan for the project in question, but also to assist in managing all of our projects.

Read through the Application and Initial Assessment forms.  Complete the first section of the Aztec form with the reference number and a project name, then your name and the date.

1. Confirm the details of the application

2. Has the applicant’s request changed?
a. It’s important that we ask the applicants to confirm what it is they are asking for, if this differs from the original request note this on the form.  When there is a significant change its up to you to decide whether we need to investigate further.  Consider whether the situation is suspicious or the change seems strange, it’s also possible that the change is perfectly reasonable.
3. The Initial Assessment Needs to be Reviewed:
a. If you believe the initial assessment needs to be reviewed or further investigations need to be made tick the relevant box and return the form to the office.  If not, proceed with the assessment.
4. Notice Period and Possible PSF Delays:
a. The last box in this section is for noting any notice period we need to give before starting work, delays we might have in staring the project, you can fill this in at any time
5. Writing the Project Description

a. The aim of this description is to summarise in simple terms what work is going to be carried out for the project.  Anyone should be able to understand the nature of project by reading this description.  This summary will also form the basis of the work contract we will sign with the applicant so be sure to include all the work that will be done.

b. Make sure to include information here about what materials are being used and where they are coming from, for example if they are to be bought and who is buying them, or are they already on site?

c. Remember to include relevant dimensions and measurements in the summary and always remember to include units.
The majority of the Aztec form can often be completed during your site visit but given the nature of many applications it can be more effective to gather measurements and information and then complete a full plan as a team after the visit is over.

6. Technical Breakdown

a. The second page of the form is for creating a stage by stage break down of how the project will be executed.  This will assist with project management as it shows how and when different resources will be required.

b. First consider how the project can be broken down into stages and in what order they will take place.

c. Each stage should be detailed in the main column, always include what work is required as well as what specialist equipment or knowledge will be needed.  It’s very important that this section be as detailed as possible, particularly when we are working without a maestro.

d. In the columns on the right of the sheet enter the number of volunteers that will be required for each stage and an estimate of the length of time required in days.

7. Technical Diagram

a. Every Aztec should include technical diagrams for the project and graph paper is available in the office for this purpose.  

b. Always remember to include measurements and units.

c. Technical diagrams do not need to be of a professional standard and can be quite basic, but they should be reasonably to scale and well detailed.  You can also make notes on the diagram as it will be scanned into the projects database.

8. Miracle Plan Budget Sheet

a. A Miracle Plan Budget Estimate must be completed for all projects in which we are making a donation of materials.  This is a simple budget sheet and should be completed using the materials price list.
b. Each stage of the project can be listed along the top of the table beside “Project Stage”

c. Note the type of materials required on the left and the quantity for each stage in the centre box

d. Total the amount of each of the materials required, use the price list to make a cost estimate, and then total these at the bottom of the form.

e. Give about a 10% buffer to add to the total, because things rarely go according to plan at PSF and most of us are amateurs.  Also it is easier on the Finance Manager, since the money is taken out at the start of the project, therefore it is better to over-estimate and give back any unused money.  We’d rather projects come in under budget, rather than over.
After all of the information is filled out on the forms put them in the Projects Database Inbox in the office, so that the information can be entered into the database and then attached to the original application form and filed away accordingly.

Database:
1. Inputting New Applications
a. Compose a new e-mail
b. Send the e-mail to yourself (siteassessment@gmail.com)
c. Subject consists of the reference number and the applicant’s name
i. Ex. 1106051200 Vitalina Flores
d. Insert the “Application for Assistance” form into the e-mail; it can be found under Canned Responses
e. Put your name in the Input By section and the date that it is being inputted into the database
f. Fill in the application as it appears on the hard copy
g. Send the e-mail once all of the information has been inputted
h. On the hard copy write “Entered” the date and who entered it on the top of the paper

i. Ex. “Entered 16/6/11 Shannon”

i. File the hard copy in the file drawer with the other forms

j. On the database, the recently sent e-mail should appear in the inbox.  Click on it and proceed to add any necessary labels (i.e., Needs Initial Assessment, Possible Miracle Project, Community Project, Tupac Amaru) - refer to the “labels” section

2. Inputting Initial and Technical Assessment Forms:

a. Look up the applicant in the database.
b. Send a reply to that e-mail.  In the reply, insert the correct form (Initial or Aztec), which can be found under Canned Responses
c. Fill the form in with the same information found on the hard copy

d. Send the reply

e. Change any necessary labels

i. If an Initial assessment was done, change the label from Needs Initial Assessment to Needs Aztec or if it was rejected, change the label as such.

ii. If any drawings were done or photos taken, scan/upload them and then attach to the e-mail.

3. Inputting Notes and Correspondence:

a. Notes and correspondence are in reference to any notes that are made about any applicant, but it is not part of any of the forms.  For instance, if an applicant calls or comes to the office and wants to add something to his/her application (i.e., changing phone number), the note is added to the e-mail through this canned response attachment.  It is also used when site assessment teams try to 
schedule visits, but the applicants do not answer or are not available, because then we know how many times we have tried to make contact with the applicant.

4. Labels:

a. Green - What stage of the process the application is in.
i. Needs Initial Assessment - Applicant has filled out a form and a site assessment team needs to see the type of conditions the applicant is living in to determine whether or not PSF should help him/her.
ii. Needs Aztec - An initial assessment has been done and the initial site assessment team has decided that PSF should help the applicant.  Now a technical team needs to assess the job to see if PSF can do it, and if so, how much would it cost us, how long would it take, and what tools and number of volunteers would be required.  At this stage the applicant can still be rejected if the technical team finds any reason for rejection.
iii. Needs Further Investigation - Either the initial or technical site assessment teams cannot decide whether or not PSF should help the applicant, OR there is an issue that needs to looked into (e.g., not sure if the applicant really lives at the supposed house), in which case “further investigation” needs to be done in order to determine whether to reject or help the applicant.
iv. REJECTED - Not helping the applicant.
v. Ready to Go - Applicant has been initially and technically assessed and has been deemed as a project that PSF should take on.  As soon as PSF has the volunteers available, the project can start.  It’s good to have a few projects under “ready to go” in case we need an emergency project to start for whatever reason (e.g., an unexpected increase in volunteers or another project has to be put on hold).
vi. Current Project - Any project that PSF is currently working on.
vii. Finished - Project is completed.
viii. Need Contact - Need to contact applicant about something.  For instance, asking if they still need/want our help if we haven’t contacted them in awhile.
ix. Unable to Contact - The applicant has been called multiple times (more than 4-5) for a visit and/or they haven’t been home when a visit has been attempted, OR the given address could not be found.  We label it as unable to contact, but leave it in the database in case the applicant eventually contacts us with the correct contact information.
x. Needs to be Informed of Rejection - Have decided to reject applicant but have yet to let them know.
xi. No Longer Needs Help - By the time we contacted them for an assessment or to start the project, they have already done the work themselves and no longer need our help.
xii. No Longer Working On - The project was started but something happened to cause PSF to stop working on it.
xiii. Started But On Hold - Project was started but had to be put on hold for whatever reason (e.g., the family needs to get more materials or PSF doesn’t have enough volunteers)
xiv. Waiting on Them - Passing the applicant onto the next stage (whatever it may be) is dependent on something that they have to do.  For instance, if they don’t have a title or certificate of possession or if they say that they will get materials or a maestro.
xv. To Be Discussed - An issue needs to be talked about before making a decision 
b. Blue - The category and priority of the project.  Miracle or Assistance only project.
i. Possible Miracle Project - The applicant possibly cannot provide any materials, therefore the project may have to be fully funded by PSF, if we decide to take it on.
ii. Possible Assistance Project - The applicant can possibly provide some or all of the materials and only needs our tools and labor.
iii. M1, M2, M3 - The project has been deemed a “miracle fund” project.  It is up to the site assessment team to determine how much priority the project should get with “1” being the highest priority (applicant is living in really bad conditions and needs our help ASAP) and “3” being the lowest.  The priority rating is for when we have to choose between more than one project to start; the one with the higher priority should be started.
iv. A1, A2, A3 - Project has been deemed as an “assistance only” project, and the applicant can provide most, if not all, of the materials.  Priority rating is the same as the miracle.
v. Uncategorised - Project has yet to be given a category/priority label.
c. Yellow - The location (general area/region) of where the site is (i.e., San Andres, Alameda, Tupac Amaru, San Clemente, etc.)
d. Pink - Type of construction project (bricks, concrete floor, roof, modular, earthbag, bathroom, etc.).  Projects can have more than one of these labels.
Filing:

All of the hard copies of the original applications and site assessment forms are filed in the wooden file box, currently located under the Project Database Inbox.
1. The current year is filed on top and the previous year on the bottom.  Any previous years should be filed away in archive folders, and labeled accordingly.
2. Within each year, the files are put in order by month and then alphabetically by first name.
3. If someone does not have time to file immediately, the papers can be left in the immediate front of the top drawer, which is labeled “Forms entered into the database: TO BE FILED”.
4. After initial and technical assessments are done and entered into the database, the forms should then be attached to the original application form which should be filed away.
5. If an applicant is REJECTED take the applicant’s form out of the file box, write REJECTED on it and the reason why it was rejected, and then file it in the REJECTED folder.  (Also make sure that the label in the database is changed to REJECTED)
6. When a project is FINISHED and all forms have been entered into the database and attached to the original application, file it away in the FINISHED folder.

Ready To Go/ Sign Contracts:

1. When a project has been agreed to be worked on, before it is started, a contract needs to be signed between PSF and the applicant; Contracto De Obra.  This should state who we are helping, what work we have agreed to do, and what the applicant has agreed to do for us.

2. It’s good to have a few projects under “Ready to Go,” in case we need to have some projects start right away.  However, when choosing a project to start it can sometimes be hard to decide which project should get priority, and this is why the criteria/prioritization is beneficial to have.

Current Projects:

1. Budgets: 
a. If PSF is spending money on a project, a budget sheet should be completed for the project (usually after the technical assessment).  This sheet (either original or copy) should be left attached to the all of the other project forms and left under the Current Projects clip board.  It is also important to correspond with the current Admin/Finance Manager in regards to the budget, so that he/she can keep track of whether or not the project goes over budget.  If a project goes over budget, but stays within the agreed upon terms - meaning we are not going over budget because we have agreed to do additional fixtures/repairs - then it is fine (within a reasonable amount - to be determined).  However, if the family starts making more requests, which tends to happen quite often, then it is up to PSF to tell them to reapply for help for these additional things.  Sometimes volunteers get attached to a family/project and feel compelled to help the family more than the agreed upon contract deems necessary, therefore they donate/fundraise their own money towards the project.  This is fine, but we also have to consider that if we extend the duration of a project due to additions, then we are taking time away from other families we could be helping.
2. Weekly Updates: 
a. This is so PSF can keep track of the progress of each project.

b. Weekly project update forms should be handed out to each project leader at the weekly project leader meeting.  
c. Make sure they are filled out, turned in and entered into the database.
3. Write Ups/Completion Forms: 
a. This form is so PSF can keep track of all of the projects it has completed.  It summarizes the entire projects, and has the project leader point out any problems and possible solutions, so that PSF can improve and does not make the same mistakes in future projects.
b. Make sure a project completion form is given to each project leader upon the completion of his/her project.  

c. The project completion form can been done hand-in-hand with the project write-up, which needs to be done for the PSF website.
Criteria for Accepting or Rejecting:
It is important to remember that these criteria guidelines are here to help any site assessment team make a decision about whether or not PSF should help an applicant, and also how much priority an applicant should receive if we do choose to help him/her.  However, as anyone who has done enough site assessments will know, such decisions can be very subjective at times.  Deciding who PSF helps and/or will spend its money on can be stressful at times, but it is important to remember that although we want to help as many people as possible, we cannot help everyone right now, so we have to be selective.  Use these criteria as a GUIDE, but also remember that the selection process is not always so cut and dry.  Also keep in mind that PEOPLE LIE!
Suggested Criteria (Questions/Things to consider): 
1. Assistance Only Projects vs. Miracle Fund Projects 

a. Ässistance Only” applicants can provide all or most of the materials for the project themselves, whether through donations from another organization, like Plus Patrol, or through hard work and saving up over a period of time.  
b. OR is the applicant unable to provide any materials for the project, therefore PSF will fund it.
c. We currently cannot sustain taking on too many miracle fund projects, therefore we have to be selective about which projects we choose to fund.
2. Will they be able to provide any help, in regards to a maestro or any additional labor?  Are they willing to provide any assistance?

a. If they themselves are unable to help, is it because of work/school or they are physically unable to?
3. Do they have any materials?  
a. Have the applicants received donated materials or have they bought the materials with their own money? (Showing such initiative means that this person is willing to work hard to achieve their goal)
4. The condition of their house – tent/chosita/modular/bricks - and do they look new/steady or do they look like they’re about to fall apart.
5. What are they asking for?  

a. How long would it PSF to finish?  

b. And if it’s a miracle fund project, how much will it cost PSF?

c. Is it even possible for PSF to do it - do we have the skilled volunteers necessary?
6. Is location an issue - in terms of transportation and access?

a. We shouldn’t have too many projects on at one time that are located far away from the PSF house, because we have to keep in mind what our transportation situation is at the time.  
b. Also if a site is too far away it cuts into the volunteers’ work day – getting to site.
7. Who are we helping; does the family include children, elderly people, workers vs. non-workers, is anyone in school, disabled, etc.?

a. To put it bluntly, the worse the conditions of the family and the house genuinely are, the more likely we are to help.
Also keep in mind that it does not have to be an all or nothing type of deal; we can always compromise.  For instance, if an applicant says that he does not have any materials, and the assessment team does not think he should not receive a full miracle fund project, but thinks he still deserves some help, then we can offer to help partially.  For instance, we propose that if he is able to put up half of the money/materials then PSF will put up the other half.  This shows PSF that the applicant is willing to work towards the project, and it will also give him a sense of ownership/pride for contributing to the work and not letting it be a fully funded Gringo project.

EXAMPLES TO INCLUDE/ATTACH (Titulos, Certificates of Possession, DNI, Applications and Assessment forms, Weekly Updates, Project Completion Forms, Contracto de Obra, etc):

