
Green Life Volunteers’ Policies and Volunteer Contract

Green Life Volunteers’ primary goal is to keep volunteers safe and allow volunteers to have a 
great working abroad experience in Costa Rica. In order to ensure the best possible experience 
for our volunteers and those they may come in contact with, we expect all participants to 
follow and obey our universal volunteer policies. 

With your signature and with paying the organizational deposit fee, you agree to terms and 
conditions. We need you to sign this contract before beginning your volunteer placement. You 
can sign it before your arrival in country (and scan the last page and email it to us) or sign the 
contract upon arrival in country during your orientation.
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1. Definitions 

Project The project consists of the volunteer work, arrival and welcome, accommodation, 
meals, and 24/7 emergency contact. 

Partner Organization A local non-profit organization or establishment where you do your volunteer work, 
in Costa Rica, that is responsible for your volunteer project. 

Placement General term for the type of volunteer work, e.g. ‘ turtle conservation‘ 

Project Start Date The day your project starts

Project End Date The day your project ends

Arrival date and time The day and time you arrive at the airport - where we will pick you up.

Organizational Fee A fee ($300) we charge to book your program and organize the project for you. If 
you cancel the project after paying your project fees, we cannot refund this 
organizational fee. 

Project Confirmation 
Document

Your official document for your project

Project Fee The costs of your volunteer project

Host family/ Home 
Stay

The family whose home you will stay in during your project.

Completion of 
Booking

That means we have received all the required documents from you and your booking 
is complete.

Project / Country 
Handbook

Each project has their own handbook, which gives you more info on the type of 
work, things to bring etc. The document also contains some info on Costa Rica. 



2. Local Partners and Projects
Green Life Volunteers is locally run and managed in the following ways: 
            
I. Green Life Volunteers’ projects are run by local “partner” organizations in Costa 

Rica. Usually these organizations are Costa Rican run and managed, and non-profit. These 
organizations are in need of volunteers but they often do not have the time or resources to 
find volunteers themselves. Thus, Green Life Volunteers helps these organizations by providing 
them with you - the volunteers. Green Life Volunteers receives a small commission for the 
organization of your project, for picking you up from the airport, and for giving you an 
orientation. The commission is evenly spread between all employees and is a salary for their 
efforts. Most of your project fees go directly into the project, your host family, your meals, 
and your transportation costs. 

II. The local partner organizations have their own volunteers, project staff, and 
coordinators (usually Costa Ricans) who will be your direct contact at the project site. They 
will work with you or supervise your work. Hence, the local partner organization’s staff are 
NOT staff of Green Life Volunteers. Therefore we don’t have direct control over the project’s 
staff. Green Life Volunteers works with them as partners, and provide them with the man-
power they need. However, we select our partner organizations very carefully, and we only 
use organizations that have been established and worked with international volunteers for a 
long time. The local coordinator and staff will be your first point of contact in case any issues 
may arise. Should you have any trouble with the local project staff - please contact Green Life 
Volunteers’ staff immediately! We will work for you to solve any problems you may have. 

III.Green Life Volunteers managers and coordinators live and work in Costa Rica. 
They help you to find a right project, contact the partner organization, book your project, 
pick you up from the airport, give you an orientation and are available as an emergency 
contact. They have worked in the volunteer and tourism industry for many years and know 
everything you may want to know about Costa Rica and traveling. In country Green Life 
Volunteers’ staff is there for you in case any issues may arise in-country. They are experienced 
locally and available to you at all times. They are there as a great source of advice, support and 
act as a point of contact in the event of an emergency. They are available to you by phone 24 
hours a day 7 days a week. So don’t hesitate to ask us any questions you may have! 

3. Our Responsibility for your Project

Green Life Volunteers’ staff will use all reasonable skill and care in arranging your project. The 
organizations that provide the project work are totally independent of Green Life Volunteers. 
Although Green Life Volunteers’ staff will have visited and approved of the local project, we have 
no direct control over the individual organizations and their staff. 



4. What are you paying for? 

The Program Fee you pay us is used to provide you with: 

• The volunteer Project
• Accommodation with a Host Family
• Food (depending on the project 2 - 3 meals a day)
• A local coordination team to oversee your Program 
• Airport pick-up service 
• Public transportation to your project location
• An orientation on arrival in country 
• The services of our Local Partner Organization
• 24-hour emergency support while you are on your Program 

5. Reservation & Booking 

Organizational Fee Deposit: 
To reserve your space on your preferred project we ask you to complete a short application 
form online, send us a recent photograph of yourself, and also ask you to submit the amount for 
the first week of your project (for example $349 for the teaching English project, and $499 for 
the turtle conservation project). This Reservation Deposit is not an application fee or an 
additional fee and it is subtracted from your final project fee. We take this deposit from you as a 
sign of your commitment to reserve a place on the project, and allow ourselves time to prepare 
your arrival.

Preliminary Reservation: 
When we receive the confirmation of your deposit payment we immediately contact our local 
partner organization to confirm your reserved spot on the project. We reserve the right to 
cancel your reservation if you do not provide us with the reservation deposit. We also reserve 
the right to cancel or change your reservation due to any unforeseen circumstances that make 
it impossible for you to work on the project. Should we cancel your reservation we will return 
your deposit minus the transaction fees. 

Payment Methods:
We use delayed clearance payment methods - paypal and bank transfer. When we receive an 
echeck it usually takes 5-8 working days until it clears in our PayPal account. We will 
acknowledge receipt of echeck received by email, but we will not start to process your program 
until the payment has cleared in our PayPal account. Once we receive cleared funds we will 
notify you and continue processing your application. 



6. Booking Procedures

Once we receive your completed online application form, a recent photograph, and your 
deposit payment (amount for the first week of your volunteer project), we will combine this 
information to produce an internal Volunteer Profile and a Project Confirmation Document. 

We will then send your Volunteer Profile to our local partner organization, so that they can 
confirm your accommodation and project placement. It may take up to 14 days for us to finalize 
and complete your booking.

Once we have finalized the booking of your Program we will send you a Completion of 
Reservation email. 

We will also attach the following important documents to the email: 

I. 1. Project Confirmation Document: 
This is the definitive document for your Program. The Confirmation of Placement 
document will include information about your project, arrival and welcome info, and the 
“next steps” for you to prepare for your stay in Costa Rica.
You should only purchase your flights and book your travel arrangements after you have 
received your final document - the Confirmation of Placement. 
If you make travel arrangements before you receive your Confirmation of Placement 
document, which you may have to change, we will not be held responsible. 

II. An Invoice
You will receive an invoice which will outline the payment received for the reservation 
deposit, and the deadline for when the remainder of the payment of the Program Fee 
should be made, and also the methods in which we accept payment. You must pay the 
remainder of your Program Fee as detailed in the invoice 60 days before your Program 
Arrival Date. If we do not receive your full Program Fee on its due date we will 
immediately move to cancel your Program. There will be no refund of your Reservation 
Deposit if we cancel your Program because you did not pay the full fee on time. 

III. Payment
The payment you will have to make before your arrival in Costa Rica is a deposit payment 
(the first week of a volunteer project).  You can pay the whole amount of your project in 
full before arrival in Costa Rica, or choose to pay the weekly fee to the local coordinator 
after arrival. 

Please note that the prices quoted on the Website are subject to change and it is the 
responsibility of the Volunteer to be aware of these changes; however, the fees charged will 
be in accordance with fees quoted on the Website at the time we send you a confirmation 
that the reservation deposit was received. 



7. Application & Enrollment Documentation 

These are the documents we will send to you: 

I. Project Confirmation Document - This can take up to 16 Days from initial reservation; 
however we usually process reservations much faster than this.

II. A Project / Country Handbook - including the arrival and contact Information, info on your 
host family, and local coordinators (after we receive your initial deposit payment).  

What you have to send us (after your submission of the application form and 

acceptance into the project):

- Flight Information
- Passport Number
- Insurance Number

8. Cancelation of a Project

If you cancel your reservation or project after you have received your Project Confirmation 
Document, we will refund the amount you paid, minus an organizational fee of $US 300. Green 
Life Volunteers has administrative and organizational costs for confirming and booking a 
Volunteer’s project and therefore the organizational fee is non-refundable after this stage of the 
booking process (after you made your payment).

We and our local partner organizations reserve the right to cancel any project. If Green Life 
Volunteers cancels your reservation we will return any payment you made in full, minus a small  
transaction fee of $30. 

In the event that you are reserved onto your chosen project, have received your Project 
Confirmation Document, and at a later date before your arrival date the local organization is no 
longer able to accept you for reasons beyond our reasonable control, Green Life Volunteers will 
make every effort to find a suitable alternative project for you. If no suitable alternative can be 
found or the alternative is rejected by the volunteer, Green Life Volunteers will refund any fee 
paid (minus a transaction fee of $30).

Once you have started your project, Green Life Volunteers reserves the right to change your 
project to a suitable alternative if it becomes apparent that you do not have the required skills 
needed for the project (for example a required level of language or ability that you had 
previously stated you possessed). In all cases we will try to find an alternative project with your 
consent. If you decide not to attend the chosen alternative we will view this decision as a refusal 



by the Volunteer to attend the project, and we will need to cancel the project. In the event of 
any of the above circumstances, and if we cancel your project, there will be no refund and we 
will not be held responsible for any additional expenses including flights, visa, accommodation, 
transportation, or vaccination costs. 
In very exceptional circumstances it may be necessary for Green Life Volunteers to change your 
project location before your arrival in Costa Rica. We reserve the right to change your project 
to another location in the same country, if we deem that it is in your best interests to do so. 
The move may be from one project to another in the same town or from one project location 
to another in the same country. If we move your project location, wherever possible, we will 
keep the project type. This is so not considered a Cancelation of Program; it is a modification to 
the project location. 

We will consult with you beforehand why we have decided to move your project location and 
why we think that this is in your best interests to switch locations. If a suitable alternative 
location is rejected by the Participant, Green Life Volunteers will not refund any fees paid. 

We reserve the right to cancel your booking at any time if: 

• You fail to pay your project fee
• You do not provide us with your arrival information
• You do not provide us with your insurance number and passport number
• You fail to complete any application documentation that is required of you
• You fail to demonstrate, in our reasonable opinion, sufficient motivation, reason or interest in 

volunteering in general or for your chosen project
• You have any criminal convictions which are incompatible with your chosen project. 
• You have a history of substance abuse that will affect your project 
• For any appropriate information or circumstance that comes to our attention 
• For any incorrect information given during the application process 
• For any information withheld during application that can negatively affect the project

NOTE: In the event of any of the above circumstances and if we cancel your project there will 
be no refund and we will not be held responsible for any additional expenses including flights, 
visa, accommodation, transportation and vaccination costs. 

9. Refunds
Any cancellation refunds payable by us will be made to the volunteer within 90 days from the 
date of confirmation of cancellation. All refunds will be subject to charges incurred in returning 
funds to the volunteer’s account.

Refunds will be given in accordance with the following: 

In case you cancel your project, Green Life Volunteers will refund the total project fee you paid 
minus an organizational fee of $US 300. We do not refund this organizational fee, since Green 
Life Volunteers’ staff already worked to organize your placement for you. 



After we pick you up at your arrival location on the first day of your project, if you decide to 
leave or cancel your project for any reason, you will not receive a refund. 
Please do not ask our local staff for a refund as you will be refused. 

For all cancellations we will send written confirmation of cancellation and also inform your 
emergency contact of the cancelation and of the termination of our agreement with you. 

10. Modifications to the Program by Volunteer
You can ask us to modify the dates of your project, or length of stay in Costa Rica without any 
additional costs before your arrival date and project start date. We like to be flexible and offer 
you to adjust your volunteer time according to your schedule and travel plans. But please inform 
us at least 14 days before your project start dates of any changes, so that we can adjust your 
project reservation and reschedule your airport pick-up. 

11. Holidays 

On occasions there may holidays, festivals and other closures that can affect your work 
schedule. If these holidays are listed on our website or if we informed you of the holidays prior 
to you signing up, we will not be held responsible for any loss of days from your project. 

If the holidays are more than 7 days in duration you will have the option to take this period as 
free time away from your project and extend your project by this number of days at the end. If 
you choose to do this you will be required to move out of your accommodation for this time 
period and return when your project is once again available. If you stay on in your 
accommodation then we will presume that your project as continued and you will not be able 
to add the days to the end of your project (unless you pay an extra week at the end of your 
project time).  

12. Force Majeure 

There are various events which Green Life Volunteers is unable to control that may arise and 
cause disruption, delay or cancellation of your Program. Such circumstances are likely to 
include: war or threat of war, terrorist activity or threat of such activity, riots or civil strife, 
industrial action, natural or nuclear disaster, fire, adverse weather conditions, health risks and 
epidemics, labor dispute, strike, work slow down or work stoppage and all similar circumstances 
beyond our control (collectively ―Force Majeure). 

If your Placement is disrupted by an unusual event or circumstances that Green Life Volunteers 
could not realistically have foreseen, which significantly affects your project, we will try to 
arrange a suitable alternative project for you as soon as is reasonably possible. This will be at 



another location where the unusual circumstances are not occurring. You have the right to 
accept or decline the alternative. 

Green Life Volunteers does not make any refunds in a Force Majeure situation and you will be 
responsible for any travel costs incurred. Green Life Volunteers or our local partners cannot 
accept liability for the effect of any unusual event or for any loss, damage, expense or claim of 
any description you suffer as a result. 

13. Passport & Visas 

You must ensure that you have a full passport, valid for at least 6 months after your planned 
return date. You do not need to purchase or apply for a visa - you will receive a tourist Visa 
upon arrival in Cost Rica free of charge. The only additional costs that will incur is a fee of     
approximately $US 26 that you have to pay at the airport when you leave the country.  

Costa Rica is tolerant of volunteers who are present on tourist visas. However, there is no 
guarantee that this will remain the position and you therefore agree, understand and 
acknowledge that there is a risk that you could have problems with local immigration 
authorities, particularly if you are offered and accept any form of payment for your volunteer 
services. 

14. Flights and other Transport 

You are responsible for arranging and paying for flights to and within your chosen country. Apart 
from the meet and greet service we provide when you first arrive, you are responsible for all 
internal travel costs during your volunteer time. In all cases, this includes daily transport to and 
from your project and traveling costs.

Green Life Volunteers cannot meet, reimburse or otherwise be responsible for any flight, travel 
or other costs or expenses of any nature which are incurred or arise as a result of your project 
not proceeding or being cancelled, withdrawn or changed due to circumstances outside our 
control. 

15. Travel Insurance 

Green Life Volunteers does not provide you with a travel insurance, but we strongly recommend 
International Volunteer Card (IVC), an international health insurance that covers your basic trip. 
It is your responsibility to ensure that this basic cover is sufficient for the activities you will be 
involved in during your volunteer time, including your free time when you travel around Costa 
Rica. 



16. Health 

All travelers should visit either their personal physician or a travel health clinic 4-8 weeks before 
departure for vaccinations and health information. Your doctor or health-care provider will 
determine what you will need, depending on factors such as your health and immunization 
history, areas of the country you will be visiting, and planned activities. Some vaccines take time 
before they become active in your system so do visit your doctor earlier rather than later. 
It is your responsibility to ensure you are fit and healthy enough for the project you are going 
to. 

17. Accommodation and Meals 

Home Stay - This accommodation type involves living with a family. You may have your own 
private room or share with another volunteer. You will have to share all other facilities with your 
family. These are great accommodation experiences for language and cultural immersion. Three 
meals are served daily while living with the host family. 

Home Stay accommodation is the default accommodation type for our local partnership 
organizations. 

18. Complaints Procedure 
Participants may encounter challenges and difficulties during their project. If you have a problem 
or complaint, initially try to solve the problem yourself; secondly talk to your Green Life 
Volunteers contact person. 

Have all the information needed at hand. Our local partners should be able to resolve your 
problem satisfactorily. However, if the problem is still not resolved, please contact the Green Life 
Volunteers staff. Be assured that your problem will be heard and dealt with appropriately in a 
timely, diplomatic and delicate manner. 

PLEASE DO NOT WAIT UNTIL THE END OF YOUR PROJECT TO FILE A COMPLAINT!!

We will investigate and will produce a statement and written response to all parties stating our 
position for the complaint. However, we find that it is better you talk to us as soon as possible 
so we can solve any issues before they become complaints. We can‘t make changes until we 
know something is wrong, so please do not hesitate to talk to your Green Life Volunteers 
contact person!

Please send all complaints to info@glvolunteers.com ! If a complaint is made, we will 
acknowledge, in writing as soon as we can. Sometimes, we may call you to discuss your 

mailto:info@glvolunteers.com
mailto:info@glvolunteers.com


complaint in more detail. The full statement and written response can take up to 14 working 
days, if we need to contact overseas partners to investigate the complaint. 

19. Marketing Materials 

We believe that all statements made on our website and other marketing materials are factual 
and correct at the time they are produced. Every reasonable effort has been made to describe 
the placement and the amenities provided. We cannot be held responsible for any changes that 
become known or happen after the information has been put onto the website. Nor can we 
accept liability for happenings outside our reasonable control. 

Last Changed by Green Life Volunteers
May, 2012



Code of Conduct
The Code of Conduct is a set of rules and guidelines. We expect our volunteers to act 
according to these rules and guidelines. 

Accommodation

Green Life Volunteers places volunteers in multiple and single person household host families. 
These host families are provided to Green Life Volunteers’ participants and shall be used only by 
volunteers having permission from Green Life Volunteers to use the accommodation. 

Basic security precautions should always be taken. For your safety we ask you to please follow 
the basic accommodation guidelines:

• As a house guest you have to treat the host family members with respect and follow the host 
family's house rules. If at any time you are uncomfortable with some aspect of your home stay 
it is your responsibility to report this to the local project coordinator or Green Life 
Volunteers’ staff. That way we can solve issues as soon as possible. 

• Our host families understand that you will come and go as you please, but expect you to 
communicate with them when your arrivals or departures are unusually late-night or early-
morning, and even more importantly, when you will be away overnight or for traveling. You are 
a guest in their home and your host families will worry. They are likely to call  Gren Life 
Volunteers’ administrative staff and may go as far as notifying local authorities if you are absent 
from their home without letting them know!

• If you have been away and plans change so that you will be away even longer, it is your 
responsibility to call your host family if your time away from the project will in any way affect 
your work!

Dress Code 

Green Life Volunteers’ objective is to allow our volunteers to work comfortably but at the same 
time be professional. Please keep in mind that all volunteers, especially those working with 
children, are held to a high standard -sometimes even higher than local staff they work 
alongside. 

Volunteers on environmental and wildlife conservation or on the organic farm projects are 
asked to dress in older, comfortable, light, and easily washable clothes, as they are likely to 
become dirty or may rip during the project. In particular, volunteers on the turtle conservation 
project are asked to wear dark clothes during patrols at night, in order to blend in with the 
night scene and not disrupt the turtles' behavior too much. At the turtle conservation project 
beach wear is allowed during the daytime.

Volunteers working in teaching or with children are asked to maintain a 'smart casual' code of 
dress while on your project. 



No dress code can cover all contingencies so volunteers must exert a certain amount of 
judgment in their choice of clothing to wear while working on a project.

Consideration of Others

As a volunteer on our projects you should treat all people with dignity and respect. Green Life 
Volunteers excepts the volunteers to understand and follow common social practices, such as 
loyalty, respect, selflessness service, honor and integrity. Our hope is that each volunteer is able 
to trust and depend upon one another without exceptions. In order to achieve this goal we 
expect our volunteers to treat others and their property with the same consideration and 
respect that is expected in return.

Free Time

At a volunteer you will have some free time to travel and enjoy other activities outside of your 
working schedule. You can use your free time as you wish - under the condition that it does not 
conflict with any rules or regulations mentioned and agreed upon in this contract between 
Green Life Volunteers and the volunteer. Additionally, your free time activities cannot have a 
negative effect on the project, your work on the project, your image, and the relationship with 
host family and the community. 

Reporting

Green Life Volunteers greatly appreciates your input and suggestions. Therefore we would like 
you to write us a little report at the end of your volunteer time. All feedback is used to 
continuously monitor and develop Green Life Volunteers’ programs - and also to provide 
reviews for future volunteers to read and encourage them to volunteer too!

Teaching Projects

Depending on the program, volunteer teachers may be expected to prepare a lesson plan 
before entering the classroom, to ensure that you as a teacher are prepared for your lessons. 
Volunteers may also be asked, upon finishing each lesson, to provide a report detailing what was 
taught in the classroom and how the class reacted. When this is expected, it is not required that 
the information is positive, yet more important that it is accurate. These reports are to be used 
for personal reflection and improvement for future volunteers as well as to improve Green Life 
Volunteers’ teaching programs. Not all teaching programs have these requirements and you will 
receive all necessary information of what is expected of you before beginning your project. 

Drugs

The use of illegal drugs is prohibited. Anyone who is found asking for, purchasing or using illegal 
drugs while enrolled in a Green Life Volunteers Project may be expelled from the project and 
may be reported to local authorities. Exchanging of prescription drugs without proper medical 
documentation is also forbidden. 



Alcohol

Any person under the age of 18 is not allowed to consume alcohol in Costa Rica. All alcohol 
consumption policies of the participating country are in effect upon arriving in the country.

Persons with 18 years of age or older are allowed to drink alcohol as long as their drinking does 
not directly or indirectly put their safety or the safety of fellow participants in danger, nor 
presents a negative image of Green Life Volunteers within the communities we work with. Binge 
drinking is highly discouraged and you may be expelled from a project. 

Alcohol consumption in communal areas of your host family’s house is to be agreed upon by all 
members of the host family. Furthermore, peer pressure, devious behavior, and other foul play to 
influence another member of the community or other volunteers to consume alcohol against 
their will, is strictly prohibited and you may be expelled from the project. 

Alcohol consumption is not to coincide with nor affect your duties on the volunteer project. 

Smoking

Smoking cigarettes is now prohibited in public areas, in bars and restaurants, bus stations, and 
most work places in Costa Rica. If you would like to smoke on your project, you’ll have to ask 
for permission from the project coordinator or your supervisor at your project. Usually 
smoking cigarettes is not appropriate in your room within the house of the host family. Please 
be considerate. 

Possible Reasons for Expulsion

You are welcome to enjoy your free time and travel -  whether close to their project site or 
while elsewhere in Costa Rica. However, the conduct of volunteers does reflect on Green Life 
Volunteers and its projects, even when volunteers are not at the project site or actively engaged 
in the project. For this reason certain inappropriate behavior will not be tolerated and will be 
evaluated on a case by case basis by Green Life Volunteers’ country director and manager.  

Some examples of such behavior include but are not limited to:

• Putting at risk one's own safety or the safety of fellow participants
• Jeopardizing the volunteer company’s image or relationship within the community in 

which we work
• Drunkenness which results in inappropriate or disorderly conduct
• Aggression or violence expressed either verbally or physically
• Lewd behavior especially of a sexual nature
• Sexual relationships with your host family members
• Lateness to projects or being absent without approval from Green Life Volunteers’ 

administrative staff
• Repeated disregard of the Dress Code
• Breaking other rules set out in this policy.



Also likely to be considered grounds for immediate expulsion would be, for example, a 
volunteer being banned from the premises of a local establishment by that establishment's 
management for any combination of the above behaviors, or any other behavior which violates 
local laws or cultural norms. With the initial orientation and ongoing routine communication 
Green Life Volunteers’ and the projects’ staff will make every effort to educate volunteers about 
the local laws and cultural norms of the communities in which they are volunteering. A 
participant expelled from their placement, for whatever reason, will not receive any 
reimbursement of fees.

Last Changed by Green Life Volunteers
May, 2012


