UnityReach Global Housing Safety Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Housing Safety Coordinator evaluates, prepares, monitors, and documents the safety of all accommodations used by UnityReach Global during the 2028–2029 Cap-Haïtien Mission.
The Coordinator ensures that housing for approximately 100–200 volunteers is reasonably safe, sanitary, secure, accessible where required, appropriately occupied, and supported by emergency procedures from arrival through departure.
The Coordinator oversees housing safety but does not replace licensed inspectors, engineers, electricians, fire officials, public-health professionals, or other qualified specialists when their expertise is required.

2. Reporting Structure
The Housing Safety Coordinator:
· Reports to the Safety and Security Director or designated Safety Officer. 
· Works under the operational authority of the Mission Director. 
· Coordinates reservations and facility arrangements with the Logistics and Housing teams. 
· Coordinates hazard analysis with the Risk Assessment Coordinator. 
· Coordinates emergency procedures with the Emergency Planning Coordinator. 
· Coordinates rosters and room status with the Volunteer Accountability Coordinator. 
· Coordinates incident documentation with the Incident Reporting Coordinator. 
· Works with the Medical Director on health-related accommodation needs. 
· Coordinates children and family arrangements with the Family and Child Participant Coordinator. 
· Coordinates accessibility needs with the Volunteer Director. 
· Coordinates local corrective work with approved property managers, Haitian partners, and qualified vendors. 

3. Required Qualifications
The Coordinator should demonstrate:
· Experience in facility safety, hospitality, property management, occupational safety, emergency management, housing operations, construction, or a related field. 
· Ability to conduct structured safety inspections. 
· Understanding of fire, electrical, sanitation, accessibility, and security hazards. 
· Ability to identify when qualified professional inspection is required. 
· Strong documentation and follow-up skills. 
· Ability to manage sensitive room-assignment information. 
· Understanding of child and vulnerable-participant safeguarding. 
· Ability to communicate corrective requirements respectfully. 
· Calm judgment during housing emergencies. 
· Commitment to UnityReach Global’s Code of Conduct. 

4. Guiding Principles
Housing decisions must prioritize:
· Life safety. 
· Structural stability. 
· Fire safety. 
· Sanitation. 
· Security. 
· Reasonable accessibility. 
· Privacy. 
· Safeguarding. 
· Appropriate occupancy. 
· Reliable accountability. 
· Cultural respect. 
· Emergency access. 
· Separation of unacceptable hazards from occupied areas. 
Cost, convenience, appearance, or proximity must never justify placing volunteers in housing with unresolved critical hazards.

5. Housing Safety Standards
Each proposed property must be assessed for:
· Structural condition. 
· Occupancy capacity. 
· Fire detection and response. 
· Electrical safety. 
· Emergency exits. 
· Water availability and quality. 
· Toilets and bathing facilities. 
· Ventilation. 
· Lighting. 
· Sleeping arrangements. 
· Food preparation and storage. 
· Pest control. 
· Security. 
· Accessibility. 
· Child safety. 
· Emergency communications. 
· Medical access. 
· Transportation access. 
· Backup power where necessary. 
· Waste management. 
· Severe-weather suitability. 
The assessment should reflect local conditions while maintaining UnityReach Global’s minimum duty-of-care standards.

6. Pre-Approval Inspection
Before a property is approved, the Coordinator will document:
· Property name and address. 
· Owner or manager. 
· Inspection date. 
· Inspector. 
· Proposed occupancy. 
· Number and type of rooms. 
· Beds and sleeping arrangements. 
· Exits and assembly areas. 
· Fire equipment. 
· Electrical condition. 
· Water and sanitation. 
· Security features. 
· Accessibility. 
· Kitchen and food-storage areas. 
· Nearby hazards. 
· Distance and access to medical services. 
· Corrective actions. 
· Final recommendation. 
Photographs may support the assessment but must not expose sensitive location or security information publicly.

7. Housing Approval Statuses
Each property or area should receive one of these statuses:
Approved
Minimum requirements are met.
Approved With Conditions
May be used only after listed corrective actions are completed or compensating controls are implemented.
Temporarily Restricted
A particular room, floor, feature, or area may not be used until corrected.
Not Approved
The property has unacceptable risks or cannot support the proposed occupancy.
Emergency Use Only
May be used temporarily during an emergency under documented limitations and leadership authorization.
Only authorized leadership may accept material residual housing risks.

8. Structural Safety
The Coordinator will look for visible warning signs such as:
· Significant cracks. 
· Sagging floors or roofs. 
· Unstable stairs. 
· Loose railings. 
· Damaged balconies. 
· Falling ceiling material. 
· Water intrusion. 
· Severe corrosion. 
· Unstable walls. 
· Blocked structural supports. 
· Signs of recent fire or major damage. 
· Unsafe additions or partitions. 
The Coordinator must refer suspected structural problems to a qualified professional. Volunteers must not occupy an area with credible collapse or serious structural risk.

9. Fire and Life Safety
Every occupied housing property should have:
· Clearly identified exits. 
· Unobstructed escape routes. 
· Appropriate smoke alarms where feasible. 
· Appropriate fire extinguishers. 
· Emergency lighting or flashlights. 
· Posted evacuation instructions. 
· Outdoor assembly areas. 
· Room-accountability procedures. 
· Accessible exit assistance. 
· Fire-reporting instructions. 
· Staff trained in evacuation. 
The Coordinator must ensure that:
· Exit doors can be opened from the inside. 
· Hallways and stairs remain clear. 
· Beds do not block exits. 
· Flammable materials are controlled. 
· Cooking is restricted to approved areas. 
· Extension cords and power strips are not overloaded. 
· Open flames, candles, and unauthorized heating devices are prohibited. 

10. Electrical Safety
The Coordinator will review for:
· Exposed wiring. 
· Damaged outlets. 
· Loose switches. 
· Overloaded circuits. 
· Unsafe extension cords. 
· Improper adapters. 
· Water near electrical systems. 
· Unprotected panels. 
· Sparking or overheating. 
· Unstable generator connections. 
· Missing grounding where required. 
· Improvised electrical work. 
· Unsafe charging areas. 
Suspected serious electrical hazards must be isolated and referred to a qualified electrician.
Volunteers may not perform electrical repairs unless formally qualified and authorized.

11. Generator and Backup-Power Safety
Where generators are used, the Coordinator will verify:
· Outdoor or properly ventilated placement. 
· Safe distance from windows and occupied areas. 
· Protection from rain without trapping exhaust. 
· Carbon-monoxide risk controls. 
· Fuel storage. 
· Fire-extinguisher access. 
· Authorized operators. 
· Safe refueling procedures. 
· Electrical transfer arrangements. 
· Maintenance records. 
· Noise and nighttime considerations. 
· Restricted volunteer access. 
A generator must never operate inside a room, hallway, enclosed courtyard, or other location where exhaust can enter occupied areas.

12. Water, Sanitation and Hygiene
Housing must have reasonable access to:
· Safe drinking water. 
· Handwashing. 
· Functional toilets. 
· Bathing facilities. 
· Waste collection. 
· Cleaning supplies. 
· Menstrual-hygiene accommodations. 
· Sewage or wastewater management. 
· Food-safe cleaning practices. 
The Coordinator will coordinate with Water and Sanitation leadership when water safety is uncertain.
Water intended for drinking, medication, toothbrushing, or food preparation must follow the approved safe-water plan.

13. Food and Kitchen Safety
When housing includes meals or cooking, the Coordinator will review:
· Kitchen cleanliness. 
· Food-storage temperatures. 
· Pest evidence. 
· Cross-contamination risks. 
· Raw and cooked food separation. 
· Safe water. 
· Waste removal. 
· Gas and fuel safety. 
· Cooking supervision. 
· Handwashing. 
· Allergy communication. 
· Emergency shutoff procedures. 
Clinical medicines, cleaning chemicals, and food must not be stored together.

14. Sleeping Arrangements and Occupancy
The Coordinator will establish or verify:
· Maximum occupancy. 
· Number of functional beds. 
· Safe spacing where practical. 
· Clear walking paths. 
· Safe bunk-bed use. 
· Appropriate bedding. 
· Privacy arrangements. 
· Family and child placement. 
· Accessible sleeping areas. 
· Nighttime supervision. 
· Quiet-hour expectations. 
· Emergency evacuation capacity. 
The Coordinator must prevent:
· Sleeping in exit paths. 
· Occupancy above safe capacity. 
· Unsafe improvised beds. 
· Children assigned without their guardian or approved supervision plan. 
· Participants placed in inaccessible rooms when safer alternatives are available. 
· Unauthorized room changes that disrupt accountability. 

15. Accessibility and Reasonable Accommodation
The Coordinator will assess:
· Step-free access. 
· Stairs and handrails. 
· Door widths. 
· Bathroom access. 
· Shower access. 
· Sleeping location. 
· Distance from exits. 
· Lighting. 
· Mobility-device storage. 
· Medication and refrigeration needs through authorized medical personnel. 
· Visual or hearing-alert needs. 
· Emergency-assistance assignments. 
· Transportation linkage. 
If full accessibility is not available, the Coordinator will work with leadership and the participant to establish reasonable, dignified alternatives without disclosing unnecessary medical information.

16. Child and Family Housing Safety
The Coordinator will ensure that:
· Children remain connected to their parent or authorized guardian. 
· Room assignments follow safeguarding requirements. 
· Children are not housed alone with unrelated adults. 
· Balcony, window, stair, pool, and electrical hazards are assessed. 
· Sleeping arrangements preserve privacy. 
· Authorized pickup and movement procedures are followed. 
· Child bathrooms and changing situations receive appropriate safeguards. 
· Guardians know emergency exits and assembly areas. 
· Children are included in accountability and evacuation drills. 
· Unsupervised access to kitchens, roofs, generators, storage, or vehicle areas is restricted. 

17. Room Assignment Safety
Working with Logistics and Volunteer Accountability, the Coordinator will review room assignments for:
· Capacity. 
· Gender and privacy considerations. 
· Couples and families. 
· Children and guardians. 
· Accessibility. 
· Medical proximity needs. 
· Team structure. 
· Leadership coverage. 
· Emergency exits. 
· Avoidance of isolated placements. 
· Nighttime accountability. 
Room assignments and changes must be recorded in the controlled housing roster.

18. Security and Access Control
Housing security controls should include:
· Controlled entrances. 
· Locks. 
· Key or credential management. 
· Visitor rules. 
· Lighting. 
· Perimeter review. 
· Reception or duty coverage. 
· Restricted service areas. 
· Secure storage for organizational property. 
· Procedures for lost keys. 
· Procedures for suspicious persons. 
· Emergency access for medical responders. 
· Backup locking arrangements. 
Security controls must not trap occupants or obstruct emergency exits.

19. Visitor Management
The Coordinator will establish rules covering:
· Authorized visitors. 
· Check-in and identification. 
· Host responsibility. 
· Permitted areas. 
· Visiting hours. 
· Child-safeguarding restrictions. 
· Photography restrictions. 
· Overnight-guest prohibition unless approved. 
· Departure confirmation. 
· Emergency evacuation accountability. 
Volunteers may not invite unregistered overnight guests into mission housing.

20. Keys and Access Credentials
The Coordinator will work with housing operations to maintain:
· Key register. 
· Credential assignment. 
· Issue date. 
· Recipient. 
· Room or area. 
· Return date. 
· Lost-key records. 
· Replacement or rekey action. 
· Master-key restrictions. 
· Emergency access. 
· Credential deactivation. 
Keys should not be labeled with sensitive location details in a way that increases risk if lost.

21. Personal Property and Secure Storage
Volunteers should receive instructions to:
· Minimize valuables. 
· Secure passports and money. 
· Avoid leaving devices unattended. 
· Report lost or stolen property. 
· Keep exits and floors clear. 
· Avoid storing prohibited items. 
· Use organizational secure-storage procedures where provided. 
UnityReach Global cannot guarantee the security of personal belongings, but reasonable preventive controls should be implemented.

22. House Rules
Housing rules should address:
· Check-in and check-out. 
· Room assignments. 
· Visitors. 
· Quiet hours. 
· Curfew or return-time requirements. 
· Alcohol, smoking, and prohibited substances. 
· Weapons. 
· Cooking. 
· Electrical devices. 
· Cleanliness. 
· Waste disposal. 
· Safeguarding. 
· Photography. 
· Key control. 
· Personal-time procedures. 
· Maintenance reporting. 
· Emergency response. 
· Respectful conduct. 
Rules must be communicated in appropriate languages and accessible formats.

23. Daily Housing Safety Checks
During occupancy, the Coordinator or assigned housing safety representatives will check:
· Exits. 
· Hallways. 
· Fire equipment. 
· Electrical hazards. 
· Water and sanitation. 
· Lighting. 
· Security. 
· Stairs and railings. 
· Kitchen conditions. 
· Waste. 
· Unauthorized visitors. 
· Overcrowding. 
· Maintenance complaints. 
· Emergency supplies. 
· Room-accountability issues. 
Critical problems must be corrected or the affected area removed from use.

24. Maintenance Requests and Hazard Correction
Housing hazards should follow:
Hazard Reported → Area Protected → Severity Assigned → Responsible Party Notified → Corrective Work Completed → Verification → Area Reopened → Record Closed
The record should include:
· Date and time. 
· Location. 
· Hazard. 
· Person reporting. 
· Immediate controls. 
· Assigned vendor or manager. 
· Completion evidence. 
· Verification. 
· Reopening authorization. 
A maintenance request must not be marked complete solely because a vendor says the work was performed.

25. Emergency Housing and Relocation
The Coordinator will help maintain alternatives for:
· Fire. 
· Flood. 
· Structural damage. 
· Security threats. 
· Water or sanitation failure. 
· Power failure affecting medical needs. 
· Overcrowding. 
· Public-health isolation. 
· Property access loss. 
· Severe conflict or safeguarding concern. 
The relocation plan should identify:
· Alternate properties. 
· Capacity. 
· Transportation. 
· Room assignments. 
· Accessibility. 
· Participant accountability. 
· Security. 
· Emergency supplies. 
· Communication procedures. 
· Financial approval. 
· Return or long-term relocation criteria. 

26. Housing Incident Response
Possible incidents include:
· Fire. 
· Medical emergency. 
· Unauthorized entry. 
· Theft. 
· Assault or harassment. 
· Missing participant. 
· Missing child. 
· Water contamination. 
· Foodborne illness. 
· Electrical incident. 
· Structural damage. 
· Generator exposure. 
· Safeguarding concern. 
· Severe weather. 
· Pest infestation. 
During an incident, the Coordinator will:
1. Initiate immediate protective action. 
2. Notify the proper emergency leadership. 
3. Support evacuation or shelter-in-place. 
4. Assist with accountability. 
5. Restrict the affected area. 
6. Preserve relevant evidence. 
7. Coordinate alternative accommodation. 
8. Document conditions and corrective action. 
9. Verify safety before reoccupation. 

27. Housing Inspections During Deployment
The Coordinator will complete inspections:
· Before occupancy. 
· At arrival. 
· Daily during occupancy through abbreviated checks. 
· After significant weather. 
· After a fire, electrical, structural, sanitation, or security incident. 
· Following major repairs. 
· Before approving a new or emergency property. 
· Before final checkout. 
Inspections must be documented and assigned follow-up actions.

28. Authority
The Housing Safety Coordinator may:
· Conduct housing safety assessments. 
· Request corrective work. 
· Restrict access to a hazardous room or area. 
· Recommend rejection of a property. 
· Recommend relocation. 
· Require removal of blocked-exit hazards. 
· Require adherence to occupancy limits. 
· Escalate unresolved high or critical hazards. 
· Conduct emergency evacuation within assigned authority. 
· Verify repairs before reopening an area. 
· Recommend removal of an unauthorized visitor through proper security procedures. 
· Request qualified professional inspection. 

29. Limitations
The Coordinator may not:
· Certify structural, electrical, fire, or environmental safety beyond their qualifications. 
· Enter private rooms without appropriate authority except during an immediate emergency. 
· Search personal property without authorization. 
· guarantee that housing is free from all risk. 
· alter reservations or contracts independently. 
· disclose room assignments publicly. 
· discriminate in housing assignments. 
· separate children from guardians without an approved protective reason. 
· perform unauthorized repairs. 
· allow cost or convenience to override a critical hazard. 
· use security controls that block emergency exits. 
· publicly identify the exact location of mission housing without authorization. 
· permit overcrowding merely because additional volunteers arrive. 

30. Timeline of Responsibilities
August–September 2026: Foundation
· Establish housing safety standards. 
· Create inspection and approval forms. 
· Define occupancy and safeguarding requirements. 
· Develop fire, electrical, water, sanitation, and security checklists. 
· Coordinate with Logistics on housing needs for 100–200 volunteers. 
· Create hazard-rating and correction procedures. 
· Establish documentation and escalation requirements. 
October–December 2026: Preliminary Housing Planning
· Review proposed housing models. 
· Define family, child, couple, and individual housing requirements. 
· Assess accessibility needs. 
· Develop house rules. 
· Establish room-roster and key-control requirements. 
· Identify emergency accommodation needs. 
· Incorporate housing safety into volunteer information. 
January–December 2027: Property Identification
· Review potential properties. 
· Conduct or coordinate preliminary assessments. 
· Identify critical repairs. 
· Estimate safe occupancy. 
· Assess fire and evacuation capability. 
· Review local security and transportation access. 
· Evaluate backup housing. 
· Maintain the property risk register. 
January–June 2028: Selection and Correction
· Conduct detailed property inspections. 
· Review water, sanitation, electrical, and generator systems. 
· Confirm room capacity. 
· Develop corrective-action plans. 
· Review family and accessibility assignments. 
· Verify property-management contacts. 
· Identify emergency assembly areas. 
· Escalate properties that should not be used. 
July–September 2028: Operational Preparation
· Verify corrective work. 
· Finalize occupancy limits. 
· Develop room-assignment safety rules. 
· Establish visitor and key controls. 
· Prepare housing emergency plans. 
· Train housing safety representatives. 
· Conduct evacuation exercises or walkthroughs. 
· Confirm alternative accommodation. 
October–November 2028: Final Housing Readiness
· Complete final pre-occupancy inspections where possible. 
· Confirm fire equipment and exit routes. 
· Verify emergency lighting and communications. 
· Review room plans. 
· Confirm child and family arrangements. 
· Verify accessible accommodations. 
· Prepare multilingual house rules. 
· Resolve remaining high-risk findings. 
December 1–13, 2028: Pre-Departure Verification
· Reconfirm property availability. 
· Verify no material change in condition. 
· Confirm utilities, water, security, and sanitation. 
· Review final occupancy. 
· Prepare check-in inspection teams. 
· Confirm key and room-assignment procedures. 
· Verify emergency housing arrangements. 
· Escalate unresolved critical hazards. 
December 14, 2028: Arrival
· Inspect critical housing areas before occupancy. 
· Confirm utilities and security. 
· Verify exits and assembly points. 
· Check room readiness. 
· Coordinate room assignment and accountability. 
· Conduct housing safety orientation. 
· Document arrival damage and hazards. 
· Remove unsafe rooms from service. 
December 15–23, 2028: Active Mission and Crusade
· Conduct daily safety checks. 
· Monitor occupancy and visitors. 
· Resolve maintenance hazards. 
· Support evening accountability. 
· Monitor water, sanitation, kitchen, electrical, and generator safety. 
· Respond to housing incidents. 
· Verify repairs. 
· Maintain emergency readiness. 
· Provide daily status to Safety leadership. 
December 24, 2028–January 2, 2029: Fellowship and Vacation
· Continue daily housing controls. 
· Monitor changes in room occupancy. 
· Maintain personal-time accountability support. 
· Manage approved visitors and fellowship activities. 
· Review return-travel preparations. 
· Reconcile keys and damages. 
· Begin final housing inspection. 
· Confirm safe storage and checkout procedures. 
January 3, 2029: Final Day and Return
· Conduct final room and common-area checks. 
· Confirm all participants have checked out. 
· Reconcile keys and access credentials. 
· Record property damage and unresolved maintenance. 
· Confirm organizational equipment removal. 
· Transfer property documentation. 
· Submit the preliminary housing safety closeout. 
· Preserve records for financial reconciliation, claims, and after-action review. 

31. Required Records
The Coordinator must maintain:
· Property register. 
· Housing inspection reports. 
· Occupancy approvals. 
· Room and capacity plans. 
· Corrective-action records. 
· Fire and evacuation plans. 
· Water and sanitation checks. 
· Electrical and generator reports. 
· Accessibility assessments. 
· Child and family housing controls. 
· Key and credential register. 
· Visitor log. 
· Maintenance requests. 
· Daily safety checks. 
· Relocation records. 
· Housing incident reports. 
· Damage records. 
· Final housing closeout report. 

32. Key Performance Indicators
Performance should be measured through:
· Percentage of properties inspected before occupancy. 
· Percentage of critical hazards resolved before use. 
· Number of occupied rooms exceeding approved capacity. 
· Fire-equipment inspection completion. 
· Daily housing-check completion. 
· Average time to address urgent hazards. 
· Number of unauthorized room changes. 
· Number of visitor-control violations. 
· Percentage of accessibility needs accommodated. 
· Number of housing-related injuries or illnesses. 
· Evacuation drill or briefing completion. 
· Key-reconciliation rate. 
· Number of repeated maintenance issues. 
· Completeness of housing documentation. 
· Final property closeout completion. 

33. Major Risks to Manage
The Coordinator must actively manage:
· Structural instability. 
· Fire. 
· Exposed wiring. 
· Generator exhaust. 
· Blocked exits. 
· Overcrowding. 
· Unsafe water. 
· Inadequate sanitation. 
· Food contamination. 
· Unauthorized visitors. 
· Theft. 
· Child-safeguarding violations. 
· Inaccessible accommodations. 
· Unrecorded room changes. 
· Pest infestation. 
· Severe-weather damage. 
· Missing keys. 
· Property managers claiming repairs were completed when hazards remain. 
· Lack of emergency housing. 
· Sensitive housing locations shared publicly. 

34. First 30-Day Action Plan
Within the first 30 days, the Housing Safety Coordinator should:
1. Meet with the Safety, Logistics, Volunteer, and Mission Directors. 
2. Establish minimum housing safety standards. 
3. Create the property inspection checklist. 
4. Define occupancy requirements. 
5. Develop fire and evacuation standards. 
6. Establish electrical and generator controls. 
7. Define water and sanitation requirements. 
8. Create family, child, and accessibility standards. 
9. Establish security and visitor controls. 
10. Create hazard-correction and verification procedures. 
11. Develop emergency-relocation requirements. 
12. Establish the housing risk register. 
13. Define performance indicators. 
14. Submit the housing safety plan for approval. 

35. Closing Responsibility
The Housing Safety Coordinator ensures that every UnityReach Global participant has accommodations that meet approved standards for life safety, sanitation, security, privacy, safeguarding, and emergency readiness.
Housing must be treated as an active safety operation—not merely a reservation. The Coordinator must continue monitoring conditions throughout occupancy because a property that was acceptable during planning may become unsafe due to overcrowding, equipment failure, weather, unauthorized access, water problems, or other changing conditions.

