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Thank you for being a Group Leader! You are to be commended for your desire to lead a group on a 

Home Building Work Trip - both our ministry and the families that we serve thank you! The following 

preparation packet is designed to assist you as a Group Leader and it should answer many questions 

regarding your unique responsibilities. If you have any questions or concerns, please contact us. We are 

here to facilitate your preparation, and we look forward to helping you however we can! 

GETTING STARTED 

You have several important responsibilities as a Group Leader! Here is a quick list to help guide you in 

the process and give you an idea of what’s ahead: 

1. Assemble your team.

a. You will need help recruiting participants for your group, fundraising, coordinating logistics 
needs, and communicating with your community and Project Mexico. Sharing these 
responsibilities will help to make your trip a success.

2. Begin to recruit your work trip participants.

a. You can use some of our short video clips found on our website.

b. We also have brochures and flyers available upon request.

3. Reserve your work trip week through our website.

a. Reservations are only final after a non-refundable deposit of $100 per participant is paid.

b. You can pay via check, credit card or via our online payment form.

4. Start fundraising for your work trip.

a. The total cost to participate is $670 USD (includes registration fee) per person. You may 
decide to fundraise as a team, have volunteers fundraise individually, or both.

5. Arrange for the necessary transportation.

a. Depending on where you are from, this may include both air travel to the San Diego Airport 
and vehicle rental for the duration of your trip.

b. Regardless of whether you rent a vehicle or drive to San Diego with your team, you will need 
to purchase Mexican vehicle insurance. This must be done prior to arrival.

6. Finalize your number of volunteers!

a. Your team size must be finalized by April 30, 2019.

7. Coordinate all of the necessary payments for your team.

a. You are responsible for making sure that this gets done on time!

b. All work trip participant balances are due by April 30, 2019.

8. Coordinate the submission of all participant and Group Leader forms.

a. Release of Liability, Medical Release, and Conduct Agreement forms must be completed by 
each participant and submitted to our office prior to arrival.

b. Group Leader Final Details Report and Group Leader Agreement (at the end of this packet).

9. Prepare your team regarding what to expect, what to pack, what not to pack, conduct, etc.

a. You should meet as a group at least once to discuss team goals and expectations.

*** We strongly urge that you read the Participant Preparation Packet before proceeding! *** 
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GROUP LEADER RESPONSIBILITIES 

As a Group Leader, you will be involved in many aspects of preparation and planning for your Home 

Building Work Trip. We highly recommend that you share these responsibilities with at least two or 

more responsible adults within your parish community so that you are able to enjoy this very special 

experience and not be overwhelmed in the process.   

The biggest role that you will play is that of event coordinator. Between group registration, fundraising, 

participant forms, travel arrangements, and payment management, it would seem that there is little time 

for much else. But, it usually comes together for groups that share responsibilities and encourage good 

communication. As Group Leader, you will be the keeper of information for your participants, their 

families, and your parish community. As such, we want to prepare you by giving you all of the 

information that you need to succeed. 

*** BOLDED Instructions & information should be given additional attention*** 

DEPOSITS AND PAYMENTS POLICY 

As we strive to serve families in need, a considerable amount of planning and preparation is required as 

early as nine months prior to the beginning of our Home Building season. These preparations include, 

but are not limited to: the identification of deserving families, the recruiting of home building staff, the 

upkeep of program grounds, facilities and equipment, as well as the purchase of printed materials, 

merchandise, and home building materials from international and local vendors.  

When group deposits or payments are delayed, it puts a significant financial burden on our ministry and 

its beneficiaries. Additionally, when groups cancel their trips entirely, it is very difficult to find new 

groups to fill their spots unless a like-sized group is on our waiting list. We ask that you consider this 

when you register your group. 

The terms and conditions below are provided so that we can deliver a memorable and lasting experience 

for you and your group. Please read the following conditions regarding our deposit and payment policy. 

1. The cost to participate in a Home Building Trip is $620 USD (includes registration fee) per 
participant.

2. A non-refundable deposit of $100 per participant is due by January 31, 2019.

3. If your deposit is not paid by January 31st, you will lose your slot to someone on the Waiting List.

4. The balance of your payment is due by April 30, 2019 or you risk losing your deposit and slot.

5. Cancelations must be made, in writing, 60 days before the date of arrival in order to receive a voucher 
redeemable for participation in a Home Building Trip in 2020.

6. Participants ages 14-17 must be accompanied by an adult chaperone and Project Mexico requires a 
1 adult to 5 minors (1:5) ratio for all groups during build weeks.

7. Participants, ages 13 and under, must be accompanied by their legal parent or guardian. 
When making a payment, please identify the Group Leader’s name and the Build Week dates.



Group Leader Preparation Packet 

3 

WORK TRIP REQUIREMENTS 

As the Group Leader, you will need to ensure that the following requirements are met and adhered to by 

your group participants. While some requirements may be waived with the approval of the Executive 

Director, most are firm and in place for the protection of everyone involved in the work trip.  

Age Requirements 

 To participate as an individual volunteer, you must be 18 years or older.

 Children ages 14-17 require written parental consent and an adult chaperone.

 Children ages 13 or under require their accompanying Parent or Legal Guardian.

 Project Mexico requires a 1 adult to 5 minors (1:5) ratio for all groups during build weeks.

Border Crossing Documentation 

****A valid U.S. Passport/Passport Card is REQUIRED for re-entry into the United States. A 

driver’s license is not accepted as a valid border crossing document. **** 

 Due to processing wait times, we recommend applying for a passport as soon as possible if you

do not yet have one! Typically, it takes two to three months to receive a passport, so do not delay.

 A less expensive U.S. Passport Card (valid only for land and sea crossings into the U.S. from

Canada, Mexico, or the Caribbean) is now available; ask about it when applying for your

passport.

 Legal Permanent Residents of the U.S. must bring their green cards and a valid passport.

Medical Precautions 

Both the home building work sites and the orphanage can be very dusty so please plan accordingly if 

you have allergies or if you wear contact lenses. We also provide a complete first-aid kit at the orphanage 

and at each build site and every precaution is taken to ensure the safety of our work trip participants. In 

the event of a medical emergency, we have a specific emergency protocol in place which may call for 

taking injured or sick participants to a hospital in the U.S.  

Immunization Requirements 

While there are no specific immunizations required by the U.S. or the Mexican Governments for travel 

between the U.S. and Mexico, the Centers for Disease Control and Prevention recommend that ALL 

travelers, regardless of destination, be up to date on the following normal childhood immunizations:  

 Measles/Mumps/Rubella (MMR Vaccine)

 Polio (OPV)

 Diphtheria/Tetanus/Pertussis (DTP Vaccine)

 Haemophilus Influenza B (HbCV Vaccine)

The Typhoid and Hepatitis A vaccinations are recommended for travel to Mexico, but be aware that the 

Hepatitis A vaccination requires multiple shots with time between each dose. 
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FUNDRAISING 

Involve Your Whole Church 

It is important that your parish community participate in this trip with you through prayer and financial 

support. Start with your parish priest. He will be a great resource for helping you develop a fundraising 

plan. You might even ask your priest for his permission to speak to your congregation after Divine 

Liturgy on a Sunday. You can ask parish organizations such as the ladies' group, the parish council, or 

teen and young adult groups to allow you the opportunity to give a presentation and ask for support.  

Your priest can also help you appeal to other local parishes and charitable organizations, but regardless 

of the event that you organize, the key to raising support and awareness is sharing the important and 

heavenly purpose of your work trip. You and your group are seeking to bear the burdens of others, and 

in doing so, fulfilling the law of Christ. 

Follow-up 

The trip is not over when you return home! After the trip, we encourage you to write a summary of your 

experience to send to your supporters. You may also select a date with your priest to offer a follow-up 

presentation to your home parish. This is an extremely important way to thank them for their support 

and help them see what was accomplished! 

ARRANGING TRANSPORTATION 

You are responsible for arranging all transportation to San Diego and for coordinating with Project 

Mexico staff in advance regarding ground transportation and vehicle insurance requirements during your 

trip. Depending on the logistics of the week and the number of individual volunteers we are hosting, we 

may recommend that you rent a vehicle in conjunction with another team or other individuals. 

Booking Flights 

Arrange for everyone on your team to arrive and depart AT THE SAME TIME. Because we must cross 

an international border, it is not a simple task to accommodate several different schedules. 

Arrival Day 

Please arrive at the San Diego Airport NO LATER THAN 1:00 PM. This time has been designated in 

order to give you enough time to pick up your rental vehicle(s), collect your baggage and group, and 

drive to Chula Vista office for check-in. Please do not arrive later than 1:00 pm. If you have difficulties 

with your group’s flight schedule, or in meeting this timeframe, please contact us prior to purchasing 

tickets! 

Please arrive at the Project Mexico Chula Vista Office at 2:00 PM sharp on arrival day! 
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Departure Day 

Please schedule your departure from the San Diego Airport NO EARLIER THAN 2:00 PM. Please 

abide by this time frame for the reason that groups must depart from the orphanage 7 hours prior to 

flight. This accounts for 30-minute travel to the border line, a 2 to 4-hour border wait, a 30-minute drive 

to the airport, and 2 hours before the flight. For example, if you have a flight at 2:00 pm you will need 

to leave the orphanage by 7:00 am! You may also need time to drop off your rental van and eat 

something. If you have difficulties with your group’s flight schedule, or in meeting this timeframe, please 

contact us prior to purchasing tickets! 

Meeting at the Chula Vista Office 

After your team has gathered in San Diego and you have picked up your rental vehicle (or upon arrival 

in San Diego if you are driving), you will need to proceed to the Project Mexico Office in Chula Vista 

(3802 Main St #6, Chula Vista, CA, 91911). Note, our physical address is not on Google Maps! Please 

arrive at our office NO LATER THAN 2:00 PM. Once you arrive at the Chula Vista office, your group 

will go through the necessary administrative check-in processing and travel briefings. Once processing 

is over, our staff will then lead you into Mexico.  

Personal Vehicles 

If you plan to drive your own personal vehicle, be sure that the vehicle has current registration license 

plate stickers and that a copy of the current registration is printed and physically in the vehicle. You will 

not be permitted to cross the Mexico border without these items. 

Vehicle Rental Agencies 

This list is provided in case a vehicle rental is necessary for your trip. There are many rental agencies 

available near the airport and prices vary according to the time of year and the type of vehicle. When 

reserving a vehicle, mention Project Mexico and that your rental is for a mission trip in Mexico. Our 

preferred vendor, Readivan will provide a discount, assistance with Mexican Insurance, and great service 

as well. Make sure that you reserve your vehicle at least four weeks ahead of your arrival date. 

Name Phone Web Address 

Readivan 877-917-3234 www.readivan.com 

Sun Diego Car Rental 619-298-5990 www.sundiegocarrental.com 

All Star Rent-A-Van 866-925-8695 619-455-3225 www.sandiegorentavan.com 

Ez Rent-A-Van 866-735-8267 760-846-6223 www.ezrentavan.com 

San Diego Airport 619-400-2404

Alamo  800-992-9823 888-826-6893

Avis  800-331-1212 619-688-5000

California Baja Rent-a-Car 619-470-7368

Dollar  866-434-2226

Enterprise 619-294-3313

Hertz  800-654-3131 619-767-5700

Fuller Ford 619-656-2500

Hertz  800-654-3131 619-767-5700
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Mexican Driving Insurance 

All drivers must purchase Mexican liability insurance with legal services. Without this, drivers are not 

only in violation of Mexican law, but are taking extremely serious legal and financial risks. Uninsured 

drivers may have their vehicles impounded in the event of an accident or traffic violation until the driver 

is able to pay any fines or the guilty party is determined. The police will not guarantee the presence of 

the vehicle after any litigation is finished. Even more serious, a driver without Mexican insurance can 

be held in jail indefinitely, even if injured following an accident. 

If you are renting a vehicle, be sure that the rental company knows you will be driving in Mexico, and 

ask how to insure your vehicle. Most rental agencies offer and require purchase of Mexican insurance at 

the time of rental. If driving your own vehicle, you will need to purchase insurance online in advance 

of your trip. We recommend www.bajabound.com; please print your proof of insurance and have it with 

you at all times during your visit. Vehicles must be insured for the entire time they will be in Mexico (6 

days). 

Awareness 

Driving in Mexico should not be taken lightly. Only responsible, experienced, and insured drivers should 

drive in Mexico. Traffic laws are similar to the United States and Canada, but driving habits are very 

different. Careful attention is required. All vehicles will caravan into Mexico led by a Project Mexico 

vehicle and staff member. The caravan should stay together at all times!  

Crossing the Border 

Project Mexico staff will lead you across the border in both directions. Generally, you will be waved 

into Mexico by the Border Guard without questions. Upon returning to the U.S., you will be asked to 

show your documents, disclose the nature of your trip, and declare all of the items you acquired in 

Mexico. Best practice is to say to the Border Guard that you were visiting an orphanage in Rosarito.  

SPIRITUAL PREPARATION 

Spiritual preparation is an integral part of your mission trip. Ask your priest for direction in this regard; 

you may want to consider doing a Bible study or book study with your group before your trip in order 

to prepare. Never underestimate the importance of our unity in Christ. 

Prayer 

Please pray fervently before, during, and after your trip. While you are praying about your upcoming 

mission trip (and for your team), please also pray for us! Pray for our staff, for the boys of St. Innocent 

Orphanage, and for all of the volunteers working with us – for strength and grace to allow God to dwell 

within us and to work through us. 

“There is nothing more worthwhile than to pray to God and to converse with him, for prayer unites us 

with God as his companions” -Saint John Chrysostom. 
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GROUP SUPERVISION AND CONDUCT 

In order to ensure an enjoyable visit for everyone, it is important that Group Leaders and Chaperones 

understand their supervisory roles during the build week. The Project Mexico Home Building Staff, 

while happy to assist when they can, are not able to supervise the conduct of your group participants.  

Because the work trip daily schedule is so full of activity, even the smallest delay can negatively impact 

the entire schedule for the day. Please review the items below with your participants BEFORE your 

arrival for your trip, as well as being mindful to enforce these items throughout the duration of 

your trip. The following are some helpful ways that Group Leaders and Chaperones can help to 

minimize delays and ensure a great week. 

 Ensure that Chaperones understand their responsibilities within your group.

 Review and discuss the Code of Conduct (including Interactions with the Opposite Sex and with

the boys at St. Innocent Orphanage) with all group participants.

 Review and discuss the Dress Code with all group participants, especially items that are not

allowed (i.e. revealing neck lines, leggings, yoga pants, shorts above the knee, etc.).

 Be familiar with the daily schedule and review it with everyone in your group each morning.

 Encourage participants to partake in all prayer activities.

 Ensure that participants are where they need to be, on time, and in the appropriate dress.

 Be watchful for unsafe behavior that could result in an injury or destruction of property.

 Ensure that group assigned activities are accomplished on time and to your satisfaction.

 Be aware of participants wandering into unauthorized areas on the property.

 Enforce the 10:30pm evening curfew requirements within your group.



Group Leader Checklist

Please return this document to Project Mexico along with your final balance payment. 

Fax to 619-426-4619 or mail to P.O. Box 120028, Chula Vista, CA  91912-3128. 

As a Home Building Group Leader, you will be coordinating several activities between our ministry and 

your group participants. In order to assist you with this very important task, we have provided the following 

checklist to guide you as you move closer to your home building visit. 

AFTER RECEIPT OF CONFIRMATION EMAIL 

[  ] Notify your group participants that their build week has been confirmed. 

[  ] Start working on a fundraising strategy that will initially fund the deposit for your group (of $100 

per participant), due on or before January 31, 2017. 

BY JANUARY 31, 2018 

[  ] Ensure that the entire deposit amount for your group has been paid to Project Mexico. If your 

deposit has not been received, you risk losing your spots to others on the Waiting List. 

[  ] Have all participants complete the online Participant Registration 

 If members of your group will be paying their deposit or their final balance separately from the

group, they MUST first complete their participant registration form online so that we can match

their payment to your group.

[  ] Participants that do not already have passports, should begin the application process at this point

and should allow up to three months to process their passport.

BY APRIL 30, 2017 

[  ] Ensure that your group’s outstanding balance is paid via check, credit card, or online payment. 

 Call our office the week before the deadline to verify the outstanding balance for your

group before you make your final payment.

 Make sure that all of your group participants that are paying separately have paid their

outstanding balance or they risk losing their slots within the group.

[  ] Complete the Group Leader Final Details Report (provided in this packet). 

 This report helps our staff to prepare for your date of your arrival and build week.

 Send the completed form to homebuilding@projectmexico.org

[  ] Complete the Group Leader Agreement (provided in this packet). 

 Send the signed and completed form to homebuilding@projectmexico.org

[  ] Verify that each member of your group has submitted the following items: 

 Participant Release of Liability Form

 Participant Medical Release Form

 Participant Conduct Agreement Form

[  ] Verify passports/passport cards for each participant. 

[  ] Ensure that air transportation has been arranged (if applicable). 

[  ] Ensure that ground transportation has been arranged. 

[  ] Ensure that Mexican vehicle insurance is arranged for both rented and personal vehicles. 

[  ] Ensure that all vehicles have current registration and license plate stickers displayed. 
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Please return this document to Project Mexico along with your final balance payment. 

Fax to 619-426-4619 or mail to P.O. Box 120028, Chula Vista, CA  91912-3128. 



Group Leader Final Details Report 

Please return this document to Project Mexico along with your final balance payment. 

Fax to 619-426-4619 or mail to P.O. Box 120028, Chula Vista, CA  91912-3128. 

Trip Start Date (MM/DD/YY):  Trip End Date (MM/DD/YY):  

Parish Name: 

Group Name: 

Group Leader Name:  

Will the Group Leader physically lead the group to Mexico?    [   ] Yes   [   ] No 

If No, please provide information for the person who will be physically leading the group. 

First Name: Last Name: 

Home Phone: (         ) Cell Phone: (        ) 

Email Address: 

NOTE: Make sure this person has read the “GROUP LEADER PREPARATION PACKET” and has read 

and signed the “Group Leader Agreement.” 

Mode of Travel to San Diego, CA. (Please provide as much information as possible) 

[   ]  Automobile/Van Arrival Date at San Diego, CA: Arrival Time: 

[   ]  Plane 

Arrival: Date: Airline: Flight #: Time: 

Departure: Date: Airline: Flight #: Time: 

Rental and Private Vehicle Information (Mexican Insurance is required for all vehicles) 

Rental Company Name: 

Number of Vehicles Rented: Number of Private Vehicles Driven: 

Group Size: Number of Males: Number of Females: 

Will you have priests in your group? [   ] Yes    [   ] No 

How many? List their names: 

NOTE: Please ask the priest(s) to bring their vestments for house blessings and other services. 

Please share any other group member needs (CPAP machine requirements, medical or allergy issues): 



Group Leader Agreement 

Please return this document to Project Mexico along with your final balance payment. 

Fax to 619-426-4619 or mail to P.O. Box 120028, Chula Vista, CA  91912-3128. 

As the Group Leader of a Project Mexico Work Trip, I understand that I am ultimately 

responsible for the conduct of my group and agree to the following: 

1. I understand that Project Mexico's rules & guidelines are in place for our safety and the

continued availability of the program. I will, in no way, try to circumvent or marginalize them.

2. The Project Mexico staff are the primary facilitators for my group's time spent in Mexico. They

are expected to guide my group through every phase of the program, including activities and

building. The will also manage the daily logistics and scheduling of tasks related to the group.

3. I understand that my adult chaperones and I are responsible to supervise and motivate my

group when necessary to ensure that all group members (adults and minors) are following the

established rules. The Project Mexico staff is not responsible for maintaining the discipline of

my group participants.

4. I agree to comply with the adult to minor ratio (1:5) as listed in the guidelines set out in the

"Group Leader Preparation Packet," as well as the terms and conditions for group registration.

5. With the assistance of my adult chaperones, I will ensure that my group participants follow the

prescribed dress code, observe the nightly curfew, perform assigned group chores and

demonstrate respect for all others while participating in the build week.

6. In the event that corrective or disciplinary action becomes necessary for any member of my

group, I agree to cooperate with the Home Building Staff to work to resolve the issue, and my

adult chaperones and I will implement the necessary corrections without delay.

_______________________________________ _________________ 

Group Leader Signature Date 

_______________________________________ 

Group Leader Name (Please Print) 




