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WELCOME

First and foremost, thank you for your interest in volunteering with Habit&tdoranity Greater
Boston! We are delighted that you have taken this step to lemmabout how you can support
us as we partner with people from all walks of life to provae-income families new hope in
the form of simple, decent, affordable housing.

The ultimate purpose of Habitat for Humanity is to make poverty housidghomelessness
become socially, politically, and religiously unacceptable in tadadrld. It is our hope that
you will join us in this spirit of partnership and that your effavith Habitat for Humanity will
prove enjoyable and fulfilling. Since Habitat for Humanity igodunteer-driven organization,
we rely on volunteers like you to help families in need realizedtbam of owning a decent,
affordable home. From working on our construction sites and helping to producewsletter,
to manning special events, running our committees, and designing our, vatneseers greatly
impact every facet of our organization.

This manual will provide you with general policies and practicedabitat for Humanity
Greater Boston (also known as Habitat Greater Boston). Yowraeuraged to familiarize
yourself with the contents of this manual, for it will answemgnguestions concerning our
organization and outline how volunteers like yourself can contribute. In orderitorretassary
flexibility in the administration of policies and procedures, Hab@reater Boston reserves the
right to amend any of the policies and/or benefits described in this manual.
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HABITAT FOR HUMANITY INTERNATIONAL

Habitat for Humanity International is a nonprofit, ecumenical @harishousing ministry. HFHI
seeks to eliminate poverty housing and homelessness from the avatlth make decent shelter
a matter of conscience and action. Through volunteer labor and donationeney and
materials, Habitat builds and rehabilitates simple, decent houtiedshe help of homeowner
(partner) families.

Founded in 1976 by Millard and Linda Fuller, Habitat has built more #t4h000 houses
around the world, providing more than 750,000 people with safe, decent, affostieitier.
HFHI, headquartered in Americus, Georgia, is now present in 100 ssuatross the globe,
including all 50 U.S. states, the District of Columbia, Guam andt®&eco. Former President
Jimmy Carter first partnered with Habitat in 1984 and has becoai®tdls most famous
spokesperson.

Habitat is not a giveaway program. A common saying is thhitétgorovides dand up not a
hand-out In addition to a down payment and monthly mortgage payments, homeomurests
hundreds of hours of their own labor -- sweat equity -- into building Hhelitat house and the
houses of others. Habitat houses are sold to partner familias @trofit, financed with
affordable, no-interest loans ranging from 7-30 years in lenftle. homeowners' monthly
mortgage payments are placed in a “Revolving Fund for Humanity”, heiaed to build still
more Habitat houses in the future. Throughout the world, the cost ofaHhbiises varies from
as little as $800 in some developing countries to an average of $46,600 in the United States.

Family selection committees choose homeowners based otetrediof need their willingness
to become partners in the program and theirability to repay the no-interest loan Every
affiliate follows a nondiscriminatory policy of family selemti Neither race nor religion is a
factor in choosing the families who receive Habitat houses.

Whether to a local Habitat affiliate or to HFHI, donations ased as designated by the donor.
Gifts received by HFHI that are designated to a speciffitiate or building project are
forwarded to that affiliate or project. Undesignated gifts are used whetaesnted.

For additional information about HFHI please feel free to consult their conmmigbavebsite or
contact the international headquarters using the information below. On theitewehscan
learn more about Habitat's worldwide efforts and also access a list ofaffiiates in
Massachusetts.

Habitat for Humanity International
121 Habitat Street

Americus, GA 31709-3498
U.S.A.

(229) 924-6935

1-800-HABITAT

www.habitat.org
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HABITAT FOR HUMANITY GREATER BOSTON

Habitat for Humanity's work is accomplished at the community I&yelgrassroots Habitat
affiliates - independent, locally run, nonprofit organizations. Eaitiiate coordinates all
aspects of Habitat home building in its local area - fundraisitg,selection, partner family
selection and support, house construction and mortgage servicing. HabitBumanity

International's headquarters provides information, training, and variogissathport services to
Habitat affiliates worldwide.

Established in 1987, Habitat Greater Boston has built or renovated 70 wattmdamilies in
need. Habitat Greater Boston has completed a two-unit building on Kmo®tteet in South
Boston, a two-family unit on Algonquin Street in Dorchester and eetfamily unit in South
Boston. Habitat Greater Boston began the construction of Blue I Plocated in Dorchester
on Blue Hill Avenue in 2004 and will be continuing construction during 2007. Bill®lace is
the highest-density urban Habitat project to date in the Northedstvill be home to 22 partner
families. In the fall of 2006, Habitat began construction on a single-famitierese in Belmont,
and will begin construction on a duplex in Newton in 2007.

Habitat Greater Boston homeowners finance their homes with&5+y@&-interest mortgages. In
addition to a low down payment and low monthly mortgage payments, eacierptnily
invests 300 hours of labor, called sweat equity, into building their own la@meell as the
homes of others. Additionally, partner families must complete hitdtaGreater Boston
Homeowner Education Course, learning about and maintenance issuestoethtgd property.
Habitat for Humanity is an equal opportunity program; individuals fedhraces, sexes, and
creeds are encouraged to apply for homeownership opportunities.

Habitat Greater Boston is financed by private donations from othaig, community groups,
corporations, charities, foundations, schools, and religious organizationsrnf@ewe funds are
not accepted for new construction, renovation or repair of existing howesdo, however,
accept government funds for acquisition of land or houses, street construction, aad. utiliti

Habitat Greater Boston’s service area includes: ArlingtonimBet, Boston, Brookline,
Cambridge, Chelsea, Dedham, Dover, Everett, Lexington, Lincoln, Mdldedford, Melrose,
Needham, Newton, Revere, Somerville, Stoneham, Waltham, Watertowleslagl Weston,
Winchester, Winthrop, and Woburn.
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VOLUNTEER OPPORTUNITIES

Habitat Greater Boston extremely gratefufor thethousandsof volunteers that lend their time
and energy to our home-building efforts each year, whether on a cdiestrsite, in our office,
serving on one of our committees, or helping in any number of othgs. wBescriptions of
Habitat Greater Boston’s volunteer opportunities are listed below.ef¢ourage you to take a
moment to read through them to determine how your needs would besh fihe opportunities
we offer.

First Step: Orientation

Habitat Greater Boston requires that all volunteers new to treniaegion attend a Volunteer
Orientation. Build Group Captains are required to attend as a representate of their
group. Held twice a month, orientations take place weekday evemngsrioffice from 6pm-
7pm. Those interested in attending an orientation may registertasiogline registration form
in the Volunteer section of our website or by contacting Habiteti®r Boston’s Volunteer
Coordinator.

Construction Volunteers

The most popular and visible of Habitat for Humanity’s volunteer dppities, construction

volunteers are continually in demand due to Habitat’'s ongoing buildingsffNo construction

experience or skills are required, though volunteers must be afLlegstrs old. Construction
volunteers, led by Habitat Greater Boston Staff, help us buildrgead. Volunteers undertake
dozens of home construction tasks such as dry-walling, painting, Siitigg, insulating, and

framing. Volunteers are scheduled on both an individual and group basis.

Family Partnership Committee

The Family Partnership Committee is responsible for the eduacatid support of future Habitat
Greater Boston homeowners, working with issues such as budgeting, tepae and
maintenance, community resources, and any of the other financial, l@ggpersonal
responsibilities of becoming a homeowner. Individuals with experienceocial work,
counseling, real estate, law, neighborhood/community development, and honstpvrar
living-skills training are especially needed for this comeeitt Members organize special events
for Habitat families and plan and facilitate the classes tetafamilies attend in order to fulfill
their partnership requirement. Family Partnership especiakgdsg@eople from the local
community who can help orient Habitat homeowners during theiryi@at of homeownership.
This committee meets monthly during weekday evenings in the Habitat GBeaten office.

Family Selection Committee

This committee is responsible for choosing future Habitat Qr&uston homeowners from an
ever-expanding pool of applicants. This committee works with locdiepts, neighborhood
associations and churches in the area where Habitat Boston is btaldireate support for the
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organization and future partner families. The committee plans and cenduskries of
neighborhood community meetings and prepares the Habitat homeownershipumipport
bulletin and brochure for each new home. Family Selection Comnaittiéaty is cyclical,
though the committee generally meets once a month during weekdaygs/émithe Habitat
Greater Boston office.

Faith-Based Relations Committee

This committee’s responsibilities are to identify area fbdlsed communities and design a
partnership program and build a faith-based coalition to support tragiua of eliminating sub-
standard housing. Habitat Greater Boston is in need of volunteers idvimvéith-based
congregations to help us initiate this committee. If interestedseleall out Director of
Operations at (617) 423-2223 ext. 34.

Events and Fundraising Committee

This committee is composed of volunteers with related professexparience in the area of
events planning, fundraising, public relations and marketing. The dt@emsupports the

administration in the coordination and organization of our major fundraswegts. The

committee also helps develop other fundraising ideas and implenegegsts to see their ideas
through. This committee meets monthly during weekday evenings Hatbigat Greater Boston
office.
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CONSTRUCTION VOLUNTEERING GUIDELINES

Thousands of volunteers come together each year to help Habitagér@eaton literally build
homes —nail by nail, board by board! Our work would not be possible withewgupport of
volunteers!

Types of Construction Volunteering

Habitat Greater Boston welcomes those volunteering on an individual &dssiell as those
volunteering as part of a Build Group. All individual volunteers aqgired to attend a one-
hour orientation held at the Habitat Greater Boston office; Buildu@ Captains are also
required to attend an orientation on behalf of their group. All Build Gramp®ncouraged to
fund-raise in conjunction with volunteering, though only corporate groupsgueed to make a
financial contribution. Habitat Greater Boston welcomes groups &aynorganization; Build
Groups commonly hail from corporations, faith-based communities, schools, afds;@umni
associations, and any other professional association. To se@ma@ slot, Build Group
Captains are asked to submit a Group Registration Form, found on outrevaetzsion pages 17-
18 of this manual.

Schedule

Habitat Greater Boston Build Days take place year-round on weekdays ardhgafuom 8:30
a.m. - 3:30 p.m.We manage our calendars by directing volunteers to our website where there
are links to our online calendars. Please refer to our websiehabitatboston.orgfor

directions on signing up.

Please arrive on time so that we may get the Build Day going! Volurteersquiredo
commit to the entire build day; they may not arrive late or leave early.

What To Bring

Volunteers need to bring a lunch and any snacks or drinks that they may want. Addjtionally
volunteers are required to bring work gloves as@jaedIndividual Volunteer Waiver of

Liability Form (for individual volunteers) or @mpleted Group Waiver of Liability Form (for
group volunteers), which should be given to the Construction Staff at the start of the build day.
(These forms are found on pages 19-21 of this manual. If you do not have a signed form you
will be asked to complete one upon arriving at the site.) We suggest that volunitearshie
weather report and bring things appropriate for the day - rain gear, msosect repellent,

hats, or extra layers of clothing may be useful things to have with you.
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Type of Work

Volunteers work on nearly every facet of home construction, helping with dozesg®of ta
ranging from painting and tiling to framing and insulating. Volunteers do not ade/¢ any
prior experience in construction. The Volunteer Coordinator is able to let volunteersvkiadw
tasks are scheduled for their Build Day so that they may plan accordingly.

Age Requirements

For safety reasons, construction volunteers must be at least sixteen (1@&)de&ixteen and
seventeen year-olds are permitted on-site only if accompanied by an ageltoctgaand must
include a parent or guardian’s signature on their Volunteer Release and Wailadgildly

Form For every four 16 and 17 year old volunteers we ask that there is at least one adult
chaperone responsible for them on site volunteering. Additionally, 16 and 17 yeareaids ar
allowed to operate any power tools, work or climb on a ladder, roof, or scaffolding,icippiet

in any other hazardous activity. There is no maximum age limit for volunteeitimgdabitat
Boston, though we ask volunteers to keep in mind that construction work can be strenuous at
times.

Dress Code

It is important to dress appropriately for the work being performed each dégrahd weather.

In general, comfortable, breathable, old clothing that you do not mind getting dhigynsost
appropriate. We will do our best to let you know what kind of work to expect during your Build
Day so that you can plan accordingly, though it is mandatory that volunteerslogeal-toes
shoegwork boots are preferable) and pan&horts and sandals are not permitted on a
construction site Volunteers are required to bring work gloves with them to the @iteark

gloves with leather palms are best). Volunteers may want to bring alongeea or extra layers

of clothing depending on the weather.

Food / Drinks

Volunteers are responsible for providing their own lunches, drinks, and any snacks. A lunch
break is taken each Build Day from roughly 12:00 —1:00 p.m. Sometimes there are
restaurants/stores close to the site where volunteers may wish to pick upedroedrinks.
Please check with the Volunteer Coordinator for specific site information.

Weather

Depending on the nature of the work scheduled, Build Days may or may not be weather
permitting The Volunteer Coordinator will let volunteers know if the day is contingent upon the
weather or not. Please note that we do our best to let the individuals or groups know as far
advance, but there are occasions for last minute cancellations. You are encaugagéd t
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touch with the Volunteer Coordinator to reschedule in the event of a weather-related
cancellation.

Directions / Parking

Directions to our construction sites are provided to those registered to voluntee]yheemt

via e-mail. Sites are generally accessible by public transportatiors stagewithin several

blocks of most of our sites. The MBTA websitet|y://trip.mbta.comoffers a useful Trip

Planning feature and provides schedules and maps for buses, trains, and subways.te&s our si
are typically in urban areas, parking is somewhat limited, and volunteers ethjordrive a few
blocks from the site to find open on-street parking. Carpooling is strongly reconamende
whenever possible.

Restrooms

Construction sites are equipped with portable toilets.

Meeting the Partner Families

Habitat partner families are required to invest 300 hours on the construction kag bbme
and the homes of others (called sweat equity). Volunteers may have the oppartonast eind
work alongside the families, though we cannot guarantee any specific day.

Arriving On Site

After you arrive at 8:30 a.m. please look for the Habitat Greater Boston &tiiwy Habitat
Greater Boston shirts and/or nametags. Secondly, please sign-in using thetonded at the
site. If you have not brought a signed Volunteer Release and Waiver oftiidoiin with you,
there will be a second binder at the site with copies available for you to readranBls&se

listen to all directions from the construction staff so that the day goes amsothly as

possible. Also, feel free to introduce you to others on-site - there are dozens of great vsluntee
on our sites each Build Day!

Safety Information

Habitat Greater Boston, together with our volunteers, share the respongbiéstdblishing and
maintaining a safe work environment. Habitat Greater Boston will attengssure a safe work
environment and to comply with federal, state, and local safety regulationgn,Indlunteers
are expected to obey safety rules (wearing safety glasses and Isafia-eatmple) and to
exercise caution in all volunteer activitid$.a volunteer does not comply with Habitat
Greater Boston safety proceduregi.e. refusing to wear safety glasses, etbgy will not be
allowed to perform the activity or be asked to leave the siteVolunteers are also asked to
report any unsafe conditions to a Habitat Greater Boston staff member reght Awy accident,
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which results in injury - regardless of how insignificant - must also be repanteediately.
Habitat Greater Boston does have several first aid kits located in varesasat the construction
sites. Please see the Construction Staff for exact locations.

Build Group Captains are asked to designate one person in the group as the Safety (Jdyata
Group Captain may also assume this role, though the Safety Captain must begptbsesite
during the Build Day.) The Safety Captain is responsible for reading and andiengtthe
Safety Checklist (provided in this manual) and for sending the completed fornbitatHa
Boston’s Volunteer Coordinator following the Build Day. With your help we can etisatre
volunteering on a Habitat Boston construction site is enjoyable and rewarding fednd sa

Finally, each and every volunteer is required to read and sign the Habitat Bubtidu&l

Volunteer Waiver of Liability Form (for individual volunteers) or the Group Wabf Liability

Form (for group volunteers). Copies of these forms can be found in this manual, on our website,
and at our construction sites.

Equipment

All volunteers at a Habitat Greater Boston construction site must have apprdyabaer
instruction from a member of the Construction Staff before using any type of pmketJse of
the forklift is prohibited for all volunteers unless specifically approved. Use aifutlelift or
any motor vehicle requires permission from the Construction Staff as weldtgying to these
guidelines we can help ensure a safe construction site for everyone.

Leaving the Site

Before you go home after what hopefully was a hard, rewarding day helpmtheit
construction of Habitat Greater Boston homes, please make sure that you haveangthaft
behind. In the event that you realize later that you may have left somethihg site please
contact the Volunteer Coordinator. Also, before heading out please take a mitwae@r
complete a Volunteering Evaluation. There will be evaluations at the site andravidoich

you can drop your completed anonymous evaluation. Your opinions are greatly apgraccht
will help us to improve our volunteering program.

Construction Staff

The Habitat Greater Boston Staff includes a Construction Manager, two SiteiSoyserand
several Assistant Volunteer Supervisors. They can be identified on sitebiyabéat Greater
Boston shirts and/or nametags and are there to make your volunteering exgendacave
and rewarding. They are happy to address any concerns you may have.
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GENERAL VOLUNTEERING GUIDELINES

Nature of Volunteering

This manual is not an employment or volunteer contract and is not intended to creaietaint
obligation of any kind. Neither you nor Habitat Greater Boston is bound to continue the
volunteer relationship if either you or Habitat Greater Boston chooses, abwifidithe
relationship at any time.

Personal Data Changes

It is important for you to notify Habitat Greater Boston of any changes inrprdata.

Personal mailing addresses, telephone numbers, e-mail addresses, individuatetadbedcin
the event of an emergency (an emergency phone number can be vital), and othetusuch sta
reports should be kept accurate at all times. Please call the Volunteer Cootdimaake
updates as necessary.

Attendance and Punctuality

In order to ensure a smooth operation, we ask that volunteers extend Habitat Brstaie
common courtesy in informing us of absences, late arrivals, and early depavahasteers are
essential to Habitat; we depend on you and miss you when you are not here. In rettaih, Habi
Greater Boston will let volunteers know as soon as possible of any changes in aghaduli
cancellations.

Code of Conduct

It is Habitat for Humanity Greater Boston’s aim to encouragmp|e to work together to achieve
Habitat Greater Boston’s mission by creating an environmentstgports the diversity of
people and their ideas. Habitat Greater Boston is committed to sngpligh standards of
business ethics in every aspect of its operation. We recaiaizpeople work best when they
know what is expected of them and, in turn, expect volunteers to follow rules of condwatlthat
protect the interests and safety of all Habitat Greater Boston eraplapd volunteers.

Though it is not possible to list all of the forms of conduct that aracceptable when
volunteering with Habitat Greater Boston, the following list provisesie examples that may
result in disciplinary action up to and including suspension or immedtgateination of

volunteer activity. Depending on the specifics of the situation laadeverity of the offense,
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any of the levels of discipline may be bypassed and the volunteampént may be terminated
without prior warnings or suspensions. Examples include:

* Theft or inappropriate removal or possession of Habitat Greater Boston property

* Falsification of documents

* Volunteering under the influence of alcohol or illegal drugs

» Possession, distribution, sale, transfer, or use of alcoholic or illegal drtigswork place
while volunteering, or while operating Habitat Greater Boston-owned veloickEguipment

* Fighting or threatening violence in the workplace

* Negligence or improper conduct leading to damage of Habitat Greater Bostootloer
person’s property

* Disrespectful conduct

» Failure to follow a supervisor’s reasonable instructions

* Violation of safety or health rules

* Smoking in Habitat Greater Boston buildings

» Sexual or other harassment or discrimination

» Possession of dangerous or unauthorized materials, such as explosives or firearms

* Inappropriate conduct/behavior which brings discredit upon Habitat for Humanity’'s
mission and/or goals

The following procedures are generally used with respect to conduct argdigiesdt is

Habitat Greater Boston’s policy that any conduct that, in its view, interfgth or adversely
effects work is sufficient grounds for disciplinary action. Such action can resmgenfarnings to
immediate discharge. Depending on the conduct, disciplinary steps may bedbiptoe
following methods:

* Verbal warnings
» Written warnings
» Suspension
» Termination

Factors that may be considered in determining the appropriate disciplinaryiactude: the
seriousness of conduct, the volunteer’s record, the volunteer’s ability to dos/éerr conduct,
action taken with respect to similar conduct by other volunteers, and any otbensurg
circumstances.

Unlawful Harassment & Discrimination

Habitat Greater Boston is firmly committed to providing a positive work enment free of
discrimination and bias. Each volunteer is personally responsible for maintaining svork
environment. Habitat Greater Boston prohibits any actions, harassment, wordspijokes
comments based on an individual’s sex, sexual preference, race, ethnic backgmund, ag
religion, physical condition, or other legally protected characteristic. cAngluct or action,
whether overt or subtle, which creates an offensive or hostile work environmeutilsited and
will be grounds for immediate disciplinary action. No volunteer, male or festabeld be
subjected to unsolicited or unwelcome sexual overtones or conduct, either verbal alphysic
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Any volunteer who feels that he or she is a victim of sexual or discriminatagdmaent is
encouraged to let the harasser know that his or her behavior is unwelcome. Additionally,
volunteers who feel they have been harassed imasédiately report the matter to Habitat
Greater Boston’s Chief Operating Officer. It is Habitat GreBteton’s belief that everyone has
a right to freedom from harassment in the workplace, on the basis of race,yamptastr of

origin, color, ethnic origin, citizenship, creed, gender, age, record of offenaelstatus,
family status, handicap, or sexual orientation.

Relations

While Habitat Greater Boston desires every volunteer to receive fair padtiahtreatment, it

does recognize that conflicts, misunderstandings, and problems arisenfito time.

Problems or concerns may arise among volunteers or between volunteers and3tieitat

Boston staff. Although most misunderstandings can and should be solved on an informal basis,
more formal provisions have been made in order to resolve difficult problems. The peocedur

for raising a problem or concern is as follows:

1. The volunteer should directly inform the person who is the source or cause of the
problem/concern that a problem/concern exists. Those involved should attempt to resolve
the issue informally and independently.

2. If the volunteer does not wish to communicate directly with the person who is the sourc
cause of the issue or fails to satisfactorily resolve the issue aftassiisg it with the other
party, the volunteer should then contact the Chief Operating Officer.

Drug & Alcohol Use

Volunteers of Habitat Greater Boston are required to be medically (plysecaotionally and
mentally) capable of performing the required work, free from the presenésgaf drugs,
alcohol, or substances that diminish or impair their ability to perform the job. Augteer
found under the influence of an illegal drug or abuse of prescription drugs, in poss#ssi
using, selling, trading, or offering for sale illegal drugs or alcohol durusiness hours or on
affiliate property or in an affiliate vehicle will be subject to termorabf their role with Habitat
Greater Boston. Lastly, volunteers with a drug, alcohol or other substance deyardanged
to seek professional treatment.

Smoking

In keeping with Habitat Greater Boston'’s intent to provide a safe and healtkyenvironment,
smoking is prohibited in the Habitat Greater Boston office. At constructia®) siteoking is
prohibited inside the homes. In recognition of federal law, any volunteer under thel&ges of
prohibited from smoking at any time on Habitat Greater Boston property or in Hatatee6
Boston vehicle.
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Dress Code

Everyone is expected to dress appropriately for the job in which they are pedorm general,
unless a job specifically requires otherwise, Habitat Greater Boston msibtsiness casual
dress. (Please see @enstruction Volunteering Guidelinéger in this manual for additional
information concerning what to wear on a construction site.) Basic hygiene dples
volunteer positions, and the following clothing guidelines apply:

Clothing should be clean, and not be ragged, stained or torn

Clothing should not be too short, too low-cut, or sheer

Shorts are inappropriate

Undergarments should be covered with clothing

Shirts should come down to the top of one’s pants or skirt

Any clothing with disturbing messages, which could be viewed by others as offensive
suggestive, is prohibited

Any clothing which is provocative in nature is prohibited

Community Service

Habitat Boston welcomes community service volunteers from civic groups, scb@molisiunity
assistance programs, and those fulfilling court-ordered community shouce. Habitat
Greater Boston does not provide a form or a letter to the community service voluhigeéne
community service volunteer’s responsibility to maintain an accurate tireé ate to ensure
that time sheets are signed at the beginning and end of each service day ligtaGriadier
Boston staff memberHours worked but not recorded or approved with signatures during the
day of service cannot be counted. Please note that for an 8:30 a.m. - 3:30 p.m. Build Day, seven
(7) hours of service will be awarded. For appropriate placement within our orgamitédbitat
Greater Boston reserves the right to know the offense related to courtdocdermunity

service. In all other respects, court-ordered community service voluniédys tveated and

held accountable to the same standards as all other volunteers.

Gifts & Gratuities

To ensure the integrity of Habitat Greater Boston and the unbiased actions and deskangn m
of Habitat volunteers, the acceptance of gifts and gratuities from cust@ugptiers, partners or
anyone Habitat Greater Boston is in a business relationship with isygtrighiibited. Further,
any honoraria received by any Habitat Greater Boston volunteer for speakiednalf of

Habitat must promptly be remitted to Habitat Greater Boston.

Media

Members of the media are occasionally on the construction sites and at Babidtir Boston
special events. Please keep the following things in mind if you deal with meofilbeesmedia:
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You do not have to answer any questions you are uncomfortable answering

Do not be afraid to say that you simply “don’t know”- provide accurate information only
Please refrain from commenting to the media on behalf of the organizationtHabita
Greater Boston - simply keep remarks limited to your personal experiences

USEFUL INFORMATION

Hours of Operation
Habitat Greater Boston Office: Monday — Friday, 9:00 a.m. — 5:00 p.m.

Construction Sites: Tuesday-Saturday, depending on the site, (8:30 a.m. - 3:30 p.m.) year-
round.

Address and Location

Habitat for Humanity Greater Boston

273 Summer Street, Third Floor

Boston, MA 02210

From South Station, follow Summer Street heading southeast. Cross the Forttaoime|C

The office will be in a large building on the right after the traffic light, alaobtminute walk
from South Station. Directions to home construction sites in the area are provided teerslunt

Habitat Boston Staff

Executive Director
Office Manager

Family Services Manager
External Relations Manager
Construction Manager

Site Supervisors

Volunteer Coordinator

Interns, Assistant Volunteer Supervisors
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Build-A-Thon Challenge!
Group Participation Guidelines

To reserve a Build Day, please follow the Four Sex§teps to Start Volunteering on our website. diMggest that
you schedule your Build Day as far in advance a&sipte since dates often fill up quickly. Your BubDay(s) will
not be booked until you receive confirmation fromtitat Greater Boston’s Volunteer Coordinator.eéBE note
that for each Build Day we schedule one Build Grotip2 and up to 3 individual volunteers.)

Build Group Safety Captain Responsibilities include:

Recruit group membersGroups are limited to a maximum of 12 people; there is a five
person minimum. Please note that we cannot accept larger groapgh thiou may
consider scheduling an additional group slot if you have more than 12 volunteers.

FUNDRAISE! We strongly encourage Build Groups such as faith-based and school
groups to fundraise a minimum of $750. For corporate groups, however, rmumini
contribution of $2,000 per weekday Build Group and a minimum of $3,000 per weekend
Build Group is a requirement. Donations are dedicated to building ialstern-site
supervision, and other supplies. Individual group members may wish to uselge P
Sheet to obtain sponsors from among friends, co-workers, relatives, etc.

Collect donationsDonationsshould be mailed to the Habitat Greater Boston office at
least one weekrior to the Build Day. Please do not give donations to the cotistruc
staff at the site on your Build Day. We are happy to ackedgé all donations directly
given to Habitat Greater Boston.

Designate a Safety Captailithe Group Captain is unavailable, please designate another
individual who will become familiar with the Safety Checklistdahelp ensure that
volunteers have a safe work environment. Safety Captains alsotmestend the
mandatory volunteer orientation and then report back to the entire group.

Arrive at the site on timaVorksite begin working at 8:30 a.m. on Tuesdays, Fridays and
every other Saturdays.

Info. Make sure all volunteers in the group have the information neededcktheaday
a success. It is important to familiarize yourself with wdunteer Manual in order to
inform your group of relevant information lilsite restrictions, appropriate clothing, etc.

Release FormsBring signed Volunteer Releasand Waiver of Liability forms to the
work site on the Build DayVolunteers who are 16 or 17 must be sure to include a parent
or guardian’s signature.

Contact Please contact the Volunteer Coordinator at (617) 423-2223 as soonibke poss
if your group needs to cancel or reschedule, or if there are any other problems.
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Build-A-Thon Challenge!
Group Registration Form

Build Group Name:

Build Group Organization Address:

Build Group Safety Captain:

Phone:( work) (home) (fax)
E-mail:
Number of Build Days Requested: Numberrou@s per Build Day Requested (1 or 2):

Number of volunteers per Group (max 12):
Open Dates on the online calendar, in order ofepesfce:

1% Choice: "d Ghoice:

3 Choice: " Ghoice:

Donation Amount per Group Build

a. Corporate groups- $2000/Build Group, per weekday or $3000/Build Group, per weekend day.
b. Faith-based and school groups- minimum of $750/Build Group, per day.

We will send Habitat Greater Boston Inc. $ to the address located beloyofihix

All donations are tax-deductible. Habitat Greater Boston is a 501 (€3) organization. Please put
the Group name and Build Day in the memo section of the check. When siemg the check, please
include any individuals who contributed to the donation.

I have thoroughly reviewed the Group Participation Guidelines anel t@nsulted the online calendar,
www.localendar.com/public, for availability at any of our sitéswill send the appropriate donation to
the Habitat Boston office at least one week prior to the Build Day.

Signature: Date:
Habitat Confirmation: Date:
Notes:

Please fax or mail this form to the Habitat Boston office. Pleamember that your Build Day it
confirmedunless you send this form and receive confirmation from Habitat Bdgtank you!!!!
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VOLUNTEER RELEASE AND WAIVER OF
LIABILITY

(Page 1 of 2)

This is a Release and Waiver of Liability (the “Release”) eteztan this date, :
by (thaunteer”), and, if applicable, in conjunction with

, (if applicable) the parent having legal custody or legal
guardianship of the volunteer, in favor of Habitat for Humanity Internaljdmc., a nonprofit

corporation, and Habitat for Humanity Greater Boston Inc., a Massachusettsfitampporation, their
directors, officers, employees, and agents (collectively knowriakitat”).

The Volunteer desires to work as a volunteer for Habitat and engage iniviteeacelated to being a
volunteer (the “Activities”). The Volunteer understands that theévaiets may include construction,
deconstruction, rehabilitating buildings, working in the Habitat office, and ngiki special events.

The Volunteer hereby freely, voluntarily, and without duress exeduteRelease under the terms below:

1. Release and Waiver
Volunteer does hereby release and forever discharge and hold harmlessaddbissuccessors
and assigns from any and all liability, claims, and demands of whatever kiatuoé, either in law
or in equity, which arise or may hereafter arise from Volunteer's/ikies with Habitat.

Volunteer understands that this Release discharges Habitat fromlality lta claim that the
Volunteer may have against Habitat with respect to any bodily injurgopakinjury, iliness,
death, or property damage that may result from Volunteer’s Activiiitshabitat, whether caused
by the negligence of Habitat or its officers, directors, employees, ntsageotherwise.

Volunteer also understands that Habitat does not assume any responsillitglibgation to
provide financial assistance or other assistance, including but miedita medical, health, or
disability insurance in the event of injury or illness.

It is the policy of Habitat Greater Boston that children under the at)é afe not allowed on a
Habitat work site while there is construction in progress. Fedeyalateons prohibit minors
between the ages of 14 and 15 from working in general construction. Minors hé¢teeses of
16 and 17 may perform general construction work, but may not engage in certatiesthiat are
considered ultra hazardous. These activities include the use of poige&tmotor vehicles,
demolition, roofing, and excavation operation

2. Medical Treatment
Volunteer does hereby release and forever discharge Habitat from anyuwtiatsoever which
arises or may hereafter arise on account of any first aid, treatmeeatyicesendered in
connection with the Volunteer’s Activities with Habitat, or with theisiea by any representative
or agent of Habitat to exercise the power to consent to medical at tteatment as such power
may be granted and authorized in the Parental Authorization for Teettiha Minor Child.
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(Page 2 of 2)
3. Assumption of Risk
The Volunteer understands that the Activities include work that mayzsedwas to the Volunteer,
including, but not limited to, construction, loading and unloading, and transportation toand f
the work sites. The Volunteer hereby expressly and specificatiynassthe risk of injury or harm
in the Activities and releases Habitat from all liability fowiryj, illness, death or property damage
resulting from the Activities.

4. Insurance
The Volunteer understands that, except as otherwise agreed to by Habittibi) tabitat does
not carry or maintain health, medical, or disability insurance coveoagay
Volunteer. Habitat does, however, provide GAP insurance to all Volunteersitsnohedical
insurance. This means that in the event that medical attention is sbegWioltnteer and/or
Guardian’s primary medical insurance pays first. Habitat's meitisatance would only pay as
secondary coverage or in the case that the Volunteer does not hawediogl insurance. Each
Volunteer is expected and encouraged to obtain his or her own medical or headthdasur
coverage.

5. Photographic Release
Volunteer does hereby grant and convey unto Habitat all right, title andsnierany and all
photographic images and video or audio recordings made by Habitat during thee¥iosun
Activities with Habitat, including, but not limited to, any royalties, geds, or other benefits
derived from such photographs or recordings.

6. Other
Volunteer expressly agrees that this Release is intended to lmadsabd inclusive as permitted by
the laws of the Commonwealth of Massachusetts, and that this Releabe sfoaerned by and
interpreted in accordance with the laws of the Commonwealth of Massgits. Volunteer agrees
that in the event that any clause or provision of this Release shmedld® be invalid by any court
of competent jurisdiction, the invalidity of such clause or provision sbalbtherwise affect the
remaining provisions of this Release which shall continue to be entitecea

By signing below, the Volunteer and, if applicable, the parent/guardiare&@dsunderstood, and
executed this Release as of the date first above written.

Volunteer:

(signature)

Parent/Guardian (if applicable):

(signature)

Complete Address

City: State: Zip Code:

Home Phone

Contact person in case of emergency: Phone:
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GROUP RELEASE AND WAIVER OF LIABILITY

To be read by all persons intending to do volunteer work for Habitat for Huma@teater Boston.

The Volunteers of (Group Name) on

(Build Date) hereby freely, voluntarily, and without duress execute thisielender the terms below:

Habitat for Humanity Greater Boston is not responsible for items thdost or stolen from our
construction sites or for damage done to vehicles or parking violationsadaunile working on our
construction sites.

| agree to hold Habitat for Humanity Greater Boston harmless fomamess or illnesses that my
dependent(s) or | may suffer in performing volunteer work for Habitat Bostexpréssly waive any
claim for compensation or liability on the part of Habitat Greatest@ofor any such injury or medical
expense.

Please Note: All volunteers must be 16 or older. All 16 and 17 year-olds mugclude a parent
signature. For every fourl6 and 17 year-olds there must be at least oa€elult chaperone on the
construction site responsible for them.

Name (Please write legibly) Complete Home Address Emergency Contact Phone Number

Print

Sign

Print

Sign

Print

Sign

Print

Sign

Print

Sign

Print

Sign
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Greater Boston.

PLEDGE SHEET

This Pledge Sheet is for your use should you need it to raise foindsfihancial contribution.
Please fill in the sponsor's name and address with the amaddenl. Feel free to make as
many copies of this form as needed. Checks should be made paybfalkitat for Humanity

pledges to the Habitat Greater Boston office prior to your build day.

Please write the group name in the memo setteach check and send

Name

Address

$/hour x 7 hours =

Total

John Sample

101 Main Street
Anytown, MA 01234

$4.00x 7=

$28.00

Total Pledges

All donations are tax-deductible. Habitat Boston is a 501 (c) (3) organization.

Habitat for Humanity Greater Boston | 273 SummeeedtBoston, MA 02210 | p: 617-423-2223 f: 617-4D&4 | www.habitatboston.org




HABITAT FOR HUMANITY GREATER BOSTON
VOLUNTEERING EVALUATION

To help us continue to improve our program, we would greatly appreciate your td&ing a
moments to complete and submit this evaluation of our volunteering program. Thank you in
advance for your time and help, and thanks for volunteering!

Please evaluate your volunteering experience by circling the appeopuiaber:
Excellent Very Good Good Fair Poor

Overall Volunteering Experience 5 4 3 2
Habitat Boston Construction Staff 5 4 3 2
Habitat Boston Volunteer Coordinator 5 4 3 2
Interaction with other volunteers 5 4 3 2

What date and location did you volunteer at?

Was your volunteering experience what you expected? If not, how did it differ?

What was the best part of your volunteering experience?

How could your experience have been better?

What would you like to see Habitat Greater Boston do differently?

Please return by fax, mail, or e-mail.

Thank you for your help!
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SAFETY CHECKLIST

A safety “toolbox” talk is given at the beginning of each Build Day so that vauntee
familiar with the various safety issues present at the construction sitesk/fleat all volunteers
read this checklist so that they can better understand Habitat Greatar 8apfmroach to safety
on site.

Group Safety Captains are asked to mark the appropriate boxes and return this ddorpiete

the Habitat Boston officeBy following this system, we can make sure that all safety needs are
being met on our sites and that volunteering with Habitat Greater Boston is nehjmygble

and fulfilling, but safe as well. If you would like to provide feedback, please fafothisto the
office after your Build Day to 617-423-1044.

Please mark boxes where appropriate to confirm daah task has been
completed. Leave boxes empty if the task wasongpleted.

L

Each volunteer has signed a Volunteer Release and Waiver of Liability makrimea also
signed in at the site, providing a phone number in case of an emergency

L

All volunteers meet the age requirement: volunteers are at least 1®lkd8 and 17
year-olds are accompanied by an adult chaperone. For every four 16 and 17 year
old volunteers there is at least one adult chaperone responsible for them.

Volunteers are wearing appropriate clothing (i.e. pants, closed-toed shoes, ngpn-bagg
clothing)

Each volunteer has been given a hard hat and pair of safety glasses (thggasagth are
also given safety glasses to wear on top for protection)

All work areas are free of debris and clutter; all hazardous material of the way
All electrical cords are free of cuts, frays, and broken prongs
Signs, signals, and barricades relay necessary information and warngmgsedded

All volunteers working on scaffolding are tied off with a harness

oo uo o o

Habitat Greater Boston staff members provide necessary demonstrationsifive e
concerning how to operate power tools (i.e. circular saws, power drills,
reciprocating saws)
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2 first aid kits are available and their locations clearly identified
Fire extinguishers are available and their locations clearly ideohtifi

Fresh drinking water is available and easily accessible

I I B

Volunteers are able to wash and/or clean their hands at the site

B Smoking is permitted only in designated areas

Safety Captain Name:

Build Group Name:

Location of Build Day:

Date of Build Day:

Additional Comments:

Thank you for taking the time to become familiar with Habitat Greabstd®’'s construction
safety policies. We sincerely hope that your on-site volunteering expenerscenjoyable and
rewarding - and above all safe!

Thank you for your help!
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