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Welcome to the Houston Habitat for Humanity Core Volunteer Program!

We’'re so glad to have you with us. This is a meaningful moment to grow our mission and strengthen
the way we serve. Through customized training, we’re equipping you, our dedicated volunteer, with
the tools and support to help build a stronger, more resilient Houston community.
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Section 1: HOUSTON HABITAT VOLUNTEERS
1.1 Background
Overview

Since 1987, individuals, businesses and groups in our community have joined Houston Habitat for
Humanity to build or improve a place people call home. Through shelter, we empower people to build
a better future for themselves and their families by completing financial and home maintenance
training, building homes alongside volunteers, and purchasing their homes with an affordable
mortgage. With this hand up, they achieve strength, stability, and self-reliance.

Our Mission

Seeking to put God’s love into action, Houston Habitat for Humanity brings people together to build
homes, communities and hope.

Our Vision

A world where everyone has a decent place to live.
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Program Snapshot:

How the Houston Habitat New Home Construction Program
Benefits Low and Moderate Income Populations

Houston Habitat for Humanity works to address the critical need for affordable housing in the Houston area.
Since incorporation in 1987, the non-profit has constructed over 1200 homes, serving over 5,000 low-
income people from infants to the elderly. Through the Houston Habitat new construction program, families
in the low and moderate income population have a resource to assist them in attaining the American dream
of home ownership. Houston Habitat is the only affordable home builder in the city offering an energy-
efficient, sustainable home with low interest financing and payments lower than average rents. Energy
efficiencies contribute to lower utility bills keeping monthly charges much lower than in a previous rental
unit. Further, Houston Habitat Homeowner Services works with each family on financial, budgeting and
homeownership education. The organization’s community partnerships offer further opportunities for
families to learn about credit, banking and other issues that will aid in ownership success. The Houston
Habitat building program seeks to put God's love into action so that families succeed; it is a "hand up and
not a handout." Through homeownership, families experience greater opportunities, gain a sense of well-
being, children perform better in school, and for the very first time, have a chance to build wealth. Those
who purchase homes become part of a larger family with Houston Habitat financial counseling available in
times of family distress. Over the past 37 years, over 500 families have paid off their mortgages, adding
benefits ofincreased disposable dollars and the option of aging in place as they move into their senior years.
Houston Habitat is most grateful for the multitude of donors and supporters that contribute funds, services,
gifts-in-kind and volunteer hours to the benefit of its mission and the many low and moderate income families
it serves.

1.2 Volunteering for Houston Habitat

Volunteers are a critical contributor to helping families achieve their dream of homeownership.

A Houston Habitat volunteer comes in many forms. A construction volunteer is someone who comes
out to help build a family, a home, a set of walls for a home, or playhouses. Generally, volunteers
participate in construction Wednesday through Saturday as their schedule allows. The length of the
workday varies by the time of the year and house schedule. Houston Habitat staff will announce
seasonal changes in start times and end times.

Volunteer “benefits” can include meeting new people, team building, learning new skills, and
enhancing knowledge about construction. All it takes to be a Houston Habitat volunteer is a desire to
make a difference, some time, and enthusiasm to a very worthwhile cause. However, there are build
site age restrictions:
e 16-17 years old- allowed to participate in construction but cannot get on the roof or operate
power tools; must have one adult supervisor over 21 per five youths.
e 18 years old and older- no restrictions.

All volunteers are expected to adhere to the Volunteer Code of Conduct included in Appendix A.
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The code of conduct defines, in general terms, acceptable patterns of behavior that contribute to the
overall growth and goal achievement of Houston Habitat and distinguishes those that are detrimental
and may require disciplinary action. Proper behavior and positive attitudes promote a healthy,
productive work environment; therefore, volunteers are encouraged to extend common courtesies to
staff and fellow volunteers and should act at all times in a manner that encourages the highest level
of participation from its ranks. Signing up to a Houston Habitat event as a volunteer confirms
agreement with the provisions within the Volunteer Code of Conduct regardless of whether there is a
separate signed agreement.

Number of Volunteers per activity

e House Builds- up 20
e Wall Builds- up to 20
¢ Playhouse Builds- up to 10

Core Volunteer spots are added after the volunteer count.

1.3 Build Activities

Volunteers may be called on to help Houston Habitat build on any stage of the home building
process. Our volunteers generally work on house framing tasks while subcontractors compete interior
work, electrical, plumbing, and siding installation. More information about specific build day tasks or
curriculum tasks can be found in Section 2.0: Core Volunteers.
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* Build walls

» Raise exterior/interior walls
* Install sheathing

 Move and raise trusses

* [nstall insulation on exterior
* |nstall windows and doors
 Install subfascia and fascia
* Install roof decking

« Install roof felt and shingles

Figure 1-1. Volunteer Tasks

1.4 ROLES AND RESPONSIBILITIES

Volunteer

Volunteers assist our staff House Leaders by accomplishing the daily build tasks assigned to them.
Core Volunteer

Core Volunteers assist our staff House Leads by teaching and coaching volunteers to accomplish the
daily build tasks. They can help lead other volunteers to build and paint a child’s playhouse, prep for
and build walls for Habitat homes, or help lead other volunteers on a house build site. Core Volunteer
Trainees must graduate before gaining the ability to sign up for Core Grad spots on a Playhouse
Build (PH), Wall Build (WB), or House Build (HB). The training for those three areas are separate and
have their own certificates once completed.
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House Lead

The construction House Lead is a staff position that trains and directs volunteers to accomplish the
daily build tasks. They are the main construction point of contact while on the build site.

Project Manager

The Project Manager oversees the construction of all home builds on build day and provides
guidance to the House Leads.

Construction Director

The Construction Director leads the Construction department. He oversees all aspects of the
construction experience and determines the build schedule in concert with the Development team.
The Construction Director and the Project Manager approve all Core Volunteer graduation
candidates.

Volunteer Coordinator

A Volunteer Coordinator is responsible for the day-to-day volunteer experience. They will check
volunteers in, set up and break down the volunteer break area, coordinate lunch breaks, and address
any volunteer questions, concerns, or needs at the build site. Core Volunteers may be asked to help
the Volunteer Coordinator set up in the morning or break down in the afternoon. Development staff or
Construction staff may serve in the role as a Volunteer Coordinator from time to time, but usually a
member of the Volunteer Engagement Team fills this role. Responsible Core Volunteer Graduates
may be asked to fill in for this role as needed.

Associate Director of Volunteer Engagement

The Associate Director of Volunteer Engagement is responsible for the overall direction of the
volunteer experience. He develops and refines and the Core Volunteer curriculum, maintains the
Core Trainee curriculum status sheet, and sustains the Core Volunteer prospect list. The Associate
Director of Volunteer Engagement will update each Trainee’s course progress after each class. Core
Volunteers may direct their course progress questions to the Associate Director of Volunteer
Engagement.

Family Partner

The families that partner with Houston Habitat for Humanity to become homeowners are called
Family Partners. These are the people that will one day live in the homes volunteers are building.
Each Family Partner agrees to complete 200 — 250 hours of sweat equity that includes work on the
construction site, financial literacy and home maintenance courses and helping out at the ReStore.
Volunteers will often meet Family Partners on the build site as they work toward fulfilling the required
number of sweat equity hours toward their new home.

Last Revision: June 2025



Houston

:Y“' Habitat

for Humanity®

SECTION 2: CORE VOLUNTEERS
2.0 Eligibility

Houston Habitat for Humanity is greatly aided in construction by its regular volunteers. By committing
to becoming a volunteer, leader and brand ambassador, Core Volunteers receive exclusive training,
reserved volunteer spots/builds, a uniform, and lots of gratitude!

There are three separate certifications that Core Volunteers can acquire to help support our mission:

1. Home Building (HB) - Core Volunteers assist staff House Leads on new home construction.

2. Wall Building (WB) - Core Volunteers help cut, mark, and build walls for our homes.

3. Playhouse Building (PH) - Core Volunteers help cut, paint, and build playhouses for Houston
Habitat homeowners, veteran families, or charities.

Volunteers interested in the Core Volunteer program should be able to:

e be available for training

o lift at least 50 Ibs.

e wear hard hat for about 6 hours a daily (Home Building)
e get on a one-story roof (Home Building)

e be willing and able to teach others how to build

e adhere to our Registration Policy

e pass background check upon graduation

o follow any health-related policies

Please connect with staff before you start the program, if you feel you cannot meet these
requirements. Core Volunteers are expected to volunteer at least twice during each build season
(spring and fall).
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2.1 Curriculum

Build Day Schedule

e General Construction Schedule - Wednesday- Saturday
e House Builds - 7:30AM-2PM

e Wall Builds - 8AM-1PM

e Playhouse Builds - 8AM-1PM

Build Day Timeline

These are general timelines for our builds. Conditions on the ground may affect the timeline. Some
builds may implement a split shift schedule or shortened “Summer Hours”. Split shift or Summer
Hours volunteers will be notified of updated times when appropriate. Always check the registration on
the volunteer portal for the most up-to-date information.

House Builds

e 7:30 AM Volunteer Check In

e 8AM Morning talk & Safety Brief
e 810AM Build
e 11AM Lunch

e 11:30 AM  Build (sometimes pushed to noon)
e 1:30 AM Breakdown
e 2PM End of Build Day

Summer Hours for House Builds

e 6:30 AM Volunteer Check In

e 7AM Morning talk & Safety Brief
e 7:10 AM Build, mandatory water breaks every hour, no lunch
e 11:30 AM Breakdown
e 12PM End of Build Day
Wall Builds and Playhouse Builds
e 8AM Volunteer Check In
e 8:10AM Morning talk & Safety Brief
e 8:20 AM Build
e 11AM Lunch

e 11:30 AM Build
e 12:45 AM Breakdown
1PM End of Build Day
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2.1.1 Core Training
Core Training Calendar

House Build training largely depends on whether there is a funded house to build on. This may
change to a hybrid classroom and on the job training model in the future. Wall and Playhouse Build
training can be done in one day each at our warehouse.

e House Builds — only on Saturdays for 8-10 weeks, once a year
e Wall Builds — one Saturday, once or twice a year
e Playhouse Builds — one Saturday, once or twice a year

House Build Training

Houston Habitat volunteer House Build construction tasks can generally be categorized into 7
separate build days. Each class (build day) will go over the sub tasks required to compete each build
day. Some build tasks may take multiple days with volunteers depending on how much work was
completed the previous build day, but staff will strive to go over each sub tasks on the first day that
starts a new section. The first build day will also include a more in-depth safety brief and construction
basics. The build day sections are:

¢ Day 1- Stand the Walls
e Day 2- Sheathing

e Day 3- Trusses

e Day 4- Tyvek

e Day 5- Subfascia/fascia
o Day 6- Decking

e Day 7- Roofing

Sub tasks

Core Volunteer Trainees must be sure to get experience with each sub task before the build day is
over. This will prevent the Trainee from having to come to another build day just to get training on one
task or rolling over to the next build season to graduate. Notify your class trainer if you haven’t
finished a task by lunch. Be sure to rotate through different tasks throughout the day.

Wall and Playhouse Build classes are completed in one day, so all the subtasks will be learned by the
end of the class.

Those who are accepted in the program will receive their own class specific syllabus. Here is an
example of the House Build curriculum with sub tasks:
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Core Volunteer Syllabus v4.25

Classes Complete
Orientation Video

Safety and Construction Basics

Framing

Raise all walls

Use ramset gun to fix walls to foundation
Install mudsill anchors to bottom plate
Install hurricane straps and clips

Install top plate

Sheathing

Install wood sheathing on exterior

Install blocking for lower sheathing

Use proper nail patterns on sheathing

Cut windows and doors out of sheathing

Frame hracing - exterior and interior

Plumb and string line walls to check for straightness

Trusses

Truss Layout

Move trusses to roof

Raise trusses

Install truss bracing

Affix hurricane clips and straps o trusses

Comice

Install deadwood on walls

Install subfascia

Install fascia

Install soffit (after the roof is on)
Install brick frieze (after the roof is on)

Decking

Install roof fall protection system
Install roof decking

Install attic decking

Kitchen, bath, and closet blocking

Roofing

Install roof felt
Install roof shingles
Install drip edge
Install ridge vent
Install ridge cap

Tyvek

Starting Point: big side of house at the back comer

Tyvek to be 1" below sheathing

Pulling: Make sure is strait and faunt- Roll out 8-10" start stapling
Comers: Ensure is well stapled on each side of the comer

Window and Doors: Cut areas "X" style comer to comer

Wrap, nail, and staple after cutting window and doors, and remove excess
High Gahle: Overlap lower Tyvek by a minimum of 2"

Install Windows

Install Doors
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2.1.1 Wall Build Training

Houston Habitat homes utilize a pre-built wall system that helps ease home construction with
unskilled volunteers. These pre-built walls are assembled at our warehouse in East Houston off
McCarty St. Core Volunteers will learn how to cut, mark, and assemble these walls.

Once graduated, WB Core Graduates can sign up to help cut and mark materials in preparation for
future Wall Builds or on the actual Wall Builds with other volunteers.

Wall Builds
Template

Secure wall plans

Explain difference between treated and untreated wood
Measure and cut big walls

Measure and cut small walls

Use large square to copy markings from template
Label length of 2x4 on back of board

Stacking walls on rack

Components

Secure cut sheet

Measure studs for 8ft walls

Measure studs for 9ft walls

Cut and fabricate Trimmers

Cut and fabricate Headers

Cut and fabricate Cripples for both 8ft and 9 ft walls
Explain top and bottom cripples

Wall Build

Secure Wall Flans

Explain diffrence between galvanized and regular nails
Explain labels on 2x4s (X, XTRC, C, Headers, Doors, Windows, Garage)
Explain where nails go

Explain how to hammer

Placement of components to wall (Need to be Flush)

Explain importance of top walls and bottom walls

Nail door components

Nail window components

Lining up components with labels

Separate and define exterior and interior walls

Assemble doorways

Assemble garage

Determine wall build storage location

Stack walls - Start first level with 16 foot wall next to a 6 foot wall = 22 foot long base
Continue to stack walls with 8 foot and 6 foot walls in between
Use small walls to fill gaps

Stack walls with length in mind. try not to stack to tall.

Stack walls within length of beams (25 feet wide)

Do not stack walls more than 4 feet off the back of the flatbed
Do not stack walls higher than the top of the flatbed cab
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2.1.2 Playhouse Build Training

Houston Habitat’s playhouse program is an entry level sponsorship opportunity that results in a
playhouse being built and painted by amazing sponsor volunteers. These playhouses are given for
free to veteran families, Houston Habitat homeowners, and beneficiaries of our charity partners.

Once graduated, PH Core Graduates can sign up to help cut and mark materials in preparation for
future Playhouse Builds or on the actual Playhouse Builds with other volunteers.

Playhouses
Cutting

Follow Playhouse cut sheet
Cut flat side walls

Use plunge saw for windows
Cut wood faor trims

Cut wood for base

Cut wood for cleats

Base

Square up sheet to base and drill 5 screws per side
Drill 3 rows of 5 screws to firmly secure the sheet
Install wood cleats 2" down on each corner

Walls

Raise side walls and place on base edge

Use drill to fix walls to base

Raise front and back walls and place on base edge
Install corner pieces to walls

Install roof connectors fo front and back wall

Install triangle panels to roof connectors

Roofing

Follow roof diagram

Drill 9" 2x2s haorizontally to the underside of roof panel
Drill 1x1s verticall to the topside of roof panels

Install roof

Install roof ndge

Trimming

Pre-drill holes for window and door trim
Install tims
Install doar
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2.2 Volunteer Hub
Getting Set Up

Volunteers can attend a Houston Habitat volunteer event by visiting
www.houstonhabitat.volunteerhub.com, registering for an account, and signing up for that event. Use
the “forgot password” feature if you cannot remember your password. Please contact the Volunteer
Engagement Team at volunteer1@houstonhabitat.org if you cannot remember your username. This
will help us to avoid having duplicate accounts for one volunteer.

Remember these terms:

e Register- register for a Volunteer Hub account

e Sign up- sign up for a specific event

e Check-in- arriving to the build site and having designated staff or volunteers mark that you are
“checked in” to the build site. You can also check yourself in by scanning a QR code or using
the day’s check in code. Checking in updates your hours on your account.

Should you be called to assist with volunteer check-ins, these terms will be used to guide volunteers
in the registration and sign-up process. You may need enhanced account features to check
volunteers in. Please see the Volunteer Engagement Team if that is the case.

Landing Pages

At the top of the Volunteer Hub main page are links to user group landing pages. These are designed
to only show the events reserved for that user group. Although the events may show up for anyone
when the links are clicked, only those in that user group can sign up for that event unless it is open to
everyone. Here are the current landing pages available:

e Open Builds- open to all

e Gardening- open to all
e ReStore- open to all

e Partner Families- restricted to those in the homeownership program
e Core Graduates- restricted to Core Volunteer Graduates
e Core Volunteers- restricted to Core Volunteer Trainees

Waivers

All Houston Habitat volunteers must sign up through the Volunteer Hub website to sign our electronic
waiver form. Each volunteer will be prompted to sign a waiver the first time the sign up for an event
and on the yearly anniversary of that initial sign up.

Minors (16 &17) must fill out a paper waiver that is signed by a guardian. Once the minor waiver is
signed, the Volunteer Coordinator will add the minor waiver to the minor’s account on Volunteer Hub
upon check in. The original paper waiver will be stored with Houston Habitat for record keeping.
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Sign Up Policy

Houston Habitat is extremely grateful for the amazing support of our Core Volunteers. We would love
to have a place for everyone to bring their skills, willingness to learn, and energy. Therefore, we have
established a registration policy that will provide opportunities for most of the Core membership rather
than a select few who have more availability.

e Core Trainees- This user group should sign up for all available classes that they need to
attend. The goal of the Trainee is to finish all classes to graduate. Additional experience can
be gained by signing up for Open Builds.

e Core Graduates- Since we have increased the number of spots per house build to 4, we will no
longer restrict how many spots a Core Grad can sign up for per week/month. As we grow our
cadre of graduated Core Volunteers, we ask that our graduates be mindful of others who wish
to help accomplish our mission.

However, Core Graduates will follow our general Registration Policy. You can find the details of that
policy in Appendix C.

2.3 Graduation
Evaluations

Core Trainees in the House Build class are evaluated before the end of each build season in
December and June. The Associate Director of Volunteer Engagement presents the Trainees’
program status to the evaluation team. The evaluation team, consisting of the Construction Director
and the Primary Trainer (the Project Manager or other skilled staff), go over each trainee to determine
whether they have learned the right amount of skills to help House Leads lead volunteers on the
builds site.

Those who wish to graduate:
* Must not have missed more than 2 classes
« can have some subtasks incomplete

Graduates with unfinished tasks must coordinate with volunteer staff to get on builds that will bring
them to full course completion.

Playhouse and Wall Build Trainees will learn and finish all their requirements in one day.
Rollovers

Home Build non-graduates’ rollover to next build season. They will be deemed complete and receive
their Graduate gear when they finish the classes they need. Their actual graduation ceremony will be
at the end of the current build season with the rest of the current trainees. The rollover Graduate will
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be moved to the Core Graduate user group in Volunteer Hub and be able to sign up for available
events.

Spaces are limited for Core Trainees on our builds, so we strongly encourage them to graduate in
their first build season. Staff will work with rollovers to get them on new classes. Because the amount
of space on the build site is limited, Trainees are strongly encouraged to complete the program within
one year.

Uniform

Core Volunteer Graduates will receive an orange Houston Habitat branded t-shirt and a hard hat
(HB). Graduates must wear either of these items (preferably both) while registered on a Core Grad
spot on the volunteer portal. Graduates not assisting staff, on an Open Build as regular volunteers for
example, do not have to follow this policy. The uniform helps other volunteers clearly identify the Core
Volunteers on site.

Additional Core Volunteer shirts may be given for free as volunteer hour milestones. They are also
available for $10.

Background Checks

Policy 19 of the U.S. Affiliated Organization Policy Handbook requires all Habitat affiliates to conduct
sex offender registry checks on all potential homeowners, board members, staff members and key
volunteers. “Key volunteer” generally refers to: (1) any volunteer, who, through Habitat programming,
has consistent and direct contact with vulnerable populations; or (2) repeat volunteers who
consistently volunteer for more than 8 hours per month. The final determination and definition,
however, rests with the affiliate Board.

Our Board approved policy has determined that Core Volunteers fall within the “key volunteer”
provisions of the U.S. Affiliated Organization Policy Handbook. Therefore, all Core Graduates must
provide information required for a background check and pass the check. Graduates will fill out the
paperwork at graduation. Initial Core program cohorts that have graduated before this policy was
implemented must also pass a background check to stay within the program.
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SECTION 3: Safety
3.0 GENERAL BUILD SITE SAFETY
Personal Protective Equipment

e Hard hats are required when on an active job site.
e Houston Habitat will provide:

Hard hats

Gloves

Eye protection

Ear protection

Other task specific PPE

O O O O O

Staff Guidance

All volunteers must follow all rules and guidelines from Houston Habitat staff no matter the volunteer’s
construction experience level. When volunteers sign up, they agree to follow the Houston Habitat
Code of Conduct. Please reach out to the Volunteer Engagement Team for any questions on the
Code of Conduct.

All volunteers have “Stop Work Authority” on the build site to correct safety issue on site.
Proper Hydration

¢ All Houston Habitat construction events have water stations on site and volunteers are
encouraged to take a water break when needed.

e Take more water breaks when the heat and humidity are at high levels. Summer Hours have
mandatory breaks every hour.

¢ Medication may make you more dehydrated.

e Bring your favorite water bottle. We will provide paper cups for those who don’t bring a water
bottle.

Power Tools

o Power tools require live power, a battery, or an air house to operate.

e Volunteers must be 18 years of age and older to operate them.

e Eye protection is required to be worn when near or using a power tool.
e Avoid using gloves on any type of saw.

e Ear protection is available and recommend when on site.

e Be aware of your surroundings when using a nail gun or saw.
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First Aid

o First Aid Kits are located on site and in the Volunteer Rest Area.
¢ All incidents that require first aid must be reported to the site coordinator and reported on an
incident form.

Site Housekeeping

¢ |tis important to keep the work site neat and clear of any debris.

e All supplies and materials will be stacked neatly and out of the walkways.

e Volunteers can help ensure that all debris and trash is picked up and thrown away in a trash
bag or in the site trash box.

e Food trash goes in trash bags that are taken off site daily to avoid animals making a mess
when no one is around.

Lifting Mechanics

o Lift all items and materials with proper lifting mechanics

e Bend at the knees

o Keep the load close.

e Avoid using just your back.

e There may be a time when you need more than one person to help lift an item. This is called a
“Team Lift".

e Avoid carrying items overhead.

e Be aware of your swing radius and tripping hazards on your route

Ladder Safety

e Ladders are a two-person tool. One person on the ladder is completing work and the second
person is there to spot.

e Extension Ladders are for roof work or higher-level tasks.

o A-Frame ladders are for general use.

e Follow the 4 to 1 ratio rule

e Your belly button must be between the side rails and do not step past the 2" rung on the
ladder (see sticker).

e Don't leave any tools on top of the ladder and walk away from it.

¢ Both feet should stay on the ladder and at no time should you sit on or straddle the ladder.

Situational Awareness

e Always be aware of your surroundings
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¢ Do not interact with wildlife or stray animals. Let staff know if you encounter them.

e The build may have uneven terrain or tripping hazards, so watch for holes, drops, or dips.
¢ Avoid and report any unusual plants or weeds.

o Watch when crossing the road and try to use the sidewalks when available.

¢ No ear/headphones are allowed on site.

Injuries

All Houston Habitat build sites have first aid kits. Here is the general guideline for injuries on the build
site:

¢ Minor injuries (small cuts, scraps, bruises, sprains, splinters) may be addressed on site, and
the volunteer may return to work when ready. Report on the incident form.

e Maijor injuries (large cuts, gashes, heat cramps) may be addressed on site, but the volunteer
will be asked to stop work. The Volunteer Coordinator will have the volunteer fill out an incident
report. Resumption of work for the volunteer can only be approved by the Project Manager or
Safetyman. If they feel the injury has been addressed properly and work will not further harm
the volunteer.

e Severe injuries (broken bones, cuts requiring stitches/additional medical attention, heat
exhaustion, joint dislocations) require immediate medical aid. Notify the closest staff, so they
can call emergency services. The Volunteer Coordinator will fill out the incident report with aid
from the volunteer as soon as possible.

llinesses

Volunteers should not come to the build site when ill. Those volunteers who become ill while on the
build site will be sent home. Any vomit should be stored in a trash bag separate from the in-use build
site trash bag. Once finished, the bag will be tied up and placed away from the build and volunteer
rest site until taken for disposal by staff. Gloves must be work when handling biohazard materials.

Reporting

All volunteers have Stop Work Authority. This is the authority to stop work to fix behavior that is out of
safety compliance. Volunteers should notify the staff House Leader, Project Manager, or Volunteer
Team member of any unsafe actions that need to be addressed.
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APPENDIX
Appendix A: VOLUNTEER CODE OF CONDUCT

Houston Habitat for Humanity Volunteer Code of Conduct

Becoming a Houston Habitat volunteer comes with great rewards and responsibilities. Volunteers like
you are representatives of Houston Habitat for Humanity. When you accept a volunteer role with
Houston Habitat for Humanity, you commit to act in a way that promotes Houston Habitat’s mission,
respects the local community, and ensures the safety of all participants. In addition to complying with
all laws, regulations and Houston Habitat for Humanity policies, all volunteers are expected to follow
the volunteer code of conduct outlined below.

1. Promote a respectful community: Treat all volunteers, employees and community members
with respect, courtesy, and dignity. This includes avoiding the use of humiliating, demeaning,
offensive, or otherwise insensitive language that fails to respect the dignity of the person.
Volunteers are also expected to refrain from engaging in intimidation, physical, sexual, and/or
emotional violence toward others. Help promote a welcoming, respectful environment by
making efforts to understand and honor the local culture and by following all rules and policies
set forth by a Houston Habitat program staff member or supervising volunteer. Use of social
media should be governed by the principles of respecting and protecting vulnerable
populations while preserving their dignity and privacy. You are discouraged from posting
anything on social media that permits beneficiaries from being identified and/or traced.

2. Respect the human rights of all people and protect beneficiaries and community
members from exploitation and abuse. All Houston Habitat volunteers must model behavior
consistent with the Houston Habitat for Humanity International Safeguarding Policy which
protects staff, beneficiaries, and community members (especially vulnerable adults and
children) from exploitation and abuse. Inappropriate physical or sexual relationships with other
volunteers are prohibited. Under no circumstances may volunteers engage in sexual activity
with a child (a person under the age of 18, regardless of the legal age of consent and local
laws), any Houston Habitat staff or beneficiaries, or any community members. This includes
not procuring commercial sex acts, even where such activities are permitted by local laws.

3. Prioritize site safety: Safety rules, health policies and guidelines on the volunteer site have
been created to keep you and others safe as you volunteer and must be followed. Activities
that pose a safety risk to yourself or others should be avoided. Report any unsafe working
conditions to the onsite supervisor.

4. Uphold a zero-tolerance policy for alcohol, drugs and weapons: The purchase or
possession of drugs or weapons is strictly prohibited on Houston Habitat for Humanity property
and volunteer sites. The purchase or possession of alcohol is also strictly prohibited on
Houston Habitat for Humanity volunteer sites, even if permitted by local laws or by the laws of
the volunteer’'s home country.

5. Follow the gift giving policy: To avoid potential misunderstandings, embarrassment, injured
feelings or jealousy, volunteers are asked not to exchange gifts with Houston Habitat
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beneficiaries, staff members or community members without consulting Houston Habitat staff.
Volunteers may speak with a staff member about appropriate ways to exchange gifts and our
staff is happy to suggest gifts that will benefit the entire community.

6. Protect assets: Use reasonable care to protect all Houston Habitat for Humanity resources.
Stealing, misappropriation or diversion of Houston Habitat for Humanity funds, property, or
other assets for personal benefit is not permitted, nor is otherwise engaging in fraudulent
activity regarding Houston Habitat for Humanity’s assets, operations, or beneficiaries.

7. Maintain confidentiality: Build trust with other volunteers and Houston Habitat for Humanity
by respecting the confidentiality of volunteers, staff, Houston Habitat beneficiaries, and
community members. Unless you receive prior written approval from Houston Habitat, you will
not disclose confidential Houston Habitat’s information or confidential information given to you
by others.

8. Speak up!: Houston Habitat for Humanity embraces a “see something, say something” culture.
If you become aware of potential misconduct, help reinforce our culture of courage and
accountability by sharing your concerns with an appropriate Houston Habitat staff or
supervising volunteer. You can also anonymously report potential misconduct through
MySafeWorkplace.com.

| acknowledge that | have read, understand and agree to be guided by this volunteer code of conduct.

| commit to helping to safeguard the rights and dignities of all people | encounter during my volunteer
service with Houston Habitat.

| understand that | have a responsibility to report any potential misconduct to an appropriate Houston
Habitat staff or through MySafe\Workplace.com.

| understand that Houston Habitat has the right to release me from my volunteer position at its
discretion. | also understand that | am responsible for any costs that | may incur due to a violation of
the code of conduct.
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Appendix A: VOLUNTEER REGISTRATION POLICY

Purpose
This guide outlines Houston Habitat for Humanity’s policy for registrants’ failure to attend events.

Background

Houston Habitat for Humanity welcomes thousands of volunteers each year to work on construction projects,
garden, or at a ReStore. Sometimes there are not enough spots at an event to accommodate the volunteers
who want to help. We expect all volunteers to be mindful of our limited volunteer opportunities by adhering to
the following registration policy.

Registration for Events and the Waitlist

All volunteers must register for an account at Houston Habitat’s volunteer portal on Volunteer Hub. By
selecting an affiliation (Open Build, Garden, or ReStore) or using a provided join code, volunteers may sign up
for events.

Some user groups may include a waitlist for events. Once the group limit for volunteers is full, volunteers can
sign up for the waitlist to let staff know they are interested and available to volunteer at the event.

Waitlisted volunteers are granted registration when registered volunteers remove themselves from the event.
Volunteers are considered a no show if they do not attend the event and fail to unreqister before the event
starts.

Unregistering for Events
Volunteers can unregister for events in 3 ways:
1. Log into Volunteer Hub
a. Sign in, find the event, and click the “Cancel Registration” button
2. Using the Registration Email
a. Click the “Click here to cancel your registration.” link in the email.
b. Sign in and continue the unregistration process.
3. Reply to the Registration Email
a. Reply to the email confirmation stating you are not able to attend the event.
b. The email is sent to our volunteer1@houstonhabitat.org email monitored by the Volunteer
Engagement Team (VET). We will manually unregister you.

Registration Policy
Houston Habitat hereby establishes the following sign-up policy to reduce no shows and provide all volunteers
an equal opportunity to help their community:

1. First Infraction — Upon a volunteer’s first failure to attend, they will be sent an email reminding them of
our sign-up policy and the options for unregistering from events. They will still be able to sign up for
future events.

2. Second Infraction — Upon a volunteer’s second failure to attend, they will be sent a second email stating
the dates of both no shows, a reminder of the registration policy, and a request for a phone call to
discuss the no shows with the Volunteer Engagement Team. The volunteer will still be able to sign up
for future events. If the discussion with the team has not been completed, a team member will speak to
the volunteer at their next event.

3. Third Infraction — Upon a volunteer’s third failure to attend, they will receive a suspension from
volunteering with Houston Habitat for 30 days and removal from all remaining signups. The volunteer
will also receive an email explaining the reason for the suspension and an invitation to discuss whether

Last Revision: June 2025


mailto:volunteer1@houstonhabitat.org

Houston

:fﬁr Habitat

for Humanity®

volunteering with Houston Habitat is a good fit for them and their schedule. If the discussion with the
team has not been completed, a team member will speak to the volunteer at their next event.

4. Fourth Infraction — Upon a volunteer’s fourth failure to attend, they will receive a suspension from
volunteering with Houston Habitat for 1 year (minimum) and removal from all remaining signups. The
volunteer will also receive an email explaining the reason for the suspension and an invitation to
discuss whether volunteering with Houston Habitat is a good fit for them and their schedule. Removal
from suspension is dependent on the discussion between the volunteer and the Volunteer Engagement
Team.

5. Infraction Reset — Infractions reset on the 1%t volunteer day of each new year or when a current
suspension ends, whichever is later. Volunteers with a Fourth Infraction suspension cannot wait out
their year to volunteer again. They must have spoken to the Volunteer Engagement Team with a
satisfactory outcome to participate again.

Houston Habitat reserves the right to refuse the service from any volunteer for any reason.
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Appendix C: GUIDEBOOK REVISIONS
9/15/20 - Guidebook created
1/27/21 - Revised Safety section, revised Roles and Responsibilities, added Core Curriculum section
1/28/21 - Added Volunteer Hub, Volunteer Code of Conduct, and Graduation sections
7/6/21 - Revised curriculum
1/5/22 - Updated timelines, clarified the Graduate uniform policy, revised roles
7/26/22 - Revised curriculum

1/31/23 - Revised curriculum, clarified Volunteer Coordinator role, removed Initial Grace period from
Sign Up Policy

7/30/24 - Updated program to reflect different certification tracks

6/30/25 — Additional updates to the different certifications. Safety section is now in line with the Safety
Cards.
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