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WELCOME

Welcome and thank you for your interest in volunteering with Tacoma/Pierce County Habitat
for Humanity! We are delighted that you have taken this step to learn more about how you ca
support us as we partner with people from all walks of life to provide low-income families new
hope in the form of simple, decent, affordable housing.

The ultimate purpose of Habitat for Humanity is to make poverty housing and homelessness
become socially, politically, and religiously unacceptable in our world. With these goals in
mind, employees and volunteers work as a community of caring people who demonstrate our
faith by our actions toward each other and toward the community at large. We seek to work
together in harmony, in an atmosphere of trust and confidence in each other.

It is our hope that you will join us in this spirit of partnership and that your efforts with Habitat
for Humanity will prove enjoyable and fulfilling. Since Habitat for Humanity is a volunteer-
driven organization, we rely on volunteers like you to work with families in need to turn their
dream of homeownership into a reality. From our construction and ReStore operations to our
office, special events, and committee work, we rely on volunteers in every facet of our
organization.

This handbook will provide you with general policies and practices of Tacoma/Pierce County
Habitat for Humanity. You are encouraged to familiarize yourself with the contents of this
handbook. It will answer many common questions concerning our organization and
volunteering. In order to retain necessary flexibility in the administration of policies and
procedures, Tacoma/Pierce County reserves the right to amend any policies and/or benefits
described in this handbook.
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HABITAT FOR HUMANITY INTERNATIONAL

Habitat for Humanity International is a nonprofit, ecumenical Christian housing ministry
dedicated to eliminating poverty and homelessness.

Habitat for Humanity’s work is accomplished at the community level by Habitat affiliates —
independent, locally run, nonprofit organizations. Each affiliate coordinates all aspects of
Habitat home building in its local area — fundraising, site selection, partner family selection and
support, house construction, mortgage servicing, and other aspects. Habitat for Humanity
International’s headquarters, located in Americus, GA, provides resources, training, and a
variety of other support services to Habitat affiliates worldwide.

Founded in 1976 by Millard and Linda Fuller, Habitat has built more than 300,000 houses
around the world, providing more than 1,500,000 people with safe, decent, affordable shelter
in more than 3,000 communities worldwide. HFHI is present in 90 countries across the world,
including all 50 U.S. states, the District of Columbia, Guam and Puerto Rico. Former President
Jimmy Carter first partnered with Habitat in 1984 and has become Habitat’s most famous
volunteer.

Habitat is not a giveaway program. In addition to a down payment and the monthly mortgage
payments, homeowners invest 500 hours of their own labor, sweat equity, into building Habitat
houses and working in various support areas. Habitat houses are sold to partner families at no
profit, financed with affordable, no-interest loans.

Family selection committees choose homeowners based on those who best match Habitat’s
selection criteria. Every affiliate follows a nondiscriminatory policy of family selection. Neither
race nor religion is a factor in selecting partner families.

Donations, whether to a local Habitat affiliate or to HFHI, are used as designated by the donor.
Gifts received by HFHI that are designated to a specific affiliate or building projects are
forwarded to that affiliate or project. Undesignated gifts are used where most needed.

For additional information about HFHI, please feel free to consult their website or contact the
international headquarters using the information below. On their website you can learn more
about Habitat’s worldwide efforts and also access a list of other affiliates.

Habitat for Humanity

121 Habitat Street
Americus, GA 31709-3498
USA

1.800.HABITAT
www.habitat.org
publicinfo@habitat.org
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TACOMA/PIERCE COUNTY HABITAT FOR HUMANITY

Tacoma/Pierce County Habitat became a locally run affiliate of Habitat for Humanity in 1985.
Since our inception, we have completed 168 homes. For each house built in Tacoma/Pierce
County, we tithe $4200 to Guatemala Habitat affiliates, building two homes there.

Tacoma/Pierce County Habitat homeowners finance their homes with no-interest mortgages.
In addition to a low down payment and low monthly mortgage payments, each partner family
invests 500 hours of labor, called sweat equity, into building their own home as well as the
homes of others. Additionally, partner families must complete a Tacoma/Pierce County Habitat
Homeowner Education Courses. Habitat for Humanity is an equal opportunity program;
individuals from all races, sexes, and creeds are encouraged to apply for homeownership
opportunities.

Tacoma/Pierce County Habitat for Humanity’s goal for 2009 is to build 18 homes, including 1
Gig Harbor/Key Peninsula. Our ultimate goal is to eliminate substandard housing in Pierce
County. We want to grow from building 18 houses in 2009 to 20 houses a year by 2010. To do
this, we need greater involvement of local churches, community and civic organizations, and
individuals.
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VOLUNTEER OPPORTUNITIES

Tacoma/Pierce County Habitat for Humanity is extremely grateful for the volunteers that lend
their time and energy to our home-building efforts each year, whether on a construction site, in
the ReStore, in our office, serving on a committee, or helping in any number of other ways.
Descriptions of Tacoma/Pierce County’s volunteer opportunities are listed below. We
encourage you to read through them to determine how your needs would best fit with the
opportunities we offer.

First Step: New Volunteer Orientation

Tacoma/Pierce County Habitat for Humanity requires that all volunteers new to our affiliate
attend a New Volunteer Orientation. There are two orientations a month, the first Saturday
and the third Thursday of every month. On the first Saturday of the month, orientations take
place in our office (St. Patrick Parish Center) from 9:30 AM — 11:00 AM. On the third Thursday
of the month, orientations take place at Immanuel Presbyterian Church (901 N J St, Tacoma,
WA 98403) from 6:00 PM — 7:30 PM. Those interested in attending an orientation may register
by emailing volunteer@tpc-habitat.org or by contacting the Volunteer Coordinator. All
volunteers must clear a sex offender background check.

Construction Volunteers

The most popular and visible of Habitat for Humanity’s volunteer opportunities, construction
volunteers are continually in demand due to Habitat’s ongoing building efforts. No
construction experience or skills are required. Volunteers must be 16 years old to volunteer on
a worksite. Construction volunteers, led by TPCHFH staff, help us build four days a week, year-
round. Volunteers undertake dozens of home construction tasks such as dry-walling, painting,
tiling, siding, insulating, and framing. Volunteers are scheduled on both an individual and group
basis.

ReStore Volunteers

ReStore volunteers work on maintaining and growing our store. The ReStore is looking for
enthusiastic and organized individuals to help plan and work in the ReStore. Retail
management experience is especially needed. Please see page 17 for ReStore hours of
operation.

Office Volunteers

Based in our Tacoma office (St. Patrick Parish Center), office volunteers perform a wide range of
administrative tasks in support of Habitat’s business responsibilities. Duties may include filing,
preparing mailings, and data entry. Office hours are 9 AM —5 PM, Monday through Friday.
Please contact our Volunteer Coordinator or consult our website to check our current office
needs.

Site Selection Committee

This committee’s responsibilities include site selection, land acquisition, and community impact
issues. This committee is crucial in the ever-challenging efforts to locate buildable, affordable
land in Tacoma/Pierce County. Volunteers with related professional experience as well as
everyday homeowners are encouraged to get involved.
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Family Partner Team

The Family Partner Team is responsible for the education and support of future Tacoma/Pierce
County homeowners, working with issues such as budgeting, home repair and maintenance,
community resources, and any of the other financial, legal, or personal responsibilities of
becoming a homeowner. Individuals with experience in social work, counseling, real estate,
law, neighborhood/community development, and homeownership or living-skills training are
encouraged to become involved, but the only prerequisite necessary is a willingness to invest
time and energy in a Habitat family. People who volunteer for Family Partnership are often
interested in having a cross-cultural experience, as we serve many immigrant families; they can
also be people with a mission to help single mothers or young children or young couples
starting out...or any other family make-up you can imagine. We have a great diversity in the
kinds of families we serve. As Habitat continues to build whole neighborhoods of Habitat
families, Family Partners are often asked to invest not just in one family but to participate in
fostering community among homeowners. This committee meets the first Tuesday of every
month at 7PM in the Tacoma/Pierce County Habitat office.

Family Selection Team

This committee is responsible for selecting future Tacoma/Pierce County Habitat homeowners
from a pool of applicants. This committee works with local residents, neighborhood
associations, social services agencies, schools and churches in the area where TPC/HFH is
building to spread awareness of Habitat’s program so that eligible residents know how to apply.
Team members attend application meetings and go on home visits to interview prospective
Habitat homeowners. The experience culminates in a consensus decision-making meeting
where applicants are discussed and then selected based on those who match best Habitat’s
selection criteria. Family Selection at Habitat is cyclical and the Team engages twice a year for 3
months in the selection process. They meet the first Thursday of every month at 7PM in the
Habitat office.

Church Relations Committee

This committee’s responsibilities are to identify area faith-based communities and design a
partnership program and build a faith-based coalition to support the initiative of eliminating
substandard housing. Tacoma/Pierce County Habitat is in need of volunteers in faith-based
congregation. This committee meets on the second Thursday of every month from 7 PM — 8
PM in the Habitat office.

Volunteer Support Team

This committee’s responsibilities are to support Volunteer Services. This team also helps
nurture Habitat volunteers. The committee helps build relationships at the New Volunteer
Orientation, Saturday Welcome Crew, and other volunteer events. Attention to detail and an
outgoing personality are especially appreciated on this team. Habitat appreciates volunteers
who are eager to learn about Habitat. This committee meets on the second Wednesday of
every month from 5:30 PM — 6:30 PM.

Special Events
Tacoma/Pierce County Habitat participates in a number of special events each year. These
include our alternative spring break program called Collegiate Challenge, our annual ‘Changing
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Lives’ fundraising breakfast, the ‘Raise the Roof’ auction, and more. Volunteers with related
professional experience in the area of fundraising, public relations and marketing are
encouraged to participate. Special events volunteers support the administration in developing
fundraising plans as well as implementing strategies and tasks. Volunteers work to organize
and support activities and special events.

Campus Chapter

Campus Chapters are student-run and student-led groups at local high schools and colleges that
work in partnership with Tacoma/Pierce County Habitat for Humanity. Their increased
commitment to TPCHFH gives the students a more complete experience of the many ways in
which Habitat serves local communities. Their active participation takes four primary avenues:
building, fundraising, education, and advocacy.
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100- Health and Safety
101 Introduction

Tacoma/Pierce County Habitat for Humanity and its volunteers share the responsibility for
maintaining a safe work environment. TPCHFH will attempt to assure a safe work environment
and to comply with federal, state, and local safety regulations. In turn, volunteers are expected
to obey safety rules and to exercise caution in all volunteer activities. Volunteers are also asked
to report any unsafe conditions to supervisors immediately.

If a volunteer has an accident that results in injury, he/she must report it to the supervisor,
regardless of how insignificant the injury may appear. Such reports are necessary to comply
with laws and initiate insurance.

Comprehensive construction site safety guidelines are described in the Safety Waiver for
Volunteer Construction Crew.

102 Drug and Alcohol Use

Drug and alcohol use are highly detrimental to the safety and productivity of volunteers.
Volunteers of TPCHFH are required to be medically (physically, emotionally, and mentally)
capable of performing the required work, free from the presence of illegal drugs, alcohol, or
substances that diminish or impair their ability to perform the job. Volunteers will not be under
the influence of any illicit drug or alcohol while volunteering with TPCHFH.

Tacoma/Pierce County HFH is a Drug Free organization. The unlawful manufacture,
distribution, dispensation, possession, or use of a controlled substance is prohibited in Habitat’s
program. Drug abuse violations in Habitat will result in immediate termination of the
volunteer.

It is the policy of Habitat for Humanity to maintain a Drug Free environment. Volunteers with a
drug, alcohol or other substance dependency are urged to seek professional treatment.

Habitat for Humanity is an alcohol free organization. Any volunteer found drinking alcohol at a
Habitat volunteer site will face disciplinary action.

103 Smoking & Tobacco

In keeping with TPCHFH’s intent to provide a safe and healthful environment, smoking and
tobacco are prohibited in and near all TPCHFH offices, the ReStore, buildings, construction
trailers, and construction sites. This is true except for designated areas. The Site Manager, at
his/her discretion, can designate an area on the construction site as a smoking area. This area
will be away from the work and rest areas of the work crews and any combustible materials. In
recognition of federal law, any volunteer under the age of 18 is prohibited from smoking or
using tobacco at any time on TPCHFH property.
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104 Pregnancy

Pregnant women are welcome to volunteer with Habitat in any capacity that they see fit. Itis
recommended that pregnant women do not climb ladders or lift anything heavier than 25
pounds without assistance. Also, it is recommended that pregnant women only assist with
painting if it is well ventilated.
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200 - Volunteer Relationship
201 Nature of Volunteering

This handbook is not an employment or volunteer contract and is not intended to create
contractural obligation of any kind. Neither you nor TPCHFH is bound to continue the volunteer
relationship if either you or TPCHFH chooses, at will to end the relationship at any time.

202 Attendance and Punctuality

In order to ensure a smooth operation, we ask that volunteers extend Habitat common
courtesy in informing us of absences, late arrivals, and early departures. Volunteers are
essential to Habitat; we depend on you and miss you when you are not here. In return, TPCHFH
will let volunteers know as soon as possible of any changes in scheduling or cancellations.

203 Volunteer Development

Tacoma/Pierce County Habitat for Humanity wishes to foster an efficient and professional work
environment by encouraging each volunteer to take advantage of job related educational and
vocational opportunities. When possible, volunteers are encouraged to attend conferences,
seminars, and other training programs. The CEO will consider requests for volunteer
development on a case-by-case basis.

204 Community Service

Tacoma/Pierce County Habitat welcomes community service volunteers from civic groups,
schools, community assistance programs, and the judicial system. It is the community service
volunteer’s responsibility to maintain an accurate time sheet and to ensure that it is signed off
at the end of each day by a TPCHFH supervisor or staff member. Hours worked but not
recorded or approved with signatures during the day of service cannot be counted. TPCHFH
does not recognize breaks or lunches offsite to be community service time. It should be further
understood that actual time worked will be credited for community service. For appropriate
placement within our organization, TPCHFH reserves the right to know the offense related to
court-ordered community service. TPCHFH will not allow individuals with sex offenses to
volunteer with our organization. Furthermore, if an individual has theft or assault charges
within the last five years, TPCHFH has the right to not accept the volunteer into our program.
In all other respects, court-ordered community service volunteers will be treated and held
accountable to the same standards as all other volunteers.
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300 — Volunteer Conduct, Recourse, and Remedies
301 Volunteer Conduct

To assure orderly operations and to provide the best possible volunteer environment, TPCHFH
expects volunteers to follow rules of conduct that will protect the interests and safety of all
volunteers and TPCHFH.

It is not possible to list all the forms of behavior or conduct that are considered unacceptable in
Habitat, but the following are examples of infractions of rules of conduct that may result in
disciplinary action, including suspension or immediate termination of volunteer.

e Theft or inappropriate removal or possession of TPCHFH property.

e Falsification of timekeeping records.

e Volunteering under the influence of alcohol or illegal drugs

e Possession, distribution, sale, transfer, or use of alcohol orillegal drugs while
volunteering with Habitat for Humanity

e Fighting or threatening violence at a Habitat event or worksite

e Boisterous or disruptive activity at a Habitat event or worksite

e Negligence or improper conduct leading to damage of TPCHFH’s or another person’s
property

e Insubordination or other disrespectful conduct

e Failure to follow a Habitat employee’s reasonable order or to carry out reasonable
volunteer assignments

e Smoking in TPCHFH building

e Violation of safety or health rules, including those detailed in the Safety Handbook
for Construction Crew Volunteers

e Sexual or other unlawful harassment or discrimination

e Possession of dangerous or unauthorized materials, such as explosives or firearms at
a Habitat event or worksite.

e Excessive absenteeism, tardiness or absences without notice

e Unauthorized use of TPCHFH owned equipment.

e Unsatisfactory job performance or conduct.

e Failure to improve performance after prior notification of unsatisfactory job
performance.

e Inappropriate interaction between volunteers and/or Habitat employees.

e Inappropriate use of TPCHFH building or grounds by volunteers during business or
non-business hours.

302 Dress Code
Everyone is expected to dress appropriately for the job in which they are performing. If anyone

has questions on what that means, they are to ask the supervisor under whom they are
performing that job. The Safety Waiver for Construction Crew Volunteers specifies protective
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clothing which must be worn at construction sites as well as attire that may pose a safety
hazard and must not be worn.

303 Disciplinary Actions

The following procedures are generally used with respect to conduct and discipline. It is
TPCHFH’s established policy that any conduct which in its view interferes with or adversely
affects the organization is sufficient grounds for disciplinary action. Such action can range from
warnings to immediate discharge. The volunteer can receive different warnings before being
asked to leave TPCHFH. Depending on the conduct, disciplinary steps may be enforced by the
following methods:

e Verbal Warnings
e Written Warnings
e Termination

Factors which may be considered in determining the appropriate disciplinary action include:

Seriousness of the conduct

Volunteer record

Volunteer’s ability to correct the conduct

Action taken with respect to similar conduct by other volunteers
Other surrounding circumstances

Volunteering with TPCHFH is at the mutual consent of TPCHFH and the volunteer; either party
may terminate the employment at any time.

304 Unlawful Harassment and Discrimination

TPCHFH is firmly committed to providing a positive work environment that is free of
discrimination, bias and harassment. It is the responsibility of TPCHFH and the volunteer to
maintain such a work environment.

TPCHFH prohibits any action or conduct which may discriminate against or harass other
volunteers.

TPCHFH does not tolerate any actions, words, jokes, or comments based on an individual’s sex,
sexual preference, race, ethnic background, age, religion, physical condition, or other legally
protected characteristic. Any conduct or action, whether overt or subtle, which creates an
offensive or hostile work environment is prohibited and will be grounds for immediate
disciplinary action. Such actions or words are forms of discrimination which violate state or
federal laws and TPCHFH’s policy. Comments or actions which demean or are hurtful to people
of a certain sex, race, age, religion, disability, or national origin are prohibited.
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Unlawful sexual harassment, whether committed by a Habitat employee or a volunteer, is
strictly prohibited. Conduct which creates a hostile, intimidating or offense volunteer
environment would include:

e Verbal harassment or abuse with sexual overtones.

e Subtle pressure or unwelcome touching of an individual (e.g. patting, pinching,
hugging, repeated brushing against another volunteer’s body) or request for sexual
activity.

e Requesting or demanding sexual favors accompanied by implied (by conduct or
words) or overt threats concerning an individual’s volunteer status.

e Requesting or demanding sexual favors accompanied by implied (by conduct or
words) or overt promises of preferential treatment with regard to an individual’s
volunteer status.

e Sexual flirtations, advances, or propositions.

e Retaliation for having reported the harassment.

This policy applies with equal force to men and women, to same and opposite sex relationships,
to supervisor-subordinate relationships and to peer relationships.

305 Harassment/Discrimination Investigative Procedure

Any volunteer who feels that he or she is a victim of sexual or discriminatory harassment is
encouraged to let the harasser know that his/her behavior is unwelcome. Additionally,
volunteers who feel they have been harassed must immediately report the matter to the CEO
or Chair of the Board of Directors. Regardless of the means selected to resolve the complaint,
any complaint will not be a reflection of the volunteer.

Following is the grievance procedure to be followed if a volunteer believes that she/he has
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known incidents of unlawful harassment. In order to accomplish this, unlawful harassment
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she/he has experienced unlawful harassment. Under no circumstances will an investigation be

conducted by the supervisor of the volunteer accused of harassment. All information will be

held in strictest confidence and will only be disclosed on a need-to-know basis in order to

investigate and resolve the matter.

Volunteers who feel aggrieved because of unlawful harassment have an obligation to
communicate their problem or concern immediately. The steps below should be followed by a
volunteer who has a complaint of unlawful harassment.

1. Volunteers should directly inform the individual engaging in the unlawful harassment
that such conduct is offensive and must stop.

2. Any volunteer who does not wish to communicate directly with the person, whose
conduct is offensive, for whatever reason, should immediately contact any supervisor at
the next higher organizational level, the CEO or the Chair of the Board of Directors. The
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volunteer should provide the supervisor, CEO or President of the Board of Directors with
a written statement setting forth the name of the person who is the source or cause of
the harassment, the nature of the harassment and when it occurred, and the names of
any other persons present when the harassment occurred.

3. Volunteers who feel they have been unlawfully harassed by anyone with supervising
authority, or any volunteer who feels that her/his complaints of unlawful harassment
have not been remedied, should immediately contact the CEO. The CEO shall ensure that
there is an appropriate investigation of the matter. In the event that the volunteer is
uncomfortable discussing the matter with the CEO, she/he should contact the Chair of
the Board of Directors or another member of the Executive Committee. Those involved
are expected to resolve the problem or conflict. The person contacted shall prepare a
report for the CEO and the Chair of the Board of Directors.

The report may remain confidential and not disclosed to the grievant(s) or alleged harasser(s) at
the discretion of the CEO, Chair of the Board of Directors, or Executive Committee. Both the
grievant(s) and alleged harasser(s) will be apprized of the recommendations of the CEO, Chair of
Board of Directors or Executive Committee following completion of an investigation.

Regardless of the means selected for resolving the problem, the initiation of a complaint of
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organization. Strict remedial measures will be implemented to eradicate any harassment and to
prevent recurrence. Anyone engaging in harassment will be subject to disciplinary action,
including possible immediate discharge.

Acting in Good Faith

Anyone filing a complaint must be acting in good faith and have reasonable grounds for
believing the information disclosed indicates misconduct, dishonesty, fraud, waste or abuse. A
volunteer who intentionally files a false report of wrongdoing will be subject to discipline up to
and including termination.

306 Fair Treatment Procedure

While TPCHFH desires every volunteer to receive fair and impartial treatment, it does recognize
that conflicts, misunderstandings, and problems will arise from time to time. Problems or
concerns may arise among volunteers or between volunteers and TPCHFH staff. Although most
misunderstanding can and should be solved on an informal basis with the supervisor, more
formal provisions have been made to resolve difficult problems. The procedures for addressing
a problem of concern follow.

1. The volunteer should directly inform the person who is the source or cause of the
problem or concern that there is a problem or concern. The two should attempt to
resolve the problem or concern informally and on their own.

2. If the volunteer does not wish to communicate directly with the person who is the
source or cause of the problem or concern, for whatever reason, or if the problem or
conflict is not resolved satisfactorily, the volunteer should contact the immediate
supervisor, the CEO, the Chair of the Board of Directors, or another member of the
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Executive Committee. The volunteer should provide the person contacted with a
written statement setting forth the name of the person who is the source of the
cause of the problem, the nature of the problem and when it occurred, and the
names of any other persons present when the problem occurred.

3. The person contacted by the volunteer making the complaint shall ensure that there
is an appropriate investigation of the matter. The affiliate will supply a person not
on staff with expertise in conflict resolution to attempt to resolve the problem. The
volunteer involved will be expected to participate in the resolution process with this
person. Those involved are expected to resolve the problem or conflict. The person
contacted shall prepare a report, as appropriate, for the volunteer’s supervisor, the
CEO, and/or the Chair of the Board of Directors.

Regardless of the means selected for resolving a problem or dispute, the use of the Fair
Treatment Procedure shall not be any reflection of the complaining volunteer. It is TPCHFH’s
policy to encourage early resolution of problems, disputes and concerns. This provides a
healthy and productive volunteer environment for all.

A problem, conflict or concern may require the use of remedial or disciplinary measures which
are found in other parts of this Handbook.
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400 — Volunteer Files, Volunteer Reviews and References
401 Access to Personnel Files

Personnel files are property of TPCHFH, and access to the information they contain is restricted.
With reasonable advance notice, a volunteer may review the material contained in her/his file,
but only in TPCHFH’s offices and in the presence of the individual appointed by TPCHFH to
maintain the file. A volunteer may not see the contents of any references from individuals
without the express permission of the individual.

A volunteer’s personnel records will not be provided to anyone outside TPCHFH without the
volunteer’s approval except as required by law.

Any volunteer working in the office, ReStore, or construction site that has access to viewing
personnel files will be required to sign a confidentiality agreement form.

402 Personal Records and Changes
A volunteer’s volunteer record at TPCHFH begins with the registration for a volunteer.

It is important for volunteers to notify TPCHFH of any changes in personal data. Personal
mailing addresses, telephone numbers, email address, and individuals to be contacted in the
event of an emergency should be kept accurate and current at all times if the volunteer desires
to continue volunteering with TPCHFH. It is the volunteer’s and TPCHFH’s responsibility to keep
this information up to date.

A volunteer’s personnel file shall contain:

e Name, address, telephone number, email address to be filled out on the Volunteer
Interest Form

e Emergency Contact

e Acknowledgement form indicating receipt of a copy of the Safety Instructions

e Acknowledgement form indicating receipt of reading the Volunteer Handbook

e Any volunteer action notices

e Exit interview upon termination of volunteering with TPCHFH

403 Retention of Records
A volunteer’s records (volunteer form, liability waivers, etc.) will be kept for 3 years, 120 days.
Washington State requires that records are kept for 3 years and Habitat for Humanity

International requires that records are kept 120 days beyond statute. After 3 years, 120 days,
records will be shredded.
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500 — Change in Volunteer Status
501 Separation of Volunteer

Separations are an inevitable part of life within any organization and many of the reasons for
separations are routine. The following are examples of some of the most common
circumstances under which volunteer separation occurs.

Voluntary Volunteer separation initiated by a volunteer who chooses to leave
TPCHFH voluntarily.

Discharge Volunteer separation initiated by TPCHFH because of performance, for
cause or for any reason determined appropriate by TPCHFH.

Volunteering with TPCHFH is at will. TPCHFH or the volunteer may terminate the volunteer
relationship at any time without notice and with or without cause.

502 Exit Interview

An exit interview may be conducted with a volunteer who has been terminated. The exit
interview will be conducted by a staff member other than the immediate supervisor. If the
immediate supervisor is the CEO, a member of the Executive Committee will conduct the exit
interview.

503 Return of Property

Volunteers are responsible for all property, materials, or written information issued to her/him
or in her/his possession or control. This is the property of TPCHFH and should not be disclosed
or otherwise given to anyone without appropriate authorization. Volunteers must immediately
return all TPCHFH property that is in their possession or control in the event of termination of
volunteer, resignation, or immediately upon request. TPCHFH may also take all action deemed
appropriate to recover or protect its property.
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USEFUL INFORMATION
Hours of Operation
Tacoma/Pierce County Habitat Office: Monday — Friday 9:00 AM — 5:00 PM
(Please note office is closed Tuesdays 9:30 AM — 11:00 AM for Staff Meetings)

Construction Sites: Wednesdays — Saturdays 8:45 AM ~ 3:30 PM, year-round

ReStore: Tuesday — Saturday 10:00 AM — 5:00 PM
505 Puyallup Ave
Tacoma, WA 98421

Address and Contact Information

Mailing Address Physical Address
Tacoma/Pierce County Habitat for Humanity St. Patrick Parish Center
PO Box 7124 1001 N J St

Tacoma, WA 98417 Tacoma, WA 98403
Office: 253.627.5626 Website: www.tpc-habitat.org

Fax: 253.284.2805 Emalil: office@tpc-habitat.org

Tacoma/Pierce County Habitat Staff

Maureen Fife 253.627.5626 ext 12 Gomer Roseman 253.627.5626 ext 15
Chief Executive Officer Site Development Director

Jill Kenly 253.627.5626 ext 11 Jennifer Aszklar 253.627.5626 ext 16
Communications Director Fund Development Associate

Carl Duester 253.255.7061 Nick Zolle 1.253.261.4263
Construction Manager Construction Manager

Guy Nielsen 253.507.6318 Patrick Scanlan 253.627.5626 ext 18
Construction Manager Volunteer Services Director

Elizabeth Pauley 253.627.5626 ext 23 Linda Rego 253.627.5626
Family Services Director Family Services

Michelle Parnell 253.627.5626 ext 10 Susan Patterson 253-627-5626 ext 20
Office Manager Chief Financial Officer

Michael O’Connor 253.627.5626 ext 21 Marse Lear 253.627.5626 ext 13
Controller Accountant

Bob Estrada 253.779.8149 Karen Roice 253.779.8149
ReStore Director ReStore Manager

Rich Flannigan 253.779.8149

ReStore Operations Manager
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Observed Holidays

New Year’s Day Good Friday Memorial Day
Independence Day Labor Day Thanksgiving Day
Day after Thanksgiving Christmas Day Two “Floating Holidays”
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VOLUNTEER ACKNOWLEDGEMENT

| have read the Tacoma/Pierce County Habitat for Humanity Volunteer Handbook and
understand | should consult with the CEO or Volunteer Coordinator if | have any questions
about the policies, procedures and benefits contained therein.

| understand that from time to time there may be revisions to the Volunteer Handbook. Such
revisions will require the prior approval of the CEO and will be communicated to volunteers
through official notices.

| have entered into my volunteer relationship with TPCHFH voluntarily and acknowledge there
is no specified length of volunteering. Accordingly, either TPCHFH or | can terminate the
relationship at will, with or without cause, at any time.

Furthermore, | acknowledge that his Handbook is neither a contract of employment or
volunteering, nor a legal document. Although some or all of the policies, procedures, and
benefits may have been explained to me verbally, | understand that it is my responsibility to
fully read and comply with the policies contained in this handbook and any revisions made to it.

Volunteer Signature Date Signed

Volunteer’s Name (Type or Printed)

Please sign this page, detach, and return to Tacoma/Pierce County Habitat for Humanity employee.
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