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Community Service Volunteer Policy and Guidelines 

Habitat for Humanity of Southeast Indiana welcomes volunteers who need court-ordered community service 
hours. HFHSEI reserves the right to deny ANY individual in need of court-ordered community service hours the 
ability to volunteer for any reason. HFHSEI will not be a party before the specific Court which orders the 
service, there is no jurisdiction over the organization, and the Courts cannot order Habitat to allow an 
individual to volunteer with our organization. Individuals will be judged solely by their offense(s) and not by 
any other means, including, but not limited to: age, race, religion, sexual orientation, or disability. 

Qualifications 

• Habitat for Humanity of Southeast Indiana will not accept a volunteer for community service credit 
who is being charged, pleading guilty to, or having been found guilty of certain serious offenses 
including but not limited to: 

o Any felony charge 
o Sex crimes 
o Crimes against children 
o Assault and battery 
o Theft, robbery, and shoplifting 
o Forgery or fraud 

Certain offenses will be considered on a case-by-case basis as to whether or not an individual will be allowed 
to volunteer with HFHSEI. HFHSEI will evaluate drug-related misdemeanor convictions on a case-by-case basis, 
considering factors such as the nature of the offense, how much time has passed since the conviction, 
evidence of rehabilitation, and the responsibilities of the volunteer position. 

• HFHSEI will accept volunteers who need to complete any number of hours. There is no minimum or 
maximum requirement. All volunteer hours must be completed during HFHSEI’s normal business 
hours. Special volunteer opportunities will not be created outside HFHSEI’s normal volunteer needs. 

• All volunteers must be 16 years or older. Anyone under 18 must have a parent or guardian sign a 
special hard-copy waiver for minors. 

 

Steps to Volunteer: 

1. Fill out the Community Service Screening Form on the volunteer page of HFHSEI’s website. Please 
upload court documentation of offense and community service requirements. Please include the name 
and contact information of the court system, probation officer, or lawyer who needs to receive the 
verification letter. 

2. Receive approval from the volunteer department via email or phone. Please allow up to 5 business 
days for approval. 

3. Once approved, visit HFHSEI’s website (www.habitatsei.org/volunteer) to sign up as a volunteer. You 
will be asked to create a profile in our database and sign our liability waiver online. 

http://www.habitatmadisonindiana.org/
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4. Sign up for the specific days you would like to volunteer. Construction volunteer opportunities are first
come, first served. If you do not see any ReStore volunteer opportunities listed on the calendar, please
contact Amanda Thompson, Volunteer Coordinator, to set up your first volunteer opportunity
(athompson@habitatsei.org).

Attendance: 

• Please arrive on time. If volunteers are 15 minutes late to the construction site and miss the safety
training, the volunteer will not be allowed to stay.

• Failure to show (no-show) without calling or rescheduling will result in a cancellation of all future shifts
for the next 30 days. Repeated late arrivals are also grounds for shift cancellation at the ReStore
Manager’s discretion.

• Record your hours. Aside from tracking your hours personally and having them signed by a staff
member, we ask that all of our volunteers sign in and out with a manager.

Verification Letter: 

Once you have acquired the needed hours, please notify the Volunteer Coordinator and submit your 
Community Service Hours tracking sheet. The Volunteer Coordinator will sign any documents needed and 
submit them to you and/or the court. If a letter of verification needs to be written on Habitat letterhead, it 
must be requested at least 48 hours in advance of when it is needed. *Note: Verification letters will not be 
prepared without a validated time sheet. 

Volunteer Responsibilities: 

• Must be dressed in neat, clean, well-fitting clothing. Halter tops or shirts with inappropriate messages 
are not allowed (i.e. promoting violence, profanity, drugs, etc.) Closed-toe shoes are required

• Must use polite and appropriate language. Must be respectful of staff, volunteers, and customers.
• While volunteering, please limit cell phone usage to your lunch break. Volunteers are responsible for 

bringing their own lunch.
• Use of alcohol or drugs is prohibited.
• Smoking or vaping is permitted only in the designated smoking area.

Grounds for Termination: 

If a volunteer fails to comply with HFHSEI’s code of conduct or behaves inappropriately, HFHSEI may terminate 
the relationship with the volunteer. Examples for dismissal include, but are not limited to, the following: 

• Falsifying hours on volunteer sign-in sheet
• Unauthorized price changes on any ReStore items
• Inappropriate/unacceptable behavior as determined by Habitat staff, including alcohol consumption or

drug use prior to or during a volunteer shift, horseplay or unsafe activities, failure to follow instructions
of supervisor, rudeness to ReStore customers or staff, or any such behavior.

http://www.habitatmadisonindiana.org/

