Habitat for Humanity ReStore Volunteering Guidelines

Before reading this, please read our General Volunteering Guidelines
Arriving at the Store:

When you arrive for your shift – the very first thing you should do is sign in.  The sign in book is located in the media room of the ReStore.  Each volunteer should have their own time sheet, please use the alphabetical tabs on the book to find the section that your last name begins with.  For example, if your last name is Smith, please go to the “S” tab.  If you have questions about this, please ask.  After you sign in, please check in at the front desk (cashier).
Dress Code:

All volunteers are expected to arrive in appropriate clothing for the occasion.  Items that may not be worn while volunteering with Habitat for Humanity are as follows:

· No baggy clothing

· No loose jewelry

· No door knocker earrings

· No high heels

· No open toe shoes (including flip flops and sandals)

· No skirts

· No shorts that are inappropriately short (fingertip rule)

· Nothing with offensive writing, cuss words, nudity, or reference to drugs, alcohol, or sex.

Things to ask yourself before you leave your house:

· Do I have my time sheet (if you are required to have it signed)?

· Am I dressed appropriately?

· Do I have my lunch/drink that I need?

· Am I wearing close-toed shoes?

· Did I bring my work gloves?

Volunteer Discount:

Discount are only provided to volunteers who are not doing community service and who are here a set number of hours per week.  Please ask a ReStore supervisor for more details on a discount.

Things to Remember:

· Please, always ask before you move items.

· You must always wear work gloves when working with heavy chemicals.

· Please be careful when moving fragile items.

· Just because it is donated to Habitat does not mean it is free for you to take.

· You may not purchase items until they are on the display floor.

· We do not want to see behinds, cleavage, or any other body part – please dress appropriately!

Cell Phones:

We do not encourage any individual to bring their cell phone with them while volunteering, but if you feel you need to have your cell phone; please be advised that it will need to be turned off or put on silent (not on vibrate).  If you need to make a phone call, please ask the office manager to use the office phone, otherwise, sign out and step outside to use your cell phone.  

Personal Visits:

Individual who are fulfilling their community service with Battle Creek Area Habitat for Humanity at the ReStore, are not allowed to have personal visitors or personal phone calls.

Directions/Parking:

The ReStore is located at 551 W. Michigan Ave, Battle Creek, MI 49037 at the corner of W. Michigan and Angell Street.

If you drive, please park across the street from the ReStore, either in the street or the smaller parking lot located at the intersection of Jordan St. and W. Michigan.  Please do not park in lot directly in front of the ReStore entrance as you will be asked to move your vehicle.

Time Sheets:

Time sheets are the sole responsibility of the volunteering individual.  We do not keep record of hours for more than one year.  If you lose you time sheet, you must be able to verify your hours in the sign in book.

Restrooms:

Restrooms are located in the north east corner of the ReStore; they are to be used when necessary and not for hanging out.  If you bring merchandise into the restrooms you will be immediately terminated.  If you take any items out of the restrooms you will be immediately terminated

Break Room:

The ReStore break room is to be used by volunteers only and only during hours they are volunteering.  Below are simple rules to be followed in the break room.

· VISITORS ARE NOT ALLOWED IN THE BREAK ROOM – result is immediate termination and loss of hours.

· Coffee is for volunteers only, please do not use more than 1/3 cup per pot.

· Please do not take any food, drink, or any other items that is not yours out of the refrigerator or cupboards (this may be someone’s lunch).  

· Wash and dry all dishes you use immediately.
· CLEAN UP AFTER YOURSELF.

· Take all items home on a daily basis.

· Do not enter any office (result is immediate termination and loss of hours).

First Aid Kit:

The first aid kit is located behind cash register – please ask cashier to get it for you.
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