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1.Foreword

Welcome to Capacity Building Field GuideAn Affiliate Perspective on Increemg Capacity the fourth edition of A Model for
Affiliate Capacity Building This guide is designed asatool to help affiliates evaluate their current capacity and determin e
the steps to take to serve more families. The basis for this capacity building model is the sharing of affiliate experiences
and best practices. More than 40 years of experience and cooperation among affiliates has helpedHabitat for Humanity
grow. This guide is just one tool for affiliates to use when endeavoring to serve more families, but, unlike other resources,
this one is generated by information from affiliates themselves. It draws on the wisdom of numerous leaders whose
affiliates that have shown strong growth sin ce the last guide was developed. These leaders come from affiliates smalland
large, rural and urban, and everything in between.

The last edition of this guide was published in 2013. Much has changed at Habitat for Humanity | and in the United
States| since the previous edition. In the lead-up to the 2017 Global Conference a Habitat for Humanity International
working group was convened to update the guide. We had two goals:

2. To maintain the essential nature of this guide as reflective of what we learned from affiliates , rather than Habitat
i OUw' VOEOPUaw( OUT UOEUDPOOEOZUwYDPI PUWEEOUUD Wi OPwWwUOWEUDPOE w

We followed a nearly identical process to the one we used for the previous guide. We surveyed and interview ed
affiliates and used their responses to update this guide, the transition charts and the staffing chart. Affiliate leaders were
asked what factors significantly increased their growth and capacity build ing in the following categories: governance,
homeowner services, systems, financial management, staffing, resource development, advocacy and awareness building,
construction, land/property acquisition, external environment, mission and core values, learnin g/reflection/assessment,
ReStores, and community development.

31 DU wl Bdveybrésdtg dde similar but not identical to those of the last edition . In that edition , leaders identified
resource development, staffing and financial management as having the greatest positive influenceOOwU0T | PUWET | B C
ability to build or sustain capacity. This year, leaders selectedresource development, staffing and ReStores as thefactors
that had the greatest influence.

We have made some additions to this guide. First, we brought back the popular staffing charts. Second, we wrote a
section titled so that we could capture our recommendations in
a way that would clearly delineate them from affiliate responses. Lastly, affiliate s requested we update the way the self-

We acknowledge that capacity building is hard work. As one affiliate reflectedin anB OUT UY DI POw? - OO1 woi
37T Ul weUl wOPOI Uwbpi 1T OwaOUwl EYI wOOWEDT wET I xOwl BYT wadlUUI Of wE
building capacity is wort hwhile. Serving more families, community by community, helps get us one step closer to our

vision of a world where everyone has a decent place to live. It is our hope that this field guide and the words and advice
from your fellow affiliates can motivate a nd guide you when the road is challenging.
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2. Capacity building

What is capacity building?

CExEEPUAWEUDPOEDOT wbUwOT I wel YT 0O0x 01 OUwoOi wEOwWOUT EOPAEUDPOOZz Uuw
capacity may relate to almost any aspectofanEl | PODPEUI zUwbOUOOwWPOEOQUEDOT wOl EET UUT B
development. While many affiliates think of grow th quantitatively | interms of increasing the number of housing

products provided | the qualitative aspects are equally critical. The maturing of board and staff leadership, program

development, and fiscal responsibilD Ua wE Ul wUOOUOOT wbOEPEEUOUUWOI wUT T wOUT EOPAEU
changes required for growth.

For many Habitat affiliates, growth is not a linear process. Survey data and interview responsesreinforce the
synergistic and dynamic changes affiliates experience as they grow. For additional information about the
interdependencies of the organizational elements| strategy, structure, systems, core values, skills and leadership|
please see the section and

What support is available for affiliates engaging in capacity building?

HFHI supports affiliate leaders in their search for excellence by providing coaching and networking , along with the
following resources:

1  Affili ate Support Center

My Habitat

Organizational development consultants
Construction technology

Learning and organizatio nal development
ReStoreCollaborative

Neighborhood revitalization

Government grants and lending resources
National Service

Affiliate tithe

Habitat.org

=A =4 =4 =4 4 -4 -4 A4 A -4

Many states have state support organizations that provide valuable services related to fundraising, disaster response,
advocacy, and training and technical assistance.To get more information or connect with your state support organization,
visit

As previously stated, networking among Habitat affiliates and other nonprofits provides a powerful source of
information and inspiration. You can connect with other affiliates at trainings or events, or by locating an affiliate near
you on and picking up the phone.

Affiliate maturity levels

Habitat affiliates have historically used the titles Foundation Builder, Home Builder, Block Builder, Neighborhood
Builder, Community Builder EOE w3 OpPOw! UPOET UwUOWET OOUI wUT 1 PUwWET I POPEUI z Uu
Here are brief descriptions of each level:

2 JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)
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FOUNDATION
BUILDER

These affiliates are staffed primarily by volunteers. The board president functions as the affiliate director.
Finances are managed by the board treasurer, and most other tasks 8 homeowner selection and support,
property acquisition, construction 8 fall to committees or individual volunteers. The board sees the capacity
building opportunity of hiring its first paid executive director and begins to develop a job description. The
new directorés responsibility is wusually to manadg

HOME BUILDER

These affiliates generally start to become more sophisticated in their processes. They typically add
construction, administrative or homeowner services staff members, many of whom split their roles and
responsibilities. There is a high concentration of volunteers supporting various functions. This is also a level
at which affiliates consider opening a ReStore.

BLOCK BUILDER

At this level, housing production is becoming systematized, and the construction staff includes a manager
(paid) and site supervisors (unpaid). AmeriCorps and other volunteers (RSVP, workforce development, etc.)
may support various functions. Administrative assistance in the form of an office manager or administrative
assistant is often seen, along with a resource development director. ReStore management staff is based on
volume, and additional staffing depends on the state of the volunteer program for the store.

These affiliates begin to develop departments with multiple staff members for basic functions such as

NEIGHBORHOOD | homeowner services, construction and resource development. Construction adds significant numbers of
BUILDER full- or part-time staff members, depending on the use of volunteer crew leaders. Property acquisition is
professionalized. The executive director title may transition to chief executive officer.
At this stage, affiliates expand their staff significantly, including a CEO, chief financial officer and,
increasingly, a chief operating officer or program director. Finance officers have skills to explore alternative
COMMUNITY ' ) ) . ”» .
BUILDER financing mechanisms. Resource development has multiple staff members for grant writing, special events,

etc. The affiliate may operate multiple ReStores. Well-developed partnerships may include resource
sharing, including staff.

TOWN BUILDER

Affiliates have matured into highly functioning organizations with all positions of responsibility
professionalized. Resource development may add a major donor/gifts manager. Committees, if still in place,
and other volunteers have limited duties. There is a strong presence of AmeriCorps and other volunteer
support within the construction department.

In the past, when Habitat affiliates were almost exclusively building new homes, the number of homes completed
easily correlated with affiliate maturity levels. For example, if your affiliate built one home ayear, you were historically
considered a Foundation Builder. However, now that affiliates provide an expanded array of housing products | new
homes, repairs, rehabs, recycled homes, weatherization, etc.| the level descriptions no longer easily correlate with

homes completed, which makes determining anE | | POPEUI zUwOEUUUPUa wOl VI Guefiiate] wE OO x

might build only one new home a year but also do numerous repairs and rehabs.That affiliate would not be considered
the same maturity | evel as an affiliate that builds only one new home a year and does not provide additional housing

products.

On a related note, Affiliate Statistical Report numbers have changed dramatically since the last edition of the guide.
The new reporting includes ?additional affiliate services; including housing support services and community projects.
These also represent increased numbers of families served.
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3. Fleld guide methodology
and updating process

A Habitat for Humanity International working group met over the course of ayear to update the field guide. The steps
used to develop this edition include:

1  Reviewing the last guide with a survey of previous users and an affiliate advisory group .
Building a database ofaffiliates that exhibited growth .

Conducting an online survey of selected affiliates through Survey Monkey .

Following up with phone interviews with selected affiliates

Identifying and categorizing trends of success.

Updating staffing and affiliate maturity level transition charts .

=A =4 =4 -4 A 4

Writing case studies.

The working group and affiliate leaders who helped develop the previous 2013field guide found that the
methodology and most of the framework were still appropriate for this updated edition.  Online survey questions were
rewritten to reflect current issues and were disseminated to affiliates through Survey Monkey. We received survey
responses from 86 staff members, most of whom were executive directors. Data were then analyzed to inform interv iew
guestions and the field guide itself.

Interview questions were written to flesh out the survey data and provide quotable material , stories and case studies
The appreciative inquiry method, known as A.l., was used to craft questions. A.l. is both a pro cess and a philosophy of
change. As a process, it is the act of asking questions, exploring and investigating in order to discover the best qualities
and inherent value in an organizational structure so that an affiliate can build on that positive core to create additional
capacity. As a philosophy of change, it is based on the belief that studying what works and energizes is a more effective
and sustainable means of creating positive change than studying breakdowns and pathologies. Building on strengths has
always been the approach of thefield guid e.

4 JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)
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4. Working group
observations and
recommendations

Throughout the process of compiling survey data, reviewing interview notes, updating transition charts and writing the
case studies, theHFHI work ing group drew conclusions about the capacity building story that the data weretelling . In an
effort to maintai n the reflective nature of the field guide , we have confined these observationsand recommendations to
this section. The comments below are the opinions of the HFHI working group , based onour thorough review of the data
and knowledge of organizational development.

ALIGNING YOUR CHANGING ORGANIZATION INCREASES UNDERSTANDING
OF AFFILIATE CAPACITY BUILDING.

Capacity building is not a disconnected set of actions, but rather a nonlinear, ongoing and open process.Organizations
experience collaborative and reciprocal changes as they grow their capacities around six interdependent elements:

strategy, structure, systems, core values, skills and leadership. Thee elementsmake up the six elementsin Aligning Your
Changing OrganizationwhichisaEUDUPEEQwWOOOOWE UwWE QwE T | b difaled dag usauhishegiuEdb) U1 wE
to determine how to realign their operations or maintain alignment during periods of change.

firhere are lots of different areas of capacity, and if one of them is really strong and another is really

weak, it doesnd6t really work well . Tboeegnr oswo niehtehm nagl |w eabtv
done intentionally and it has been key. o0

0 Habitat for HumanityPortland/Metro East

For more information, see

NEIGHBORHOOD REVITALIZATION IS A PROVEN TOOL FOR SERVING MORE FAMILIES.

In 2010, Habitat for Humanity rolled out neighborhood revitalization . Habitat affiliates working on neighborhood
revitalization serve more families by responding to community aspirati ons with an expanded array of products, services
and partnerships, with the mission of empowering residents to revive their neighborhoods and enhance the ir quality of
life. Though it has always been a part of the Habitat mission, the concept of additional housing products combined with a
community development approach has been new to some affiliates. Many have adopted new building products but have
not included the community development aspect and therefore have confined their service to families solely thr ough
housing. Because HFHI strongly believes in the importance of neighborhood revitalization by serving families and
communities, the Affiliate Statistical Report now measures community development activities as well. In this edition of
the field guide, the survey sent to affiliates was designed to single out those additional activities in an effort to recognize
affiliates that have adopted the true definition of neighborhood revitalization by combining housing products with
community development.

Affiliat es of all maturity levels enter into neighborhood revitalization , and as they adopt the recommended practices,
it forces them to grow their organization in all six areas mentioned in Aligning Your Changing OrganizationTheir
increased capacity enables then to serve more residents and families, ensuring not only decent, affordable housing but
also a strong, stable and safe community in which to live.
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Below is an excerpt from the Fiscal Year 2015 Annual Report that elaborates on this strong capacity building
approach:

In 2014, the Vectren Foundation, the philanthropic arm of a Midwestern utility company, approached
Greater Muncie Habitat for Humanity in Indiana to see if they could team up.
iwWe want to engage with ¢ ommu n isdeifwescanimake animpacsier vi ce t ¢
these communities that have been hard hit by economic downturn, the housing crisis and the loss of
manufacturi ngsTjoob Mo® rex pltdaien foundati onés manager of <co
developed a stress index to find out what communities are hurting the most and came up with heat maps
Sso we can see the areas that are the most stressed. 0
Tom met with Lindsey Arthur, executive director of Greater Muncie Habitat. iTo me, as a nonpr
who just added a neighborhoodrevi t al i zati on component to our strategioc
Lindsey says. i We had tneighthohabd ravitatization, but we did not have the capacity to start
a community conversation about this type of strategy. 0
With partners they recruited, Greater Muncie Habitat and Vectren selected South Central, which has
a vacant property rate of almost 25 percent, as a focus neighborhood. A $10,000 grant from Vectren
helped with the planning process and coalition building and enabled Habitat to fund the implementation
and use of Success Measures.

iSome people may have thought, 6OK, youdre gonna CO0me
say fAOK, we did our workypoé Bouthwe dandt BWermubhdéehat aw
effort.0

For more information about neighborhood revitalization , please visitthe

fi D o ineighborhood revitalizatonhas c¢created more resources, so itds a n
resources to invest more resources. |bb6s definitely <c¢h
0 Habitat for Humanity of Omaha

To learn more about neighborhood revitalization and the impact of community development on capacity building,
read the case studies on and

TITHE IS AN INTEGRAL COMPONENT TO LOCAL SUCCESS.

As part of the affiliation agreement, each Habitat affiliate pledges to contribute 10 percent of its undesignated cash
contributions to support ' EEDUEUZz UwbOUI UODEUDPOOEOQwWPOUOB wW3T UOUTT wUTl ECwUDPUI
where everyone has a decent place to live.For more information about tithe, seethe

iwWe ramped up our tithe and have a real commit ment to
our tithe partners. We do a staff exchange 0 bring one of their staff here, send one of our staff there. We

talk aboutthi s as part of our work. o

0 Habitat for Humanity of the St. Vrain Valley

ENVIRONMENTAL FACTORS, ALTHOUGH INITIALLY PERCEIVED AS THREATS, MAY REPRESENT AN
OPPORTUNITY FOR AFFILIATES TO GROW.

Environmental factors such as natural or man-made disasters, economic changes, significant funding increases or

decreases, negative public perception, or death or injury can significantly affect EOQWE T | POPEUI z UWEEXxEED U2
Although affiliates may initially see environmental factors as thr eats addressing them often helps &filiates grow their

capacity. Affiliates that are flexible and open to opportunities have the chan ce to rise up from significant events healthier

and with great organization al growth. An affiliate that is focused on capacity building cannot eliminate all risk through
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planning, but it can be much better prepared to manage crises when they do occur. It is always a good idea to discuss
best and worst-casescenariosduring strat egic planning and to include a risk response plan. Having a good plan in place
gives you something to rely on. In times of stress or risk, reach out to HFHI for support.

i OQOur af fdrdundadrogfor Bupesstorm Sandy in 2012. This presented a huge challenge for us but

ultimately helped us grow capacity and become an affor
0 Northern Ocean Habitat for Humanity
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5. The affiliate
self -assessment

Setting expectations

The affiliate self-assessment is a tool contained wihin the capacity building guide. Affiliates can use this survey to
determine their current maturity level in a variety of categories. Completing the survey and aggregating the results will
inform them of where they are organizationally and show them the st eps they must take to build capacity.

It is possible for an individual to take the survey alone, but the primary purpose of the self -assessment is to start a
discussion about the current state of the affiliate and what steps need to be taken in order to grow the affiliate and
develop greater impact. Therefore, this tool is most effective when multiple people with knowledge of the affiliate |
board members, staff members, committee members, donors and homeowners| take the survey. When getting input
from a group, it is helpful to establish a survey leader to gather and aggregate the answers and coordinate the resulting
discussion.

How to take the self-assessment

STEP 1: DETERMINE WHICH FORM OF THE SELF-ASSESSMENT TO USE

There are two ways to take the selfassessment: using an online survey or using a hard copy survey. If a group of people
are to take the selfassessmenf for example, a board of directors | we recommend that all survey takers use the same
method (either online or via har d copy) to make compiling the results easier.

The information below will help you determine which methodology to use.
Option 1: Online

f  Participants will take the survey online . Survey takers must have access to MHabitat EOE w01 1 wEi | POPEUI 2
you need help, contact the Affiliate Support Center at (877) 4344435.

Option 2: Hard copy
1  Participants will be given hard copies of the survey .
f  Survey takersdo notneed accesstoMy EEPUE U wOUwUT | wEi I POPEUI zUwxEUUOI Uw( #
1  The survey leader will need to manually aggregate results and look up next steps using the scoring sheet and
transition chart references.
STEP 2: TAKE THE SELF-ASSESSMENT

Option 1: Online

1  Contact the Affiliate Support Center at (877) 4344435 for assistace.

Option 2: Hard copy

1  Adownloadable PDF for the self-assessment and scoring sheet is availablstarting on

1 The survey leader will print and distribute hard copies of the self-assessmentSurvey takers should read through each
guestion and circle one letter that best describes how things work at their affiliate , then record the letter they selected
at the bottom of each page before moving on to the next survey question (this will make compiling survey results
easier).

Note: Regardless of whether the group takes the survey online or via hard copy, to obtain uninfluenced results,
participants should take the survey individually before discussing the questions or their answers.
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STEP 3: AGGREGATE THE RESULTS
Option 1: Online

f  Resultswill be tabulated and reported automatically. The self-assessment results willshow T OP wUUE OT T OOET UL
responses chssified the affiliate into maturity levels | Foundation Builder, Home Builder, Block Builder, etc. | in
each category.Results are not reported in aggregate.

Option 2: Hard copy

1  Asurvey leader will need to manually aggregate all individual responses o nto a self-assessment scoring sheeflhe
leader should print out one hard copy of the scoring sheet and collect all individual surveys. The leader will then
place a tally mark in the box on the selfassessment scoring sheet that corresponds to the letteredected for each
catega a wi OUwi EET wb O Eobexdnile) EsOrey s OU Uwl7 aw&E W E O Ew? 2> wbOwUl UxOO0
theleaderb OUOE wx OEE]T wOOI wUEOOCa WOEUOwWPOwUIT 1 wEORWEODT ODPOT wkpb U]
1  Once all the responsesn each categoryhave been completely transferred to the selfassessment scoring sheet, go
through line by line and circle the highest (or top few highest) numbers for each category.For example, if you are
O000POT WEUWUT T w?! OEUE? wOD Ol wPrdaks), B haatwoEaddind Gifelditdrshavelaoyu E O E w

in board development.
1  Consult the key at the bottom of the scoring sheetto determine how the letters translate to affiliate maturity levels.

STEP 4: REVIEW AND DISCUSS THE RESULTS

Once you have the aggregated results, find your affiliate maturity levels in the transition charts in

As stated above, the primary purpose of the self-assessment is to start a discussion about the current state of the
affiliate and what steps need to be taken in order to grow the affiliate and develop greater impact. It is likely that your
UUEOI T OOCET UUwWPDOOwWI EYI WEPI 11 UI OUwOxDPOPOOUWEOE wx latsessmem UD Y1 U
same maturity level in all categories. (For example, an affiliate might be a Foundation Builder in the resource
development category and a Home Builder in the construction category.) Both of these results are completely normal and
not a cause for concern. It is notnecessary to have perfect alignment among survey takers or within categories. The
purpose of the assessment is to start a discussion about where the affiliate is and what it needs to do to build capacity.

Regardless of whether the survey is taken online or via hard copy, it is a best practice to review the aggregated results
and discuss with the group why each person selected the answers they did. It is important to review the survey results
with the board and staff and talk about what is already happening at the affiliate. Not everyone who takes the survey will
have the same perspective or knowledge. This survey should be considered a baseline assessment for the affiliate; it will
help determine a starting point so that the affiliate can make plans to move forward.

It is a best practice to review the full set of transition charts and to examine all the categories forUT I wEIT | PODE U1
identified maturity level (e.g., Home Builder) as a whole. There are overlapping steps for different categories, and you
might miss important steps if you just look at one of the transition chart categories (e.g., construction). Therefore, it is best
to look at all the transition charts for U1 1 wE | mdudtplevel is, zather than just pulling out one category.

Additionally, the transition charts are cumulative, so each affiliatez Katurity level builds and expands on the
previous one. To keep these charts from being too cumbersome, only the new steady state characteristics are added for
each maturity level. Therefore, it is a best practice to review the full transition charts that come before your maturity level
OOwOEOI wUUUIl waOUwWEPEOZ UwOPUUWEOGaUT POT wbOwxUI YDPOUUWOEUUUDUA
The Affiliate Support Center is available between 8 a.m. and 8 p.m. EST to help you navigate the process. Call (877)
4344435,
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STEP 5: CONSULT THE CASE STUDIES, STAFFING CHARTS AND OTHER TOOLS

The appendices include helpful resources that showcase how affiliates grew their capacity. is a full list of all
the transition charts. presents the staffing structures of 85 affiliates of varying maturity levels.
presents case studies featuring guidance from the affiliate interviews. discusses how ReStores affected

Ei Il POPEUI Uz WE ED GpYawdidadididrpd terbEandrésauttasd
How to use the results of the self-assessment

Once your affiliate has completed the steps abovethere are a variety of ways to use the results.The following ideas are
some suggestions from the HFHI working group about how you might use these results. This list is n ot comprehensive
and just a starting point for how the results might be used.

The results of the seltassessment could be used:
As part of succession planning.

As part of board or staff development .

To conduct an organizational assessment

To create a hiring plan.

To apply for a Capacity Build ing grant.

=A =4 =4 =4 4 -4

To inform affiliate strategic or operational planning .
For additional information or support in any of these areas, contact the Affiliate Support Center to get started.

U.S.field staff is available through the U.S.costshare program or other programs to lead your affiliate in strategic
planning and aligning your strategic planto ' E E b UlBbalzstthiedic plan.

Applying the field guidewhenal i gni ng wi t h -PDstrategiapglams 20 1

Habitat for Humanity has a global strategic plan for its headquarters, national organizations, U.S. affiliates and state
support organizations. The plan was begun in 2010 with input from staff members, volunteers, donors and other
community stakeholders and was completed in 2012. All of Habitat worldwide is adopting the plan and using it | with
local modifications. The Habitat strategic plan and its templates offer a perfect next step for using this field guide to

The strategic plan and all supporting documents can be found on the MyHabitat Knowledge Center 7 Btrategic
Planning Page In adopting the plan, each affiliate will develop local goals around at least one objective in each impact
area and in all the objectives in the foundation of the plan: building a sustainable organization. Below is an example of an
affiliate and i ts work in building community impact.
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Example of affiliate alignment with the global strategic plan —

XY Z Habitat for Humanity

Goal 1: Build Community Impact

Strategic objective

XY Z Habitat objectives

Metrics and targets

* Continue to serve familias in XYZ
senvice areavia new construction;
launch rehab program.

& | aunch repair program; begin
with A Brush with Kindness, then
incorporate weatherization and
critical home repair programs
within two years.

* By 2020, serve 11 families
per year with new
construction and rehabs.

* By 2020, serve 20
families per year with
repair products.

* Enrollinneighborhood
revitalization and launch
revitalization programs.

* Deasignate and work in at
least three communities
onneighborhood
revitalization programs.

Sarva families
through sustainable
constructionand
Build fousing support
Community
Impact
Improve housing
conditions
Leverageshelterasa
catalystfor
community
transformation.
Grow capacity to

serve thamost
vulnarable, the
disaster-affected and
the urbanizing world.

¢ |aunch Veterans Build program
for vetarans and military families;
apply for Home Depot Repair
Corps program.

* Participate in Building Tennasses
program.

* Sorve 10 veterans or
military families with naw
construction, rehabs or
repairs during plan period.

* Sorve 10 elderly or special
needs families during plan
period.

USING THE FIELD GUIDE TO DEVELOP AN AFFILIATE STRATEGIC PLAN

Start at the beginning of the Field Guide to Greater Affiliate Impaand take the affiliate self-assessment. You will be directed
to the transition chart s, which show steps your affiliate can take to increase its capacity. Once you have determined the

strategic plan.

$REOxOl ow3T 1 wss789w EEPUEUwWI OUw' UOEODPUazzwEI I POPEUI WEEOY
grow to improve homeowner services. In the self -assessment, the board and staff learned that they are at the Home
Builder level in homeown er services but at the Block Builder level in construction. They looked at the transition steps in

homeowner services and put those that were appropriate to helping them grow to the Block Builder stag e into their
strategic plan.
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Example of affiliate alignment with the global strategic plan —

XYZ Habitat for Humanity
Goal 1: Build Community Impact

Strategic objective

XY Z Habitat objectives

Metrics and targets

Serve familias

through sustainable
constructionand
housing support
services.

Build
Community
Impact

Improve housing
conditions

® Recruitahomeowner services
coordinator (paid or voluntesr)
using a board-approved job
description, and ensure his or her
training.

® Have the homeowner selection
committee develop a process for
outreach and for recommending
prospective homeowners for
hoard approval.

® Expand the homeowner
education program.

® Develop a homeowner training
prograrm.

® Expand sweat-equity guidelines
to serve more people.

® Develop apolicy for lot
assignment and house size.

® Maintaininformal relations with
homeowners after closing (e.g.,
picnics, Christmas party, etc.)

® Create afeedback mechanism
for homeowners.

® Allnewly approved future
homeowners are supported
through a homebuyer
education program.

® Allnewly approved future
homeowners are supported
through the affiliate’s PAL
program.

e Hold ayearly family picnic
in Summit Park.

o Homeowner services
coordinator leads homeowner
selection and homeowner
support committess.

U.S. field staff are available through the U.S. cost share program or other programs to lead your affiliate in strategic
planning using the field guide.

Contact the Affiliate Support Center to get started:

JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)


mailto:USSupportCenter@habitat.org

CAPACITY BUILDING FIELD GUIDE

6. Acknowledgments

From Jill Clevelandgrganizationaldevelopmentonsultantand projectmanagetr:

HABITAT FOR HUMANITY

No effort of this magnitude can succeed without the help of many people. Within Habitat there are so many great team
players with so many wonderful skills. HFHI staff members and affiliates alike came together to help define what is
working to build capacity in the field.

With gratitude, | would like to acknowledge the followi ng people and affiliates:
9 Our HFHI sponsor, Mary Welch, senior director, affiliate services
1  Theéffiliate advisory group

Gina Leckron, Habitat for Humanity Indiana

Isobel Donovan, Habitat for Humanity of West Hawaii
Jayne JohnsonFarmville Habitat for Humanity

Karen Kallenburg , Habitat for Humanity Colorado

Lisa Houser, lowa Habitat for Humanity

> > > > > > >

1  Surveyed and interviewed affiliates

Kenneth Oehlers, Habitat for Humanity of Southeast Ohio

Tammy Laurence, Fayetteville Area Habitat for Humanity
Terry Laney, Habitat for Humanity of Lincoln County , Oregon
Tony Miranda , Habitat for Humanity Golden Empire

A Alachua Habitat for Humanity A Athens Area Habitat for Humanity
A Habitat for Humanity in Atlanta Inc. A Austin Habitat for Humanity
A Battle Creek Area Habitat for Humanity A Beaches Habitat for Humanity Inc.
A Brown County Habitat for Humanity A Bryan/College Station Habitat for Humanity
A Habitat for Humanity of Bucks County A Habitat for Humanity Cabarrus County
A Habitat for Humanity Cape May County A Habitat for Humanity of Champaign County
A Greater Des Moines Habitat for Humanity A Habitat for Humanity East Bay/Silicon Valley
A Habitat for Humanity East Jefferson County A Habitat for Humanity of Evansville
A Farmville Area Habitat for Humanity A Fayetteville Area Habitat for Humanity
A Habitat for Humanity Forsyth County A Greater Fox Cities Area Habitat for Humanity
A Greater Fredericksburg Habitat for Humanity A Habitat for Humanity Freeborn/Mower
A Fremont Area Habitat for Humanity A Genesee County Habitat for Humanity
A George/Greene Habitat for Humanity A Golden Empire Habitat for Humanity
A Habitat for Humanity of Greater Baton Rouge A Habitat for Humanity of Greater Dayton Inc.
A Greater Green Bay Habitat for Humanity A Greater Nashua Habitat for Humanity
A Habitat for Humanity of Greenville County A Greenwood Area Habitat for Humanity
A Gwinnett County Habitat for Humanity A Habitat for Humanity Fresno County
A Habitat for Humanity of Columbus NE A Habitat for Humanity of Dalton -Whitfield & Murray
A Habitat for Humanity of Greater Newburgh Inc.
A Habitat for Humanity of Marion County Inc. A Habitat for Humanity of lowa
A Habitat for Humanity of Southeast Ohio A Habitat for Humanity of South Collin County,
A Habitat for Humanity of Summit & Wasatch Texas

County A Habitat for Humanity of St. Charles County

A Habitat for Humanity of Wood County, Ohio
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Habitat for Humanity of York County
Hanover Habitat for Humanity

Habitat for Humanity of Greater Harrisburg
Area

Habitat for Humanity of the Coachella Valley
Habitat for Humanity Summit County
Holston Habitat for Humanity

Habitat for Humanity Huron Valley

Joplin Area Habitat for Humanity

Kentucky Habitat for Humanity

Lakeland Habitat for Humanity

Lexington Habitat for Humanity

Manatee County Habitat for Humanity
Mariposa County Habitat fo r Humanity
Habitat for Humanity of McHenry County
Midland County Habitat for Humanity
Habitat for Humanity of Monroe County

New Albany/Floyd County Habitat for
Humanity

Northern Ocean Habitat for Humanity
Northwest Metro Atlanta Habitat for
Humanity

Old Colony Habitat for Humanity

Habitat for Humanity of Ontario County, New
York

Habitat for Humanity of Greater Orlando Area
Patuxent Habitat for Humanity

Habitat for Humanity Philadelphia Inc.
Habitat for Humanity Prince William County
Putnam County Habitat f or Humanity, Ohio
Richmond Metropolitan Habitat for Humanity
Roane County Habitat for Humanity
Saginaw-Shiawassee Habitat for Humanity
Habitat for Humanity of Seminole County and
Greater Apopka, Florida Inc.

Habitat for Humanity of South Collin  County,
Texas

Habitat for Humanity of Southern Santa
Barbara Inc.

Habitat for Humanity of the St. Vrain Valley
Stillwater Habitat for Humanity

Truman Heritage Habitat for Humanity Inc.
Habitat for Humanity of Tuscaloosa

Waco Habitat for Humanity

Warren County Habitat for Humanity Inc.
West Tuality Habitat for Humanity

Habitat for Humanity of Williamson County
Texas Inc.

Habitat for Humanity Yuba/Sutter

> > > > >y > D> > D> D>

vy > B D

> >
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Habitat for Humanity Hamilton County

Habitat for Humanity of Hardin County, Kentucky,
Inc.

Habitat for Humanity of Lincoln County, North
Carolina

Habitat for Humanity Ontario County, New York
Habitat for Humanity New York State

Houston Habitat for Humanity

Habitat for Humanity Inland Valley Inc.

Habitat for Humanity Kent County

Habitat for Humanity La Crosse Area Inc.
Habitat for Hum anity of Lee and Hendry Counties
Inc.

Habitat for Humanity of Greater Los Angeles
Manhattan Area Habitat for Humanity

Maumee Valley Habitat for Humanity

Habitat for Humanity Metro Maryland Inc.
Habitat for Humanity Milledgeville -Baldwin
County

Morris Habit at for Humanity Inc.

North Collin County Habitat for Humanity
Habitat for Humanity Northwest Indiana Inc.
NW Michigan Habitat for Humanity

Habitat for Humanity of Omaha

Habitat for Humanity Orange County, North
Carolina

Our Towns Habitat for Humanity

Habitat for Humanity Peninsula and Greater
Williamsburg

Habitat for Humanity Portland/Metro East
Habitat for Humanity of Pulaski County
Putnam Habitat for Humanity, Florida

Habitat for Humanity Riverside

Rogue Valley Habitat for Humanity

Sea IslandHabitat for Humanity

Habitat for Humanity

of Smith County

Southeast Ohio Habitat for Humanity

Habitat for Humanity of Springfield, Missouri Inc.
Habitat for Humanity of Steele -Waseca Area
Habitat for Humanity Susquehanna

Tulsa Habitat for Humanity Inc.
Valdosta-Lowndes County Habitat for Humanity
Habitat for Humanity of Wake County

West Hawaii Habitat for Humanity

Wild Rivers Habitat for Humanity Inc.

Habitat for Humanity York County
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1  Researchersjnterviewers, writers, editors and faithful IT gurus
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Adam Smith

Carol Gregory
Donna Golden

Iris Dooling

Kevin Hiebert
Mark Lassman-Eul
Nancy Daverio
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Anna Beningo

Dawn Daniels-McNear

Ethan Park

Jill Cleveland, project manager
Laurie Foor

Mary Welch

Tad Monroe
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APPENDIX 1:

Survey and
Interview results

We received survey responses from 85 affiliates.Affiliate leaders identified three categories as having the greatest positive

members conducted interviews with selected surveyed affiliate leaders. These interviews gave the work group inspiring
stories and provided common themes and trends. The quotes below and linked case studies emphasize that these capacity
building steps reflect what is actually happening in the field.

Here are the top survey responses and an affliate quote for each of the categories:

Staffing

TOP SURVEY RESPONSES PERCENTAGE

Hiring staff with high levels of skill, experience and competence. 81%

Adding staff in key areas of affiliate operations. 76%

Training and/or professional development of staff. 71%

Establishing or improving regular staff evaluations. 45%
fDonét be afraid to exit people. Donét | et being a 6Chr
business. | t datohavadocdstew@ar@dhip and that rmeans the right staff capable of doing

the job. o
0 Habitat for Humanity Northwest Indiana Inc.

Readthe and to

Ol EUOQwWOOUIT wE E OU U wdapaéty Huiidg .z UwbOx EEU0wOOw

Resource development

TOP SURVEY RESPONSES PERCENTAGE

Board member involvement in fundraising. 59%

Direct mail. 56%

Partnership with faith partners. 56%

In-kind donation. 55%

Special events. 56%

Online giving. 47%

Improving donor retention. 45%
il never think of myself as not working, and |1 6ve drive
you are, you always represent Habitat. Every circle you are standing in has a potential donor or partner in it.
Be proud to share stories. Always be a champion for Hab

0 Northern Ocean Habitat for Humanity

Read thecase studies on and to learn more
about resourcedl Y1 OO x O1 O U z thpaitpbuitHiag). w O O w
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ReStores

TOP SURVEY RESPONSES PERCENTAGE
Increased nonrestricted revenue for general affiliate operations. 71%

Opening or improving a ReStore operation. 69%

I ncreasing visibility and awareness of Ha| 66%

New partnerships with local businesses. 66%

New way for people to support Habitat. 55%

New volunteers or using volunteers in new ways. 55%

fOur ReStorei s mul ti pur pose. I't is an income stream but al so

activities that happen every day to affect our communi
0 Habitat for Humanity Inland Valley Inc.

Read the to learn more about ReStoregimpact on capacity building .

Governance

TOP SURVEY RESPONSES PERCENTAGE

Board-executive director/CEO relations. 72%

Strategic planning. 61%

Develop/strengthen board committees. 55%

Adding new board members. 55%
AA recent board president helped | ead strategic changes
board, the structure of meetings, and established active board committees. Our board members care about
Habitatandar enét just on the board to pad their resumes. Thi

0 Habitat for Humanity of Central Arkansas

Homeowner services

TOP SURVEY RESPONSES PERCENTAGE
Homebuyer application process. 72%
Outreach to potential applicants. 64%
Homebuyer education and training programs (affiliate staff led). 59%

firhe credit review and credit counseling services we provide helps create a safe environment for people
to make better choices, which ultimately leadstomor e homeowner applicants. 0
0 Habitat for Humanity of Champaign County

Systems & Technology

TOP SURVEY RESPONSES PERCENTAGE
Use of social media (Facebook, Twitter, Instagram, etc.). 90%
Analyzing and updating technology for effectiveness. 63%
New technology, software, databases, etc. 58%
Volunteer management systems. 43%
fFi nanci al management systems were cruci al to our affil

the right software and the people who have an understanding of nonprofit accounting.o
0 Habitat for Humanity of Smith County
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Systems & Management strategies

TOP SURVEY RESPONSES PERCENTAGE
Using management strategies for overall affiliate operations. 74%
Using organizational data to make management decisions. 61%
Internal communication strategies. 56%
Policies and procedures centralized, catalogued and/or documented. 49%

fWe made changes in our software and our auditor. Getting an auditor who focuses on the nonprofit world
was key. o0
0 Houston Habitat for Humanity

Financial management

TOP SURVEY RESPONSES PERCENTAGE
Annual budgeting. 81%
Financial reporting to the board (comparing income/expenses to budget). 73%
Use of accounting software (e.g., QuickBooks). 73%
Managing delinquencies (foreclosure prevention). 63%
Knowledgeable finance committee. 63%
Mortgage servicing in house. 29%
Mortgage servicing outsourced. 45%
Mortgage procedures and regulations (MPAR) education. 45%

fOur affiliate recently started using a five-year model instead of annual financial planning. This allows us
to go to the next level of thinking beyond what money we have in the bank. It helps us be realistic about
new projects we wathetplart, we need to fudfaisei nmoré for itnThig five-yaar model

has led our affiliate to more aggressive fundraising tactics & board member development, major gifts,

leveragingloansd and has all owed us to take advantage of other

0 Habitat for Humanity of Omaha

Read thecase studies on and to learn more

abouti P OE OE b E O wOilmgaé bl céphddybailding .

Advocacy and awareness building

TOP SURVEY RESPONSES PERCENTAGE
Public relations and media outreach. 72%
I ncreasing visibility and awareness of Ha|74%
Relationships with elected officials. 66%
New partnerships with local organizations/coalitions. 65%
iVebve been very intentional and fortunate in keeping

so much bad news that people are excited to hear a happy story. We get coverage in the paper and on

TV atleasttwotothreet i mes per month. The media calls us now
your mission in front of the public;then even the naysayers can be convi
0 Habitat for Humanity of Tuscaloosa
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Construction

TOP SURVEY RESPONSES PERCENTAGE
Home preservation. 57%
Effective volunteer management processes. 54%
Critical home repair. 55%
Use of volunteer skills teams or skilled crew chiefs. 54%
Use of theme builds. 57%

fExpanding the array of construction services allowed our affiliate to dramatically increase the number of
people we serve. Doing repairs and rehabs was incredibly helpful to stay relevant when doing new home
construction is not viable. o

0 Habitat for Humanity Prince William County

Land/property acquisition

TOP SURVEY RESPONSES PERCENTAGE
Developing relationships with municipalities to acquire/develop land. 59%
Developing land acquisition strategies. 57%
Multi-year lot inventory/land banking. 41%
Acquisition rehabs. 36%
AA hpioghnt in our affiliatebés capacity building journey

bank. We then used land banking to take condemned property or property seized for taxes off the hands
oftheci ty and county. o
0 Valdosta-Lowndes County Habitat for Humanity

External environment

TOP SURVEY RESPONSES PERCENTAGE
Change in affiliateds .reputation in the c|54%
Change in community awareness regarding affordable housing issues. 52%
Sudden change in economy. 23%

fResponding to the 2013 Colorado flooding ultimately allowed us to serve more people. We went to a new

area and served more people, which led to more mortgage money. One town that was impacted was right

against a mountain and we had never served them because land too expensive. After the flood, we did

some repairs and people started to understand our mode
0 Habitat for Humanity of the St. Vrain Valley

Mission and core values

TOP SURVEY RESPONSES PERCENTAGE
Organizational culture (shared expectations, normative behavior, communication style, 66%
decision-making protocols, etc.).

Staff and board aligned with updated HFHI mission statement and mission focus. 71%

Clear and commonly held core values by affiliate leaders. 61%

Affiliate strategic plan aligned with HFHI plan or priorities. 57%

Affiliate dedicated to the tithe program. 56%
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fit is important for all staff to have a strong mission commitment in addition to the required skills for their
job. Our ReStore staff holds the mission high, and they take a day to build together on site to keep in
touch with the mission.o

0 Habitat for Humanity of Wake County

Learning/reflection/assessment

TOP SURVEY RESPONSES PERCENTAGE
Participation in training, networking, workshops, etc. 79%
Using staff performance appraisal process. 58%
Use of MyHabitat. 62%
AiTraining is critical for staff to understand what ea
0 Habitat for Humanity of Southeast Ohio
Community development
TOP SURVEY RESPONSES PERCENTAGE
Focus on the revitalization of a neighborhood. 59%
Finding new strategic alliances, partnerships, collaborative ventures. 59%
Strengthening existing strategic alliances, partnerships, collaborative ventures. 58%
Additional volunteer opportunities. 51%
Serving families in new ways (foreclosure prevention, community gardens, etc.). 48%
Offering an expanded array of housing products. 48%
i Ne i g h b evitddizatiod has helped us move more toward much more collaboration with other
organi zations. We see ourselves as one of many organi z

0 Habitat for Humanity Orange County, North Carolina

To learn more about neighborhood revitalization and the impact of community development on capacity building,
read the case studies on and
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APPENDIX 2:

Aligning your changing

organization

BY KERRY HILTON AND AMANDA WIESE
ORGANIZATIONAL DEVELOPMENT CONSULTANTS
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This is a word cloud, which is a visual depiction of the key words
from affiliate interviews that reflect their capacity building activities.
The font size and color represent the prominence or frequency

of the words used in our interviews.
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Introduction

The methodology sectionof this field guide explained the two types of researchand information -gathering conducted to
answer the question: How do Habitat for Humanity affiliates build their capacity? The transition charts demonstrate some
of the stepsto build anE | | D @dp&eity,Ibgt thay are unable to reflect dynamic transformation gleaned from affiliate
interviews. In listening to these Habitat affiliates, we learned that exemplary capacity building is not a discrete setof actions.

Capacity building is a nonlinear, ongoing and open process.

Thethemesderived from the affiliate interviews reinforced the collaborative and reciprocal changes organizations
experienceasthey grow their capacities. From thesethemes, six interdependent elements emerged: strategy, structure,
systems, core values, skills and leadership. They make up the Six Elements Framework .

The Six Elements Framework

HARD AND SOFT ELEMENTS
The elements within the Six Elements Framework are categorized aseithers s 1 BigEszUz0u Uz z 6

HARD ELEMENTS SOFT ELEMENTS
Strategy Core values
Structure Skills

Systems Leadership

s s ' Eeléfhents are easierto define or identify, and management candirectly influence them. Theseare strategy
statements, organization charts andreporting lines, and formal processesand IT systemsi!

s s 2 édmeéhgs pruhe other hand, can bemore difficult to describe. They areless tangible and more influenced by
culture, but they are asimportant as thehard elementstothe OUT EOPAEUDP OOz UWUUEEIT UUG

Interdependent transformation

Someaffiliates strategically made changes inmore

than one area.These interdependent changesare
illustrated in the figure atright: The SixElements
Framework. Notice how each of the elements supports,
overlaps and aligns with the others. To be effective,
your organization must have a high degree of internal
alignment among all six elements. Each element must
be consistent with and reinforce the others. All CORE
elements are interrelated, soa changein one hasa VALUES
ripple effect on all the others.

Core values: The core values of the organization
bring UOT 1 OT 1T UwUT 1T wOUT En@8oh &8d D OO 7
vision, along with the goals that provide direction.
Theseare evidencedin the culture and the general
work ethic.

i McKinsey 7S Model mindiools.com/pages/article/newSTR_91.him.
ii ibid.
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Strategy: This is acoherent set of program activities designed to achieve a specified goal or objective. This elementis
the method used for accomplishing the OUT E O P & E U b O éhd gbalss Actbm@ishingJtie mission requires the
organization to have the skills to execute itsstrategiesii Ultimately, strategizing is connected tothe overarching goals of
the organization.

Systems: These processesbhoth formal and informal, allow organizations to build their functions and infrastructure,
which are the physical and technological assetsthat support the organization. Building systems helps create an
organizational legacy.v

Leadership: This elementincludes the style and philosophies of leadership the organization has adopted.

Skills: Staff and board members, volunteers, and their general capabilities and skills. Theseare organizational assets.
Developing and sustaining organizational skills is a process requiring collective participation. v

Structure: Board governance, organizational design, interfunctional coordination and individual job design.

Alignment in the Six
Elements Framework

SYSTEMS

Sustainable capacitybuilding for
Habitat for Humanity affiliates
demands strong alignment and
interdependence of the six
elements. The framework is based
on the conceptthat, for an
organization to perform well,
these sixelementsneed to be
aligned and mutually reinforcing.
Conversely, misalignment and
applying changes within the six
elements mutually exclusive of
one another inhibits an

OUT E Ob aabilitynchdil itsw
capacity. Building capacity cannot
occur in complete isolation
because of theinterconnected
nature of the nonprofit
environment. Vi

For example, Habitat for
Humanity Affiliate XYZ has
received funding from the city for
home preservation and hasbeen
given a timeline that requires
completing 20 projects in one year, with strict reporting requirements. The affiliate decides to modify its strategic plan to
increasethe number of families it servesfrom two last year to 25 in the coming year by incorporating home preservation
into its housing product mix. The affiliate is operated entirely by volunteers and hasno plans to increase volunteer
participation or hire new staff in the coming year.

it McKinsey & Company (2001). Effective Capacity Building in Nonprofit Organization. Venture Philanthropy Partners.
i Ibid.
v Ibid.

viSanchez, Jael. 2004. 066Capacity Building: Strengt mewkbimgbamtreedwscopa/puBlie-ddministrationscurrarit- Br o a d w
students/capstone/Jael%20Sanchez.pdf.
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Although Habitat XYZ has created a strategic plan (systems), adopteda new housing product (strategy), increased
resource development (strategy), and plans to increase the number of families served (core values), capacity building has
not beenrealized. The affiliate did not consider the implications theseelements would have on structure . In this example, the
affiliate would not have successfully built its capacity becauseof the misalignment of the six elements.

How you can use the Six Elements Framework

The Six Elements Framework demonstrates the relationships of activities, decisions and considerations that occur when

an affiliate builds its capacity. The model can be usedto help identify what needs to be realigned to improve performance,
or to maintain alignment (and performance) during other types of change. It is atool developed in reflection of the
capacity building experienced by Habitat for Humanity affiliates.
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APPENDIX 3:

Affiliate self-assessment
survey

Setting expectations

Affiliates can use this survey to determine their current maturity level in a variety of categories . Completing the survey
and aggregating the results will inform them of where they are organizationally and show them the steps they must take
to build capacity.

It is possible for an individual to take the survey alone, but the primary purpose of the self -assessment is to start a
discussion about the current state of the affiliate and what steps need to be taken in order to grow the affiliate and
develop greater impact. Therefore, this tool is most effective when multiple people with knowledge of the affiliate |
board members, staff members, committee members, donors and homeowners| take the survey. When getting input
from a group, it is helpful to establish a survey leader togather and aggregate the answers andcoordinate the resulting
discussion.

How to take the self-assessment

STEP 1: DETERMINE WHICH FORM OF THE SELF-ASSESSMENT TO USE

There are two ways to take the selfassessment: using an online survey or using a hard copy survey. If a group of people
are to take the selfassessmenf for example, a board of directors | we recommend that all survey takers use the same
method (either online or via hard copy) to make compiling the results easier.

The information below will help you determine which methodology to use.
Option 1: Online

Participants will take the survey online . Survey takers must have accesstoMy EEDUE UWEOQOE wUT 1T wHEyou DOPE |
need help, contact the Affiliate Support Center at (877) 4344435.

T 371 wOOOPOI wWUUUYT awUOOOwWPPOOWEUUOOEUPEEOOawWET T UITEUI WEOGO
Option 2: Hard copy
1  Participants will be given hard copies of the survey .
f  Survey takersdo notneed accesstoMy EEDUEOwOUwWUOT T wET I POPEUI zUwxEUUOI Uw( #
1  The survey leader will need to manually aggregate results and look up next steps using the scoring sheet and
transition chart references.

STEP 2: TAKE THE SELF-ASSESSMENT
Option 1: Online
f  Ifagroup of people take the survey," EEDUE Uwi OU w' U OE OB (Diice @ddrddatesGhie i@ éid Oz U w
emails them to the affiliate. To do this, contact the Affiliate Support Center at (877) 4344435
1 Individuals may take the survey on their own by contacting the Affiliate Support Center at (877) 434-4435.
Option 2: Hard copy
1 A downloadable PDF for the self -assessment and scoring sheet is availablé&elow.
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1  The survey leader will print and distribute ha rd copies of the self-assessmentSurvey takers should read through each
question and circle one letter that best describes how things work at their affiliate , then record the letter they selected
at the bottom of each page before moving on to the next suivey question (this will make compiling survey results
easier).

Note: Regardless of whether the group takes the survey online or via hard copy, to obtain uninfluenced results, participants
should take the survey individually before discussing the questions or their answers.

STEP 3: AGGREGATE THE RESULTS
Option 1: Online

f  Resultswill be tabulated and reported automatically. The self-E UUT UUOT QU0 wUl UUOUUwPPOOWET 00
responses classified the affiliate into maturity levels | Foundation Builder, Home Builder, Block Builder, etc.| in
each category.

Option 2: Hard copy

1 A survey leader will n eed to manually aggregate all individual responses onto a self-assessment scoring sheefl'he
leader should print out one hard copy of the scoring sheetand collect all individual surveys. The leader will then
place a tally mark in the box on the self-assesment scoring sheet that corresponds to the letter selected for each
categay for each individual z lirvey. For example, if survey tE O1 Uw7 wEDUEOI Ew? 2 wbOwUithadx OO
leaderb OUOE wx OEET wOO!I wUEOOa wOE U O FwP 1wEORWEODT OPOT whpbUT w
1  Once all the responsesn each categoryhave been completely transferred to the selfassessment scoring sheet, go
through line by line and circle the highest (or top few highest) numbers for each category.For example, if you are
0000DOT 'WEHWER w0l wOOwWUT T wUE OU D O]Bwasiwd, and mowtEed|Etters have By, whul wU |

in board development.
1  Consult the key at the bottom of the scoring sheetto determine how the letters translate to affiliate maturity levels.

STEP 4: REVIEW AND DISCUSS THE RESULTS

Once you have the aggregated results, find your affiliate maturity levels in the transition charts in

As stated above, the primary purpose of the self-assessment is to start a discussion about the arrent state of the affiliate
and what steps need to be taken in order to grow the affiliate and develop greater impact. It is likely that your stakeholder s
PPOOwWI EYT WEDPI 11 Ul OUwOxPOPOOUWEOEwWx1 UUx 1 E Usssesstdentrasuii<ightandd U U wE |
EOOEOUUDYI OawxOEE]l waOUUWEI i POPEUTI wbOwOOT wOEUUUDPUa wWOI YIinO6 w |
all categories. (For example,an affiliate might be a Foundation Builder in the resource developme nt category and a Home
Builder in the construction category.) Both of these results are completely normal and not a cause for concern. It is not
necessary to have perfect alignment among survey takers or within categories. The purpose of the assessment ito start a
discussion about where the affiliate is and what it needs to do to build capacity.

Regardless of whether the survey is taken online or via hard copy, it is a best practice to review the aggregated results
and discuss with the group why each person selected the answers they did. It is important to review the survey results
with the board and staff and talk about what is already happening at the affiliate. Not everyone who takes the survey will
have the same perspective or knowledge. This survey stould be considered a baseline assessment for the affiliateit will
help determine a starting point so that the affiliate can make plans to move forward.
It is a best practice to review the full set of transition charts and to examine all the categoriesfa UT 1 wET | DPODPE U] ;
identified maturity level (e.g., Home Builder) as a whole. There are overlapping steps for different categories, and you
might miss important steps if you just look at one of the transition chart categories (e.g., construction). Therefore, it is best
to look at all the transition charts for UT 1 wE | md@udtplevel is, zather than just pulling out one category.

Additionally, the transition charts are cumulative, so each affiliate z katurity level builds and expands on the
previous one. To keep these charts from being too cumbersome, only the new steady state characteristics are added for
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each maturity level. Therefore, it is a best practice to review the full transition charts that come before your maturity lev el
UOwOEOI wU U Whiss arGtbing i ievibgs maturity levels.

The Affiliate Support Center is available between 8 a.m. and 8 p.m. EST to help you navigate the process. Call (877)
4344435,

STEP 5: CONSULT THE CASE STUDIES, STAFFING CHARTS AND OTHER TOOLS

The appendices include helpful resources that showcase how affiliates grew their capacity. is a full list of all
the transition charts. presents the staffing structures of 85 affiliates of varying maturity levels.
presents case studies featuring guidance from the affiliate interviews. discusses how ReStores affected

Ei Il POPEUI Uz wEED C@Baiwd B adirec®i® & tefing and resduicesd w
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BOARD:

Which letter group below best describesy our af f i |l i atreetdors? boar d

Affiliate aligns with Habitat for Humanity vision and mission statement.
Board makes decisions for affiliate.

Board performs day-to-day operations.

Committees are chaired by board members.

Board members fundraise and represent the affiliate in the community.
There is no formal plan.

There are few written policies and procedures.

Directors attend board training.

Annual board retreat is conducted.

Annual/operational plan is created.

Committees are strengthened with nonboard members.

Clearly defined roles and responsibilities are outlined for board, committees and staff members.

Some committees are not chaired by board members.

Board delegates day-to-day operations to staff and committees.
Board is active in resource development.

Board is focused on fiscal accountability.

Board is active in strategic planning, incl udiiorites.r evi ¢
Executive committee is functioning as a personnel committee.
Active nominating committee is doing targeted recruiting.

Board reviews and ratifies staff decisions and proposed policies.

Affiliate has long-range vision and strategic plan that aligns with Ha b i tglabil 8tsategic plan.
Board cultivates and solicits donors.

Advisory group is established.

Board provides strategic direction.
Board may incorporate other housing providers in the strategic plan.
There is high-level fundraising activity by all directors.

E R = =4 =2 = =4 —a -2 = =4 —a -8 —a - = =4 4 —a - - = =4 4 —a A -—a -2

Board supports affiliate as a major developer, builder and mortgage lender in the community.
Board is innovative and flexible in its service delivery.
Board is more diverse and strengthened with appropriate skills and community associations.

28
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CONSTRUCTION:

Which letter group below best describesy o u r

af fanstriuaionemdrk? c

Affiliate builds one house at a time.

Construction leader is a volunteer.

Board is directly involved in construction.

Houses comply with all local building codes.
Houses comply with Habitat house design criteria.
HFHI house plans are frequently used.

Written safety policy and site procedures are in place, including safety talks and signed liability waivers on the job site.

Affiliate relies heavily on donated materials and services.
Affiliate builds to minimum ENERGY STAR and healthy indoor quality standard.
Rehab and repair programs are used.

Basic house design is approved by the board.

A construction manager (paid, volunteer or contract) is in place.

The construction manager approves the purchase of all materials for the house.
Construction scheduling is developed.

A skilled team model is used.

A crew leader model is used.

A minimal house budget and an informal cost tracking system are in place.

An informal process is developed for purchasing materials.

The system for procuring, reporting and acknowledging in-kind donations is inconsistent.

Walk-throughs are casual, and punch lists are limited.
A process is in place for planning and permitting.
Rehab and repair programs are used.

= -4 -4 -4 —a _—a -2 = -4 -4 —a 4 —a _a _a _a _a _a -2 = -4 -4 —a —a _—a _a _a -2 -2

Site supervisor (paid or volunteer) is in place.

A system is in place for construction management and project management.

Multiple builds are managed.

Affiliate has warehousing capacity.

Affiliate has a system to procure, acknowledge, store and distribute in-kind donations.
A formalized punch list is developed.

Rehab and repair programs are used.
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ENERGY STAR and green building practices are integrated into construction.
I Construction becomes a department with a manager, site supervisors and crew leaders.
 Affiliate has a construction manual in place.
I Cost-containment measures or build budgets are in use.
I A variety of housing configurations are managed.
D. | 1 The pool of trained volunteers is expanded.
A crew leader training program is in place.
National Service programs are used.
Requirements for grant funding are managed and met.
I The construction department works in cooperation with other affiliate departments to procure, acknowledge, store and
distribute large-scale in-kind donations.
f  Rehab and repair programs are used.
I Additional trained site supervisors (paid or volunteer) are in place.
 In-house licensed plumbers and electricians are in place.
f Licensed general contractors are on the affiliateds st
 Work is a mix of new construction and rehabs.
E. 9 House designs are increasingly efficient.
I Master build schedule is in place.
9 Affiliate is reliant on National Service members to supplement its staff.
Some house components are prebuilt.
Rehab and repair programs are used.
I Planning is a critical component of property development.
E. I Site development plans are in place two years ahead.
9  Affiliate makes greater use of panelized construction and prebuilt components.
f  Rehab and repair programs are used.
LETTER SELECTED:
30 JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)



CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

PROPERTY:

Which letter group below best describes property acquisition at your affiliate?

Affiliate obtains one lot at a time.

Affiliate waits for donated property.

Board discusses and decides on all property.
Site evaluation is rudimentary.

Process for acquiring and developing lots is informal.
Affiliate prefers donated property but will purchase property when needed.

Property acquisition is managed through the construction committee.

Property selection committee is established and operational.

Written procedures are in place for property acquisition and development.
Budget is formed for property acquisition line items.

Land banking begins.

Property acquisition strategies include multiple lot properties.

Affiliate partners with other organizations for property acquisition.

= - = -4 4 —a -8 -9 = =4 =2 = —a —a -—a

Affiliate has the capacity to manage requirements for SHOP funding and other infrastructure grants.

Affiliate has the capacity to manage an inventory of sites that meet or exceed the amount required for several years of
operation.

Affiliate is building single-family subdivisions.
Affiliate begins mixed-income development, if appropriate.

= =4 E ]

A property acquisition professional is in place.

Affiliate has the capacity to manage an inventory of sites that meet or exceed the amount required for three to five
years of operation.

Larger developments become a key strategy.

Affiliate partners with Land Bank Authority where applicable.

Affiliate partners with or develops a land trust to maintain affordability.
High-density (townhomes) development is a key strategy.

= | =4 =4 = =2

Propertyac qui si ti on department meet s t h o fiafehriinventary of Huitdable e e d
properties.
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HOMEOWNER SERVICES:
Which letter group below best describes homeowner services at your affiliate?

Y A board member chairs and board members staff most of the Homeowner Services committee.
I Basic selection criteria are used (Policy 11).
1 The HFHI-approved application for homeownership is used.
{ The board reviews all information and makes selection decisions.
No formal process is in place for homeowner/homebuyer education or support.
A  Sweat-equity monitoring is informal.
1 House dedications are exciting and planned by the board.
9 After move-in, support comes primarily from the construction committee.
I The board approves a comprehensive homebuyer selection process.
 Homeowner selection policies are in place for owner-occupied products.
 Homeowner selection and Homeowner support operate as separate committees.
I People from outside the board participate on committees.
I The application process is more frequent and more structured.
9 A publicized applicant meeting or orientation session is held.
9 Acceptance and denial letters are standardized.
B. | T Potential homebuyers are selected when funding is available.
I There is a process to transition prospective homebuyers from homeowner selection to homeowner support.
T Homeowners are committee members.
T Sweat equity is formalized.
 Homeowner support committee members deliver homebuyer education.
 Homeowner selection policies are in place for owner-occupied products.
9 A homeowner services coordinator & paid or volunteer 8 is in place.
I The homeowner services committee submits written prospective homebuyer recommendations for board approval.
f Selection numbers are determined by the affiliateds ar
T The homebuyer education program is formalized.
T Ahouse punch list is in place.
C. | 1 A group of approved homebuyers are working on sweat equity simultaneously.
I Board approves policy for lot assignment and house size.
I Homebuyers receive training.
I Dedications are planned with homebuyers.
I Feedback from homeowners/ homebuyers is analyzed and acted upon.
 Homeowner selection policies are in place for owner-occupied products.
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Applications are accepted year-round.

A pre-application form may be used in the process.

Applications are screened before committee review by a staff member or volunteer.

A large number of homebuyers are approved and working on sweat equity simultaneously.
Board approval of homebuyers is based on confidence in the staff and committee.
Homebuyer education is conducted in collaboration with community-based organizations.
Homebuyers work in teams with a homebuyer partner.

= -4 —4a 48 & —a _—a -—»

A punch list walk-through is conducted with the new homeowner, a family support representative and a construction
representative.

Homeowner sd associations are established where needed.

Homeowner selection policies are in place for owner-occupied products.

A homeowner services department is formed.
Volunteer involvement is limited.
Homeowner selection policies are in place for owner-occupied products.

m
= | = =4 - = =

The homeowner services department is well-established and continually evaluates policies and procedures and
program activities.

Homeowner services are more professionalized for homeowners and homebuyers.

n
E ]

Volunteer involvement is limited to home visits.
I Homeowner selection policies are in place for owner-occupied products.

LETTER SELECTED:
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OPERATIONS (SYSTEMS):
Which letter group below best describes operations (systems) at your affiliate?

Office and equipment are in place (HFHI Policy 4).
Committed volunteers staff the affiliate.

Communication is loose.

Policies are formulated on an as-needed basis in accordance with the Quality Assurance Checklist.

Affiliate Statistical Report is submitted.

Software is used for volunteer tracking.

Personnel policies are in place.

An affiliate policies and procedures handbook is in place and added to as needed.

Delinquencies are managed consistently.
Internal communication system, strategies and procedures are in place.

An employee benefits package is in place.

Employee training is provided.

The affiliate policies and procedures manual is updated.
Board reports are upgraded to be more comprehensive.
Project management is used for affiliate operations.

New technology is web-based (donor and volunteer management).

Operational functions are departmentalized (finance and human resources).

Chief operating officer is in place.
Internal communication system is in place.
Affiliate embraces project management model.

= -4 = —a —a = = = =4 —a —a - = =4 —a -—a A = -4 —a -—a A

Systems and technology are regularly reviewed to keep pace with growth.
IT systems are integrated and linked for efficiency.

34
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FINANCE
Which letter group below best describes finance at your affiliate?

A basic bookkeeping system is on the computer (e.g., QuickBooks).

A.
Mortgage documents have been developed.

Software is used for mortgage servicing and financial planning.

HFHI 6s detailed chart of accounts is used.
A yearly budget is approved by the board.

Report is sent to board on alternative financing techniques.

Financial audit or review is conducted.
Detailed financial reporting is used.
A part-time professional accountant is employed.

Financial director is in place.
Finance committee is functioning.

Delinquency management program is in operation.

Annual budget includes a line item for technology.
Finance department is led by chief financial officer.

O
= | =4 =2 = —a - = —a - = —a —a - = =4

Advanced financing techniques are regularly investigated.

LETTER SELECTED:
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RESOURCE DEVELOPMENT
Which letter group below best describes resource development at your affiliate?

Resource development committee has been recruited and activated.
Events are a major source of revenue.

Churches and other groups are approached through personal contact.
Affiliate begins to develop a house sponsorship program.

The individual donor base is small.

Some in-kind donations are received unsolicited.

Board members are engaged in fundraising at some level.

= = = =4 4 —a A -2 -2

=

Affiliate consistently sends out a newsletter that includes a donation envelope.

Affiliate has a system for gathering names to expand its donor prospect list (volunteers, groundbreaking and dedication
attendees, etc.).

House sponsorship program includest heme bui l ds, corporate builds, an Ap
projects, etc.

Committee and board receive training in resource development.

Donor management system is in place.

Donor recognition strategy is in place.

A ReStore feasibility study and business plan has been completed, and the affiliate is moving forward with plans.

E R = =4 —a A

= =4 4 -4 4 4 4 _a _a _a _a 92 -2

Positive relationships with local government entities are in place.
Strategies for researching, submitting and managing grants are being used.

Faith relations committee is operating effectively in cultivating relationships with local faith-based organizations and
churches.

A successful direct mail program is in place.

An annual fundraising campaign for unrestricted money has been established.

The accelerated asset program or FlexCAP are being used.

Website contains a fAidonate nowo0 button.

Successful relationships with corporations and foundations exist.

One or two annual fundraising events are in place.

The Cars for Homes program is being used.

Board members all give financially to the affiliate and are engaged in the overall fundraising process.

A gifts-in-kind program is bringing in significant materials for construction, the Habitat ReStore and the office.
A written comprehensive fund development plan is being used.

The number of staff hours dedicated to fundraising has increased.

Fundraising resource development professional 8 paid or volunteer d is in place.

ReStore is used to increase the visibilityandawar eness of Habi tatds mission.

36
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=

The resource development plan has a component that addresses strategies for solicitation of corporations and
foundations.

A planned giving program is in place.

The individual donor program now includes strategies for increasing major gifts.

One or two special events consistently generate major funds.

The faith relations committee is working effectively with multiple partners from the faith community.

The house sponsorship program includes mechanisms for securing funds for multiple housing products.
Effective government partnerships are in place.

New technology for donor and volunteer management is web-based.

Donor retention rate has increased.

ReStore production has increased, and expansion or improvements are considered.

= | =4 =4 =4 4 -8 -8 8 -2 -2

A diverse individual donor program now includes an annual fundraising campaign that covers operating expenses, in
addition to programs for major gifts and planned giving.

Affiliate considers doing a capital campaign based on the results of a feasibility study.
The faith relations program operates at a high level, engaging the faith community in multiple affiliate projects.
A matching gifts program is in place.

= =4 —a -9

The resource development committee operates at a high level and uses multiple vehicles and sources to reach the
affiliatebs goal s.

The affiliatebés case statement is now used in most of
Fundraising training is now budgeted for and administered across the affiliate.

The boardbés engagement i n f un doresdligtationgndHteadsrship activitiesa s ed t @
ReStores operate at a very high level, providing significant funds back to the affiliate.

Resource development department has been created.

Affiliate is advocating for funds.

Large national and state funding opportunities are being investigated.

A large, comprehensive fundraising plan now guides all the fundraising work at the affiliate.
Personal gifts from board members are now seen as lead gifts in the annual campaign.
Board members are actively involved in solicitations.

Corporate giving is at a significant level.

= =4 4 -8 -8 —a -—a - = =4 -4 A

Personal gifts from board members have increased to significant levels.

LETTER SELECTED:
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STAFFING
Which letter group below best describes staffing at your affiliate?
A. | T Committed volunteers function as the staff.
9 Executive director is hired using a board-approved job description; he or she also receives training.
 Construction manager 8 paid or volunteer, full or part time & is in place.
B. 9  Volunteer coordinator 8 paid or volunteer 8 is in place.
9 Personnel policies are in place.
 Employee benefits package is in place.
I Employee training is provided.
Executive director focuses on building key relationships and partnerships.
C. | 1 Fundraising development professional is in place.
 Homeowner services coordinator 8 paid or volunteer 8 is in place.
9 Site supervisors 8 paid or volunteer 8 are in place.
 Affiliate applies for and uses AmeriCorps members 8 VISTA or National Direct.
Financial director is in place.
9 Paid staff members are key managers, supported by strong committees.
I Executive director provides daily oversight and direction for all affiliate programs.
D. 9 Construction becomes a department with a manager, site supervisors and crew leaders.
I Executive director develops partnerships and collaborations in the community.
9 Affiliates use volunteer groups and individuals as both additional site volunteers and as a fundraising strategy.
9 Executive director is an affordable housing advocate and developer of community partnerships.
 Staff is empowered to set goals and strategies to manage the affiliate.
9 Achief operating officer is in place.
A chief financial officer is in place.
= 9 Teami building exercises, traditions or programs are established 8 weekly, monthly or annually.
9 The finance department is led by the chief financial officer.
9 Licensed general contractors are on the affiliate staff.
i Affiliate is reliant on National Service members to supplement its staff.
9 The homeowner services department is professionally run, including post-purchase support.
I Staff retention policies and support are in place.
k. 9 Aresource development department with multiple staff members has been created.
9 Affiliate benefits package is expanded based on the evaluation of similar-sized nonprofit organizations.

LETTER SELECTED:
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APPENDIX 4:

Self-assessment scoring
sheet

Scoring your surveys

Once all surveys have been completed,manually aggregate the responseson this sheet by placing a tally mark in the box
that corresponds to the letter selectedin each categd) a wOOwil EET whPhOEDPYPEUEOZz UwUUUYI ad w# Ou
surveys.

For eample: If surveyE O1 Uw7 WEDUEOI Ew? » wbOwUIl UxOOUT wOOwUT T wEOEUE wC
?! OEUE? WEOEW? 0-2

Once all the responses have been transferred to the selissessment scoring sheet, circle thérighest (or top few highest)

numbers for each category.
For exampledl wa OUwWEUT wOOOODPOT WwEUwWUT T w?2A? QuE EBwid DudBichad@d mtdiEeU W DO |
other letters havany, you would circldJ T 1T whil wOEUOUwDbOw? 8=

Consult the key at the bottom of the scoring sheetto determine how the letters translate to affiliate maturity levels.

Category A B C D E =

Board

Construction

Property

Homeowner
services

Operations

Finance

Resource
development

Staff
KEY:
A = Foundation Builder B = Home Builder C = Block Builder
D = Neighborhood Builder E = Community Builder F = Town Builder
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USE YOUR RESULTS TO CONSULT THE TRANSITION CHARTS

. OET wOT OUT wUUUYI al Ewl EYI WEPUEUUUI EWEOGEWUI EETT EwUOOI WEOOUI C
the transition charts in to move from the current level of capacity to the next. For example, if the affiliate

UEOUI Uw? %OUOBEEUDOOW! UPOET U» ubOWEOOUUUUEUDPOOOWOT EET UUwUT OUC
l UPOEI U2 wET EUUG
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Capacity building
transition charts

To assist affiliates in their capacity building efforts, we have assembled charts outlining the maturity levels an affiliate
will progress through in eight areas : board, construction, property, homeowner services, operations (systems), finance,
resource development and staffing.

After completi ng the self-assessment, an affiliate can consult these charts to find its current level in each area, then
follow the set of transition activities outlined on the chart to progress to the next maturity level.

To conform to the format of this document, the charts in this appendix are presented separately for each level
transition . A full chart showing the complete set of transition steps from Foundation Builder to Town Builder and beyond
will be made available via the Resource Warehouse later in 2017
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CAPACITY BUILDING TRANSITION CHARTS:

Board

Step 1. Foundation Builder to Home Builder

FOUNDATION BUILDER

TRANSITION ACTIVITIES

HOME BUILDER

9 Affiliate aligns with Habitat for Board chair functions as executive 9 Directors attend board training.
;:gﬂétr)]/twsmn and mission g'rroefgfsrig:;lifgg't'on IS 9 Annual board retreat is conducted.
9 Board makes decisions for affiliate. Board empowers committees. T AnnuaI./operatlonaI plan is creat(.ed.
i Board performs day-to-day Board creates executive director T E:&g‘;:gﬁ ear;%::;engthened with
operations. position and writes job description. 0 ’
. . . Clearly defined roles and
9  Committees are chaired by board Boa_rd recruits nonboard r_nembers to responsibilities are outlined for board,
members. chair and serve on committees. committees and staff members
I Board members fundraise and Board reviews and evaluates job 9 Some committees are not chaired b
represent the affiliate in the descriptions for board, committees board members y
community. and staff members. '
9 There is no formal plan. Board continues to build and diversify
9  There are few written policies and itself.
procedures. Board begins annual/operational
planning process,
Step 2: Home Builder to Block Builder
HOME BUILDER TRANSITION ACTIVITIES BLOCK BUILDER
9 Directors attend board training. Board is trained in resource 1 Board delegates day-to-day
1 Annual board retreat is conducted. development. operations to staff and committees.
1 Annualioperational plan is created Directors are trained in the duties and | | Board is active in resource
_ o responsibilities of a board. development.
T Sggﬁ?;:gﬁ ear:]eb:';;engthened with Executive committee acts as { Board is focused on fiscal
_ ' personnel committee. accountability.
T gss cr)lr)]/ s?;];:ggg ;(:tleeguilri]r? ed for board Board hires an executive director who | §  Board is active in strategic planning,
committees and staff members. ' reports to the board chair. including rev_ievx_/ of th_e mission_
9 Some committees are not chaired by Nominating committee develops str?(t)trei?eesnt/ahgnmg wihHabi tat
board members board matrix for targeted recruitment P :
' (for skills, linkage, etc.). 9 Executive committee is functioning as
Board committees are strengthened. a personnel committee.
Organizational culture is established Il fCt'V? rcljomlna_ttmg committee is doing
(e.g., shared expectations, etc.) argeted recruiting.
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Step 3: Block Builder to Neighborhood Builder

BLOCK BUILDER

TRANSITION ACTIVITIES

NEIGHBORHOOD BUILDER

Board delegates day-to-day
operations to staff and committees.

Board is active in resource
development.

Board is focused on fiscal
accountability.

Board is active in strategic planning,
including review of the mission
statement/aligningwithHa b i t at
priorities.

Executive committee is functioning as
a personnel committee.

Active nominating committee is doing
targeted recruiting.

Board activates the full array of board
committees (Governance, Finance,
Personnel, etc.).

Board emphasis shifts to governance.

Board shifts focus to long-range
vision and strategic planning.

Directors are trained for donor
cultivation and solicitation.

Board considers an advisory
committee.

Board consistently enforces term
limits.

Board uses organizational data to
make management decisions.

Board reviews and ratifies staff
decisions and proposed policies.

Affiliate has long-range vision and
strategic plan that aligns with
Ha b i tlabal &tsategic plan.

Board cultivates and solicits donors.
Advisory group is established.

Step 4: Neighborhood Builder to

Community Builder

NEIGHBORHOOD BUILDER

TRANSITION ACTIVITIES

COMMUNITY BUILDER

Board reviews and ratifies staff
decisions and proposed policies.

Affiliate has long-range vision and
strategic plan that aligns with
Ha b i ftlabal &tsategic plan.

Board cultivates and solicits donors.
Advisory group is established.

Boarddos fundraisinr
to develop a long-range resource
development plan.

Board and staff develop relationships
in the community with other housing
providers.

Board develops and oversees
strategic plan.

Board becomes highly strategic in its
decision-making.

Board becomes highly selective in
offering director positions.

Board delegates additional authority
to staff.

Board provides strategic direction.

Board may incorporate other housing
providers in the strategic plan.

There is high-level fundraising activity
by all directors.

Step 5: Community Builder to

Town Builder 8 and beyond

COMMUNITY BUILDER

TRANSITION ACTIVITIES

TOWN BUILDER

Board provides strategic direction.

Board may incorporate other housing
providers in the strategic plan.

There is high-level fundraising activity
by all directors.

Board plans and directs the affiliate
as a major corporation in the
community.

Board encourages innovation and
flexibility.

Board supports affiliate as a major
developer, builder and mortgage
lender in the community.

Board is innovative and flexible in its
service delivery.

Board is more diverse and
strengthened with appropriate skills
and community associations.
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CAPACITY BUILDING TRANSITION CHARTS:

Construction

Step 1: Foundation Builder to Home Builder

FOUNDATION BUILDER

TRANSITION ACTIVITIES

HOME BUILDER

=

Affiliate builds one house at a time.
Construction leader is a volunteer.

Board is directly involved in
construction.

Houses comply with all local building
codes.

Houses comply with Habitat house
design criteria.

HFHI house plans are frequently
used.

Written safety policy and site
procedures are in place, including
safety talks and signed liability
waivers on the job site.

Affiliate relies heavily on donated
materials and services.

Affiliate builds to minimum ENERGY
STAR and healthy indoor quality
standard.

Rehab and repair programs are
used.*

Select house designs for two-, three-
and four-bedroom houses and seek
board approval.

Identify a construction manager (paid
or volunteer) and recruit or hire him or
her with the boarg

Recruit and train crew leaders.

Form and train task-specific teams to
use the team model.

Use HFHI 6 swedkachadue. 1

Begin a historical analysis of house
costs to inform your basic house
budget.

Identify and code costs of house
components (drywall package,
window package, framing package,
etc.).

Populate a construction committee
that includes board members and
others to standardize the permitting
process.

Identify a construction committee
member to do the punch list walk-
through.

Basic house design is approved by
the board.

A construction manager (paid,
volunteer or contract) is in place.

The construction manager approves
the purchase of all materials for the
house.

Construction scheduling is
developed.

A skilled team model is used.
A crew leader model is used.

A minimal house budget and an
informal cost tracking system are in
place.

An informal process is developed for
purchasing materials.

The system for procuring, reporting
and acknowledging in-kind donations
is inconsistent.

Walk-throughs are casual, and punch
lists are limited.

A process is in place for planning and
permitting.

Rehab and repair programs are
used.*

*Affiliate start s repair and rehab programs at every capacity level.
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Step 2: Home Builder to Block Builder

HOME BUILDER

TRANSITION ACTIVITIES

BLOCK BUILDER

Basic house design is approved by
the board.

A construction manager (paid,
volunteer or contract) is in place.

The construction manager approves
the purchase of all materials for the
house.

Construction scheduling is
developed.

A skilled team model is used.
A crew leader model is used.

A minimal house budget and an
informal cost tracking system are in
place.

An informal process is developed for
purchasing materials.

The system for procuring, reporting
and acknowledging in-kind donations
is inconsistent.

Walk-throughs are casual, and punch
lists are limited.

A process is in place for planning and
permitting.

Rehab and repair programs are
used.*

Budgeting and tracking systems are
upgraded.

Construction manager hires or
recruits a site supervisor.

Construction manager and committee
write procedures for job site
management and overall construction
management.

A centrally located warehouse space
is identified for storage of in-kind
donations, equipment and tools.

Opportunities to procure large in-kind
donations through HFHI and other
sources are investigated.

Full house scheduling and build
scheduling are completed before
construction starts.

Work with Homeowner Services to
formalize the punch list.

Use of Collegiate Challenge, RV
Care-A-Vanners and Global Village
teams.

Site supervisor (paid or volunteer) is
in place.

A system is in place for construction
management and project
management.

Multiple builds are managed.
Affiliate has warehousing capacity.

Affiliate has a system to procure,
acknowledge, store and distribute in-
kind donations.

A formalized punch list is developed.

Rehab and repair programs are
used.*

*Affiliate start s repair and rehab programs at every capacity level.
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Step 3: Block Builder to Neighborhood Builder

BLOCK BUILDER

TRANSITION ACTIVITIES

NEIGHBORHOOD BUILDER

I Site supervisor (paid or volunteer) is

in place.

A system s in place for construction

management and project
management.

 Multiple builds are managed.
1 Affiliate has warehousing capacity.

 Affiliate has a system to procure,

acknowledge, store and distribute in-

kind donations.

A formalized punch list is developed.

1 Rehab and repair programs are
used.*

Affiliate focuses on energy-efficienct
houses and ecofriendly practices.

Construction committee writes
manual reflective of board-approved
policies and procedures in
accordance with local building codes.

Affiliate develops or refines cost
containment measures and build
budgets.

Construction committee identifies
house designs to blend in with mixed
income communities and multifamily
housing.

Affiliate focuses on expanding the
volunteer pool and training
volunteers.

Affiliate develops a formal crew
leader training program.

Affiliate applies to National Service at
HFHI for an AmeriCorps team to
enhance its construction capacity.

Affiliate continues to maximize in-kind
donations.

ENERGY STAR and green building
practices are integrated into
construction.

Construction becomes a department
with a manager, site supervisors and
crew leaders.

Affiliate has a construction manual in
place.

Cost-containment measures or build
budgets are in use.

A variety of housing configurations
are managed.

The pool of trained volunteers is
expanded.

A crew leader training program is in
place.

National Service programs are used.

Requirements for grant funding are
managed and met.

The construction department works in
cooperation with other affiliate
departments to procure,
acknowledge, store and distribute
large-scale in-kind donations.

Rehab and repair programs are
used.*

*Affiliate start s repair and rehab programs at every capacity level.
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Step 4: Neighborhood Builder to Community Builder

NEIGHBORHOOD BUILDER

TRANSITION ACTIVITIES

COMMUNITY BUILDER

ENERGY STAR and green building
practices are integrated into
construction.

Construction becomes a department
with a manager, site supervisors and
crew leaders.

Affiliate has a construction manual in
place.

Cost-containment measures or build
budgets are in use.

A variety of housing configurations
are managed.

The pool of trained volunteers is
expanded.

A crew leader training program is in
place.

National Service programs are used.

Requirements for grant funding are
managed and met.

The construction department works in
cooperation with other affiliate
departments to procure,
acknowledge, store and distribute
large-scale in-kind donations.

Rehab and repair programs are
used.*

1

Identify additional site supervisors
and standardize the training program.

Standardize all training, and deliver
on a regular basis.

Investigate opportunities to hire or
recruit licensed plumbers and
electricians for the affiliate.

Investigate opportunities to hire or
recruit licensed general contractors
for affiliate staff positions.

Set standards to identify the cost
efficiency of rehab and demo/
reconstruction projects.

Modify house designs to increase
efficiencies (simple, repeatable,
volunteer-friendly).

Identify standard house components
that could be prebuilt.

Identify building priorities within the
geographic service area for the next
build year.

Develop a schedule of all builds for
the build year, including infrastructure
development, permitting and building
time.

Expand the use of National Service.

Additional trained site supervisors
(paid or volunteer) are in place.

In-house licensed plumbers and
electricians are in place.

Licensed general contractors are on
the affiliated staff.

Work is a mix of new construction
and rehabs*.

House designs are increasingly
efficient.

Master build schedule is in place.

Affiliate is reliant on National Service
members to supplement its staff.

Some house components are
prebuilt.

Rehab and repair programs are
used.*

*Affiliate start s repair and rehab programs at every capacity level.
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Step 5: Community Builder to Town Builder 8 and beyond

COMMUNITY BUILDER

TRANSITION ACTIVITIES

TOWN BUILDER

Additional trained site supervisors
(paid or volunteer) are in place.

In-house licensed plumbers and
electricians are in place.

Licensed general contractors are on
the affiliatebs st

Work is a mix of new construction
and rehabs*.

House designs are increasingly
efficient.

Master build schedule is in place.

Affiliate is reliant on National Service
members to supplement its staff.

Some house components are
prebuilt.

Rehab and repair programs are
used.*

Affiliate uses partnerships with
community developers to fine-tune
planning of large developments.

Affiliate increases use of panelized
construction and prebuilt
components.

Planning is a critical component of
property development.

Site development plans are in place
two years ahead.

Affiliate makes greater use of
panelized construction and prebuilt
components.

Rehab and repair programs are
used.*

*Affiliate start s repair and rehab programs at every capacity level.
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CAPACITY BUILDING TRANSITION CHARTS:

Property

Step 1: Foundation Builder to Home Builder

FOUNDATION BUILDER

TRANSITION ACTIVITIES

HOME BUILDER

==

Affiliate obtains one lot at a time.
Affiliate waits for donated property.

Board discusses and decides on all
property.
Site evaluation is rudimentary.

Construction committee develops a
system for acquiring lots.

Someone is recruited from within the
construction committee to assume
the responsibility for site selection.

Committee determines an acceptable
price range for purchasing building
lots.

Process for acquiring and developing
lots is informal.

Affiliate prefers donated property but
will purchase property when needed.
Property acquisition is managed
through the construction committee.

Step 2: Home Builder to Bloc

k Builder

HOME BUILDER

TRANSITION ACTIVITIES

BLOCK BUILDER

Process for acquiring and developing
lots is informal.

Affiliate prefers donated property but
will purchase property when needed.
Property acquisition is managed
through the construction committee.

Recruit and train a separate property
acquisition committee according to
board-approved committee
descriptions.

Committee formalizes policies and
procedures for property selection.

Committee requests funding for
purchasing property.

Committee develops and implements
a property acquisition strategy to
support strategic building goals.

Form partnerships with the local
government for property and
infrastructure.

Property selection committee is
established and operational.

Written procedures are in place for
property acquisition and
development.

Budget is formed for property
acquisition line items.

Land banking begins.

Property acquisition strategies
include multiple lot properties.

Affiliate partners with other
organizations for property acquisition.

Step 3: Block Builder to Neighborhood Builder

BLOCK BUILDER

TRANSITION ACTIVITIES

NEIGHBORHOOD BUILDER

Property selection committee is
established and operational.

Written procedures are in place for
property acquisition and
development.

Budget is formed for property
acquisition line items.

Land banking begins.

Property acquisition strategies
include multiple lot properties.

Affiliate partners with other
organizations for property acquisition.

Committee trains to be able to meet
requirements for SHOP funding and
other infrastructure grants.

Committee investigates and develops
policies and procedures for acquiring
single-family subdivision parcels.

Committee explores and develops
strategies for mixed-income
development. Findings and
recommendations are presented to
the board.

Affiliate has the capacity to manage
requirements for SHOP funding and
other infrastructure grants.

Affiliate has the capacity to manage
an inventory of sites that meet or
exceed the amount required for
several years of operation.

Affiliate is building single-family
subdivisions.

Affiliate begins mixed-income
development, if appropriate.
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Step 4: Neighborhood Builder to Community Builder

NEIGHBORHOOD BUILDER

TRANSITION ACTIVITIES

COMMUNITY BUILDER

Affiliate has the capacity to manage
requirements for SHOP funding and
other infrastructure grants.

Affiliate has the capacity to manage
an inventory of sites that meet or
exceed the amount required for
several years of operation.

Affiliate is building single-family
subdivisions.

Affiliate begins mixed-income
development, if appropriate.

Property acquisition staff members
are hired using a board-approved job
description.

The staff and the committee develop
a formalized property acquisition plan
tosuppor t t he

affili a

A property acquisition professional is
in place.

Affiliate has the capacity to manage
an inventory of sites that meet or
exceed the amount required for three
to five years of operation.

Larger developments become a key
strategy.

Affiliate partners with Land Bank
Authority where applicable.

Affiliate partners with or develops a
land trust to maintain affordability.

High-density (townhomes)
development is a key strategy.

Step 5: Community Builder to Town Builder 8 and beyond

COMMUNITY BUILDER

TRANSITION ACTIVITIES

TOWN BUILDER

9 A property acquisition professional is I Implementation of board-approved Property acquisition department
in place. plan. meets the affiliat
1 Affiliate has the capacity to manage gtnéeai'léo ];'c\)’e;rlﬁgé inventory of
an inventory of sites that meet or u prop '
exceed the amount required for three
to five years of operation.
9 Larger developments become a key
strategy.
9 Affiliate partners with Land Bank
Authority where applicable.
9 Affiliate partners with or develops a
land trust to maintain affordability.
High-density (townhomes)
development is a key strategy.
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CAPACITY BUILDING TRANSITION CHARTS:

Homeowner services*

Step 1: Foundation Builder to Home Builder

FOUNDATION BUILDER

TRANSITION ACTIVITIES

HOME BUILDER

A board member chairs and board
members staff most of the
Homeowner Services committee.

Basic selection criteria are used
(Policy 11).

The HFHI-approved application for
homeownership is used.

The board reviews all information and
makes selection decisions.

No formal process is in place for
homeowner/homebuyer education or
support.

Sweat-equity monitoring is informal.

House dedications are exciting and
planned by the board.

After move-in, support comes
primarily from the construction
committee.

The board approves a
comprehensive homebuyer selection
process.

Homeowner selection policies are in
place for owner-occupied products.**

People from outside the board are
recruited and educated for the
homeowner services committee.

An applicant meeting is incorporated
in the homebuyer process.

The homeowner services committee
develops a process for transitioning
approved homebuyers to the
homebuyer support committee.

The homeowner services committee
develops pre- and post-purchase
education for homeowners.

The homeowner services committee
provides post-purchase housing

counseling for foreclosure prevention.

Sweat-equity guidelines are
formulated, written and monitored.

A homebuyer partner program is
developed.

Homeowner selection and
Homeowner support operate as
separate committees.

People from outside the board
participate on committees.

The application process is more
frequent and more structured.

A publicized applicant meeting or
orientation session is held.

Acceptance and denial letters are
standardized.

Potential homebuyers are selected
when funding is available.

There is a process to transition
prospective homebuyers from
homeowner selection to homeowner
support.

Homeowners are committee
members.

Sweat equity is formalized.

Homeowner support committee
members deliver homebuyer
education.

Homeowner selection policies are in
place for owner-occupied products.**

*Homeowner services does not lead capacity building; Homeowner services is reactive to capacity that is built.
Components of homeowner services (selection and support) are highly regulated. For more information , please seethe
Homeowner Services Affiliate Operations Manual and in the

**Affiliates at every capacity level can begin programs for repairs and other owner -occupied products.
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Step 2: Home Builder to Block Builder

HOME BUILDER

TRANSITION ACTIVITIES

BLOCK BUILDER

Homeowner selection and
Homeowner support operate as
separate committees.

People from outside the board
participate on committees.

The application process is more
frequent and more structured.

A publicized applicant meeting or
orientation session is held.

Acceptance and denial letters are
standardized.

Potential homebuyers are selected
when funding is available.

There is a process to transition
prospective homebuyers from
homeowner selection to homeowner
support.

Homeowners are committee
members.

Sweat equity is formalized.

Homeowner support committee
members deliver homebuyer
education.

Homeowner selection policies are in
place for owner-occupied products.**

A homeowner services coordinator d
paid or volunteer d is recruited using
a board-approved job description,
and training is ensured.

Homeowner services committee
develops a process for outreach and
for recommending prospective
homebuyers for board approval.

The homebuyer education program is
expanded.

Sweat-equity guidelines are
expanded to serve more
homebuyers.

A policy is developed for lot
assignment and house size.

Informal homeowner relations
continue after closing (e.qg., picnics,
holiday parties, etc.)

A feedback mechanism for
homeowners is created.

A homeowner services coordinator
& paid or volunteer & is in place.

The homeowner services committee
submits written prospective
homebuyer recommendations for
board approval.

Selection numbers are determined by
the affi bhliplant eds an

The homebuyer education program is
formalized.

A house punch list is in place.

A group of approved homebuyers are
working on sweat equity
simultaneously.

Board approves policy for lot
assignment and house size.

Homebuyers receive training.

Dedications are planned with
homebuyers.

Feedback from homeowners/
homebuyers is analyzed and acted
upon.

Homeowner selection policies are in
place for owner-occupied products.**

* Components of homeowner services (selection and support) are highly regulated. For more information , please seehe
Homeowner Services Affiliate Operations Manual

and in the

**Affiliates at every capacity level can begin programs for repairs and other owner -occupied products.
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Step 3: Block Builder to Neighborhood Builder

BLOCK BUILDER

TRANSITION ACTIVITIES

NEIGHBORHOOD BUILDER

A homeowner services coordinator
& paid or volunteer & is in place.

The homeowner services committee
submits written prospective
homebuyer recommendations for
board approval.

Selection numbers are determined by

the affiliatebs an

The homebuyer education program is
formalized.

A house punch list is in place.

A group of approved homebuyers are
working on sweat equity
simultaneously.

Board approves policy for lot
assignment and house size.

Homebuyers receive training.

Dedications are planned with
homebuyers.

Feedback from homeowners/
homebuyers is analyzed and acted
upon.

Homeowner selection policies are in
place for owner-occupied products.**

The trained family services
(homeowner services) staff develops
a more comprehensive, year-round
application process.

Homebuyer education is refreshed or
alternative partnerships are
developed to outsource homeowner
education responsibilities.

Homebuyers are trained to work with
prospective homeowner groups.

The homeowner services staff works
with the construction staff to develop
a punch list walkthrough process.

The homeowner services staff
reviews information on homeowner
associations.

Training is developed for homebuyers
who will participate in homeowners 6
associations.

Applications are accepted year-
round.

A pre-application form may be used
in the process.

Applications are screened before
committee review by a staff member
or volunteer.

A large number of homebuyers are
approved and working on sweat
equity simultaneously.

Board approval of homebuyers is
based on confidence in the staff and
committee.

Homebuyer education is conducted in
collaboration with community-based
organizations.

Homebuyers work in teams with a
homebuyer partner.

A punch list walk-through is
conducted with the new homeowner,
a family support representative and a
construction representative.

Homeownersbdassociations are
established where needed.

Homeowner selection policies are in
place for owner-occupied products.**

* Components of homeowner services (selection and support) are highly regulated. For more information , please seethe
Homeowner Services Affiliate Operations Manual and in the

**Affiliates at every capacity level can begin programs for repairs and other owner -occupied products.
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Step 4: Neighborhood Builder to

Community Builder

NEIGHBORHOOD BUILDER

TRANSITION ACTIVITIES

COMMUNITY BUILDER

I Applications are accepted year-round.

1 A pre-application form may be used in the
process.

9 Applications are screened before committee
review by a staff member or volunteer.

and working on sweat equity simultaneously.

I Board approval of homebuyers is based on
confidence in the staff and committee.

1 Homebuyer education is conducted in
collaboration with community-based
organizations.

partner.

new homeowner, a family support
representative and a construction
representative.

f Homeownersdé associ at

where needed.

owner-occupied products.**

 Alarge number of homebuyers are approved

9 Homebuyers work in teams with a homebuyer

9 A punch list walk-through is conducted with the

 Homeowner selection policies are in place for

 Hire and train homeowner
services staff members using

opportunities.
9 Continue homeowner support

Enhance outreach to potential
of a credit counseling program,

whether using staff members or
volunteers.

i g

board-approved job descriptions.
I Review and expand sweat-equity

with the homebuyer after closing.

applicants with the development

Y A homeowner services
department is formed.

{ Volunteer involvement is limited.

 Homeowner selection policies
are in place for owner-occupied
products.

* Components of homeowner services (selection and support) are highly regulated. For more information , please seehe
Homeowner Services Affiliate Operations Manual

and in the

**Affiliates at every capacity level can begin programs for repairs and other owner -occupied products.

Step 5: Community Builder to Town Builder 8 and beyond

COMMUNITY BUILDER

TRANSITION ACTIVITIES

TOWN BUILDER

A homeowner services departmentis |
formed.

 Volunteer involvement is limited.

I Homeowner selection policies are in
place for owner-occupied products.

The homeowner services staff
assumes expanded duties because of
increased scale, including:

Outreach to potential applicants.
Homebuyer application process.

Education and training
programs for homebuyers.

A Managing sweat equity.

> > >

Restructuring and professionalizing of
the department are assessed.

The homeowner services department
is well-established and continually
evaluates policies and procedures
and program activities.

Homeowner services are more
professionalized for homeowners and
homebuyers.

Volunteer involvement is limited to
home visits.

Homeowner selection policies are in
place for owner-occupied products.**

* Components of homeowner services (selection and support) are highly regulated. For more information , please se the
Homeowner Services Affiliate Operations Manual

and in the

**Affiliates at every capacity level can begin programs for repairs and other owner -occupied products.
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CAPACITY BUILDING FIELD GUIDE HABITAT FOR HUMANITY

CAPACITY BUILDING TRANSITION CHARTS:

Operations (systems)

Step 1: Foundation Builder to Home Builder

FOUNDATION BUILDER

TRANSITION ACTIVITIES

HOME BUILDER

Office and equipment are in place
(HFHI Policy 4).

Committed volunteers staff the
affiliate.
Communication is loose.

Policies are formulated on an as-
needed basis in accordance with the
Quality Assurance Checklist.

Affiliate Statistical Report is
submitted.

 Secure software for volunteer
tracking.

9 Develop personnel policies.

1 Develop and enforce a delinquency
policy.

 Develop email communication with
the board and key staff members.

9 Develop a web page.

Begin documenting affiliate policies
and procedures in accordance with
the HFHI Policy Handbook.

Software is used for volunteer
tracking.

Personnel policies are in place.

An affiliate policies and procedures
handbook is in place and added to as
needed.

Delinquencies are managed
consistently.

Internal communication system,
strategies and procedures are in
place.

Step 2: Home Builder to Bloc

k Builder

HOME BUILDER

TRANSITION ACTIVITIES

BLOCK BUILDER

Software is used for volunteer
tracking.

Personnel policies are in place.

An affiliate policies and procedures
handbook is in place and added to as
needed.

Delinquencies are managed
consistently.

Internal communication system,
strategies and procedures are in
place.

9 Develop a personnel manual.

9 Investigate an employee benefit
package.

 Analyze and update technology and
software for effectiveness.

9 Develop and use project
management strategies for overall
affiliate operations.

9  Add social media to your web page.

9 Ensure that policies and procedures
are centralized, catalogued and
documented.

An employee benefits package is in
place.

Employee training is provided.

The affiliate policies and procedures
manual is updated.

Board reports are upgraded to be
more comprehensive.

Project management is used for
affiliate operations.

Step 3: Block Builder to Neighborhood Builder

BLOCK BUILDER

TRANSITION ACTIVITIES

NEIGHBORHOOD BUILDER

An employee benefits package is in
place.

Employee training is provided.

The affiliate policies and procedures
manual is updated.

Board reports are upgraded to be
more comprehensive.

Project management is used for
affiliate operations.

 Research and select improved donor
and volunteer management systems.

9 Institute dashboard reporting.

Use organizational data to make
management decisions.

9 Begin reporting to credit bureaus.

New technology is web-based (donor
and volunteer management).

Operational functions are
departmentalized (finance and human
resources).
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CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

Step 4: Neighborhood Builder to Community Builder

NEIGHBORHOOD BUILDER

TRANSITION ACTIVITIES

COMMUNITY BUILDER

New technology is web-based (donor
and volunteer management).

Operational functions are
departmentalized (finance and human
resources).

Hire a chief operating officer using a
board-approved job description.

Investigate and purchase software for
internal communications.

Develop, train and adopt a project
management philosophy.

Increase the use of volunteer
management systems.

Develop project management
strategies for overall affiliate
operations.

Increase the use of social media.

Centralize and catalog or document
all policies and procedures.

Chief operating officer is in place.

Internal communication system is in
place.

Affiliate embraces project
management model.

Step 5: Community Builder to Town Builder 8 and beyond

COMMUNITY BUILDER

TRANSITION ACTIVITIES

TOWN BUILDER

I Chief operating officer is in place. Retain executive coach for senior 9 All operations are professionalized.
9 Internal communication system is in Ie.ader'.shlp. _  Town growth measures:
A T A" Regulry reviw systems and
Affiliate embraces project wraining ) L technology to keep pace with
management model. mstltL_Jte staff retrt_eats, and give the growth.
staffjobplanst i ed t o t he ) )
strategic plan. A Integrate and link IT systems for
) efficiency.
Examine hardware and software for
capacity.
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CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

CAPACITY BUILDING TRANSITION CHARTS:

Finance

Step 1: Foundation Builder to Home Builder

FOUNDATION BUILDER TRANSITION ACTIVITIES

HOME BUILDER

9 A basic bookkeeping systemisonthe | § Secure software for financial

computer (e.g., QuickBooks). management and mortgage servicing.
I Mortgage documents have been 9 Have treasurer/bookkeeper set up a
developed. chart of accounts

Financial Policies and Procedures
Affiliate Operations Manual.

Develop financial reports for the
board and train board members on
how to read them.

Begin to use an annual budgeting
process.

9 Explore alternative financing
techniques.

Software is used for mortgage
servicing and financial planning.

HFHI 6 s dhart chacdoents is
used.

A yearly budget is approved by the
board.

Report is sent to board on alternative
financing techniques.

Step 2: Home Builder to Block Builder

HOME BUILDER TRANSITION ACTIVITIES BLOCK BUILDER
1 Software is used for mortgage ' Provide budget training for Financial audit or review is
servicing and financial planning. employees. conducted.
T HFHI 6s detail ed ch Y Adddetail to financial reporting. Detailed financial reporting is used.
used. 9 Perform financial audits as required. A part-time professional accountant is
il QO);ergrly budget is approved by the 1 Monitor escrow accounts. employed.
I Readdress advanced financing

9 Report is sent to board on alternative

: . ) techniques.
financing techniques. q

Hire a part-time professional
accountant.
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CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

Step 3: Block Builder to Neighborhood Builder

BLOCK BUILDER

TRANSITION ACTIVITIES

NEIGHBORHOOD BUILDER

Y Financial audit or review is 9 Hire a financial director using a 9 Financial director is in place.
conducted. board-approved job description. 9 Finance committee is functioning.
I Detailed financial reporting is used. il ]Bewe\_/v Iand uri_grade software for 1 Delinquency management program is
9 A part-time professional accountant is ihancial reporting. in operation.
employed. I Develop a finance committee.
1 Review the mortgage servicing
process.
I Manage delinquencies for foreclosure
prevention.
1 Review advanced financing
techniques (mortgage sales, line of
credit, HFHI 6s FI ¢
9 Begin reporting to credit bureaus.
Step 4: Neighborhood Builder to Community Builder
NEIGHBORHOOD BUILDER TRANSITION ACTIVITIES COMMUNITY BUILDER
9  Financial director is in place. 9 Hire a chief financial officer using a Annual budget includes a line item for
1 Finance committee is functioning. board-approved job description. technology.
Delinquency management program is T tCOtrP:tmkl:e tcareflne financial reporting bl ]ljlnan(_:el d}afpartment is led by chief
in operation. o the board. inancial officer.
I Have a knowledgeable finance
committee that develops advanced
financing techniques.
f Review and improve annual
budgeting process and systems.
i Sharpen expense management.
I Strengthen the mortgage underwriting
process and foreclosure prevention.
Step 5: Community Builder to Town Builder 8 and beyond
COMMUNITY BUILDER TRANSITION ACTIVITIES TOWN BUILDER
9 Annual budget includes a line item for | §  Train or recruit the board for financial | §  Strong financial management is a
technology. sophistication. leading component of affiliate
Finance department is led by chief operations and essential for planning.
financial officer. Town growth measures:

A Regularly investigate advanced
financing techniques.
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CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

CAPACITY BUILDING TRANSITION CHARTS:

Resource development*

Step 1: Foundation Builder to Home Builder

FOUNDATION BUILDER

TRANSITION ACTIVITIES

HOME BUILDER

1 Resource development committee
has been recruited and activated.

9 Events are a major source of
revenue.

9 Churches and other groups are
approached through personal
contact.

9 Affiliate begins to develop a house

sponsorship program.

I The individual donor base is small.
I Some in-kind donations are received

unsolicited.

9 Board members are engaged in
fundraising at some level.

Begin an affiliate newsletter that
includes a donation envelope.

Develop a system for gathering
names to expand t
prospect list (volunteers,
groundbreaking and dedication
attendees, etc.).

Create a house sponsorship program
that may include theme builds,
corporate builds,
civic builds, Women Build projects,
etc.

Train committee and board in
resource development.

Begin online giving program.

Research and implement a donor
management system.

Create a donor recognition strategy.
Complete a ReStore feasibility study.

*%

|,‘

Affiliate consistently sends out a
newsletter that includes a donation
envelope.

Affiliate has a system for gathering
names to expand its donor prospect
list (volunteers, groundbreaking and
dedication attendees, etc.).

House sponsorship program includes
theme builds, corporate builds, an
Apostl es6 Build,
Build projects, etc.

Committee and board receive training
in resource development.

Donor management system is in
place.

Donor recognition strategy is in place.

A ReStore feasibility study and
business plan has been completed,
and the affiliate is moving forward
with plans.**

g

*Community development and neighborhood r evitalization partnerships increase fund development opportunities.

**Eor more detail about Habitat ReStores, contact
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CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

Step 2: Home Builder to Block Builder

HOME BUILDER

TRANSITION ACTIVITIES

BLOCK BUILDER

9 Affiliate consistently sends out a 9 Establish positive relationships with Positive relationships with local
newsletter that includes a donation local government entities. government entities are in place.
: ucate local, state or federal rategies for researching, submittin
envelope 1 Educate local, state or federal Strategies f hing, submitting
 Affiliate has a system for gathering agencies about affordable housing. and managing grants are being used.
Ir_latmesl to texpand its ddoglor ﬁ_rospecé 9 Develop strategies for researching, Faith relations committee is operating
(;Se d(i\égtlijgne;[:;greoeusn et(r:e)a Ing an submitting and managing grants. effectively in cultivating relationships
1 House sponsorshi ,ro ram includes I Establish a faith relations committee an Ic;]cal Lanh-based organizations
thel:ne bSiIds corIFc)Jr%tegbuildls aLrj1 or subcommittee and begin to ane chrenes.
A t » corpe BU i I’ d cultivate relationships with local faith- A successful direct mail program is in
POS €so ul w9 based organizations and churches. place.
Build projects, etc.
1 Committee and board receive trainin 1 Recruit a fundraising professional & An annual fundraising campaign for
in resource development 9 paid or volunteer 8 using a board- unrestricted money has been
P ' approved job description, and ensure established.
| Dlonor management system is in they are trained. The accelerated asset program or
place. I Develop a case statement. FlexCAP are being used.
i Donor recognition strategy is in place. Begin a direct mail program. Website contains 3
1 ﬁR_eStore Ifeasr,]lbllltg/ study an? e 1 Begin an annual fundraising button.
aﬁzl?ﬁszg'@te ?‘:mie.”nc‘;gp zr?i ' campaign for unrestricted money that Successful relationships with
with plans fatel ving forw includes a well-structured case corporations and foundations exist.
statement. One or two annual fundraising events
1 Research the viability and availability are in place.
of an accelerated asset recovery The Cars for Homes program is being
program or FlexCAP. used
T Inc obr 'tp orate a fiday Board members all give financially to
your website. the affiliate and are engaged in the
9 Develop a written comprehensive overall fundraising process.
fund development plan. A gifts-in-kind program is bringing in
9 Initiate relationships with corporations significant materials for construction,
and foundations. the Habitat ReStore and the office.
9 Develop one or two events to become A written comprehensive fund
annual fundraising and public development plan is being used.
awareness events. The number of staff hours dedicated
 Implement the Cars for Homes to fundraising has increased.
program. Fundraising resource development
9 Ensure that board members all give professional 8 paid or volunteer 8 is
financially to the affiliate and are in place.
engaged in the fundraising process. ReStore is used to increase the
 Increase the gifts-in-kind program. visibilityandawar eness of
H H *%
9 Ensure online giving is established. mission.
I Open a ReStore.**
**For more detail about Habitat ReStores, contact
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CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

Step 3: Block Builder to Neighborhood Builder

BLOCK BUILDER

TRANSITION ACTIVITIES

NEIGHBORHOOD BUILDER

Positive relationships with local
government entities are in place.

Strategies for researching, submitting
and managing grants are being used.

Faith relations committee is operating
effectively in cultivating relationships
with local faith-based organizations
and churches.

A successful direct mail program is in
place.

An annual fundraising campaign for
unrestricted money has been
established.

The accelerated asset program or
FlexCAP are being used.

Website
button.

contains

Successful relationships with
corporations and foundations exist.

One or two annual fundraising events
are in place.

The Cars for Homes program is being
used.

Board members all give financially to
the affiliate and are engaged in the
overall fundraising process.

A gifts-in-kind program is bringing in
significant materials for construction,
the Habitat ReStore and the office.

A written comprehensive fund
development plan is being used.

The number of staff hours dedicated
to fundraising has increased.

Fundraising resource development
professional & paid or volunteer § is
in place.

ReStore is used to increase the

visibiityandawar eness of

mission.**

d

Ensure that the resource
development plan has a component
that addresses strategies for
solicitation of corporations and
foundations.

Create a planned giving program.

Begin to build on your individual
donor program by identifying possible
major donors and developing
strategies for increasing their gifts.

Evaluate special events and make
improvements to increase revenue.

Identify additional faith-based
partners.

Expand your house sponsorship
program to include components for
additional housing products.

Continue to look for partnership
opportunities with government
entities.

Research and select improved donor
and volunteer management.

Invest in fundraising training for staff
members.

Improve donor retention rate.

Develop and implement a monthly
giving program.

Evaluate ReStore production and
create a plan for improvement or
expansion. **

The resource development plan has a
component that addresses strategies
for solicitation of corporations and
foundations.

A planned giving program is in place.

The individual donor program now
includes strategies for increasing
major gifts.

One or two special events
consistently generate major funds.

The faith relations committee is
working effectively with multiple
partners from the faith community.

The house sponsorship program
includes mechanisms for securing
funds for multiple housing products.

Effective government partnerships
are in place.

New technology for donor and
volunteer management is web-based.

Donor retention rate has increased.

ReStore production has increased,
and expansion or improvements are
considered. **

**For more detail about Habitat ReStores, contact
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CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

Step 4: Neighborhood Builder to Community Builder

NEIGHBORHOOD BUILDER

TRANSITION ACTIVITIES

COMMUNITY BUILDER

The resource development plan has a
component that addresses strategies
for solicitation of corporations and
foundations.

A planned giving program is in place.

The individual donor program now
includes strategies for increasing
major gifts.

One or two special events
consistently generate major funds.

The faith relations committee is
working effectively with multiple
partners from the faith community.

The house sponsorship program
includes mechanisms for securing
funds for multiple housing products.

Effective government partnerships
are in place.

New technology for donor and
volunteer management is web-based.

Donor retention rate has increased.

ReStore production has increased,
and expansion or improvements are
considered. **

Implement a well-rounded individual
donor program that includes an
annual fundraising campaign that
covers operating expenses in addition
to a major gift and planned giving
program.

Complete a capital campaign
feasibility study.

Ex pand t h efaitlartldtions i &
program to include regional and
statewide denominational entities.

Investigate possible matching gift
programs through corporations and
foundations.

Strengthen the resource development
committee and include community
volunteers with very specific skill sets
such as financial planning and major
gift solicitation.

Use the affiliatedg
most fundraising strategies.

Budget for and administer fundraising
training across the affiliate.

I ncrease the boarg
fundraising to include more

solicitation and leadership activities.

Significantly increase corporate giving
and partnerships.

Evaluate ReStore production and
create a plan for improvement or
expansion. **

A diverse individual donor program
now includes an annual fundraising
campaign that covers operating
expenses, in addition to programs for
major gifts and planned giving.

Affiliate considers doing a capital
campaign based on the results of a
feasibility study.

The faith relations program operates
at a high level, engaging the faith
community in multiple affiliate
projects.

A matching gifts program is in place.

The resource development committee
operates at a high level and uses
multiple vehicles and sources to
reach the affiliat

The affi | ta@meatéssowc g
used in most of the fundraising
strategies.

Fundraising training is now budgeted
for and administered across the
affiliate.

The boardébés engagse€
fundraising has increased to include
more solicitation and leadership
activities.

ReStores operate at a very high level,
providing significant funds back to the
affiliate.**

**For more detail about Habitat ReStores, contact
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HABITAT FOR HUMANITY

Step 5: Community Builder to Town Builder 8 and beyond

COMMUNITY BUILDER

TRANSITION ACTIVITIES

TOWN BUILDER

A diverse individual donor program
now includes an annual fundraising
campaign that covers operating
expenses, in addition to programs for
major gifts and planned giving.

Affiliate considers doing a capital
campaign based on the results of a
feasibility study.

The faith relations program operates
at a high level, engaging the faith
community in multiple affiliate
projects.

A matching gifts program is in place.

The resource development committee
operates at a high level and uses
multiple vehicles and sources to
reach the affiliat

The affiliatebds c3g
used in most of the fundraising
strategies.

Fundraising training is now budgeted
for and administered across the
affiliate.

The boardds engagse
fundraising has increased to include
more solicitation and leadership
activities.

ReStores operate at a very high level,
providing significant funds back to the
affiliate.**

Recruit and train members of the
resource development department.

Establish relationships with state and
national funders through local
contacts, state support organizations
and HFHI.

Create and implement an in-depth
fundraising plan that engages
everyone within the affiliate in
multiple tasks.

Resource development department
has been created.

Affiliate is advocating for funds.

Large national and state funding
opportunities are being investigated.

A large, comprehensive fundraising
plan now guides all the fundraising
work at the affiliate.

Personal gifts from board members
are now seen as lead gifts in the
annual campaign.

Board members are actively involved
in solicitations.

Corporate giving is at a significant
level.

Personal gifts from board members
have increased to significant levels.

**For more detail about Habitat ReStores, contact
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HABITAT FOR HUMANITY

CAPACITY BUILDING TRANSITION CHARTS:

Staffing

Step 1: Foundation Builder to Home Builder

FOUNDATION BUILDER

TRANSITION ACTIVITIES

HOME BUILDER

il

Committed volunteers function as the
staff.

Develop personnel policies.

Have the board chair function as
executive director until the position is
professionalized.

Recruit a construction manager o
paid or volunteer 8 using a board-
approved job description, and ensure
he or she is trained.

Recruit a volunteer coordinator &
paid or volunteer 8 using a board-
approved job description, and ensure
he or she is trained.

Research and apply to HFHI for
National Service members.

Executive director is hired using a
board-approved job description; he or
she also receives training.

Construction manager 8 paid or
volunteer, full or part time & isin
place.

Volunteer coordinator 8 paid or
volunteer & is in place.

Personnel policies are in place.

Step 2: Home Builder to Bloc

k Builder

HOME BUILDER

TRANSITION ACTIVITIES

BLOCK BUILDER

9 Executive director is hired using a Have the executive director become Employee benefits package is in
board-approved job description; he or more involved in the community. place.
she also receives training. Investigate an employee benefits Employee training is provided.
T Colnzirucrtlc;n”m?nagr;tetr_r?] %a'q 0.:] package. Executive director focuses on building
\[;?alée eer, fullorparttime 0 ISt Begin to put emphasis on hiring staff, key relationships and partnerships.
T Volunt dinator 3 paid |n’clud|ng:. ) Fundraising development
olunteer coorainator 9 paid or A Review of staffing and professional is in place.
volunteer & is in place. organization chart.
1 P | volici in ol ) o ) Homeowner services coordinator &
ersonnel policies are in place. A Targ(_eted hiring for skills and paid or volunteer & is in place.
passion. sit ) 3 " unt
. . . ite supervisors 8 paid or volunteer
A Training for skill d.evelo.pment. 3 are in place.
A Salary and benefits review for - .
retention. Affiliate applies for and uses
) ) o AmeriCorps members 8 VISTA or
Recruit a full-time fundraising National Direct.
professional.
Recruit a homeowner services
coordinator using a board-approved
job description, and ensure he or she
is trained.
Have the construction manager hire
or recruit site supervisors.
Recruit a full- or part-time financial
officer.
Develop strategic uses of National
Service members.
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CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

Step 3: Block Builder to Neighborhood Builder

BLOCK BUILDER

TRANSITION ACTIVITIES

NEIGHBORHOOD BUILDER

Employee benefits package is in
place.

Employee training is provided.
Executive director focuses on building
key relationships and partnerships.

Fundraising development
professional is in place.

Homeowner services coordinator
paid or volunteer 8 is in place.

Site supervisors & paid or volunteer
& arein place.

Affiliate applies for and uses
AmeriCorps members 8 VISTA or
National Direct.

Hire a financial director using a
board-approved job description.

Have the staff train and lead
committees.

Have executive director delegate
program leadership to appropriate
staff members.

Have executive director develop
strategies to incorporate community
partnerships and collaborations.

Expand volunteer recruitment to
attract groups to construction and
ReStore service.

Financial director is in place.

Paid staff members are key
managers, supported by strong
committees.

Executive director provides daily
oversight and direction for all affiliate
programs.

Construction becomes a department
with a manager, site supervisors and
crew leaders.

Executive director develops
partnerships and collaborations in the
community.

Affiliates use volunteer groups and
individuals as both additional site
volunteers and as a fundraising
strategy.

Step 4: Neighborhood Builder to

Community Builder

NEIGHBORHOOD BUILDER

TRANSITION ACTIVITIES

COMMUNITY BUILDER

Financial director is in place.

Paid staff members are key
managers, supported by strong
committees.

Executive director provides daily
oversight and direction for all affiliate
programs.

Construction becomes a department
with a manager, site supervisors and
crew leaders.

Executive director develops
partnerships and collaborations in the
community.

Affiliates use volunteer groups and
individuals as both additional site
volunteers and as a fundraising
strategy.

Investigate hiring a chief operating
officer or similarly skilled operations
function using a board-approved job
description.

Hire a chief financial officer or highly
skilled financial staff using a board-
approved job description.

Devel op executive
advocacy skills.

Have executive director train and
empower staff members to set goals
and strategies and to manage the
affiliate.

Refine the staff recruiting and hiring
process.

Develop team-building exercises to
incorporate into affiliate work life o
weekly, monthly or annually.

Refine the organizational
development chart to clarify roles and
responsibilities.

Executive director is an affordable
housing advocate and developer of
community partnerships.

Staff is empowered to set goals and
strategies to manage the affiliate.

A chief operating officer is in place.
A chief financial officer is in place.

Teami building exercises, traditions
or programs are established &
weekly, monthly or annually.

The finance department is led by the
chief financial officer.

Licensed general contractors are on
the affiliate staff.

Affiliate is reliant on National Service
members to supplement its staff.
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HABITAT FOR HUMANITY

Step 5: Community Builder to Town Builder 8 and beyond

COMMUNITY BUILDER

TRANSITION ACTIVITIES

TOWN BUILDER

{ Executive director is an affordable Retain executive coach for senior The homeowner services department
housing advocate and developer of leadership. is professionally run, including post-
community partnerships. Changeex ecutive dire purchase support.

9 Staff is empowered to set goals and role to president or chief executive Staff retention policies and support
strategies to manage the affiliate. officer. are in place.

A chief operating officer is in place. Expand C E O &rowledge to state A resource development department

A chief financial officer is in place and national advocacy issues. with multiple staff members has been

' L created.

I Teami building exercises, traditions Have CEO develop a long-term vision - . .
or programs are established & for staff development. Affiliate benefits package is expanded
weekly, monthly or annually. Explore staff retention b_ased on the _evaluatl_on .Of similar-

_ _ olicies/support sized nonprofit organizations.

I The finance department is led by the P :
chief financial officer. Evaluate the affiliate benefits

9 Licensed general contractors are on p_ac_kage_ compared V‘.”th thos_e O.f
the affiliate staff similar-sized nonprofit organizations.

9 Affiliate is reliant on National Service t?gi’ﬁirsggrgksiﬁag;]ﬁ;ﬁﬁfﬁéﬁguem

I i ff. - L
members to supplement its sta institute staff retreats; and give the
staff job plans tiedtothea f f i | i @
strategic plan.
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APPENDIX 6:

Full staffing charts,
separated by affiliate
maturity level

In order to update the staffing charts, we surveyed 85 Habitat affiliates from the following affiliate m aturity levels:
1 5 Foundation Builders

20 Home Builders

20 Block Builders

18 Neighborhood Builders

12 Community Builders

10 Town Builders

Affiliates were asked to indicate the total number of staff members and the type of positions they have at their
affiliates. The tables below summarize the responses received and the staffing structure at the respective Habitat affiliates.
Responses are sparated by affiliate maturity level and position type.

= =4 =4 =4 =

RESPONSES FROM FIVE FOUNDATION BUILDER HABITAT AFFILIATES

FULL-  SPLIT- PART-
FOUNDATION BUILDER TIME TIME TIME AMERICORPS VOLUNTEER
Executive director/president/CEO 4
Chief operating officer
Chief financial officer
Homeowner services
Construction department
Resource development

[ S S

Volunteer department
Neighborhood revitalization
Community outreach 1
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RESPONSES FROM 20 HOME BUILDER HABITAT AFFILIATES

FULL- SPLIT- PART-
HOME BUILDER TIME TIME TIME AMERICORPS  VOLUNTEER
Executive director/president/CEO 17 2 1
Chief operating officer 4 3
Chief financial officer 2 5 2
Homeowner services 3 7 14
Construction department 16 22 13 6 14
Resource development 8 26 4
Volunteer department 5 7 6
Neighborhood revitalization 2 3
Community outreach 1 1 3
RESPONSES RECEIVED FROM 20 BLOCK BUILDER HABITAT AFFILIATES

FULL- SPLIT- PART-
BLOCK BUILDER TIME TIME TIME AMERICORPS  VOLUNTEER
Executive director/president/CEO 19 1 1
Chief operating officer 4 1 1
Chief financial officer 9 2 2
Homeowner services 20 5 6 5
Construction department 45 5 1
Resource development 16 6 2 3
Volunteer department 10 5 3
Neighborhood revitalization 3 2 1
Community outreach 4 5 1

RESPONSES RECEIVED FROM 18 NEIGHBORHOOD BUILDER HABITAT AFFILIATES

FULL-

NEIGHBORHOOD BUILDER TIME
Executive director/president/CEO 18
Chief operating officer

Chief financial officer 9
Homeowner services 21
Construction department a7
Resource development 28
Volunteer department 10

Neighborhood revitalization
Community outreach

SPLIT-
TIME

PART-
TIME AMERICORPS VOLUNTEER

4
4
8 1
4
1 2
1
2 2
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RESPONSES RECEIVED FROM 20 COMMUNITY BUILDER HABITAT AFFILIATES

FULL- SPLIT- PART-

COMMUNITY BUILDER TIME TIME TIME AMERICORPS VOLUNTEER
Executive director/president/CEO 11

Chief operating officer 4 2

Chief financial officer 4 1

Homeowner services 20 2

Construction department 31 3 10

Resource development 18 4

Volunteer department 8 2 3

Neighborhood revitalization 12 5 3 4

Community outreach 2 4

RESPONSES RECEIVED FROM 10 TOWN BUILDER HABITAT AFFILIATES

FULL- SPLIT- PART-

TOWN BUILDER TIME TIME TIME AMERICORPS VOLUNTEER
Executive director/president/CEO 10

Chief operating officer

Chief financial officer 3 1 2
Homeowner services 49 2 2 3

Construction department 98 1 8 37 12
Resource development 60 2 8 4
Volunteer department 16

Neighborhood revitalization 12 1 1

Community outreach 14 4 1

Survey of affiliates: Focus on staffing

Twenty -four of 26 affiliates interviewed (92 percenf) noted that changesthey made related to staffing had an impact on

their efforts to build their capacity to serve more families. The executive director at the Tuscaloosa Habitat affiliate in

Alabama summed up the opinions of many affiliates : ? ( WUl EOOCA WEEOz OwUE a wi OO A ibtwfit®d OE w1
credit for our success with capacity building belongs to them. We have a wonderful construction staff , and they are so

patient and love to teach. We have a great office staff as well. A key to your success is always going to be hiing good

x]1 OxO0l w8 OUWEEOZ OWEOWPUWEOOWEUWOT T wi RT EVUDYIT WEPUI EUOUS »
In parti cular, affiliate opinions gathered in the capacity building interviews can be categorized into the following
three areas:
1 Hire staff members with passion for the mission andskills to do the job.
1  Performance and results matter.
1 Support staff members with learning opportunities, professional development, competitive salaries and benefits .

PASSION AND EXPERTISE

The East Bay/Silicon Valley Habitat affiliate in California describes its shift to spending more to get more:
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iwe were hiring for what we could afford, not what we
butthepay-of f i s enormous. We have a Owhatever out takes men
affiliate forward. People with a punch-the-c | ock mental ity donét | ast very wel/|
here for the mission, you dondét | ast very long in our

The following quotes demonstrate more affiliate views on the importance of hiring staff members for both their
passion for the mission and their skills and experience.

fDevelop a strong set of guiding principles and process for recruitment, interviewing and evaluation of

staff. Be true to those principles. We evaluate candidates and staff on the following basis:6 Do t hey get it
Do they want it? Do they have the capacity to do it?6lf the answer is 6 n to &ny one of those, then they

arendt .47 &reater Dels Moinks Habitat, lowa

fHiring mission-minded staff is important 8 as opposed to just people who want a paycheck 8 but this is
hard to do!di Habitat Prince William County, Virginia

STAFF PERFORMANCE

As demonstrated by the following quotes, Habitat affiliates with success in capacity building believe that although itz U w
essential to hire a staff with passion and expertise, staff members must also deliver, and managers must not hesitate to
make hiring and firing decisions when staff members do not perform as expected.

fOne of the things we underestimate the most in the HFH world is the importance of having the right staff.
We keep people around because they are nice people, instead of whether t hey are doing their
0 Greater Des Moines Habitat, lowa

fin hindsight, | should have trusted my gut more about the lack of results | was seeing. Sometimes in HFH
we let being a Christian organization get in the way of doing what is best for the organization. We need to
run our affiliates like a business first. It is also Christian to have good stewardship, and that means the
right staff capable of doing the job. A key for us in retention and success had been regular feedback
sessions with employees and a strong appraisal process that outline next steps and metrics for
improvement and goals to reach.00 Habitat of Northwest Indiana

STAFF SUPPORT

During its capacity building interview, Habitat for Humanity ~ Portland/Metro East in Oregon indicated the importance of
investing in staff training, especially as the organization changes. In addition to training, the affiliate givesits staff
opportunities to do new an d different things to help people accomplish their individual professional goals. If longevity is
a metric of success, therHabitat Portland/Metro East , with a dozen or more people on staff for five to 10 years eachcan
teach us all something about retention. The affiliate attributes its staff retention successnot only to support and training,
but also to its competitive salary and benefits.

The following quotes from other affiliate s with demonstrated success in @pacity building highlight the value affiliate
leaders place onsupporting staff members with learning opportunities , professional development and competitive
salaries.

fOne of the most important things for us to think about is that capacity building i s jugt about
organizational structure, but ités more about | eadersh
advocate to boards around the importance of investing time and money into professional development,

because as you grow the leadership of your staff you will grow the capacity of your affiliate.08 Greater

Des Moines Habitat
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fSometimes you need to pay more to get the right people and trust that more capable staff will increase
capacity. For instance, | had to pay $12,000 more to get the resource development director | wanted, but
she knows it is her job to raise the difference through increasing our RD outcomes.0

0 Habitat of Northwest Indiana

AProfessional development of staff is important, inclu
because it energizes everyone, as well aso Habita t i ng st a
Yuba/Sutter, California

AfiWebve invested heavily in the ReStore, because you ca
well managed,they real |y will 16 r Habitagt Prinde ®VillighoGounyr s i n. 0

AYou have to spend more money to get the right peopl e,

more resources, and you save money because they workata hi gher <capacity. o
0 Greater Des Moines Habitat
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Capacity building
case studies

Case Study 1: Habitat for Humanity of Orange County

CHAPEL HILL, NORTH CAROLINA

Habitat for Humanity of Orange County articulates its mission as changing lives by bringing together God's people and

resources to help families in need build and own quality , affordable homes in safe and supportive communities. The

affiliate is based in Chapel Hill, which is part of the Nort h Carolina Research Triangle and home to the University of

North Carolina at Chapel Hill. It has taken to heartthe asset-EEUT Ewx T DOOUOxT a wOi w' EEPUE U wi OU
revitalization approach and used it to expand its reach.

The affiliate has an active volunteer base, staffed by members of the community and students from the university. It is
a strong supporter of the tithe effort and has participated in a number of Habitat Global Village trips, including tripsto i ts
tithe partner, Habitat for H umanity Honduras. Habitat of Orange County works in its entire service area, building in
several communities and making a commitment to various neighborhoods in those communities. In its most current effort,
the affiliate is returning to the downtown Chape | Hill area to work in Northside, a focus neighborhood for neighborhood
revitalization.

311 wEOGOODUOI OUwUOWUT T wol PTTEOUTI OOEwWUI YDUEOPAEUDPOOWEXxxUOE
offerings and steadily adding repairs to the mix. These ef OU O U wl EYIT wOx1 O EwUx wdl pwi UOEDPOT w
overall work. They also have allowed the affiliate to develop partnerships with other organizations serving the housing
needs of the area.

" EEDPUEOW OUw' UOGEOPUawOl w. UE GTulli" &S B00azuiiuE EEVUG B Bl uiEueld 6 BulEd
OOEEOwW?/ 1 00awi OUwW' GUUDPOT » WEEOXxEDT O3 w31 PUwi i i OUDWUEPwW' EEDUE
UxUDOT wubOUOWEEUDPOOWUOwWxUOxOUI wlT 1 wE OO0 E EtakDate Gow@dteatdpte®dd O1 w x
affordable housing. The affiliate was named a winner of a Habitat for Humanity International Advocacy Award for this
work.

Neighborhood revitalization in the current focus neighborhood has meant increased outreach to diff erent
"EUOODPOEZUwW3EUwW 11 OUwOPEOOEOT wOOwWI T OwlT 1 wUOPYI UUDPUaAaWEOOOUC
neighborhood near downtown. This area, close to the university, is home to many current and retired University of North
Carolina employees.

According to Executive Director Susan Levy, the project is part of a broader, grassroots effort to strengthen the ties
between the university and the neighborhood. This work received a huge boost recently with the launch of the Northside
Neighborhood Initiative. Efforts are underway to involve not just the traditionally active student population, but also the
entire university community . The university itself, along with other partners, has made a financial contribution to the
effort, which aims to help longtime residents continue living in their homes and attract new neighbors who would like to
do the same.

Susan also notes that the afiliate is trying a more centralized and conscientious approach to everything it does in
community engagement. Drawing on the asset-based focus of neighborhood revitalization, the staff and board held a
retreat session focused on how the affiliate could become the kind of organization others identify as an asset.
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and resource development efforts, and its overall increase in capacity. The affliate added a community development
manager who works in the family services department and has been instrumental in neighborhood revitalization. It also
recently added a family support manager to the family services department.

The resource development department has evolved over the past six years. When a previous development director
left, the affiliate hired a recruiting firm to assist with finding candidates. The board participated in the interviewing
process, and that led to an ongoing, increased hvolvement in the fundraising effort. The affiliate now has a development
director, a director of leadership gifts, and a partnership manager for faith relations and corporate relations. The database
and grants manager is undertaking grant writing, and the volunteer manager is also part of the resource development
department. Most recently, the affiliate added a communications specialist. Funding for neighborhood revitalization has
been one of the top three funding categories in recent years.

Throughout thi s strategic addition of staff members, neighborhood revitalization was an important shift in mindset.
The affiliate was doing A Brush With Kindness projects before neighborhood revitalization, but the shift has helped
PEUVUAUUEOODPAIl » wbi Bdvewrdn hetpfdlifod theusBnunirinyBv@ldpthent manager, and lessons have been
shared with the rest of the staff. Neighborhood revitalization has not only helped Habitat move toward much more
collaboration with other organizations, so that the affiliate se es itself as one of many organizations working together in
neighborhoods, it has also led to collaboration among the staff.

In order to continue fulfilling the Habitat mission and increasingly build community and a sustainable organization,
the affiliate i s working toward a capital campaign and has put an executive director succession plan in place. Susan is
interested in having the affiliate take a leadership role in assisting seniors to age in place and in providing affordable
senior housing. She also hoges to take advantage of new financing models that are on the horizon. Habitat for Humanity
of Orange County will work to sustain its increased capacity and hopes to significantly increase its impact over the next
five years.

LESSONS:

1  Power comes from relationships.

1  Anassetbased approach can work for the affiliate as well as a neighborhood.
1  Be prepared to build on opportunities that present themselves.

1  Staff the affiliate appropriately to accomplish increased goals.
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Case Study 2: Habitat for Humanity of Omaha

OMAHA, NEBRASKA

According to Habitat for Humanity of Omaha, 6 out of 10 children in the North Omaha metro area of Nebraska are living

in poverty, and th e problem continues to grow during these times of economic uncertainties. The lack of decent and

affordable housing in the area creaes tremendous instability in communities, weakens the economy, and even impacts

health and educational success3 1 | Ul wi EEUOUUWEUDPYI w' EEPUEUwWI OUw' UOEOPUAa wWOI u
stable, d@fordable housing so that families can provide stability for their children ; improve their health, physical safety

and security; increasetheir educational and job prospects; and engagewith their communities.

The affiliate was an early adopter of neighborhood revitalization. It has found that although neighborhood
revitalization is an increased investment, it has created additional resources, leading to an all-around increase in capacity
for the affiliate. The Ei | POPEUI ZUWEOOODPUOI OUwUOwWOI T T EOUT OOEwWUI YPUEODPAE
EOUT wbOwUIl UOUWOI wxEUUOT UUT DxUwbbUT wUT 1 wEPUVAWEOCEWPDUT wll puwi
the acquisition of blighted propert D1 Uwb OwUT 1 wgEi | POPEUI zUwi OEVUUwWOI BT T EOUT OOEOuU
EEQUPUPUDPOOUWPPUT wUi 1T wbOUI OUDOOWOT wi EYPOT w EEPUEOWUUT wlOT 1 u
commitment included organizing public meet ings and informing and involving residents of the neighborhood.

Another partnership with the city involved the affiliate joining with the public works department to add Habitat
neighborhoods to the list of street repaving projects. These projects often t&ke five years to come to fruition, but the
affiliate now has neighborhoods on the list. Habitat is the only advocate for street improvements in the urban
neighborhoods in which it works.

Neighborhood revitalization efforts have also resulted in a significa nt new source of funding for the affiliate. Habitat
Ol w. OET EzUwdl BT T EOUIT 00 E wfanldrisidéntialmMaxAndnerieht IFinahdng) or i, pjért ifd 1
Nebraska. Because of the neighborhood revitalization strategy and the work of the affili EU1 z UWOEOEWEEQZGUDPUDU
Habitat of Omaha knew where it would be building for the next three years. This allowed the affiliate to include these
projects in the TIF application. Now Habitat receives up -front money for the work on each property.
Habitat | OUw' UOEOPUa wOil w. OET EzUwxEUUOT UUT BDxwxi POOUOxT awl EUWE (
Rather than thinking of the acquisition of financial resources purely as fundraising, the affiliate has found that this work
needs to be seen as a partheship. CEO Amanda Brewer uses a quote from Benjamin Franklin to explain the difference
EIl UP1 1 Owi UGEUEDPUDPOT WEOEWEUI EUDPOT wxEUUOI UUT BDxUow?31 OOwOI OwE
Ol EUODG »
If the affiliate approaches a donor as a partner, Amanda sees the affiliate and the donor working together to solve a
problem and the donor being more invested in the outcome. She has observed that if the matter is approached as a
partnership, rather than as begging for money, it looks very different a nd is much more rewarding for the donor.

philanthropic support. Working on more significant projects has allowed the affiliate to ask for more sig nificant gifts.
/ UONT ECUWEU] wOEUOI Ul EwPOwxT EUIl Uwbkpi 1 Owx OUUDPEOI w3l 1 wei i DODE
EOOOEUWEOOOUUwWPT OwpEOUWUOWI i I 1T EVwWET EOT T OWOEUET POT wlUT 1 OwlOOu
i UOET UUwpPIi Ul WEEUUEOOawUT | wbOx1 UVUWET T POEwWUT T Ul wi il OQUUUOWEL
funds. Amanda says it was compelling for the donors to be able to make the program happen.

Another important aspect in the affiliate z Uwl UOP UT wb OwE E x E ydalidanciabriddelapproértutbidt hasui B Y

in the bank. This approach has helped Habitat of OmahabeUl EOPUUPEWEEOUUwWOI Pwx UONI EUUwWH U
the plan, more fundraising or sources of additional financing will be needed. This has led the affiliate to upgrade its

fundraising tactics and focus on such things as board member training and development to involve them in fundraising,

major gifts, mortgage leveraging and other opportunities, such as the Tax Increment Financing.
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Part of implementing the approach of looking beyond the amount of money currently in the bank and a budget for
the upcoming year involved a change in staffing structure. The combination chief financial officer/chief operating officer
position was separated into two positions in order to take advantage of more complicated financial mechanisms. This
effort requires the involvement of not just staff, but also appropriate board members and advisory committees.

Additionally, just as in the financial area, the affiliate has worked to be sure that the right people are in the right place .
It has increased key staff positions and now sees itself as nimble and able to act on opportunities.

The CEO has a sage piece of advice for other affiliates: You need to have your ship in order. If you are worried about

UOEI | POT wOUWEOQawOUT 1 UwbUUUIT Owa O BlHakk& folHurhagity o th& davvydomO 1 wE OE wE
LESSONS:
9 ' EEPUEUwWPUOzUwWUI EET BDOT wi OUwWOT | wUOawECEWEUODOT wi OUwI 66UT
9  Taking small risks moves us ahead.
T 8OUWEEOZ UWEOWO!I PwxUONTI EUUwWOOWIT ddgrawthwUT 1 UT wdl 1 EUwWwUOOWET wE w
1  Find the right donor to match with the neighborhood.
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