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1. Foreword
Welcome to Capacity Building Field Guide: An Affiliate Perspective on Increasing Capacity, the fourth edition of A Model for
Affiliate Capacity Building. This guide is designed as a tool to help affiliates evaluate their current capacity and determine
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 helped Habitat 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 since the last guide was developed. These leaders come from affiliates small and
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:
1.

To learn what factors contributed to affiliates’ capacity growth since the last guide.

2.

To maintain the essential nature of this guide as reflective of what we learned from affiliates, rather than Habitat
for Humanity International’s views about how to build capacity.

We followed a nearly identical process to the one we used for the previous guide. We surveyed and interviewed
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 building 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, learning/reflection/assessment,
ReStores, and community development.
This edition’s survey results are 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 influence on their affiliate’s
ability to build or sustain capacity. This year, leaders selected resource development, staffing and ReStores as the factors
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 “Working Group Observations and Recommendations” so that we could capture our recommendations in
a way that would clearly delineate them from affiliate responses. Lastly, affiliates requested we update the way the selfassessment’s results are reported online, and we have done so.
We acknowledge that capacity building is hard work. As one affiliate reflected in an interview, “None of this is easy.
There are times when you have to dig deep, give yourself a break, and do a lot of praying.” Even though it is difficult,
building capacity is worthwhile. 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 and guide you when the road is challenging.
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2. Capacity building
What is capacity building?
Capacity building is the development of an organization’s core skills to improve its ability to achieve its mission. Building
capacity may relate to almost any aspect of an affiliate’s work, including leadership, operations, programs and resource
development. While many affiliates think of growth quantitatively — in terms 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 responsibility are strong indicators of the organization’s readiness and ability to tackle the
changes required for growth.
For many Habitat affiliates, growth is not a linear process. Survey data and interview responses reinforce 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 HFHI Working Group Observations and Recommendations section and Appendix 2: Aligning Your
Changing Organization.

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:
•

Affiliate Support Center

•

MyHabitat

•

Organizational development consultants

•

Construction technology

•

Learning and organizational development

•

ReStore Collaborative

•

Neighborhood revitalization

•

Government grants and lending resources

•

National Service

•

Affiliate tithe

•

Habitat.org

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 habitat.org/how/state-support-organizations.
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 habitat.org 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 and Town Builder to denote their affiliate’s maturity level.
Here are brief descriptions of each level:
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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 — homeowner selection and support,
property acquisition, construction — 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 director’s responsibility is usually to manage everything, with the support of committees.

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.

NEIGHBORHOOD
BUILDER

These affiliates begin to develop departments with multiple staff members for basic functions such as
homeowner services, construction and resource development. Construction adds significant numbers of
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.

COMMUNITY
BUILDER

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
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 a year, 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 an affiliate’s maturity level more complicated. For example, an affiliate
might build only one new home a year but also do numerous repairs and rehabs. That affiliate would not be considered
the same maturity level 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. Field guide methodology
and updating process
A Habitat for Humanity International working group met over the course of a year to update the field guide. The steps
used to develop this edition include:
•

Reviewing the last guide with a survey of previous users and an affiliate advisory group.

•

Building a database of affiliates 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.

•

Writing case studies.

The working group and affiliate leaders who helped develop the previous 2013 field 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 interview
questions 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.I., was used to craft questions. A.I. is both a process 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 the field guide.
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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, the HFHI working group drew conclusions about the capacity building story that the data were telling. In an
effort to maintain the reflective nature of the field guide, we have confined these observations and recommendations to
this section. The comments below are the opinions of the HFHI working group, based on our 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. These elements make up the six elements in Aligning Your
Changing Organization, which is a critical look at an affiliate’s structure and operations. Affiliates can use this helpful tool
to determine how to realign their operations or maintain alignment during periods of change.
“There are lots of different areas of capacity, and if one of them is really strong and another is really
weak, it doesn’t really work well. To grow them all at the right pace together has been something we’ve
done intentionally and it has been key.”
— Habitat for HumanityPortland/Metro East
For more information, see Appendix 2: Aligning Your Changing Organization.
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 aspirations with an expanded array of products, services
and partnerships, with the mission of empowering residents to revive their neighborhoods and enhance their 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 through
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.
Affiliates 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 Organization. Their
increased capacity enables them to serve more residents and families, ensuring not only decent, affordable housing but
also a strong, stable and safe community in which to live.
JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)
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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.
“We want to engage with communities in our service territory and to see if we can make an impact in
these communities that have been hard hit by economic downturn, the housing crisis and the loss of
manufacturing jobs,” explains Tom Moore, the foundation’s manager of community engagement. “We
developed a stress index to find out what communities are hurting the most and came up with heat maps
so we can see the areas that are the most stressed.”
Tom met with Lindsey Arthur, executive director of Greater Muncie Habitat. “To me, as a nonprofit
who just added a neighborhood revitalization component to our strategic plan, this was a godsend,”
Lindsey says. “We had talked about neighborhood revitalization, but we did not have the capacity to start
a community conversation about this type of strategy.”
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.
“Some people may have thought, ‘OK, you’re gonna come in, paint a few houses, plant some trees,
say “OK, we did our work.”’ But we don’t see it that way,” Arthur said. “We understand it’s a long-term
effort.”
For more information about neighborhood revitalization, please visit the Neighborhood Revitalization page on the
MyHabitat Knowledge Center.
“Doing neighborhood revitalization has created more resources, so it’s a nice little circle. We have more
resources to invest more resources. It’s definitely changed the way we do business.”
— 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 Habitat for Humanity Orange County and Habitat for Humanity of Omaha.
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 Habitat’s international work. Through that tithe, Habitat affiliates are helping to create a world
where everyone has a decent place to live. For more information about tithe, see the Tithe page on the MyHabitat
Knowledge Center.
“We ramped up our tithe and have a real commitment to it now. We participate in Global Village trips to
our tithe partners. We do a staff exchange — bring one of their staff here, send one of our staff there. We
talk about this as part of our work.”
— 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 an affiliate’s capacity building efforts.
Although affiliates may initially see environmental factors as threats, addressing them often helps affiliates grow their
capacity. Affiliates that are flexible and open to opportunities have the chance to rise up from significant events healthier
and with great organizational 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-case scenarios during strategic 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.
“Our affiliate was ground zero for Superstorm Sandy in 2012. This presented a huge challenge for us but
ultimately helped us grow capacity and become an affordable housing leader in the community.”
— Northern Ocean Habitat for Humanity

JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)

7

CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

5. The affiliate
self-assessment
Setting expectations
The affiliate self-assessment is a tool contained within 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 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 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 self-assessment: using an online survey or using a hard copy survey. If a group of people
are to take the self-assessment — 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 access to MyHabitat and the affiliate’s partner ID. If
you need help, contact the Affiliate Support Center at (877) 434-4435.

Option 2: Hard copy
•

Participants will be given hard copies of the survey.

•

Survey takers do not need access to MyHabitat or the affiliate’s partner ID.

•

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
•

Contact the Affiliate Support Center at (877) 434-4435 for assistance.

Option 2: Hard copy
•

A downloadable PDF for the self-assessment and scoring sheet is available starting on page 28.

•

The survey leader will print and distribute hard copies of the self-assessment. Survey 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 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
•

Results will be tabulated and reported automatically. The self-assessment results will show how stakeholders’
responses classified 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
•

A survey leader will need to manually aggregate all individual responses onto a self-assessment scoring sheet. The
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 self-assessment scoring sheet that corresponds to the letter selected for each
category for each individual’s survey. For example, if survey taker X circled “A” in response to the board question,
the leader would place one tally mark in the box aligning with “Board” and “A.”

•

Once all the responses in each category have been completely transferred to the self-assessment scoring sheet, go
through line by line and circle the highest (or top few highest) numbers for each category. For example, if you are
looking at the “Board” line on the scoring sheet, and A has 12 tally marks, B has two, and no other letters have any,
you would circle the 12 marks under “A.” That means a majority of participants think your affiliate is at the “A” level
in board development.

•

Consult the key at the bottom of the scoring sheet to 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 Appendix 5.
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
stakeholders will have different opinions and perspectives about your affiliate’s status. Given that, the self-assessment
results might not conclusively place your affiliate in one maturity level. Additionally, many affiliates don’t fall into the
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 not necessary 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 for the affiliate’s
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 the affiliate’s maturity levels, rather than just pulling out one category.
Additionally, the transition charts are cumulative, so each affiliate’s maturity 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
to make sure you didn’t miss anything in previous 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)
434-4435.
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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. Appendix 5 is a full list of all
the transition charts. Appendix 6 presents the staffing structures of 85 affiliates of varying maturity levels. Appendix 7
presents case studies featuring guidance from the affiliate interviews. Appendix 8 discusses how ReStores affected
affiliates’ ability to build capacity. Appendix 9 is a directory of terms and resources.

How to use the results of the self-assessment
Once your affiliate has completed the steps above, there 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 not comprehensive
and just a starting point for how the results might be used.
The results of the self-assessment 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 Building grant.

•

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. cost-share program or other programs to lead your affiliate in strategic
planning and aligning your strategic plan to Habitat’s global strategic plan.

Applying the field guide when aligning with Habitat’s 2014-20 strategic plan
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
develop your affiliate’s strategic plan.
The strategic plan and all supporting documents can be found here on the MyHabitat Knowledge Center’s Strategic
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 its work in building community impact.

10
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USING THE FIELD GUIDE TO DEVELOP AN AFFILIATE STRATEGIC PLAN
Start at the beginning of the Field Guide to Greater Affiliate Impact and take the affiliate self-assessment. You will be directed
to the transition charts, which show steps your affiliate can take to increase its capacity. Once you have determined the
transition steps needed, you will see that those steps fit nicely into your affiliate’s strategic plan and align with HFHI’s
strategic plan.
Example: The ‘‘XYZ Habitat for Humanity’’ affiliate above has chosen to serve more families and, therefore, must also
grow to improve homeowner services. In the self-assessment, the board and staff learned that they are at the Home
Builder level in homeowner 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 stage into their
strategic plan.
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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: USSupportCenter@habitat.org.
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Karen Kallenburg, Habitat for Humanity Colorado
Kenneth Oehlers, Habitat for Humanity of Southeast Ohio
Lisa Houser, Iowa Habitat for Humanity
Tammy Laurence, Fayetteville Area Habitat for Humanity
Terry Laney, Habitat for Humanity of Lincoln County, Oregon
Tony Miranda, Habitat for Humanity Golden Empire

Surveyed and interviewed affiliates
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Alachua Habitat for Humanity
Habitat for Humanity in Atlanta Inc.
Battle Creek Area Habitat for Humanity
Brown County Habitat for Humanity
Habitat for Humanity of Bucks County
Habitat for Humanity Cape May County
Greater Des Moines Habitat for Humanity
Habitat for Humanity East Jefferson County
Farmville Area Habitat for Humanity
Habitat for Humanity Forsyth County
Greater Fredericksburg Habitat for Humanity
Fremont Area Habitat for Humanity
George/Greene Habitat for Humanity
Habitat for Humanity of Greater Baton Rouge
Greater Green Bay Habitat for Humanity
Habitat for Humanity of Greenville County
Gwinnett County Habitat for Humanity
Habitat for Humanity of Columbus NE
Habitat for Humanity of Greater Newburgh
Habitat for Humanity of Marion County Inc.
Habitat for Humanity of Southeast Ohio
Habitat for Humanity of Summit & Wasatch
County
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▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Athens Area Habitat for Humanity
Austin Habitat for Humanity
Beaches Habitat for Humanity Inc.
Bryan/College Station Habitat for Humanity
Habitat for Humanity Cabarrus County
Habitat for Humanity of Champaign County
Habitat for Humanity East Bay/Silicon Valley
Habitat for Humanity of Evansville
Fayetteville Area Habitat for Humanity
Greater Fox Cities Area Habitat for Humanity
Habitat for Humanity Freeborn/Mower
Genesee County Habitat for Humanity
Golden Empire Habitat for Humanity
Habitat for Humanity of Greater Dayton Inc.
Greater Nashua Habitat for Humanity
Greenwood Area Habitat for Humanity
Habitat for Humanity Fresno County
Habitat for Humanity of Dalton-Whitfield & Murray
Inc.
Habitat for Humanity of Iowa
Habitat for Humanity of South Collin County,
Texas
Habitat for Humanity of St. Charles County
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 for 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 for 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
14
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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 Humanity 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 Habitat 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 Island Habitat 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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Researchers, interviewers, writers, editors and faithful IT gurus
▪
▪
▪
▪
▪
▪
▪

Adam Smith
Carol Gregory
Donna Golden
Iris Dooling
Kevin Hiebert
Mark Lassman-Eul
Nancy Daverio

▪
▪
▪
▪
▪
▪
▪

Anna Beningo
Dawn Daniels-McNear
Ethan Park
Jill Cleveland, project manager
Laurie Foor
Mary Welch
Tad Monroe
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▪
▪

Brinda Moody
Debbie Nessamar
Frank Gorman
Kerry Hilton
Lisa Reitz
Melissa Rivera
Tami Page
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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
influence on their affiliate’s ability to build or sustain capacity: staffing, resource development and ReStores. HFHI staff
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 affiliate 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%

“Don’t be afraid to exit people. Don’t let being a ‘Christian organization’ get in the way of running a healthy
business. It is also ‘Christian’ to have good stewardship and that means the right staff capable of doing
the job.”
— Habitat for Humanity Northwest Indiana Inc.
Read the Survey of Affiliates: Focus on Staffing and Case Study 1: Habitat for Humanity of Orange County to
learn more about staffing’s impact on capacity building.

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%

“I never think of myself as not working, and I’ve driven that home to my team. When you are out, wherever
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 Habitat’s cause in your daily life. Live it and love it.”
— Northern Ocean Habitat for Humanity
Read the case studies on Habitat for Humanity Orange County and Habitat for Humanity of Omaha to learn more
about resource development’s impact on capacity building.
16
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ReStores
TOP SURVEY RESPONSES

PERCENTAGE

Increased nonrestricted revenue for general affiliate operations.

71%

Opening or improving a ReStore operation.

69%

Increasing visibility and awareness of Habitat’s mission.

66%

New partnerships with local businesses.

66%

New way for people to support Habitat.

55%

New volunteers or using volunteers in new ways.

55%

“Our ReStore is multipurpose. It is an income stream but also a program. It’s really become a hub of
activities that happen every day to affect our community.”
— Habitat for Humanity Inland Valley Inc.
Read the Survey of Affiliates: Focus on ReStores to learn more about ReStores’ impact 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%

“A recent board president helped lead strategic changes at our affiliate. We changed the composition of the
board, the structure of meetings, and established active board committees. Our board members care about
Habitat and aren’t just on the board to pad their resumes. They have great relationships with our staff.”
— 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%

“The credit review and credit counseling services we provide helps create a safe environment for people
to make better choices, which ultimately leads to more homeowner applicants.”
— 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%

“Financial management systems were crucial to our affiliate’s ability to grow capacity. The key was getting
the right software and the people who have an understanding of nonprofit accounting.”
— Habitat for Humanity of Smith County
JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)
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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%

“We made changes in our software and our auditor. Getting an auditor who focuses on the nonprofit world
was key.”
— 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%

“Our 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 want to do. If it’s not in the plan, we need to fundraise more for it. This five-year model
has led our affiliate to more aggressive fundraising tactics — board member development, major gifts,
leveraging loans — and has allowed us to take advantage of other opportunities.”
— Habitat for Humanity of Omaha
Read the case studies on Habitat for Humanity Orange County and Habitat for Humanity of Omaha to learn more
about financial management’s impact on capacity building.

Advocacy and awareness building
TOP SURVEY RESPONSES

PERCENTAGE

Public relations and media outreach.

72%

Increasing visibility and awareness of Habitat’s mission.

74%

Relationships with elected officials.

66%

New partnerships with local organizations/coalitions.

65%

“We’ve been very intentional and fortunate in keeping our affiliate in the media and local news. There is
so much bad news that people are excited to hear a happy story. We get coverage in the paper and on
TV at least two to three times per month. The media calls us now for good stories. It’s important to keep
your mission in front of the public; then even the naysayers can be convinced over time.”
— 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%

“Expanding 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.”
— 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%

“A high point in our affiliate’s capacity building journey was working with a local university to form a land
bank. We then used land banking to take condemned property or property seized for taxes off the hands
of the city and county.”
— Valdosta-Lowndes County Habitat for Humanity

External environment
TOP SURVEY RESPONSES

PERCENTAGE

Change in affiliate’s reputation in the community.

54%

Change in community awareness regarding affordable housing issues.

52%

Sudden change in economy.

23%

“Responding 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 model.”
— Habitat for Humanity of the St. Vrain Valley

Mission and core values
TOP SURVEY RESPONSES

PERCENTAGE

Organizational culture (shared expectations, normative behavior, communication style,
decision-making protocols, etc.).

66%

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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“It 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.”
— 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%

“Training is critical for staff to understand what really drives the organization.”
— 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%

“Neighborhood revitalization has helped us move more toward much more collaboration with other
organizations. We see ourselves as one of many organizations working together with the neighborhood.”
— 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 Habitat for Humanity Orange County and Habitat for Humanity of Omaha.
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APPENDIX 2:

Aligning your changing
organization
BY KERRY HILTON AND AMANDA WIESE
ORGANIZATIONAL DEVELOPMENT CONSULTANTS

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.

JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)

21

CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

Introduction
The methodology section of this field guide explained the two types of research and information-gathering conducted to
answer the question: How do Habitat for Humanity affiliates build their capacity? The transition charts demonstrate some
of the steps to build an affiliate’s capacity, but they 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 set of actions.

Capacity building is a nonlinear, ongoing and open process.
The themes derived from the affiliate interviews reinforced the collaborative and reciprocal changes organizations
experience as they grow their capacities. From these themes, 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 as either ‘‘hard’’ or ‘‘soft’’:
HARD ELEMENTS

SOFT ELEMENTS

Strategy

Core values

Structure

Skills

Systems

Leadership

‘‘Hard’’ elements are easier to define or identify, and management can directly influence them. These are strategy
statements, organization charts and reporting lines, and formal processes and IT systems.i
‘‘Soft’’ elements, on the other hand, can be more difficult to describe. They are less tangible and more influenced by
culture, but they are as important as the hard elements to the organization’s success.ii

Interdependent transformation
Some affiliates strategically made changes in more
than one area. These interdependent changes are
illustrated in the figure at right: The Six Elements
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
elements are interrelated, so a change in one has a
ripple effect on all the others.
Core values: The core values of the organization
bring together the organization’s purpose, mission and
vision, along with the goals that provide direction.
These are evidenced in the culture and the general
work ethic.

i
ii

McKinsey 7S Model mindtools.com/pages/article/newSTR_91.htm.
ibid.
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Strategy: This is a coherent set of program activities designed to achieve a specified goal or objective. This element is
the method used for accomplishing the organization’s purposes and goals. Accomplishing the mission requires the
organization to have the skills to execute its strategies.iii Ultimately, strategizing is connected to the overarching goals of
the organization.
Systems: These processes, both formal and informal, allow organizations to build their functions and infrastructure,
which are the physical and technological assets that support the organization. Building systems helps create an
organizational legacy.iv
Leadership: This element includes the style and philosophies of leadership the organization has adopted.
Skills: Staff and board members, volunteers, and their general capabilities and skills. These are 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
Sustainable capacity building for
Habitat for Humanity affiliates
demands strong alignment and
interdependence of the six
elements. The framework is based
on the concept that, for an
organization to perform well,
these six elements need to be
aligned and mutually reinforcing.
Conversely, misalignment and
applying changes within the six
elements mutually exclusive of
one another inhibits an
organization’s ability to build its
capacity. Building capacity cannot
occur in complete isolation
because of the interconnected
nature of the nonprofit
environment.vi
For example, Habitat for
Humanity Affiliate XYZ has
received funding from the city for
home preservation and has been
given a timeline that requires
completing 20 projects in one year, with strict reporting requirements. The affiliate decides to modify its strategic plan to
increase the number of families it serves from 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 has no plans to increase volunteer
participation or hire new staff in the coming year.
McKinsey & Company (2001). Effective Capacity Building in Nonprofit Organization. Venture Philanthropy Partners.
Ibid.
v Ibid.
vi Sanchez, Jael. 2004. ‘‘Capacity Building: Strengthening Tenant Relations at Broadway Housing Communities’’ www2.binghamton.edu/ccpa/public-administration/currentstudents/capstone/Jael%20Sanchez.pdf.
iii

iv
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Although Habitat XYZ has created a strategic plan (systems), adopted a new housing product (strategy), increased
resource development (strategy), and plans to increase the number of families served (core values), capacity building has
not been realized. The affiliate did not consider the implications these elements would have on structure. In this example, the
affiliate would not have successfully built its capacity because of 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 used to help identify what needs to be realigned to improve performance,
or to maintain alignment (and performance) during other types of change. It is a tool 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 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 self-assessment: using an online survey or using a hard copy survey. If a group of people
are to take the self-assessment — 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 access to MyHabitat and the affiliate’s partner ID. If you
need help, contact the Affiliate Support Center at (877) 434-4435.
•

The online survey tool will automatically aggregate all survey takers’ results.

Option 2: Hard copy
•

Participants will be given hard copies of the survey.

•

Survey takers do not need access to MyHabitat or the affiliate’s partner ID.

•

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
•

If a group of people take the survey, Habitat for Humanity International’s U.S. Office aggregates the results and
emails them to the affiliate. To do this, contact the Affiliate Support Center at (877) 434-4435.

•

Individuals may take the survey on their own by contacting the Affiliate Support Center at (877) 434-4435..

Option 2: Hard copy
•

A downloadable PDF for the self-assessment and scoring sheet is available below.
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The survey leader will print and distribute hard copies of the self-assessment. Survey 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 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.
STEP 3: AGGREGATE THE RESULTS
Option 1: Online
•

Results will be tabulated and reported automatically. The self-assessment results will demonstrate how stakeholders’
responses classified the affiliate into maturity levels — Foundation Builder, Home Builder, Block Builder, etc. — in
each category.

Option 2: Hard copy
•

A survey leader will need to manually aggregate all individual responses onto a self-assessment scoring sheet. The
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 self-assessment scoring sheet that corresponds to the letter selected for each
category for each individual’s survey. For example, if survey taker X circled “A” in response to the board question, the
leader would place one tally mark in the box aligning with “Board” and “A.”

•

Once all the responses in each category have been completely transferred to the self-assessment scoring sheet, go
through line by line and circle the highest (or top few highest) numbers for each category. For example, if you are
looking at the “Board” line on the scoring sheet, and A has 12 tally marks, B has two, and no other letters have any,
you would circle the 12 marks under “A.” That means a majority of participants think your affiliate is at the “A” level
in board development.

•

Consult the key at the bottom of the scoring sheet to 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 Appendix 5.
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 stakeholders
will have different opinions and perspectives about your affiliate’s status. Given that, the self-assessment results might not
conclusively place your affiliate in one maturity level. Additionally, many affiliates don’t fall into the 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 not
necessary 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 for the affiliate’s
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 the affiliate’s maturity levels, rather than just pulling out one category.
Additionally, the transition charts are cumulative, so each affiliate’s maturity 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 level
to make sure you didn’t miss anything in previous 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)
434-4435.
STEP 5: CONSULT THE CASE STUDIES, STAFFING CHARTS AND OTHER TOOLS
The appendices include helpful resources that showcase how affiliates grew their capacity. Appendix 5 is a full list of all
the transition charts. Appendix 6 presents the staffing structures of 85 affiliates of varying maturity levels. Appendix 7
presents case studies featuring guidance from the affiliate interviews. Appendix 8 discusses how ReStores affected
affiliates’ ability to build capacity. Appendix 9 is a directory of terms and resources.
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BOARD:
Which letter group below best describes your affiliate’s board of directors?

A.

B.

C.

D.

E.

F.

•
•
•
•
•

Affiliate aligns with Habitat for Humanity vision and mission statement.

•
•

There is no formal plan.

•
•

Directors attend board training.

•

Annual/operational plan is created.

•
•
•

Committees are strengthened with nonboard members.

•

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

•
•
•
•
•

Board is active in resource development.

•
•
•
•

Board reviews and ratifies staff decisions and proposed policies.

•

Board provides strategic direction.

•
•

Board may incorporate other housing providers in the strategic plan.

•
•
•

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

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 are few written policies and procedures.

Annual board retreat is conducted.

Clearly defined roles and responsibilities are outlined for board, committees and staff members.
Some committees are not chaired by board members.

Board is focused on fiscal accountability.
Board is active in strategic planning, including review of the mission statement/aligning with Habitat’s priorities.
Executive committee is functioning as a personnel committee.
Active nominating committee is doing targeted recruiting.

Affiliate has long-range vision and strategic plan that aligns with Habitat’s global strategic plan.
Board cultivates and solicits donors.
Advisory group is established.

There is high-level fundraising activity by all directors.

Board is innovative and flexible in its service delivery.
Board is more diverse and strengthened with appropriate skills and community associations.

LETTER SELECTED:
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CONSTRUCTION:
Which letter group below best describes your affiliate’s construction work?

A.

B.

C.

•
•
•
•
•

Affiliate builds one house at a time.

•
•
•
•
•

HFHI house plans are frequently used.

•
•
•
•
•

Basic house design is approved by the board.

•
•
•
•
•

A crew leader model is used.

•
•

A process is in place for planning and permitting.

•
•
•

Site supervisor (paid or volunteer) is in place.

•
•
•
•

Affiliate has warehousing capacity.

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.
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.

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 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.
Rehab and repair programs are used.

A system is in place for construction management and project management.
Multiple builds are managed.
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.

•
•
•
•
•

Cost-containment measures or build budgets are in use.

•
•

Requirements for grant funding are managed and met.

•

Rehab and repair programs are used.

•
•
•
•
•
•

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

•
•
•

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

•
•

Planning is a critical component of property development.

•
•

Affiliate makes greater use of panelized construction and prebuilt components.

Construction becomes a department with a manager, site supervisors and crew leaders.
Affiliate has a construction manual in place.
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.
The construction department works in cooperation with other affiliate departments to procure, acknowledge, store and
distribute large-scale in-kind donations.

In-house licensed plumbers and electricians are in place.
Licensed general contractors are on the affiliate’s staff.
Work is a mix of new construction and rehabs.
House designs are increasingly efficient.
Master build schedule is in place.
Some house components are prebuilt.
Rehab and repair programs are used.

Site development plans are in place two years ahead.
Rehab and repair programs are used.

LETTER SELECTED:
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PROPERTY:
Which letter group below best describes property acquisition at your affiliate?

A.

B.

C.

D.

E.

F.

•
•
•
•

Affiliate obtains one lot at a time.

•
•
•

Process for acquiring and developing lots is informal.

•
•

Property selection committee is established and operational.

•
•
•
•

Budget is formed for property acquisition line items.

•

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.

•
•

A property acquisition professional is in place.

•
•
•
•

Larger developments become a key strategy.

•

Property acquisition department meets the affiliate’s need to maintain a three- to five-year inventory of buildable
properties.

Affiliate waits for donated property.
Board discusses and decides on all property.
Site evaluation is rudimentary.

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

Written procedures are in place for property acquisition and development.
Land banking begins.
Property acquisition strategies include multiple lot properties.
Affiliate partners with other organizations for property acquisition.

Affiliate begins mixed-income development, if appropriate.

Affiliate has the capacity to manage an inventory of sites that meet or exceed the amount required for three to five
years of operation.
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.
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HOMEOWNER SERVICES:
Which letter group below best describes homeowner services at your affiliate?

A.

B.

C.

32

•
•
•
•
•

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

•
•
•
•
•

Sweat-equity monitoring is informal.

•
•
•
•
•

Homeowner selection and Homeowner support operate as separate committees.

•
•
•
•
•

Potential homebuyers are selected when funding is available.

•

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

•
•
•
•

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

•
•
•
•
•

A house punch list is in place.

•
•

Feedback from homeowners/ homebuyers is analyzed and acted upon.

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.
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 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.
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.

The homeowner services committee submits written prospective homebuyer recommendations for board approval.
Selection numbers are determined by the affiliate’s annual plan.
The homebuyer education program is formalized.
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.
Homeowner selection policies are in place for owner-occupied products.
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•
•
•

Applications are accepted year-round.

•
•
•
•
•

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

•
•

Homeowners’ associations are established where needed.

•
•
•

A homeowner services department is formed.

•

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.

•

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

A pre-application form may be used in the process.
Applications are screened before committee review by a staff member or volunteer.
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.
Homeowner selection policies are in place for owner-occupied products.

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

Volunteer involvement is limited to home visits.
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OPERATIONS (SYSTEMS):
Which letter group below best describes operations (systems) at your affiliate?

A.

B.

C.

D.

E.

F.

•
•
•
•
•

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

•
•
•
•

Software is used for volunteer tracking.

•

Internal communication system, strategies and procedures are in place.

•
•
•
•

An employee benefits package is in place.

•

Project management is used for affiliate operations.

•
•

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

•
•

Chief operating officer is in place.

•

Affiliate embraces project management model.

•
•

Systems and technology are regularly reviewed to keep pace with growth.

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.

Personnel policies are in place.
An affiliate policies and procedures handbook is in place and added to as needed.
Delinquencies are managed consistently.

Employee training is provided.
The affiliate policies and procedures manual is updated.
Board reports are upgraded to be more comprehensive.

Operational functions are departmentalized (finance and human resources).

Internal communication system is in place.

IT systems are integrated and linked for efficiency.

LETTER SELECTED:
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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).

•
•

Software is used for mortgage servicing and financial planning.

•
•

A yearly budget is approved by the board.

•
•
•

Financial audit or review is conducted.

•
•
•

Financial director is in place.

E.

•
•

Annual budget includes a line item for technology.

F.

•

Advanced financing techniques are regularly investigated.

A.

B.

C.

D.

Mortgage documents have been developed.

HFHI’s detailed chart of accounts is used.
Report is sent to board on alternative financing techniques.

Detailed financial reporting is used.
A part-time professional accountant is employed.

Finance committee is functioning.
Delinquency management program is in operation.

Finance department is led by chief financial officer.
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RESOURCE DEVELOPMENT
Which letter group below best describes resource development at your affiliate?

A.

B.

C.

36

•
•
•
•
•

Resource development committee has been recruited and activated.

•
•

Some in-kind donations are received unsolicited.

•
•

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

•

House sponsorship program includes theme builds, corporate builds, an Apostles’ Build, civic builds, Women Build
projects, etc.

•
•
•
•

Committee and board receive training in resource development.

•
•
•

Positive relationships with local government entities are in place.

•

A successful direct mail program is in place.

•
•
•
•
•

An annual fundraising campaign for unrestricted money has been established.

•
•
•
•
•

The Cars for Homes program is being used.

•
•

Fundraising resource development professional — paid or volunteer — is in place.

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.
Board members are engaged in fundraising at some level.

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

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.

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.

The accelerated asset program or FlexCAP are being used.
Website contains a “donate now” button.
Successful relationships with corporations and foundations exist.
One or two annual fundraising events are in place.
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.
ReStore is used to increase the visibility and awareness of Habitat’s mission.
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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.

•
•
•

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

•

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.

•

The affiliate’s case statement is now used in most of the fundraising strategies.

•
•
•

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

•
•

Resource development department has been created.

•
•
•
•
•

Large national and state funding opportunities are being investigated.

•

Personal gifts from board members have increased to significant levels.

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

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
affiliate’s goals.

The board’s engagement in fundraising has increased to include more solicitation and leadership activities.
ReStores operate at a very high level, providing significant funds back to the affiliate.

Affiliate is advocating for funds.
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.
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STAFFING
Which letter group below best describes staffing at your affiliate?
A.

B.

C.

D.

E.

F.

•

Committed volunteers function as the staff.

•
•
•

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

•

Personnel policies are in place.

•
•
•
•

Employee benefits package is in place.

•
•
•

Homeowner services coordinator — paid or volunteer — is in place.

•
•

Financial director is in place.

•
•
•
•

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

•

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

•
•
•
•
•

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

•
•

Licensed general contractors are on the affiliate staff.

•
•
•

The homeowner services department is professionally run, including post-purchase support.

•

Affiliate benefits package is expanded based on the evaluation of similar-sized nonprofit organizations.

Construction manager — paid or volunteer, full or part time — is in place.
Volunteer coordinator — paid or volunteer — is in place.

Employee training is provided.
Executive director focuses on building key relationships and partnerships.
Fundraising development professional is in place.
Site supervisors — paid or volunteer — are in place.
Affiliate applies for and uses AmeriCorps members — VISTA or National Direct.

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

A chief operating officer is in place.
A chief financial officer is in place.
Team–building exercises, traditions or programs are established —weekly, monthly or annually.
The finance department is led by the chief financial officer.
Affiliate is reliant on National Service members to supplement its staff.

Staff retention policies and support are in place.
A resource development department with multiple staff members has been created.
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APPENDIX 4:

Self-assessment scoring
sheet
Scoring your surveys
Once all surveys have been completed, manually aggregate the responses on this sheet by placing a tally mark in the box
that corresponds to the letter selected in each category on each individual’s survey. Do this for all categories on all
surveys.
For example: If survey taker X circled “A” in response to the board question, place one tally mark in the box aligning with
“Board” and “A.”
Once all the responses have been transferred to the self-assessment scoring sheet, circle the highest (or top few highest)
numbers for each category.
For example: If you are looking at the “Board” line on the scoring sheet, and “A” has 12 tally marks, “B” has two, and no
other letters have any, you would circle the 12 marks in “A.”
Consult the key at the bottom of the scoring sheet to determine how the letters translate to affiliate maturity levels.
Category

A

B

C

D

E

F

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
Once those surveyed have discussed and reached some consensus on the affiliate’s levels, the leadership should review
the transition charts in Appendix 5 to move from the current level of capacity to the next. For example, if the affiliate
scores “Foundation Builder” in construction, leaders should review the “Construction: Foundation Builder to Home
Builder” chart.

40
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APPENDIX 5:

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 completing 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

Affiliate aligns with Habitat for
Humanity vision and mission
statement.

•

•
•

Board makes decisions for affiliate.

•
•

Board empowers committees.

•

Committees are chaired by board
members.

•

Board recruits nonboard members to
chair and serve on committees.

•

Board members fundraise and
represent the affiliate in the
community.

•

Board reviews and evaluates job
descriptions for board, committees
and staff members.

•
•

There is no formal plan.

•

There are few written policies and
procedures.

Board continues to build and diversify
itself.

•

Board begins annual/operational
planning process,

Board performs day-to-day
operations.

Board chair functions as executive
director until position is
professionalized.
Board creates executive director
position and writes job description.

HOME BUILDER

•

Directors attend board training.

•
•
•

Annual board retreat is conducted.

•

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

•

Some committees are not chaired by
board members.

Annual/operational plan is created.
Committees are strengthened with
nonboard members.

Step 2: Home Builder to Block Builder
HOME BUILDER

•

Directors attend board training.

•
•
•

Annual board retreat is conducted.

TRANSITION ACTIVITIES

BLOCK BUILDER

•

Board is trained in resource
development.

•

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

Annual/operational plan is created.

•

Directors are trained in the duties and
responsibilities of a board.

•

Board is active in resource
development.

Committees are strengthened with
nonboard members.

•

•

•

Executive committee acts as
personnel committee.

Board is focused on fiscal
accountability.

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

•

Board hires an executive director who
reports to the board chair.

•

•

Some committees are not chaired by
board members.

•

Nominating committee develops
board matrix for targeted recruitment
(for skills, linkage, etc.).

Board is active in strategic planning,
including review of the mission
statement/aligning with Habitat’s
priorities.

•

Executive committee is functioning as
a personnel committee.

•

Active nominating committee is doing
targeted recruiting.

•
•

42

Board committees are strengthened.
Organizational culture is established
(e.g., shared expectations, etc.)
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Step 3: Block Builder to Neighborhood Builder
BLOCK BUILDER

•

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

•

Board is active in resource
development.

•
•

Board is focused on fiscal
accountability.

TRANSITION ACTIVITIES

•

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.

Board is active in strategic planning,
including review of the mission
statement/aligning with Habitat’s
priorities.

•

Directors are trained for donor
cultivation and solicitation.

•

•

Board considers an advisory
committee.

Executive committee is functioning as
a personnel committee.

•

•

Board consistently enforces term
limits.

Active nominating committee is doing
targeted recruiting.

•

Board uses organizational data to
make management decisions.

NEIGHBORHOOD BUILDER

•

Board reviews and ratifies staff
decisions and proposed policies.

•

Affiliate has long-range vision and
strategic plan that aligns with
Habitat’s global strategic plan.

•
•

Board cultivates and solicits donors.
Advisory group is established.

Step 4: Neighborhood Builder to Community Builder
NEIGHBORHOOD BUILDER

•

Board reviews and ratifies staff
decisions and proposed policies.

•

Affiliate has long-range vision and
strategic plan that aligns with
Habitat’s global strategic plan.

•
•

Board cultivates and solicits donors.
Advisory group is established.

TRANSITION ACTIVITIES

•

COMMUNITY BUILDER

Board‘s fundraising focus increases
to develop a long-range resource
development plan.

•

Board provides strategic direction.

•

•

Board may incorporate other housing
providers in the strategic plan.

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

•

There is high-level fundraising activity
by all directors.

•

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.

Step 5: Community Builder to Town Builder — and beyond
COMMUNITY BUILDER

•
•

Board provides strategic direction.

•

There is high-level fundraising activity
by all directors.

Board may incorporate other housing
providers in the strategic plan.

TRANSITION ACTIVITIES

TOWN BUILDER

•

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

•

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

•

Board encourages innovation and
flexibility.

•

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

•

Affiliate builds one house at a time.

•
•

Construction leader is a volunteer.

•

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.

Board is directly involved in
construction.

•

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.*

TRANSITION ACTIVITIES

•

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

•

Identify a construction manager (paid
or volunteer) and recruit or hire him or
her with the board’s approval.

HOME 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.

•
•

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

•

Construction scheduling is
developed.

•
•

Use HFHI’s basic 14-week schedule.

•
•
•

A skilled team model is used.

•

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.*

•

•

•

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 walkthrough.

A crew leader model is used.
A minimal house budget and an
informal cost tracking system are in
place.

*Affiliate starts 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.

•

Budgeting and tracking systems are
upgraded.

•

Site supervisor (paid or volunteer) is
in place.

•

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

•

Construction manager hires or
recruits a site supervisor.

•

•

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

•

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

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

•
•

Multiple builds are managed.

•

Affiliate has a system to procure,
acknowledge, store and distribute inkind donations.

•
•

A formalized punch list is developed.

•

Construction scheduling is
developed.

•
•
•

A skilled team model is used.

•

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.*

A crew leader model is used.
A minimal house budget and an
informal cost tracking system are in
place.

•

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.

Affiliate has warehousing capacity.

Rehab and repair programs are
used.*

*Affiliate starts repair and rehab programs at every capacity level.
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Step 3: Block Builder to Neighborhood Builder
BLOCK BUILDER

TRANSITION ACTIVITIES

•

Site supervisor (paid or volunteer) is
in place.

•

Affiliate focuses on energy-efficienct
houses and ecofriendly practices.

•

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

•

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

•
•

Multiple builds are managed.
Affiliate has warehousing capacity.

•

•

Affiliate has a system to procure,
acknowledge, store and distribute inkind donations.

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.

•
•

A formalized punch list is developed.
Rehab and repair programs are
used.*

•
•

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.

NEIGHBORHOOD 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.

•

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.*

Requirements for grant funding are
managed and met.

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

TRANSITION ACTIVITIES

•

Identify additional site supervisors
and standardize the training program.

•

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

•

Standardize all training, and deliver
on a regular basis.

•

In-house licensed plumbers and
electricians are in place.

•

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

•

Licensed general contractors are on
the affiliate’s staff.

•

•

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

Work is a mix of new construction
and rehabs*.

•

House designs are increasingly
efficient.

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

•
•

Master build schedule is in place.

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

•

Some house components are
prebuilt.

•

Rehab and repair programs are
used.*

•

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.

•

Identify standard house components
that could be prebuilt.

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.

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.

•

Rehab and repair programs are
used.*

COMMUNITY BUILDER

•
•

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

*Affiliate starts repair and rehab programs at every capacity level.
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Step 5: Community Builder to Town Builder — and beyond
COMMUNITY 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 affiliate’s staff.

•

Work is a mix of new construction
and rehabs*.

•

House designs are increasingly
efficient.

•
•

Master build schedule is in place.

•

Some house components are
prebuilt.

•

Rehab and repair programs are
used.*

TRANSITION ACTIVITIES

•

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

•

Affiliate increases use of panelized
construction and prebuilt
components.

TOWN BUILDER

•

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 is reliant on National Service
members to supplement its staff.

*Affiliate starts 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

•

Affiliate obtains one lot at a time.

•
•

Affiliate waits for donated property.

•

Site evaluation is rudimentary.

Board discusses and decides on all
property.

TRANSITION ACTIVITIES

HOME BUILDER

•

Construction committee develops a
system for acquiring lots.

•

Process for acquiring and developing
lots is informal.

•

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

•

Affiliate prefers donated property but
will purchase property when needed.

•

•

Committee determines an acceptable
price range for purchasing building
lots.

Property acquisition is managed
through the construction committee.

Step 2: Home Builder to Block Builder
HOME 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.

TRANSITION ACTIVITIES

•

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.

BLOCK 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.

•

Affiliate partners with other
organizations for property acquisition.

Property acquisition strategies
include multiple lot properties.

Step 3: Block Builder to Neighborhood Builder
BLOCK BUILDER

•

Property selection committee is
established and operational.

•

TRANSITION ACTIVITIES

NEIGHBORHOOD BUILDER

•

•

Written procedures are in place for
property acquisition and
development.

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

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

•

•

•

Budget is formed for property
acquisition line items.

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

•

•
•

Land banking begins.

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

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.

Affiliate partners with other
organizations for property acquisition.

Property acquisition strategies
include multiple lot properties.
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Step 4: Neighborhood Builder to Community Builder
NEIGHBORHOOD BUILDER

TRANSITION ACTIVITIES

•

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

•

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

•

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

•

The staff and the committee develop
a formalized property acquisition plan
to support the affiliate’s strategic plan.

•

Affiliate is building single-family
subdivisions.

•

Affiliate begins mixed-income
development, if appropriate.

COMMUNITY BUILDER

•

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 — and beyond
COMMUNITY BUILDER

•

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.
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TRANSITION ACTIVITIES

•

Implementation of board-approved
plan.

TOWN BUILDER

•

Property acquisition department
meets the affiliate’s need to maintain
a three- to five-year inventory of
buildable properties.
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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.

•

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

•

Homeowner selection and
Homeowner support operate as
separate committees.

•

Basic selection criteria are used
(Policy 11).

•

An applicant meeting is incorporated
in the homebuyer process.

•

People from outside the board
participate on committees.

•

The HFHI-approved application for
homeownership is used.

•

•

The application process is more
frequent and more structured.

•

The board reviews all information and
makes selection decisions.

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

•

•

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

•

A publicized applicant meeting or
orientation session is held.

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

•

Acceptance and denial letters are
standardized.

•
•

•

The homeowner services committee
provides post-purchase housing
counseling for foreclosure prevention.

•

Sweat-equity monitoring is informal.

Potential homebuyers are selected
when funding is available.

•

•

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

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

•

Homeowners are committee
members.

•
•

Sweat equity is formalized.

•

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

•
•

House dedications are exciting and
planned by the board.

•

Sweat-equity guidelines are
formulated, written and monitored.

•

A homebuyer partner program is
developed.

The board approves a
comprehensive homebuyer selection
process.
Homeowner selection policies are in
place for owner-occupied products.**

Homeowner support committee
members deliver homebuyer
education.

*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 see the
Homeowner Services Affiliate Operations Manual on the MyHabitat Knowledge Center and in the Homeowner and
Mortgage Services collection.
**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

•

Homeowner selection and
Homeowner support operate as
separate committees.

•

People from outside the board
participate on committees.

TRANSITION ACTIVITIES

•

•

A homeowner services coordinator —
paid or volunteer — 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.

BLOCK 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 affiliate’s annual plan.

•

The application process is more
frequent and more structured.

•

A publicized applicant meeting or
orientation session is held.

•

The homebuyer education program is
expanded.

•

Acceptance and denial letters are
standardized.

•

The homebuyer education program is
formalized.

Sweat-equity guidelines are
expanded to serve more
homebuyers.

•
•

A house punch list is in place.

•

Board approves policy for lot
assignment and house size.

•
•

Homebuyers receive training.

•

Feedback from homeowners/
homebuyers is analyzed and acted
upon.

•

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

•
•

Potential homebuyers are selected
when funding is available.

•

•

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

A policy is developed for lot
assignment and house size.

•

•

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

Homeowners are committee
members.

•

•
•

Sweat equity is formalized.

•

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

Homeowner support committee
members deliver homebuyer
education.

A feedback mechanism for
homeowners is created.

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

Dedications are planned with
homebuyers.

* Components of homeowner services (selection and support) are highly regulated. For more information, please see the
Homeowner Services Affiliate Operations Manual on the MyHabitat Knowledge Center and in the Homeowner and
Mortgage Services collection.
**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

•

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

•

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

TRANSITION ACTIVITIES

•

NEIGHBORHOOD BUILDER

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

•

Applications are accepted yearround.

•

•

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

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

•

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

•

Homebuyers are trained to work with
prospective homeowner groups.

•

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

•

Selection numbers are determined by
the affiliate’s annual plan.

•

The homebuyer education program is
formalized.

•
•

A house punch list is in place.

•

•

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

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

•

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

The homeowner services staff
reviews information on homeowner
associations.

•

•

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

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

•

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.

•

Homeowners’ associations are
established where needed.

•

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

•

Board approves policy for lot
assignment and house size.

•
•

Homebuyers receive training.

•

Feedback from homeowners/
homebuyers is analyzed and acted
upon.

•

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

Dedications are planned with
homebuyers.

* Components of homeowner services (selection and support) are highly regulated. For more information, please see the
Homeowner Services Affiliate Operations Manual on the MyHabitat Knowledge Center and in the Homeowner and
Mortgage Services collection.
**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

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.

•

Homeowners’ associations are established
where needed.

•

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

COMMUNITY BUILDER

•

Hire and train homeowner
services staff members using
board-approved job descriptions.

•

Review and expand sweat-equity
opportunities.

•

Continue homeowner support
with the homebuyer after closing.

•

Enhance outreach to potential
applicants with the development
of a credit counseling program,
whether using staff members or
volunteers.

•

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 see the
Homeowner Services Affiliate Operations Manual on the MyHabitat Knowledge Center and in the Homeowner and
Mortgage Services collection.
**Affiliates at every capacity level can begin programs for repairs and other owner-occupied products.

Step 5: Community Builder to Town Builder — and beyond
COMMUNITY BUILDER

•

A homeowner services department is
formed.

•
•

Volunteer involvement is limited.

TRANSITION ACTIVITIES

•

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

•

TOWN BUILDER

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.
▪
Managing sweat equity.

•

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.

•

Restructuring and professionalizing of
the department are assessed.

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 see the
Homeowner Services Affiliate Operations Manual on the MyHabitat Knowledge Center and in the Homeowner and
Mortgage Services collection.
**Affiliates at every capacity level can begin programs for repairs and other owner-occupied products.
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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).

•

Secure software for volunteer
tracking.

•

Software is used for volunteer
tracking.

•

Committed volunteers staff the
affiliate.

•
•

Develop personnel policies.

•
•

Personnel policies are in place.

•

Develop email communication with
the board and key staff members.

•

Delinquencies are managed
consistently.

•

Internal communication system,
strategies and procedures are in
place.

•
•
•

Communication is loose.
Policies are formulated on an asneeded basis in accordance with the
Quality Assurance Checklist.
Affiliate Statistical Report is
submitted.

•
•

Develop and enforce a delinquency
policy.

Develop a web page.
Begin documenting affiliate policies
and procedures in accordance with
the HFHI Policy Handbook.

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

Step 2: Home Builder to Block Builder
HOME BUILDER

•

Software is used for volunteer
tracking.

•
•

Personnel policies are in place.

•

Delinquencies are managed
consistently.

•

Internal communication system,
strategies and procedures are in
place.

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

TRANSITION ACTIVITIES

•
•

Develop a personnel manual.

•

Analyze and update technology and
software for effectiveness.

•

Develop and use project
management strategies for overall
affiliate operations.

•
•

Add social media to your web page.

Investigate an employee benefit
package.

BLOCK BUILDER

•

An employee benefits package is in
place.

•
•

Employee training is provided.

•

Board reports are upgraded to be
more comprehensive.

•

Project management is used for
affiliate operations.

The affiliate policies and procedures
manual is updated.

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

Step 3: Block Builder to Neighborhood Builder
BLOCK BUILDER

TRANSITION ACTIVITIES

NEIGHBORHOOD BUILDER

•

An employee benefits package is in
place.

•

Research and select improved donor
and volunteer management systems.

•

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

•
•

Employee training is provided.

•
•

Institute dashboard reporting.

•

Operational functions are
departmentalized (finance and human
resources).

•

Board reports are upgraded to be
more comprehensive.

•

Begin reporting to credit bureaus.

•

Project management is used for
affiliate operations.

The affiliate policies and procedures
manual is updated.

Use organizational data to make
management decisions.
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Step 4: Neighborhood Builder to Community Builder
NEIGHBORHOOD BUILDER

TRANSITION ACTIVITIES

•

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

•

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

•

Operational functions are
departmentalized (finance and human
resources).

•

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.

COMMUNITY BUILDER

•
•

Chief operating officer is in place.

•

Affiliate embraces project
management model.

Internal communication system is in
place.

Centralize and catalog or document
all policies and procedures.

Step 5: Community Builder to Town Builder — and beyond
COMMUNITY BUILDER

TRANSITION ACTIVITIES

•

Chief operating officer is in place.

•

•

Internal communication system is in
place.

Retain executive coach for senior
leadership.

•

Diversify staff; provide frequent
training for skill enhancement;
institute staff retreats; and give the
staff job plans tied to the affiliate’s
strategic plan.

•

Affiliate embraces project
management model.

•
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Examine hardware and software for
capacity.

TOWN BUILDER

•

All operations are professionalized.

•

Town growth measures:
▪

▪

Regularly review systems and
technology to keep pace with
growth.
Integrate and link IT systems for
efficiency.
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CAPACITY BUILDING TRANSITION CHARTS:

Finance
Step 1: Foundation Builder to Home Builder
FOUNDATION BUILDER

TRANSITION ACTIVITIES

HOME BUILDER

•

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

•

Secure software for financial
management and mortgage servicing.

•

Software is used for mortgage
servicing and financial planning.

•

Mortgage documents have been
developed.

•

Have treasurer/bookkeeper set up a
chart of accounts according to HFHI’s
Financial Policies and Procedures
Affiliate Operations Manual.

•

HFHI’s detailed chart of accounts is
used.

•

•

A yearly budget is approved by the
board.

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

•

Report is sent to board on alternative
financing techniques.

•

Begin to use an annual budgeting
process.

•

Explore alternative financing
techniques.

Step 2: Home Builder to Block Builder
HOME BUILDER

TRANSITION ACTIVITIES

BLOCK BUILDER

•

Software is used for mortgage
servicing and financial planning.

•

Provide budget training for
employees.

•

Financial audit or review is
conducted.

•

HFHI’s detailed chart of accounts is
used.

Add detail to financial reporting.

•
•

Detailed financial reporting is used.

•

•
•

A yearly budget is approved by the
board.

Monitor escrow accounts.

•

Report is sent to board on alternative
financing techniques.

•
•
•

Hire a part-time professional
accountant.

Perform financial audits as required.

A part-time professional accountant is
employed.

Readdress advanced financing
techniques.
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Step 3: Block Builder to Neighborhood Builder
BLOCK BUILDER

TRANSITION ACTIVITIES

•

Financial audit or review is
conducted.

•

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

•
•

Detailed financial reporting is used.

•

Review and upgrade software for
financial reporting.

•
•

Develop a finance committee.

•

Manage delinquencies for foreclosure
prevention.

•

Review advanced financing
techniques (mortgage sales, line of
credit, HFHI’s FlexCAP).

•

Begin reporting to credit bureaus.

A part-time professional accountant is
employed.

NEIGHBORHOOD BUILDER

•
•
•

Financial director is in place.
Finance committee is functioning.
Delinquency management program is
in operation.

Review the mortgage servicing
process.

Step 4: Neighborhood Builder to Community Builder
NEIGHBORHOOD BUILDER

•
•

Financial director is in place.

•

Delinquency management program is
in operation.

Finance committee is functioning.

TRANSITION ACTIVITIES

COMMUNITY BUILDER

•

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

•

Annual budget includes a line item for
technology.

•

Continue to refine financial reporting
to the board.

•

Finance department is led by chief
financial officer.

•

Have a knowledgeable finance
committee that develops advanced
financing techniques.

•

Review and improve annual
budgeting process and systems.

•
•

Sharpen expense management.
Strengthen the mortgage underwriting
process and foreclosure prevention.

Step 5: Community Builder to Town Builder — and beyond
COMMUNITY BUILDER

•

Annual budget includes a line item for
technology.

•

Finance department is led by chief
financial officer.

TRANSITION ACTIVITIES

•

Train or recruit the board for financial
sophistication.

TOWN BUILDER

•

Strong financial management is a
leading component of affiliate
operations and essential for planning.

•

Town growth measures:
▪
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Regularly investigate advanced
financing techniques.
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CAPACITY BUILDING TRANSITION CHARTS:

Resource development*
Step 1: Foundation Builder to Home Builder
FOUNDATION BUILDER

TRANSITION ACTIVITIES

•

Resource development committee
has been recruited and activated.

•

Begin an affiliate newsletter that
includes a donation envelope.

•

Events are a major source of
revenue.

•

Develop a system for gathering
names to expand the affiliate’s donor
prospect list (volunteers,
groundbreaking and dedication
attendees, etc.).

•

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.

•

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

•

Train committee and board in
resource development.

•
•

Begin online giving program.

•
•

Create a donor recognition strategy.

Research and implement a donor
management system.
Complete a ReStore feasibility study.
**

HOME BUILDER

•

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
Apostles’ Build, civic builds, Women
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.**

*Community development and neighborhood revitalization partnerships increase fund development opportunities.
**For more detail about Habitat ReStores, contact restore@habitat.org.
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Step 2: Home Builder to Block Builder
HOME BUILDER

•

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
Apostles’ Build, civic builds, Women
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.**

TRANSITION ACTIVITIES

BLOCK BUILDER

•

Establish positive relationships with
local government entities.

•

Positive relationships with local
government entities are in place.

•

Educate local, state or federal
agencies about affordable housing.

•

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

•

Develop strategies for researching,
submitting and managing grants.

•

•

Establish a faith relations committee
or subcommittee and begin to
cultivate relationships with local faithbased organizations and churches.

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 “donate now”
button.

•

Successful relationships with
corporations and foundations exist.

•

Recruit a fundraising professional —
paid or volunteer — using a boardapproved job description, and ensure
they are trained.

•
•
•

Develop a case statement.
Begin a direct mail program.
Begin an annual fundraising
campaign for unrestricted money that
includes a well-structured case
statement.

•

Research the viability and availability
of an accelerated asset recovery
program or FlexCAP.

One or two annual fundraising events
are in place.

•

•

The Cars for Homes program is being
used.

Incorporate a “donate now” feature on
your website.

•

•

Develop a written comprehensive
fund development plan.

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

•

•

Initiate relationships with corporations
and foundations.

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

•

Develop one or two events to become
annual fundraising and public
awareness events.

•

A written comprehensive fund
development plan is being used.

•

•

Implement the Cars for Homes
program.

The number of staff hours dedicated
to fundraising has increased.

•

•

Ensure that board members all give
financially to the affiliate and are
engaged in the fundraising process.

Fundraising resource development
professional — paid or volunteer — is
in place.

•
•

•

Increase the gifts-in-kind program.

ReStore is used to increase the
visibility and awareness of Habitat’s
mission.**

•

Open a ReStore.**

•

Ensure online giving is established.

**For more detail about Habitat ReStores, contact restore@habitat.org.
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Step 3: Block Builder to Neighborhood Builder
BLOCK 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 contains a “donate now”
button.
Successful relationships with
corporations and foundations exist.

TRANSITION ACTIVITIES

•

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.

One or two annual fundraising events
are in place.

•

•

Research and select improved donor
and volunteer management.

The Cars for Homes program is being
used.

•

•

Invest in fundraising training for staff
members.

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

•
•

Improve donor retention rate.

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

•

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

•
•

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
visibility and awareness of Habitat’s
mission.**

NEIGHBORHOOD BUILDER

•

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

•
•

A planned giving program is in place.

•

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.

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

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

Develop and implement a monthly
giving program.

**For more detail about Habitat ReStores, contact restore@habitat.org.

JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)

61

CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

Step 4: Neighborhood Builder to Community Builder
NEIGHBORHOOD BUILDER

•

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

•
•

A planned giving program is in place.

•

One or two special events
consistently generate major funds.

•

TRANSITION ACTIVITIES

•

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.

•

Expand the affiliate’s faith relations
program to include regional and
statewide denominational entities.

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

•

•

Investigate possible matching gift
programs through corporations and
foundations.

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.

•

Use the affiliate’s case statement in
most fundraising strategies.

•
•

Donor retention rate has increased.

•

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

Budget for and administer fundraising
training across the affiliate.

•

Increase the board’s engagement in
fundraising to include more
solicitation and leadership activities.

•

Significantly increase corporate giving
and partnerships.

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

•

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

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

COMMUNITY 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 affiliate’s case statement is now
used in most of the fundraising
strategies.

•

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

•

The board’s engagement in
fundraising has increased to include
more solicitation and leadership
activities.

•

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

The resource development committee
operates at a high level and uses
multiple vehicles and sources to
reach the affiliate’s goals.

**For more detail about Habitat ReStores, contact restore@habitat.org.

62

JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)

CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

Step 5: Community Builder to Town Builder — and beyond
COMMUNITY 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.

TRANSITION ACTIVITIES

•

Recruit and train members of the
resource development department.

•

Resource development department
has been created.

•

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

•
•

Affiliate is advocating for funds.

•

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.

•

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

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 affiliate’s goals.

•

The affiliate’s case statement is now
used in most of the fundraising
strategies.

•

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

•

The board’s engagement in
fundraising has increased to include
more solicitation and leadership
activities.

•

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

TOWN BUILDER

Large national and state funding
opportunities are being investigated.

**For more detail about Habitat ReStores, contact restore@habitat.org.
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CAPACITY BUILDING TRANSITION CHARTS:

Staffing
Step 1: Foundation Builder to Home Builder
FOUNDATION BUILDER

•

Committed volunteers function as the
staff.

TRANSITION ACTIVITIES

HOME BUILDER

•

Develop personnel policies.

•

•

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

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

•

Construction manager — paid or
volunteer, full or part time — is in
place.

•

Volunteer coordinator — paid or
volunteer — is in place.

•

Personnel policies are in place.

•

Recruit a construction manager —
paid or volunteer — using a boardapproved job description, and ensure
he or she is trained.

•

Recruit a volunteer coordinator —
paid or volunteer — using a boardapproved job description, and ensure
he or she is trained.

•

Research and apply to HFHI for
National Service members.

Step 2: Home Builder to Block Builder
HOME BUILDER

•

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

•

Construction manager — paid or
volunteer, full or part time — is in
place.

•

Volunteer coordinator — paid or
volunteer — is in place.

•

Personnel policies are in place.
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TRANSITION ACTIVITIES

BLOCK BUILDER

•

Have the executive director become
more involved in the community.

•

Employee benefits package is in
place.

•

Investigate an employee benefits
package.

•

Employee training is provided.

•

•

Begin to put emphasis on hiring staff,
including:
▪
Review of staffing and
organization chart.
▪
Targeted hiring for skills and
passion.
▪
Training for skill development.
▪
Salary and benefits review for
retention.

Executive director focuses on building
key relationships and partnerships.

•

Fundraising development
professional is in place.

•

Homeowner services coordinator —
paid or volunteer — is in place.

•

Site supervisors — paid or volunteer
— are in place.

•

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

•

Recruit a full-time fundraising
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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Step 3: Block Builder to Neighborhood Builder
BLOCK BUILDER

TRANSITION ACTIVITIES

•

Employee benefits package is in
place.

•

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

•
•

Employee training is provided.

•

Executive director focuses on building
key relationships and partnerships.

Have the staff train and lead
committees.

•

•

Fundraising development
professional is in place.

•

Homeowner services coordinator —
paid or volunteer — is in place.

•

Site supervisors — paid or volunteer
— are in place.

•

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

NEIGHBORHOOD BUILDER

•
•

Financial director is in place.

Have executive director delegate
program leadership to appropriate
staff members.

•

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

•

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

•

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

•

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

•

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.

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

Step 4: Neighborhood Builder to Community Builder
NEIGHBORHOOD BUILDER

•
•

Financial director is in place.

•

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

•

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

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.

TRANSITION ACTIVITIES

•

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 boardapproved job description.

•
•

Develop executive director’s
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 —
weekly, monthly or annually.

•

Refine the organizational
development chart to clarify roles and
responsibilities.
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COMMUNITY BUILDER

•

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.

•

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.

A chief financial officer is in place.
Team–building exercises, traditions
or programs are established —
weekly, monthly or annually.
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Step 5: Community Builder to Town Builder — and beyond
COMMUNITY BUILDER

•

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.

•

Team–building exercises, traditions
or programs are established —
weekly, monthly or annually.

•

A chief financial officer is in place.

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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TRANSITION ACTIVITIES

•

Retain executive coach for senior
leadership.

•

Change executive director’s title and
role to president or chief executive
officer.

•

Expand CEO’s knowledge to state
and national advocacy issues.

•

Have CEO develop a long-term vision
for staff development.

•

Explore staff retention
policies/support.

•

Evaluate the affiliate benefits
package compared with those of
similar-sized nonprofit organizations.

•

Diversify the staff; provide frequent
training for skill enhancement;
institute staff retreats; and give the
staff job plans tied to the affiliate’s
strategic plan.

TOWN BUILDER

•

The homeowner services department
is professionally run, including postpurchase support.

•

Staff retention policies and support
are in place.

•

A resource development department
with multiple staff members has been
created.

•

Affiliate benefits package is expanded
based on the evaluation of similarsized nonprofit organizations.
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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 maturity levels:
•

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 separated by affiliate maturity level and position type.
RESPONSES FROM FIVE FOUNDATION BUILDER HABITAT AFFILIATES
FOUNDATION BUILDER
Executive director/president/CEO

FULLTIME

SPLITTIME

PARTTIME

AMERICORPS

VOLUNTEER

4

Chief operating officer
Chief financial officer
Homeowner services

1

Construction department

1

Resource development

1

Volunteer department

1

1
4
1

Neighborhood revitalization
Community outreach

1
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RESPONSES FROM 20 HOME BUILDER HABITAT AFFILIATES
FULLTIME

SPLITTIME

Executive director/president/CEO

17

2

Chief operating officer

4

3

1

Chief financial officer

2

2

5

HOME BUILDER

PARTTIME

AMERICORPS

VOLUNTEER
1
2

Homeowner services

3

7

4

2

14

Construction department

16

22

13

6

14

Resource development

8

26

2

4

Volunteer department

5

7

5

6

Neighborhood revitalization

2

4

Community outreach

1

6

3
1

3

RESPONSES RECEIVED FROM 20 BLOCK BUILDER HABITAT AFFILIATES
FULLTIME

SPLITTIME

Executive director/president/CEO

19

1

Chief operating officer

4

1

1

Chief financial officer

9

2

2

1

Homeowner services

20

5

6

5

Construction department

45

5

1

3

Resource development

16

6

2

2

Volunteer department

10

5

3

1

Neighborhood revitalization

3

2

1

Community outreach

4

5

BLOCK BUILDER

PARTTIME

AMERICORPS

VOLUNTEER
1

3

1

RESPONSES RECEIVED FROM 18 NEIGHBORHOOD BUILDER HABITAT AFFILIATES
NEIGHBORHOOD BUILDER
Executive director/president/CEO

FULLTIME

SPLITTIME

PARTTIME

AMERICORPS

VOLUNTEER

18

1

Chief financial officer

9

2

4

Homeowner services

21

3

4

1

1

Construction department

47

1

8

3

1

Resource development

28

4

4

Volunteer department

10

4

1

Neighborhood revitalization

3

12

1

Community outreach

2

4

2
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RESPONSES RECEIVED FROM 20 COMMUNITY BUILDER HABITAT AFFILIATES
COMMUNITY BUILDER

FULLTIME

SPLITTIME

PARTTIME

AMERICORPS

Executive director/president/CEO

11

Chief operating officer

4

2

Chief financial officer

4

1

Homeowner services

20

2

1

Construction department

31

3

3

10

Resource development

18

4

1

1

Volunteer department

8

2

Neighborhood revitalization

12

5

Community outreach

2

4

VOLUNTEER

3
3

4

RESPONSES RECEIVED FROM 10 TOWN BUILDER HABITAT AFFILIATES
TOWN BUILDER

FULLTIME

SPLITTIME

PARTTIME

AMERICORPS

VOLUNTEER

Executive director/president/CEO

10

Chief operating officer

4

Chief financial officer

9

3

1

Homeowner services

49

2

2

3

Construction department

98

1

8

37

12

Resource development

60

2

8

1

4

Volunteer department

16

5

1

Neighborhood revitalization

12

1

Community outreach

14

4

1

2

1
1

Survey of affiliates: Focus on staffing
Twenty-four of 26 affiliates interviewed (92 percent) noted that changes they 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: “I really can’t say enough good things about my staff. A lot of the
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 hiring good
people. You can’t do it all as the executive director.”
In particular, affiliate opinions gathered in the capacity building interviews can be categorized into the following
three areas:
•

Hire staff members with passion for the mission and skills to do the job.

•

Performance and results matter.

•

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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“We were hiring for what we could afford, not what we needed. Now we spend more money on salaries,
but the pay-off is enormous. We have a ‘whatever it takes mentality.’ We are all looking to take our
affiliate forward. People with a punch-the-clock mentality don’t last very well in our culture. If you are not
here for the mission, you don’t last very long in our culture.”
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.
“Develop 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: ‘Do they get it?
Do they want it? Do they have the capacity to do it?’ If the answer is ‘no’ to any one of those, then they
aren’t the right fit.” – Greater Des Moines Habitat, Iowa
“Hiring mission-minded staff is important — as opposed to just people who want a paycheck — but this is
hard to do!” – Habitat Prince William County, Virginia
STAFF PERFORMANCE
As demonstrated by the following quotes, Habitat affiliates with success in capacity building believe that although it’s
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.
“One 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 they are doing their job well.”
— Greater Des Moines Habitat, Iowa
“In hindsight, I should have trusted my gut more about the lack of results I 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.” — 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 gives its staff
opportunities to do new and different things to help people accomplish their individual professional goals. If longevity is
a metric of success, then Habitat Portland/Metro East, with a dozen or more people on staff for five to 10 years each, can
teach us all something about retention. The affiliate attributes its staff retention success not only to support and training,
but also to its competitive salary and benefits.
The following quotes from other affiliates with demonstrated success in capacity building highlight the value affiliate
leaders place on supporting staff members with learning opportunities, professional development and competitive
salaries.
“One of the most important things for us to think about is that capacity building isn’t just about
organizational structure, but it’s more about leadership development. We need to help staff members
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.” — Greater
Des Moines Habitat
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“Sometimes you need to pay more to get the right people and trust that more capable staff will increase
capacity. For instance, I had to pay $12,000 more to get the resource development director I wanted, but
she knows it is her job to raise the difference through increasing our RD outcomes.”
— Habitat of Northwest Indiana
“Professional development of staff is important, including bringing staff to the HFHI Global Conference
because it energizes everyone, as well as inviting staff to participate in Global Village trips.” — Habitat
Yuba/Sutter, California
“We’ve invested heavily in the ReStore, because you can’t run the ReStore without investing in staff. If
well managed, they really will bring the dollars in.” — Habitat Prince William County
“You have to spend more money to get the right people, but in the end you raise your capacity to develop
more resources, and you save money because they work at a higher capacity.”
— Greater Des Moines Habitat
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APPENDIX 7:

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 North Carolina Research Triangle and home to the University of
North Carolina at Chapel Hill. It has taken to heart the asset-based philosophy of Habitat for Humanity’s neighborhood
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 trips to its
tithe partner, Habitat for Humanity 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 Chapel Hill area to work in Northside, a focus neighborhood for neighborhood
revitalization.
The commitment to the neighborhood revitalization approach has meant expanding the affiliate’s construction
offerings and steadily adding repairs to the mix. These efforts have opened up new funding sources for the affiliate’s
overall work. They also have allowed the affiliate to develop partnerships with other organizations serving the housing
needs of the area.
Habitat for Humanity of Orange County’s advocacy committee recently spearheaded the affiliate’s involvement in a
local “Penny for Housing” campaign. This effort saw Habitat and the Orange County Affordable Housing Coalition
spring into action to propose the allocation of a single penny from Chapel Hill’s property tax rate to create and preserve
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 different
constituencies to develop partnerships. The affiliate’s “Heels for Homes” effort draws on the University of North
Carolina’s Tar Heels nickname to get the university community involved in the revitalization of Northside, a historic
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 affiliate 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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Intentional recruiting and staffing have been key factors in the growth of the affiliate’s neighborhood revitalization
and resource development efforts, and its overall increase in capacity. The affiliate 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 involvement 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 this 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
“crystallize” what it does. Trainings have been helpful for the community development 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 sees 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 is 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 hopes 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:
•

Power comes from relationships.

•

An asset-based approach can work for the affiliate as well as a neighborhood.

•

Be prepared to build on opportunities that present themselves.

•

Staff the affiliate appropriately to accomplish increased goals.

JANUARY 2017 (MYHABITAT LINK UPDATED JANUARY 2019)

73

CAPACITY BUILDING FIELD GUIDE

HABITAT FOR HUMANITY

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 the problem continues to grow during these times of economic uncertainties. The lack of decent and
affordable housing in the area creates tremendous instability in communities, weakens the economy, and even impacts
health and educational success. These factors drive Habitat for Humanity of Omaha’s efforts and motivate it to provide
stable, affordable housing so that families can provide stability for their children; improve their health, physical safety
and security; increase their educational and job prospects; and engage with 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 affiliate’s commitment to neighborhood revitalization has opened up possibilities and opportunities
both in terms of partnerships with the city and with new funding sources. The city’s current redevelopment plan includes
the acquisition of blighted properties in the affiliate’s focus neighborhood, and this is the first time the city has made
acquisitions with the intention of having Habitat use the lots. In addition to construction work, the affiliate’s partnership
commitment included organizing public meetings 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 take 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 significant new source of funding for the affiliate. Habitat
of Omaha’s neighborhood project was the first single-family residential Tax Increment Financing, or TIF, project in
Nebraska. Because of the neighborhood revitalization strategy and the work of the affiliate’s land acquisition team,
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 for Humanity of Omaha’s partnership philosophy has also extended to its resource development efforts.
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 partnership. CEO Amanda Brewer uses a quote from Benjamin Franklin to explain the difference
between fundraising and creating partnerships: “Tell me, and I forget. Teach me, and I remember. Involve me, and I
learn.”
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 and is much more rewarding for the donor.
Amanda says having bigger projects has been an important factor in Habitat for Humanity of Omaha’s increased
philanthropic support. Working on more significant projects has allowed the affiliate to ask for more significant gifts.
Projects are marketed in phases when possible. The affiliate doesn’t neglect smaller donors, but does focus on higherdollar donors who want to effect change, matching them to special projects. The affiliate’s demolition and repair program
funders were actually the impetus behind these efforts, as the affiliate wouldn’t have started this work unless it had the
funds. Amanda says it was compelling for the donors to be able to make the program happen.
Another important aspect in the affiliate’s growth in capacity has been the five-year financial model approach that has
replaced annual financial planning. This has allowed a level of thinking beyond what can be done with what’s currently
in the bank. This approach has helped Habitat of Omaha be realistic about new projects it might want to do. If it’s not in
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
staffing or any other issue, you don’t have the time and confidence to sell Habitat for Humanity to the savvy donor.
LESSONS:
•

Habitat isn’t reaching for the sky and asking for enough funds. All affiliates can ask for more.

•

Taking small risks moves us ahead.

•

You can’t do new projects on hope; there needs to be a plan in place for growth.

•

Find the right donor to match with the neighborhood.
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APPENDIX 8:

Survey of affiliates: ReStores
Out of the 26 affiliates interviewed, 12 (46 percent) noted that changes they made related to their ReStores had an impact
on their efforts to build their capacity to build homes, communities and hope. Multiple affiliates spoke of the importance
of having the ReStores’ staff fully connected to and passionate about the Habitat for Humanity mission. For example, the
Wake County affiliate in North Carolina indicated the importance of having a ReStore staff with a strong mission
commitment. “It takes constant attention. The ReStore staff hold the mission high, and they take a day to build.” The
executive director of the affiliate in Harrisburg, Pennsylvania, also spoke of the importance of getting the ReStore’s staff
to embrace the mission of Habitat for Humanity:
“All staff and volunteers are educated about the mission and can speak about it with customers in the
ReStore. Our ReStore staff who pick up donations are trained in the Habitat mission and can speak about
it with our customers and donors. These ReStore staff probably have the most contact with the public. …
I want all of our staff dialed in to knowing what we do and why we do it. We think some of our shoppers
do care about our mission — if they have questions or are willing to listen, we are ready to talk.”
In addition to the mission focus, affiliates reported that the following three areas contributed to improvements at their
ReStores and in their efforts to build their capacity to serve more families:
•

Outreach to potential customers.

•

Updating store with new staff members and feel.

•

Opening more stores.

OUTREACH TO POTENTIAL CUSTOMERS
The more families we talk with, the more families we can serve. That seems obvious enough. ReStores are where we talk
with the most people on any given day. Affiliates reported that ReStores offer many opportunities to reach out to
potential customers of Habitat housing products. ReStore staff members have contact on a daily basis with potential
customers and can point people to more information about Habitat programs and services.
With 100-200 daily visitors and shoppers, the Habitat for Humanity Yuba/Sutter ReStore in California generates
awareness of the affiliate’s services, homeownership and repair opportunities. The ReStore provides advertising for the
affiliate with fliers that highlight its programs, along with information about homes being built and future Habitat
homeowners. Through the outreach at the ReStore, shoppers are educated about the Habitat mission and feel like they are
part of a team that is creating successful changes in the community. Individual shoppers who express an interest in the
affiliate’s programs are able to visit the administrative offices as well. Finally, because of the location of the ReStore and
its parking lot with sufficient space to accommodate 1,500 cars, the Habitat affiliate is able to connect with many
individuals attending local parades and festivals. The affiliate typically distributes water in its parking lot during the
events and provides individuals with information on their programs impacting the community. During one event, the
county supervisor came to the ReStore and learned about the affiliate’s programs, then advocated for lowering the cost of
the Sierra Vista Project through county impact fees. This resulted in a huge savings for the affiliate. The ReStore connects
donors, customers, potential partners and advocates to Habitat, building the capacity of the affiliate to serve more
families.
UPDATING THE STORE WITH NEW STAFF MEMBERS AND FEEL
Affiliates reported that investing in the right staff members with retail experience, coupled with changing the feel of the
ReStore, have made a positive change in the store’s bottom line.
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Smith County Habitat for Humanity in Texas described its personnel changes during its interview: “The first person
replaced and hired was the ReStore manager. We hired a person with retail background and well-known in the public; he
brought a name that people recognized and trusted.”
The Prince William County Habitat affiliate in Virginia reports, “We invested heavily in the ReStore, because you
can’t run the ReStore without investing in staff. If well-managed, they really will bring the dollars in.”
According to Habitat for Humanity of Northwest Indiana, it was very important to hire both a ReStore director and a
manager as separate positions. “This is not the same skill set. Our director has been able to think ‘big picture’ and help us
expand and improve our overall operations. When looking for a ReStore manager, look for someone who has worked in
the restaurant industry, because they are used to managing multiple things and seeing the whole of the operation.”
The Alachua Habitat affiliate in Florida recently remodeled its ReStore by moving its administrative offices, which
allowed for more retail space and retail sales. The board-authorized investment changed the atmosphere from a thrift
store into a more professional retail outlet. With the new look and feel and a chamber of commerce ribbon-cutting
ceremony, interest in the store picked up, along with revenue.
The Prince William County Habitat ReStore has 25,000 square feet of sales space. Within that space, the ReStore
created samples of fully furnished rooms. Furniture is in place, and people can walk through the decorated “rooms.” This
format shows off the merchandise in a more professional way. It has fueled shoppers’ imaginations, and on more than
one occasion, people have walked in and bought the whole room. The ReStore is in a former grocery store, and it set up
the sample rooms in sections with wood flooring tiles and hanging light features that provided for more atmosphere.
OPENING NEW STORES AND MOVING OLD STORES
Hiring the right retail-minded staff has impacted the feel and operations of ReStores, and can also help an affiliate open
more stores or move to more profitable locations. In 2010, Wake County Habitat had one ReStore; it will soon open its
sixth. A volunteer who is the former marketing director of Old Navy has been instrumental in the affiliate’s ReStore
growth. He made a proposal to open six stores and is now serving as the affiliate’s chief operating officer.
In Prince William County, the old ReStore location was sustainable but was at capacity. It wasn’t going to help grow
the affiliate’s capacity. Capacity building is possible at the new location. The move helped to create a lot of buzz, and the
Habitat affiliate has done more purposeful advertising to drive people to the new store.
Investing in the right staff can position a Habitat affiliate to expand and improve its ReStore operations, thereby
reaching more partners, donors, volunteers, customers, shoppers and advocates. The more people we meet, the more
people we include, the more families we serve and the more adept we are at our missional focus. That’s how ReStores,
when managed well, build our capacity.
The Harrisburg Habitat affiliate sums up how the ReStore helps to build bridges in the community:
“We located our ReStore in a neighborhood we have built in that has a lot of issues. This neighborhood
borders a wealthier, more stable downtown neighborhood. I have seen people in the ReStore who
probably would never have had a conversation elsewhere in town had their paths crossed … and now
they are talking together at the ReStore about how to tile a bathroom in an interesting way. … These are
some of the intangibles that we touch that I don’t want to discount. … It is important for people to talk to
each other and find commonalities. … They might be from two different sides of the tracks, but they are
both remodeling their bathrooms and can share tips with one another.
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APPENDIX 9:

Glossary
•

Affiliate Support Center: The support center provides basic information, resources and referrals to all Habitat
affiliates, state support organizations and campus chapters. If the support center’s staff cannot answer the affiliate’s
question immediately, a staff member will follow up. The support center can be contacted at (877) 434-4435.

•

Annual plan: See operational plan.

•

Asset-based community development (ABCD): A methodology that seeks to uncover and use the strengths within
communities as a means for sustainable development.

•

Board committees: Board committees carry out functions that only the board can handle. They usually include the
executive committee, finance, planning, personnel, nominating or board education, and perhaps an evaluation
committee. Board committees must be chaired by and made up of board members.
▪ Board committees explained here in the Board Committee collection under Governance in the Knowledge
Center of MyHabitat.

•

Board of directors: The governing body of a nonprofit or for-profit corporation. The board has specific legal, fiduciary
and ethical responsibilities to the organization.
▪ Board collection on MyHabitat.
▪ New Leader orientation resources on MyHabitat.
▪ Information about resources available to affiliates via BoardSource.

•

Capacity Building grant: The purpose of the Capacity Building grant is to help affiliates increase their organizational
capacity to build more houses, raise more funds and serve more families.
▪ Capacity Building grant collection on MyHabitat.

•

Capital campaign: An intensive program designed to help raise funds for major capital projects or an endowment.
Campaign gifts normally include multiyear pledge payments.

•

CEO – chief executive officer: The senior executive responsible for overseeing the activities of the entire organization
for larger affiliates. Often, when this title is used, subordinate executives might hold titles such as chief financial officer,
chief operating officer or chief development officer. The CEO reports to the board of directors. The CEO often holds
the title of president, giving this person the legal authority to sign for the corporation as established by state laws. The
CEO title is often first adopted when the affiliate reaches the size of other nonprofits in the same community that
typically use the CEO title.

•

CFO – chief financial officer: This position — normally used only with very large affiliates —oversees all financial
functions of the corporation, reports to the board’s finance committee, and would be especially skilled at developing
pro formas and forecasting cash flows. The CFO also often oversees the non-program aspects of an affiliate, such as
information technology, human resources and facilities.

•

Collaboration: Exchanging information, altering activities, sharing resources, and being willing to enhance the
capacity of another for mutual benefit and a common purpose. Collaboration requires the highest levels of trust,
considerable amounts of time and an extensive sharing of turf. It also involves sharing risks, resources and rewards,
and when fully achieved, it can produce the greatest benefits of mutual action.
▪ Collaborative Development Tool Kit
▪ Collaborative Development Handbook
▪ Neighborhood Revitalization Coalition Guide

•
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Community development: Community development is both a process and the result of an organized and ongoing
effort in a community. It is based on a shared vision for the quality of life that residents wish to achieve and sustain.
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▪ Asset-Based Community Development
•

Community Development Block Grant (CDBG): A flexible program that provides communities with resources to
address a wide range of unique community development needs. The CDBG program provides annual grants on a
formula basis to general units of local governments and states. Some programs apply to housing.
▪ Community Development Block Grant

•

Community Development Financial Institution (CDFI): A specialized financial institution that works in market
niches that are underserved by traditional financial institutions. CDFIs provide a unique range of financial products
and services in economically distressed target markets, such as mortgage financing for low-income and first-time
homebuyers and not- for-profit developers, flexible underwriting and risk capital for needed community facilities,
and technical assistance, commercial loans and investments to small start-up or expanding businesses in low-income
areas.
▪ New Markets Tax Credits resources
▪ CDFI Fund

•

Community Housing Development Organization (CHDO): A private, nonprofit organization that meets a series of
qualifications prescribed in the regulations of the HOME Investment Partnerships Program (HOME). A participating
jurisdiction must award at least 15 percent of its annual HOME allocation to CHDOs. CHDOs may own, develop or
sponsor HOME-financed housing.

•

Construction manager: A paid staff member or volunteer who manages all construction processes at lower building
levels (one to six houses per year) and manages site supervisors at higher building levels (seven or more houses per
year). The construction manager’s responsibilities at lower levels include scheduling, materials, permitting and
building activity. At higher levels, building activity is delegated to site supervisors.
▪ Affiliate Operations Manual: Construction

•

Construction site supervisor: A paid staff member or volunteer who supervises on-site building activities, working
with volunteers and subcontractors. The site supervisor’s responsibilities are limited to actual building activity.
▪ Affiliate Operations Manual: Construction

•

COO – chief operating officer: The primary responsibility of this position is executing the decisions of the CEO and
managing the day-to-day operations of the affiliate, especially when the CEO is heavily engaged externally with
partnerships with other organizations, public relations and fundraising.

•

Crew leaders: Volunteers trained to lead a specific skilled team or a random team of volunteers each week.
▪ Crew leader job description collection on MyHabitat
▪ Affiliate Operations Manual: Construction

•

Crews/teams: Groups of volunteers who work with a leader on a specific task; they may be a trained team with a crew
leader or an unskilled group of volunteers with a trained leader.

•

Critical home repair: The repair or renovation of an existing housing unit that is not owned by the affiliate, so long as:
▪ The housing unit is owned and inhabited by an individual or family who has been approved in accordance
with the affiliate’s board-approved family selection process.
▪ The work is performed under a written agreement between the homeowner and the affiliate, including scope
of work and payment terms, in accordance with the affiliate’s board-approved procedures for repair projects.
▪ The work fully complies with applicable local building codes and other legal requirements.
Critical home repair includes these subcategories: home preservation, critical home repair and weatherization.
▪ U.S. construction definitions

•

Demolition: The complete demolition or deconstruction of a structure by or under the direction of the affiliate.
▪ U.S. construction definitions

•

Evaluation: The process of monitoring and analyzing the results of an affiliate’s efforts.
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Executive committee: As the name implies, an executive committee has special responsibilities and authorities above
all other committees. Usually, an executive committee acts on behalf of the full board. Its main purpose is to facilitate
decision-making in between board meetings or in the case of a crisis or other urgent circumstances. It can also act as
the communication link to the chief executive and, in some cases, perform the chief executive’s performance
evaluation.
▪ Board committees are explained here in the Board Committee collection under Governance in the Knowledge
Center of MyHabitat.

•

Focus neighborhood: A neighborhood within an affiliate’s service area that is chosen for intensive work through both
housing and community development to foster greater impact toward the quality of life to which residents aspire.
▪ Learn more about working with a focus neighborhood and neighborhood revitalization here.

•

Homebuyer partner: Term used for an adviser to the homeowner family.

•

Homeowner services: Affiliate action that results in a new house or modification to an existing house for a family.
▪ Homeowner and Mortgage Services page in the Knowledge Center on MyHabitat.

•

Housing support services: This term covers a range of activities, including distribution of general shelter-related
technical information; provision of project-related professional services and training, including secure land tenure
support; and multiple levels of complex on-site construction technical assistance, including structural engineering.

•

National Service or Corporation for National Service: AmeriCorps is a collection of National Service programs that
encourage individuals of all ages to engage in service activities to meet critical needs in our communities. Full-time
members receive a modest living allowance, health insurance, an education award, loan forbearance and child care (if
eligible). Some benefits vary from program to program.
Programs include:
▪ AmeriCorps VISTA: Members help affiliates develop their capacity to build more houses by taking on
crucial roles in resource development, project management, construction coordination, volunteer recruiting,
family support services, thrift store development and more.
▪ AmeriCorps State and National: Members serve in teams of two or more to assist affiliates in engaging the
community through direct service. Roles include, but are not limited to, construction crew leaders, family
support coordinators and volunteer service coordinators. AmeriCorps NCCC members serve out of regional
bases. In teams of 10-15, they travel to various nonprofits and governmental organizations to perform service
projects in six- to eight-week service “spikes.” For Habitat affiliates they may function as construction
assistants, crew leaders during special events such as Blitz Builds and Collegiate Challenge, or helping hands
with preparation and logistical support for special events such as blitz builds.
▪ AmeriCorps collection in the Knowledge Center of MyHabitat.

•

Neighborhood revitalization: A holistic approach that expands Habitat's traditional partnership with new
homeowners and volunteers to include neighbors and local organizations for a far greater impact in the communities
served. While home construction continues to play a vital role, a bigger toolbox that includes repairs and other
services allows Habitat to serve more families.
▪ Neighborhood revitalization on MyHabitat.

•

New house: A housing unit that:
▪ Is 100 percent newly constructed.
▪ Fully complies with the Habitat for Humanity U.S. house design criteria and applicable local building codes
and other legal requirements, including receipt of a Certificate of Occupancy or local equivalent.
▪ Has been sold to a family or individual who has been approved in accordance with the affiliate’s boardapproved homeowner selection process.
▪ U.S. construction definitions
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Operating committee: These committees exist to get the work of the affiliate done. In essence, they serve as the
affiliate's staff. Operating committees include fundraising, homeowner selection and support, site acquisition,
construction, church relations, etc. Operating committees should be mostly composed of non-board members.
Depending on the affiliate's bylaws, they also may be chaired by non-board members.
▪ Board and Operating Commitees are explained in this collection in the Knowledge Center of MyHabitat.

•

Operational decision: A decision that is required to fulfill the affiliate’s objectives in the current annual plan.

•

Operational plan: A short-term (usually one year), highly detailed plan formulated generally by staff members or
committees to achieve objectives.

•

Planned giving: Bequests, annuities or other vehicles that generate an income stream for the donor with a benefit for
the nonprofit. Numerous programs are available through HFHI or a financial or estate planner.
▪ Planned giving collection

•

Project management: A methodical approach to planning and guiding project processes from start to finish.
▪ Project management definition: searchcio-midmarket.techtarget.com/definition/project-management

•

Quality Assurance Checklist: A self-assessment tool based on Habitat for Humanity's six core tenets (Christian
identity, homeownership, homeowner selection, sweat equity, tithe and integrity). The checklist sets the standard for
consistency among Habitat affiliates throughout the United States.
▪ Quality assurance home page on MyHabitat

•

Recycled house: A Habitat housing unit that has been reacquired by the affiliate, then resold to a family or individual
who has been approved in accordance with the affiliate’s board-approved homeowner selection process.
▪ U.S. construction definitions

•

Rehabilitated house: A housing unit that:
▪ Is acquired and then reconstructed or renovated by the affiliate.
▪ Fully complies with applicable local building codes and other legal requirements, including receipt ofa
certificate of occupancy or local equivalent where necessary.
▪ Has been sold to a family or individual who has been approved in accordance with the affiliate’s boardapproved homeowner selection process.
▪ U.S. construction definitions

•

ReStore: Habitat for Humanity ReStores sell new and gently used home improvement goods, furniture, home
accessories, building materials and appliances to the public at a fraction of the retail price. The proceeds are used by
Habitat for Humanity locally to help build and renovate more homes and communities.
▪ ReStore homepage on MyHabitat

•

Self-Help Homeownership Opportunity Program (SHOP): A competitive grant program funded by the U.S.
Department of Housing and Urban Development, it encourages the development of affordable housing using the
“self-help” or “sweat equity” model. SHOP funds are designated solely for expenses related to acquiring and
developing land and infrastructure.
▪ SHOP resources on MyHabitat

•

Strategic plan: An organization’s process of defining its strategy or direction and making decisions on allocating its
resources to pursue this strategy, including its capital and people. The plan usually covers a three- to five-year period.
▪ Strategic Planning Resources for Affiliates on MyHabitat

•

U.S. Affiliated Organization Policy Handbook: A compilation of HFHI policies, including advocacy, mortgages,
safety, board and more.
▪ U.S. Policy Handbook on MyHabitat

•

U.S. Affiliation Agreement: The affiliation document signed by all Habitat for Humanity affiliates.
▪ U.S. Affiliation Agreement and attachments
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Vision statement: An outline of what the organization wants to be or how it wants the world in which it operates to
be (an "idealized" view of the world). It is a long-term view and concentrates on the future. It is a source of inspiration
for the organization and a prerequisite for strategic planning. Habitat’s vision statement is “A world where everyone
has a decent place to live.”
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