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WORKSITE RELATED

»  Working hours are from 8:30 a.m.—4:30 p.m. EACH DAY (with the exception of the Jr. High
Program). Implement a buddy system so that no volunteer is left in the position of being alone. If
you leave the work site, all crew members must leave in their vehicle. Never leave youth volunteers
unattended at the worksite.

« Lunch is to be eaten at the work site. We encourage you to bring extra sandwiches for the family you
are serving.

»  Work crews are composed of 7 people (ideally 5 youth and 2 adults (19 yrs +). Extra adults may be
used as floating volunteers.

« Work attire: Shirts with sleeves, long pants, and sturdy shoes must be worn at the work site.
Sweat pants or scrub pants are not considered appropriate for the work site.

« Each work crew must have a suitable vehicle capable of safely transporting 7 people, tools,
equipment, building supplies, etc.

» Seatbelts must be worn at all times when traveling.

« No participant is permitted to ride in the back of a pickup truck.

* Notarized Medical Forms for each volunteer should be kept in the vehicle in which he or she is
currently traveling.

« Use tools, supplies and resources responsibly; for their intended purposes.

» Nail guns are prohibited in the Home Repair Program.

* Only adults age 19 and older may check out power tools. All volunteers who operate power tools must
be trained at home. Youth must always be supervised when using these tools. Additional power tool
restrictions are in place for the Jr. High Program.

» Safety and sensitivity to your family should always be a top priority.

» Ask permission from the family prior to taking any photos on the worksite.

» Recording with video equipment is strictly prohibited at the worksite.

» Volunteers are encouraged to invite families to the picnic as your guests. Try to coordinate
transportation and assist with any parking or swimming fees.

CENTER RELATED
» Center attire: Shirts must be worn at all times. When leaving the Center grounds, shorts of finger-tip
length will be acceptable attire. Not appropriate attire at any time: halter, spaghetti-strap, or tank
tops, sports bras worn as an outer garment, sleeveless shirts, or any clothing expressing political
affiliation, alcohol/beer slogans and/or obscenities. Appropriate clothing must be worn at all times
including to and from the showers and after “lights out.”
* No infants, toddlers, or any youth who do not meet the above-mentioned age requirements will
be permitted on an ASP trip. No pets are permitted at the Center.
* ASP abides by the “Safe Sanctuaries” guidelines.
« Adults (19 yrs +) and youth will have separate showering times.
* No females are permitted in the males’ sleeping area. Males are not permitted in the females’
sleeping area at any time.
* Insleeping rooms there must be at least 2 adults of the same gender as youth. These adults will
sleep away from youth if possible.
» Astrict 10:30 p.m. quiet time and 11:00 p.m. lights out applies to all.
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3-S’s
SENSITIVITY, SAFETY, AND STEWARDSHIP

Sensitivity
1. Follow the dress code guidelines as outlined in ASP’s Expectations, Rules, and Regulations.
2. Take time to meet and talk with your family before unloading.
3. Ask the family for ideas and advice; encourage them to join in the work, if they are able.
4. Keep reactions to yourself that might hurt or insult the family. Use positive language that won’t alarm
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the family, using terms such as “repair” or “replace” rather than “tear out” or “gut” to help minimize
the family’s stress level. If you must talk about something sensitive, “take it to the van” or talk about it
with your crew on the way back to center.

Be sensitive to the family’s need for space and privacy. Ask before venturing into new areas of the
home. Remember, you are a guest.

Ask permission from the family prior to taking any photos on the worksite. We suggest you don’t take
any photos on Monday morning and that photos taken earlier in the week are of your work crew. If
you’d like to take pictures of the family, please wait until a relationship has been established. Video
cameras are not permitted.

Eat lunch at your site to develop relationships. Pack sandwiches to share with your family.

Place drop cloths on the family’s belongings before you start working in a room. Each day put things
back the way you found them before you leave. Treat them with respect!

Do not mention your family’s name out in the county; help maintain their privacy. If people ask where
you’re working, you might say... “So many different places.” Or “We are working at a variety of homes
in the county.”

Please ask smokers to be aware of designated smoking areas at the center and to use them. Do not
smoke on the work sites. Ask smokers to walk away from the sites, and not smoke in the homes (even
if your family has members that smoke.)

Remember, you are representing ASP while out in the community. Please help us maintain a positive
image.

Be respectful of the facility you are staying in this week as it is shared with the community.

Be respectful of other volunteers by observing personal space and boundaries. Always affirm each
other with actions that reflect the love of Christ.
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Safety
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Implement a buddy system so that each volunteer is never left in the position of being alone while at a
worksite.

When traveling away from the center after the work day, always travel in a group.

Only adults 18 and older will be allowed to check out power tools at the center. While ASP recognizes
that the use of power tools can be a valuable and empowering experience, because of liability, we ask
that only volunteers 18 and older use these tools. If volunteers under 18 use power tools, they must
be under the direct supervision of the adult group leader who is ultimately responsible for the safety of
his/her volunteers.

Use power tools safely. Always unplug them when not in use.

Take breaks throughout the day and drink lots of water.

Use ladders safely and take them down when not in use.

Beware of dogs, snakes, ticks, bees, and other creatures.

Put a First-aid kit and Volunteer Statement and Registration Form for all participants in each vehicle.
Drive cautiously and be aware of curves and coal trucks.

. Wear hard hats, goggles, ear protection, work gloves, and N95 dust masks as needed for the job.
. Do not leave people at a work site without a vehicle. If one person needs to leave for any reason,

everyone leaves if there is only one vehicle at the site.

When roofing, always have at least one driver on the ground in the event of an emergency.

Be sure to leave the worksite safe for the family.

Notify the staff of any unsafe working conditions as soon as possible.

Everyone should read and follow ASP’s Safety Manual.

Identify a “Safety Monitor” for each site. The Monitor should enforce safe work practices on site.
Group Leaders are ultimately responsible for the safety of their youth.

Do not bring infants, toddlers, or youth under the specified age requirements to any program. There is
no circumstance that merits an exception to this rule.

Stewardship
1. Plan ahead to use materials in the most economical way. Measure twice, cut once.
2. Ask the staff before agreeing to do anything not previously discussed.
3. Clean tools every day, including mud knives and paint brushes. Be careful not to contaminate the
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family’s water source.

Use the right tool for the job.

Do not take more food than you can eat.

Conserve water; take short showers.

Complete your chores thoroughly.

Turn off lights, air conditioners and fans when nobody will be in the room, such as when leaving for the
worksite in the morning.

Recycle scrap material if facilities are available in the county.
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Safety Manual for Volunteers

This safety manual is dedicated to all volunteers who have served and continue to serve in the
ministry of the Appalachia Service Project, Inc.

ASP cares forits volunteers, the “lifeblood” of the ministry of service to Central Appalachian people
with emergency housing repair needs. The ASP staff believes that through heightened awareness
and safety practices, accidents to volunteers can be eliminated.

If additional safety issues need to be addressed, please contact the ASP Volunteer Services
Department.

First and Foremost:

a) Group leaders are responsible for the safety and conduct of their volunteers at all times
while your group participates with ASP. This means while at the center, at the work site,
and in the community. The ASP staff does not have responsibility for the supervision of
volunteers at the center, at the work site, or in the community.

b) Implement a buddy system so that no volunteer is put in the position of being left alone
at any time, while at the worksite, in, or around the center.

c) No volunteers are to be left behind at a worksite without access to a vehicle.

d) For youth leaders: Never leave your youth workers unattended at the work site

e) If you are unsure of your ability to perform a task, say so! Never attempt a job that you are
unable to do or for which you do not have the proper skills.

f) If the family you are serving has small children, know where they are at all times. If you can’t
keep up with them, have work crew members take turns playing with the children. The other
crew members can then work safely and the children will be occupied and safe.

Decking/Flooring/Steps (Safety when replacing)

a) Do not step on rotten boards of flooring, or boards that may be loose on one end.

b) Old boards to be discarded should either have nails removed or discard the wood properly. Do not
leave old boardswith nails sticking out lying around the worksite. Discard nails into a container to
be removed from the worksite.

c) Warn co-workers when you work with a crowbar.

d) Look for termites or carpenter ants as you remove old boards. Notify staff so that an exteirmtor
can be called in.
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