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Lake Agassiz Habitat for Humanity Mission Statement 
The mission of Habitat for Humanity is to work in partnership with God and people everywhere from all 
walks of life, to create homes for families in need by building and renovating houses so that there are 
ŘŜŎŜƴǘ ƘƻǳǎŜǎ ƛƴ ǿƘƛŎƘ ŜǾŜǊȅ ǇŜǊǎƻƴ Ŏŀƴ ŜȄǇŜǊƛŜƴŎŜ DƻŘΩǎ ƭƻǾŜ ŀƴŘ Ŏŀƴ ƭƛǾŜ ŀƴŘ ƎǊƻǿ ƛƴǘƻ ŀƭƭ ǘƘŀǘ DƻŘ 
intends. 

What is a Family Mentor? 
A mentor is a wise and trusted guide and advisor, selected, approved, and trained by LAHFH.  Someone 
willing to give some time and energy in helping someone else succeed. 

Family Mentors and their Important Role in the Habitat for 
Humanity Mission 
Family Mentors play a key role in a Partner Family’s successful transition to Home Owner.  A Family 
Mentor works side by side with members of the family, empowering them to make decisions about their 
home.  Serving as a Partner Family Mentor requires a substantial time commitment. 

See Family Mentor Position Description- Appendix A 
See Family Mentor Responsibility Checklist- Appendix B 

Family Mentor Training: 

Once an individual has agreed to participate fully as a Family Mentor, they are provided training in order 
to equip them in fulfilling their responsibilities.  This training is conducted by LAHFH staff and Family 
Support Committee and held annually in the spring once Partner Families and their mentors have been 
identified.  This training provides Family Mentors with an overall picture of the Habitat relationship and 
a “tool box” of resources they can tap into during their time with a Partner Family.  Family Mentor 
training includes, but is not limited to, the following items: 

 Brief review of LAHFH mission, vision, goals. 

 Purpose of the Family Support Committee, overview of Training agenda 

 Review of Resource Packet contents. 

 Review of Family Mentor Manual.  (Including Homeownership process; post occupancy; Partner 
Family requirements; confidentiality) 

 Walk through Build process.  (Floor plans, Mentors duties, timelines, etc.) 

 Information on the LAHFH selected Partner Families and assignment of Family Mentors. 

 Next Steps: planning mentor meetings, and training evaluation. 

Empowering the Partner Family: 

LAHFH aims to create healthy, independent relationships.  The attitude is one of helping through a hand 
up, rather than enabling with a hand out.  The temptation to “do for” is often present, and can result in 
a negative relationship of dependence.  The Family Mentor and Family Support committee should make 
every effort to provide the tools and resources necessary for empowerment of the Partner Family.  For 
example, the Mentor can provide the telephone number for a utilities company, but ask that the family 
call for service.  Strive to use terminology that will communicate the value we place on partnership. 
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 We rather than they.  We demonstrates partnership and helps others understand that we work 
together. 

 Prospective homeowners or Partner Families rather than recipients.  A recipient implies that 
Habitat is a giveaway program and sends an unclear message about responsibilities and 
partnership. 

 Low-income rather than poor, working poor, deserving, or the needy. 

The Family Mentor is authorized to speak to the Partner Family on behalf of the affiliate in most cases.  
Family questions and concerns should be presented to the Mentors rather than LAHFH staff, board, or 
committee members.  If the Mentor cannot provide answers, he/she will consult the Family Support 
Committee and in turn, share this information with the Partner Family. 

Family MentorsΩ Relationship to Other Lake Agassiz Habitat for 
Humanity Partners 

A.  Family Support Committee 

The primary purpose of the Family Support Committee is to assist Habitat Partner Families by supporting 
the Family Mentors, the purpose of the Family Mentor is to support and assist the Partner Family as 
they make the transition to home ownership.  The committee functions as a resource to the Mentors 
throughout their assignment, and should help with researching problems that arise and finding 
information the Mentors may need.  

LAHFH Family Mentors are not required to be members of the Family Support Committee, although 
there are occasions in which the Mentors may be invited to the committee meetings for specific 
discussions.  A Mentor’s work can be time-consuming and therefore mentors should be given the 
option, rather than mandate, to attend committee meetings.  Family Support committee is committed 
to supporting the Family Mentors through this process.   

See Organization Diagram- Appendix C 

B. Partner Family 

Even though a Partner Family’s main resource is the Family Mentor, there may be occasions where the 
Family Support Committee and/or LAHFH staff interact with and support the Partner Family in their 
transition to homeownership.  (House dedications, construction, etc) 

Family Mentors play a key role in a Partner Family’s successful transition to home ownership.  A Family 
Mentor works side by side with members of the family, empowering them to make decisions about their 
home.  Serving as a Family Mentor requires a substantial time commitment. 

C. LAHFH Staff 

Throughout the Habitat relationship Family Mentors work side by side with LAHFH staff.  Any concerns a 
Partner Family has should first be brought to the attention of the Family Mentor.  If the Family Mentor is 
unable to relieve the concerns of the Partner Family, the Mentor should then confer with the 
appropriate member of LAHFH staff.  The staff member will work to address any questions and/or 
concerns the Partner Family has presented to the Mentor.  

See LAHFH Staff Directory- Appendix D 
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D. House Partner 

The House Partners have entered into a Sponsorship Agreement with LAHFH, which details some 
expectations the House Partner and LAHFH have of each other.  House Partners agree to: 

 Build an entire Habitat house over a specified time period 

 Provide volunteer labor and the required money to sponsor a portion of the Habitat house. 

 Provide a specific number of volunteers/employees with the opportunity to assist in eliminating 
poverty housing. 

House Partners may schedule regular meetings leading up to and during the build.  Partner Families and 
at least one of the Family Mentors are encouraged to attend these meetings if invited. 

 

The Homeownership Process  
The Family Support committee’s task is to make the entire homeownership process one that builds the 
confidence of the Partner Family and fosters effective and efficient interaction among LAHFH 
stakeholders.  The Family Mentor is key to the success of this process. 

I. Family Selection: 

The Family Selection committee selects families based on their level of need, their willingness to partner 
(sweat equity) and their ability to repay the loan.  Every affiliate follows a nondiscriminatory policy of 
family selection.  LAHFH operates in accordance with the Fair Housing Act, the Equal Credit Opportunity 
Act, and the Americans with Disabilities Act.  Potential Lake Agassiz Habitat for Humanity applicants go 
through the following process to be selected as a Partner Family: 

1. Attend a mandatory Application Orientation Session where the homeownership process is 
explained and the Habitat for Humanity mission is discussed.   

2. Complete a Full-Application given to potential applicants at the Application Orientation Session, 
with instructions to fully complete and turn in to the LAHFH office before the stated deadline.  If 
the Program Coordinator and Family Selection committee determine that an applicant has met 
the initial qualifications, the applicant will then be invited to the Panel Interview. 

3. Panel Interview utilizing set questions and an objective scoring system by a panel of LAHFH 
representatives from various areas of LAHFH, including: Family Selection committee, Family 
Support committee, Board of Directors, Construction, and LAHFH Staff.  The panel will 
determine which applicants will be recommended for a Home Visit. 

4. Home Visit performed by 2 Family Selection representatives utilizing an objective scoring 
system and looking for specific substandard living conditions including, but not limited to: mold, 
mildew, exposed wires, etc.  Family Selection representatives will report to the Family Selection 
committee at the next committee meeting.  

5. Credit and Criminal Background Check is performed and is subject to Family Selection 
committee approval. 

6. Family Selection committee Recommendations are made once all visits and interviews have 
been completed.  The individuals who served on the panel are invited to the next Family 
Selection committee meeting, where the Family Selection committee and the Panel vote on 
whether to recommend the applicant to the Board of Directors for final approval. 

7. Final Selection is made by the BOD after the review of the information presented for the 
applicants. 
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II.  Family Orientation Meeting: 

Once a family is accepted to partner with Habitat, the family is asked to schedule an individual 
orientation meeting with the LAHFH Program Coordinator.  The purpose of the Partner Family 
Orientation Meeting is to: 

 Congratulate the family and introduce them to LAHFH staff 

 Layout/review the clear expectations of what it means to be a Partner Family, including: 
- Sweat Equity requirements 
- Attendance of a Homeowners Education Class 
- Partnering with Habitat 

 Review Legal Forms 
- Letter of Acceptance 
- Mortgage payment/Delinquency policy 
- Publicity Release form 

 Outline the next steps for the Partner Family 

See Sweat Equity Policy- Appendix E 
See Letter of Acceptance- Appendix F 

See Mortgage Payment/Delinquency Policy- Appendix G 
See Partner Family Publicity Release Form- Appendix H 

The individual orientation meetings give the family the opportunity to ask any questions they may have 
at this point in the process and the policies and forms can be reviewed at length. 

III. Letter of Acceptance: 

At the individual Family Orientation meeting, the Partner Family is given the Letter of Acceptance.  The 
family is asked to take it home and review it, then sign it and return it to LAHFH.  The Partner Families 
are told to delay signing if they have any questions or concerns, until they are able to discuss these with 
their Mentors.  Before signing the Letter of Acceptance, the Partner Family should understand that 
Habitat for Humanity is not a custom homebuilder.  If the family does not wish to accept partnership for 
any reason, including dissatisfaction with the basic home plan offered by LAHFH, the family and mentors 
should notify the Family Selection Committee and that committee will choose and recommend a 
different family from that same year’s applicants. 

See Letter of Acceptance- Appendix F 

IV. Build Season Kick-off: 

Prior to the first build of the season, the family is asked to attend a Build Season Kick-off event.  The 
purpose of the Build Season Kick-off event is to: 

 Welcome the family into the Habitat organization 

 Meet the people who will be working with them through the process 

 Review the house plans and build schedule 

 Clearly outline the next steps for the Partner Families 

This event provides the Partner Family with the opportunity to meet their mentor.  Mentors should 
make every effort to attend.  Mentors will review the house plans with the family, and discuss Sweat 
Equity ideas.  At this time, Mentors should plan their next meeting with the family to discuss Sweat 
Equity progress and answer any questions they may have.  
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V. Wall Raising Ceremony: 

Once a location, House Partner and Partner Family are identified and building is ready to begin, LAHFH 
staff and the House Partner will plan a Wall Raising Ceremony.  This is an opportunity for the Partner 
Family to meet the people who will be volunteering to build their home, as well as an opportunity for 
neighbors to come and meet the Partner Family and welcome them to the neighborhood.  This event is 
frequently attended by some entity of the press.  Families are usually very excited and nervous about 
attending the celebration.  Mentors may be asked by Habitat staff or the House Partner to introduce the 
family at this event.  Family Support Committee members make every effort to attend and ask the 
Partner Family’s Mentors to do the same. 

The Wall Raising Ceremony kicks off the “Blitz-build” week.  This is one of the busiest times of the build 
for the Partner Family.  Many families plan their vacation time around this week so they can be there to 
build.  By the end of the week, the exterior construction of the home is almost complete.  If the 
construction schedule prohibits raising the walls, another activity will be highlighted in its place at this 
ceremony (ex. Lot Dedication, Roof Raising, etc).  

VI. Design and Decorating: 

The LAHFH Construction committee takes the family size and make up into consideration when planning 
each build.  The number of bedrooms and bathrooms are specifically chosen for each family in 
accordance with Habitat’s guidelines and are non-negotiable. 

Each Partner Family will have the opportunity to make some decorating choices, including: carpet for 
the bedrooms and countertops.  The Construction Manager will contact the Family Mentors when the 
samples are available for viewing.   The Construction Manager will provide the Family Mentors with a 
timeline of when the families’ choices will need to be submitted to LAHFH.  Families have not yet had 
the opportunity to make choices for a new home and will most likely enjoy the feedback they can 
receive from their mentors.   

The Partner Family will be responsible for selecting the majority of the lighting fixtures for their new 
home.  As the deadline for selecting the lighting fixtures approaches, the Construction Manager will 
provide the Family Mentors with a list of fixtures the Partner Family will need to purchase and details 
about the process.  The Partner Family will need to go to the designated specialty store to select the 
fixtures before the deadline.  It is expected and strongly encouraged that the Family Mentors plan the 
shopping trip with the Partner Family.  This is such a wonderful exciting time for the family; they may 
need to shop more than once to be able to make their decisions. 

Habitat Homes include the bare minimum for appliances.  Whirlpool donates a range, refrigerator, and 
above the range microwave for each Habitat Home.  The Partner Family has the option to upgrade their 
Whirlpool appliances to another on the appliance option list, only if they pay the cost of the upgrade.  If 
the Partner Family is interested in doing so, the Family Mentor should contact the Construction 
Manager for a list of available appliance upgrades.  Similarly, Habitat Homes do not include dishwashers, 
washer/dryers, and/or air conditioning.  Habitat will plumb for a dishwasher if asked by the Family 
Mentors and will install washer/dryer hookups.  The Partner Family may purchase these appliances and 
Habitat will install them and/or in some instances the House Partner will raise additional funds to 
purchase these appliances for the Partner Family. 

The Partner Family will not be allowed to select the paint colors for their home.  After closing, the family 
is encouraged to personalize their home in the way they see fit, so long as they comply with all 
guidelines from a development association or Homeowners Association. 



2009 Family Mentor Manual   9 
   

Habitat will not make any alterations to the basic house plan.  Habitat follows a specific design criterion 
to help in standardizing the homes.  This helps with keeping costs low and makes sure each family 
receives the same end result: a clean, safe, affordable home.  Habitat houses are bound to contain 
differences, due to family size, donations available, building codes, and other matters beyond the 
control of LAHFH. 

If the Partner Family has questions or concerns regarding the house plans, they should discuss them up 
front before signing any paperwork.  Mentors should make themselves available to answer questions 
the family might have.  The Family Support Committee will support the mentors with questions that may 
arise.  Once they own the home, the Partner family may make any changes they wish to the house.  

VII. Sweat Equity Requirement: 

Sweat Equity is LAHFH’s most valuable tool in building the partnership between families and affiliate 
stakeholders.  The term refers to the actual hands-on involvement of Partner Families in the 
construction of their own homes, as well as participation in other Habitat and community activities.  
Sweat Equity represents a Partner Family’s physical and emotional investment in the mission of Habitat 
and is designed to meet three important goals. 

1. Partnership- Sweat Equity provides meaningful interaction between Partner Families, House 
Partners, affiliate representatives, and LAHFH volunteers 

2. Pride in Ownership- Investing Sweat Equity hours in their own home in the construction phase 
helps families begin the transition to home ownership. 

3. Development of Skills and Knowledge- On the build site, Partner Family members should gain a 
real understanding of the construction of their home and of maintenance issues they will face 
after occupancy.  Through required education classes, Partner Families will gain skills that will 
help throughout their lives. 

Sweat Equity should not and will not be assigned a dollar value.  If a Partner Family is de-selected or 
otherwise unexpectedly terminates the partnership before purchasing the home, they will not be 
compensated in any way for Sweat Equity hours performed. 

LAHFH requires each Partner Family adult, over the age of 18, to complete a minimum of 250 Sweat 
Equity hours.  Each adult must complete their own 250 hours, however, extended family members and 
friends may contribute a maximum of 30% of the total hours required.  Under special circumstances (ex. 
Disability, etc.), LAHFH may, at its discretion, allow more hours to be completed by extended family and 
friends.  Sweat Equity contributors may not be recruited at build sites.   

Sweat Equity hours must be completed according to the following timetable: 

 15% of the total Sweat Equity requirement must be completed prior to wall-raising ceremony 

 75% (for a total of 90%) of the total Sweat Equity requirement must be completed prior to 
assuming occupancy  

 The final 10% (for a total of 100%) of the total Sweat Equity requirement must be completed 
within 60 days of house possession 

See Sweat Equity Policy- Appendix E 

A. Tracking Sweat Equity Progress 

At the initial orientation meeting, the Partner Family receives Sweat Equity Tracking Report 
sheets.  It is the responsibility of the Partner Family to track their own Sweat Equity hours.  Each 
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time Sweat Equity is worked, the Partner Family must document it on the Tracking Report Sheet 
and have the appropriate Habitat staff person or representative sign off on the hours as they earn 
them.  Examples of Habitat representatives include: the Construction Site Supervisor, the 
instructor of the first time homebuyer’s class, and the Family Mentor.  The Family Support 
Committee should review the Partner Family’s progress regularly. 

The Partner Family’s must discuss Sweat Equity progress monthly with their Family Mentor.  At 
the end of each month, the Partner Family must submit their signed Tracking Report Sheet to the 
Family Mentor.  Hours are not valid unless signed by an approved representative.  Family Mentors 
then submit the Tracking Report Sheet to the LAHFH Program Coordinator.  The Partner Family’s 
progress is reviewed and adjustments may be made if needed. 

See Sweat Equity Tracking Report Sheet- Appendix E-1 

B. Sweat Equity Opportunities: 

The majority of sweat equity hours should be earned through construction on the family’s own 
home.  Additional opportunities for fulfilling the requirement include: 

 Construction on other LAHFH homes 

 Working in the LAHFH ReStore 

 Attendance at mandatory Partner Family education classes 

 Participation with media and other public relations events 

 Office work at the LAHFH office, as need arises 

 Attendance at various LAHFH committee meetings. 

 Volunteering at LAHFH special events and fundraisers 

Family Mentors will be alerted by LAHFH staff about upcoming Sweat Equity opportunities.  
Mentors are encouraged to direct Partner Families to Sweat Equity opportunities as early in the 
process as possible.  If the Partner Family is not completing their Sweat Equity at a satisfactory 
rate, LAHFH will advise the Family Mentor of changes to be made.  If substantial improvement is 
not made in the following month, the Family Mentor should determine whether there are barriers 
other than a lack of interest.  The committee also must determine whether the affiliate has been 
responsible for the low participation and work with the Family Mentor to expand Sweat Equity 
opportunities. 

If the family is unwilling to participate, LAHFH may need to dissolve the partnership.  Removing a 
family from partnership for slow Sweat Equity progress-or for any other reason- is an absolute last 
resort. 

  See De-selection Policy- Appendix I 

VII. Construction Completion: 

Full completion marks the time when a homeowner accepts responsibility for the maintenance of the 
home.  It is the responsibility of the Family Support committee, along with the Family Mentors to help 
ease anxiety and eliminate frustration. 

Partner Families must understand that LAHFH is not a custom builder; a community of volunteers builds 
the homes.  Experienced supervisors oversee the volunteers.  Partner Families may see variations in 
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craftsmanship between the different home sites due to the varying volunteers and their experience.  All 
homes are built with quality materials, inspected and comply with the city codes.   

Prior to closing, the Construction Manager will initiate a walk-through with the Partner Family and the 
Family Mentor is strongly encouraged to be present as well.  At the walk-through, the Construction 
Manager will use a checklist of all issues for discussion and items for explanation.  The checklist will be 
used to show that the house is complete and record if any issues remain unfinished.  The Construction 
Manager will discuss an approximate timeframe in which the families can expect any unresolved issues 
to be finalized.  It is the goal of LAHFH to have the family assume occupancy without any outstanding 
issues, but there will be times when this is not possible.  The Construction Manager and LAHFH will 
make every effort to complete open issues in a timely manner.  The family and LAHFH will have copies of 
the checklist.  Once all of the open items are completed, the family will sign off on the checklist and the 
house will be considered complete.  During the walk through the family can expect that the Construction 
Manager will review how to use and maintain the appliances and other features of their new home. 

See Final Walk Through Check List- Appendix J 

At this time the Partner Family will also be provided a list of the subcontractors/vendors used to build 
their home.  If issues arise after the family closes on the home, the Family Mentors should encourage 
the Partner Family to contact the appropriate subcontractor from the list.  If the subs are unable or 
unwilling to do work on the family’s home after the home is completed and closed, the Family Mentors 
should encourage the family to contact the appropriate maintenance persons.  If the Family Mentor 
does not have a recommendation, they should contact the Construction Manager for suggestions.  It is 
important that the Partner Family understands that LAHFH does not serve as their landlord and it is 
ultimately the Partner Family’s  responsibility to maintain the home. 

Before the Partner Family may occupy the property, they must provide proof of homeowner insurance.  
Mentors may assist families in the process of obtaining the insurance policy. 

NOTE:  The Partner Family must pay for the first year of homeowners insurance prior to occupying the 
home, after which the insurance will be part of their monthly payment to their escrow account. 

IX. Home Dedication: 

A Home Dedication ceremony is held before occupancy.  The LAHFH staff and House Partner will set the 
date of the ceremony as close to the move-in date as possible.  LAHFH staff will notify and coordinate 
with the Partner Family, Family Mentors, LAHFH Board of Directors and the Public Relations committee.  
This event is frequently attended by some entity of the press.  Families are usually very excited and 
nervous about attending the celebration.  Mentors may be asked by Habitat staff or the House Partner 
to introduce the family at this event.  Family Mentors are expected to attend. 

X. Closing: 

LAHFH will make every effort to schedule the closing as closely following the house dedication ceremony 
as possible.  However, since the home mortgage is written to cover the cost of the construction on the 
Partner Family’s home, the closing will not be scheduled until LAHFH receives and pays all construction 
bills and invoices.  LAHFH understands the eagerness to close on the home, however as the appraisals 
and legal work are often performed pro bono, patience is required from the Partner Family and the 
Mentors.   

Prior to the closing, the Partner Family will be required to attend a pre-closing meeting.   Mentors are 
expected to attend this meeting, in order to ensure the Partner Family feels as comfortable asking 
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questions as possible.  At this meeting the Partner Family, Mentors and LAHFH representatives will 
discuss the mortgage, monthly payments, and final Sweat Equity details.  The pre-closing meeting will be 
scheduled at a time that is most convenient for all parties. 

LAHFH staff will contact Family Mentors when a closing date and time have been set.  At this point, the 
Partner Family must provide LAHFH with proof of home insurance in order assume occupancy. 

XI. Assuming Occupancy: 

After closing on the home, the Partner Family is able to assume occupancy.  If there is a considerable 
and unexpected delay in scheduling a closing, the Partner Family may be allowed to move in prior to the 
closing, providing they sign a rental lease with the affiliate and provide LAHFH with proof of rental 
insurance for the property.  This will only be permitted under special circumstances.  If renting, the 
Partner Family will be told when to give notice at their current residence by LAHFH staff.  Under no 
circumstances should the family give notice before being informed by LAHFH staff to do so. 

The Partner Family is responsible for moving their possessions into the home.  The Family Mentors are 
asked to make every effort to assure that the new homeowners have enough help.  The Habitat ReStore 
truck may be made available for the Partner Family’s use if it is scheduled with and approved by ReStore 
staff. 

The Follow-Up Period Post Occupancy  
To ensure the Partner Family continues to succeed in homeownership, the Family Mentor(s) will 
continue to work with the Partner Family, in a diminished capacity, for a minimum of one year after the 
Partner Family assumes occupancy of the home.  Family Mentors instruct the Partner Family that once 
they have moved into their home, any concerns regarding the house structure should be addressed 
through the subcontractor/vendor list provided by the Construction Manager at the walk-through.   

The Family Mentor is asked to make 4 home visits over the next 12 months.  These visits are intended to 
support the Habitat Partner Family and address any questions or concerns they may have since 
assuming the role as homeowners.  During these visits, the family mentor should complete a status 
report that aids Habitat in identifying family needs to ensure continued success as homeowners. 

See Post Occupancy Status Report Form- Appendix K 
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Appendix A 

Lake Agassiz Habitat for Humanity 

Position Description: Family Mentor 
Accountable to and supported by: 

LAHFH Staff and Family Support Committee 

Description: 

The Family Mentors trained and supported by the Family Support Committee play a key role in a Partner 
Family’s successful transition to homeownership by serving as a steadfast resource along the way. 

Expected Commitment: 

Each Family Mentor is asked to commit to at least 12 months of service.  As the Mentor, you will work 
with the family not only during the construction phase but also during the entire first year of 
homeownership.  Mentor teams of two to four members are encouraged.  Mentoring, particularly 
during the construction process, can be time consuming, and at times intense due to the rapid build 
cycle. 

Confidentiality: 

Each Family Mentor is expected to be loyal to LAHFH.  This loyalty requires that Family Mentors act in 
good Faith, which involves 3 basic concepts: conflicts of interest, fairness, and confidentiality. 

Responsibilities: 

1. Attend Family Mentor training. 

2. Review Mentor Manual. 

3. Explain sweat equity policy and schedule to the Partner Family, track and report sweat equity 

hours to LAHFH Family Support Committee and LAHFH Program Coordinator. 

4. Ensure policies affecting Partner Families are followed (ex. Sweat Equity, Payment, 

Confidentiality). 

5. Connect Partner Family members with community resources and education (budget counseling, 

homeownership classes, etc.), provided by LAHFH 

6. Complete Mentor Responsibility Checklist. 

7. Help the family to adapt to the responsibilities of homeownership, and make sure they have the 

resources and information they need to do so. 

8. Complete at least 4 home visits post occupancy and submit Status Report Form to LAHFH 

Program Coordinator. 

9. Discuss and resolve any concerns or issues you have directly with Family Support Committee 

Chair person, Program Coordinator, or Executive Director 

All Family Mentors must attend the mentor training.  Responsibilities then should be shared among the 

group of mentors assigned to the Partner Family. 

Qualifications: 

1. Understanding of LAHFH philosophy and desire to promote it. 

2. Sensitivity to the challenges facing low-income families. 

3. Understanding of the difference between “doing for” and “doing with.” 

4. Ability to ensure the confidentiality of Partner Families and LAHFH 
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Appendix B 

Lake Agassiz Habitat for Humanity 

Family Mentor Responsibility Checklist 

Ç Attend Family Mentor Training Session. 

Ç Attend Build Season Kick-off  
(See Section IV: Build Season Kick-off in the Family Mentor Manual). 

Ç Review Sweat Equity policy, requirements, and tracking procedure with Partner Family  
(See Section VII: Sweat Equity Requirement; Sweat Equity Policy, Appendix E; and 
Sweat Equity Tracking Form, Appendix E-1 in the Mentor Manual). 

Ç Review and explain liability waivers with adult family members and have them sign.  
(This must be completed prior to working on any LAHFH build site.) 

Ç Schedule and hold regular meetings with the Partner Family to review monthly Sweat 
Equity progress. 

Ç Turn in Sweat Equity Tracking Report Sheets to the LAHFH office monthly. 

Ç Review with the family their current lease.  Inform LAHFH staff of lease notification 
requirements.   
(LAHFH staff will notify Mentors when a known vacate date is possible.  Mentors must 
then inform the family to contact their property management company regarding of 
proposed lease termination and vacate date). 

Ç Help family arrange for utilities.   
ό¦ǘƛƭƛǘƛŜǎ ǎƘƻǳƭŘ ōŜ ƛƴ tŀǊǘƴŜǊ CŀƳƛƭȅΩǎ ƴŀƳŜ ōȅ ǘƘŜ мst day of the expected move-in 
month.  Mentors can provide phone numbers to the family but should not make the 
arrangements themselves.) 

Ç Alert/Remind the family of upcoming deadlines throughout the process. 

Ç Assist family in selecting their home choices and purchasing lighting.  
(See Section VI: Design and Decorating in the Family Mentor Manual). 

Ç Explain city requirements for property maintenance, mowing, parking, sidewalk 
maintenance, noise and pet ordinances.   
(City Ordinances will be provided by the Construction Manager prior to closing). 

Ç Attend Wall Raising and Home Dedication ceremonies. 

Ç Assist the family in securing proof of homeowner insurance.   
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(First year of insurance must be purchased prior to move in). 

Ç Attend a Pre-Closing meeting with the Partner Family and LAHFH representatives. 
(See Section X: Closing in the Family Mentor Manual). 

Ç If needed, assist Partner Family with moving into their new home.   
(See Section XI: Assuming Occupancy in the Family Mentor Manual). 

Ç Serve as point person for the Partner Family post occupancy regarding home repairs 
and maintenance.   
(Unresolved issues will be handled with the Construction Manager.  Post occupancy 
issues that come up can be addressed through the Subcontractor/Vendor list). 

Ç Conduct post occupancy home visits quarterly for one year.  Complete Post 
Occupancy Status Report Form.   
(Return completed form to LAHFH.  See Appendix K). 

 



2009 Family Mentor Manual   19 
   

Appendix C- Organization Diagram  
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 Appendix D 
 

Lake Agassiz Habitat for Humanity 

Contact List 
Please feel free to contact the Lake Agassiz Habitat staff with any questions.  Affiliate staff can 

by reached by calling: 218-284-5253 ext 2 

Staff Member and Title E-mail  Responsibilities: 

Shirley Dykshoorn,           
Executive Director 

shirley@lakeagassizhabitat.org  
Oversees all aspects of 

organization 

Katie Tucholke,                     
Program Coordinator 

katie@lakeagassizhabitat.org 
Family Services and 

Committee Development 

Rob Rich,                          
Construction Manager 

rob@lakeagassizhabitat.org 
General Construction: 

Scheduling, contractors, and 
volunteers 

Jackie Mattfeld,        
Administrative Assistant 

habitat@lakeagassizhabitat.org General Administration 

Jessica Bullinger,                     
Habitat VISTA 

jessicab@lakeagassizhabitat.org Volunteer Coordinator 

Leland Armbright,                   
Board President 

chlutheran@nbinternet.com  
Governs the activities of Lake 
Agassiz Habitat for Humanity 

 

Please feel free to contact the Lake Agassiz Habitat ReStore staff with any questions.   
ReStore staff can by reached by calling: 218-284-5253 ext 1 

Staff Member and Title E-mail  Responsibilities: 

Russ Richards,                       
Habitat ReStore Manager 

russ@lakeagassizhabitat.org   Marketing and Publicity 

Randy Ahmann,                        
ReStore Floor Manager 

restore@lakeagassizhabitat.org Product and Pricing 

Jason Jahner,                     
Donation Coordinator 

jason@lakeagassizhabitat.org  
Donation Coordination and 

Deconstruction Program 

 

   

mailto:shirley@lakeagassizhabitat.org
mailto:katie@lakeagassizhabitat.org
mailto:rob@lakeagassizhabitat.org
mailto:habitat@lakeagassizhabitat.org
mailto:jessicab@lakeagassizhabitat.org
mailto:chlutheran@nbinternet.com
mailto:russ@lakeagassizhabitat.org
mailto:restore@lakeagassizhabitat.org
mailto:jason@lakeagassizhabitat.org
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Appendix E 

Lake Agassiz Habitat for Humanity 

Sweat Equity Policies and 
Procedures 

Updated: 11/2008 

 

Sweat Equity is LAHFH’s most valuable tool in building the partnership between families and affiliate 

stakeholders.  The term refers to the time and physical involvement that the Partner Family devotes to: 

 The construction of their future home 

 The construction of other LAHFH homes 

 Developing skills for successful homeownership through participation in education programs 

made available through LAHFH 

 Building and strengthening ties to the community through attendance at LAHFH events and 

other community service through LAHFH including, but not limited to: serving in the LAHFH 

ReStore, serving at special events, helping in the LAHFH office, etc. 

1.1 Sweat-equity hours 

LAHFH requires each Partner Family adult, over the age of 18, to complete a minimum of 250 sweat-

equity hours.  Each adult must complete their own 250 hours, however, extended family members and 

friends may contribute a maximum of 30% of the total hours required.  Under special circumstances (ex. 

Disability, etc.), LAHFH may, at its discretion, allow more hours to be completed by extended family and 

friends.  Sweat Equity contributors may not be recruited at build sites.  Sweat Equity hours must be 

completed according to the following timetable: 

 15% of the total Sweat Equity requirement must be completed prior to wall-raising ceremony 

 75% (for a total of 90%) of the total Sweat Equity requirement must be completed prior to move  

 The final 10% (for a total of 100%) of the total Sweat Equity requirement must be completed 

within 60 days of house possession 

1.2 Expectations of Partner Families 

Sweat Equity is one of the most vital elements of the Habitat ministry and is an excellent means for 

building relationships between the Partner Family and the community.  LAHFH expects Partner Families 

to positively represent our organization when completing the Sweat Equity requirements.  In order to 

achieve this, Partner Families are expected to be more responsible, more focused, more hardworking, 

and more enthusiastic in their work than other LAHFH volunteers.  Each Partner Family member 

completing Sweat Equity hours must interact in positive ways with volunteers and contributors. 
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1.3 Sweat-equity procedures 

Tracking 

 Time Report Sheets- At the Kick-Off Event and Orientation Meeting, each Partner Family receive 

Sweat Equity Time Report Sheets (TRS).  Each time Sweat Equity is worked, the Partner Family 

must document it on the Time Report Sheets and have the appropriate HFH staff person or 

representative sign off.  The Partner Family is responsible to track its own Sweat Equity hours. 

 Who can sign? The Time Report Sheets should be accurately completed and presented to an 

authorized person for signature.  The Time Report Sheets will only be signed at the end of the 

work day.  A signature will only be given for that day’s events. 

o Persons authorized to sign Time Report Sheets: 

1. Construction- LAHFH Construction Manager or Site Supervisor who supervised 

the work performed. 

2. Education- The course instructor or LAHFH Representative present at the class 

3. LAHFH meetings and activities- Family Mentors, any LAHFH staff or 

representative present at the meeting or activity. 

4. ReStore- The ReStore staff member (ReStore manager, ReStore assistant 

manager, or Procurement Coordinator) who supervised the work performed. 

5. Other- Family Mentors may sign off on any other Sweat Equity; final approval 

must come from LAHFH office or the Family Support Committee  

 How often should TRS be submitted?  Time Report Sheets must be submitted monthly to the 

Partner Family’s Family Mentor.  Family Mentors then submit the Time Report Sheets to the 

LAHFH Program Coordinator.  The Partner Family’s progress is reviewed and adjustments may 

be made if needed. 

 Family and Friends may contribute a maximum of 30% of the total hours required.  In order to 

be counted, a separate Time Report Sheet must be completed, signed, and submitted according 

to the above guidelines.  If a separate Time Report Sheet is not completed, signed, and 

ǎǳōƳƛǘǘŜŘΣ ǘƘŜ ƘƻǳǊǎ ǿƛƭƭ ƴƻǘ Ŏƻǳƴǘ ǘƻǿŀǊŘǎ ǘƘŜ tŀǊǘƴŜǊ CŀƳƛƭȅΩǎ ǘƻǘŀƭ Sweat Equity 

requirements. 

Hours Completed by Family and Friends 

 Restrictions- Family and Friends may contribute hours towards the Partner Family’s total Sweat 

Equity requirement so long as they met the following restrictions: 

o A total of no more than 30% of the total required hours (75 hours) will be counted 

towards the Partner Family’s final total. 

o A separate Time Report Sheet must be completed, signed, and submitted following the 

same guidelines as the Partner Family.  A verbal declaration will not be sufficient. 

o Sweat Equity contributors may not be recruited at build sites, LAHFH ReStore, or LAHFH 

activities. 

o In accordance with LAHFH Construction Safety Policy, children under the age of 16 may 

not contribute to Sweat Equity hours on a build site. 
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o In accordance with LAHFH ReStore Policy, children under the age of 13 may only 

contribute to Sweat Equity hours if they have an adult with them at the LAHFH ReStore. 

 Special Circumstances may cause LAHFH to permit additional hours to be completed by 

extended family and friends.  This decision will be made by LAHFH at its discretion, and once 

made, will be non-negotiable.   

Opportunities to complete Sweat Equity 

 Construction 

o Scheduling-  In order for Sweat Equity hours completed on LAHFH build sites to be 

counted, Partner Families must register in advance through Volunteer Up! on the LAHFH 

website or by calling the Volunteer Coordinator at (218) 284-5253 ext. 2.  Please note 

the following guidelines for registering: 

1. Individuals should identify themselves as a Partner Family.  Persons donating 

their hours should specify the Partner Family adult they wish to contribute 

hours for. 

2. Individuals should specify which day(s) they wish to work and the number of 

guests they will bring. 

3. A Partner Family may register to work as far in advance as they would like, but 

not before the schedule is available. 

4. Everyone must sign up in advance! 
o Cancellations- If a Partner Family, or anyone registered to work hours on behalf of a 

Partner Family, is unable to work on a day they have registered to work the Partner 

Family member must cancel the reservation as soon as possible.  Cancellation may be 

done through Volunteer Up! via the LAHFH website or by calling the Volunteer 

Coordinator. 

o TRS on site- Partner Family are responsible for bringing their own Time Report Sheet(s) 

with them every time they work on site.  Please note the following guidelines for Time 

Report Sheets signatures: 

1. Only the approved supervisors are authorized to sign the Time Report Sheets.  

Only the supervisor who supervised your work may sign your Time Report 

Sheet. 

2. Time Report Sheets will only be signed at the end of the work day, not before. 

3. It is the responsibility of the Partner Family to ask the supervisor to sign their 

Time Report Sheets.  The supervisor will not remind the Partner Family to get 

their Time Report Sheet signed. 

4. Time Report Sheets will only be signed the day that you worked.  Do not ask 

supervisors to sign your sheet at a later date; it will not be done. 

o Build Site Rules-  Any person wishing to work Sweat Equity on a LAHFH build site, 

whether member of a Partner Family or working on behalf of a Partner Family, is subject 

to all LAHFH Safety Policies and must follow any and all instructions as outlined by the 

LAHFH Construction Manager and Site Supervisors.  All persons must sign in and out. 
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 Education hours 

o Education hours may only be earned by members of the Partner Family. 

o All adult members (18 years of age or older) of the Partner Family are expected to earn 

education hours. 

o If an education is listed as “Mandatory” all Partner Family adults must attend. 

o Participants must arrive at education classes on time. 

o Time Report Sheets may only be signed by the course instructor or a representative of 

LAHFH 

o Time Report Sheets must be signed on the date the class occurs 

 ReStore 

o Scheduling-  In order for Sweat Equity hours completed in the LAHFH ReStore to be 

counted, Partner Families must register in advance through Volunteer Up! on the LAHFH 

website or by calling the Volunteer Coordinator at (218) 284-5253 ext. 2.  Please note 

the following guidelines for registering: 

1. Individuals should identify themselves as a Partner Family.  Persons donating 

their hours should specify the Partner Family adult they wish to contribute 

hours for. 

2. Individuals should specify which day(s) they wish to work and the number of 

guests they will bring. 

3. A Partner Family may register to work as far in advance as they would like, but 

not before the schedule is available. 

4. Everyone must sign up in advance! 
o Cancellations- If a Partner Family, or anyone registered to work hours on behalf of a 

Partner Family, is unable to work on a day they have registered to work the Partner 

Family member must cancel the reservation as soon as possible.  Cancellation may be 

done through Volunteer Up! via the LAHFH website or by calling the Volunteer 

Coordinator. 

o Time Report Sheets at LAHFH ReStore- Partner Family are responsible for bringing their 

own TRS with them every time they work in the LAHFH ReStore.  Please note the 

following guidelines for TRS signatures: 

1. Only the approved supervisors are authorized to sign the Time Report Sheets.  

Only the LAHFH ReStore staff member who supervised your work may sign your 

Time Report Sheet. 

2. Time Report Sheets will only be signed at the end of the work day, not before. 

3. It is the responsibility of the Partner Family to ask the supervisor to sign their 

Time Report Sheets.  The supervisor will not remind the Partner Family to get 

their Time Report Sheet signed. 

4. Time Report Sheets will only be signed the day that you worked.  Do not ask 

supervisors to sign your sheet at a later date; it will not be done. 

o LAHFH ReStore Rules-  Any person wishing to work Sweat Equity in the LAHFH ReStore, 

whether member of a Partner Family or working on behalf of a Partner Family, is subject 
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to all LAHFH Safety Policies and must follow any and all instructions as outlined by the 

LAHFH ReStore Staff.  All persons must sign in and out in the LAHFH ReStore log. 

 Other LAHFH Events & meetings 

o From time to time, Partner Family will be able to earn Sweat Equity for attending or 

participating at LAHFH meetings or events.  Information about such events, including 

times, dates, places, and additional information, will be made available through the 

Family Mentors and/or LAHFH Staff.  Partner Families will be allowed to sign up for 

these events on a first-come, first-served basis.  

1.4 Sweat-equity break policy 

There may be a time when special circumstances (ex. Temporary disability, family illness, death in the 

immediate family, etc.) may arise that may interfere with the Partner Family’s timely completion of 

Sweat Equity.  Partner Families may be allowed to take a break from Sweat Equity, with the 

understanding that the full requirements must still be met prior to occupation.  The decision to allow a 

break is made on a case by case basis by LAHFH at its discretion and, once made, is final and non-

negotiable.  

NOTE: It is the policy of LAHFH that all agreements regarding Sweat Equity are made in writing and 

signed by both LAHFH and the Partner Family.  Under no circumstances does a verbal conversation 

supersede a written agreement.  Only written agreements can be documented and therefore honored. 

1.5 Sweat-equity Sanctions 

If a Partner Family fails to complete the Sweat Equity requirements in a timely manner, the Partner 

Family risks losing eligibility or possible de-selection for failure to partner.  The Partner Family’s Sweat 

Equity progress is monitored by their Family Mentors.  

 If the Partner Family is not completing Sweat Equity at a satisfactory rate, LAHFH will advise the 

Family Mentor of changes to be made.  If substantial improvement is not made in the following 

month, the Family Mentor should determine whether there are barriers other than a lack of 

interest.   

 If after two months the Partner Family has not made satisfactory progress and no measures 

have been taken by the Partner Family to contact LAHFH about circumstances preventing the 

Partner Family from working their hours, a meeting to discuss the Partner Family’s Sweat Equity 

will be held with the negligent Partner Family member, the Family Mentor and a LAHFH 

representative.  At this meeting, a Sweat Equity agreement must be made, a probationary 

period set up, and guidelines established for the Partner Family to avoid de-selection. 

 If during the probationary period the Sweat Equity agreement is not honored by the Partner 

Family, LAHFH will begin the de-selection procedures outlined in the De-Selection Policy. 

NOTE: If at anytime a Partner Family finds that there are not enough Sweat Equity opportunities 

available, they must bring this to the attention of their Family Mentor, who will work with LAHFH to 

ensure sufficient opportunities have been outlined.  
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Appendix E-1 

Lake Agassiz Habitat for Humanity 

Family Support Committee 

Sweat Equity Tracking Report Sheet 

 

Family Name:        

Progress for the Month of:      

 Total Hours from Previous Month(s) 
 

  

Date 
Workerôs 
Name 

Description of 
Work 
Complete 

Supervisorôs 
Signature 

Hours 
Cumulative 
Total (Including 
above hours) 
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Appendix E-2 

Lake Agassiz Habitat for Humanity 

Family Support Committee 

Sweat Equity Tracking Report Sheet 

 

Family Name:   Family & Friends of   

Progress for the Month of:      

 Total Hours from Previous Month(s) 
 

  

Date 
Workerôs 
Name 

Description of 
Work 
Complete 

Supervisorôs 
Signature 

Hours 
Cumulative 
Total (Including 
above hours) 
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Appendix F 

Lake Agassiz Habitat for Humanity 
Letter of Acceptance 

Updated: 2/2009 

 
This letter is to inform you that you have been selected to purchase a house, which will be 
constructed by, you and Lake Agassiz Habitat for Humanity (hereafter referred to as Habitat for 
Humanity).  This letter is not a contract because it only states our mutual understanding and it 
lacks the specific elements needed to form a contract (i.e., price of the home, time when 
construction will be complete, specific plans for the house, etc.).  
 
Prior to Habitat for Humanity’s agreeing to sell you the house, you and your family will need to 
have agreed to the following requirements: 

 
1. To work at least 250 “sweat equity” hours per adult (18 years of age or older) as a 
Habitat partner.  The sweat equity requirement can be fulfilled by performing various jobs 
with Habitat.  Lake Agassiz Habitat for Humanity partner families must complete a total of 
15% of their total sweat equity requirement before lot dedication, an additional 75%  (for a 
total of 90%) of their total sweat equity requirement prior to move in and the final 10% (for 
a total of 100%) within 60 days of house possession. 

This recommendation is based on the current requirement that states each partner family 
adult, over the age of 18, complete a minimum of 250 sweat equity hours.  Extended family 
and friends may help you complete up to 30% of these hours.   

 
2. Habitat for Humanity will not pay you or compensate you for any of these sweat equity 
hours in the event that you and your family decide to leave the Habitat partnership or your 
application is otherwise terminated. 

 
You will be provided with a schedule of work dates and hours available.  You and your 
family are welcome to work during these hours whether or not you are skilled in 
construction work.  In addition, we may be able to provide opportunities for you to 
volunteer in other ways.  Your Family Mentor will help you schedule these work hours. 

 
3. To attend a series of homeowner training/information sessions and workshops that will 
cover many topics relating to homeownership.  These sessions will include information 
regarding home maintenance, budgeting, mortgage payments, and city ordinances. 

 
Your acceptance as a Habitat for Humanity partner is based on the information contained in 
your application.  In the event that Habitat for Humanity determines that this information was 
inaccurate, or if there is a negative change in your financial situation (such as loss of 
employment), Habitat for Humanity reserves the right to postpone your selection as a Partner 
Family.  You should notify Habitat as soon as possible if there is a significant change in your 
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financial situation.  Habitat for Humanity is committed to working with its partner families 
when they experience difficulties. 
 
This letter is to help you understand what is involved in Habitat for Humanity’s partnership 
ministry.  By acknowledging this letter, you are indicating that you understand this partnership 
and that you will complete the above requirements.  Also, you are agreeing to become involved 
as a partner in the ministry of Habitat for Humanity.  
 
By signing this letter, Habitat for Humanity is indicating that we will work with you in 
developing a plan for a simple, decent home for you and your family.  Later, we will review with 
you the estimated cost of the home, the time when construction is estimated to be completed, 
and other matters. 
 
Houses constructed by Habitat for Humanity are built with your own and volunteers’  labor.  In 
addition, many materials and the money used to build your house have been donated.  While 
Habitat for Humanity will make reasonable efforts to complete the house in accordance with 
the plan, it is unable to promise that all houses will be built according to the plan, or that all 
houses will be built.  Therefore, Lake Agassiz Habitat for Humanity cannot guarantee 
completion dates or the total selling costs of the houses it builds. 
 
Habitat for Humanity will agree to sell a home to you and finance the purchase price on a no-
interest basis upon completion.  In addition, other legal documents will be prepared and 
signed.  
 
Before you move into your new house, we will provide you with a schedule of monthly house 
payments.  These monthly house payments will include payments for insurance, property taxes 
and the mortgage.  Habitat for Humanity will hold a mortgage on the house which will be 
released when you have finished making all of your house payments. 
 
You and Lake Agassiz Habitat for Humanity both understand that we must complete the 
requirements set forth in this letter and that we need to live up to the spirit of Habitat for 
Humanity’s partnership housing program.  If you are unable to meet these requirements, we 
will not be able to continue the partnership.   
  
_________________________________________               ____/____/____ 
                Executive Director Signature                                                 Date 
 

 
__________________________________________              ____/____/____ 
                Prospective Owner   
 

 
__________________________________________              ____/____/____ 
               Prospective Owner 
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Appendix G 

Lake Agassiz Habitat for Humanity 

Payment/Delinquency Policy 
Updated: 2/20/2007 

 
 

Lake Agassiz Habitat for Humanity (LAHFH) depends on the mortgage payments from current 

Habitat Homeowners to continue to build homes for other families in need.  Each Homeowner is 

responsible for making their mortgage payments on a timely basis.  It is the policy of LAHFHF 

to work cooperatively with any Homeownerôs who have experiences circumstances that 

temporarily prohibit them from making mortgage payments on time.  However, late payments 

are discouraged and should be avoided. 

 

The following procedures will be enforced by LAHFH with regard to mortgage repayment: 

 

 Mortgage payments are due to Gate City one the 1
st
 day of each month.  The use of 

automatic payment is encouraged.  

 Payment not received by the 10
th
 day of the month in which it is due will be assessed a 

late fee of 5%. 

 Payment 30 days late will prompt a registered letter from LAHFH requiring payment of 

past due and current mortgage payment and late fee within 10 days. 

 Payment 45 days late will prompt a meeting between the homeowner and member(s) of 

the Family Support Committee to stress the importance of maintaining current mortgage 

payments and to wok on finding solutions to problems that prevent payments from being 

made on schedule.  Homeowner will be referred to a Consumer Credit Counselor at the 

Village Family Service Center to develop a repayment plan if payment cannot be made 

immediately.  Repayment plan must be submitted to LAHFH Board within 60 days of 

initial late payment. 

 Failure to comply with repayment plan within 90 days of the initial late payment will 

prompt a call from a LAHFH Board member; this is the final opportunity to address 

repayment before mortgage foreclosure is initiated. 

 Failure to comply with repayment plan within 120 days of the initial late payment will 

prompt a registered letter informing the homeowner of LAHFH intent to foreclose on the 

home. 

 

We appreciate your compliance with this policy and encourage you to contact a member of the 

LAHFH Family Support Committee if you have any questions about this matter. 

 

 
 

  



2009 Family Mentor Manual   34 
   

 

  



2009 Family Mentor Manual   35 
   

Appendix H 

Lake Agassiz Habitat for Humanity 
Partner Family Publicity Release 

 
 

This release is executed on ______/______/______ by the Partner Family/homeowner  
                                             Date      Month   Year 
in support of Habitat for Humanity International (“Habitat”) and its affiliates. 
 
The Partner Family does hereby grant permission to Habitat to publish information relating to the 
Partner Family/homeowner’s and Partner Family/homeowner’s children’s participation with Habitat for 
Humanity programs.  In addition, the Partner Family/home-owner does hereby grant and convey all 
right, title and interest in any and all photographic images and video or audio recordings made by 
Habitat, including, but not limited to, any royalties, proceeds or other benefits derived from such 
publications, photographs, and recordings. 
 
I execute this release on behalf of myself and the following minor children: 
 
 

 
 

 
 

 
IN WITNESS WHEREOF, the Partner Family/homeowner has executed this release as the day and year 
first above written. 
 
Homeowner_______________________    Witness______________________________ 
 
Address___________________________________ 
 
             ___________________________________ 
 
Homeowner_______________________     Witness______________________________ 
 
Address___________________________________ 
 
            ___________________________________ 
 
* If at anytime during your Habitat experience you decide to change the amount of publicity you are 
receiving please discuss this with your mentor. And contact the Family Support Committee Chairperson, 
LAHFH will abide by your request.  
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Appendix I 

Lake Agassiz Habitat for Humanity 

De-Selection Policy 
Updated: 11/2008 

 

LAHFH is strongly committed to the relationship between the organization and the Partner Family (PF).  

The goal of LAHFH is to build a home in partnership with the Partner Family and to prepare the Partner 

Family for successful homeownership.  In the spirit of mutual cooperation, the Partner Family also has 

significant responsibilities and is expected to take their role seriously.  If certain criteria are not met, it 

will be seen as a lack of willingness to partner and could result in termination of the partnership (de-

selection).  According to HFHI, de-selection is defined as “terminating the partnership between the time 

of board approval and the closing/occupancy of the home.” 

 

Grounds for de-selection: 

1. Fraud or misrepresentation of material facts or information during the application process or 

after selection. 

2. “Failure to Partner” by failing to complete the requirements outlined in the “Letter of 

Acceptance.” 

3. Unwillingness to partner demonstrated by a lack of compliance with the Sweat Equity policy as 

outlined in the Policies and Procedures 

4. Changes in other miscellaneous circumstances that will negatively affect the family’s ability to 

partner with LAHFH. 

De-selection procedure 

A.  Fraud or misrepresentation: 

 Fraud or misrepresentation on the application undermines the integrity and fairness of the 

LAHFH Family Selection process, which is wholly dependent upon access to complete and 

accurate information from each applicant.  Each applicant’s obligation to provide complete 

and accurate information extends to the entire application process.  This includes completion 

of the paper application, panel interview, and home visit as well as an obligation to respond 

honestly and completely to subsequent inquiries from LAHFH. 

 Examples of fraud or misrepresentation include, but are not limited to, supplying inaccurate 

income information, omitting debt information, or supplying inaccurate information about 

household size or composition. 

 Fraud or misrepresentation constitute grounds for de-selection regardless of at what point in 

the process they are discovered 

 After selection, a Partner Family’s obligation to be honest and forthright with LAHFH 

continues.  Misrepresentations regarding the completion of Sweat Equity hours or other 

Partner Family obligations under our partnership constitute both fraud and a failure to 
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partner.  Suspected misrepresentations of Sweat Equity will be addressed according to the 

same procedures outlined in this section. 

 Procedure when fraud or misrepresentation is suspected: 

1. The matter will be investigated by LAHFH staff.  All methods and findings of this 

investigation will be documented in the Partner Family’s file.  This investigation must 

include a meeting with the family and their Family Mentor during which the Partner 

Family is allowed to respond to the suspected fraud or misrepresentation 

2. Findings of the investigation by LAHFH, including any explanations offered by the 

Partner Family, are presented to the executive committee for review. 

3. If the executive committee determines that fraud or deliberate misrepresentation 

took place, the Partner Family shall be de-selected immediately. 

4. A letter shall be sent to the family informing them of the executive committee’s 

decision. 

B.  Failure to Partner 

 Circumstances under which a Partner Family may be found to have failed to partner include, 

but are not limited to, the following: 

1. Failure to comply with the terms outlined in the “Letter of Acceptance” the Partner 

Family signed at the time of orientation. 

2. Violation of the policies and procedures provided at the time of acceptance. 

3. Failure to meet all financial responsibilities, including, but not limited to, the 

following: 

Á Families must not incur any additional judgments, county liens, or excessive debt 

while in the partnership process. 

Á Any existing liens or delinquent judgments must be cleared up 60 days prior to the 

projected closing date. 

Á Partner Families must not get into a financial situation which would compromise 

their ability to pay the mortgage. 

 Procedure when a Partner Family fails to partner: 

1. All failures to partner must be documented by LAHFH in writing and maintained in the 

Partner Family file,  Records of any remedial efforts made by either party, as well as 

any explanation offered by the Partner Family must also be maintained in the family 

file. 

2. If the purported failure to partner warrants de-selection, all relevant information will 

be presented to the executive committee for review. 

3. If the executive committee votes to de-select, a letter will be sent to the Partner 

Family informing them of the de-selection. 

NOTE: A Partner Family de-selected for failure to partner will be eligible to reapply after a period of 

one year from the date of de-selection. 
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C.  Unwillingness to Partner 

 Each Partner Family’s commitment to work the required amount of Sweat Equity in 

accordance with established policies and procedures is at the heart of its partnership with 

LAHFH.  LAHFH will make every reasonable effort to assist families through the Sweat Equity 

process.  However, if a Partner Family does not complete its Sweat Equity obligations in a 

timely manner it risks being de-selected for an unwillingness to partner. 

 Procedure when a Partner Family demonstrates an “unwillingness to partner:” 

1. The Sweat Equity sanctions policy (Outlined in Section 1.5 of the Sweat Equity Policy) 

details specific policy and procedures regarding failure to meet Sweat Equity 

requirements. 

2. Any actions taken or agreements made under the Sweat Equity sanctions policy will 

be documented in the Partner Family file. 

3. Should the procedures outlined in the Sweat Equity Sanctions policy fail to bring a 

family into compliance with LAHFH Sweat Equity policies, the case will be brought 

before the Executive Director and/or the executive committee for review. 

4. If the Executive Director and/or executive committee determines that the Partner 

Family has demonstrated an unwillingness to partner, the Partner Family will be de-

selected. 

5. A letter will be sent to the Partner Family informing them of the de-selection. 

NOTE: A Partner Family de-selected for unwillingness to partner will be eligible to reapply after a 

period of one year from the date of de-selection. 

D.  Changes in miscellaneous circumstances  

 Changes in miscellaneous circumstances that will negatively affect a family’s ability to partner 

with LAHFH include, but are not limited to, the follow: 

1. Negative changes in economic circumstances: Negative changes in economic 

circumstances can set the Partner Family up for failure by placing them in a home that 

they may not be able to afford.  The Partner Family must notify LAHFH of any such 

change in a timely manner, and LAHFH will do its best to work with the family. 

2. A significant change in family size:  If a Partner Family adds or loses members, the 

family runs the risk of falling outside the income guidelines.  This is the sole reason 

that a significant change in family size may be grounds for de-selection. 

3. Change in living environment or contact information without notifying the office 

immediately:  Moving may not only eliminate the need for a LAHFH home, but failing 

to communicate this change to the LAHFH office violates the agreement and 

demonstrates an unwillingness to partner.  Therefore, if a family moves or changes 

phone numbers without notifying the office immediately, or LAHFH receives returned 

mail from the present address for one month or more, the Partner Family may be de-

selected. 
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 Procedure when there is a change in miscellaneous circumstances: 

1. The matter will be investigated by LAHFH staff.  All methods and findings of this 

investigation will be documented in the Partner Family’s file.  This investigation must 

include a meeting with the family and their Family Mentor during which the Partner 

Family is allowed to respond to the suspected fraud or misrepresentation. 

2. If after the investigation, the LAHFH staff believes that there may be grounds for de-

selection, the findings, including an explanations offered by the Partner Family, are 

presented to the executive committee for review. 

3. If the executive committee determines that the changes in miscellaneous 

circumstances were severe enough, the Partner Family shall be de-selected 

immediately. 

4. A letter shall be sent to the family informing them of the executive committee’s 

decision. 

NOTE: A Partner Family de-selected for changes in miscellaneous circumstances will be eligible to 

reapply after a period of one year from the date of de-selection. 
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Appendix J 
   

Lake Agassiz Habitat for Humanity 

Walk Through Checklist/Punch List 

Updated: 4/30/09 

(This letter is presented to the buyer along with the checklist at the time of the pre-settlement walk-
through to prepare the punch list.) 
 
Instructions 

 
____________________(affiliate name) is proud to welcome you to your new home. 
Attached to this letter, you will find a checklist to help you inspect your new home. A separate sheet has 
been provided for each room and area of construction. 
 
Please go through your new home, room by room, and carefully check to see whether all items are in 
satisfactory condition. Initial the space provided after you have satisfied yourself that the item’s 
condition meets with your approval. If any repairs or adjustments are needed, describe the problem in 
the “Improvement Needed” column, using the back of the page if necessary. Be sure to write in any 
additional items that are not listed and describe their condition fully. If a listed item does not apply put 
an X in the space for your initials. 
 
Before you occupy your home, we will do our best to bring the items that required improvements up to 
satisfactory condition; consistent with the standards of construction in _______________________(city, 
state) and with our affiliate’s limited warranty. 
After needed improvements are made, you will have the opportunity to check all the items to make sure 
they meet with your approval. 
 
Sincerely, 
__________________________ 
(affiliate name) 

_________________________ 
(affiliate representative) 

Title________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                       1 
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                   2 
Buyerôs Checklist 
Date_____________________ 
 

Bathroom 1& 2 

Item Initials 
Improvements 

needed 
Item Initials 

Improvements 
needed 

Vanity   
Light Fixture 
(not bulbs) 

  

Sink   Woodwork   

Walls   Floor   

Shower   Ceiling   

Toilet   Windows   

Towel bars   Doors   

Paper 
holder 

  Other 
  

 
 

Kitchen 

Item Initials 
Improvements 

needed 
Item Initials 

Improvements 
needed 

Sink   Countertops   

Burner, unit   Floor   

Oven, 
range 

  Walls   

Disposal   Ceiling   

Appliances   
Light fixtures  

(not bulbs) 
  

Refrigerator   Windows   

Freezer   Doors   

Cabinets   Other   

Drawers   Other   
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3 

Living Room, Dining Room, Den, Family Room, Bedroom 

Item Initials 
Improvements 

needed 
Item Initials 

Improvements 
needed 

Doors   Ceiling fan   

Windows   Floor   

Shades   Walls   

Closets   Ceiling   

Clothing bar 
& shelving 

  
Light Fixtures  

(not bulbs) 
  

Closet 
Doors 

  Other   

Improvements Needed Item Initials Improvements Needed 

          
General Interior 

Item Initials 
Improvements 

needed 
Item Initials 

Improvements 
needed 

Interior 
Doors 

  Cabinets   

Hardware   Woodwork   

Insulation   Tile work   

Paint   Other   

Electrical 
Switches 

  
Electrical 
Outlets 

  

Other   Glass   

T 

 

Hallway 

Item Initials 
Improvements 

needed 
Item Initials 

Improvements 
needed 

Closets   Ceiling 
  

Walls   
Light Fixtures  

(not bulbs) 

  

Floors   Doors 
  

Windows   Shades 
  

Other   Other 
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          4 
Basement or Utility Room 

Item Initials 
Improvements 

needed 
Item Initials 

Improvements 
needed 

Washer   Doors   

Dryer   Walls   

Hot water 
heater 

  Glass   

Furnace   Ceilings   

Floors   
Light Fixtures 

(not bulbs) 
  

Other   Other   

 
 

General Exterior 

Item Initials 
Improvements 

needed 
Item Initials 

Improvements 
needed 

Paint   Light switches 
  

Siding 
 

  Roof 
  

Outlets   
Light fixtures  

(not bulbs) 

  

Doors 
Shades 

  
Vents (dryer, 

range hood, 
bathroom fan) 

  

Walkways   Other 
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          5 
 

 
I understand each of the items on the preceding pages and have discussed each item with a 
representative of _____________________(affiliate). I have been instructed in the use and care of the 
items listed on the preceding pages of this punch list. With the sole exception of the items listed under 
“Improvement Needed,” I find my new home to be completed in a manner satisfactory and acceptable 
to me. I understand that, with the exception of those items that I have stated under “Improvement 
Needed,” I am purchasing the house as is, and I understand that the builder makes no other guarantees 
or warranties other than those that are clearly stated in the contract and other contract documents. 
 
_______________________________ __________________________ 
(homeowner’s signature) (Habitat for Humanity affiliate name) 

 
_______________________________ By________________________ 
(homeowner’s signature) (affiliate representative signature) 

 
Title_______________________ 
 
Date___________________________ Date_______________________ 
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Appendix K 

Lake Agassiz Habitat for Humanity 

Post Occupancy Status Report Form 

 
Partner Family name                                                                               
 
Family address   
 
  
Date of visit 
 
People in attendance 
 
 
Partner family comments/concerns 
 
 
 
 
 
 
 
 
 
 
Items that need follow-up 
 
 
 
 
 
 
 
 
 
Date of next visit 
 
Mentors, please send completed form to: 
LAHFH  Attn: Program Coordinator 
P.O. Box 1022 
1817 1st Ave. N. 
Moorhead, M.N. 56561-1022 
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Appendix L 

  Lake Agassiz Habitat for Humanity  
   CONFIDENTIALITY AGREEMENT                                             
 

Information gained in the process of performing work for Lake Agassiz Habitat for Humanity and its 
Clients shall be considered confidential information.  Conversation concerning confidential information for 
non-job related purposes, ñgossipò, is unacceptable and not consistent with the mission.  If employees or 
volunteers are asked for confidential information, they shall direct the inquiry to their supervisor.   
 

Information about Lake Agassiz Habitat for Humanity Clients and their affairs is to be confined to the staff 
and volunteers working directly with them.  Given the sensitive and highly personal nature of much of the 
Client related work performed at Lake Agassiz Habitat for Humanity, it is required that all employees and 
volunteers having access to Client information will consistently and uniformly maintain the privacy and 
confidentiality of this information.  Under no circumstances, is the business, medical affairs or identity of 
Clients of Lake Agassiz Habitat for Humanity to be discussed with any outside party without the written 
permission of the Client or by order of the court. 
 

Employees and volunteers who betray confidences not only do an injustice to others, but they impair 
public relations and invite legal action.  Any employee or volunteer who is unclear about what information 
is considered confidential should consult with their direct supervisor.  Violation of this ethical and legal 
obligation of confidentiality may constitute grounds for immediate dismissal. 

 

 

 
 
 
 
 
For purposes of this agreement the term Volunteer shall include all individuals providing service to the Lake Agassiz 
Habitat for Humanity without receiving payment, or stipend, including but not limited to Lake Agassiz Habitat for 
Humanity Board of Directors, Committee members and Family Mentors. 
 
For purposes of this agreement the term Client shall include, but is not limited to, partner families, employees, 
donors, and volunteers. 
 
For purposes of this agreement the term Lake Agassiz Habitat for Humanity shall be all-encompassing of the 
organization as a whole, including all programs and services. 
 
________________________________ 
Print name of employee or volunteer 
 
________________________________   _________________________ 
Signature of employee or volunteer    Date 

As a Lake Agassiz Habitat for Humanity volunteer, I have read and 

understand the items outlined in this Confidentiality Agreement.  

Violation of this ethical and legal obligation of confidentiality may 

constitute grounds for dismissal from my volunteer position. 

 

 

Initial Box 

Initial Box 

As a Lake Agassiz Habitat for Humanity employee, I have read and 

understand the items outlined in this Confidentiality Agreement. 

Violation of this ethical and legal obligation of confidentiality may 

constitute grounds for dismissal from employment. 
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________________________________   _________________________ 
Signature of Supervisor      Date 

Print Name of Volunteer or Employee 


