CHECK-IN PROCEDURE

· Grab a donut or coffee and take the Quick training course by reading the WALK BY posters. 
· Sign the liability waiver form
· Sign the “I AM FULLY QUALIFIED TO BE HERE TODAY” form
· Make yourself two nametags, Duct tape works best.  Put one on your chest or hat and one on your back so we can identify you from behind.
· Grab a scraper and scrape for 15 minutes or longer if you like. 
· Get started on something you would rather be working on.
· The Team Captains are: 
GENERAL ITEMS

· If you find yourself working next to someone you don’t recognize, introduce yourself.
· There will be some slow periods around noon while we are watching the paint dry.  If at all possible, please stay into the afternoon. We always end up with a long list of incomplete jobs that the last people on the job site must finish before leaving.
· Have fun.  Laugh.  Smile.  

BEFORE LEAVING

· Put any tools you have used away.

· Clean your paintbrush

· Take the project survey
START

HERE
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SAFETY

· You MUST wear safety glasses.  They are provided and you are encouraged to take them home with you.

· If you do not already use safety glasses when mowing or edging at home, you should.  Eye injuries are easily preventable.

· Nails.  We will be removing lumber with lots of protruding nails.  If you are involved with construction, make sure the nails are bent over, removed, or the lumber placed so they face into the soil.  

· Stack all lumber to be trashed in easily recognizable piles. DO NOT casually throw it aside where someone can step on it.

· There are numerous tripping hazards, Watch out for extension cords and lumber.

· LEAD based paint.  Due to the age of these houses, it is almost certain that the house was painted with LEAD BASED PAINT at one time or another.  Please wear a dust mask while scraping! 

· If you are pregnant or anticipating having a child, you should not and are not expected to scrape the house.  

· Dust masks are highly recommended.

· WASH your hands before handling any food or drink.
· Lifting.  Use your best judgement when lifting and hauling debris.  Do not carry too much, take two trips or find someone to help.
· Watch out for live electrical wires.  This is especially important when painting or moving ladders.
SCRAPING

· Wear safety glasses and dust masks while scraping

· The Objective is to remove all the LOOSE paint from the house.  We do not need to remove all the paint, just the LOOSE paint.  

· If the paint does not come off with moderate pressure, it is sound and can be left alone.

· The scraper only works on the pull stroke.  Don’t try to rub the paint off, just let the scraper do its’ job.

· Scrape around the windows and doors first so the caulking can be started as early as possible.

· Everyone is expected to spend at least 15 minutes scraping the house.

· Make sure and scrape all areas of the house, especially the high and low areas and under the eves.

· A sharp scraper will remove the loose paint with moderate pressure.  If your scraper is not sharp, find another one.

· Do not scrape siding that will obviously be replaced.  We will try and mark this siding or remove it as quickly as possible to avoid unnecessary work.

· When you encounter a protruding nail head, find a hammer and set the head flush with the siding.

· Use a wide scraper on the flat surfaces and a small scraper on the concave portions of the siding.

Things to avoid (what we typically do wrong)
· Do not scrape just at shoulder level.  We typically do a great job scraping where it is convenient and we don’t have to bend over or stand on a ladder.  We do a poor job in the harder to reach areas.

· Avoid gouging the siding with the edge of the scraper.  

CAULKING

· It is important to caulk as early in the project day as possible so the caulking will be dry enough to take a coat of paint.

· Caulk around windows and doors that are not being replaced first.

WINDOW GLAZING

· Window glazing holds the glass panes into the wood frame.

· Scrape out any loose glazing, brush or wipe the surface to remove any dirt and dust, and apply the new glazing.
· It is important to glaze as early as possible to be ready for painting.
DEBRIS HAULING

· You MUST wear safety glasses.   You SHOULD wear gloves.

· There will be a Dumpster or trash pile in front of the house.   Get all debris in the Dumpster or close to the Dumpster if we overfill it. 

· If in doubt, ask the homeowner or a team captain before hauling off any questionable items.  The difference between a treasure, an heirloom and trash is not always obvious.  On past projects we have separated out items to keep only to find them all hauled away later in the day.  If we are saving something, set it far far away from any trash in a neat pile, label it with a sign or tape.

· Lumber.  Some siding is obviously rotten but we also sometimes remove good siding to make structural repairs.  If siding is stacked neatly against the foundation, don’t through it out!  It will be put back up eventually.  If in doubt about whether a piece of wood is trash or not, ask somebody.  

LANDSCAPING

· You MUST wear safety glasses. 

· Trim any brush around the house or outbuildings first to make it easier for the scrapers and construction crews.

· If in doubt, ask the homeowner or team captains before cutting down any shrubs.

· We do not intend on clear-cutting the property.  Just tidy things up.

· Do not remove any fencing unless told to do so.

· Make considerations for a clothesline.

· Watch out for poison ivy, prickly plants, and potentially painful insects.

PAINTING –General

· Paintbrushes are our highest consumable cost.  Do not leave your brush unattended so that it dries out.  

· Toss your brush in a bucket of water or wrap it in a plastic bag if you will not be using it for more than 10 minutes.  This is especially important at lunch.  

· If you need a brush, look in the water bucket first, rinse it out and shake off excess water.

· When you take a break, check and see if there are any brushes that need to be cleaned.  Semi dried paint can be removed from the bristles with a stiff scrub brush.  Wet paint easily washes out.  Dried paint cannot be removed. Wash the brushes and set them aside to dry.

· Although we have a paint sprayer, we only have one.  One sprayer can put on much more paint than one brush but 10 people brushing can put on paint faster than one sprayer.  Do not stop painting just because we have the sprayer running.  We will use the sprayer under the eves and in the harder to reach spots.  

· When painting siding at ground level, work in teams of 3-5 people.  One person can use a roller to slop the paint on to the house in vertical strips.  2-4 others can spread the paint out and get it in the nooks and crannies.

· When painting from a ladder, use a milk jug as a paint container.  

PAINTING –Sprayer

· We will need several people trained in how to use and clean the sprayer.  Don’t turn it on or use it unless you know what you are doing.

· Do not leave the pump motor running unattended.

PAINTING –Primer coat

· We want to get a heavy coat of paint but not so heavy that it doesn’t dry in the time allotted.  Spread any drips or sags as soon as you see them.

· The entire house needs to be primed before painting.  The primer coat is supposed to soak into the wood siding.  

· Priming can start as soon as a workable area of the house has been scraped.  This also helps denote which areas do not need re-scraping so we don’t keep scraping the convenient areas over and over again.

· Prime the window trim first, then the siding.

PAINTING –Finish coat

· We want to get a heavy coat of paint but not so heavy that it doesn’t dry in the time allotted.  Spread any drips or sags.

· Paint the edges of the trim with the base color but not the face of the trim.  Wipe off any paint that gets on the trim face so the surface will be dry and ready for the trim color.

PAINTING –Trim

· Use a roller with a moderate amount of paint to roll the face of the trim.  This will result in a crisp line at the junction of the face and edge of the trim.

 CONSTRUCTION 

· If you will not be involved with construction then you can stop here and proceed to getting a nametag.

· You MUST wear safety glasses. 

· Don’t take unnecessary risks; if you are using or are asked to use a tool that you don’t feel safe about, STOP, and find someone else to do the job or get advise from.  We have not had a major mishap on any of our projects so far and we want to avoid all injuries

· This is a learning experience for all of us.  If you feel confident in your abilities, then lead a project.  If you are uncertain but would like to learn more, then be a helper.  
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· Try to keep the tools where they can easily be found again.  Put tools back in the toolboxes as soon as you are done with them. 

· If a tool is not labeled then it is probably someone’s personal property.   

Window flashing

· We will be installing flashing above the windows.  It should be tucked under a row of siding and overlap the top of the window trim to keep water from running down behind the trim.

Siding

· Take a quick walk around the house and mark any siding with an “X” that you know you will be replacing.  This will avoid us scraping siding and trim that will be removed.
· Use your best judgement in deciding what needs to be replaced and what needs to be nailed back on.
· Stack any siding that can be reused neatly against the foundation near where it came off.  

· Grab a painter and have them prime the back of the siding  before you install it whenever possible.

Porch Railings and Posts

· Semi cured concrete is easily damaged by any movement.  Ideally set the posts the week before work day, otherwise, set them as late in the day as possible to avoid any movement while the concrete sets up.  Dig the holes as deep as practical, insert the posts, backfill and tamp the dirt.  Leave at least 1 foot for concrete.  Brace the posts, assembly everything, paint it, and then fill the postholes with concrete at the end of the day.
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Windows

· Remove the old windows. Frame in the opening to within ½ inch of the new window size.  Wooden windows will need shims to fill in the gap between the rough opening.  
· Aluminum windows generally mount to the face of the rough opening framing.

Doors

· IMPORTANT   We often find floors that are not level.  Make sure the new door will not hit the floor when opened.  (Of course this probably has never happened to OUR team but we have heard of this happening to other teams ;)  

· Estimate the arc of the opened door on the floor, find the highpoint. Use a level and shim the frame higher if necessary to clear the floor.


· Sometimes we find perfectly good doors that don’t fit in their opening any more.  If the door is sound and the frame is solid, it is generally easier to plane the door to fit the opening than to replace the entire door and frame.
“I AM FULLY QUALIFIED TO BE HERE TODAY”

Please sign this form after reading the posters in the training area.  By signing this form you are acknowledging that you have read the posters and get the gist of what we are doing here today. Be Safe, Work Smart, Have Fun.  Please also include the number of years you have worked on Hearts and Hammers projects.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SURVEY, COMMENTS, AND SUGGESTIONS

Put a check mark below the answer that best fits each question

The project difficulty was:
Too Easy 
Just Right
Too Hard
                                

The turnout for this project was:

Disappointing 
Just Right
Overkill

The tools and supplies available were:

Pathetic
Just Right
Excessive

The Food was:

Excellent
Delicious
Gourmet

The poster training course and this survey were:
Better than anything on the

Excellent
Extremely useful
Home and Garden channel

Would you want to do this again next year?

No Way




Probably 




Definitely         


Add any additional comments you feel would be helpful in future years or your thoughts on being here today.  







