
VOLUNTEER
HANDBOOK

About us

Almost Home is located in Brighton, CO and is excited for you to start

volunteering. Our tried and true program is built based on over 28 years of

cumulative experience shared between our staff. We pride ourselves on

setting up our volunteers for success and are sure that you will leave our

sessions more prepared than you have ever been before to help our

community.
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What it Means to Volunteer
Becoming a volunteer with Almost Home is the best way to support our

nonprofit and those experiencing homelessness. Our volunteer programs are

meticulously planned by our [Volunteer Coordinator] and are designed in a

manner geared toward the maximization of efficiency, as well as personal

development. Your time is valuable, so our goal is to prepare you to be the

best volunteer you can be.

Our Mission:

Volunteerism is one of the best ways to directly impact and improve your

community while learning essential personal development skills.  Whether it’s

for school credit, mandated service, or personal fulfillment, we hope that

serving through our volunteer program will ignite a life-long passion for

community service.  As well as teach you valuable qualities applicable to

today’s job market.  Establish a sense of purpose by supporting homeless

families and individuals today!

State of Colorado Volunteering Legal and Practical Guidelines:

“Volunteering refers to unpaid activities to benefit a non-profit agency or

organization. Activities are varied and might include making phone calls for a

political campaign, serving as an assistant coach in a sports league, stocking

shelves at a food bank, serving on a board or in an advisory group, or working

on a clothing drive for a faith-based organization. Volunteering, internships,

and unpaid work experience can be part of efforts by an individual with

disabilities to develop skills, abilities, and experience that allow them to

succeed in paid employment.” -Colorado Department of Labor and

Employment
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Onboarding
Below is our organization’s list of training and policies for every Volunteer to

follow, which are summarized in the “General Agreement”.  That is only

required for specific shifts.  Your site supervisor or Staff will notify you if a

training is necessary prior to service if it is not already a part of the shift details

in section “Our Shifts”.  If you have questions about any of our policies, please

email Almost Home at volunteers@almosthomeonline.org and we will

respond within 24 hours or we will respond on the next business day.

Please review our policies and applicable trainings:

COVID-19 Policy
The CDC and Colorado’s Public Health Department recommends weekly

testing for all individuals working and living in homeless shelters or working

with literal homeless households.  People experiencing homelessness are at

greater risk for infection and it is recommended that the individuals

described above get tested weekly to reduce the risk of transmission.  Almost

Home wants our volunteers to be aware that working with homeless

households or those experiencing homelessness does increase your risk of

contracting COVID-19 and other bacterial and viral infections. We will

enforce wearing a face covering when directly interacting with our clients

and during indoor shifts. Examples include, but are not limited to: office

shifts, working with clients, etc.  If you do not comply with our COVID-19 Policy

at any point during your volunteering, you will be asked to leave and your

hours for the day will be forfeited.  Please keep yourself and our staff safe by

testing regularly, getting vaccinated, and staying informed.
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Dress Code
Always check the forecast in preparation for extreme heat and cold weather,

especially for shifts at our Shelter sites.  Here are some of our

recommendations and our requirements:

Required:

● Must wear shoes, shirts, and bottoms at all times at all sites.

● No gang-related paraphernalia, logos, flags or colors.

● No revealing shirts or bottoms (ie belly-buttons, see-through).

● A layer of clothing material must be between your skin and your seat at

all times in order to maintain cleanliness at our sites and in our vehicles.

Recommendations:

● Be cautious with long jewelry and rings if working outside, it may be

lost, and we are not to be held responsible.

● Be weary of low-cut tops or short bottoms as your shift may require lots

of movement, which is always dependent on the business of the day.

Trainings
Certain shifts require special training depending on who/where Volunteers

will be serving.  The requirements of each shift will be specified in their

descriptions under the “Our Shifts” section.  In the “Volunteer Agreement”,

you have agreed to complete each training required of each Shift prior to

starting your duties.  These training sessions/handouts are important for

providing efficient and ethical services in order to “meet our clients where

they’re at” and ensure your own safety.
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General and Safety:

All Shifts require general and safety training unless specified otherwise.

● “HANK” Handout

● Incident Reporting Sheet

● Volunteer Agreement

Ethics Training:

Our mission is to promote self-sufficiency and provide assistance to those

experiencing housing instability.  In addition, it is important for our Volunteers

who work directly with our clients to understand that not every client wants

to be housed.  This does not mean, however, that they are undeserving or do

not require the resources we can provide them.  It is also important that our

Volunteers are familiar with two of our most important housing philosophies:

housing first and trauma informed care.

Please watch these 3 videos to prevent potentially traumatic or harmful

interactions between our clients and our volunteers:

Housing First (4 minute overview):
https://www.youtube.com/watch?v=pwdq2VWavtc

What is Trauma Informed Care? (4 minute overview):

https://www.youtube.com/watch?v=8wxnzVib2p4

Trauma and the Brain (6 minutes overview):

https://www.youtube.com/watch?v=ZLF_SEy6sdc
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Digital:

If your shift requires a digital training, this means you will be using, or

potentially using, one of our computers with access too:

● Teams

○ Communication with on duty Staff for Housing Navigation Center

○ General Announcements

● Resources

○ Digital copies of General & Safety Training forms

○ Social media cheat sheet

● Client Interactions

○ Signing clients in and out of HNC or directing them towards

resources within HNC

● Donor Information

○ Donor Stewardship Program

○ Email, phone number and address

● Print/Copy/Scanner

If you have a knack for design and want to express your creativity, we may

ask you to work on our Canva templates, social media marketing, and other

advertisements to assist our Deputy Director and Development Coordinator.
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Our Volunteers
All Volunteers will receive a mandatory onboarding (with some exceptions) on

their first day of service depending on the type of Volunteer they become, or

the shift type they serve.  Volunteers will be given a Basic Volunteer Packet

that will include: a Volunteer Handbook, Volunteer General Agreement form,

a Parental Agreement form, and an Almost Home business card.  Other forms

are available upon request or will be distributed according to the details of

their service.  Email volunteers@almosthomeonlin.org for any additional

questions.

Please read about the options below to know which describes you best!

Individual/Family
Description:

Volunteers are individuals or accompanied minors needing to complete hours

for personal fulfillment, educational, religious or extra-curricular activities.

Typically at a one-time event or for a handful of shifts at one site.

Accessing Opportunities:

You can find out which shifts qualify for individual volunteerism in the “Our

Shifts” section, or by visiting our website:

https://www.almosthomeonline.org/volunteer

Group
Description:

Group volunteerism occurs when you and your church, company, community

organization, or group of friends would like to volunteer.  A group is 4+

individuals, 3 or less must sign up individually.  This is a great way to serve

your community while building camaraderie and lasting memories.
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Accessing Opportunities:

Please complete an application on our website under

https://www.almosthomeonline.org/volunteer or email us at

volunteers@almosthomeonline.org and we will get back to you as soon as we

can with any upcoming events, opportunities and other details.

In-Home Volunteers
Description:

If you are unable to comply with our policies and guidelines, are not able to

volunteer in person, or are practicing social distancing as per CDC

recommendations.  Support Almost Home by making meals and more!

Volunteering from home has become extremely popular in the past year

because of COVID-19, and we believe it can continue to be a great way for

individuals to complete volunteer hours at the comfort of their home

● Please note that most of our In-Home Volunteer shifts are cooking and

office work related

● Further descriptions of hot food donations to our Shelter are outlined in

section titled “Our Shifts”

Accessing Opportunities:

Find out how you can help from home by visiting our website at

https://www.almosthomeonline.org/volunteer or by visiting the “Our Shifts”

section of the Handbook.

Our Contact:

Phone #: (720) 282-4143 ext. 117

Email: volunteers@almosthomeonline.org
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Our Shifts
All Volunteers will receive a mandatory onboarding (with some exceptions) on

their first day of service depending on their shift type.  As a reminder, you may

not serve if you do not sign any applicable waivers or complete the training

sessions required for your Shift.  Waivers and any additional forms will be

available upon request if not already included in your Orientation Packet.

Further details about documenting your hours can be discussed with the site

supervisor if not outlined below, or are accessible through your Volunteer

Portal.  Email volunteers@almosthomeonline.org for any further questions.

Office Work
About: Show employers that you are competent working in an office!  A great

shift for Individual Volunteers.  Office Work encompasses all duties that do

not fall into any of our other shift categories.  Due to how frequently our office

needs change, we do not have sectioned office work shift types.  Instead, we

ask that our volunteers expect to complete the needs of the day designated

by a supervisor.

Location: 22 S. 4th St. Ste. 106, Brighton, CO 80601

Description: Potential duties may include, but are not limited to: hand-writing

thank you notes,assisting with event preparation, mailings, filing, clean-up,

answering emails, donor thank you calls, and more.  If you have a knack for

design and want to express your creativity, we may ask you to work on our

Canva templates, facebook marketing, and other advertisements to assist our

Deputy Director and Development Coordinator.
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Mandatory Trainings:

● General and Safety

● Digital

Hours:

Shifts rotate every 2 hours during hours we are open to the public*:

● Monday-Thursday: 9:30am-3:30pm

● Friday: 9:30am-11:30pm

Contact: For more information contact volunteers@almosthomeonline.org.

Sign-up for shifts through your Volunteer Portal on our website.

Shelter
About: The Almost Home family Emergency Shelter is offered to families

experiencing literal homelessness.  In the shelter, clients have 60 days to work

towards self-sufficiency and secure permanent housing until they move on to

the next phase in their housing journey.

Location: 568 E. Bridge St. Brighton, CO 80601

Donation Drop-Off: 22 S. 4th St., Ste. 106 Brighton, CO

Disclaimer:

It is important to understand that our Shelter is, for many residents, the first

permanent shelter they have had in months.  Our Shelter Families are those

experiencing literal homelessness, and they have worked hard to apply and

accept a room in our Shelter.  We take pride in our Shelter’s ability to act as a

safe haven while families find financial stability.  Therefore, we have high

expectations for our Volunteers when they are representing Almost Home to

be discrete, courteous, and respectful when on the Shelter premises.  We

expect our Volunteers to limit interaction with those residents as much as

possible in order to not to disturb them, as this is their home.  All Volunteers

that do not meet our expectations will be asked to leave and not be

welcomed back.  Any incidents reported to Almost Home Inc. staff and
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extended agents involving a Volunteer and a resident will be investigated.

Please note that if you are uncomfortable around children, we ask that you

volunteer at our other sites since this is a family shelter.

Outside Clean Up:

The most pressing need for our Shelter is yard and outside maintenance.  This

is perfect for our Group or Individual Volunteers to serve our Shelter.  Please

note that this shift is labor intensive and does require all participants to dress

according to the weather forecast, and that everyone wears close-toed shoes

for the entirety of the shift.  Be prepared for dirt, sweat and layer up!

Mandatory Trainings:

● General and Safety

Hours:

Shifts rotate every 2 hours:

● Monday-Thursday: 9am-5pm

● Friday: 9am-1pm

Contact: For more information contact volunteers@almosthomeonline.org.

Sign-up for shifts through your Volunteer Portal on our website.

Inside Maintenance:

As our Shelter residents move in and out, their rooms need proper

preparation and touch-ups before the new residents arrive.  In addition, we

have rooms of furniture and donations that need cleaning, sorting, and

transport.  Perfect for our Group or Individual Volunteers, this is a wonderful

way to ensure that a family settles into a calm and safe space. Please note

that this shift is labor intensive and does require that all participants wear

close-toed shoes for the entirety of their shift.
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Mandatory Trainings:

● General and Safety

● Ethics

Hours:

Shifts rotate every 2 hours:

● Monday-Thursday: 9am-5pm

● Friday: 9am-1pm

Contact: For more information contact volunteers@almosthomeonline.org.

Sign-up for shifts through your Volunteer Portal on our website.

Donating Hot Food/Meals:

This is a perfect shift for In-Home or Individual Volunteers to support our

clients while they search for jobs and other housing in the safe spaces of our

Shelter.  While Shelter residents are responsible for their own meals, providing

a home cooked meal for our residents is a huge relief on a day where

preparing a meal is the last thing on their mind after a long day.

Restrictions:

● A meal must be provided for all 7 families in the shelter because it

would be difficult for us to choose which family receives a free hot meal

while the other families go without.

● List any potential allergens in the meals to protect our residents.

Mandatory Trainings: None

Hours: 1 Meal=2 Hours of Service

Contact: Please contact volunteers@almosthomeonline.org

Welcome Baskets:

As our families move into the Shelter, most just come with the clothes on

their backs.  Welcome Baskets are a great way to set the tone for a family’s

success rate in landing back on their feet after their stay at the Shelter.  To
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create a basket, you can host a drive as a group or provide the materials

yourself; it’s a perfect way to directly impact a family’s life.

Mandatory Trainings: None

Hours: Counts as 5 hours of Volunteering

Contact: Please contact volunteers@almosthomeonline.org or our Family

Shelter Case Manager.
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Restrictions
Volunteers <18
“Per USDOL, individuals under 18, and those over 18 who are not their own

legal guardian, cannot volunteer without the consent of their parent or legal

guardian.” -Colorado Department of Labor and Employment

Almost Home requires that all underage volunteers, in addition to the

Volunteer Agreement, submit a Parental Agreement form signed by a

parent/legal guardian before starting their volunteer service OR upon arrival.

Please see section “Waivers” for a copy of the permission slip.

Volunteers with Disabilities
“An individual with a disability must be legally competent to freely volunteer

his or her services.” -Colorado Department of Labor and Employment

At Almost Home, we want to work with our Volunteers like we do with our

clients to “meet them where they are at”.  If you experience certain physical or

mental disabilities, you may not be eligible to volunteer at specific sites or

perform specific duties.  However, we are always willing to work with our

Volunteers to find or create new opportunities to accomodate for their needs

in order to provide them with a valuable volunteer experience.
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Alternative Volunteerism
We host annual events every year that always need a helping hand, but we

also have opportunities for our talented community members to practice

their unique skills!  Skills like photography, graphic design, medical services

and more are invaluable assets that would be helpful in improving our

nonprofit! Please read below for more information.

Recurring Events:

1. Thanksgiving Meal Box Program

a. We provide 300+ boxes of traditional Thanksgiving foods to

provide a nice holiday meal to families in need.

b. Every year we collaborate with community groups to collect

donated canned/packaged items and monetary donations such

as $15 King Soopers gift cards or meal box sponsorships of $20.

c. Donate food items during the program’s activation.  Items rotate

each year and are typically listed in October

d. Contact volunteers@almosthomeonline.org for more information

2. Adopt a Room

a. This is a part of our Shelter Volunteerism where donors can

purchase needed items such as room decor, new bedding, lamps,

and allows us to repaint the walls of a room for a fresh feeling.

b. This is a great way to give a family a supportive environment

while they make a fresh start, and for our Group Volunteers to get

involved in supporting Almost Home and the Emergency Shelter.

c. Those who adopt a room will be recognized via signage in the

shelter as well as social media and website recognition.

d. Contact volunteers@almosthomeonline.org for more information
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3. Annual Spring Fundraiser

a. Want to learn more about event planning? This is the event for

you! Assist with planning this annual event and help us make our

fundraiser a success!

b. This event occurs every year in May/June.

c. A meal must be provided for all 7 families in the shelter because it

would be difficult for us to choose which family receives a free hot

meal while the other families go without.

d. Contact volunteers@almosthomeonline.org for more information

4. Annual Holiday Giving Tree Program

a. Make a difference in a child’s life this holiday season by

sponsoring a child with a donated, wrapped and labeled gift from

their wishlist.

b. Wishlists are made available the first week of December and

published online via Sign-Up Genius.

c. This is a seasonal program, date and time are subject to change

d. Please visit our website for updated information or email

volunteers@almosthomeonline.org

5. Annual Holiday Gift Card Program

a. Help a family provide gifts and other support for their children

b. Donate a $25 Gift Card for Walmart, King Soopers, Target,

JCPenney, Kohl’s, or Safeway.

c. Contact volunteers@almosthomeonline.org for more information

6. Colorado Gives Day

a. A celebration of giving!

b. Once a year, the Community First Foundation supports over 3,000

local nonprofits in Colorado to further their individual missions
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c. Make a one time Colorado Gives Day donation online or choose

Almost Home as your Colorado Gives Day organization of choice

in your own fundraiser/donation drive

Specialty Positions:

1. Photography

a. When we host events, we want that documented, but are often

too busy to take photos of special moments.

b. Keep an eye out for any pop up or annual events on our calendar!

c. Contact volunteers@almosthomeonline.org for more information

2. Graphic Design

a. We love keeping up with the latest and greatest media design

trends to make our website comprehensive and easy to access.

b. Contact volunteers@almosthomeonline.org for more info.

3. Medical Services

a. Many of our clients cannot afford doctor’s appointments or

therapeutic services for themselves or their families.  If you would

like to provide dental, pediatric, or counseling services, please let

us know!

b. For example: we have a chiropractor currently serving clients at

the Family Emergency Shelter!

c. Medical Service providers must be currently active and certified

to perform their duties.  Background checks will be required prior

to enacting any and all medical services.

d. Contact volunteers@almosthomeonline.org for more information

4. Join Our Board

a. Do you have a passion for working with the homeless or

disadvantaged? We are always looking for dedicated and

passionate board members to help us further our mission!
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b. If you are interested, for more information please contact

ashley@almosthomeonline.org or call (303)659-6199

Itemized Donations:

1. Fresh Produce

a. Oftentimes, homeless individuals do not have access to, nor can

they afford fresh produce

b. If you would like to share some fresh produce from your harvest,

we would be thrilled to share it with the clients at the shelter!

c. Drop off at the Housing Navigation Center at 22. S. 4th Ave.

Brighton, CO 890601 Ste. #106

d. Please contact our office to schedule a time and day to drop-off

your produce donation

e. Contact volunteers@almosthomeonline.org for more information

2. Host a Drive

a. At your school, church, or with your neighborhood, collection

drives are always needed!

b. Confirm with our Housing Services Director (Delaney Coe)

dcoe@almosthomeonline.org to confirm what our current needs

are at the shelter OR you can view our “Donation Wishlist” which

is updated periodically to obtain a list of items that are generally

needed.

c. Contact volunteers@almosthomeonline.org with any questions

3. Shelter Dinner Drop-Off

a. All clients at the shelter are responsible for purchasing and

preparing their own meals.  However, financial trouble and feeling

unstable can lead to stress.

b. An occasional warm meal would be a blessing for our clients as a

way of relieving their day-to-day responsibilities for a moment.

18

mailto:ashley@almosthomeonline.org
mailto:volunteers@almosthomeonline.org
mailto:volunteers@almosthomeonline.org


]\

c. To schedule a meal drop-off, contact the Housing Service

Director, Delaney Coe at dcoe@almosthomeonline.org

d. Contact volunteers@almosthomeonline.org with any questions

4. Donate your Vehicle

a. Avoid the costs of selling your used car and donate it to Almost

Home! You’ll reduce your monthly/annual payments including

vehicle registration, insurance, repairs, and reduce your taxable

income!

b. Restrictions apply:

i. Must have an engine and be towable

ii. Signed Title Necessary

c. We accept boats, motorcycles, trucks and cars for donation

i. Call 1-866-628-2277 to verify your vehicle’s eligibility

ii. No smog certificate needed

iii. You do not have to be present at time of vehicle pickup

d. Visit our website or contact rachel@amosthomeonline.org with

additional questions

i. Please call 1-866-628-2277 before contacting Almost Home

with your questions about eligibility and to schedule a

pickup time

Monetary Donations:

1. Send in checks by mail or visit our website and fill out the online

contribution form.  It’s fast, easy and secure to be a one-time donor or

set up recurring payments

2. Match a gift

a. When you donate, your business will match it!

b. Check with your employer to see if they will provide a corporate

matching gift to your personal donation
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3. Memorial Tribute Gifts

a. Honore someone special in your life by memorializing them with

a special tribute to celebrate a life, a birthday, graduation, etc.

4. Facebook Fundraiser

a. Social media fundraisers for your birthday or special occasion

b. Select Almost Home as your beneficiary and we will show our

gratitude with a social media shoutout thanking you for your

generosity.

5. King Soopers Community Rewards Program

a. Enroll in this program using your SooperCard and a percentage of

your shopping will be donated directly to Almost Home

6. Amazon Smile

a. Shop via Amazon Smile and select Almost Home as your “charity

of choice” and Amazon will donate a percentage of your purchase

to Almost Home

7. Circle of Hope

a. As a member of Circle of Hope, you join a group of individuals on

which our clients and families can rely on for consistent support

that provides them with the tools they need for self-sufficiency.

b. Set up a monthly donation on our secure website or mail in your

information with our printable form.

c. For more information please contact

rachel@almosthomeonline.org
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