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CHAPTER & AFFILIATE 
Covenant 


Preface
Habitat for Humanity International, Inc., and Habitat for Humanity Campus Chapter at the University of Houston and your local Habitat for Humanity affiliate are partners in the nonprofit, ecumenical Christian housing ministry of Habitat for Humanity. The campus chapter is an unincorporated, student-run and student-led organization that works cooperatively with Habitat for Humanity International and its affiliates (defined as the local, nonprofit Habitat for Humanity organizations charged with carrying out the mission at the grassroots level).

Mission of Habitat’s youth programs
The mission of Habitat’s youth programs is to capture the imagination; energy and hope of young people ages 5 to 25 in order to productively and responsibly involve them in the work of Habitat for Humanity. Habitat for Humanity is a nonprofit, ecumenical Christian housing ministry that seeks to eliminate poverty housing from the world and to make decent shelter a matter of conscience and action. 

Function of Campus Chapters
Campus chapters have four main functions: 1) educating the chapter members, campus and local community about the work and mission of Habitat for Humanity; 2) advocating on behalf of people in need of decent shelter and for an end to poverty housing and homelessness; 3) building and rehabilitating houses in partnership with Habitat for Humanity affiliates and homeowners, and; 4) raising funds for the work of Habitat for Humanity.


Campus Chapters Commitments
1. The chapter will receive tax exemption through its partner affiliate and maintain its finances through the affiliate’s bank account and as a line item of the affiliate’s budget.  If use of the affiliate’s tax exemption is not possible, the chapter will receive its tax exemption through its school and maintain its finances through the school’s bank account and as a line item of the school’s budget. The chapter will not maintain a separate bank account or obtain a separate employer identification number from the Internal Revenue Service. 
2. Fundraising
a. Money, funds and property received by the chapter will be used in support of the general purposes of Habitat. Such money, funds and property will not be used in any way that results in a benefit to a private person or that is contrary to the purposes of Habitat.
b. All money, funds or property collected or raised for a specified or announced purpose will be used by the chapter for that purpose. For example, if money has been set aside for the use by or benefit of a Habitat affiliate, then the money will be sent promptly to such affiliate. If such money, funds or property have been set aside for the use by or benefit of an international affiliate or for the general work of Habitat, then the money, funds or property will be sent or transferred promptly to Habitat for Humanity International.
c. The chapter will work with the partner affiliate and/or school to accurately record donations during all fund raising events.
d. The chapter will not accumulate funds, money or property for purposes other than those the chapter has announced or stated and that are in agreement with the purposes of Habitat for Humanity. The chapter will also not set up or accept an endowment of any kind. Chapters should not have an ending balance of more than $2,500 in their affiliate- or school-controlled bank account at the end of each school year. If the funds are not designated for a specific purpose, they should be turned over to the local affiliate or donated to Habitat for Humanity International as tithe. 
3. At least once a year, the chapter is expected to make both a donation to their partner affiliate and to Habitat’s international work through the tithe program.
4. The chapter will work to carry out the mission and core documents of Habitat for Humanity and to fulfill the four functions of a campus chapter. 
5. HabitatLearns is an online knowledge-sharing resource for the Habitat for Humanity community. One program HabitatLearns offers is a set of online courses which walk through different aspects of Habitat’s history and mission, entitled The Foundations of Habitat for Humanity. Each year, all chapter members are encouraged to take these courses. It is a requirement that the main student leader complete the first three courses (Beginnings, Vision and Mission, and Overview of Mission Principles) prior to signing and submitting this covenant. Take the online Foundations of Habitat for Humanity course at habitatlearns.org.  
6. Membership in the chapter must be open to all students, faculty, administrators and staff on a nondiscriminatory basis, and the chapter must obey all related local, state and federal antidiscrimination laws.
7. The chapter must work together with a Habitat for Humanity affiliate when building or renovating a Habitat house. The affiliate is responsible for all legal issues connected with such building or renovations. This includes the procurement and ownership of land and materials, family selection, mortgages, insurance and other issues, as well as all legal liabilities resulting from the project.
8. The chapter is student-run with guidance and support from faculty and staff and oversight by the chapter’s partner affiliate. Each chapter must have at least one faculty adviser.
9. At the beginning of the school year and no later than October 31, the chapter will re-sign the covenant with its partner affiliate and submit it to the campus chapter department. Failure to do so may result in disaffiliation.
10. Each chapter is required to meet all Habitat for Humanity logo and name use standards. Chapters failing to comply may be disaffiliated. 
11. Each chapter is required to submit an annual report by May 31 along with the required annual dues paid to Habitat for Humanity International, Inc. by October 31. Chapters failing to complete either of these requirements may be disaffiliated.

Role of the local Habitat affiliate
1. The local Habitat affiliate is responsible for creating a youth-friendly environment where a partnership between the campus chapter and affiliate will be strengthened. 
2. The affiliate is responsible for regularly working together with the campus chapter on building, fund raising, advocacy and education events. In addition, the affiliate will be proactive in efforts to work with the campus chapter to coordinate community outreach and resource development efforts. 
3. The affiliate will regularly meet with the campus chapter to review the chapter’s programmatic and financial activities and related records. If the chapter receives tax exemption through the affiliate, the affiliate will maintain the chapter’s finances through the affiliate’s bank account and include the chapter’s financial activity in the affiliate’s financial statements and in the affiliate’s annual report to the IRS. If the chapter does not receive tax exemption through the affiliate, the affiliate will seek reasonable assurance from the chapter that it is under the tax exemption of the school and maintains its finances through the school.
4. The affiliate will provide oversight of the campus chapter, act as a resource for the campus chapter, and seek to connect the campus chapter to the mission of Habitat for Humanity. 
5. The affiliate will seek to build a collaborative partnership with the campus chapter through coordination and cooperation. Through mutual goal setting and shared plans for fundraising, public relations, education and advocacy efforts, both the affiliate and the campus chapter will benefit and grow from a stronger partnership. 
6. The affiliate will sign the covenant with its partner campus chapter at the beginning of each school year and no later than October 31.
7. The affiliate will designate a staff member or volunteer to act as a liaison to the chapter.

Role of the Campus Chapters team
Campus Chapters staff are a part of Habitat for Humanity International’s Youth Programs. The team is responsible for organizing the Campus Chapters program, providing ongoing support to the chapters through resources, training and special programs. In addition, the team is responsible for organizing all national and regional campus chapter activities sponsored by Habitat for Humanity International. The team is also the link between individual chapters and other Habitat for Humanity International departments. 


Bylaws of
HABITAT FOR HUMANITY CAMPUS CHAPTER AT THE UNIVERSITY OF HOUSTON

Preamble
Habitat for Humanity International Inc. (“Habitat”), a Georgia nonprofit corporation, is an ecumenical housing ministry that seeks to eliminate poverty housing from the world and to make decent shelter a matter of conscience and action. Habitat invites people from all walks of life to work together in partnership to help build houses with families in need. 

The Habitat for Humanity Campus Chapter at the University of Houston (the “chapter”) has been set up to assist Habitat by working independently, with local affiliates and with Habitat’s international headquarters to carry out the mission and principles of Habitat for Humanity: 
Mission Statement
The mission of Habitat for Humanity Campus Chapter at the University of Houston is to capture the imagination; energy and hope of young people ages 5 to 25 in order to productively and responsibly involve them in the work of Habitat for Humanity. Habitat for Humanity is a nonprofit, ecumenical Christian housing ministry that seeks to eliminate poverty housing from the world and to make decent shelter a matter of conscience and action. 

Mission Principles
1. Demonstrate the love of Jesus Christ. 
2. Focus on shelter. 
3. Advocate for affordable housing. 
4. Promote dignity and hope. 
5. Support sustainable and transformational development.

The chapter is an unincorporated, student-run, student-led group. The four functions of this chapter shall be: 
1) To educate the chapter members, campus and local community about the work and mission of Habitat for Humanity
2) To advocate on behalf of people in need of decent shelter and for an end to poverty housing and homelessness
3) To build and rehabilitate houses in partnership with Habitat for Humanity affiliates and homeowners
4) To raise funds for the work of Habitat for Humanity. 
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Article I: Purpose 

Section 1: Name
The name of this chapter is the Habitat for Humanity Campus Chapter at the University of Houston. The following are forms of this name: Habitat for Humanity at the University of Houston, UH HFH CC, UH HFH, HFH at UH, Habitat at UH, University of Houston Habitat for Humanity Campus Chapter and UH Habitat.

Section 2: Mission, Vision, & Motto
The Mission of this chapter shall be: 
To bring people together to build homes, communities and hope.

The Vision of this chapter shall be:
To create a world where everyone lives in a decent, sustainable, safe and affordable home.

The Motto of this chapter shall be:
Veritatem in Charitate (Truth in Charity)

Section 3: Objectives
A. To uphold Habitat for Humanity Youth Program’s Standard of Excellence
B. To serve our communities and the world to the best of our abilities
C. To educate, advocate, fund raise, and build in partnership with Habitat for Humanity
D. To promote higher education 
E. To exemplify the importance of community involvement and leadership through service
F. To establish strong, long lasting relationships with local affiliates, university, partner chapters, the City of Houston, and Habitat for Humanity International
G. To have fun 
Article II: Membership

Section 1: Eligibility
A. Any student, faculty member, administrator, alumni, or staff person of the University of Houston System may become a member of the chapter. 
B. All prospective members must have 1) a PeopleSoft ID and 2) a university email alias. 
C. The opportunity for new membership will open at the beginning of each fall semester and will close 30 days prior to the end of the following spring semester. 
D. Membership will only be recognized after the chapter has received 1) a formal application (as created by the chapter itself) and 2) the membership dues or the equivalent (as designated by the chapter each year)

Section 2: Dues
A. Member dues for the chapter will be a minimum of $25 per school year or $15 per semester. 
a. To those members that cannot afford to fulfill these costs, the dues will be “waived” contingent upon their completion of 10 hours of volunteer service in partnership with Habitat for Humanity by October 1 (of the fall semester) or March 1 (of the spring semester).
i. In order to be eligible for the waiver, members must write a formal letter to the Executive Team prior to the 10th school day in either term. The Executive Team reserves the right not to offer a “Waiver” and/or to offer other discounted payment options. 
b. Membership refunds can only be requested and fulfilled prior to the 20th school day of the term in which the dues were paid. 
c. Dues are a requirement to maintain eligibility for awards, chapter merchandise and the related. 
d. Members that have completed over 100 hours of service with Habitat for Humanity (through documentation) are eligible for “free” membership. Documentation (if the service is not performed with UH Habitat) must be turned in (via mail, email, or in person) to the Executive Team prior to the 10th school day of either term. 
e. The chapter Executive Team reserves the right to offer discounted or increased dues each semester. 
B. The campus chapter will pay dues of $100 annually to Habitat for Humanity International and any required fees to the University of Houston. 

Section 3: Requirements
A. To maintain active membership, full-time/part-time undergraduate and graduate students are required to complete at least 10 hours of volunteer service in partnership with Habitat for Humanity by the end of each semester (fall & spring). Collectively, members are encouraged to complete 25 hours of volunteer service each school year. The Executive Team reserves the right to designate when, how, where, and with whom these hours may be dedicated as well as when the documentation for these hours are due. 
B. Student members must attend a predetermined (set forth by the Executive Team) number of general meetings (or the equivalent) each semester. Only those members who join the organization after too few meetings are left to meet the requirements are exempt. These members must, instead, attend at least 75% of the remaining meetings. 
C. When a student wants to be a member but has preexisting events occurring during the scheduled meeting times, the Director of Membership, CEO and/or COO may offer a special-case exemption and determine what methods of attendance will be used. 
a. Students who are bound by previous obligations that cannot be negotiable disabling them from attending the general meetings must complete an additional tasks or service in order to maintain their active roles as members.  Settlements, as stated in Article I.3.D, will be made with the Executive Team.  
D. All prospective members must complete a membership informational sheet (or the equivalent) before being considered active. 
E. Student members are required to pay organization fees and/or dues. 
F. The chapter Executive Team reserves the right to alter/modify membership requirements as needed. 

Article III: Executive Team
 
Section 1: General Powers
Unless otherwise stated in the bylaws, all chapter activities will be carried out by or under the authority of the Executive Team of the campus chapter. The Executive Team members of the chapter will always act as a Executive Team and may adopt such rules and regulations for the handling of their meetings and the management of the chapter as they see fit, but these bylaws must not conflict with the covenant agreement between Habitat and the chapter (the “Covenant”), the rules and regulations of the University of Houston, and the laws of the State of Texas.                     

Section 2: Number, Tenure and Qualifications  
The Executive Team will be made up of at least 5 members, including the offices of President, Vice President, secretary (or the equivalent) and treasurer (or the equivalent), as well as the chairs of all committees. Each Executive Team member will hold office for a term of one year and until a successor has been elected and agreed upon. 

Section 3: Elections and Executive Team Applications
A. Elections will occur at least 10 weeks prior to the end of each school year (in the spring). Ideally, the application processes should begin by the beginning of January in the spring semester. 
B. The members of the Executive Team will be appointed after:
a. The completion of the “Executive Team Application” (as designed by the current Executive Team).
b. The President/CEO and Vice President/COO positions are only open to qualified members. To run for these positions, current members must submit an application/letter of interest to the Executive Team in November of the previous fall semester. The Executive Team then nominates all qualified candidates and announces the candidates by January of the following spring semester. 
i. The qualifications will be based on the amount of volunteer hours the student has completed with Habitat for Humanity, their leadership experience and the tenure they have had with Habitat for Humanity. 
ii. The Executive Team will also consider the amount and quality of training that the candidates have had for their respective positions. 
iii. If any member of the Executive Team wishes to challenge the current running President(s)/CEO(s), he/she may do so. He/she will be offered the same opportunities to training as his/her challenger. 
c. Applicants interested in the all positions must meet the qualification requirements set forth by the current Executive Team. 
d. Reciting the following oath:
i. “I offer my service to Habitat for Humanity Campus Chapter at the University of Houston as an officer for the [years]. I will be honest, committed to the mission and vision, and self-driven in my service.”
e. Officers that fail to meet the requirements set by the chapters Executive Team will be stripped of their position in the chapter. Current senior officers, advisers and/or other appointed and qualified judges will select all future officers.
C. Training
a. The President/CEO and Vice President/COO will be required to train 1-3 hours in each of the following fields of study: The Education and History of Habitat, The Organization Structure of Habitat, the Financial Structure of UH Habitat, and Leadership in Habitat. In total, by May of each school year, the President-elect and the Vice President-elect must have completed 8-12 hours of training in addition to meeting all membership requirements. 
i. The trainers should be the current President and Vice President. 
1. Exceptions: If the nominee has served as a President or Vice President of UH Habitat previously, completed an internship with any Habitat entity, or has completed extensive leadership training their training hours may be reduced or unnecessary. The current Executive Team makes this judgment. 
b. All other officers are required to train for at least 4 hours in their respective positions prior to May of each school year in addition to completing training in the History of Habitat and Habitat’s Operations. Trainees should be the current officers in their respective position. 
i. Exceptions: If the nominee has served as an officer of UH Habitat, completed an internship with any Habitat entity, or has completed extensive leadership training their training hours may be reduced or unnecessary. The current Executive Team makes this judgment.

 Section 4: Removal, Resignation and Vacancies 
Any Executive Team member may be removed, with or without cause, by a two-thirds (2/3) vote (or a reasonable majority) of the chapter’s Executive Team. Any Executive Team member who is absent from 3 consecutive regular meetings of the Executive Team and/or general member meetings will be removed from the Executive Team, unless the chapter’s Executive Team decides that there is an acceptable reason for the absences (this will be decided by a two-thirds (2/3) vote). 

If a Executive Team member fails to fulfill the requirements set forth by Article III, the team may place the member on probation until he or she meets the requirements. If the probation lasts for more than 2 weeks, the Executive Team member can be removed by a majority (more than 50%) vote. If the President, Vice President and/or Adviser veto the removal, then the team member will be permitted to remain on the team for an additional 2 weeks. If the officer fails to meet the requirements at the end of the 2nd 2 weeks, the team member will automatically be dismissed from the Executive Team without consent of the team. 

In the event that the Executive Team member leaves the University of Houston, his/her term will be automatically suspended, and therefore terminated. If the absence of the officer exceeds 40 days from the University, then the member will also face a similar consequence. 

A Executive Team member may resign at any time by telling the Executive Team in writing; resignation can also be given to the President or Vice President of the chapter. Unless otherwise stated in the notice, the resignation will take effect as soon as it is received; acceptance by the Executive Team will not be necessary to make it effective. The resigning officer must transfer all relevant information to the Executive Team and/or successor. 

Whenever there is an open Executive Team member position, it can be filled only by a majority vote of the remaining elected and qualified Executive Team members of the chapter. A Executive Team member elected to fill such an opening will be elected to hold office for the rest of the previous member’s term. 

In the absence/departure/resignation of the President, UH Habitat officers will appoint the Vice President/COO as the successor. The most experienced and qualified Executive Team member will then succeed the Vice President. A majority vote in the Executive Team will suffice. In the event that the Vice President is incapable (or unwilling to succeed) of succeeding the President, the Executive Team will meet and appoint an interested officer. If more than one officer is interested in pursuing this position, then the members and Executive Team must vote for the most viable candidate. 

Section 5: Regular Meetings 
	The Executive Team will meet at least once, if not twice, a month.

Section 6: Quorum 
	The number of Executive Team members required to legally transact business defines a quorum. A quorum for any regular or special meeting of the Executive Team will consist of at least one-half (1/2) of the elected and qualified Executive Team members of the chapter. If a quorum is not present at a regular or special meeting, then a majority of the Executive Team members present may adjourn the meeting. 

Article IV: Officers
 
Section 1: Number 
The officers of the chapter will be President, Vice President, secretary and treasurer, each of whom will be members of the Executive Team at the time of their election and service. All officers will be enrolled as either full-time or part-time undergraduate or graduate students at the University of Houston. Officers may be re-elected.

Section 2: Election and Tenure
The officers will be appointed by April of each school year. Each officer will hold office for one (1) calendar year or until a successor has been elected. 

Section 3: Officer Responsibilities
 
A. General Responsibilities
a. All officers must sign an agreement (contract) at the beginning of their term acknowledging their duties and responsibilities. Failure to do so will result in termination of their term. 
b. All officers must attend the annual Officer Transition Meeting and the Executive Team Training Camp (or the equivalents). 
c. All officers must maintain a notebook/folders/binder/USB of documents/data that they have used/collected in order to pass on to their successors. 
d. All officers must maintain a 2.5 GPA or, if higher, the minimum standards of their respective colleges each semester. Officers are encouraged to maintain a 3.0 GPA each semester. Official grades will be requested 1 week after the semester has ended. 
e. All officers are encouraged to participate in all fundraisers throughout the semester
f. All officers must attend all member and Executive Team meetings throughout the year. 
i. In the case of academic constraints, non-negotiable obligations, or medical emergencies the officer may be excused to miss a total of 2 general body meetings and 2 Executive Team meetings throughout the year. 
ii. If more absences than allowed occurs, the President/Vice President is permitted to establish a mutual agreement between the officer and the chapter. In this agreement, the responsibilities should include (but are not limited to) completing more tasks and volunteer service. 
iii. Unless in the event of an absolute emergency (death, serious illness, etc..) all excuses for absence must be submitted to the Executive Team (COO and Director of Records) 2 days (48 hours) prior to the upcoming meeting. In the event that this occurs prior to a meeting or major event, a communication must be made within 1 week. 

B. Positions & Responsibilities

The President (CEO, External/Executive or the equivalent) shall: (RSO Officer #1)
a) Serve as the liaison between the chapter and its advisers.
b) Serve as the liaison between the chapter and student government Executive Team/student life, the Administration, the Faculty, and the Staff of the University of Houston System. 
c) Serve as the primary liaison between the chapter and the affiliate(s).
d) Serve as the liaison between the chapter and Habitat for Humanity International.
e) Serve as the official UH Habitat spokesperson.
f) Serve as liaison between school clubs/organizations/faculty and chapter. 
g) Strive to better the chapter’s leadership to the best of his or her ability.
h) Have the authority to lead, within justifiable reason and by UH Habitat for Humanity standards, in times where there is no precedent to follow, in sufficient time to follow the Meeting Procedures, and/or no apparent agreement amongst the officers. During these special circumstances, the President should promptly explain his or her rationale for the decision(s) made to the advisers, officers, and/or the members, as the situation requires/permits.
i) Ensure that UH Habitat for Humanity Campus Chapter is represented at the local Campus Chapter Meetings, Fort Bend Habitat for Humanity Meetings, and any other Habitat for Humanity meetings in the community.
j) Lead Executive Team Meetings by the Meetings Procedures Guidelines.
k) Keep all officers and advisers informed of current duties being fulfilled on a daily basis. 
l) Manage the organization’s E-mail address.
a. Email all alumni, advisers, and partners bi-weekly or monthly using a uniform and understandable format. 
b. Email members and partners in the event that an emergency occurs.
m) Contact the Vice President on a daily basis to ensure that work is being done and the chapter’s Executive Team remains efficient. 
n) Serve as the ex officio member of all teams and/or committees. 
o) Prepare general announcements for all meetings and make agendas for all “special/specific” meetings.
p) To motivate the chapter and set goals for it and to bring new ideas and concepts to the chapter. 
q) To sign off on/approve the chapter’s financial transactions (i.e. be an official check signer).   

The Vice President (COO, Internal, Junior, or the equivalent) shall: (RSO Officer #2)
a) Perform duties of the President in his or her absence. 
b) Oversee all teams/committees in the chapter and ensure their efficiency. 
c) Serve as a mediator between officers.
d) Ensure that the duties and requirements for officers and the members of UH Habitat are properly and promptly met.
e) Create positions, as they become needed. Upon creation of the position the goal will be stated along with the expected term of the position. 
f) Reserve all needed facilities on campus with the University of Houston administration through the adviser or sponsor.
g) Email all officers on a weekly basis informing them of the work needs to be completed, accomplishments, problems, and any other general announcements that need to be communicated. 
h) Strive to better the chapter’s leadership to the best of his or her ability.
i) Maintain the chapter bylaws and continuously remind officers and members of rules and regulations. He/she must always have a copy of the bylaws with them at all events in order to ensure that the chapter follows them. He/she must also ensure that all members, officers, and partners have fair access to our bylaws. At the end of each year, the Vice President must renew and update the bylaws for the next year. 
j) To conduct and manage leadership transition. 
k) To serve as an additional check signer. 

The Director of Events (Volunteer/Events Coordinator or the equivalent):
a) Plan yearly retreat for the Executive Team. 
b) Coordinate and plan for the Annual Awards Ceremony and all celebrations or special events throughout the year. 
c) Email volunteer verifications to individuals who plan on attending events. (These emails should include the weather, location, attire, rules/expectations, and any other relevant information an individual might need to make his/her experience memorable.)
d) Ensure that sign-in sheets are present at all events and meetings regardless of his/her ability to attend an event. 
e) Recruit members and coordinate attendance for all builds and volunteer events. 
f) Keep in contact with the Volunteer Coordinator at the Affiliate to ensure that the chapter is doing everything it can to keep members informed about safety at build sites, fund raising opportunities, and the amount of volunteers needed for the specific events.  
g) Establish work times and manage sign-ups for all events. 
h) Plan and coordinate social activities.
i) Coordinate activities such as the Women’s Build, Teacher Build, Father’s Day Build, Mother’s Day Build, House Dedication events, builds with other chapters, etc…

The Director of Membership & Recruitment (Secretary/Membership Coordinator or the      equivalent) shall:
a) Record and update all volunteer service done by members, officers, parents, and others. (Generally done in the Hours Database using the excel program).
b) Email members on a weekly basis informing them of upcoming activities, deadlines, successes/awards, challenges, and opportunities. 
c) Conduct conference calls in the second semester to inform members who have not met requirements and have until the predetermined date in order to remain an active participant. 
d) Set goals for members, offer opportunities, and determine the methods of membership appreciation. 
e) Conduct a vote for Member of the Month at all Executive Team Meetings. Include these accomplishments in weekly emails. 
f) Work with the President and Supervisor of Media to plan and implement membership drives. 
g) Take attendance of members at meetings.
h) Keep records of all hours from last term to the current term.
i) Mail and write Parent/Faculty/Alumni/Guest Volunteer Thank You Letters.
j) Mail/give the “Member of the Month” Certificates.
k) Determine all hours-related awards and provide them to the Supervisor of Events 3-5 weeks prior to the Annual Awards Ceremony in order to insure and appropriate amount of time to order the awards. 
l) Maintain member information sheets and create membership rosters. 
m) Distribute T-Shirts for those members who purchased them. 
n) Maintain an active record of participation of each member and actively seek social interaction between other Executive Team members and the members. 

	The Director of Marketing (Public Relations Coordinator or the equivalent)    shall:
a)  Assist publicity (and any other officer) with flyers, data sheets, sign-up sheets, information sheets, etc.
b) Promote publicity for the organization throughout the campus and the community.
c) Organize and attend publicity events to ensure productivity and effective presentation.
d) Purchase, maintain and store publicity supplies, posters, banners, etc…
e) Provide resources necessary to promote organization such as fliers, posters, ads, or newsletters.
f) Leader of the Media Team/committee if it exists. 
g) Ensure that all media related hours are turned in to the Supervisor of Membership
h) Coordinate public relations
i) Promote awareness of your chapter’s activities on campus and in the community.
j) Write all press releases and act as main contact for media (i.e. newspaper, radio, and television).
k) Coordinate all media/fundraising contacts with affiliate.
l) Work with the Supervisor of Education to promote chapter at volunteer fairs and public events. (i.e. open house nights, international festivals, and other events in the fort bend county …)
m) Advertise for events when needed. 
n) Send thank-you letters for all media groups, companies, or organizations that release valid and trustworthy information about UH HFH CC. 
o) Maintain all social media sites and manage all marketing campaigns. 

The Director of Web Design (Web Master or the equivalent) shall:
a) Keep the organization’s web page current with all available information, including hours, attendance, templates, news, photos, awards, etc…

The Director of Finance (Chief Financial Officer, Treasurer or equivalent) shall: (RSO Officer #3)
a) Receive all funds and tabulate all funds on a daily basis in coordination with the adviser/sponsor. 
b) Deposit all funds in UH Habitat for Humanity accounts in accordance with UH Habitat’s Fiscal Policies.
c) Record all financial transactions (deposits and withdrawals) in the financial database (Excel Database). 
d) Keep the financial database updated and accurate. 
e) Reimburse approved officer and member expenditures in accordance with UH Habitat’s fiscal policies. 
f) Oversee the fundraising team/committee.
g) Create and implement a fundraising plan to meet the chapter goals. 
h) Coordinate the chapter’s fund raising strategies.
i) Establish and coordinate subcommittees needed for fund-raising events.
j) Ensures that the chapter adheres to Habitat for Humanity International’s fund raising policies. 
k) Communicate all fund-raising plans to the Executive Team, Adviser, and affiliate before implementation.
l) Identify local sponsors from whom to solicit donations.
m) Encourage members to raise money.
n) Turn in all fundraising/donation hours to the Supervisor of Membership at the end of the first semester and before the last count of hours are completed in the second semester. 
o) Send Thank-You Letters for Donations and any contributors in fund-raising events. With the help of the adviser, determine the top fund-raisers of the year, and awards needed to give to donors and give this information to the supervisor of events 6 weeks prior to the ceremony. 
p) Submit IRS reports, weekly financial updates (to President, Vice President, and Adviser). Serves as the third check signer. 
The Director of Records (Historian or equivalent) shall:
a) Record all activities of the organization for present and future members.
b) Ensure that pictures are taken at meetings, workdays, fundraisers, fellowship events and any other historically significant occasions. 
c) Collect and preserve any appropriate UH Habitat mementos.
d) Present an end-of-the-semester slideshow presentation of what the chapter has accomplished.
e) Be in possession of any and all photographs and properly organize them on our google drive.
f) Act as the official photographer for the chapter. 
g) Ensure that all photography-related hours are turned into the Supervisor of Membership
h) Keep up with and update the chapter’s USB drive/google drive, binders, the chapter’s cabinet, and related paper work. File all documents on a weekly basis. 
i) Conduct a beginning of the year, mid-year, and end of the year inventory of all items the chapter possesses legally. 
j) Compile the annual report for Habitat International.
k) Collect any reports needed from officers on a daily/weekly/or monthly basis. 
l) Take minutes at each officer meeting, and distribute a copy of the minutes to all officers and advisers.
m) Take minutes at member meetings and post them online to our website. 
n) Keep updated with the chapter’s passwords, list of contacts, etc…
o) Make new templates and documents as needed. 
p) Keep the bylaws updated and renewed. He/she must have the bylaws at all meetings in order to ensure that the chapter is strictly following them. 

Director of Education & Advocacy (or equivalent) shall:
a) Create agendas for general meetings, and create and implement a plan for educating the chapter, campus and community about the work of Habitat for Humanity.
b) Train the chapter members to articulate the mission of Habitat for Humanity and our chapter.
c) Provide an educational component to ALL chapter activities
d) Develop partnerships and recruit members through outreach and public speaking engagements.
e) Provide orientation to new chapter members. 
f) Provide and advocacy portion to all chapter related activities. 
g) Provide information to chapter members on local and national issues that affect Habitat and affordable housing.
h) Facilitate team building exercises at the chapter meetings
i) Manage and coordinate Act! Speak! Build! Week, World Habitat Day and any scholarship events. 
j) Email members every 6-9 weeks with Habitat for Humanity International’s Updates.  Include policies that Habitat supports and interesting statistics about Habitat for Humanity. 
k) Conduct the Habitat Learns Period during meetings and quiz members on a monthly basis in return for hours.
l) Send thank-you letters/coordinate activities for special occasions such as the Veterans Day, Christmas, Easter, international women’s build, etc…
m) Coordinate letter-writing campaigns, shack-a-thons, etc… 


Director of Projects (Project Manager or the Equivalent) shall:
a) Manage and implement all major projects for the chapter. 
b) Maintain schedules, coordinate communications and insure success for the project. 
c) Insure the development of future projects ideas before Executive Team leadership transitions take place. 


Supervisors/Directors: 
In order to be promoted to Vice President of their respective roles, officer’s must: submit a resume, statement of intent and transcript to the Executive Team (President and Vice President) after at least 90 days have passed after they were sworn into office and 30 days before the end of the spring semester. Officers must have completed at least 75 hours of volunteer service. He/she must have displayed a tremendous amount of dedication and he/she must have completed all requirements being placed on probation. As Vice President of their respective roles, they will receive the authority to work in partnership with the vice president. 

In order to be promoted to President of their respective roles, officer’s must: submit a resume, statement of intent and transcript to the Executive Team (President and Vice President) after at least 120 days have passed after they were sworn into office and 15 days before the end of the spring semester. Officers that are continuing their term in the following year may also be considered. Officers must have completed at least 125 hours of volunteer service. He/she must have displayed a tremendous amount of dedication and he/she must have completed all requirements being placed on probation. As President of their respective roles, they will receive the authority to work in partnership with the president. This promotion and distinction is the highest rank of leadership our chapter can offer.


Assistant(s): Assistant(s) will serve as aid to the supervisors/directors. Supervisors may promote the assistants to the officer level after at least one month of experience and work. These promotions cannot take place after Spring Break of each year. The President, Vice President, and adviser will approve of the final decision. All assistants must abide by the Executive Team rules and are subject to the same laws as supervisors. They must complete all work assigned by their supervisor. They, however, must only be given one/two tasks in a written agreement, which are not to conflict with the Supervisor’s duties. They do not serve as ambassadors or substitutes for the supervisors. For a promotion, the assistant must have served the chapter for at least 45 days after being sworn in and must have completed at least 50 hours of volunteer service with the chapter. A written statement of purpose, a resume and a transcript must be submitted to the Executive Team. Assistants are promoted to the “Director or Supervisor” roles of their respective positions. 

The addition of an officer position: In the event that the chapter needs more officer positions, the chapter’s Executive Team must confirm this need. Then, the chapter may add the position(s).   

Special Appointments: If the chapter requires a special skill or position for a temporary period of time, the Executive Team may vote for the creation of the position. The duties and obligations of the position must be explicitly stated in the bylaws. 

Article V: Committees, Teams, and Meetings

Section 1: Committees, Meetings and Action
The Executive Team will have standing and ad hoc committees. The standing committees of the Executive Team will include Fundraising, Building, Advocacy and Education. Other (i.e., ad hoc) committees may be created and disbanded as required.

The standing committees will meet at the call of the committee chair, which will give members of the committee at least forty-eight (48) hours written notice of the date, time, place and purpose of the meeting. The chair will ensure that the discussions and actions of the committee are properly recorded and promptly distributed to its members and to the Executive Team. Each chair will make sure that the committee is thoroughly familiar with the policies, procedures, and jobs or roles of the committee members and members of the Executive Team, and will oversee proper management and implementation of its policies and programs. The committees may take action in any manner the Executive Team is allowed to use under the bylaws.

Section 2: Fundraising Committee 
The Fundraising Committee is responsible for the fundraising programs of the chapter and other volunteer activities provided to local affiliates of Habitat and other sponsored projects of Habitat. The committee takes primary responsibility for developing and making sure that there is proper management and implementation of the chapter’s fundraising programs and other volunteer activities. The committee will have the power to create new fundraising projects and organize volunteers to carry them out.  

Section 3: Building Committee  
The Building Committee is responsible for planning volunteer building opportunities and putting them into practice for members of the chapter with the local affiliate(s), nonlocal affiliates and sponsored projects of Habitat. The committee takes primary responsibility for organizing all building activities, including scheduling volunteers, transportation and all other related tasks. 

Section 4: Advocacy & Education Committee 
The Advocacy Committee is responsible for both education and political advocacy. The committee takes primary responsibility for educating the chapter members, the campus and greater community about local, national and international poverty and the need for simple, decent, affordable housing. The committee also takes primary responsibility for working with their local Habitat affiliate in efforts to affect local and national legislation on the elimination of substandard housing in coordination with the Habitat for Humanity International Office of Government Relations and Advocacy.  

Section 5: Habitat Education Committee
The Education Committee is responsible for educating chapter members, the campus and the greater community about Habitat for Humanity’s mission and its world globally and locally. This committee takes primary responsibility for educating others on the history of Habitat, statistics and information on the local Habitat affiliate and national and international Habitat statistics and information. 

Section 6: Project Team
The Project Team is responsible for carrying out projects that the chapter officially endorses. This committee can be made up of both members and nonmembers. This committee is responsible for establishing new project proposals, evaluating pros/cons of a project both before and after it is done and effectively overseeing projects that are completed. The President and Vice President oversee this committee. 

Section 7: Meetings

Member Meetings
The chapter will host at least one member meeting a month (or 4 a semester). At minimum, the chapter should host 8 meetings a year. All meetings are not limited to but should include: An educational period, an announcements period, and a “committee/team” gathering period. 

Meeting Procedure Guidelines
Guidelines and Types of Discussion:
The President shall utilize these three methods of discussion to keep order and foster expression from his or her fellow officers.
· Open Discussion - Free Order Input
· Officer Order - Set Order Input starting with the President and ending with the Chalking Chair
· Private Writing - Members/Officers write opinions on specified topic before sharing thoughts with the other officers
                       Guidelines and types of voting:

The President will be the one to set the method and the exact topic to be voted on. The President will clarify and explain the topics as needed. Input from fellow officers will be determined by the discussion method.
· General Consensus
· Anonymous Ballot 
· Officer Order Vote - Set Order Vote and explanation for vote starting with the President and ending with the Chalking Chair

Executive Team Meetings
A period in which officers meet together to discuss future events, past events, possible events, problems, the financial status, and other news of the chapter. Members are permitted to watch and engage themselves Executive Team meetings. Such meetings will be held once a month in coordination with Member Meetings. 

Adviser Meetings
A period in which the Vice President, Supervisor of Finance, and sponsors & advisers meet together to determine future events and evaluate past events that the chapter has participated in. (Events: Includes fundraisers, problems the chapter has had to overcome, volunteer activities, and meetings) Such meetings will be held three times every semester (once before the semester starts, once during the semester, and once towards the end of the semester). 

Affiliate & Campus Chapter Meetings
Affiliate and Campus Chapter meetings should be scheduled at least twice a semester in order to maintain a healthy relationship. The Campus Chapter liaison should attend these meetings.

Article V: Chapter Adviser
The chapter will have one official chapter adviser who is a faculty or staff member of the school and who will be appointed and approved unanimously by the Executive Team. This individual must also meet the qualifications set forth by the University of Houston. 

The chapter adviser will support the life of the chapter as a representative of the school, be a regular contact for the chapter with the ability to identify active members, have a general idea about chapter events and activities, and be available to give advice.

Article VI: Fiscal Policies 

Section 1: Receipt of Funds and Revenues
All funds received as gifts (whether designated or undesignated), such as contributions or grants from individuals, private or public corporations or foundations, will be deposited in appropriate banking accounts and used according to the policies and procedures determined by the Executive Team and according to these bylaws, the Covenant, the rules and regulations of the school, and all related governmental laws, rules and regulations, including Section 501(c)(3) of the Internal Revenue Code of 1986, as amended (the “Code”). Receipts are provided upon request by the affiliate/school in accordance with its policies and IRS regulations and will be dated with a description of the gift. 

All general donations in the form of checks should be made payable to the affiliate. Donations for specific events such as Collegiate Challenge or Global Village trips will be made payable to the host affiliate or Habitat for Humanity International.

Section 2: Fiscal Year
	[A fiscal year is a full 12-month year. The HFHI fiscal year is July 1 through June 30.] 
The fiscal year of the chapter will begin on June 1 of each year and end on the following May 31. 

Section 3: Checks, Drafts, Etc.
All checks, drafts and other orders for the payment of invoices or bills sent in the name of the chapter will be signed by designated agents of the chapter according to official policies and procedures. 

Section 4: Reimbursements & Budgets
All requests for reimbursements must be submitted 30 days prior to the end of the spring semester. Reimbursements will only be offered if funds exist. Prior to spending money, the spender must first consult the Supervisor of Finance/President in order to confirm that the chapter will have funds to reimburse the spender. 

Section 5: General Disclosure
The chapter will maintain budget sheets/charts and strictly adhere to the policies of HFHI, the Affiliate, the University of Houston and its’ own standards of excellence. The chapter will always maintain a minimum budget of at least $500. The chapter will publically disclose financial statements to members and contributors. 

Article VII: Amendment 
The Executive Team will have the power to change, amend or cancel these bylaws, or take up new bylaws by a two-thirds (2/3) vote of directors of the chapter, provided that the bylaws at no time conflict with the Covenant, the rules and regulations of the school, and any related governmental law, rule or regulation, including Section 501(c)(3) of the Code. 

Article VIII: Hours Program and Awards

Section 1. Rules, Awards, and Regulations

Every member who pays dues is permitted to participate in the following hours system designed to encourage students to participate in volunteer work through Habitat for Humanity via educating, advocating, fundraising, and building. This system is cumulative from each member’s year-to-year participation. 

				         	 Awards Program 
	50 hours dedicated
	Certificate of Accomplishment

	100 hours dedicated
	Blue-Chord

	150 hours dedicated
	Add on the Green Chord

	200 hours dedicated
	Add on the White Chord

	500 hours dedicated
	Receives a Habitat Stole

	1000+ hours dedicated
***Students may only receive this award once they have filed for graduation. 
	Receives the Golden Eagle Medallion of Gratitude 



These awards are granted based on hour(s) of service completed.
Hours Rules:
1) Hours are only accredited to events UH Habitat for Humanity provides such as builds and other volunteer opportunities and all other service hours not from UH Habitat for Humanity will not be counted (this means you cannot get hours by volunteering outside of UH Habitat for Humanity).
2) Hours are counted from the time one signs in to the time one signs out and failure to do so will result in hours not being credited or considered by UH HFH CC.
3) Service hours accredited for UH Habitat for Humanity may not be used for other organizations or groups unless otherwise specified. 
4) Dues must be paid before one can start earning hours for the UH HFH CC hours program.
5) Hours are awarded for raising money for UH HFH CC.
a. For each $25 raised, 1 hour will be credited up to $1,000 (40 hours). Any amount of money raised beyond these limits will be awarded with hours after approval of the Executive Team (This concept applies per semester and is not limited to in-kind donations. For in-kind donations one must present a receipt in order for the Executive Team to approve the request for hours). 
b. If any individual funds for any activity in the chapter (such as snacks at meeting or office supplies, but not limited to these) the chapter will award hours based on Article VIII Section 1 Point 5 Part a. 
c. For any funds raised through fundraisers: A maximum of 40 hours a year will be awarded. 
6) Volunteer service done outside of UH HFH CC that are committed to or affiliated with a Habitat for Humanity cause will be recognized and awarded by UH HFH CC as long as proper documentation given to the chapter (Name, Date, Hours performed, Signature of an adult older than 21, etc…). These hours will be recognized with the approval of the Executive Team.
7) UH HFH CC may offer hours for travel to events if the Executive Team has approved the action.
8) Any hours offered by UH HFH CC not related to volunteering will be offered after the consent of the Executive Team in accordance with the four functions of a campus chapter: fundraising, advocating, educating, and building. 
9) Members must use the HDS (Hours Documentation Sheet) in order to document volunteer service related to Habitat for Humanity completed outside of events set by the chapter.
10) No maximum hours of volunteer service completed with a Habitat for Humanity group over vacation periods during the school year will be recognized. 
11) Any other exceptions that have not been clarified or mention by the bylaws will be added to the bylaws with the consent of the Executive Team. 

Golden Hammer Award
The Golden Hammer Award is a prestigious recognition given to only one of the “Member of the Month” at the end of each year. This award is selected by the Executive Team and is only given to the one individual that best represents the chapter’s goals and initiatives. Traditionally, the individual will receive a golden hammer and will be awarded this hammer from the previous recipient. 

Member of the Month
The member of the month is selected by the Executive Team at the monthly meeting each month. Officers cannot be selected as the member of the month. 	
	
Scholarships
In the event that the Executive Team decides to offer a scholarship, all members should receive an equal opportunity to try for it. No fees should be required for the scholarship itself, and the chapter should be financially stable in order to supply the funds for the scholarship. Officers that are involved in the making or conduction of the scholarship cannot participate in it. All judging requirements must be set forth by the chapter in a fair amount of time. 

Top fundraisers:
Each year, the top 3 individuals who raise the most amounts of funds will be awarded with a 
“Top Fundraiser” trophy/medal/recognition. These individuals do not have to be members. 

[bookmark: _GoBack]

Anti-Hazing Clause:
This organization will not initiate, participate in, or be witness to any act that inflicts or intends to inflict physical or mental harm or discomfort or which may demean, disgrace, or degrade any person, regardless of location, intent, or consent of participant(s).
Non-Discrimination Clause:
As a Registered Student Organization at the University of Houston we adhere to the University of Houston’s Non-Discrimination Policy. The University of Houston is an Affirmative Action/Equal Opportunity institution. The university provides equal treatment and opportunity to all persons without regard to race, color, religion, national origin, sex, age, genetic information, disability, or veteran status except where such distinction is required by law. Additionally, the System prohibits discrimination on the basis of sexual orientation, gender identity or gender expression.
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