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Dear Crew Chief, 
 
Thank you for volunteering your time and energy to lead your group in providing much needed home 
repairs for a Knoxville family.  I look forward to partnering with you in serving during Operation 
Backyard.   

 
I would like to share with you some of the things we have learned over the past ten (10) years during 
over 400 projects that will help make your project go more smoothly, safely, and be a good experience 
for you and your crew. 
 
Your primary job during OB is to be a Crew LEADER: 

�  Plan, organize and supervise the work.  Watch for crew members who need special attention or 
close supervision. 

�  Teach your crew members how to use the tools which they will be working with 
�  Train your crew members to do the work, you are primarily the leader not the laborer 
 

You are responsible for the SAFETY of your crew: 
�  Teach and re-teach safety before and during the project 
�  Encourage your crew members to have fun, but be responsible and careful on the worksite 
�  Strategically assign other crew leaders around the worksite to promote safety among your 

group 
 

Please make sure that the job is COMPLETED:  
�  Keep Operation Backyard staff informed about your progress. 
�  Clean and put away tools after each day and at the end of the project.  Leave the site clean 

and neat. 
�  Please do not agree to do anything for the homeowner that is not on our work list without first 

checking with me. 
 

I understand that you volunteered your time to complete this mission opportunity and spend time with 
your group and I want to thank you again for your willingness to serve our Lord and our community by 
providing families with much needed home repairs.  By providing you with this packet I simply wanted 
to share with you a few lessons learned and tips that will hopefully make your project both successful 
and meaningful. 

 
May God Bless You! 

 
Sincerely, 

 
 

 
 
Dan Baird 
Program Coordinator 
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Crew Chief and Project Objectives and Guidelines  

 
 

�  Pray!   Please pray for your group and the homeowner(s) prior to your project, and as you 
work with them. 

 
�  Make time to meet with your group prior to the project to go over safety guidelines and 

provide them with tool demonstrations. 
 
�  Meet with the homeowner at least once prior to the project. 
 
�  Organize your materials and tools once on the site to facilitate organization of the project. 
 
�  Assign tasks to you crew members, and PLEASE make sure you delegate cleaning to 

your crew. 
 
�  Plan time for your crew members to visit with the homeowner during the project. 
 
�  Invite your homeowner to have lunch with your group, if possible. 
  
�  Clean up after each day of the project and leave the area and home in order prior to 

leaving for the day 
�  If painting, please make sure rollers and brushes are cleaned or wrapped in plastic wrap 

after each use. 
 
�  If roofing, please make sure unroofed areas are covered in the event of rain. 
 
�  If more materials or supplies are needed during the project, you will be provided with 

phone numbers to contact runners who will bring your materials to you.  Plan ahead! 
 
�  KLF will not pay or reimburse for any materials pur chased prior, during, or after the 

project without permission for those purchases by p rogram coordinator).  
 
�  Please keep us informed of progress of project in the event there are additional resources 

needed to complete the project or the need to plan for an additional project if needed. 
 
�  Please do not promise homeowner any additional repa irs or services without 

contacting a staff person for permission.  
 
�  Please remember that safety is your responsibility as the Crew Chief, so continually 

reinforce and establish safety guidelines throughout the project. 
 
�  KLF will provide you with assistance if you run into a problem on the jobsite.  If we can’t 

answer your construction questions, we will seek professional advice. 
 
�  HAVE FUN!!!  
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Work Site Tips  
 

 
Painting: 

1. Take your time.  It’s not a race, you have all week. 

2. Scrape, scrape, scrape!!!  Surface prep is the most important part of a good paint 
job.  Use a good paint scraper.  A putty knife is not a scraper.  We have some 
scrapers we can loan if you need one. 

3. Don’t confuse the primer with the finish coat of paint.  Primer is the base coat 
with extra adhesives and sealers in it.  Do not even open the finish paint until you 
have finished with the primer.  Then put the primer away so as not to get them 
mixed up.  Look carefully to see where you have done the second coat. 

4. Be careful with ladders.  Most ladder accidents occur when you are trying to 
reach too far to the side.  If you are more than a few feet off the ground, have 
someone hold your ladder. 

 
Roofing: 

1. Be careful. 

2. Nail all nails all the way down .  When shingles get hot, they get soft. Any 
partially protruding nails will push through the shingle and cause a leak. 

3. Only use nails where they will be covered by the next layer of roofing. This is also 
very important if you are applying rolled roofing.  Do not put nails on the bottom 
edge of rolled roofing.  Use roofing cement to hold the bottom edge down.  There 
should be no exposed nails  on a roof. 

4. Shingles should overhang the roof ¾ -1  inch all the way around. 
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Safety On the Work Site  
 

The following is a list of safety precautions and concerns for construction personnel to utilize on the work site. Please go over 
with your group. 

 
LADDER SAFETY  
1.    Make sure that all ladders you use are in goo d 

condition.  Inspect each one for bends, cracks, and 
splits. Make sure all hinges, locks, guides, and 
leveling devices are functional. Check rivets, bolts 
and welds for looseness, rust or cracks. 

2. Check each ladder for its capacity rating and 
instruct your crew on its limits.  This is especially 
important in carrying materials up to the roof. 

3. Make sure your crew knows how to properly 
position a ladder.  Use a proper angle for the base of 
the ladder to the wall (1/4 the length of the ladder). 
Clear the area around the ladder. Avoid electrical 
hazards such as power lines. Make sure the ladder 
is properly leveled. Tie off at the top any ladder that 
will be used to get on a roof and make sure the 
ladder extends at least three feet above the roof edge. 

4. Teach your crew the proper use of a ladder. 
Make sure the job is within reach (no leaning out). 
Climb down off the ladder before moving it! Use 
both hands while climbing.  Some don't s with ladders 
are: Don't stand on the top step. Don't lean a 
stepladder against a wall.  Don't have more than one 
person at a time on the same ladder. Don't use a 
ladder horizontally (such as laying across scaffolding). 
Don't place a ladder 
vertically on scaffolding. 

5. Organize a "ladder buddy" system. 
 Make sure each person using a ladder for work has a 

partner to help stabilize the ladder and watch for 
hazards. 

6.   Middle Schoolers should not be on ladders abov e 
8 to 10 feet off the ground. 

POWER TOOLS 
1. Inspect all power tools for safety before using.  

Make sure all guards and safety mechanisms are in 
place and functional. Check power cords for cracks 
and exposed wires. 

2. Require each person using a power tool to wear 
eye protection.  

3. Make sure that any youth and inexperienced users  
are closely supervised when using a power tool.  

4. Make sure individuals are trained on the use of 
power tools at the work site before allowing them 
to use the tools.  

5. Do not allow horseplay of any type with power 
tools.  Encourage crew members to adopt a proper 
respect for the safe use of tools on the work site. 

 
 

 

 
 
ROOFING 
1.  Check the roof for structural soundness before   

beginning work.  Test for weak spots and point 
them out to the crew. Be cautious in estimating the 
weight the roof will hold and limit access 
accordingly. 

2.  Be aware of electrical hazards on or near the  
 roof.  Look for power, telephone, and other lines that 

may pose a risk. Take steps to safeguard the crew 
from these elements. 

3.  Evaluate the overall safety of your roofing  
 situation.  If you feel that the roof at your work site 

poses too great a risk for safe work (too great a 
pitch, too high off the ground, etc.) Please discuss 
this with your supervisor. 

4.  Middle Schoolers should not be on roofs. 

PAINTING 
1. Encourage the use of safety goggles when 

scraping.  Encourage the use of safety goggles when 
painting overhead. 

2. Limit the use of paint thinners and solvents to tools 
and not clothing.  Make sure the crew understands the    
safe use of clean-up chemicals at the work site. 

INSPECTION 
1. Locate potential hazards and plan how to avoid 

them. Get advice on any situation that could be a 
potential hazard (such as a weak roof, power lines to 
the building, or height of the roof from the ground). 
Only adults should work around live electrical wires. 

2.  All adult leaders should assist the crew chief in 
keeping a lookout for trouble.  

HEAT 
1. Make sure everyone on the crew is drinking large  

amounts of water when summer heat and humidity 
are present.  Make sure there is enough ice and water 
for the crew to take frequent water breaks. Discourage 
the heavy use of carbonated drinks (but not at the risk 
of drinking no fluids). 

2.  Insist on sunscreen and adequate clothing to 
protect from sunburn and over-exposure.  Rotate 
crew members on hot roofs and unshaded areas of 
work with other crew members in shaded areas. 

3.  Watch crew members carefully for signs of 
dehydration and heat exhaustion.  Get medical help 
immediately if symptoms cannot be treated with rest in 
a cool area and drinking lots of water. 
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CREW CHIEF INFORMATION FORM 
 

Operation Backyard (OB) is an inner-city home repair ministry in Knoxville, Tennessee.  Volunteers 
participating in OB will be engaged in construction activities including, but not limited to demolition, 
roofing, carpentry, digging, plumbing, glasswork, painting, flooring, masonry, exposure to hazardous 
material, and other facets of construction.  These activities may include, but are not limited to, the use 
of power tools such as saws and drills, as well as the use of hand tools.  The activities may also require 
climbing, with and without supplies, tools and materials as well as working in high places such as roofs 
and other types of construction work.   
______________________________________________________________________________________________________________  

 

PERSONAL INFORMATION 
Name: __________________________________________       Age: ________________________  
 

Address:  ____________________ City: _______________State: ____ Zip: ___________________  
 

Home Phone: (      )        -         Work Phone: (       )        -         Cell: (       )        -       
 

Email: __________________________________________________________________________  
 

Church Membership: _______________________ City: _______________   State:______________    
 

General Health: ____ Excellent ____ Good ____ Fair ____ Poor 
 

Do you have any physical limitations?  ____Yes     ____ No If yes, please explain:  
________________________________________________________________________________  
 

What experience do you have on a construction/home repair project?   
________________________________________________________________________________   
 

Are you willing and available to respond to call-backs from the homeowner, if any? _________ 

          SKILL LEVELS 

Please check all  areas of experience :   

NONE 
BASIC INTERMEDIATE SKILLED 

Carpenter/framing     
Plumbing     
Dry Wall     
Guttering     
Painting     
Electrical     
Vinyl Siding     
Roofing     
Linoleum     
Other:     
Other:     
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Crew Chief Information Form 

 
Please mark the tools you could bring to a work sit e: 

�  Circular Saw 
�  Nail Gun 
�  Level 
�  Table Saw 
�  Chop Saw 
�  Drill 
�  Saw Horse(s) 
�  Extension Cords 
�  Ladder(s) 
�  Pipe Wrench(s) 
�  Dry Wall Straight Edge 
�  Shingle Shovel 
�  Paint Rollers 
�  Extension Poles 
�  Wire Cutters 
�  Power Screw Driver 
�  Tape Measure 
�  Chalk Line 

 
Have you ever been convicted of child abuse or a crime involving actual or attempted sexual 
molestation of a minor?     Yes____ No_____   If yes, please explain:  __________________________ 
  
In the event of an emergency, please notify: ______________________________________________     
 
___________________________________________________________________________________________ 
 
___________________________________________________________________________________________ 
 
Name: ____________________________________________________________________________  

 
Phone:      (             )            -     ________________________________________________________ 
 
2nd Phone:  (             )            -  _________________________________________________________ 

 
If I accept a position of Crew Chief for Operation Backyard/Neighborhood Housing, Inc., I wish to make 
it clear that I will not expect any organization with which I may work or be associated to be responsible 
or liable to me for any loss or damage to my property; any personal injury or illness; or any other 
injuries or damage I may suffer; and in consideration of my admission to volunteer service, and for 
other good and valuable consideration, on behalf of myself, my heirs, executors, administrators and 
assigns, I hereby release the Knoxville Leadership Foundation, and Neighborhood Housing, Inc., their 
officers, directors, employees, and volunteers from any and all such claims or demands. 

 
Signature: ________________________________           Date:  ______________________________   
(Signature is required for the application to be complete.) 
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Safety Meeting  
 
 

Our group attended the Neighborhood Housing/Operation Backyard safety meeting on 
Sunday, ____________, 20____. 
 
Church Group       Signed 
 
___________________________________   __________________________________ 
 

___________________________________   __________________________________ 
 

___________________________________   __________________________________ 
 

___________________________________   __________________________________ 
 

___________________________________   __________________________________ 
 
___________________________________   __________________________________ 
 
___________________________________   __________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


