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                                 A commitment to our community


A volunteer effort of neighborhoods, business and government

2011 Brush Up Buffalo – Team Leader Handbook


2011
Dear Brush Up Buffalo Team Leader:

Thank you for your commitment to our 15th Brush Up Buffalo event!  September 10 is just around the corner and we appreciate your help in coordinating the efforts leading up to the big day.  This Volunteer Handbook outlines the project and each team member’s responsibilities.

Below, we have listed key items and dates to ensure a successful project, please share this information with your team.

· T-shirts will be available for registered volunteers from 3 to 8 p.m. on Wednesday, September 7 at Kensington–Bailey Neighborhood Housing Services (KBNHS), located at 995 Kensington Avenue, Buffalo, NY 14215. (Phone: 716-836-2784)
· All team supplies should be marked with a name, team name, and phone number.  Large supplies may be dropped off ahead of the event at the times below at KBNHS.  These items will be kept in a secure garage until the morning of the event.  The logistics and planning coordinator will be responsible for ensuring that supplies are delivered to the team’s house on the morning of the event; s/he will stay with the supplies at the house until the team arrives. (Brush Up Buffalo is not responsible for lost or damaged personal items, so please ensure they are labeled correctly and handled carefully by team members.) 
Tuesday through Friday from 9 a.m. to 4 p.m.
Wednesday evening until 8 p.m.
· Team leaders, or team designee, should arrive no later than 8 a.m. so as to be on the first bus to Westminster.  Team leaders need to keep a count of their team members as they arrive and when everyone has checked in they need to provide the number of actual team members that are on site that day and exchange any written liability releases (available onsite) for team members that did not sign up online for their t-shirt. (It is not necessary for each team member to sign-in individually at registration.)
· Each team will designate a logistics and planning coordinator prior to the event.  This team member will meet at the KBNHS parking lot no later than 7:45 a.m. on Saturday morning.  This team member will be responsible for ensuring that the team has the paint, supplies, and equipment needed for the day and will meet their team at the house.     
· This year team members will park at ECMC (462 Grider Street, Buffalo, NY 14215 (see map) Lot D through Gate 1 or 2) and be bused to the Westminster Charter School beginning at 8 a.m.  Please have team members arrive at ECMC between 8 and 8:20 a.m. for busing. Team members check in with their team leader when they arrive at Westminster.  

· After all the team members have arrived the team will walk to their designated house.  The teams on Darmouth will be transported by bus.  We ask that team members do not drive to the houses directly, as the streets are narrow and off-street parking in the area is limited.  If a team member needs to drive separately, then the team leader should be notified and parking will be arranged at the KBNHS parking lot. 
· After the house has been completed, including all clean up, and signed off by a member of the Brush Up Buffalo Committee, team members can walk back to Westminster to celebrate the accomplishments of the day.  Food and refreshments will be provided.   When ready, team members can return by bus to ECMC. 

· Each team should bring their own extension ladders, step ladders, extension poles, push brooms, drop cloths, rags, buckets, gardening tools, and any other supplies that they may need for their house.  Brush Up Buffalo will distribute paint brushes, buckets, rollers, and any other supplies that we may have; however there is a limited number of ladders, poles, and other supplies available.  Bringing supplies for your team will ensure that all team members have the tools they need to actively work on the house.  Please only bring ladders and other equipment that is in good working order.
· Did we mention that teams are encouraged to bring as many ladders and supplies as possible?  These include extension ladders, step ladders, brooms, dust pans, small pruning tools, shovels, garbage bags, gloves, rags, rakes, sunscreen, insect repellent, screw driver, pliers, etc. All supplies should be marked with a name, team name, and phone number.  

· Teams are responsible for set-up and clean-up on the day of the event.  Teams should ensure that landscaping, shrubs, driveways, vehicles, and fences are adequately covered with drop cloths prior to painting.  Clean-up for the event should include the removal of any paint splatter from the windows, driveways, neighboring properties, and personal equipment.  
· Team leaders should ensure that neighbors are aware that you may be on or near their property during the event, please report any concerns or problems to a Brush Up Buffalo Steering Committee member (list provided) ASAP if a problem arises.   
· If you have any questions or concerns relating to the event, please do not hesitate to contact the Brush Up Buffalo Hotline at 716-250-3353. 

Sincerely, 

Roseann Scibilia

President 

Brush Up Buffalo
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Please read this booklet at your earliest convenience to allow yourself adequate time to plan for the big day. The contents of this handbook may not be everything you need to know to have a successful event, but it will be helpful. Bring this booklet on the day of the event as a helpful reference. You may also download a copy or direct your team members to do so from our Web site at www.brushupbuffalo.org. 
Brush Up Buffalo 2011
Saturday, September 10, 2011 – 8 a.m.
The Day’s Agenda

· Team leaders should arrive at ECMC no later than 8 a.m. in order to catch the first bus to Westminster School. At Westminster leaders should proceed to the registration table to sign-in and report any known changes or issues with their teams at the school.  A tent and signs will be available for registration.  


· The logistics and planning coordinator for each team should meet at the KBNHS no later than 7:45 a.m.  The earlier the better!  


· Team members should arrive at ECMC between 8 a.m. and 8:20 a.m.  It is not necessary for individual team members to sign-in at the registration tent.  Individual team members should meet with their team leader, or designee, near the sign that designates their team after being bused to Westminster School.   


· All team members should be at their houses by 9 a.m.  There will be a house foreman at each house the morning of the event.  The Team Leader should introduce themselves to the foreman and the homeowner upon arrival at the house.  The team may start when the foreman gives the go-ahead. 
· Due to concerns with lead paint containment, the houses will be scraped and prepped ahead of the Saturday morning.  This should reduce the amount of time required for preparation, and should increase the time available for painting and side projects.  Teams should not scrape the house without direction from the foreman!  

· Teams should notify a member of the Brush Up Buffalo committee when they are near completion of their project so that the foreman and team leader can sign off on the project.  The committee member will coordinate pick-up of supplies.  Supplies will return to KBNHS and team members can walk back to Westminster to join the post-event celebration.  (Please do not leave supplies unattended.) 
· This is a community event!  Please take some time to meet the other teams, the neighbors and the homeowners, and make sure you have fun!  
Inclement weather: 
In the event of severe rain, wind, or other inclement weather, the Brush Up Buffalo committee will notify team leaders directly via email or phone call.  Teams are encouraged to set-up a phone tree, text tree, or email distribution for their team to notify them of changes in the event.   These changes may include a delay in start time or cancellation of the event.  

Team members should be encouraged to check www.BrushUpBuffalo.org for updates and changes to the event.  They may also call the Brush Up Buffalo hotline at 716-250-3353 for up-to-date information on the status of the event.  

An email notification blast will also be sent if plans change; however, we cannot guarantee the timeliness of these messages, so we encourage team members to check with their team leader, the website, or the hotline on the day of the event.   

A Brush Up Buffalo committee member will also be on-site at ECMC and Westminster School to direct participants and answer questions in the event of a delay or cancellation. 

If inclement weather prevents us from holding the event on Saturday, September 10, the event will be cancelled for 2011.  A rain date will not be scheduled at this time. 
General Information

NO ALCOHOLIC BEVERAGES PERMITTED
Our liability insurance would be voided. We have to adhere to this rule.

VOLUNTEERS ASSIGNED TO HOMES MUST BE AT LEAST 18 YEARS OLD
This is an insurance requirement, children under 18 are not allowed on site at the event.  Daycare will not be provided. 
T-SHIRTS

T-shirts will be provided compliments of Brush Up Buffalo. T-shirts will be available for pick-up by the team leader on Wednesday, September 7, from 3 to 8 p.m. at the Kensington–Bailey Neighborhood Housing Services (KBNHS), located at 995 Kensington Ave, Buffalo, NY 14215 (see map). Please make arrangements to have your t-shirts picked up and distribute them to your team members. Teams must wear the T-shirt on the day of the event. 
DRESS APPROPRIATELY
Brush Up Buffalo provided T-shirts must be worn on the day of the event.  Closed toe shoes are also required, although soft-gardening sandals (crocs) are allowed.   Team members should be encouraged to wear clothes that are appropriate for painting as spills, drips, and accidents do happen when painting. 
PARKING

Please try to car pool.  Parking is available for all team members at the Erie County Medical Center (ECMC) in Lot D through Gate 1 or 2 located at 462 Grider Street, Buffalo, NY 14215 (see map).  This facility is most easily accessible from the Grider Street exit of the Kensington Expressway (Rt. 33).  Members will be bused to Westminster Charter School from ECMC.
RESTROOMS

Portable toilets will be available at Westminster as will the facilities inside the school.  Additional facilities are available at KBNHS. 
MEDICAL/FIRST AID
If the injury / emergency are severe, please dial 911 immediately, an ambulance will be on call in the vicinity.  Identify that you are with Brush Up Buffalo; give the location of the house you are at.
Please call Roseann Scibilia at 716-903-1464 immediately if there are any medical related concerns at your site.  She should be contacted ASAP, no matter how minor you may believe the injury / emergency may be.  Contact Jesse Baldwin at 716-868-5099 if Roseann is unavailable.
WHO TO CONTACT:
A Command Center/Information Center will be at the Kensington–Bailey Neighborhood Housing Services (KBNHS), located at 995 Kensington Ave, Buffalo, NY 14215 (see map). Volunteers in colored t-shirts will also be circulating from house to house during the day.
Issues with neighbors, homeowners, volunteers:  Roseann Scibilia 716-903-1464 

Medical concerns, injuries:  911 (if severe), notify Roseann Scibilia 716-903-1464 or Jesse Baldwin 716-868-5099.  

Need supplies, ladders, paint:  Mike DeWind 716-983-4932 or Jim Phillips 716-553-2600. 
Publicity, news, press releases:  Tony Astran 716-982-2088 or Roseann Scibilia 716-903-1464
Team and volunteer concerns:  Melissa Grainger 716-803-2588

CLEAN-UP AND RETURN: 
Team leaders and foreman should work together to ensure that the painting project is proceeding as expected.  If you think your team is running behind schedule, or that more volunteers may be needed to assist with completion, please contact Melissa Grainger 716-803-2588 to coordinate the deployment of more volunteers to your site.  

As the project nears completion, the team leader should notify a member of the Brush Up Buffalo committee to arrange for sign off of the project and pick-up of supplies.  Supplies should never be left unattended at the house without volunteers.   

Volunteers can walk back to Westminster when the house they are painting is completed, or they may be asked if they would like to assist with another house.  Supplies, ladders, and extra paint will be returned to KBNHS.  Personal supplies, ladders, and equipment may be transported on the bus with the volunteers, or may be sent to KBNHS for pick-up later that day. 

The Team Leader is responsible for the final inspection of the house and grounds, prior to the team leaving the area. 

Paint:  Unused paint should be tightly sealed in cans and placed by the curb for pick-up. 

Brushes:  Brushes should be placed in a bucket for clean-up and reuse next year. 

Rollers and Handles:  Roller pads should be disposed of after use.  Handles should be wiped off and placed in a bucket / bag for clean-up and reuse next year. 

Ladders:  Ladders should be placed by the curb for pick-up by Brush Up Buffalo staff or other volunteers.  Please do not leave ladders unattended at any time!   

Trash / recycling:  Trash and recycling should be separated and placed by the curb for pick-up by Brush Up Buffalo staff or other volunteers. 

Other supplies:  Poles, screens, buckets, razors, brooms, drop cloths, openers, and other non-disposable supplies should be cleaned and placed by the curb for pick-up.   

The team leader and professional painter should perform a final walk-through with the home-owner prior to putting away all supplies.  
A final photo should be taken in front of the house with your team for publicity and posterity.  A member of the Brush Up Buffalo committee or other volunteer will be available to assist if needed. 

Prior to leaving the site, please be sure to thank the neighbors for their patience and consideration during the event.  

Please do not hesitate to contact a member of the Brush Up Buffalo committee if you have any questions, concerns, or needs during the day of the event.  

Role of the Team Leader: 
The team leader meeting will be held on Wednesday, August 31, from 6 to 7 p.m. 

Location: Westminster Community Charter School
Responsibilities: 
· Recruit volunteers for your team and encourage all team members to register on line.
· Communicate information to team members.
· Arrange pick-up of t-shirts. 
· Secure supplies, ladders, and supplies for the day of the event. 
· Have a sign or banner to identify your company or organization at adopted home.
· Work with professional painter assigned to your home.
· Be sure to have enough ladders to complete the home.
· Complete the home with the best quality possible.
· Have fun!  
Role of Foreman
A foreman will be assigned to each team and will be onsite at each house to provide guidance and technical expertise.  S/he is ultimately responsible for safety and well-being of volunteers.  Volunteers and team leaders must follow direction of the foreman regarding ladder usage, lift usage, painting tips, and any work done above shoulder level.  
First Aid and Safety

Safety of your team members is your No. 1 obligation. First aid is available at area hospitals.  

DO NOT UNDERTAKE ANY ACTIVITY, WHICH ENDANGERS YOURSELF OR OTHERS. BE PARTICULARLY CAREFUL OF ELECTRICAL LINES AND LADDERS. PLEASE KEEP THE FOLLOWING SUGGESTIONS IN MIND:
· Be sure all ladders are securely seated and will not slip. (Station a second person at the bottom of each ladder for security.)  Check with a professional painter if questions arise.  
· Do not stand on the top step of the step ladder.

If the injury / emergency are severe, please dial 911 immediately, an ambulance will be on call in the vicinity.  Identify that you are with Brush Up Buffalo; give the location of the house and the nature of the injury.  
Please call Roseann Scibilia at 716-903-1464 immediately if there are any medical related concerns at your site.  She should be contacted ASAP, no matter how minor you may believe the injury / emergency may be.  Contact Jesse Baldwin at 716-868-5099 if Roseann is unavailable.
FREQUENTLY ASKED QUESTIONS AND ANSWERS
Q.
What will Brush Up Buffalo provide?
A.
We will provide the following:

· Paint.
· Most of the supplies and equipment needed.
· A bus ride from ECMC to Westminster Community Charter School and back (and from the school to houses on Dartmouth Avenue).
· Water and /or soft drinks for volunteers.
· Breakfast before the event, and lunch immediately following the event. 
Q.
What should the team bring to the event?

A.
The team leader and team should bring: 
· Volunteers 

· Ladders 

· Rags 

· Individual water and drinks (alcoholic beverages are not permitted)

· Sun screen and insect repellant

· Brooms and flat shovel for clean-up 

· Banner with your team name 

· Plants, hedge clippers, garden tools, if you plan on doing landscaping

· Cell phone to contact Brush Up Buffalo staff if needed. 

Q.
What is the purpose of the project?
A.
To help elderly, disabled, and/or low-income citizens paint and fix up the exterior of their homes. Exterior painting is physically impossible for many of those folks to do themselves and too costly to hire anyone else to do it.  There is no charge to the residents.

Q.
How are the recipients chosen?

A.
All homeowners in the targeted area will be contacted by a Brush Up Buffalo committee member.  Recipients will be selected based on need, financial status, and the condition of the home.  All homeowners have passed a financial review to determine need.  
Q.
How will the neighborhood be selected?

A.
The selection committee will focus on criteria established including such items as location, need, housing mix, economic development experience and potential impact of the project on the neighborhood.  We want this project to enhance the results the group has already achieved and encourage them to continue their efforts.

Q.
Other than the selected home, will anything else be done in the area?

A.
Trees, shrubs, and flowers will be planted if teams desire to do so and the resident approves. 

Q.
How many volunteers are needed?

A.
Teams of 25 people will be assigned to each house. The number of volunteers per house will vary with the size of the home.  Teams of all sizes are accepted but may be supplemented with other volunteers.

Q.
Are there any restrictions on volunteers?

A.
All volunteers must be at least 18 years old in order to participate.  No alcoholic beverages will be permitted during the project.  Spray painting is also not permitted.

Q.
What about parking for the volunteers?

A.
Free parking will be provided at ECMC in Lot D for all volunteers.  Volunteers will be bused to and from the homes. 
Q.
What about food?

A.
Breakfast, snacks, beverages and lunch will be provided by Brush Up Buffalo for all teams throughout the day.

Q.
What about security?

A.
Police will be alerted to our presence on the date of the event and they have advised that they will circulate within the project area throughout the day.
Q.
Will there be media coverage?

A.
Radio, televisions, and newspaper coverage is expected.  We encourage you to get your company’s name on our participant list as soon as possible.  All participating companies may post their company signs and logos in front of their house.  If you see a reporter / video camera and Tony Astran is not nearby, please call him at 716-982-2088.
BRUSH UP BUFFALO 2011
HOMEOWNER’S VISIT BY TEAM LEADER
Owner:

__________________________________________________________

Address:
__________________________________________________________

Phone:

__________________________________________________________
1. Determine exactly what is to be painted.
2. What are the homeowner’s expectations?

3. Are there any repairs needed before painting?  

4. What obstructions have to be eliminated before painting?

5. Is there an outside water facet and hose?

6. What other items should the painters be careful of (prized flowers, fences, neighboring properties)?

7. Does the homeowner or neighbor have a dog we should be careful of? 

8. Will the homeowner (or family) be able to work along with the team?
9. Tell the homeowner a little about your group.
10. Overall, evaluate the homeowner’s feelings and concerns about the project (including noise, radios, etc.).
11. Please contact Roseann Scibilia 716-903-1464 if any issues or concerns arise during your inspection. 
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