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HOW TO USE THIS HANDBOOK 

 

We are grateful for your interest in maximizing the potential for beneficial 

outcomes for “Returning Citizens” through effective Transition House Ministry. 

 

It is our hope that this Handbook will create the framework and the necessary 

tools for creating stability and longevity for your Transition House.  In organizing a 

Transition House, the first question that should be asked is, “What is my raison 

d’être, or my mission for being?  The initial outlay of the Handbook will suggest 

the reasons, demographics, and dualism relative to the need of transitional 

housing.  The section on the Feasibility Study, and How to Start a Transitional 

House, will provide the justification for starting a Transition House, as well as the 

guidelines for starting your facility.  The guidelines will give instructions that are 

essential from the Organizational Phase through the Operational Phase.  

Following these instructions will help to solidify essential components needed for 

a successful operation of your facility.  

 

Listed are a series of Applications beginning with the 501 (c) 3 Streamline 

Application through the Sample Zoning Permit Applications, which will indicate 

samples of essential or possible requirements for operations, depending upon 

your locale.  The 900 – EZ form and the sample Annual Report Filing Instructions 

are required in order to maintain operational status. 

 

Instructions for designing brochures and other marketing materials through the 

Restoration Hope House Application for prison interviews are tools for 

administrative use that will assist with operational procedures.  It includes rules 

and regulations that will assist with operational management. 

 

This Handbook will assist you in knowing how to fund your Transitional House 

through suggested salaries for Executive Directors, and suggest guidelines that are 

essential to financial operation.  Information is included that will assist with 

funding, grant preparation, application, and valuable information regarding your 

Executive Director.  
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The last section of the Handbook will be the Appendix which will provide 

additional information regarding the operation of transitional housing.  It will also 

include a list of the currently known Seventh-day Adventist operated transitional 

facilities. 

 

May Our Lord anoint His Ministry through and in a “Most Powerful” way! 

 

The North American Division Adult Ministries Department 

J. Alfred Johnson II, Director 
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THE THEO-PHILOSOPHICAL REASONS FOR TRANSITIONAL HOUSING 

 

Theo-Philosophical reasons for transitional housing may be defined as the biblical 

fundamental nature for the reality and existence of shelter for homeless 

individuals, which includes not only non-offenders, but ex-offenders. 

 

The Theo-Philosophical apriority for the existence of transitional houses in its 

current sense finds its emergence in the Theistic imperative that is mandated in 

the Bondage Phenomenon in Matthew 25.  However, we should not allow our 

social and theological blinders short circuit our vision to the fact that transitional 

housing is not only substantiated in the New Testament, but it is also embodied in 

the Old Testament, as well.  One prime example would be the Cities of Refugee as 

denoted by Joshua 20:7-8.  These Cities of Refugee offer the offender an 

opportunity to study and communicate with the Levites who were trained in the 

things of God.  These cities provided a place of refuge and transition for the 

offender which allowed him to be taught the ways of Jehovah.  It is during 

encounters like this that we see the synchronicity of God intersecting with the 

destiny of humanity. 

 

The Bondage Phenomenon in Matthew 25 may be described as the social, 

physical, and spiritual depravity that depicts the plight of the homeless, hungry, 

naked, thirsty, sick, and the prisoner.  Our primary focus of concern from the 

bondage phenomenon itinerary is transitional in nature – namely, prisoners who 

are the homeless.  The fallout from this phenomenon results in the paralysis of 

the cobweb stigma where those who are in bondage are caught in the seemingly 

inescapable webs of dismay, hopelessness, frustration, oppression, and 

depression.  They feel like they are imprisoned in a long corridor with no exit 

signs, socially, isolated, spiritually emaciated, theologically castigated, and 

physically asphyxiated 

 

In Matthew 8:20, didn’t Jesus say that the foxes have holes and the birds of the 

air have nests, but the Son of Man has nowhere to lay His head?  The implications 

of this suggest not only the social trauma of homelessness, but the physical 
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necessity of shelter for those who are caught in this transitional conundrum.  This 

text further suggests that we can no longer be social isolates imprisoned in our 

cells of insensitivity, but we must be proactive and inclusive in our ministry to 

those who are struggling in the quagmire of homelessness.  Pros Michael said, 

“That we are one pay check away from being homeless.”  Our own church has for 

years, as it relates to offenders who fit the classification of homelessness, has had 

an ostrich complex in our recognition for transitional housing. 

 

Could it be that we too have been caught up in a web of social bureaucracy as it 

relates to the transitional nature of humanity?  William Barrett in his book, The 

Irrational Man: A Study of Existential Philosophy, said, “Man’s feeling of 

homelessness of alienation has been intensified in the midst of a bureaucratic, 

impersonal mass society . . . usually to be dropped below the surface of 

consciousness and forgotten.” 

 

I guess Cliff Smith was right when he said, “We are never going to end 

homelessness  . . . but we can do a better job than we are doing now.”  Suffice it 

to say, we are never going to have enough transitional houses, but we can do 

better than we are doing now. 

 

Dennis Kucinich, former U.S. Representative of Ohio, called homelessness a 

weapon of mass destruction.  Former President Georg Bush and Dick Cheney 

couldn’t find any weapons of mass destruction, but we can.  They are prisoners 

coming back into the community with no place to stay, no job, striped of dignity, 

branded by a number, and a nomenclature called a felony; isolated from 

opportunity, and returning to a survival mode in criminal behavior destroying not 

only the community, but themselves.  

 

Transitional Housing will help to eliminate the opportunity of an ex-offender 

being a weapon of mass destruction.  Ralph Waldo Emerson said, “When a man 

helps others from destroying themselves, he helps himself.”  George Washington 

Carver said, “Be tolerant with the homeless, because someday that may be your 

lot.”  We are not to look down on a child of God because they are in a precarious 
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predicament needing a place to lay their head.  Jesse Louis Jackson said, “Never 

look down on anyone unless you are helping them up.” 

 

Transitional Housing is a re-integrative tool that is dualistic in nature that seeks to 

promote societal acclamation by reconciling former offenders to society and 

society to former prisoners.    

 

Transitional Housing is transitional in nature.  It provides a professional support, 

education, and stability with the idea of helping an ex-offender to become a 

productive citizen. 

 

After living a life in oppression which has been the offender’s thorn in his flesh, in 

the concrete jungles of correctional facilities, the transitional facility must offer 

refuge and hope.  Every offender needs to know that whatever personal 

circumstances that he had to endure, he can overcome.  

 

Beethoven’s claim to fame came while he was deaf.  Jackie Joyner Kersey 

overcame polio and won a gold medal.  A pearl is the result of a diseased oyster.  

A certain kind of Bermuda grass grows best when you try to kill it.  John Milton 

peeped into Paradise Lost through blinded eyes.  This is the kind of hope that can 

be instilled in transitional housing residents, that in spite of being a victim of the 

cage syndrome, they can overcome. 

 

The clarion call to the church is to be more proactive in prison ministry and 

especially in the area of transitional living.  This call is predicated upon the 

premises that every year, 650,000 inmates return to society; 54,166 every month; 

12,500 every week; 1,780 every day, bearing in mind that this is the national 

norm and not the state norm.  This august number of inmates severely impacts 

the homeless dilemma in our communities.  Our church is not exempt from the 

social, spiritual, and economic influence of the homeless quandary in our 

environment. 
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Some of our communities have become polarized communities because of the 

pointed migration of ex-offenders geographically to specific locations.  Such a 

conundrum precipitates the inevitability and urgency of engagement by our 

church to provide transitional housing.  Transition Houses should not only be 

houses of transition, but houses of hope for those who have been oppressed.  

James Cone in his book, Speaking the Truth, said, “That the eschatological hope of 

the oppressed is not an opiate or sedative because it is a hope derived from a 

historical struggle and never separated from it.  God is the power that transforms 

the suffering of the present to the hope of the future.” 

 

The North American Division of Adult Ministries has rekindled its initiative to 

foster the challenge of encouraging our Conferences / Prison Ministries to foster a 

greater concern for transitional housing facilities, to follow the pathway of 

communication through NAD, in order that we may promote a more effective 

agenda to advance the commission of Jesus.  We want to be on one accord with 

you, and to ensure that you are on one accord with us.  The pathway that leads to 

training starts with us.  It is our desire to produce training material for all aspects 

of prison ministry that is generic sensitive to every state in the Division. 

 

Just like the disciples at Pentecost, we want to be on one accord.  Like the movie 

entitled, Drum Line, when the band director said, “One band, one sound” – this is 

our Modus Operandi. 

 

I would like to conclude this discourse with the captives and caged bird scenario.  

It is in places of duress that scenes of transformative eternal glory take place in 

life.  Life for the captive is like the life of the caged bird.  In the life of the captive, 

he has been accustomed to listening to the music of so many different voices.  

The lyrics of the voices say, “Kill, steal, rob, sell drugs, extort, etc.”  

 

Jesus wanted to teach the captive a separate melody.  Notice how each captive 

was taught individually because the lyrics of salvation is a personal encounter that 

requires personal endurance. 
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Samuel Pippin in his book, Patience in the Midst of Trails and Afflictions, said, 

“That the master does not try to teach the birds a number of songs, but he covers 

the cage, and places it where the bird is to listen to one song that he is to sing.  In 

the dark, he tries, and tries again to learn that song until it is learned, and he 

breaks forth in perfect melody.  Then the bird is brought forth and ever after he 

can sing that song in the light.   

 

Thus God deals with humankind.  God has to teach the captive and when he has 

learned in the midst of the shadows of affliction, he can sing ever afterward.” 

 

One song!  One sound!  One music sheet! 
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MISSION STATEMENT 

 

 

What Is Your Mission? 
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DEMOGRAPHICS FOR THE NEED OF A TRANSITIONAL HOUSE 

 

 

Demographics that suggest the need for a Transition House. 

 

1. More than 650,000 prisoners will reenter society every year. 

2. The majority of prisoners cluster in a few neighborhoods. 

3. Fifty percent of all prisoners released cluster in five (5) states. 

4. Two-thirds (2/3) of all prisoners released cluster in 16 states. 

5. Thirty-four percent of prisoners cluster in 6 out of 77 Chicago communities. 

6. Eleven percent of prisoners cluster in 6 out of 55 Baltimore communities. 

7. Forty-one percent of prisoners cluster in 5 of 175 Detroit communities. 

8. Fifteen thousand-two hundred and twenty seven prisoners cluster in 8 of 

159 counties in Georgia. 

9. Chicago, Houston, Cleveland, and Baltimore house the largest 

concentration of released prisoners. 

10. The average age of prisoners released from prison is 30. 

11. Two-thirds of prisoners identified drugs as the major cause of their 

problems. 

12. Seventy-five percent (75%) said that a job would keep them from coming 

back to prison. 

13. Eighteen percent (18%) of prisoners had prospects of employment while 

they were incarcerated. 

14. Thirty-one percent (31%) of incarcerated were unemployed prior to 

incarceration. 

15. Prisoners who reenter society are more likely to experience health and 

behavioral problems such as: Depression, Asthma, HBP, Hepatitis, and HIV 

Aids. 
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WHERE DO PRISONERS GO? 

 

 

1. Impoverished communities. 

2. Disenfranchised communities. 

3. Communities that have little social support. 

4. Communities that have a high crime rate. 

 

 

Assistance in the following areas will curtail recidivism: 

 

1. No money. 

2. No housing. 

3. No job. 
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FEASIBILITY STUDY FOR TRANSITIONAL HOUSING 

 

The following questions should be answered during any feasibility study. 

 

1. Will there be community support for a Transitional House?  Can an 

adequate donor list be developed that will provide sufficient secondary 

revenue for the project?  Can you identify persons who are willing and able 

to raise funds through contacts with other persons of means, through grant 

writing, and through links to religious groups and ordinary donors? 

 

2. Is there a need for a Transitional House in your area? 

 Are there prisons near the proposed sites?  Does the Parole or 

Probation Officer have any rules that your Transitional House needs 

to be cognizant of; to be in compliance with state regulations? 

 Are there other places where persons in prisons go for housing?  If 

so, would your Transitional House improve services or respond to a 

specific demand not being met in your area? 

 Will you be serving former prisoners or persons who have received 

alternative sentences?  Are there rules or policies that would be 

required by the courts or probation to house alternatively sentenced 

persons? 

 

3. Will it be easy to identify individuals to volunteer at your facility such as: 

cooks, healthcare, counselors, substance abuse group leaders, survival skills 

instructors, etc.? 

 

4. What kind of job placement for former prisoners can we anticipate?  Are 

there jobs that are accessible via public transportation? 

 

5. What are the zoning requirements for a Transitional House in your area? 
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6. Can you develop a list of persons who will be willing to provide in kind, 

items such as: kitchen utensils and supplies, bedroom, and living room 

items, etc.? 

 

7. Can you recruit persons who are able and willing to help with home 

improvements? 

 

8. What other services (job placement, AA, NA, etc.) are offered in the 

community for the residents of your housing facility? 

 

9. Develop a timetable within the study for task completion.  Identify persons 

who are willing to work on specific parts of the plan. 
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HOW TO START A TRANSITION HOUSE 

 

PURPOSE 

The purpose of this Handbook is to give an overview and general guidelines to aid 

you in starting a Transitional House in your community. 

MISSION 

The Mission of any Transitional House should be to reconcile former prisoners to 

society, and society to former prisoners through the development of supportive 

communities. 

CHARACTERISTICS OF A SUPPORT COMMUNITY 

1. Former prisoners living together in a family setting. 

2. Active involvement of volunteers from a broader community. 

3. A spirit of open participation and decision making by all of the members of 

a Transitional House community. 

4. A sharing among Transitional House communities, with emphasis on the 

common good. 

ORGANIZATIONAL PHASE 

1. Establish a Board of Directors of 13-21 unrelated persons and elect officers.  

2. Establish a Mission Statement, Bylaws, and other Board related policies. 

3. Form a Planning Committee of eight (8) unrelated persons. 

4. Choose a treasurer who will be trained and will follow your Transitional 

Housing accounting and bookkeeping procedures. 

5. Choose someone who is willing to be trained in and to follow your 

transitional housing guidelines to handle and report donations (including in-

kind) and volunteer hours.  

6. Choose a group secretary to take the minutes of each Planning Committee 

meeting. 

7. Organize a feasibility study committee. 
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THE WORK OF THE PLANNING COMMITTEE 

1. Elect and send one nonvoting representative to each Transitional Housing 

Board Meeting.  

2. Secure a 501(c) 3 status, a Federal ID# and an incorporation status to open 

a bank account. 

3. Use the name of your Transitional House, historical data, other data, and 

materials to assist you in your fundraising endeavors for your Transitional 

House. 

4. Secure a computer and computer software for bookkeeping and list 

maintenance. 

5. Complete the state and local registration and permit requirements to start 

a Transitional House. 

6. Develop an Operating Manual, Donor Receipts and other network wide 

documents. 

7. Request support and training in fundraising and board development from a 

nonprofit management agency.  

APPLICATION FOR PREPARATION STATUS 

The Planning Committee must be able to show the Project Review Committee 

that it has done the prerequisite work to show that the transitional housing 

project is ready to move to the next stage of development. 

The Planning Committee must demonstrate the following:  

1. Must show that a local Board of Directors, composed of 13-21 unrelated 

persons, reflecting the diversity of the community is meeting monthly. 

2. Must show that Bylaws have been written and approved by the Policy 

Committee and the full Board. 

3. Regular financial reports, approved by the Finance Committee, must have 

been submitted on a monthly basis since approval or planning status. 

4. Regular progress reports and activity summaries must be submitted on a 

monthly basis to the Project Committee for at least six (6) months. 
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5. A representative of the Planning Committee has participated regularly in 

Transitional House Board Meetings. 

6. Donor/mailing list information and grant application reports have been 

submitted on a quarterly basis, since the planning status was approved. 

7. Must develop an adequate list of donors whose average gift is $25.00 which 

has been reviewed by the Finance Committee. 

8. The Planning Committee must have submitted its Board Minutes on a 

monthly basis. 

9. Contacts must have been made with nearby correctional facilities. 

10. All local and state registration and reporting requirements have been met 

(state and corporate annual reports, solicitation permits, sales tax 

exemption). 

11. An Attorney and a Realtor who will provide pro bono services during the 

property search/purchase have been identified. 

12. Has raised or pledged with written verification, at least: 

a. 20% of the purchase cost. 

b. 50% of one staff person’s annual salary. 

c. 50% of the estimated cost of renovation (for capital improvement). 

When the Project Committee reviews the requirement listed above and makes a 

positive recommendation to the Transitional House Board of Directors, and its 

recommendation is approved, then you will be given preparation status. 

PREPARATION STATUS TO PRE-OPERATIONAL STATUS 

Your transitional housing project will move from the preparation status to the 

pre-operational status when it can show, through proper documentation that the 

following steps listed below have been implemented through a written request to 

the Project Review Committee; the Committee makes a positive request to the 

Board and the Board approves the request. 

1. At least 13 unrelated committed individuals, board members, or others are 

in place to implement the functions of the various standing committees. 

2. The Personnel Committee has adopted personnel policies and has 

developed a schedule for staff recruiting and hiring. 
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3. The Board through its Policy Committee, has adopted residency admission 

criteria, house rules, house management related policies (guests, overnight 

passes, special conditions of residency, etc.), and guidelines for medial 

relations.  

4. The transitional housing project volunteers have begun recruiting efforts in 

correctional facilities and penal institutions. 

5. A budget for the first fiscal year of operation has been submitted to and 

approved by the Finance Committee. 

6. Property has been identified that is structurally sound and properly zoned.  

A comprehensive inspection has been conducted and a renovation budget 

has been drafted, submitted, and approved by the Project Review 

Committee. 

7. The project has involved the Board and its attorneys in drafting the 

purchase contract and the terms of the mortgage. 

8. The Executive Committee has been provided with all of the documentation 

related to the purchase contracts and purchase of the loan. 

9. The Board has raised, or has committed with written verification, the 

following: 

a. 25% to 50% of the cost or 100% of the rental cost. 

b. 100% of one staff person’s annual salary with benefits. 

c. The cost of all renovations. 

OPERATIONAL STATUS 

Your transitional housing status moves from pre-operational status to operational 

status when you submit a request to the Project Review Committee, and you can 

demonstrate the following: 

1. Property has been acquired; renovation plans are being implemented; 

property tax exemptions have been resolved.  

2. The staff has been properly trained and has been offered permanent 

employment by the Board. 

3. Interviews are being conducted at correctional facilities. 
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When operational status has been obtained, the Project Review Committee and 

the Board will endorse the transitional housing project as fully operational, and 

that it is eligible to exercise all of the privileges and responsibilities germane to its 

supportive communities. 

FEASIBILITY STUDY 

The following are questions that need to be answered during any Feasibility 

Study: 

1. Will there be community support for a Transitional House?  Can an 

adequate donor list be developed that will provide sufficient secondary 

revenue for the project?  Can you identify persons who are willing and able 

to raise funds through contacts with other persons of means, through grant 

writing, and through links to religious groups and ordinary donors? 

2. Is there a need for a Transitional House in your area? 

a. Are there prisons near the proposed sites?  Does the parole or the 

probation office have any rules with which your Transitional House has 

to comply? 

b. Are there other places where persons in prisons go for housing?  If so, 

would your Transitional House improve services or respond to a specific 

demand not being met in your area? 

c. Will you be serving primarily former prisoners or persons who have 

received alternative sentences?  Are there rules or policies that would 

be required by the courts or probation to house alternatively sentenced 

persons? 

3. Will it be easy to identify individuals to volunteer at your facility (cooks, 

health care, counseling, substance abuse groups, survival skills, instructors, 

etc.)? 

4. What kind of job placement for former prisoners can we anticipate?  Are 

there jobs that are accessible via public transportation? 

5. What are the zoning requirements for a Transitional House in your area? 

6. Can you recruit persons who are able and willing to help with home 

improvements? 
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7. Can you develop a list of persons who will be willing to provide in kind 

items (kitchen utensils and supplies, bedroom items, living room items, 

etc.)? 

8. What other services (job placement, AA, NA, etc.), are offered in the 

community for the residents of your housing facility? 

9. Develop a timetable within the study for task completion.  Identify persons 

who are willing to work on specific parts of the plan.  

FEASIBILITY STUDY IMPLEMENTATION 

The primary issue that needs to be recognized is your need for funds.  Can you 

implement the fundraising plans?  Are there enough persons willing to be 

involved in fundraising?  The only way to measure fundraising is with results.  

How many contacts have been made with persons of means?  How much has 

been donated by this group?  How many religious groups have pledged funds?  

How many grants have been written?  Which grants have been funded?  Have you 

had a fundraising drive with telephone calls to donors?  Have you started to plan 

an annual event? 

THE IDEAL HOUSE TO PURCHASE 

Size:  

1. The maximum housing capacity should be seventeen (17) living in a home 

with eight (8) or nine (9) bedrooms.   The minimum capacity should be ten 

(10) with five (5) bedrooms.  The ideal capacity is fourteen (14) with seven 

(7) bedrooms.  Thirty percent (30%) to 50% of your operational revenue 

should be generated from rent paid by the residents.  

2. The public areas should have: 

a. A large kitchen with at least one (1) dishwasher, ten  (10) cabinets for 

food, appliances, cups, glasses and dishes, five (5) draws for flatware, 

serving spoons, hot pads, towels, counters for preparing meals, and to 

hold toasters, microwave, etc.  Room for a kitchen table, four (4) chairs, 

one (1) large 20 cubic foot freezer. 
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b. One (1) large dining room area in which a table can seat sixteen (16) 

people. 

c. Have at least three (3) full baths. 

d. A living room with space for a TV, two (2) couches, and three (3) other 

chairs. 

e. An office for one (1) computer, one (1) desk, one (1) file cabinet, 

telephone and answering machine.  

f. An additional family room with furniture and games (pool table, 

weights, etc.). 

Location: 

1. Zoning is the key issue.  It is very difficult to open a Transitional House in an 

area that is pre-zoned for this type of residence.  Check the zoning laws in 

your municipality to determine what areas are already open to a home in 

where there would be between (10) to fifteen (15) unrelated persons living 

together.  You will need a pro bono Lawyer and Realtor. 

2. The ideal house will be on or close to a bus or other public transportation 

routes.  

3. The ideal house will be in a neighborhood in which minorities, women, 

former prisoners, and volunteers feel comfortable. 

Financial Support: 

1. 50% of your operational budget will come from fees. 

2. 50% of your operational revenue must come from other sources. 

a. 10% should be expected from grants. 

b. 20% to 50% from individual donors and businesses. 

c. 10% to 30% from religious groups. 
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LIST OF NECESSARY FUNCTIONAL COMMITTEES 

The first six (6) committees listed below need to be up and running in order to 

move from Preparation to Pre-Operational status.  Staff members are liaisons to 

committees and are not counted as committee members. 

 COMMITTEE   Number on Committee  Comments 

      (Minimum)  (Ideal) 

1. Fundraising    3  8 

2. Property Search   2  4 

3. Nominating    3  5 

4. Finance     2  3 includes Treasurer 

5. Community Outreach, Education 

And Public Relations   3  5 

6. Executive    4  5 

The next six (6) committees need to be up and running in order to move from Pre-

Operational to Operational status.  This does not imply that earlier work cannot 

be started on these committees.  

1. Personnel     2  3 

2. Volunteer     2  4 

3. Policy      2  3 

4. Review     2  4 

5. Furnishing     2  4 

6. Property and Grounds,  

House, Maintenance   3  6 
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TRANSITIONAL HOUSE CHECKLIST 

 

1. Board of Directors 

2. Mission Statement 

3. Project Review Committee 

4. Planning Committee 

5. Feasibility Study Committee 

6. Treasurer 

7. Secretary 

8. Donations Secretary 

9. Policy Committee 

10. Personnel Committee 

11. Liaison between the Transitional House and the Department of Corrections 

12. Pro Bono Attorney 

13. Pro Bono Realtor 

14. Permits, Registrations, Sales Tax Exempt and Annual Reports Designee 

15. Finance Committee 

16. Executive Committee 

17. Fundraising Committee 

18. Property Search Committee 

19. Nominating Committee 

20. Community Outreach, Education and Public Relations Committee 

21. Volunteer Committee 

22. Furnishing Committee 

23. Property and Grounds, House, Maintenance Committee 
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MISSION STATEMENT 

 

 

What is your Mission? 
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PROJECT REVIEW COMMITTEE 

Purpose: 

The Project Review Committee shall be chosen by the Board of Directors to 

oversee the development of the Transitional House project from the 

organizational phase to the operational phase. 

Major Offices:  The Project Review Committee shall not exceed five (5) members.  

It shall not be composed of less than three (3) members. 

Chairperson: 

 

Secretary: 

 

Members at Large: 

1. 

2. 

3. 

Term of Office:  The Term of Office shall not exceed the implementation of the 

operational phase. 

Duties: 

1. The Project Review Committee shall make monthly reports to the Board of 

Directors regarding the progress of each appointed committee. 

2. The Project Committee shall make sure that each appointed committee 

adheres to the stipulated target date. 

3. To monitor the development of the Transitional House project, and make a 

final recommendation regarding the completion of the project. 
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PLANNING COMMITTEE 

 

Purpose: 

The Planning Committee shall be able to demonstrate concretely that it has 

completed the prerequisite work necessary to move the Transitional House 

project to its next level of development.  This work must be documented and 

presented to the Project Review Committee in a timely manner. 

Major Offices:   The Planning Committee shall be composed of eight (8) unrelated 

persons. 

Chairperson 

Secretary 

Treasurer 

Pro Bono Attorney 

Pro Bono Realtor 

Developer/Fundraiser 

Other Board Appointees 

1. 

2. 

Major Responsibilities 
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FEASIBILITY STUDY COMMITTEE 

 

Purpose:  To determine the feasibility of a Transitional Housing facility. 

Major Offices:  The Feasibility Study Committee shall be appointed by the Board 

of Directors and its length of services shall end at the discretion of the Board.  The 

Committee shall be composed of three (3) to five (5) members. 

Chairperson 

Secretary 

Board Appointees 

1. 

2. 

3. 

Duties: (See Attachment) 
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POLICY COMMITTEE 

 

Purpose:  To develop the Operating Policy Manual for the Transitional House. 

Major Offices:  The Policy Committee shall be composed of two (2) to three (3) 

members.  The term of office shall be determined by the Board of Directors 

Chairperson 

Board of Appointees 

1. 

2. 

3. 

Duties:   Develop Residence and Admission criteria, House Rules, House 

Management, related policies and guidelines for media relations. 
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PERSONNEL COMMITTEE 

 

Purpose:  To develop a working Personnel Policy, and to provide salaries and a 

benefit package for the employees of the Transitional House facilities; also, to 

provide guidelines and governing policies for personnel and the establishment. 

 

Major Offices:  The Personnel Committee shall be appointed by the Board of 

Directors.  The Personnel Committee shall be composed of three (3) members.  

The term of office will be determined by the Board of Directors. 

 

Chairperson:  (To be chosen by the Personnel committee.) 

 

Board Appointees 

 

Duty:  To develop the Personnel Policy for the Transitional House personnel. 
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FINANCE COMMITTEE 

Purpose:  To develop a concrete operational budget that will promote financial 

stabilization for the Transitional House facility. 

Major Offices:  The term of office shall be determined by the Board of Directors. 

DIRECTOR 

TREASURER 

FUNDRAISER / DEVELOPMENT OFFICER 

 

Duties:  To develop the budget and to provide financial directions to the Board 

relative to the financial solvency of the facility. 
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EXECUTIVE COMMITTEE 

 

Purpose:  To carry out the executive will and transact the business of the full 

Board between Board Meetings.  

Major Offices:  The Executive Committee shall be appointed by the Board of 

Directors.  The term of office is a Board stipulated action.  The Executive 

Committee shall be composed of five (5) members. 

 

Chairperson 

 

Treasurer 

 

Vice Chair 

 

Development Officer 

 

Secretary 

 

Duties:  To transact business for the Board. 
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FUNDRAISING COMMITTEE 

 

Purpose:  To develop revenue sources to insure financial solvency for the 

Transitional House facility. 

Major Offices:  The Fundraising Committee shall be composed of at least three (3) 

members, but not more than eight (8) members.  

Developer / Fundraiser:  Chairperson 

Secretary 

Treasurer 

Board Appointees: 

1. 

2. 

3. 

4. 

5. 

 

Duties: 

1. Develop a donor list. 

2. Develop fundraising initiatives. 

3. Grant writing. 

4. Identify persons who can raise funds for the project. 

5. Identify in-kind donations.  
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NOMINATING COMMITTEE 

Purpose:  To present to the board the names of individuals who will serve on the 

various transitional housing committees.  

Appointment:  The Nominating Committee shall be appointed by the Board of 

Directors. 

Major Offices:  The Nominating Committee shall be composed of three (3) to five 

(5) members.  The terms of office will be predicated upon the completion of 

nominations for the stipulated committees. 

Chairperson 

Secretary 

Board Appointed Members: 

1. 

2. 

3. 

Duties:  To select individuals to serve on the various transitional housing 

committees. 
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COMMUNITY OUTREACH, EDUCATION, AND PUBLIC RELATIONS 

Purpose:  To serve as a liaison between the Transitional House and the 

community through outreach, public relations, and education.  Also, to provide in-

reach services for the Transitional House residents through programs and warp 

around services. 

Major Offices:  The Director of the Transitional House shall appoint all program 

coordinators for both outreach and in-reach services. 

Project Director 

Assistant to the Director 

Suggested Programs:  Includes, but not limited to the following: 

AA 

NA 

Survival Skills 

Anger Management 

Conflict Resolution 

Job Readiness 

Educational Training 

Warp Around Services 
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VOLUNTEER COMMITTEE 

Purpose:  To coordinate volunteer programs and activities for the Transitional 

House in conjunction with the Director of the facility. 

Major Offices:  The Volunteer Committee is composed of two (2) to four (4) 

members.  The term of office shall be determined by the Board of Directors 

Chairperson 

Board Appointees 

1. 

2. 

3. 

 

Duties:  To solicit volunteers for in-house programs, coordinate time schedules 

for volunteer services, and orientate volunteers for in-house programs.  
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FURNISHING COMMITTEE 

Purpose:  To secure furnishings and equipment for the Transitional House facility. 

Major Offices:  The Furnishing Committee shall be composed of two (2) to four (4) 

members.  The term of office shall be determined by the Board of Directors. 

Chairperson 

Board Appointees 

1. 

2. 

3. 

 

Duties:  To locate and secure furnishings for the transitional housing facility, 

mainly through in-kind donations. 
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PROPERTY SEARCH COMMITTEE 

Purpose:  To secure property that is conducive for a transitional housing facility 

that meets all of the state and city zoning and property registration requirements. 

Major Offices:  The Property Search Committee shall be composed of four (4) 

members.  

Chairperson 

Pro Bono Realtor 

Pro Bono Attorney 

Contractor 

 

Duties:   

1. To obtain property zoned and suitable property. 

2. To do title searches. 

3. To secure proper registration and permits. 

4. To read the fine print and to make sure that everything is in financial and 

legal order. 

5. To assist with the closing at the time of purchase. 
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DONOR LIST 

Name    Address   City/State/Zip Donation 

------------------------------ ---------------------------------------------------- ------------ 

 

*Make sure that you send a receipt and a thank you letter to each donor. 
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HOUSEHOLD MAINTENANCE STAFF 
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HOUSEHOLD MAINTENANCE STAFF 

 

1. RESIDENT MANAGER.  Hire two (2) non-salaried, live-in resident managers 

who will be exempt from paying rent.  Their job will be to manage the 

facility at night, and on the weekend. 

 

2. COOK.  The cooking should be done by volunteers.  Solicit volunteer cooks 

and devise a monthly schedule for your cooks, so that meals will be covered 

monthly. 

 

3. JANITORIAL SERVICES.  A schedule should be developed and assignments 

should be made for all residents of the facility.  Mandatory participation is 

required. 

 

4. HOUSEKEEPERS.  Every resident is required to keep their living area clean.  

Assignments should be made for each resident to clean certain sections of 

the facility, both inside and outside the facility on a daily basis. 

 

5. KITCHEN HELPERS.  Assignments should be made to designated residents 

on a rotating basis to wash dishes, mop the kitchen floor, keep the kitchen 

and dining area clean. 

 

6. VOLUNTEER SERVICES STAFF.  The director should develop program 

services to be offered to the residents of the facility.  The following is a 

suggestion of program services to be offered to your residents: 

AA 

NA 

Survival Skills 

Anger Management 

Conflict Management 

Job Readiness 
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TRANSITIONAL HOUSE PROGRAM 

DEVELOPMENT SUGGESTIONS 
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TRANSITIONAL HOUSE PROGRAM DEVELOPMENT SUGGESTIONS 

Counseling Programs: 

1. Therapeutic Counseling 

2. Crisis Intervention 

3. Conflict Resolution 

4. Anger Management 

5. Family Relationship Counseling  

6. Christian Counseling 

7. NA & AA Classes 

Educational Programs: 

1. GED 

2. ABE (Adult Basic Education) 

3. Computer Literacy 

4. Heating and Air Conditioning Classes 

5. Vocational Training and Certificate Programs 

Social Service Helps: 

1. Veteran Affairs Assistance 

2. Healthcare Assistance 

3. Support Groups 

4. Survival Skills 

5. Social Service Helps (EBT SS Cards, etc.) 

6. Mentoring 

7. Transportation 

8. Job Readiness Training 

Industries: 

1. Lawn Care 

2. Janitorial Service 

3. Painting 

4. Carpentry 

5. Carwash and Detailing 
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POSSIBLE IN-KIND DONATION ASSISTANCE 

1. Bed Bath and Beyond (furniture, utensils, linen, coffee) 

2. Banks and Corporations (computers, office furniture, phones, etc.) 

3. My Wish List – www.amazon.com   

4. Food Banks 

5. Community Food Banks 

6. Bread Stores 

7. Food Stores 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.amazon.com/
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APPLICATION 
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HOW TO START 

A 

HALFWAY HOUSE 

 

 

APPLICATIONS 

 

 



101 
 

 

 

 

 

 

 

 

 



102 
 

 

 

 

 

 

 

 

 



103 
 

 

 

 

 

 

 

 

 



104 
 

 

 

 

 

 

 

 

 



105 
 

 

 

 

 

 

 

 

 



106 
 

 

 

 

 
DISMAS, INC. 
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RESTORATION HOPE HOUSE  

FACT SHEET / HOUSING AGREEMENT 
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 SHELTER FROM THE STORM, INC. 
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TRANSITIONAL HOUSING  

RESIDENT RULES 
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RESTORATION HOPE HOUSE 

APPLICATION 

FOR 

PRISON INTERVIEWS 
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ADDITIONAL FUNDING SOURCES  

FOR  

TRANSITIONAL HOUSING 

 

Returning Home Funders 

Abell Foundation 

Annie E. Casey 

 

Cleveland Foundation 

George Gund Foundation 

Health Foundation of Greater Cincinnati 

 

Houston Endowment 

JEHT Foundation 

John D. and Catherine T. MacArthur Foundation 

 

Rockefeller Foundation 

Smith Richardson Foundation 

Open Society Institute Baltimore 
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SAMPLE BUDGET 
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FUNDING WORKSHEET FOR A TRANSITIONAL HOUSE 

Revenue: 

HUD Homeless Grants       $ 35,000.00 

Other Grants        $ 40,000.00 

Rent – 15 x $400.00 x 12       $ 67,200.00 

Donors – 600 x $25.00       $ 15,000.00 

Corporations        $ 20,000.00 

Fundraising         $ 25,000.00 

       Grand Total  $202,200.00 

 

Food Bank         $ 15,000.00 

In-Kind         $ 75,000.00 

 (Furniture, Bedding, Volunteer Hours, etc.) 

 

Expenses: 

Salaries and Benefits       $ 57,000.00 

 (Director & Administrative Assistant) 

Rent          $ 12,000.00 

Supplies / Office        $   2,500.00 

Postage         $   1,500.00 

Printing         $   3,000.00 

Supplies / Maintenance       $   1,500.00 

Electric         $   6,000.00 

Water         $   2,800.00  

Phone         $   3,600.00 

Food          $   5,000.00 

Capital Improvement       $   8,000.00 

       Grand Total  $101,900.00 

     Net Gain ($100,300.00)  

 

(Establish a reserve, an endowment, investment and cash flow.) 
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Sample Cover Letter 

November 6, 2014 

 

 

John Haberchet 

Restoration Hope, Inc. 

12501 Hope Avenue 

Shelterville, Florida 33312 

 

Anderson Foundation 

1234 Funding Center Drive 

Grant, Georgia 38669 

 

Please find our enclosed proposal for the Homeless Discretionary Funding Grant 

for the Restoration Hope Project, located at 12501 Hope Avenue, Shelterville, 

Florida, 33312.   

 

Our mission is to provide transitional shelter for ex-offenders released from 

prison.  We will provide Job Readiness Training, Educational Development 

Training, Survival Skills Training, Social Service Counseling, Conflict Resolution and 

Anger Management classes, and NA and AA classes.  We will be able to provide 

nurture and self-help opportunities that will give them the best opportunities to 

reintegrate back into society. 

 

We have completed our Feasibility Study for the need of this project, and we are 

confident that we can help ex-offenders get acclimated back into society.  We 

need funds to help defray some of the expenses for the proposed project which 

includes starting a lawn care service, and a janitorial service to provide job 

opportunities for shelter residents who will need employment.  Every ex-offender 

that we can keep from recidivating will have deep social, psychological, and 

economical ramifications on our communities, cities, states, and our nation.   

 

Thank you for your consideration to assist us in this needy endeavor. 
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GRANT APPLICATION 

The Grant Application should not be more than five (5) pages, not including the 

Cover Letter, and the Budget. 

 

Grant Application Guidelines: 

Cover Letter:  The Cover Letter should be written to the contact person at the 

North American Division (NAD).  It should be one (1) page. 

 

Abstract:  The abstract should describe concisely your project.  Your description 

should be a maximum of 250 words. 

 

Introduction:  Helps your credibility as a grant applicant.  This should be a 

maximum of one (1) sentence, to one (1) paragraph. 

 

Statement of Need:  The Statement of Need will describe the problem and why 

you need a grant to address the issue.   Limit your response to one (1) page. 

 

Objective:   Your objective should refine your need and to tell exactly what you 

expect to accomplish in addressing the need for transitional housing.  Limit your 

response to one (1) page.  

 

Methodology:  What will you do to accomplish your objective?  Limit your 

response to one (1) page. 

 

Evaluation:  How will you evaluate the effectiveness of your transitional ministry?  

Limit your response to one (1) page. 

 

Continuous Funding:  How will you financially sustain your project?  Describe it in 

one (1) paragraph. 

 

Budget:  Itemize your revenue and expenses and detail your need, and how you 

will spend the grant to accomplish your need. 
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[ABC] 

 

 

PERSONNEL POLICIES 

 

 

 

 

 

 

 

 

Adopted:     [DATE] 
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Message to Staff 

This personnel manual was developed by the Board and Staff of [ABC], to provide 

some of the particulars of working at our organization.  These policies were 

formally adopted by the Board on [DATE]. 

Periodically, we will revisit this document to make adjustments based on the 

changing needs of the organization and the people who come to work here.  

Members of either the Board or Staff may initiate a change in the Personnel 

Policies.  Staff members should channel their requests in writing with an 

explanation to the Executive Director.  Board members are encouraged to do the 

same, although they may bring written requests directly to the Board 

Chair/Executive Committee.  

In the event that a personnel matter arises which is not covered by the policy 

statement, the Executive Director shall notify the Board so that an appropriate 

policy may be developed.  If the ongoing activity of the organization requires that 

a decision be made before the Board can consider the matter, the Executive 

Director is authorized to make an interim decision which will apply only to the 

case at hand and which will not be considered a precedent for the policy to be 

developed according to the procedure specified above.  On such occasions, the 

Executive Director will consult with the Board Chair/Executive Committee. 

It is the intention of the Board that these Personnel Policies be applied by the 

Executive Director with flexibility and discretion.  Exceptions may be granted 

when an employee’s interests will be served and those of [ABC] not damaged, but 

exceptions should be recognized as such and should not be assumed to establish 

precedents. 

Above all, we want to make certain that Staff members of [ABC] place our 

patients’ needs before all else, and approach our patients with honesty, creativity, 

and integrity.  Within that context, we also want the working environment to be 

supportive and enjoyable, so that the very best that our Staff have to offer is 

made available to those who need our assistance.   
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TRANSITION HOUSE REGISTER  

FOR THE NORTH AMERICAN DIVISION 

 

1. Shelter From the Storm, Inc. 

1801 NE 23rd Avenue, Ste., D-5 

Gainesville, Florida 32609 

Phone: 352.339.4732 

Email: lois.jones@yahoo.com  

Owner: Jeffrey Cobb 

 

2. Sanctuary – 12 – Transition House  

8111 Mainland #104-454 

San Antonio, Texas 78240 

Home: 2952 Ashfield Drive 

San Antonio, Texas 78240  

Phone: 210.854.2529 

Cell: 210.865.5894 

Email: jerome51ellison@yahoo.com 

henriettaellison@att.net  

Owners: Jerome and Henrietta Ellison 

 

3. The Solid Rock Foundation of Marion County 

23945 NE 113th Avenue 

Fort McCoy, Florida 32134 

Phone: 352.546.2790 

Email: onesolidock@juno.com  

 

 

 

mailto:lois.jones@yahoo.com
mailto:jerome51ellison@yahoo.com
mailto:henriettaellison@att.net
mailto:onesolidock@juno.com
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4. L.I.A. House, Inc. 

1872 Cincinnati Street 

Memphis, Tennessee 

Phone: 901.601.6765 

Website: www.liahousememphis.org  

Owner: Leo Tate 

 

5. Hope Transitional Living 

817 Charlie’s Place 

Nashville, Tennessee 37207 

Phone: 615.970.8319 

Owner: Melvin Richardson 

 

6. TLC Housing, LLC 

P. O. Box 280556 

Nashville, Tennessee 37228 

Phone: 615.474.9935 

Email: renlow3333@yahoo.com 

Program Director: Roger Enlow 

Adventist Affiliated 
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