VOLUNTEER MANUAL 
FOR INDIVIDUALS
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Food & Friends’ mission is to improve the lives and health of people with HIV/AIDS, cancer and other serious illnesses that limit their ability to provide nourishment for themselves by preparing and delivering specialized meals and groceries, providing nutritional counseling and reducing social isolation.




FOOD & FRIENDS | 219 RIGGS ROAD NE | WASHINGTON, DC 20011
202-269-2277 | WWW.FOODANDFRIENDS.ORG
Facebook: /foodandfriends | Twitter: @foodandfriends | Instagram: @foodandfriendsdc
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WELCOME!

Thank you so much for your interest in volunteering at Food & Friends!  We were founded in 1988 by a group of friends who volunteered their time to care for their friends dying of AIDS. Now, 35 years later, volunteers remain at the heart of our mission. 

Food & Friends is a nonprofit organization based in Washington, D.C. that provides medically- tailored, home-delivered meals to people living with a serious illness. We believe that food is medicine and this year we will prepare and deliver nearly 1.9 million meals across 5,300 square miles to our neighbors – at no charge. We help our clients feel better, connect them to their community and empower them to manage their illnesses. Over 3,000 volunteers touch more than 5,000 lives annually. At Food & Friends, we are driven by a simple premise: anyone can get sick and everyone can help.

As a volunteer, you will help accomplish our mission of hope in several ways.  You may chop vegetables, portion soup, pack meal bags or use your car to deliver meals. No matter your role, you are making a direct impact in the lives of thousands of our neighbors in need.

This manual will provide the guidelines and tools needed for you to have a successful volunteer experience. If you ever have any questions, please feel free to reach out to our Volunteer Services team through telephone or email:

Katrina Mathis| Volunteer Services Director
202-269-6878 | kmathis@foodandfriends.org 

Chanel Moore | Volunteer Services Manager
202-269-6832 | cmoore@foodandfriends.org 

Saskia Sams-Yeboah | Kitchen Volunteer Coordinator
202-269-6824 | ssams-yeboah@foodandfriends.org

Will Teasley | Delivery Volunteer Coordinator
202-269-6835 | wteasley@foodandfriends.org 


Thank you again for your support. We look forward to working with you!

BECOMING A FOOD & FRIENDS VOLUNTEER

Step One: Orientation

Congratulations! You’re done!

Step Two: Volunteer Application & Background Check

Anyone 18 years and older who is interested in volunteering with Food & Friends must sign a volunteer waiver, which includes a confidentiality agreement, and pass a criminal background check. The background check is free (we incur the cost), confidential and submitted through a secure online form. You will receive, via email, the link for completing this process. If you are interested in becoming a meal delivery volunteer, we will also run a motor vehicle report.

Step Three: Email Us & Schedule Your First Day 

You must schedule your first shift directly with the volunteer coordinator. After submitting your background check, contact us with your activity and schedule preference and we will find something that works for you. 

Chanel Moore can help you get started! cmoore@foodandfriends.org 202-269-6832

Step Four: Volunteer!

We will provide training on your assignment at the beginning of your first shift.

We ask that you volunteer for at least 4 hours per month for at least 6 months.

Step Five: Future Scheduling

After your first shift, you will be given access to our online scheduling system in Volunteer Hub. Please use this system to schedule your volunteer shifts or cancel a shift if necessary. If you would like to get on a recurring weekly, bi-weekly, or monthly shift for the foreseeable future, please contact the appropriate volunteer coordinator.

Step Five: Tell Your Friends

Without thousands of volunteers our services would not be possible. As you’ve learned, we always need help so make sure to tell your friends about your experience with us. Check in on Facebook when you arrive, post on Twitter or Instagram a great kitchen picture. And be sure to tag us! You just might inspire others to get involved. 

Facebook: /foodandfriends | Twitter: @foodandfriends | Instagram: @foodandfriendsdc


VOLUNTEER OPPORTUNITIES

As an individual volunteer, we would love your help on the road delivering meals, preparing, and packaging meals in our kitchen, working alongside our administrative staff, or supporting us during events. Any way you can help is appreciated. Read on to find the position perfect for you!

MEAL & GROCERY DELIVERIES

Through the Brad Clark Meal Delivery Program, volunteers deliver to more than 5,300 square miles across Washington, D.C., Maryland, and Virginia. A typical delivery route is 3-8 households and can take between 1-3 hours. 
 
You can choose how often you deliver depending on your schedule and no matter how busy you are, we can find a route that is perfect for you! Delivery volunteers can either sign up for a regular route or fill in open slots as available. Meals can be picked up at Food & Friends or from one of our convenient Neighborhood Distribution Partners.  

Weekly Delivery Schedule:

· Monday: Virginia and Distant Maryland Routes (e.g., Hagerstown, St. Mary’s County)
· Tuesday: Northeast DC
· Wednesday: Prince George’s County
· Thursday: Southeast/Southwest DC
· Friday: Montgomery County
· Saturday: Northwest DC

Delivery volunteers must use their own vehicle, be at least 18 years old (or accompanied by someone 18 or older) and have a valid driver's license.


Delivery Passengers
If you plan to have a passenger join you on deliveries, please notify Delivery Coordinator, Will Teasley. While delivery drivers must be at least 18, there is no lower age limit for passengers.

 It’s important to us that we honor the efforts of all delivery volunteers, even passengers, and know who is delivering meals to clients. Therefore, when notified, Will will add passengers to our “passenger only” events in VolunteerHub. This will allow us to track passenger hours and credit all those who volunteer with us. Assisting with deliveries is a great way for youth to earn service hours.

Weather Emergencies
When weather emergencies occur, some volunteers cannot deliver as scheduled.  If you are comfortable driving in adverse conditions, such as snow, we need your help delivering meals during these times. If you are interested in being on the weather emergency email list, contact Will Teasley at wteasley@foodandfriends.org. 


Picking Up Your Meals

· Meals need to remain in the red thermal bags, provided by Food & Friends, to stay safe and cool.
· If picking up meals at Food & Friends, pick-up is between 9AM-12PM. If picking up at a Neighborhood Distribution Partner pick-up is between 10:30AM-12PM.
· Please review your paperwork and ensure you have the correct number of bags. 
· If you run out of door tags, ask us for more. These tell clients who were not home that you attempted to deliver their meal. 


Food Safety for Deliveries
Due to the compromised immune systems of our clients, food safety is of critical importance. Once the temperature of prepared food rises above 40 degrees, it is considered to be in the danger zone. Bacteria can grow and multiply, potentially causing severe health problems for even a healthy person. 

When making deliveries, please keep in mind the following:

· All meals MUST stay inside our red thermal bags. In the summer, they must be accompanied by frozen ice packs.

· Meals must be delivered immediately after pick-up and no later than 3:00pm.

· Never leave food at a client’s door. There is no way of knowing how long a client will be gone, how long the food will sit out, or what may happen to the food while it is there.


Making Meal Deliveries

· Call the client first.
· At the client’s door, knock hard and be patient and read the general instructions on the delivery report--it takes some of our clients a while to get to the door. We ask that you wait 5 minutes for clients in general, and 10 minutes for clients whose instructions state that they move slowly. 

· If no one answers the door:

· Call the client to really make sure that he/she is not home.

· [image: ]If you cannot reach the client, follow any applicable “If Not Home” instructions listed on your delivery report.  

· If no one answers the door at the client’s alternate delivery address or no alternate delivery address is listed, please leave a door tag on the client’s door, and leave them a voicemail to let them know you attempted to make the delivery.
· Food must be placed in someone’s hands. If the client is not home, their food cannot be left at their door due to safety reasons.

· Please call the Missed Delivery Line in real time at 202-269-6820 to let us know which clients were not home. Be sure to report the client’s name, the time you attempted the delivery and whether you were able to leave a door tag and a voicemail.
· You may give perishable food to another client if they are receiving the same diet type or confirm they have a dependent who can eat the food. Clients that receive a Regular diet type can receive any of our other diet types. Alternatively, you can give away your food to a person in need or an organization, keep it, or dispose of it.
·  Do not bring meals back to Food & Friends; however, we will take groceries and supplements (Ensure or Glucerna) back.

· After delivering each meal, read over the directions for your next delivery before you start driving. Some clients require a phone call before you arrive at their door.
· Client information is protected under HIPAA law. Do not disclose client information to anyone outside of Food & Friends. When speaking to Food & Friends staff about clients, use the minimum necessary information. Protect the delivery paperwork, e.g., keep it folded if carrying it with you, do not leave it on a dashboard face up, and do not lose it.  “My deliveries take a little bit longer having Celia [my 13-year-old daughter] with me, but…it’s a nice thing for her to know it’s a normal part of what we do.” 

– Lisa Anbinder, Volunteer 


· If you lose or release client information (a HIPAA breach), you must report it to both: 
· Food & Friends HIPAA Compliance Officer, Tommy Zarembka tzarembka@foodandfriends.org 
· Volunteer Services Director, Katrina Mathis kmathis@foodandfriends.org




After Finishing Your Delivery Route


· Return the red thermal bags to Food & Friends or one of the designated drop-off sites on the same day as your delivery or within the week.   
· Shred any sheets with client information or bring your paperwork back to Food & Friends for immediate shredding.

SATURDAY YOUTH ASSISTANTS
These key youth volunteers assist our Delivery Volunteer Coordinator on Saturday mornings to make sure the day goes smoothly, and all our clients receive their correct deliveries. Saturday Assistants help volunteers understand their delivery routes and pack their cars with meals and groceries and assist with administrative tasks. The volunteer shift is from 8:00am to 11:00am. Positions are very limited. Saturday Youth Assistants will be asked to set up a volunteer shift at the same time each week, serving a minimum of 4 hours a month for at least 6 months.  

DELIVERY ASSISTANT
A Delivery Assistant acts as a runner by helping locate packed delivery bags for volunteer delivery drivers upon their arrival, reviewing paperwork with drivers and helping volunteers load their vehicles.  This requires being able to lift bags that are up to 15 pounds. During periods of downtime, delivery assistants will be expected to consolidate bags on carts, organize and clean empty delivery bags, and manage the backdoor for staff and volunteers.

Delivery Assistants will be asked to volunteer at least once a week from 9AM-12PM each week, serving a minimum of 8 hours a month for at least 3 months.

FOOD PREPARATION & PACKAGING
We have volunteers join us for all stages of our food prep, from chopping vegetables to packing groceries. We appreciate your flexibility in your food prep and packaging volunteer assignment, as we may need you to perform a variety of different tasks on any given day. Shifts last 2-3 hours and run from 6:00am to 8:00pm Monday-Thursday, 6:00am to 12:00pm Friday and 6AM-12:00PM on Saturday.






Volunteer Instructions
[image: ]
Important rules to follow:
· Wear close-toed shoes.  Crocs, Keens and sandals of any kind are not acceptable.
· Wear a shirt with sleeves that cover your armpits.  Capped sleeves, tank tops, and crop tops are not appropriate.
· Use hairnets, beard nets, gloves and aprons at all times during your volunteer shift.
· Avoid wearing any kind of jewelry, including watches, with the exception of plain ring bands or medical bracelets.
· Wash your hands prior to beginning your work in the kitchen as described by kitchen staff and posted signs.
· Use warm soapy water from forearms to fingertips.

· Apply soap liberally and scrub for 20 seconds, between fingers, under fingernails, the palms and backs of the hands and up to forearms.

· If you have to sneeze or cough, turn away from the food and sneeze or cough into the crook of the elbow. Then wash hands and change gloves.

· Re-wash your hands and change your gloves when your hands have touched or handled an item that can contaminate food, such as:
· When changing projects. 

· After handling raw meats like chicken or beef.

· After eating, drinking, talking on the phone, or using the restroom.

· After touching your hair or face or sneezing or coughing.

· If your gloves become dirty or torn. 


· DO NOT eat, drink, or chew gum at the workstations.
· We have a designated volunteer break area for eating and drinking.
· Cell phone use is not permitted in workstations. If you need to make or take a phone call, step away from your station and be sure to wash your hands before returning to the workstation.
· Be mindful to ensure doors to walk-ins and freezers are closed at all times; even when you’re inside. The doors cannot and will not lock. 






Food Safety in the Kitchen

Due to the compromised immune systems of our clients, food safety is of critical importance. 

To protect the food, when working in the kitchen you will be asked to wash your hands regularly, and to wear gloves, a hairnet, beard net and an apron.

ADMINISTRATIVE VOLUNTEERS
Administrative volunteers are here during business hours to help with essential daily tasks. Projects may come from our Client Services, Nutrition Services, Volunteer Services and Development departments. When a Volunteer Coordinator contacts you to set up your first volunteer shift, you will discuss the best fit based on your preference and the time each department is available. 

Tasks could include updating client or volunteer files, preparing flyers, making copies, filing, making delivery maps, data entry, donor follow up calls, tabling events and much more! 

SPECIAL EVENTS

We hold numerous events throughout the year and rely on volunteers to make them a success. Chef’s Best Dinner & Auction, and Slice of Life are our two big events. 

[image: ]Volunteers greet guests, sell pies to raise funds, help with logistics and much more! If you would like to volunteer for an upcoming event, please contact a Volunteer Coordinator or email events@foodandfriends.org.

POLICIES & PROCEDURES

Background Check Screening Process

Food & Friends is in the business of taking care of people: our clients, volunteers, service-learning youth, donors, and staff. We work with some of the most vulnerable populations in our community and it is critical that we take the necessary steps to ensure their safety. One effective safety measure recognized as a best practice among social service agencies is to conduct criminal background screening on volunteers.

We require all adults (ages 19 and older) who volunteer individually to undergo a criminal background check. For delivery volunteers, the check will include a review of your motor vehicle report. You must complete the process before your first day volunteering with us.
 
Your service is important to us, and it is our goal to make this process as easy as possible while protecting your privacy. Here are four things you should know about the background screening process:

1. It’s Easy & Convenient: We use the services of Validity Screening Solutions, our longtime employee background investigation vendor. You will receive an electronic link via email to initiate a background check on Validity’s secure, encrypted website. A Volunteer Coordinator will notify you once the report is complete, usually within 5 business days.

2. It’s Free: Food & Friends will incur all costs related to background checks.

3. Food & Friends Offers a Judgment-Free Environment: The goal of this process is to identify potential threats to the safety and well-being of our shared community. We recognize that many people have made mistakes in life. Most convictions will not disqualify an individual from volunteer service. When reviewing conviction information or pending charges, Food & Friends will consider the nature of the offense, date of the offense and the type of volunteer service to be performed. Given the nature of our workplace and services, we are unable to accept volunteers who have been convicted of predatory or violent sex offenses or of sex crimes involving minors.

4. All Information Gathered is Confidential: Food & Friends and Validity Screening Solutions have incorporated multiple safeguards into the process to protect your sensitive information and privacy. Our Director of Human Resources will review all background reports and, when necessary, confer with the Executive Director to determine the suitability of a prospective volunteer. Your report will not be shared with our Volunteer Services staff or the people you will work with in your volunteer assignment.
 
You can find out more about the process at www.foodandfriends.org. If you have additional questions or concerns, please contact Lucas Ginn, Director of Human Resources, at VolunteerScreening@foodandfriends.org.

Time Commitment

We require all new volunteers to make at least a 6 month or 30-hour commitment, preferably on a regular recurring schedule. Please arrive on time for your shift and let a Volunteer Coordinator know if you will not be able to attend.




Cancelation

Kitchen Volunteers who need to cancel their shift, for any reason, should provide Food & Friends with at least 24 hours’ notice. Delivery Volunteers should provide 48 hours’ notice and call the Volunteer Concerns cellphone: 202-841-5347. However, we ask for as much notice as possible, so that we may recruit in your place. 

Repeated late cancelations or no-shows can result in the termination of your service. A “no-show” is missing a scheduled volunteer shift without any notice of cancelation ahead of time or canceling a shift less than 1 hour prior to the start time of the shift. 

Please note, the following steps will be taken after late cancelations or no-shows: 

· 1st offense:  Immediate correspondence from a volunteer coordinator. We want to make sure you are ok, in town, and are still interested in keeping your scheduled shifts.  
· 2nd offense:  A call from a volunteer coordinator to confirm your next shift; you must confirm your schedule and ability to attend your scheduled shifts; otherwise you will be removed from your regular schedule until we hear from you.  
· 3rd offense: We will reach out to you and make a determination regarding the continuation of your volunteer service.
Volunteers are always welcome to cancel shifts for any reason and should never feel obligated to come if they can’t make it, especially if a volunteer is not feeling well. 

Our late cancelation and no-show policies are in place to ensure that our clients receive the best possible service through successful operations.

Interactions with Staff, Other Volunteers & Clients

While in your volunteer role, please follow the direction of the staff member overseeing your assignment. It is important that you follow directions and treat all clients, staff and fellow volunteers with respect.

Volunteer Boundaries and Comfort

It is not uncommon for friendships to develop between volunteers and clients. We encourage friendly interaction, but it is not a requirement. Not all clients want to talk; some may not say thank you. Regardless, remember that you are providing an important service. Please respect the client’s level of comfort and take cues from them.

Occasionally, a client may ask for something that is beyond the expectations of a delivery volunteer (i.e., transportation, money, help around the house, a phone number, etc.)  While we do not discourage friendships from forming, there are personal boundaries that each volunteer must establish. If a client asks for something you do not feel comfortable with, just say it is against Food & Friends’ policy.

Your safety is our top priority.  We will only send you to areas we deem to be safe. Please note that there are some delivery areas that may be restricted to staff or other specifically qualified individuals. These areas are evaluated on an annual basis, but we address volunteer concerns immediately. If you are ever in an uncomfortable situation, please contact us immediately.  

Refrain from entering a home unless our delivery instructions specifically say to do so. If a client is not able to come to the door, the volunteer is permitted to enter the home, as long as they receive verbal permission from the client. 

If any circumstance feels uncomfortable or unsafe during a delivery, call the Delivery Volunteer Coordinator immediately. Our staff will assess the situation carefully.


Confidentiality

By signing the Food & Friends Volunteer Agreement, you agree to not disclose any sensitive information pertaining to staff, clients, volunteers, or donors that you may have seen while volunteering at Food & Friends.

We respect the importance of maintaining and ensuring the confidentiality of our clients. This is particularly important if you are assisting with deliveries. As a delivery volunteer please:

· Do not photograph clients or their homes, and do not share client information on social media.

· Do not assume someone living with the client is aware of their health status.


· Do not dispose of delivery information without shredding first. 

We make a commitment of confidentiality to our clients, and we are therefore unable to disclose specific information about them. If, during your service with us, you have concerns over a client’s immediate health or safety, please let us know. 

HIPAA 

Maintaining privacy and security of our clients’ protected health information is a core value of Food & Friends. Any volunteer who receives access to our clients’ protected health information will be provided with an overview of Food & Friends’ HIPAA policies, receive training on procedures to ensure the privacy of protected health information, and be asked to sign a workforce Confidentiality Agreement that is in addition to the Food & Friends Volunteer Agreement. Delivery volunteers often receive access to clients’ protected health information, including names, addresses and phone numbers. If you are a delivery volunteer, you will be expected to use only the minimum necessary information to complete your deliveries, protect the information as directed, and report any suspected “breaches” (non-permitted disclosures, such as losing or releasing client information) to both:
· Food & Friends HIPAA Compliance Officer, Tommy Zarembka tzarembka@foodandfriends.org 
· Volunteer Services Director, Katrina Mathis kmathis@foodandfriends.org

Illness

Please do not come to Food & Friends to volunteer if you are not feeling well. 
Our clients have fragile immune systems and are highly susceptible to illnesses such as colds, flu and COVID. If you find yourself ill, please contact a Volunteer Coordinator to cancel your shift. Please do not come to Food & Friends to volunteer if you are experiencing one or more of the following symptoms:
· Diarrhea
· Vomiting
· Jaundice
· Sore throat and fever
· Infected cuts or wounds, or lesions containing pus on the hand, wrists, an exposed body part, or other body part with improperly covered cuts, wounds, or lesions.

Age Limits

Volunteers must be at least 14 years old to assist in the kitchen and with administrative tasks. Kitchen volunteers who are 14 and 15 must be accompanied by an adult at all times. Volunteers of any age may ride along on meal deliveries. All volunteers under the age of 18 must have permission from their parent, school or guardian. Delivery volunteers must be at least 18 years old and have a valid driver’s license and vehicle insurance. 

High School students may join our afterschool or summer volunteer program by contacting the Volunteer Services Manager.

Community Service Hours

We will sign off on community service hours needed for school. We DO NOT allow individuals to volunteer for the purpose of fulfilling court-ordered community service.




Inclement Weather

We make a commitment to deliver our clients their meals regardless of weather conditions and we make every effort to keep this promise. Please do not assume we don’t need volunteers if it is snowing, or a storm is predicted. If we are experiencing inclement weather, you can check our website and social media pages for updates and changes to hours of operations. If you are not able to make your shift because of the weather, please contact a Volunteer Coordinator as soon as possible. If you would like to learn more about being a weather emergency driver, see page five.

Departure & Reinstatement

Volunteers are essential to the vital services we provide to our clients, but we understand that you may want or need to suspend or end your service. If this happens, please let a Volunteer Coordinator know, we would be happy to welcome you back at any time. Volunteers who have not served for two years or more will be required to undergo a new criminal background check.

Harassment Policy

To ensure a safe and rewarding volunteer experience, Food & Friends prohibits harassment of volunteers by other volunteers, employees, board members, clients, or third parties for any reason including, but not limited to, race, color, religion, national origin, sex, age, disability, sexual orientation, gender identity/expression, marital status, or any other status protected by applicable law. Food & Friends also prohibits harassment of staff, board members, clients, and third parties by volunteers.  
 
Harassment includes, without limitation, verbal harassment (epithets, derogatory statements, slurs), physical harassment (assault, physical interference with normal work or volunteer involvement), visual harassment (posters, cartoons, drawings) and innuendo.  Sexual harassment includes, without limitation, unwelcome sexual advances, unwelcome romantic advances, and inappropriate touching.  
 
If you believe you have been subject to harassment, please report it immediately to a Volunteer Coordinator, the Director of Programs, or the Director of Human Resources. Food & Friends will investigate all allegations of harassment as promptly and confidentially as possible. Food & Friends will not retaliate against any volunteer who makes a complaint under this policy in good faith or for participating in good faith in an investigation of a violation of this policy.
 
Any volunteer who engages in harassing conduct in violation of this policy may face reassignment and/or be permanently banned from Food & Friends’ premises and volunteer activities.



Corrective Action 

Occasionally, a volunteer does not understand the specifics of his or her role or assignment and corrective action may be needed.  A member of the Volunteer Services team will work with the volunteer to clarify the assignment or role in a professional and respectful manner. The goal of this action is to ensure the successful completion of assigned volunteer tasks.
 

Volunteer Dismissal 

Rarely, the dismissal of a volunteer must occur. This is always the last resort, and the decision is not taken lightly. Volunteers may be dismissed, but are not limited to being dismissed, due to:

· A breach of client, donor or volunteer confidentiality. 

· Misuse of client, donor or volunteer information.

· Verbally or sexually harassing staff, volunteers or clients.

· Mistreatment of fellow volunteers, staff or clients. 

· A lack of regard for the safety of volunteers and staff.

· Theft or vandalism of property. 

· Volunteering under the influence of alcohol or drugs.

· Conducting any illegal activity while volunteering. 

· Failure to satisfactorily perform volunteer duties.

· Soliciting business for a private commercial venture.
· Failure to fulfill scheduled commitments. 

SECURITY & SAFETY

Traveling by Metro? Ride the Shuttle

If you travel by Metro, call our shuttle at 202-669-6437 when you arrive at Fort Totten Station. The shuttle will pick you up outside the station within 5-10 minutes and will return you to the Metro after your shift. All shuttle bus passengers must wear seat belts while being transported to and from the Metro. Standing is not allowed while the shuttle bus is in motion. Please advise that large groups may require more than one trip.

Personal Belongings
Lockers are available for your use, but we recommend not bringing valuables with you to Food & Friends. Food & Friends cannot be responsible for any loss or damage of personal items.


Entering and Exiting the Building

Front Door: All food prep and administrative volunteers with shifts between 8:00am and 8:00pm Monday – Thursday, and 8:00am and 4:00pm on Friday must use the front door for access to the building. Please enter through Reception and have on your nametag. Do not permit unknown persons to enter the building. Only staff should open the doors or buzz someone in.

Back Door: Volunteers may use the back door under limited circumstances, including if your shift begins before 8:00am, if you are a delivery or Saturday volunteer, or if you have mobility issues or other special needs. 

Evacuation Protocol

If you see or smell smoke or flames, immediately notify a staff member and evacuate the facility from the nearest exit. All staff, volunteers and guests will meet under the billboard or, if obstructed, in the small parking lot across the street. If you hear by overhead broadcast or the fire alarm, immediately evacuate the facility from the nearest exit. Once you have evacuated the building, report to your group leader, manager, or supervisor. If you know of any missing people, report immediately to the designated leader. Do not re-enter the facility until instructed by a Volunteer Coordinator. 

QUESTIONS OR CONCERNS

If you have any questions, concerns, or ideas to improve your volunteer experience, please contact a volunteer services coordinator on page 2 of this packet.

[image: ]“You add immensely to a person’s life when you bring the gift of food. The food gives people hope and keeps them alive. You’re bringing families together and are fostering a sense of community.”              
 – Debra, Food & Friends Client
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