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1. Safety First 
 

A.   Dress Appropriately 

 Wear closed shoes; ensure heels and toes are protected 

 Wear clothes appropriate to environment; you may be handling produce, dairy, 

etc., or working in refrigerated areas – dress accordingly; layering is 

recommended 

B.    Restroom 

 Always wash your hands after using the restroom. 

C.   Driving Clients 

 While you are NOT required to drive clients home or elsewhere, if you volunteer 

to do so, there must be TWO volunteers present in vehicle. 

D.   End of Shift 

 If a Client is still on premises, ensure there are TWO volunteers on premises 

until Client leaves. 

 If it is after dark, volunteers should accompany each other to their cars as 

needed. 

E.   Secure the Facility 

 Keep all doors locked during non-business hours; you do not need to open early 

for a Client. 

F.   Be Aware of Your Surroundings 

 Crates or boxes may jut into aisles; always look where you are going.  

 Canned goods should be at least an inch back from the edge of shelves. 

 Wear gloves (found in Executive Director’s office) for extended activity in 
walk-in cooler or freezer.  (CAUTION – watch your step walking into the 

freezer.) 

 

 

 

 

 

 

 

SAFETY IS THE RESPONSIBILITY OF EACH VOLUNTEER 
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2. Volunteers 

 
2-1 Volunteers - General Responsibilities 

 

A.   Shift Length is 3 hours and 30 Minutes  Arrive and leave, depending on shift: 

 8:45 am   until   12:15 pm 

 12:45 pm until   4:15 pm 

 4:45 pm   until   8:15 pm 

B.  Leader of the Day  

 The receptionist at the front desk will be the Leader of the Day and will take 

responsibility for answering any questions about client services and/or food 

management. The receptionist will make the final determination when necessary. 

C. Meet Your Volunteer Commitment  

 If you cannot make your committed time, you MUST arrange for another 

volunteer to cover your shift (see list of phone numbers, distributed with 

schedule) 

 Do not arrive late or leave early.  Even on “quiet” days, clients can arrive late in 

the shift, putting a burden on those volunteers left on duty. 

D. Last Minute Emergencies 

 If you are unable to work at the last minute and are not able to find a 

replacement, call Scheduler or Executive Director to let them know of the 

situation 

E. Parking – Do NOT park in front of Food Bank – these areas are for clients 

 Parking spaces to the west are for Enterprise Car Rental 

 During the day, park in front of Binkley’s 

 In the evenings Park in back of the building or at the lumber yard ; Binkley’s 

needs the parking in the evening for their customers 

F. Record your Volunteer Hours in the Volunteer Log (located on front desk; extra sheets 

in back of log)  

G. Read the Notices – Things can CHANGE daily!!  Notes are left to ensure you are 

implementing the current changes.  Read: 

 The corkboard behind the desk 

 The whiteboard in the “store” area 

 The small whiteboard on the reception desk (information for clients) 

 The small whiteboard on the table in the “store” area 

 Notes on tables, walls, or desk identified as for volunteers  

                                         Continued 
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H. Volunteer Take-homes  – any item that is a giveaway or breads 

I. Volunteer Schedule – will be emailed monthly.  Please review and alert the scheduler 

of any problems immediately.  If email does not work for you, inform us immediately. 

J. Volunteer Application – You must have a new (May, 2010) form on file.  It is two-

sided and includes a waiver that must be signed for you to be on premises. 
 

     2-2. Volunteers - Facilities Responsibilities 
 

A. Opening Facility 

 Check phone messages – recorder is in office.   

 Handle the messages you can  

 Leave a dated note on those that you can’t on desk in office  

 Erase messages from the phone 

 You are NOT expected to open early for clients or allow clients to wait inside.  

B. During Shift 

 Check for unusable food items (mold, etc.).  See section on “Discarding out-

dated food” (Section 9) for guidelines 

 When not filling client orders, stock new donations and replenish store areas – 

SEE STOCKING SHELVES (Section 8) for directions 

 Prepare bread bags, replenish giveaways, or other tasks as requested 

C. Closing Facility 

 Doors may be locked at closing time while completing any open orders for 

clients. 

 Stock and clean front “give-away” area (Section 8)  

 Dispose of garbage in the outside bin to your far left before leaving – bags are in 

janitorial closet: 

o 55 gallon receptacle next to “store” area 

o By desk in reception area 

o Under “packing” table 

o Under “sorting” table 

o In bathroom 

o In office under desk 

 Refrigeration Doors - Make sure all doors to refrigerators, walk-in cooler and 

freezers are shut tight; some doors must be PUSHED to securely close them, 

turn off walk-in and freezer lights. 

 Lights – turn off  

 Floors and tables – clean, sweep debris 

 Close window shades 

 Lock all doors 
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3. Facilities  
 

A.  Service Areas 

  Reception Room – front room for clients and “giveaways” 

 Store Area – area used to fill client orders; there are further details on 

SIGNAGE and LOCATION of Food in the “Filling Orders” Section 

  Sorting Area - in rear of facility; used for intake of donations  

B. Front Reception Area 

 Cabinets in reception area contain various stored forms and items 

 Cabinet of books – encourage client to take books; leave door open 

 Counter by wall has giveaway (non-food) items for clients 

C. Recycling 

 Aluminum cans - place in 55 gallon receptacle next to back door 

 Cardboard -  breakdown and place outside behind crates 

 Plastic bottles – place in receptacle in reception area 

 Paper – place in container under desk in Director’s office 

D. Packing Food 

 Bags must be purchased; use boxes to pack client food, when available 

 Do not make too heavy 

E. Ladders 

 2’ and 4’ go next to the garbage can, which is right next to the “store” area 

F. Tables and Scales  

 “Store” area table has a scale to weigh all food going out  

 “Sorting” table in back has a scale for weighing and sorting incoming items; 

it uses rechargeable batteries; recharger is on back counter. 

G. Outside Garbage Receptacle 

 In the corner of the lot behind Enterprise  

H. Locks/Keys 

 Front - each volunteer should receive a key at training 

 Back door key hangs on a chain next to the back door (not to be removed) 

I. Light Switch Locations 

 Back part of the facility are by the back door 

 Front area is on the wall by the reception desk 

 Outside back light switch is above the two inside light switches 

                              Continued 
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J. Walk In Freezer– will not lock you in; make sure light is off at end of shift  

 Walk in freezer will contain meat donations – DO NOT distribute unless 

directed to do so by Food Organization Coordinator 

K. Walk-in Cooler – will not lock you in; make sure light is off at end of shift  

 Dairy – top shelf to the left as you walk in 

 Produce -  next shelf down 

 Sweets – right side of walk-in and clearly marked as to where to start  

 Eggs – when available, are stored on the bottom shelf  on the left 

L.  Refrigerators – (2)  located on wall closest to the “store” area 

 Perishable items, such as yogurt, deli, etc. are stored in these two refrigerators   

 Top freezer area has “bonus” foods 

M. Freezers 

 Upright freezer on wall next to refrigerators – for distribution to walk in clients 

 One (1) Top Loading freezer next to rear table – only use as directed 

 Watch for the signage directing how the meat should be distributed   

 Care Club “Bags” will be clearly marked  

N. Janitorial/Supply Closet – contains brooms, mops, cleaning supplies, buckets.   

O.  Bathroom  

 Toilet paper under the sink or take from shelf 

 First aid in the cabinet on wall 

 If client uses bathroom, wipe up with sanitizer after they leave. 

P. Emergencies and Reporting Facility Problems 

 In an emergency (e.g. loss of electricity, leaking freezer) contact the Executive 

Director at 602-284-3483 and/or the Facilities Chair (number is on the Facilities 

Request Form envelope hanging by the whiteboard in the packing area. 

 To report a problem (e.g. scale doesn’t work, door doesn’t close properly), 

call Pam at 602-284-3483 or the Facilities Chair. 
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4. Client Intake 
 

 4-1. Client Intake - General Guidelines 

 

A. Rule Number One  

 When client walks through the door, make them feel comfortable. 

 Be gracious and inviting. 

 If translation is a problem, ask other volunteers for assistance or use reference sheet 

with telephone numbers in the front of the Operating Instructions Manual to enlist 

volunteers capable of translation for assistance. 

B. Write or Print Clearly ON ALL FORMS 

C.   Corkboard Board 

 Items on corkboard behind the desk can be duplicated and given to the clients. 

D. Vouchers - see “Voucher” Section in Operating Instructions for further information 

E. Client Education And Resources (CLEAR)  

 Ask client if someone in the family is looking for work, has budget needs, or needs 

resources.   

 If yes, have them fill out CLEAR survey on clipboard on desk.  

 Survey is filled by client only once.  

 File the survey in folder in bottom right drawer.   

 Give client the half-page handout on the desk called Team Job Search. 

F. Clients Food Eligibility & Giveaways 

 Eligible once a month for “free” food 

 Giveaways in reception area 

o Eligible for giveaways once a week; amount may be limited by volunteer 

o They must weigh the food  

o Record on the disbursement log  

o Client signs the roster 

o Receptionist does not need to pull their file for just giveaways 

G. Pet Food (Section 10) 
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 4-2. New Clients (Check File to verify there is not already a file.) 

IT IS IMPERATIVE that the proper forms are completed and procedures are 

followed.  

 

A. Confirm that the Client lives in our area 

 north to Maricopa/Yavapai County Line 

 east to Rio Verde 

 south to Jomax 

 west to I-17 

 Zip codes are 85327 (Cave Creek), 85331 (Cave Creek), 85377 (Carefree), 85262 

(north Scottsdale), 85263 (Rio Verde), 85266 (Scottsdale), 85255 (Scottsdale north 

of Jomax), 85085 (Phoenix north of Jomax and east of I-17), 85086 (Anthem and 

Desert Hills), 85087(New River), 85324 (Black Canyon City)  

 If they do not live within our area 

o refer them to the appropriate area (give them copy of list on the board) 

o complete client interview form 

o give them food for 3 days 

o fill out page 2 of Client Interview form 

o make note on Client Interview form that they were referred to another food 

bank 

o make sure they understand that this is only time they will receive food 

B. Identification 

 Must have proof that they live within our boundaries  

 Should be photo ID and 2
nd

 form of identification (e.g., driver’s license and 

postmarked letter or utility bill to their address) 

 Must have identification for all residing at the address, including children 

C. If the Client is eligible and this is first visit 

 On first visit start with Client Interview forms – be sure to get all information 

o Complete Client Intake form – Family history 

o Complete “Interview” form – reason for visit, etc. – filled out at each visit 

 Ask Client how they were referred to us and make note on client form 

 Create File folder – reuse folders in top drawer of file cabinet next to desk 

 Forms are found in left hand top desk drawer 
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 Complete Food Order as for Repeat Client (see 4-3 Repeat Clients) 

 

 

 

 

 

4-3. Repeat Clients - Check file to insure identification was obtained; if not, proper 

identification must be provided per 4.2.  
A. Fill out Packing List (1/4 sheet) 

 Receptionist asks if client has any special needs (baby food, diapers, special diet, 

food they can’t eat, vegetarian), pet food or items off of little whiteboard 

o If Pet Food needed, indicate number of cats and dogs and weight of each 

animal.   

o Fill out Pet Food Request Log book on desk. 

  Receptionist gives Packing List with pertinent information of client needs to 

volunteer in store area  

 Volunteer returns Packing List to Receptionist.  It is placed in client file. 

B. Where to Record 

 Client Interview form 

 Disbursement log 

 Client roster (client prints name clearly) 

 Pet Food Request Form (if pet food is requested) 

C. File the Folder 

 In file drawer, by last name, in alphabetical order 

 Record three amounts: store food, giveaways, pet food 

D. Disbursement log  

 Record name clearly 

 Include Client as part of “# in family”   

 Record in separate columns the number of pounds of store food, number of 

pounds of giveaways, and number of  pounds of pet food distributed 

E. Further referral 

 Information on the board behind desk 

 “Referral” book on the desk  

 “Referral” book on counter next to desk 

 Care Club – information found on cabinet counter  

    Any other information that will be helpful to know 

F. Client Roster 

 Client signs only when receiving store food or giveaways 
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5. Filling Client Orders (NON Care Club) 

 
A. Receptionist gives Packing List to volunteers in store area indicating: 

 Number of people in family 

 If young children, what ages 

 If babies, what age 

 Baby’s diaper size – give one package 

 Special dietary needs, allergies, vegetarian, etc. 

 Pets – number of cat(s) and/or dog(s) and weight of each  

B.  Packers follow distribution lists hanging on the shelves  

 First come First Serve – fill orders as indicated and read whiteboards etc., to 

ensure daily changes are incorporated 

 List indicates how much to give client according to size of family 

 List is separated according to breakfast, lunch, dinner and extra items  

 Lists show breakfast, lunch, dinner with alternates.  Example: one lunch is to be    

cream soup and tuna, another is to be either canned pasta or macaroni and cheese 

 If large family, check large family shelves 

 If single, check singles shelves; use good judgment when giving this item 

 All items going out the door are weighed  

 Total weight of food is noted on Packing List and given to receptionist.  PET   

FOOD WEIGHT is noted separately on the same paper. 

 Shelves are set up to indicate what goes together 

 These lists will always be a work in progress, so expect changes 

C. Pet Food (Section 10) 

D. Perishable Items 

 Vary the meat, chicken, beef, pork (as available) from upright freezer on rear 

wall 

   Give enough for 3 days, adequate for the size of the family  

   Check for giveaways and bonus items – perishable and non perishable.  Be 

generous with perishables, those come in daily– this refers to dairy(yogurt, 

cheese, salads, sandwiches, cottage cheese, sour cream, etc.) and other 

perishables found in:  
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o Refrigerators 

o Walk-in cooler 

        Continued 

 

 

 

o Freezer  (upright and top portion of refrigerator 

o Containers 

 Foods in walk-in cooler 

o Produce – start at the left and work to right 

o Sweets – start at right and work left 

o Eggs – bottom left shelf (if available) 

o Watch the signs 

E. Items other than the “meal” shelves 

 Condiments – one per family (unless a large family, then 2) 

 Coffee, tea, cocoa – enough for 3-4 days 

 Sugar – no more than 2 cups 

 Flour – at least 4 cups 

 “Go With” shelves -  items that go well with beef, chicken, pork, are posted as 

“go with”  (stuffing/cranberry sauce/gravy/starch sides) 

F. Client Information Sheet - ALWAYS put a copy into the food box 

 This information is important for the client to understand expiration dates 

 The sheets are on the packing table. 
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6. Care Club 

 
6 -1 Program Procedures 

 
A. Occurs every 1

st
 Wednesday and 3

rd
 Thursday of the month 

 Flyer on the cabinet counter top has order and pick up dates 

 Care Club flyer gives the basics of what they will receive (Care Club flyers and 

Care Club dates are on the cabinet)  

 The basic order comes from Desert Mission Food Bank 

 We add paper towels, toilet paper, sweets, breads, and other extras  

B. Client Interview 

 Clients must have a Client Interview form on file before receiving Care Club 

packages. 

 Fill out the Client Interview form on their first (or latest) visit so that even those 

who have been receiving Care Club in the past have a client file.  

C. Client can order Care Club for both the 1
st
 Wednesday and the 3

rd
 Thursday  

 The order sheets are on the clip boards on right hand side of desk 

 Client can pay when they order or pay when they pick up (CASH only) 

 If they pay at the time of ordering, mark PAID on order form  

 If they do not pay at time of ordering then place a small “np” in the payment 
column 

 If they pay when they order: 

o The money is to be put in the money box in the 2
nd

 drawer, right hand 

side of the desk 

o Mark them paid on the order sheet 

o Clients can buy a Meat Package, a Pantry Package or both; they can order 

as many packages as they want 

o Meat order is $15.00, Pantry order is $10.00 per order  

o Care Club orders can be picked up until the next Care Club day 

D. Last day to order is the Friday before Care Club day  

 May order any day that we are open up to the day before the order is placed, 

which is the Friday before Care Club day 

 

 

 

      Continued 
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E. Care Club pick up  

 First Wednesday – 12:30 to 4:30  

 Third Thursday – noon to 8 p.m.  

 Ask the client if they would like to order for the following month 

 Mark that down on the next months order sheet 

 Make sure client fills out the ½ sheet order form located on the desk 

 This is a cross check of order and assures that we are ordering for the right Care 

Club day. 

 If they desire, they can order for both 1
st
 Wednesday and 3

rd
 Thursday. 

 

F. St. Vincent De Paul  

 Vouchers are issued by St. Vincent De Paul (St. Rose) and they will call the 

order in and client will bring voucher with them  

 Vouchers are placed in folder in bottom right drawer of desk  

 St. Vincent De Paul (Our Lady of Joy) will call in the order; be sure to record on 

the Care Club order form 

 Those clients that are paid by Our Lady of Joy SVDP are added to the next 

month when they pick up order 

 St. Vincent De Paul (St. Gabriel) will come in and place the order each month 

 Those paid by St. Gabriel are not recorded for next month when order is picked 

up 

 St. Gabriel order is recorded by volunteer from St. Gabriel SVDP 

 Make sure that it is recorded on the Care Club order sheet as to who is paying 

for it.  Codes are:  

o Our Lady of Joy SVDP is SVJ 

o St. Gabriel SVDP is SVG 

o St. Rose SVDP is SVR  

G. The Salvation Army sends the client to us with a voucher. 

 Record name on order form for next Care Club. 

 Code is SA 

 Place the voucher in the file in bottom desk drawer. 

 

 

 

 

 



FOOTHILLS FOOD BANK & RESOURCE CENTER 

OPERATING INSTRUCTIONS 
 

14 
7/21/10 

 

 

 

6-2 Preparing Care Club Orders 

 

A. Preparing a Meat Order 

 one bag of meat out of freezer, bag will be marked 

 one “giveaway” bag found at rear of  food bank 

 produce (if available) 

 sweets (usually one per order unless posted differently) 

 1 roll paper towels and 2 rolls toilet paper 

 1 dozen eggs (if available) 

 milk (if available) 

 deli products that may be available 

 Extra items that will be posted on wall 

 Invite them to take giveaways from the front 

 Breads (from the front) 

 Make sure the client gets enough, since they are paying for this order. 

B.  Filling a Pantry Order 

 All of the above, except you replace the meat package with the pantry package   

located near the rear door 
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7.  Donations 
 

 7-1. Individuals’ Donations 

A. Food donation by an individual 

 Weigh donation 

 Have donor complete “donation” form (half page form with carbon) found in 
donation log book (front) 

 Enter weight of donation on form and give donor the top (white) copy of the form.   

This is their ACKNOWLEDGEMENT 

 File yellow copy in back of donation log book 

B. Monetary donations 

 Do not record in the log.  Place in individual envelopes found in top right drawer.  

Seal.  Write donor Name, address, phone on envelope. 

 Place in the top left drawer of desk in Executive Director’s Office. 

 Executive Director will enter into Log. 

 

7-2. Organizations’ Donations 

A.  Donations from Fry’s on Carefree Highway 

 Separate form in back section of donation log book 

 Daily, complete form, recording according to the type of product, ie; meat (100#), 

produce (50#), dairy (50#), bread/sweets (30#), etc.   

 Weekly, one assigned volunteer  

o Will take the completed forms and fax the completed forms to St. Mary’s 
Food Bank Alliance (these donations are reported to St. Mary Food Bank 

separately).  

o Will enter the TOTAL week’s weight into the donation log 

 The faxed forms are then marked faxed and filed in Fry’s Donations book in the 
office 

B. Donations from other organizations  

 Record Organization Name and all other information in Donation Log (write 

clearly) 

 Weigh and enter total weight on the donation entry in the log 
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8. Stocking Shelves – Disregard the expiration date; they are good to use unless 

the seal on the can is damaged. 

A. Incoming food – after weighed and recorded 

 Dry goods 

o Mark each item with month it came in – e.g. February, mark with 2 

o Place food items in proper container (crate) as marked on the shelf 

o If that crate is full, start a new one and label what it contains 

 Perishable foods 

o Refrigerate as quickly as possible 

o Rotate the items when putting away, older items come to the front 

o Like items with like items 

B. Stocking Items in Store Area 

 Stock using the containers below shelf only; do not use crates from the center 

area of the store 

 When placing food on shelf 

o Move existing items to the front 

o Place newer (month date) item behind 

o Label facing forward 

o Like size can on like size – you can get more on shelf this way 

C. Large Family – we have 2 shelves for large family food items 

  Large size items are placed here  

o Sort by food item – peanut butter all together, tomatoes together, etc 

o Use the items from this shelf when filling for a family of 5 or more 

D. Singles – we have 2 shelves for single’s food items 

    Small size items are placed here 

o Items smaller than regular size belong on this shelf 

o Keep like items together 

E. Condiments – 1 shelf of these items 

  We do not purchase these items, so we do not always have a large supply 

  They should be sorted by kind of item it is – salad dressings together, etc. 

F. Coffee, tea, cocoa, flour, sugar, etc.  

 We do not purchase these items, so may not always have on hand 

  Located on the shelf behind large/single shelf 

  We do not give out large containers; these are broken down according to sizes 

posted 

      Continued 
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 Before filling bag, mark or label the contents 

 Rice and beans have labels with cooking directions, they are found in folder in 

the back in supply box 

  When breaking down, be sure to use gloves 

  Place in marked containers 

G. Baby products – stored on 3 shelves facing breakfast items 

 Often these items are purchased 

 Sort according to what the item is 

 This is the one item that is not kept if it has an expiration date; food items with 

expired dates are put in giveaway 

 Sort diapers according to size, smallest to largest, and place on top shelf  

H. Baking Mixes  

 Stored on 3
rd

 shelf facing breakfast items 

I. Toiletries in basket on bottom shelf 

 Large bars of soap are placed on bottom shelf 

 All other toiletries are placed in basket in office to be packaged for distribution 

 There is a volunteer that packages the toiletries and puts them on the shelf 

J. Paper towels and toilet paper 

 On top shelf of storage units closest to reception area 

K. Giveaway shelves – items that go out front as room becomes available 
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9. Discarding of Out-dated Food 

 
A. The Arizona Alliance of Food Banks has determined that the expiration date on 

canned goods is still alright, even though it is past the expiration date, it is acceptable 

for distribution to clients. 

  It begins to lose its’ nutritional value, but is fine to consume 

 Unless a can is bulging, keep it 

B. Breads/Sweets 

 When they are hard or moldy, remove from shelf, save for the Goat Lady in 30 

gallon bags. 

C. Fruits and Vegetables 

 When spoiled, remove from shelf and save for Southwest Wildlife.  

D. Dairy/Deli products 

  Remember that the greater the fat content of the product, the sooner it will tend 

to spoil.  Use your good judgment.  

E. Baby Food 

 Expired baby food should be placed in the giveaways. 
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10. Pet Food Partnering Grant 
 

A.  Animal Guardian Network - We are partnering with Animal Guardian Network and 

they will be supplying enough pet food (dog/cat) for our clients’ animals. 
B. Grant Compliance Guidelines – Client 

 Pet food will be provided for a number not to exceed 2 dogs and 2 cats.  If the 

client has more than 2 dogs, only supply food for the first.  The same guideline 

applies to cats. 

 In order for a client to receive pet food the Pet Food Request Log book must be 

filled out to reflect: 

o size(s) and weight(s) 

o Answer whether each is neutered or spayed.  If they desire to have an animal 

spayed or neutered, give them the number for Animal Guardian Network.   

480-488-9298  

C. Grant Compliance Guidelines - Volunteers 

 Pet food must be distributed as available per the list in the back. 

 Pet Food is stored in rear of facility, on back wall and shelves near door. 

 Volunteers must record weights by animal on the Packing List. 

 The amount of food per animal varies based on availability, so amounts should not 

be shared with clients. 

 There will be a notice posted in the back as to breakdown procedures. 

 Use gloves to sort and breakdown the pet food. 

C. Receptionist Responsibilities 

 Receptionist asks if client has any special needs (baby food, diapers, special diet, 

food they can’t eat, vegetarian), pet food or items off of little whiteboard 

o If pet food is needed, indicate number of cats and dogs and weight of each 

animal.   

o Fill out Pet Food Request Log book on desk.  List each animal, weight, and 

amount of food given. 
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11. Vouchers  
 

A. Types of vouchers the Food Bank distributes 

 Gold Mine Thrift – value $30.00 

 Carefree Shell – value $20.00 

 Health Profile – pharmacy – value $20.00 

B. One voucher per place of business 

 Client receives white copy 

 Yellow copy is placed in the folder in the bottom right desk drawer 

 Pink copy placed in clients folder 

C. Voucher limit 

 One every two (2) months, per place of business; verify by date on pink copies in 

client’s folder 

D. Voucher log 

 Grocery store gift card 

o Given only if we do not have the necessary items on the shelf 

o Record number of the gift card and name of client on the “Voucher log”  

 Record gift card on client interview file 

E. Salvation Army Voucher 

 Salvation Army issues both Care Club and gas vouchers to clients 

 We issue a food bank gas voucher for the Salvation Army gas voucher  
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12. Financial Assistance –Executive Director makes all decisions regarding   

financial assistance. 

 
A. How to handle a request when the Director is not available: 

 If client comes to office 

o Confirm client lives within our boundaries 

o Refer client to St. Vincent De Paul or Salvation Army first 

o The numbers for these agencies are listed on the board behind desk and can 

be duplicated for clients 

o Refer them to the SVDP closest to them 

 If they have already received help from SVDP or SA 

o Pull client file   

o Make sure information for contacting is correct 

o Have them fill out a financial assistance form, found in file drawer in office 

o Make copy of bill 

o Leave file and copy on desk in the Executive Director’s office 

 If it is a phone call 

o Confirm that person lives within our boundaries 

o Ask if they have visited the food bank previously 

o Suggest they call SVDP or Salvation Army first 

o Give them the numbers to call 

o If they have already called them, make sure we have an accurate phone 

number to return call 

o Pull file if they are already a client 

o Leave note with file on Director’s desk 

 Rental assistance  

o Requires a home visit 

o Would prefer that St. Vincent De Paul make the visit 

o If SVDP has helped them with other bills, we will make the visit  

 

B. If the Director is present, pull the client file and ask the Director to meet with 

the client. 

 

Remember, things keep changing. 

Watch for posted signs. 

Be flexible. 

HAPPY VOLUNTEERING! 


