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If you are serving as a one-time volunteer,  

you only need to focus on the policies highlighted in GREEN.  
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OUR MISSION: 
At The Giving Plate, we are committed to providing food boxes to any person in need with compassion and 
hospitality. 

 

HOW WE LIVE OUR MISSION: 
The Giving Plate is a grass-roots, locally-founded, 501(c)3 non-profit organization.  In April 2010, Gary & Debra 
Kelso started The Giving Plate with the hope to help 500 local families with food relief.  In that first year alone, 
they quickly surpassed that number and The Giving Plate is now the largest food bank in the tri-counties of 
Deschutes, Jefferson, & Crook.   

The Giving Plate is a Christ-centered, faith-founded non-profit funded largely through the generous support of 
our local community as well as private and government grants.  We are a privately held organization and are 
not under the canopy of any church or federal agency.  We do, however, operate in adherence to Oregon Food 
Bank guidelines, which permits us to receive free and deeply discounted food from NeighborImpact.  In 2015, 
The Giving Plate also seized an opportunity to partner with The Bend Food Project - a local, ongoing, 
neighborhood food-drive program.  The Bend Food Project brings in thousands of pounds of food every other 
month to support The Giving Plate's mission.  It has been an incredible blessing and an important part of our 
success.  If you would like to learn more about The Bend Food Project and how to get involved, please visit 
www.bendfoodproject.com.     

Providing food to those in need is what we do, but The Giving Plate is about so much more.  As an organization, 
we live our mission by building relationships and a system of trust with those walking through our doors in need 
of help, and we define success by the positive impact we make on their lives.  It is a passionately held belief at 
The Giving Plate that no one should ever feel shame asking for help with one of life's most basic and essential 
needs - food.  We offer a safe and welcoming place for our guests, and we strive to cultivate an environment 
where each individual leaves with not only food to fill their bellies but also with hope filling their hearts. 
   

IMPORTANCE OF POLICIES AND PROCEDURES: 
Our policies and procedures have been set up to meet health and safety regulations, create a loving 
environment for our guests, and build a healthy team within The Giving Plate.  They are very important and 
must be followed by all employees, volunteers, board members, and anyone else involved with The Giving Plate 
for any period of time.  If there are any questions at the end of reading this guide, please bring them to 
management.  A signature is required on every volunteer application, acknowledging your understanding of the 
policy and procedures as well as the Confidentiality Agreement.  Upon filling out the application you will be 
required to sign the “Release and Waiver of Liability” with a witness signature.   

 

MINORS SERVING: 
The Giving Plate loves to support the next generation of community leaders by offering volunteer opportunities 
to minors.  Young volunteers are encouraged to apply; however, The Giving Plate must enforce certain 
guidelines when it comes to children.  First of all, young volunteers must have a heart to serve others and a 
desire to give back to the community.  They must be responsible and possess a level of maturity appropriate for 
a professional work environment.  Unaccompanied minors must be self-sufficient; The Giving Plate is not 
responsible for their whereabouts and/or safety beyond what we provide to any other volunteer.  Their time at 

http://www.bendfoodproject.com/


 

 

The Giving Plate must be productive and support the organization mission.  Minors must adhere to all policy 
and procedure guidelines. 

Any volunteer under the age of 16 must have a parent/legal guardian present during all volunteer hours.  In this 
case, we need a volunteer application on file for both the volunteer and their parent/legal guardian.  Children 
16 and over may apply on their own if all above criteria is met and agreed upon.  In general, the minimum age 
for volunteers is 12 years old.  Exceptions can be made for younger children who are participating in special 
volunteer projects with their church or school or for parents volunteering with their younger children in our 
Kid's Korner food pantry. 

 

STANDARD OF APPEARANCE: 

 Clothing cannot be torn, dirty, or reveal any part of cleavage, midriff, or buttock.  

 Inappropriate logos are not permitted. For example: beer, cannabis, profanity, alcohol, skulls, etc. 

 Tattoos and body piercing are allowed as long as they are respectful and do not have any obscene or 
vulgar images/wording.  Prior to your volunteer shift, we ask that you cover any body art that might be 
questionable. 

 Sandals, flip flops, and open toed shoes are not permitted if you are working in the warehouse and filling 
food boxes. 

 

CODE OF CONDUCT: 
 All guests must be treated with patience, respect, and equality.  If you are experiencing difficulty with a 

guest, please ask management for assistance. 
 Be courteous, friendly, and cooperative with guests and other volunteers. 
 Any injury, accident, or incident that causes harm to a guest or volunteer must be reported to the 

Executive Director immediately. 
 No offensive or derogatory comments or jokes are allowed.  
 No yelling, intimidation, or threats. 
 No pushing, hitting, or physical contact with a guest, staff, or other volunteer. 
 No questioning a guests’ right to receive food.  Per Oregon Food Bank, we do not verify income or 

eligibility.  When a guest comes for food we will serve each person equally with genuine compassion and 
hospitality.  

 

NON-DISCRIMINATION STATEMENT: 
The Giving Plate is an equal opportunity provider and is committed to providing an environment where all are 
welcome and receive equal rights and opportunity. 

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and 
policies, the USDA, its Agencies, offices, employees, and institutions participating in or administering USDA 
programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal 
or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. 

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, 
large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they 
applied for benefits.  Individuals who are deaf, hard of hearing, or have speech disabilities may contact USDA 



 

 

through the Federal Relay Service at 800-877-8339.  Additionally, program information may be made available 
in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form,(AD-
3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a 
letter addressed to USDA and provide in the letter all of the information requested in the form. To request a 
copy of the complaint form, call 866-632-9992. Submit your completed form or letter to USDA by mail at U.S. 
Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, 
Washington, D.C. 20250-9410; by fax at (202) 690-7442; or by email at program.intake@usda.gov.  

SEXUAL HARRASEMENT POLICY: 

The Giving Plate is committed to creating and maintaining an environment free of sexual harassment.  As such, 
The Giving Plate prohibits sexual harassment of its employees, volunteers, or guests in any form.  Anyone 
associated with or representing The Giving Plate must not engage in such conduct.  Any person determined to 
be responsible for unlawful harassment will be subject to appropriate disciplinary action, up to an including 
termination of involvement with The Giving Plate. 

Sexual harassment is an assault on a person’s privacy and integrity.  All employees and volunteers must be 
allowed to work in an environment free of unwelcome sexual overtures. 

Prohibited unlawful sexual harassment includes, but is not limited to, the following behavior: 

1) Unwanted sexual advances, invitations or comments; 

2) Visual   conduct   such   as  derogatory   and/or   sexually-oriented   posters,   photography,   cartoons, 
drawings, screen savers, or gestures; 

3) Physical conduct such as assault, unwanted touching, blocking normal movement or interfering with 
work; 

4) Threats and demands to submit to sexual requests as a condition of continued  employment or 
involvement in organization; and 

5) Retaliation for having reported or threatened to report harassment. 

Any employee or volunteer who is aware of any instances of sexual harassment should report the alleged act 
immediately to management.  Any person who believes he or she has been subject to sexual harassment should 
do the same.  Prompt reporting of such behavior is encouraged.  If the employee or volunteer is uncomfortable 
discussing the matter with management or if management is not available, the employee or volunteer should 
report the alleged act immediately to The Giving Plate’s board director.   

Any report or complaint should include details of the incident or incidents, names of the individuals involved 
and names of any witnesses.   A thorough and objective investigation of the allegations will take place 
immediately and will be handled as confidentially as possible.   Upon completion of the investigation, the 
appropriate parties will be notified of the findings. 

If it is determined that unlawful harassment has occurred, effective remedial action will be immediately taken 
in accordance with the circumstances involved. 

The Giving Plate  will  not  retaliate  against  any person filing  a  complaint  and  will  not  tolerate  or  permit 
retaliation by management, employees, or volunteers. 

By signing volunteer application, you agree that you have read, understand, and will comply with this policy. 

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov


 

 

SMOKE FREE WORKPLACE: 

Smoke-free workplace law prohibits smoking in the workplace and within 10 feet of all entrances and exits. 
 

CHECK IN: 
1) Welcome each guest warmly. 
2) Ask if they are NEW or RETURNING. 

a. If the guest is RETURNING… 
i. Check them into the Link2Feed system where they will sign the USDA electronic signature which 

is stored and captured in the Link2Feed system.  
ii. When you are recording their visit, put 1 pound into the pounds field.  This will be updated with 

the actual pounds after the food box is created. 
b. If the guest is NEW… 

i. Warmly welcome them to The Giving Plate and let them know how happy we are that they are 
here. 

ii. Before providing an application, confirm they are not already in the Link2Feed system.  We share 
the Link2Feed system with other food banks in the state, so even though they may have not been 
to The Giving Plate before they may have visited other food banks.  

iii. If they are not in the system, provide them with an application in either English or Spanish.  Put 
a note in the top corner of the application how many adults and children they are sharing food 
with. 

iv. Explain The Giving Plate’s program and services: 
I. Only one food box per calendar month.  

II. Grab & Go is in the hallway and can be accessed any day we are open. 
III. If they have kids in their family, explain how Kid’s Korner works and invite them to take their 

kids upstairs or bring them back to receive the service (children must be present to access 
this service). 

IV. Tell them where the waiting area is, and have them bring completed applications back to the 
front desk when they are done.   

V. Please review applications with the guests to ensure they are complete and legible. 
3) Give guest a shopping list with their first and last name on it and intake number (write NEW if they don’t 

have a number yet).  

4) Explain how they check off what they want and then put their slip on the wrap-station counter. 

5) A food box engineer will then take the shopping list and fill the box for the guest while they wait. 

  

CHECK OUT: 
1) Weigh each completed food box and record the total weight in the designated space on the shopping 

list. 
2) Write your name in the designated space on every shopping list you personally create/weigh. 
3) Bring the completed shopping list to a front desk volunteer who will update the guest’s visit record with 

the actual pounds of food provided. 
4) Find the guest by calling their first and last name in the waiting area or the hallway.  
5) Help guests out with boxes, as long as you feel safe in doing so, and return carts to the warehouse. 

 



 

 

PASTRY/MONITOR/WRAP STATION: 
1) Keep wrap station clean. 
2) Wear gloves if handling food. 
3) Bag up bulk foods. 
4) Wrap single pastries. 
5) Keep single pastries stocked on rack. 
6) Ring bell when a guest puts a shopping list on the counter to alert volunteers. 
7) Check off intake number assigned to shopping list on the tracking chart as volunteers take the lists to fill 

boxes. 
8) Maintain cleanliness in the waiting area (i.e. sweep, check garbage, organize chairs, etc.). 
9) Organize produce and check for any moldy/rotten items that need to be put in the pig barrel. 

 

FOOD BOX ENGINEERS: 
1) Please let us know if you have any restrictions that prevent you from lifting or if you are unable to stand 

for more than an hour.  Filling food boxes will not be the appropriate spot for you if this is the case. 
2) Between guests, it is helpful if you can stock shelves and produce bins, sweep, clean bathroom, empty 

trash, organize, and clean up the waiting area. 
3) Please help us to keep an eye on produce and refrigerated items.  Watching for expired food or produce 

that is rotten/moldy is extremely important.  We do not want to put food into boxes that we would not 
eat ourselves. 

4) Check counter often for shopping lists to be filled. 
5) Check off intake number assigned to your shopping list on the tracking chart (if wrap station volunteer is 

not there to do it). 
6) Write the name of the guest on the food box to avoid having boxes get mixed up. 
7) Custom build box per family size. 
8) No substitutions for food that is not wanted. 
9) Exceptions may be made by management to add extra food, otherwise stick with the charts above each 

section. 
10) Produce is by judgment. If we have a lot, give extra. 
11) Weigh out food at checkout and write the pounds on the shopping list along with your name.  Shoot to 

have the pounds provided for the family size fall within the limits shown on the sign by the scale.  We 
understand it will not always be exact but appreciate your effort to provide the guest/family with the 
right amount of food for their family size. 

12) Call guest by first and last name. 
13) Help them to car and return cart. 
14) Keep food product at least 4” above the ground. 
15) Do not stack cans 3 cans high. 
16) Breakdown cardboard and put in recycling bin. 

 

DONATED FOOD GUIDELINES:       
 Canned food >>    Up to one year past expire date. 
 Fresh Produce >>    Clean, fresh. Not spoiled/rotten/moldy. 
 Packaged Bakery/Boxed Meals >>             Up to 6 months past use by date. 
 Dry Beans/ Rice >>    One year past expire date. 
 Thawed Meat and Poultry >>   Within a week of sell by date.  



 

 

 Fresh Game >>    Not accepted – It has to be USDA meat. 
 Meat >>     All meat must be USDA meat. 
 Frozen Food >>    Anytime. 
 Dairy Products >>    Within two weeks of sell by date.  
 Homemade Food >>    Not accepted. 
 Baby Food >>    Must be before expire date. 

       

If a package of food is opened we cannot give that to our guests.  Please be very careful with this as many times 
opened spices, oatmeal, etc. have been shelved for distribution.  Only bulk foods may be repackaged.  Any 
opened food must be thrown in the pig barrel.  Constantly check bread products and produce for mold and put 
it in the pig barrel if you find any.  Do not put these items in a food box.  Please take the time to ensure that 
food that goes into boxes is food you would personally consume.  Damaged cans or past acceptable date 
products can be put on the Grab & Go shelf.  Do not put them in food boxes.  Large amounts of excess produce 
that needs to go right away before it goes bad can be placed in the hallway.  Please check produce that comes 
in before putting it into the produce bins and remove any moldy/rotten pieces of fruit and put it in the pig barrel.   
*See the Fresh Alliance Posters at the end of this manual for more specifics. 

 

FOOD HANDLING: 
Please wash your hands before your shift and periodically throughout your shift.  Always wash hands after using 
the restroom.  It is required that at least one person per shift has a food handlers card.  If you have one, please 
present it to the management for a copy to be made.  If you do not have one but would be willing to get one 
online, please do so and let us know.  

 

REMINDER FOR ALL TEAM MEMBERS: 
1) We are faith based, however, unless a guest asks about churches, religion, affiliation, or for prayer, please 

refrain from discussing religion, denominations, politics or your beliefs with guests. 
2) If guests have questions you are unable to answer, please direct them to management. 
3) Do not flirt or make inappropriate comments to fellow team members or guests. 
4) It is ideal to wear a name badge.  Please ask management for one. 
5) Some guests have special need requests and we will attempt to accommodate when we can. 
6) The Giving Plate staff and volunteers are the only ones allowed in the warehouse.  Please do not bring 

guests back to pick out food items. 
7) Guest confidentiality is imperative and must be respected.  
8) Periodically, we will have policy and safety videos to review and you will be required to view them to be 

in compliance with the Oregon Food Bank regulations. 

 

SCHEDULING: 
The Volunteer Coordinator will post the schedule on the Facebook Team Page at the beginning of each week.  
Please communicate with the Volunteer Coordinator when you are unable to be at your shift.  Do not ask 
another volunteer to tell them for you.  Please let them know personally.  When possible, please give the 
Volunteer Coordinator a week’s notice on any shifts you are unable to commit to.  Communication is vital to 
ensure we do not over or under schedule each shift.  You can communicate via the Facebook Team Page, texting, 
or a phone call. 

 



 

 

 

GETTING YOUR OWN FOOD BOX: 
1) Sign up as any guest would (however, you must wait until after your shift). You can get a food box once a 

month just like any guest of The Giving Plate.  
2) You may make special requests on your shopping list but another volunteer will make up your food box.  
3) You may get items from Grab & Go as often as needed, just like any guest.  Help yourself to what you can 

use.  
4) Getting items beyond your monthly food box or Grab & Go must be approved by management.  Setting 

items aside, without permission, is not allowed.   
5) Giving special food privileges to our team members is a Civil Rights violation.  We must ensure that our 

guests and our volunteers receive equal access to food. 
   

CLEANING AND STOCK DAY: 
Each Wednesday from 9-12:00, there is a crew who comes in and cleans and stocks The Giving Plate.  We 
appreciate any help that can be provided on these cleaning and organizing days. 

 

CONFIDENTIALITY: 
What you hear or observe about clients or staff while volunteering in an emergency food agency is strictly 
confidential. Even a seemingly harmless comment repeated to another can be misunderstood and cause harm.  
In order for our building to be a safe, secure place for our guests, we ask that volunteers show respect by 
honoring our request for keeping information confidential.  This same level of confidentiality should be shown 
to other volunteers that you serve alongside.  By signing the signature page of the volunteer application, you 
acknowledge that you understand that your services are being offered on a voluntary basis.  What you hear or 
observe about guests, staff, or volunteers while volunteering at The Giving Plate will remain confidential.   While 
performing services for The Giving Plate, you are bound by laws and policies which protect the privacy of guest 
information you are given access to.  You agree to keep this information in the strictest of confidence and the 
failure to do so may result in you being denied the opportunity to volunteer. 
 

KID’S KORNER: 

If you are assigned to the Kid’s Korner, please greet all children with a smile and warm welcome.  Give them a 
tote bag and explain that they need to follow the numbering system above each bin and use it as a guide for 
how much food they can take from that bin.  Parents are allowed to help the little ones, but if you see a child 
who can’t read and the parent is busy please offer to help that young child do their shopping.  Mark off the 
numbers on the sheet as children come in.  This is how we track the number of children that have been served.  
There are no requirements for children to receive food from Kid’s Korner.  If they come to get food we will 
provide it.  Important reminder:  CHILDREN HAVE TO BE PRESENT IN ORDER TO RECEIVE FOOD.  PARENTS 
CANNOT SHOP FOR KIDS WHO ARE NOT THERE.  If a parent asks to do this encourage them to bring their child 
in after school or on a Saturday, and if they continue to ask for an exception ask management to come to help 
explain the rule.  Please do not provide exceptions without talking to management. 
 

INJURY: 



 

 

As a volunteer of The Giving Plate, by signing the volunteer application, you understand that any injury you 
sustain while volunteering will not be the responsibility of The Giving Plate.  If you are unable to stand for more 
than one hour or cannot lift 25-50 lbs., this may not be the right place for you to volunteer. 

COMPLAINTS: 
If for any reason you have a complaint about a staff member or a volunteer, the first step is to attempt to resolve 
the issue with the individual themselves.  If you are uncomfortable with this, please go to management and we 
will address the issue; however, you may be required to be involved in the resolution.  If you have an issue with 
our policies or a guest, please go to management only and don’t talk to other volunteers.  If you do not get the 
resolution you are seeking you may request to meet with a board director. 

 

THANK YOU! 
We cannot do what we do at The Giving Plate without our amazing volunteer team.  Thank you so much for 
volunteering!  Know that your job here is extremely important and makes a huge impact in our community.  We 
are truly grateful you have taken your time and energy to help us compassionately serve those in need of food 
relief. Please go to www.thegivingplate.org to read more about us, “LIKE” us on Facebook, or follow us on 
Instagram to stay up-to-date on all The Giving Plate’s latest news.  

 

 

 

 

http://www.thegivingplate.org/







