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Vision Statement 
 
The Randolph Area Food Shelf envisions a community in which every 
individual has access to sufficient food.   
 
Mission Statement 
 
The Randolph Area Food Shelf is a community supported non-profit 
organization that provides food to people in need in the central 
Vermont communities of Randolph, Braintree, Brookfield, and East 
Granville. 
 
Core Values 
 

• Actively engage the community to provide an array of quality 
food, including locally grown options. 

• Provide all services in a confidential, non-judgmental, and 
welcoming way. 

• Respect individuals, the community, and the environment. 
• Demonstrate stewardship of and appreciation for economic, 

volunteer, and food resources.  
• Improve nutrition awareness through education.  
• Adapt and respond to the changing needs of our communities 

to achieve our mission and vision. 
 

  



 

Pantry Operations Charge 
(approved 9/9/13) 

 
Pantry Operations exists for the purpose of managing the food and distribution 
process necessary to fulfill the mission of the Food Shelf. 
  
Specific Responsibilities of Pantry Operations: 

• Communicate with Volunteer Operations when volunteers are needed 
• Enroll and orient new clients 
• Screen clients to assure they meet criteria 
• Update clients regarding policies and procedures of the Food Shelf as 

needed  
• Order/purchase food 
• Accept food and other donations 
• Maintain food storage areas 
• Maintain storefront 
• Develop and revise procedures regarding pantry operations 
• Train volunteers on storefront operations and policies 
• Communicate to volunteers any storefront or food updates 
• Maintain records and pass on to the Thank-you letter writer of food 

donations received 
• Coordinate with the Treasurer and IT Coordinator regarding record-

keeping 
• Provide statistical data as required 
• Manage both USDA programs  



 

General Volunteer Guidelines  

The Randolph Area Food Shelf is a smoke-free environment. Smoking is not 
allowed in any area of the Food Shelf. Unless you read in the Weekly Notes that 
there is an exception, all food is for clients only. Sexual harassment, violence, or 
offensive speech or behavior by volunteers toward clients or other volunteers will 
not be tolerated. Volunteers will be sober and drug-free. Volunteers will act in a 
safe and responsible manner in order to prevent injury to themselves or others. 
All volunteers working in direct service to clients of the Food Shelf will be 18 
years or older. 

  

General Volunteer Procedures  

Volunteers will be able to do the following:  
 

• Sign in and out each time you volunteer so we can keep track of our 
volunteer hours.  

• Keep client information confidential. 
• Dress casually because work sometimes gets messy and wear 

comfortable closed-toe shoes such as sneakers, work shoes or boots 
when working in the building. Leave purses and other valuables at home 
or locked in your car when working in the building. The Food Shelf is not 
responsible for any missing personal items.  

 
Volunteer Rights and Responsibilities 

Randolph Area Food Shelf recognizes the following rights of volunteers:  

• To know what is expected of them  
• To receive training, supervision and support  
• To have safe working conditions  
• To be free from discrimination and harassment  
• To be appreciated  

And in return, the Food Shelf expects its volunteers to be responsible in the 
following areas:  

• To be reliable, honest  
• To respect clients’ confidentiality  
• To work within the Randolph Area Food Shelf’s training guidelines and its 

job procedures, which are outlined in the Procedure Manual at the front 
desk  

• To bend at the knee when lifting heavy boxes. If something is too heavy, 
get someone to help you. Use proper body mechanics to avoid injury.  

• To wear protective clothing such as gloves when necessary  
• To help keep the building safe and clean  
• To carry out tasks in a way that reflects the Randolph Area Food Shelf's 

Mission, Values and Vision as published in the RAFS handbook.   



 

Storefront Volunteer Job Description 
(approved 1/9/17) 

 
 

Qualifications needed: 
• Ability to follow verbal and written instructions 
• Ability to lift boxes of groceries 
• Good interpersonal skills 

 
You report to: Pantry Coordinator 
 
Your job duties include: 

• Provide information to the public regarding food shelf practices 
• Check in clients using the computer data system 
• Register new clients using the computer data system 
• Hand out punch cards to clients 
• Register clients for USDA Commodity Program 
• Assist clients with shopping 
• Check groceries against the shopping list 
• Bag or box groceries for clients 
• Help carry groceries to clients' cars if requested 
• Keep storefront clean and tidy 
• Restock shelves as needed 
• Correctly dispose of spoiled food, garbage, corrugated cardboard, and 

recyclables  
• Sweep or shake rugs at end of shift 
• Lock/check all doors and windows upon leaving 
• Turn off lights 
• Adhere to the approved budget 
• Complete all tasks which you have accepted and communicate all relevant 

information to the appropriate coordinator. 
• Sign-in/out at the volunteer log at the start/end of each shift or record all 

your volunteer hours and forward to the individual to whom you report 
• Read and initial Weekly Notes that are kept at the register. 

 
 
  



 

Storefront Operations Procedure Manual 
(adopted 1/9/17) 

Staffing 
 
Two people must be at the Food Shelf in order to open. If there is no one else 
at the Food Shelf by opening time, call someone on the substitute list to see if 
you can get someone there. If you can't find anyone, you will not be able to 
open the store.  
 
The goal for staffing is to have a three-person team working whenever the 
store is open. In addition to waiting on clients, storefront volunteers are 
expected to perform tasks necessary for the smooth operation of the store. 
These tasks are explained below. Also, a specific task has been assigned to 
the team for each day of the week. Teams divide up the work as they wish 
though it is common practice to have two people focus on the store and one 
who restocks. 
 
Volunteers who will not be able to work their regularly-scheduled shift are 
expected to arrange for a substitute. There is a list of people who are willing to 
be substitutes and their contact information at the storefront desk. The usual 
practice is to contact specific substitutes first, but if no one is available then a 
general appeal to the Food Shelf email list can be used.  
 
Opening  
 

1. Turn on the lights in the refrigerator and the freezer. Always check to be 
sure they are running and at the proper temperature. There are two 
thermometers in the cooler, a dial on the top left, and a small tube in the 
middle. The freezer temperature is displayed on the panel with the on-off 
switch. The temperature range for the cooler should be 40-45, but after 
repeated openings during store hours it can rise to near 50 or so.  So 
check it at the beginning of your shift. A log sheet to record the 
temperatures is taped to the side of the fridge. Note the date and 
temperature there. 

2. Check the desk for notices and initial the weekly volunteer update sheet 
after you have read it.  

3. Sign in on the Volunteer Log Sheet.  
4. Check the shelves to identify any new products or new signs regarding 

how much a client can take of produce, cheese, etc. Check the store 
inventory and straighten the products on the shelves, if needed. 

5. Check the warehouse refrigerator and nearby pallets to see if there are 
products (like produce, cheese, bread) that should be brought out to the 
storefront. 

6. Check that the computer is on and has switched to the current date. 
7. Turn the sign in the window to OPEN and put the flag on the post at 

opening time.  
 

 



 

Operating 
 

1. Clients present their cards and are signed in on the computer. The cards 
are punched for the correct month and handed back to the client. Clients 
who don’t have their card with them can still be served but should be 
reminded to bring the card next time.  A note should be entered on the 
View page with the date and the note that the client did not have their card. 
If this is the second time this has happened, remind the client that if they 
don't bring the card the next time they shop, there will be a $1.00 charge 
for a replacement card. If this is the third time the client has come with no 
card, enter the information in the View page notes and ask the client for 
the $1.00 for the replacement card. 

2. Clients are given a shopping card appropriate for the number of people in 
the household. Clients who are enrolled in the program and want to pick 
up USDA Commodity foods are given the USDA Foods Distribution 
Signature Sheet to sign. 

3. Clients who want to pick up their Supplemental USDA Commodity boxes 
(senior boxes) are asked to sign the form (in the yellow folder at the desk). 

4. Clients who bring their own shopping bags or boxes may enter in the 
drawing for a $25 Shaw’s gift card. The drawing is held at the end of each 
quarter. There are tickets/coupons at the desk. Clients should put their 
name and phone number on the ticket. There is a box on the windowsill 
where the tickets are deposited.  

5. When clients complete their shopping they should put the food on the 
counter and let the volunteer pack the food. The volunteer uses this as an 
opportunity to assure that the client has taken the correct amounts of 
foods. The volunteer may also point out foods that the client may have 
missed. 

 
6. Volunteers should use any time when there are no clients in the storefront 

to: 
a. clean surfaces, straighten shelves, sweep the floor  
b. stock shelves 
c. sort and package as appropriate fresh produce   
d. check pastries and any other perishable food and take any spoiled 

food to the pig food area in the warehouse. See the Dealing with 
Waste Procedure if you have questions about how to do these tasks.  

e. grind and package coffee 
f. break down cardboard 

 
7. Additional specific tasks for storefront teams are 

a. Monday – at the end of the day, place 3 boxes on the bench by the 
door for the people who deliver the donated bread on Tuesday  

b. Tuesday – remove the old bread from the cooler and put the new 
bread following the procedures described in the Receiving and 
Categorizing Procedure document. Because pig food is picked up on 
Tuesdays, volunteers should make a special check of fresh produce 
and pastry products to discard any that are in poor condition and are 



 

placed in the pig food area before the people arrive to remove the pig 
food.   

c. Wednesday – check to see that there is room in the warehouse 
refrigerator for the Thursday morning egg delivery. If not, see what re-
arrangements can be made to make room. 

d. Thursday –  put eggs into cartons 
e. Friday – finish putting eggs into cartons, if needed; at the end of the 

day, place 3 boxes on the bench by the door for the people who deliver 
the donated bread on Saturday  

 
 
Closing  
 
1. Make a note in the Volunteer Notebook to leave messages for the Board or 

other volunteers.  
2. To close, turn the open sign in the window to CLOSED and take the flag 

down. Turn the lights on the refrigerator and freezer off and check to see that 
these doors are tightly closed.  

3. Sweep the floors and rugs if you haven't had time to do that earlier.  
4. Sign out on the Volunteer Log Sheet in the workroom. Be sure all windows 

and doors are locked, including the warehouse doors. Lights in the storefront, 
workroom, Board room, and stockroom will shut off automatically. The light in 
the warehouse (switch is on the right just inside the door from the stockroom) 
must be turned off manually.  

5. Be sure to lock the front door when you leave. 
 

 
 
 
  



 

Stocking Shelves Procedure Manual 
(adopted 1/9/17) 

 
 
Storefront shelves are stocked when there is room available if we have the items 
in the storeroom or the warehouse. Some volunteers specifically come to stock 
shelves. Storefront volunteers stock shelves if they have no clients to wait on 
during the store hours.  
 
How Shelves are Organized  
 
Starting at the left side of the store, the shelves around the perimeter have labels 
that correspond to the order of the food on the shopping lists to make it easy for 
clients to use the shopping lists. Do not move the labels.  
 
In most cases, food is arranged in cardboard trays, which helps to keep the 
shelves neat.  
 
Expiration Dates for Food Categories  
 
Most of the food offered by the Randolph Area Food Shelf comes as donations 
(or as “reclaim” products from the Vermont Foodbank) and most of the donated 
food is within the date code marked on the product. However, some products are 
older than the date code. The policy of the Food Shelf is that canned products 
can be offered to clients so long as they are not more than 18 months past the 
printed date code. This policy can still guide decisions about what to do with out 
of date products.  
 
The major exception to this policy is baby food. Baby food cannot remain on the 
shelf after the date printed on the jar or package. Baby food should be checked 
regularly and past-due jars and packages must be discarded as pig food. 
 
Volunteers may have questions about specific foods especially items that are not 
in cans. Based on recommendations from the Vermont Foodbank the following 
chart can be used to determine whether a product is acceptable and can be put 
on the shelf or whether it must be discarded.  
 
Note: Products without a printed date may be put on the shelves if they are intact.  
  



 

 
Time Past 
Printed Date on 
Product 

Item Is Still Acceptable And Can Be Offered To Clients 

2 months Potato chips, graham crackers 
4 months Cookies 
6 months Mayonnaise, whole wheat flour, dried fruit, bagged nuts, oil, 

pretzels, flavored rice, pop tarts, instant breakfast, juice box, 
Ultra-high Temperature (uht) milk, soy and rice milk, baking 
powder 

8 months Crackers, frosting, pancake mix, candy 
1 year BBQ Sauce, salad dressing, dried beans, hot and cold cereal, 

casserole mixes, cornmeal, white flour, mac&cheese, 
microwave popcorn, instant potatoes, brown rice, dry 
pudding, shortening, stuffing, liquid coffee creamer, bean 
coffee, evaporated and dry milk, baking mixes, salsa 

18 months Olives, spaghetti sauce, can or jar bullion, peanut butter, 
brown sugar, confectioner's sugar, canned juice, bagged tea, 
jams, jellies, ketchup, chili and cocktail sauce 

2 years Canned fruit, pickles, sauerkraut, canned tomatoes, dry gravy 
mix, honey, chocolate, corn syrup, pancake syrup, dry pasta, 
popcorn kernels, white rice,sugar, 

3 years  Canned beans, canned fish and meat, canned vegetables, 
pie filling, uht products other than milk 

 
 
Try to keep each item in its assigned space. If the space is full, leave the rest of 
the items in the storeroom or warehouse. When the stock is low, shelves can be 
wiped before restocking.  
  



 

The Center Table  
 
The center table is for fresh produce. Produce can be displayed loose in bins 
or boxes or bagged in plastic bags. The produce needs to be checked for 
spoilage daily and the spoiled produce put into the Pig Food container in the 
warehouse. Move produce that is good from the warehouse to the store as 
needed.  
 
USDA Foods 
 
Dry goods for the USDA Supplemental Food Program are located in the 
storeroom on the shelves at the back right hand corner. These foods must be 
marked with an orange sticker before hey can be put on the shelves in the 
storefront. [deleted] These foods are delivered on the 4th Friday of the month 
before the foods may be distributed. Be sure not to put next month’s foods on 
the shelves prematurely. Frozen foods for the USDA program are kept in a 
freezer in the warehouse. It is to the immediate left as you enter the warehouse 
from the storeroom.  
 
Supplemental USDA commodity boxes (“senior boxes”) are stored in the part 
of the warehouse near the large overhead door. Many clients pick up their 
boxes on the day they arrive, but some pick them up later in the month. If you 
are getting one of the Supplemental Commodities boxes for a client, be sure to 
get the carton of cheese that goes with it out of the large double door 
refrigerator in the warehouse and add it to the box. Be sure that the client signs 
for the box on the form kept at the desk.  
 
Where food is kept  
 
The Storeroom  
 
Food is generally placed on the storeroom shelves in the same order as the 
storefront. If there is more of a particular category of food than will fit in the 
appropriate section of the shelves in the storeroom, the excess should be 
stored in the warehouse. Bring these products into the storeroom as the 
shelves are emptied. If boxes or bins in the storeroom are dated, put out the 
oldest dated items first. 
 
The Warehouse  
 
Eggs and milk products are stored in the refrigerators in the warehouse. Boxes of 
frozen meats, prepared meals, and bread are in the freezers in the warehouse. 
Empty boxes to pack food in at check-out are also in the warehouse.  
 
Moving food from one area to another  
 
Most volunteers who stock shelves use carts or the dolly to move boxes, 
depending on how much food they need to refill on the store shelves. Always be 



 

careful when you lift boxes off the shelves and get help if you need it to move a 
heavy box or a box up high.  
 
The Shopping Experience 
 
The goal of the Randolph Area Food Shelf is to provide clients with a typical 
shopping experience. Keep in mind the attractiveness of the shelves as you 
stock. Keep the shelves as tidy as possible. Place products in cardboard trays 
before putting them on the shelf. Do not stack trays. Check to be sure that food 
labels are facing outwards.  
 
 
 

  



 

Receiving and Categorizing Food Procedure Manual 
(adopted 1/9/17) 

 
 
Foods Received and Days Delivered 
 
The Randolph Area Food Shelf receives food from several different sources. 
Some food is donated and some is purchased. The Vermont Food Bank is the 
main source for our food, and non-food, supplies. As of September 2016, the 
major sources of products offered come from the following sources: 
 

• Donated foods received from the Food Bank (some free and some at a 
cost) come on the second Thursday of the month, and the 4th Friday of 
the month.  

• Bread donated by La Panciata Bread Company comes weekly on 
Tuesdays and Saturdays. 

• Pastries donated by Shaw’s in Randolph are picked up by a Food Shelf 
volunteer on Monday and Wednesday mornings. 

• Milk is purchased from Sprague’s Dairy. They deliver on Mondays and 
Thursdays and place the milk in the cooler. 

• Eggs are purchased from several sources and are delivered weekly but 
not on a set schedule except that eggs from Maple Meadow are delivered 
on Thursday mornings.   

• Individual donations may be delivered at any time. Food drive deliveries 
need to be coordinated in advance with Pantry Operations. 

 
 
Receiving Procedures – Food Bank Deliveries 
 
1. Separate frozen foods and put them in the freezers located in the warehouse. 
2. Separate refrigerated items and place in the refrigerators in the warehouse. 
3. Using the packing slip from the Food Bank, separate the items ordered for 

the USDA Commodities program. Remove the plastic wrapping and write the 
month the commodities are for (usually the month following the actual 
delivery) and year on the cardboard tray. Place them on the storeroom 
shelves marked for USDA. Move the older foods and group them together so 
the newly arrived foods are separated from the older foods.  

4. Using the packing slip from the Food Bank, identify the case items the 
Randolph Area Food Shelf has paid for and check to see that the correct 
numbers have been delivered. These do not have to have the plastic 
wrapping removed. Place on the shelves as labeled (e.g. canned vegetables, 
peanut butter).  

5. The large “banana boxes” contain reclaimed foods that the Randolph Area 



 

Food Shelf did not have to pay for. These boxes are usually put on pallets in 
the center of the storeroom. They have to be emptied and sorted, and the 
products placed on the appropriate areas in the storeroom (shelves are 
marked). Before placing them on the shelves, the canned foods are dated 
(using a marker write the best by/use by/sell by -which ever is found on the 
can – on the top of the can. If the cans are going to be put on shelves in the 
storeroom they should be arranged on cardboard trays. If there isn't enough 
room on the storeroom shelves, the cans that have been dated can be 
returned to the banana box and stored on a shelf or pallet in the warehouse. 
Be sure to label the box with the category of food and the date it was put in 
the warehouse.  See Canned Food Procedures below for details. 

 
 
Receiving Procedures – Tuesday Bread Deliveries (see Bread and Pastry 
Procedure for additional information) 
 
1. Empty the old bread out of the cooler and bring it to the pig food area. 
2. Arrange the new bread in the right-hand third of the cooler any way you can 

get it to fit and still look appealing. Usually the ½ loaves are put on the top 
shelf, the full loaves on the second shelf and the specialty breads on the 
bottom.  

3. Make up a box of mixed types of bread for the Roxbury Food Shelf. They 
usually come around 2:30 to pick it up.  

4. Do not overcrowd the cooler. If there is more bread than can fit in the cooler, 
some can be left on a pallet in the warehouse to the right of the two-door 
refrigerator. This will be used to restock the cooler during the week. 

5. Evaluate the Shaw's bread and pastry products in the cooler and/or 
warehouse. Discard less desirable items to make room for the new bread if 
necessary. 

 
 
Receiving Procedures – Eggs 
 
1. Eggs delivered by a local farmer are in cartons of 1 dozen each. We 

exchange empty cartons from the storeroom for the full cartons. 
2. Eggs delivered from Maple Meadow come in flats. These eggs must be put 

into cartons and stacked in the two-door refrigerator in the warehouse.  
 
 
 
  



 

Receiving Procedures – Canned Goods 
 
1. All food items not received as case lots need to be checked for date codes 

whether they are from the Food Bank or are donations. The month and year 
of expiration should be written on the top of the item in black marker.  

 
2. The only exceptions to the date coding are case lots, trays wrapped in plastic, 

which we receive from the Food Bank, such as peanut butter, tuna, or 
macaroni and cheese.  Foods that come in sealed boxes (e.g. jelly) also do 
not need to be date coded. We go through these items so fast that they don't 
expire, so there is no need to code them.  

 
3. Reclaim cans from the Food Bank and donated cans must be evaluated for 

suitability. Dented cans may be used unless: 
a. the dents make it impossible to open 
b. the dent has created a hole, puncture, or has damaged a seam 
c. the label has come off 
d. the can is rusted, bulging, or leaking 

 
Quality control – Appearance or condition of food 
 

• Any bulging or badly rusted cans must be discarded regardless of the 
date.  

• Any item that is leaking must be thrown out.  
• All unsafe cans go into the box in the storeroom labeled for them.  
• All out dated fresh food or spoiled food such as bread, goes into 

boxes in the  "Pig Food"  area in the warehouse near the garage 
doors.  

• Spoiled vegetables and fruits go into the buckets in the warehouse by 
the garage door. Be sure there is a plastic bag lining the bucket before 
putting food in it. Do not put any meat products in these bins.  

• Spoiled meat products should be put in a plastic bag tied with orange 
reflective tape and placed in the left-hand chest freezer in the 
warehouse. 

 
Food Categories 
 
Generally, foods are grouped by category and placed on the shelf in the area set 
aside for that category without regard to package size. Aseptic cartons are 
treated like canned food. These categories match the shopping list that tells a 
client the amount of food allocated based on family size.  
 



 

Home Canned or Baked Goods  
 
These items must be labeled so they tell who produced the item, when  
it was produced and all of the ingredients. They are placed on the shelves with 
other foods of the same category. 
 
Very Large Products 
 
Some products, like dog and cat food, come in large packages and should be 
broken down into smaller amounts. Other items that are usually divided into 
smaller packages include cheese in large wheels, boxes of single-serve items, 
large watermelons or other produce. There are supplies of plastic bags and 
plastic wrap to help with this. Volunteers need to use their best judgment to 
determine what size to make, but should keep in mind what amount would be 
equivalent to the weight/size of other products in the same category.  
 
Food Categories 
 
1. Canned Soup 
2. Dried soup  
3. Canned Vegetables 
4. Pasta (Plain noodles, spaghetti, and other pasta shapes) 
5. Rice (Plain rice and rice mixes with seasoning in 8 to 10-ounce boxes) 
6. Boxed Macaroni & cheese 
7. Spaghetti Sauce 
8. Canned tuna or canned chicken  
9. Beans 
 Raw beans in bags 
 Canned dried beans in various size cans 
10. Peanut butter  
11. Jelly 
 Jam and jelly only, other types of spreads and toppings go in condiments 
 or pantry shelf 
12. Juice 
13. Milk 
 Beverages in single-serve and larger aseptic packages; canned 
 evaporated milk, dried milk  
14. Coffee/Tea 
 Various size commercial packages 

 Whole bean coffee is ground and poured back into a plastic bag, which is 
then placed into a labeled brown paper bag. The paper bag is stapled 
closed. 

15. Canned fruit 
 



 

16. Condiments 
 Various products (salad dressing, mayonnaise, ketchup, seasonings, etc.) 
 in various size packages  
17. Crackers, Cookies and Snacks   
18. Cereal 
19. Pantry Shelf (These products are marked with a red √.) 
 Foods that do not fit in any of the previous categories; 
 Mixed foods in cans, boxes, or other packages that make a “dish” or a 
 meal (e.g. canned stew, pasta with sauce, taco dinner package); 
 dessert mixes (jello, pudding, etc.); ingredients (flour, baking powder, 
 shortening, sweetened condensed canned milk, etc.)  
20. Tomato products (whole, diced, crushed, sauce etc.) 
21. Frozen Food 
 Meat – Various size packages, labeled for weight 
 USDA commodity frozen items 
22.  Eggs in cartons of one dozen 
23. Dairy Products 
 Cheese (may be 2 pound boxes left over from Senior Commodities – for 
 large families, cut and bagged portions of commodity cheese – for small 
 families, various size Cabot packages 
 Yogurt, cream cheese, sour cream, in various size containers  
 Butter in quarter-pound sticks 
 Milk from Sprague’s Dairy in half-gallon jugs 
24. Fresh produce 
 Large bags of produce (onions, carrots, potatoes) are broken down and 10 
 to 12 items put into plastic bags. Or these items may be put out loose in 
 the wooden display boxes 
 Items needing refrigeration are placed in the cooler. Other items are 
 placed on the central table, usually in boxes or in wire baskets.  
25. Pastries  
 Cakes and desserts  
26. Bread  
 Bread from all sources is treated the same.  
27. Baby Food and Baby Products 
 Baby food in jars or other packages must not be given out if the due date 
 is past. 
 Repackage diapers so there are no more than about a dozen in a 
 package. We try to supplement needs, not take care of them entirely. We 
 can get items to more families by repackaging larger amounts into smaller 
 ones.  
 
 
 
Non-Food Items  
 
28. Light bulbs in various sizes 
29. Household Products 



 

30. Health and Beauty Products  
31. Dog and Cat Food  
 
 The clearance shelf is used to move products that are not very popular, 
large quantities of items that aren't really part of our normal products (sunglasses 
and socks are a couple of recent examples), and sample-size items.   



 

 
Handling Food Safely Procedure Manual 

(adopted 11/11/13) 
 
 
The Randolph Area Food Shelf is committed to following ServSafe procedures to 
ensure that the food on our shelves is in a safe and healthful condition for our 
clients. 
 
Safe practices at RAFS fall into two main categories: 
 
A. Avoiding human contamination of food 
 

• Try to avoid touching your eyes, nose, or mouth while working. 
• Cover your mouth or nose with the crook of your elbow if you cough or 

sneeze. 
• Wash your hands with hot water and soap for at least 20 seconds before 

and after processing food, after using the bathroom, after working in the 
warehouse, after coughing or sneezing, or after touching your face. 

• Wear latex gloves when processing food, which includes cutting and 
packaging cheese and washing and packaging produce that will not be 
cooked or peeled. 

• Wash knives and cutting board after use. 
• If you are sick, try to arrange for a sub. Do not come to work. 

 
We make alcohol-based anti-bacterial hand lotion available at the storefront for 
both clients and volunteers. Use this freely, but remember that it is not a 
substitute for careful hand washing. 
 
 
B. Observing time and temperature constraints 
 
Canned and dry goods are kept at room temperature and time is the only factor 
that needs to be considered. 
 

• Baby food is to be thrown out as soon as the expiration date is reached. 
• Other canned and packaged goods may be kept on the shelves for 18 

months after the expiration/best by date has been reached, as long as 
there are no observable signs of deterioration or contamination. 

 
 
Meats and frozen fruits are always kept in a frozen state until the client removes 
them.  
 

• Move foods from a warehouse freezer to the storefront freezer quickly. 
• All freezers have thermometers in them. Check periodically to make sure 

the temperature is below 3º Fahrenheit. 



 

• Throw out frozen food with damaged packaging. 
• Frozen food that is inadvertently thawed should be thrown out and not 

refrozen. 
 
 
Bread, dairy products, and some produce are always kept refrigerated until the 
client removes them. 
 

• Move refrigerated food from a warehouse refrigerator to a storefront 
refrigerator quickly. 

• All refrigerators have thermometers in them. Check periodically to make 
sure the temperature is below 41º Fahrenheit. 

• Bread and pastries are recycled twice a week, but any that is seen to be 
moldy should be thrown out immediately. 

• Eggs have a refrigerated shelf life of four weeks. Our turnover is 
sufficiently rapid that we are not dating the cartons. 

• Always keep greens, such as lettuce, spinach, and kale, refrigerated. 
• Ready-to-eat food that requires time and temperature control for safety 

(TCS) should be dated and not kept for more than 7 days. One example of 
such food that we often see in the fall is home-made applesauce. 

 
Many vegetables may be initially displayed for a day or two outside of the 
refrigerator, but once they have been refrigerated they should remain there. 
 
Some vegetables, including tomatoes, potatoes, onions, and some types of 
squash, should never be refrigerated. 
 
 

  



 

Dealing with Waste Procedure Manual 
(adopted 1/9/17) 

 
 
Categories of waste 
 
There are regularly three types of waste that volunteers need to handle 
appropriately: food waste, garbage, and recyclable materials. Properly handling 
these materials supports our Core Values. Dealing with food waste in a 
responsible way ensures that maximum value is derived from donations. It also 
reduces the possibility of harboring pests and disease. Properly following 
recycling procedures shows consideration for fellow volunteers and for the 
environment. 
 
Food waste 
 
Food waste includes  

• canned food more than 18 months out of date 
• baby food at its expiration date 
• spoiled fresh food 
• frozen meat that has torn packaging or is otherwise unfit 
• any other food unfit to be offered to clients 

 
All outdated food or spoiled food such as bread and produce goes into the area 
labeled "Pig Food" in the warehouse near the garage doors. Spoiled vegetables 
and fruits go into the buckets in the warehouse by the garage door. Be sure there 
is a plastic bag lining the bucket before putting food in it. 
 
This food is picked up on Tuesday.  

• Food discarded on Wednesday, Thursday or Friday (so the food will sit for 
awhile) should be evaluated for perishability. Place highly perishable food 
(for example milk, broken eggs) in labeled container in the refrigerator in 
the warehouse. Broken eggs should be put in a plastic baggie before 
being placed in the container. This will prevent spoilage making the food 
unusable even for pigs and cut down on odors.  

• Leave a note in the Volunteer Log so the volunteers on Tuesday can see 
to it that the food is included with the rest of the pig food.  

 
Meat cannot go to pigs. Meat to be thrown away should be wrapped in a plastic 
grocery bag and tied with the orange marking tape and placed in the chest 
freezer on the left. It will be cleared out and taken to the dump on Wednesday.   
  



 

Garbage  
 
Garbage includes  

• Meat (as noted above) 
• Items in the waste baskets 
• Plastic wrap and plastic bags (except for pallet-wrapping plastic recycled 

by Food Bank truck) 
• Plastic coated cardboard 
• Miscellaneous other non-food garbage  

 
There are two garbage barrels in the stockroom to the left of the door from the 
storefront. This is only for non-food garbage.  
 
Garbage is taken to the dump on Wednesdays. 
 
Recycling  
 
As you empty boxes from the Food Bank, you will have to put the packaging in 
the proper place for disposal either to the garbage or one of two recycling 
streams: cardboard goes into one container at the dump and other recyclable 
items go into another.  
 
 

• Plastic-coated cardboard and plastic wrap from around several items  
wrapped together as well as plastic bags cannot be recycled and must be 
placed in the garbage bins. However, pallet-wrapping plastic is recycled 
by the Food Bank truck.  

 
• Glass, recyclable plastics that have the triangle on them from 1 to 6,  

paper and boxboard--a cardboard look-alike that has no wavy cardboard  
between two flat pieces of brown board--are recyclable in one container  
at the dump. These items are collected in the storeroom in the space 
beside the garbage bins. 

 
• Cardboard – the stuff with wavy cardboard between two flat pieces of  

brown board – is broken down and folded, if necessary, then put into a 
banana box top in order to be able to load a car easily to take the 
recycling to the dump. If the top of the filled boxes is level, it is easier to 
pack the boxes into the car. The cardboard can be laid flat inside the box 
or may be arranged on edge and packed tightly in the box, so long as the 
pieces are the same height (so another box can easily be stacked on top.) 
Boxes filled with cardboard for recycling are placed at the end of the wall 
immediately to your right as you enter the warehouse from the stockroom. 
This area is labeled.  

 
  



 

• Some boxes are kept intact to be used for bread, for packing with client 
groceries, or other uses. These include banana box bottoms, senior 
commodity boxes, and other clean, sturdy boxes. Banana box bottoms are 
stacked in the warehouse from the storeroom. This area is labeled. Yearly, 
from late summer to December, banana box bottoms are collected and 
saved for use as Christmas boxes. Other useful boxes are usually stacked 
next to the front desk or in the back corner of the storeroom. 

 
 

 
 


