
 

12 Prince Street, Unit #3-Randolph, Vermont, 05060 | (802)-431-0144 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

Volunteer Orientation Handbook 



2 
Updated 11/29/18 
 

 

 

 
 

 

Contents 

ABOUT US ................................................................................................................................................................. 3 

POLICIES AND EXPECTATIONS .......................................................................................................................... 4 

VOLUNTEER OPPORTUNITIES & TASK OVERVIEWS ................................................................................. 7 

FREQUENTLY ASKED QUESTIONS .................................................................................................................... 9 

OTHER SOURCES OF VERMONT FOOD ASSISTANCE ................................................................................ 11 

HISTORY OF THE RANDOLPH AREA FOOD SHELF .................................................................................... 14 



3 
Updated 11/29/18 
 

 

 

About Us 
 
 

Welcome! 
The  time,  special  skills,  and  dedication  that  you  bring  as  a  volunteer  make  you  an 
absolutely essential part of the Randolph Area Food Shelf. Volunteers support all of our 
programs and make it possible for us to provide the services that we do. You come from 
diverse backgrounds, and possess a variety of personalities and styles to collectively meet 
the needs of our visitors. 

 
 

Our Mission 
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. 

 
 

Our Vision 
The Randolph Area Food Shelf envisions a community in which every individual has access 
to sufficient food. 

 
 

Our Core Values 
1. Actively engage the community to provide an array of quality food, including locally 

grown options. 
2. Provide all services in a confidential, non-judgmental, and welcoming way. 
3. Respect individuals, the community, and the environment. 
4. Demonstrate stewardship of and appreciation for economic, volunteer, and food 

resources. 
5. Improve nutrition through education. 
6. Adapt and respond to the changing needs of the community to achieve our mission 

and vision. 
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Policies & Expectations 
 
 

Statement on Volunteerism 
Volunteering is the act of donating one’s time and talents to perform work supporting 
community efforts or organizations without compensation. We believe the act of giving 
raises one’s self-awareness and self-worth and betters the perception of the value of one’s 
time. 

 
 

The Randolph Area Food Shelf welcomes volunteers who act to meet its needs. We 
understand that volunteers come to us for a variety of reasons and appreciate the 
hundreds of hours given on a monthly and yearly basis. Due to our commitment to 
respect the privacy and individuality of all who come to the Food Shelf, we allow no 
missionary work or proselytizing during volunteering tasks. We also ask that all volunteers 
respect the confidentiality agreement they sign before starting their time as a volunteer. 
We review the experience of volunteering with all participants at intervals, and will change 
or end a volunteer assignment if it is not meeting the needs of both the Food Shelf and 
you. 

 
 

Expectations 
The Food Shelf provides a very basic human service to those in need. It is important that all 
volunteers treat those we serve with the same dignity and respect with which they expect 
to be treated. This is the foundation of what we do. 

 
   Be Excellent. Be the highlight of the day for those we serve. You may be the only 

person who greets them with a smile all week. Treat our visitors with dignity and 
respect. Learn and use the first names of those we serve, including children. 

   Be Patient. When we are busy, do not make people feel that they are being rushed. 
Everyone deserves the same attention. Because services are available on a first 
come, first served basis, visitors know they may have to wait a few minutes. 

 
Volunteers who are interested in becoming involved in any way with Food Shelf visitors 
outside of their volunteer job description may do so only after consulting with their 
program coordinator. We hope for our volunteers to build relationships with those we 
serve, yet we are cautious of the safety and privacy of both volunteers and visitors. 

 
Volunteers often serve families and individuals who may divulge personal and sensitive 
information about themselves and their situations. We strive to honor the privacy and 
dignity of those we serve by behaving with the highest level of integrity and respect when 
dealing with this information. It is expected that volunteers will not talk about visitors 
outside of the Food Shelf or in public spaces around the Food Shelf. 
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Volunteers are expected to approach all situations with an open mind, pushing themselves 
to grow in order to better serve our visitors. 

 

Confidentiality 
All  volunteers  are  responsible  for  maintaining  and  protecting  the  confidentiality  of 
information as it relates to visitors of the Food Shelf. Using confidentiality in our work is at 
the heart of treating people with the dignity and respect that we strive for. A violation of 
confidentiality could result in immediate termination as a volunteer. Should such a 
termination occur, the obligation to protect the confidentiality of both the people and 
organizational information continues. 

 
 

Hours of Operation 
The Randolph Area Food Shelf is open the following days and hours: 

 
Monday, Wednesday and Friday from 3 to 5 PM 
Tuesday from 1 to 5 PM 
Thursday from 5 to 7 PM 

 
Visitors to the Food Shelf will understand that they are expected to arrive with enough 
time to complete their shopping prior to closing. However, if you are a storefront 
volunteer, please expect to stay a few minutes past closing time. If someone is looking for 
our services and we are about to close, unless impossible, we provide them. They may have 
made efforts we are unaware of to get here. We don’t want to ever let haste create missed 
service opportunities. 

 
The Food Shelf is closed on all Federal holidays, when the local schools are closed for 
inclement weather or at the discretion of the president/vice president of the Food Shelf, 
and on the rare occasions that volunteers are not available to staff it. 

 
 

In Case of Emergencies 
In Case of Fire 
In the event of a fire, use the fire exit plan as a guideline to help everyone out of the 
building and call 911 as soon as possible. Two exit doors have a pull station right beside 
them. Use these pull stations as you exit the building. There are multiple ways to get out of 
the Food Shelf; familiarize yourself with the fire exit plan. Try to keep everyone together if 
possible to ensure no one is left in the building. 

 
Volatile and/or Potentially Dangerous Situations 
The Food Shelf follows the Department of Homeland Security’s “Run, Hide, Fight” response 
plan. If working in the Pantry/Store Front area, volunteers are asked to help all visitors 
calmly into the Board Room, lock both doors and call the police. Help others remain calm 
and quiet. The back door of the Board Room leads to the warehouse where there are two 
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exits out of the building. Remember to always loop back to the Program Chair about the 
situation. 

 
We recognize that visitors may experience acute mental health crises that are out of our 
scope to help with. In these situations, you can reach a Clara Martin Emergency Team 
Member at 1-800-639-6360. This number can be used 24 hours a day.  Emergency staff are 
available to provide support to clients and community members either by phone, having 
someone come to our offices, or by outreach into the community. If you’re volunteering at 
the Food Shelf and have a concern about someone, you can always call the emergency 
number, let the staff know what the concern is, and they will discuss options for help, or 
arrange to respond in person. 

 
If someone is in imminent risk, 911 should be called, and if there is a question on whether 
there are mental health concerns present, Clara Martin can respond on scene with law 
enforcement as well. 

 
Please feel free to check out Clara Martin’s website to learn more about emergency 
services and how to access care, www.claramartin.org. 

 

Emergency During a Volunteering Task OFF Premises 
If there is an emergency while you are off the Food Shelf premises, and you feel you have 
time, immediately call the Program Chair. If the situation warrants, contact the police first 
and, as soon as you have the opportunity, contact the Program Chair. 

 
 

Volunteer Guidelines 
   The Randolph Area Food Shelf is a smoke-free environment. Smoking is not allowed 

in any area of the Food Shelf; 
   All food in the Pantry is for clients; however, please use your discretion in taking 

home bread, veggies, and other perishables that will go to waste otherwise; 
   Sexual harassment, violence, or offensive speech or behavior by volunteers will not 

be tolerated; 
   Volunteers will be sober and drug-free; and 
   Volunteers will act in a safe and responsible manner to avoid injury to themselves 

and others. 
 
 

Volunteer Rights & 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; and 
   To be appreciated. 

http://www.claramartin.org/


7 
Updated 11/29/18 
 

 

 

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

   To be reliable and honest; 
   To respect client confidentiality; 
   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 report any injury to the Program Chair; 
   To help keep the building safe and clean; and 
   To carry out tasks in a way that reflects the Randolph Area Food Shelf’s Mission, 

Values and Vision as published in this handbook. 
 
 

Volunteer Opportunities & Task Overviews 
 

The Food Shelf welcomes individuals, groups, families, and those with special needs as 
volunteers. Working at the Food Shelf is an excellent opportunity to contribute to the Food 
Shelf and our community, to meet new people, and to gain work experience. Some 
volunteers work at the Food Shelf because they are concerned about the issue of hunger 
and want to help alleviate it. Other volunteers work because they want to learn more 
about the Food Shelf, and others work to give back to an organization that has been helpful 
to them. 

 
Volunteers should be at least 18 years of age. Any volunteer under the age of 18 must be 
supervised by an adult. If you are interested in volunteering in any of the areas listed 
below, please complete the online application form located on our website at 
https://www.randolphareafoodshelf.org/volunteer. If you have any questions, you may 
email us at volunteer@randolphareafoodshelf.org. 

 

Working in the Pantry/Store Front 
Pantry/store front volunteers receive donations, assist visitors through the process of 
receiving food, describe our services to first- time visitors, sort and process foods, and 
stock shelves. These volunteers keep the Store Front area clean, organized, and stocked. As 
we strive to greet every person who walks through the door with dignity and respect, 
volunteers must be friendly and compassionate, and able to work with all personality types. 

 
Food Pick-Up 
Volunteers are needed to pick up food orders from the Vermont Foodbank in Barre, 
Vermont, as well as from various stores in the area. Some pick-ups require a truck. 

 
Food Drives 
Volunteers work with local businesses and organizations to coordinate dates for collection, 
sorting, date-checking, and storing of food. 

https://www.randolphareafoodshelf.org/volunteer
mailto:volunteer@randolphareafoodshelf.org
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School Kids Program (SKiP) 
Volunteers prepare and/or serve meals during school breaks to prevent kids from being 
hungry while easing the burden of increased food costs on families. 

 
Assisting with Special Events 
From time to time volunteers work on annual appeals or special fundraisers, or talk to 
groups in their community.  

 
Recycling and/or Garbage Run 
This job requires a pick-up truck and needs to be done regularly. 

 
Serving on a Committee 
Members of committees perform a range of activities and tasks, as follows: 

 
Volunteer Operations 

Recruit volunteers 
Screen and interview volunteer applicants 
Orient new volunteers 
Track volunteer hours 
Maintain Volunteer Database 

Pantry Operations 
Screen clients 
Train/retrain clients 
Order food 
Maintain stockroom 
Maintain storefront 
Develop procedures for pantry 
Organize food drives 

Financial Operations 
Develop budget 
Prepare financial reports 
Facilitate tax preparation 
Maintain financial donations record 
Liaison with condo association 

Information Technology Operations 
Maintain website 
Maintain Facebook page 
Coordinate for all operations: file formats, report formats, necessary 
databases 

Community Outreach Operations 
Publicize services 
Foster community awareness 
Promote fundraising activities 
Liaison with media 
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Write thank you letters 

Building Operations 
Maintain building 
Manage rental space 
Maintain security 

SKiP Operations 
Organize and implement school vacation supplemental meals for children 
Coordinate with Pantry for supplemental storefront summer allocations 

 

Serving as a member of the Board of Directors 
Board members represent the Food Shelf to our local community and the community 
at large. They accept responsibility for the financial, operational, philosophical, and 
organizational wellbeing of the organization. The Annual Meeting of the Board of 
Directors is in April each year and new board members are elected at this time. Please 
contact the President of the Board if you are interested in a position. 

 

Creative ways to support the Food Shelf 
 

 Create opportunities for the Food Shelf to speak to your class, faith group, or 
club. Creating awareness in our community is of the utmost importance to the 
success of our organization. 

   Organize a food drive and deliver items to the Food Shelf.  
 Have a “giving party.” Choose something to celebrate and have guests bring 

food items that can benefit those in need. 
 Participate in and support other community members’ activities to support the 

Food Shelf. 
   Participate in a sort-a-thon for the Vermont Food Bank located in Barre. This 

helps the Food Shelf in two ways. First, until food is sorted and packaged, 
it is not available for purchase at discount to food shelves like ours. Also, 
volunteers who participate in a sort-a-thon can designate an organization to 
receive Food Bank credit. For every hour spent, the Food Shelf could be 
designated to receive $2 off of our membership fee! For more information visit 
www.vtfoodbank.org. 

 

Frequently Asked Questions 
 

Q: What should I do if someone asks me for money, cigarettes, or any other item that we do not 
have available? 

 

A: Practice being comfortable saying “that is not something I can help you with.” 
Whenever there is a request of which you are unsure, be comfortable saying that 
you need to talk to your supervisor first. 

 

http://www.vtfoodbank.org/
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Q: What should I wear to work? 
 

A: The most important thing to keep in mind is that you will be quite active in most 
volunteer positions. 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. 

 

Q: Is it okay to talk about my personal life while volunteering? 
 

A: Yes, with the usual discretion you would have with people you know only casually. 
We are a community-building organization. It is hard to build community without 
having everyday conversation with others. Only disclose what you are comfortable in 
sharing. Awareness of your surroundings will help to create comfortable and 
friendly conversation. 

 

Q: What is “appropriate” conversation with fellow volunteers? 
 

A: The first thing to remember is your confidentiality obligation. Be careful of what is 
considered a private and public area. Also, be aware of, and sensitive to, differences 
in socio-economic circumstances. Even when engaged in stimulating conversation, 
please prioritize service to our guests before your private conversations. 

 

Q: Is it okay to bring kids with me? 
 

A: In our Food Shelf the answer is no; we do not have childcare available and in 
most situations it is not appropriate to have those under the age of 18 working with 
our visitors. There are often special opportunities throughout the year for parents to 
work with their children, so never hesitate to ask where this might prove useful. 

 

Reassurances 
Always remember that… 

   Regardless of an individual’s situation, they will receive resources upon their arrival to 
the Food Shelf. 

   We can provide tools, resources, and information, but we cannot make choices for 
others. 

   It is hard to measure how far an act of kindness may go. We may never see the 
immediate results of our actions, but they often have longer-lasting effects than we 
suspect. 

Things to Remember 
Volunteers are not here to police the Food Shelf’s services or resources. It is natural to 
feel protective of our resources and to wish that everyone demonstrated a sincere 
and deep appreciation for what they receive here. Still, some do not. 
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Be aware that some visitors are in “crisis mode” and are making decisions for 
themselves or for their families under the crushing pressure of nearly unimaginable 
uncertainty. Even when you do not find a satisfactory resolution to feelings of doubt, 
distrust, annoyance or frustration with a visitor, it is critical to remain polite, friendly, 
open and positive. 

 

Other Sources of Assistance 
 

3SquaresVT 
3SquaresVT helps Vermonters stretch their food budgets and put three square meals a 
day on their tables. Formerly known as Food Stamps, with a new name and expanded 
eligibility, more Vermonters than ever may qualify for 3SquaresVT. 3SquaresVT is a 
federal USDA program administered in Vermont by the Department for Children and 
Families, Economic Services Division. 3SquaresVT is for everyone who qualifies, 
including individuals, families, seniors, and people with disabilities. Learn more at 
http://dcf.vermont.gov/esd/3squareVT 

 

Capstone Community Action 
Capstone provides comprehensive services to help people achieve economic well-
being with dignity and develops partnerships to strengthen Vermont communities. 
Learn more at http://www.capstonevt.org or visit a case manager right next door. 

 

Fuel Assistance 
Fuel Assistance (also known as Home Heating Assistance) can help pay part of your 
home heating bills. Learn more at http://dcf.vermont.gov/esd/fuel_assistance. 

 

Reach Up 
Reach Up helps families with children by providing cash assistance for basic needs 
and services that support work and self-sufficiency. Learn more at 
http://dcf.vermont.gov/esd/reach_up. 
 

R.E.E.C.H.-Randolph Ecumenical Emergency Committee 
Located at St. John’s Episcopal Church on Summer Street in Randolph, VT, REECH 
specializes in providing housing support for those who are in need, by providing one-
time, interest-free loans.  Access to these services should begin through Capstone. 

 

Woman Infants and Children (WIC) 
WIC is a supplemental nutrition program for pregnant or nursing women, infants 
and children up to age five. WIC food, such as whole grain bread or brown rice, canned 
beans, natural peanut butter, and milk and cereal, is delivered twice a month to eligible 
families. To apply, go online to http://healthvermont.gov/wic/index.aspx or call 1-800-
649-4357. 

 

http://dcf.vermont.gov/esd/3squareVT
http://www.capstonevt.org/services
http://www.capstonevt.org/
http://dcf.vermont.gov/esd/fuel_assistance
http://dcf.vermont.gov/esd/reach_up
http://healthvermont.gov/wic/index.aspx
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Neighboring Food Shelves 
 

Bethel Area Food Shelf 
129 Church Street 
Bethel, VT 05032 
802-234-9988 

 
Chelsea Area Senior Center/CVCOA 
Route 110, Main Street 
Chelsea, VT 05038 
802-685-2290 

 
United Church of Chelsea 
13 North Common 
Chelsea, VT 05038 
802-685-4429 

 
Dog River Road Town Garage/Ambulance 
Northfield, VT 05663 
802-485-4293 

 
Journey 
412 South Windsor Street 
South Royalton, VT 05068 
802-763-2139 

Sharon Food Shelf 
Route 132 
Sharon, VT 05065 
802-763-2007 

 
Federated Church of Rochester 
VT Route 100 
Rochester, VT 05767 
802-767-1101 

 
Roxbury Food Shelf 
1579 Roxbury Road 
Roxbury, VT 05669 
802-485-7779 

 
Tunbridge Church Community Food Shelf 
272 Main Street Route 110 
Tunbridge, VT 05077 
802-889-3736 

  
      CERV-Northfield 
      31 Dog River Drive 
      Northfield Falls, VT 05664 
      802-485-4293 
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RAFS Board of Directors 
 

 

The Board meets the second Monday of each month at 5:00 p.m. The public is invited to 
attend. Current members of the Board are as follows: 
 

Rebecca O’Berry – President 
Rachel DiStefano – President Elect  
Marie Dunwoody – Treasurer 
Charlie McMeekin – Secretary 
Carol Bushey 
Ben DeFlorio 
Linda Garrett 
Sherry Needle 
Courtney Riley 
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History of the Randolph Area Food Shelf 
 

 
 
 

1977 - The Randolph Area Food Shelf began as an idea of the local clergy and found a space 
in a food cupboard in the basement of Bethany Church. In the early years of the Food Shelf, 
only a few people came two or three times a year to get a bag of food that would last for 
several days. As the years went by, requests for food increased and the Food Shelf moved 
to the Bethany House next to the church. 

 
Incorporated as a 501(c)(3) not-for-profit in 1993. 

 
In 2005 the Country Store Project raised money to enlarge the Food Shelf, and the extra 
space enabled clients to choose their own food using a shopping list for the size of their 
family, instead of just receiving a bag of food. The Vermont Foodbank voted the Randolph 
Area Food Shelf the “Best in Vermont” that year. 

 
As Bethany Church and the Food Shelf both needed room to grow, the Board of Directors 
of the Food Shelf began to look for a new location. After a two-year search, the Board 
purchased Unit 3 of the condominiums on Prince Street in the fall of 2010. When 
renovations were completed in December 2010, the Food Shelf moved to its new location 
at 12 Prince Street. 

 
The Prince Street location now provides the Food Shelf with more space to meet the 
increasing need for food. The new facility offers more parking space and privacy for our 
clients and adequate storage space on one level for easier and safer unloading of trucks 
and sorting and stocking of food. The new storefront even has enough room for clients to 
use shopping carts. 

 
In recent years the Randolph Area Food Shelf has been the distribution site for The 
Emergency Food Assistance Program (TEFAP), a Federal program that provides specified 
food in predetermined amounts to those who meet an income requirement. The 
TEFAP program is incorporated into the storefront so those clients who are eligible can get 
commodities when the Food Shelf is open. 

 
Early in 2011 the Food Shelf also became the distribution center for Senior Commodities 
(the Commodity Supplemental Food Program, or CSFP) that are distributed to the Food 
Shelf once a month in a prepackaged cardboard box and can be picked up by eligible 
seniors any time the Food Shelf is open during the month. 

 
The Randolph Area Food Shelf has always had an entirely volunteer staff that gives their 
time and effort to make sure that our local residents have enough food to eat and a clean, 
pleasant store in which to shop. 


