Coffee Service Procedure (360–400 Cups Maximum)
Large Coffee Pot
1. Fill the pot with water up to the fill line.
2. Place 10 scoops of coffee into the filter.
3. Plug in the pot.
4. The indicator light will turn on and display “Heating.”
5. Once brewing is complete, the light will switch to “Keep Warm.”
· Note: One large pot’s light may switch on and off; this is normal and the pot still functions properly.
6. When the light reads “Keep Warm,” unplug the pot.
7. Place the pot on the kitchen cart and wheel it to the coffee station in Stokes Hall.

Small Coffee Pot
1. Fill the pot with water up to the fill line.
2. Place 5 scoops of coffee into the filter.
3. Plug in the pot.
4. The indicator light will turn on and display “Heating.”
5. Once brewing is complete, the light will switch to “Keep Warm.”
6. When the light reads “Keep Warm,” unplug the pot.
7. Place the pot on the kitchen cart and wheel it to the coffee station in Stokes Hall.

Coffee Station Setup
· Sugar
· Sugar is stored in the large gray container.
· Use the cup and funnel to refill sugar containers.
· Sugar containers are stored in the pantry.
· Set out two sugar containers.
· Creamer
· Creamer is stored in the pantry.
· Set out two creamer containers.
· Cups
· If coffee cups run out, they may be hand-washed or cleaned in the dishwasher as needed.
· Used dishes, coffee cups will be put in the plastic gray dish bins out in the dining area.
· Periodically walk by the gray dish bins and bring them to the kitchen to empty and wash in dishwasher.
· Rinse gray bins out if dirty and put them back out in the dining area
· When cups are clean can put them back out in the dining area coffee station either in the drawer or hanging on the hooks.








Laundry Procedure
General Information
· 4 washers and 4 dryers available
· Laundry sign-up binder is located on the library area table or in the bookshelf behind table

Client Preparation
1. Client places clothing into a laundry basket.
2. Client checks all pockets and removes all items before washing.

Washing Process
3. Volunteers load the client’s clothing into an available washer.
4. Volunteers add ⅓ cup of detergent to the washer.
5. Volunteers start the washer.
6. Volunteers write the client’s name on the whiteboard, matching the washer number used.
· Wash cycle time: approximately 45 minutes

Transfer to Dryer
7. When the wash cycle is complete, volunteers move the client’s clothing to an available dryer.
8. Volunteers erase the client’s name from the washer section of the whiteboard and write the client’s name on the dryer section of the whiteboard to indicate the drying cycle.
9. Volunteers write the client’s name on a small note card and place it on the dryer containing the client’s clothes.
· Dry cycle time: approximately 30 minutes

Clothing Pickup
10. Once drying is complete, volunteers locate the client and notify them to pick up and pack their clothes.

Next Client Process
11. Volunteers check the laundry sign-up binder for the next client.
12. Volunteers load the next client’s clothing into the open washer.
13. Volunteers write the client’s name on the whiteboard and repeat the process.












Shower Procedure (5 Showers)
Set-Up
· There are 5 available showers.
· Volunteers will retrieve a table, chair, towel rack and sign-in binder.
· These items may be located in the locked shower room or the locked storage room with towels.
· Set up the table, chair, and binder along the back wall near the shower entrance.
Client Check-In
· Clients will sign their name in the binder.
· The volunteer will direct the client to the first available open shower.
· The volunteer will record the shower number next to the client’s name in the binder.
During the Shower
· A wellness check will be completed after 30 minutes.
· The volunteer may knock and say:
“Hey friend, just checking in to make sure you’re okay and to see if you need any help or are finishing up.”
· If the client needs assistance with dressing or hygiene:
· The volunteer will notify a staff member.
· The staff members will coordinate support with a nursing student, if needed.
Completion & Turnover
· After finishing, the client will:
· Exit the shower
· Place their used towel in the towel basket
· The volunteer will:
· Mark the client as completed in the binder
· Move to the next client on the sign-up list
Supplies
· Shampoo and soap should already be stocked in each shower.
· If supplies run out, the volunteer should contact a staff member to unlock storage and restock.
· If towels run out:
· The volunteer can ask staff and may access the storage closet (where the table and binder were originally located) to replenish towels.















Food Service Procedure
Meal Schedule
· Lunch is served at 10:30 AM.
· Volunteers interested in providing a meal may sign up using the scheduling link:
https://m.signupgenius.com/#!/showSignUp/10C054AAFAA2DABF8C61-60940223-provide
Meal Preparation
· Volunteers may:
· Cook a meal using the full kitchen, or
· Bring pre-made food to heat and serve.
· Kitchen equipment available includes:
· Gas stove and oven
· Fully stocked cookware, dishes, and silverware
Buffet Setup & Use
· Set up food on the buffet table.
· To use buffet warmers:
· Fill buffet containers with water
· Turn on the power switch located on the lower left side
· Use the knobs to set heat to “warm”
Serving & Leftovers
· After initial service, if food remains:
· Seconds will be served at 12:30 PM until food runs out.
· Any leftover food may be:
· Stored in the refrigerator or freezer
· Volunteers should check with a staff member for guidance on storage

Dishes Procedure
Collecting Dishes
· Clients place used dishes in the dish bin located in Stokes Hall.
· Volunteers may:
· Retrieve the dish bin
· Bring it to the kitchen sink
Pre-Cleaning
· Scrape food particles into the kitchen trash.
· Rinse dishes in the sink.
· Place dishes into the dishwasher rack located next to the dishwasher.
Dishwasher Use
· Once the rack is full:
· Load the rack into the commercial dishwasher
· Press the green “Start” button
· The dishwasher is already connected to soap dispensers.
· Volunteers should not handle soap
· If soap is empty, notify a staff member to replace detergent
While Dishes Are Washing
· Periodically check dish bins for additional dirty dishes.
· Clean cooking surfaces:
· Use kitchen disinfectant cleaner (stored under the kitchen island)
· Use cleaning rags located in the labeled kitchen drawer
Unloading & Storage
· The dishwasher cycle is complete when the light next to the green Start button turns off.
· Open the dishwasher, pull out the rack, and:
· Dry dishes using dish towels
· Store items in the labeled cabinets (dishes, silverware, etc.)


















Clothing Closet Volunteer Procedures
1. Hours of Operation
Clothing Closet is open:
· Tuesdays & Thursdays
· 8:30 AM – 10:00 AM
Volunteer expectations:
· Arrive early to prepare clothing racks and supplies.
· Do not admit new clients at closing time unless approved by a supervisor.

2. Item Limits Per Visit
· Maximum: 4 items per visit
· Limits may vary depending on inventory availability.
Items that count toward the 4-item limit include:
· 1 pair of shoes
· 1 pair of pants or 1 pair of shorts
 Volunteers must clearly explain item limits before clients begin selecting items.

3. Gender-Based Allowances (If Applicable)
If program policy differentiates by gender:
· Men: Up to 4 items per visit
· Women: Up to 6 items per visit
If there is any conflict, follow posted signage and supervisor direction.

4. Weekly Items (Once Per Week)
Volunteers may issue one of each per week:
· Hygiene kit
· Underwear
· Socks
· Sweatshirt (off rack – winter only)

5. Monthly Items (Once Per Month)
Volunteers may issue one of each per month:
· Shoes (counts toward item limit)
· Baseball cap
· Bra
· Gloves (winter item)
· Beanie hat (winter item)

6. Quarterly Items (Every 3 Months)
Volunteers may issue:
· Belt
· New men’s jeans
· New shorts (summer item)
· Light jacket (winter item)
· New hooded sweatshirt (winter item)

7. Yearly Items (Winter Only)
Volunteers may issue once per year:
· Heavy coat
· Thermal underwear bottoms
· Insulated flannel shirt

8. Seasonal Distribution Rules
· Winter items may only be distributed during winter months.
· Summer items may only be distributed during summer months.
· When inventory is limited, prioritize essential items.

9. Inventory & Fairness
· Follow posted limits unless a staff approves an exception.
· Track distributed items if required by program policy.
· Never promise items that are out of stock.

10. Client Interaction Standards
· Treat all clients with respect, calmness, and dignity.
· Do not comment on personal appearance or perceived need.
· Maintain privacy and confidentiality at all times.

11. Staff Escalation
Refer clients to a staff if:
· They dispute item limits
· They request exceptions
· Special circumstances arise
Volunteers should not make independent exceptions.

