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Overview of Organization

Reveal Resource Center is a nonprofit 501(c)(3) food pantry and clothes closet serving
500 to 600 low-to-moderate income families weekly. This represents 1,300 to 1,500
people. Each week RRC distributes 15,000 to 20,000 pounds of food with the help of 80
to 150 volunteer ‘servants’.

Under the direction of our Executive Director, Reveal Resource Center is an organization
composed of 98% volunteers.

Mission Statement

Reveal is a faith-based, non-profit organization dedicated to feeding families through
spiritual and physical resources.

Vision
Eliminate physical and spiritual hunger. We are a Christian organization called to be
the hands & feet of Jesus. Prayer and sharing your faith in the Gospel of Jesus Christ is

always encouraged, whether spoken or unspoken, with both other volunteers and
clients.

Board of Directors

Ryan Noyce, Chairman of the Board
Josh Bibler, Vice Chairman

Susan Schaffer, Executive Director
Tom Laws, Secretary

Linda Starnes - Treasurer

John Marotz, Board Director
Greg Crouch, Board Director

Fred Voll, Board Director

Karen Deyo, Board Director
Michelle Johnson, Board Director
Mark Leintz, Board Director
JoeBob Ellison, Board Director

Volunteer Requirements

The Reveal Resource Center relies on volunteers to be the helping hands and feet of Jesus
for our programs that assist over 600 households each week. Our volunteers include
individuals, families, senior citizens, and many others who help us feed those in need.
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Before volunteering, we ask that you attend a New Volunteer Orientation session led by
a staff member or Senior Volunteer. You will be given additional detailed instruction in
the area you choose to work when you volunteer.

Volunteer opportunities are available in shifts ranging from 2 to 4 hours. Each event will
involve a variety of responsibilities. It is required that all volunteers wear close-toed
shoes and appropriate comfortable clothes are suggested.

The minimum age to volunteer is 5 years old. Volunteers 12 years old and younger must
be accompanied by a parent or guardian while they are in the food pantry. We welcome
middle school, high school, and college students to volunteer and complete any required
community service hours.

In order to maintain a harmonious environment in line with our Mission
Statement, Reveal Resource Center has the right to dismiss a volunteer at any time
if it becomes necessary. Volunteer Opportunities

Volunteers are the backbone of our Food Pantry and Clothing Ministry and serve a vital
role in our organization ensuring the success of our program. Volunteers help in all
aspects of our operation including driving company vehicles to pick up donations,
warehouse duties including storage, preparation, inspecting, sorting, cleaning, boxing,
preparation and packing perishable and non-perishable food items for distribution.
Distributing food and providing cheerful service to clients and assisting with set-up and
teardown at the distribution site are the frontline positions of serving at Reveal.

WEEKLY FOOD DISTRIBUTION

Qualified clients may visit the pantry to receive food once per week. Menu items change
weekly and are created keeping a nutritious and balanced diet in mind. Each household
is given enough food to offer 2 days of groceries. Fresh fruit & produce, bakery items, ,
meat, milk, eggs canned goods and trays of prepared food are included as available. The
pantry is open for distribution Monday from 7:00 PM to 8:PM and Tuesday from 9:AM to
12:00 PM.
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FOOD DONATION PICKUPS

Reveal Resource Center partners with Central Texas Food Bank. Our current pick-up
schedule from area grocery stores is:

e MONDAY

o TUESDAY

e WEDNESDAY: No pickups (OFF)
e THURSDAY:

e FRIDAY:

e SATURDAY

e SUNDAY

Volunteers are invited to help with these pickups but will need to have insurance
approval. More details are available from the Supervisor.

As you can see, we have several ways to serve at The Reveal Resource Center. We

appreciate and thank you for sharing your time, talents, and resources through our
organization.
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Volunteer Rights, Responsibilities & Principles

As a volunteer you have the right:
« Toworkin a clean, healthy, and safe environment

» To be given accurate and truthful information about the organization for which
you are volunteering

« To be given a copy of the Reveal Resource Center’s Volunteer Policy and any other
policies that affects your work

* To be provided with orientation to the organization

» To have your personal information kept confidential

* To be provided with sufficient training to do your job

Principles of Volunteering:
* Volunteering benefits the community and the volunteer
* Volunteer work is unpaid or compensated in any manner
* Volunteering is always a matter of choice

* Volunteering is a way in which people can participate in the activities of their
community

* Volunteering is a vehicle for individuals or groups to address human,
environmental and social needs

* Volunteering is not a substitute for paid work
* Volunteering respects the rights, values, dignity, and culture of others

Volunteers are expected to be responsible and accountable for the donations received
from the community. Because the food is donated specifically to help feed our clients,
the Reveal Resource Center volunteers must ensure that these donations go only to the
clients. Volunteers can receive food from the pantry following the same rules as our
clients, once per week.

EQUAL VOLUNTEERING OPPORTUNITY

The Reveal Resource Center provides equal volunteering opportunity for everyone
regardless of age, sex, color, race, creed, national origin, religion, marital status, sexual
orientation, political belief, or disability that does not prohibit performance of essential
job functions. All matters relating to volunteering are based upon one’s ability to perform
the job, as well as one’s dedication to the Reveal Resource Center’'s Mission and needs.
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GIFTS, TIPS, SOLICITING

Do not accept any tips or gifts from clients. We do not want to create an atmosphere
where our clients feel obligated to reward the Reveal Resource Center staff and
volunteers for their assistance. Promoting or soliciting your own business enterprise,
political agenda or religious beliefs while volunteering with us not permitted.

EXPENSE REIMBURSEMENT

You must have the Supervisor's authorization prior to incurring an expense on behalf of
the Reveal Resource Center. To be reimbursed for all authorized expenses, you must
submit the original receipts to the Supervisor.

FEEDBACK

Your time is greatly appreciated, and we encourage you to discuss any ideas or concerns
you have with us. If at any time you would like to share your thoughts regarding your
experience, do not hesitate to speak with the Supervisor or use the conveniently located
Suggestion Box.

Code of Ethics

1. There should be proper and authorized use of The Reveal Resource Center's
equipment, time, and property.

2. Removal of any Reveal Resource Center property from the premises without
permission is not permitted.

3. All safety rules must be adhered to at all times.

4. Volunteers will treat guests, clients, staff and other volunteers with dignity and
respect at all times.

5. Threatening, aggressive or violent behavior or language is not permitted and may
lead to dismissal.

6. Discriminatory behavior and language, bullying or harassment of any kind is not
permitted.

7. Behavior or actions that would in any way jeopardize the safety or wellbeing of
other volunteers is not permitted.

8. Unauthorized disclosure of confidential information concerning the work of The
Reveal Resource Center, its clients or its volunteers is not permitted.

9. Volunteers will dress in a manner suitable for the workplace to include closed toe
shoes.
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Confidentiality

We require that you do not disclose confidential information regarding The Reveal
Resource Center to any other party without prior permission from the Board of Directors.

Drugs and Alcohol

The Reveal Resource Center is a substance-free environment; please respect this policy
at all times. We ask that you please refrain from consuming alcohol or using other
substances while serving at Reveal Resource Center activities. You may be asked to leave
the premises should this policy be broken.

Volunteer Driver & Reveal Resource Center Vehicle Policy

* Reveal Resource Center Vehicle Policy Acknowledgement is attached (Page 16)
* A copy of the Driver Screening/Application Form is attached (Page 21)

» ATraffic Incident Checklist is attached (Page 19)

» A copy of the Collision Information Sheet is attached (Page 20)

Volunteers are required to observe all traffic laws. If failure to comply results in fines or
other penalties, these are the responsibility of the volunteer concerned and must be
reported to the Supervisor. Smoking is not permitted inside any Reveal vehicle. Pets are
not permitted inside any Reveal vehicle. Excluding an emergency, drivers other than
Reveal Resource Center staff or approved volunteers are not permitted to drive the
Reveal vehicle. Volunteer drivers must supply a copy of their valid driver’s license first to
be submitted to our insurance carrier.

Fuel

Reveal vehicles use unleaded fuel or Diesel fuel where appropriate and it is expected that
the fuel gauge will show that the vehicle is always more than a quarter full. In the event
the fuel is running low, please see your Supervisor.

Passengers

Volunteer safety is of paramount importance to Reveal, therefore, providing
transportation for passengers not associated with the organization’'s business is
prohibited. Volunteers should also refuse to provide transportation to persons
associated with the organization’s business who are intoxicated, under the influence of a
prohibited substance, or wanting transportation to a location not identified in the
volunteer’'s work-related itinerary. A volunteer has the right to refuse transportation
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requests outside those stipulated above should they have concerns regarding personal
safety.

Work Travel

Volunteers must ensure that the vehicle and safety equipment are in good working order
prior to commencing road travel required as a part of their work duties. Volunteers must
ensure that tires, including the spare tire and tire changing equipment, are serviceable
and that oil, water and fuel levels are sufficient prior to travelling.

Off Road Travel

In the interests of personal safety, volunteers are not permitted to take the Reveal vehicle
on gravel or dirt roads without the prior approval of the Supervisor.

Vehicle Traffic Incident

A copy of the Traffic Incident Checklist can be found in the vehicle's glove box
compartment. In the event of a traffic incident, please fill this out and give it to the
Supervisor.

Vehicle Defects

Any vehicle with operational faults must be reported to the Supervisor to address and
repair the defect.

Damage or Loss of Vehicles

In the event of an accident or loss of a vehicle the driver will comply with all legal and
insurance requirements. A Collision Information Sheet can be found in the glove
compartment of the vehicle. The driver should immediately obtain particulars of the
other parties involved; notify law enforcement of the accident; and inform the Supervisor.

The Supervisor will ensure that appropriate action is taken to enable the insurance claim
to be processed or the vehicle to be repaired.

Personal Vehicle

NOT ALLOWED
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Date:

Name:

Address:

Phone:

Email:

Birth Date: / /

Volunteer Registration Form

Past occupation if retired

Is this a required Community Service? No_Yes_# of hours

Interested Hobbies, Talents, Travels, Etc.

How did you hear about this volunteer opportunity?

PREFERRED VOLUNTEER ACTIVITY (Please Check)
Driver/Loader (Able to lift at least 50lbs.)
Warehouse (Able to lift at least 50lbs.)
Preparation (Able to lift at least 50Ibs.)
Distribution (Able to lift at least 50lbs.)
Other

SCHEDULE (Days/Times Available

NOTES:
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Name of Volunteer:

Volunteer Agreement

Print Name

I have read and agree to uphold the following:

1. Volunteer Rights, Responsibilities & Principles, page 7
2. Code of Ethics, page 8

Misconduct will include breaches of any RRC policies which warrant disciplinary action
up to and including Termination. Examples of misconduct include:
* Theft of property, donated food or funds from RRC
»  Willful damage to RRC's property
* Intoxication through alcohol or other prohibited substance
» Verbal or physical harassment of clients, volunteers, board members, staff
members, donors or any other person
* Disclosure of confidential information regarding RRC or its clients to any other
party without prior permission from the Board of Directors
* Falsification of any of RRC's records for personal gain or on behalf of any other
volunteer, staff member or client.
« Slander against RRC.

In return, The Reveal Resource Center:

Will embrace RRC's Mission.

Will ensure you have the training and necessary tools to do your work.
Will honor and recognize your volunteer service and commitment.

Will encourage open and honest feedback at all times.

Will provide reimbursements for all authorized volunteer expenses.

S o

Will ensure a safe, clean, and volunteer-friendly environment.

| have read, understand, and agree to the above Reveal Resource Center policy.
As a volunteer | do not expect to be compensated.

Volunteer Signature Date
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1. As a volunteer of The Reveal Resource Center, I hereby agree to hold
harmless and waive any and all claims or causes of action against the RRC
arising out of any cause whatsoever, including but not limited to claims arising
out of negligence or intentional conduct of its volunteers or agents.

Volunteer Waiver

2. lattest that I am physically fit and prepared to perform the tasks assigned to
me as a RRC volunteer. (Let us know if you have a disability and we will try to
find an appropriate task for you.)

3. Ifurther agree to use my personal insurance as the primary provider in the
event of injury due to my work as a volunteer for RRC.

4. Ishall not operate a personal vehicle for volunteer activities unless I have a
valid Driver's License and at least the minimum amount of liability insurance
required by Texas law.

5. The Reveal Resource Center is not responsible for loss or damage to
volunteer's personal property.

6. Lalso grant the Reveal Resource Center full permission to use photographs
of me for publicity and promotional purposes.

| have read, understand, and agree to the above Reveal Resource Center policy
and waiver.

Volunteer's Signature Print Name Date
If under 18, signature of parent or legal guardian is required Date
Print Name Relationship
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A grievance is a real or perceived cause for complaint. You may have a grievance
about how you have been treated by another volunteer or staff member.

Grievance Policy

The Reveal Resource Center recognizes that open communication and feedback are
essential elements of a satisfying and productive work environment.

Every effort will be made to solve problems cooperatively and informally before
presenting them in writing as a formal grievance. The written submission is
required to be a signed, dated and submitted to the Supervisor.

Volunteers are assured they will not be disadvantaged by the use of such procedures
whether decisions are found for or against their grievance.

All formal avenues for handling grievances will be fully documented and the
Volunteer's wishes will be considered. All complaints and questions will receive
thoughtful consideration in a timely manner and will be discussed with the
individual who raises them. Discussions held are kept confidential.

Volunteers at any time have the right to withdraw their grievance.

Grievance Procedure

Step 1
The aggrieved volunteer is encouraged to explore the problem/situation directly

with the person(s) involved; clearly outlining what he/she feels should be done
to alleviate the situation.

Step 2
If this is not an option for you, discuss the matter directly with the Supervisor.

Step 3

The parties involved will be asked to comply with the best solution that has been
identified by all invlved. All information will be kept confidential.
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