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I.​ Welcome to 
Food For Free! 

 
Food For Free has been bridging the gap between 
waste and want since 1981. Throughout the  years, 
Food For Free has grown into a recognized leader in 
addressing food insecurity whose efficiency and 
integrity serve as an example to other like-minded 
organizations, both large and small. 
  
As we deliver on our critical mission, delivering millions of pounds of food each 
year, we also strive to be an organization that  supports and cares for each other, 
especially our volunteers.  
  
Throughout this Handbook, you’ll learn about policies and practices that Food 
For Free provides for our volunteers so that we operate in a safe and effective 
way as a community. While some sections may seem technical or formal, please 
know that the underlying philosophy and purpose for all we do here is guided by 
our commitment to our mission and community.  
  
Thank you for joining us on this journey. We look forward to working together with 
you as we continue to ensure everyone in our communities has access to fresh 
and healthy food! 
  
 

 

 

 

 

 

 

 

 

 



 

II.​ Introduction 
 

A.​ About this Handbook 
 

This Handbook is a general guide to the volunteer processes,  practices, and policies of Food 
For Free. Please be advised that the information in this Handbook does not create a legal 
contract between Food For Free and any of its volunteers. All volunteers provide their services 
without expectation of compensation. 

 
B.​ Definition of a “Volunteer” 

 

A ‘ volunteer’ is anyone who, without compensation or expectation of compensation performs a 
task at the direction of and on behalf of  Food For Free. A ‘ volunteer’ must be officially accepted 
and enrolled by Food For Free prior to performance of a task. The acceptance process includes, 
but is not limited to: application, virtual orientation, signed liability waiver form, and a 
commitment to a minimum of 2 shifts per year. 

Volunteers shall not be considered ‘employees’ of the Food For Free. As a volunteer, you have 
rights and responsibilities. Food For Free believes volunteers are a vital human resource and 
commits to the appropriate infrastructure to support volunteer engagement.  

 

Volunteers have the right to: 

 

 • Work in a safe & healthy workplace, to know about unsafe work and to refuse unsafe ​
work 

 • A supportive environment in which to work and contribute  

•  Effective and meaningful volunteer involvement practices 

 • Share ideas regarding their role or program 

 • Provide feedback and receive feedback when requested 

• Ask for and receive support from their staff supervisor 

 • Be accommodated for any ability needs in order to complete non-essential tasks of the 
role  

 

 



 

Volunteers have a responsibility to:  

• Act with respect for the cause, community, organization, and its work– positively 
representing Food For Free in their community 

 • Act responsibly and with integrity 

 • Fulfill the duties of the role as defined in the position description, efficiently and 
effectively 

 • Respect all policies in place and abide by staff instruction 

 • Notify the Volunteer Manager or Program Manager if they are unable to fulfill their 
duties or miss a shift ; cancel before 24h in advance using the oncall line. 

• Provide honest feedback about Food For Free and areas of improvement in volunteer 
experience when asked  

 

C.​ Food For Free’s Mission 
We believe that access to healthy food is a fundamental right.  

Food For Free improves access to healthy food within our community by rescuing food that 
would otherwise go to waste and creating new distribution channels to under-served populations 
with an emphasis on utilizing school systems to reach those in need. We envision a future 
where everyone in our community – regardless of age, income, or ability – has consistent 
access to fresh, healthy, delicious food. 

Through a combination of food rescue and transportation services, we give food programs 
year-round access to fresh fruits and vegetables, while our direct service programs bring food to 
students, seniors, and others most at risk of hunger. Our programs address not only short-term 
hunger but also the long-term health effects of food insecurity and poor nutrition while reducing 
food waste. 

D.​ Our Volunteer Service Mission 
Food For Free envisions a robust and inclusive volunteer program that invests in critical 
infrastructure and mirrors our agency culture & values while remaining adaptable and scalable 
to achieve our mission of improving food access in our community. 

 

 

 

 



 

III.​ The Volunteer Program 
Utilization of Volunteers at Food For Free 
Food For Free relies on the committed support of its volunteers to achieve its missions and 
goals. To this end, Food For Free accepts and encourages the involvement of volunteers at all 
levels and within all appropriate programs and activities. Staff members are required to provide 
meaningful support and ongoing collaboration to engage volunteers in programs. All 
volunteer-related issues will be brought to the immediate supervisor (Program Manager or 
Coordinator). Program Manager or Coordinator  are responsible for overseeing volunteer 
performance. The Volunteer Manager is responsible for initiating actions concerning recognition 
or discipline and helping guide professional development. 

The organizational chart is updated regularly as personnel and positions change. 

Volunteer Classification and Roles 
Food For Free volunteers fall but are not restricted to the following classifications: 

●​ Individual Volunteers: Volunteers from all walks of life - high school students, staff 
volunteers, adult, teen volunteers, retired etc. 

●​ Corporate  & Group Volunteers: Volunteers volunteering as part of an organizational 
event - corporate groups, church groups, community groups, etc.​
Definition of Active/Inactive volunteers​
Active volunteers: Food For Free considers an active volunteer to be one who volunteers 
for a minimum 2 shifts annually. 

Roles. 

●​ Volunteer Packers/Pallet Builders  typically work 2-3 hr shifts per day or week depending 
on need and ability.. 

●​ Site Captains typically lead other regular volunteers. They may perform special 
assignments or lead volunteer sessions. They work directly with program managers or 
coordinators to achieve program objectives. The commitment may be on a fixed 
schedule or flexible. 

●​ Special Events Volunteers: Volunteers needed to support Food For Free’s events or 
one-off activities (seafood expo, events, etc.) 

Role of the Volunteer Manager 
The productive utilization of volunteers requires an organized effort. The Volunteer Manager is 
the central coordinating person for efficient  volunteer management at Food For Free. The 
volunteer manager ensures volunteers are supported to achieve their objectives as it relates to 
Food For Free. The Volunteer Manager also ensures that corporate or other special groups 
have an engaging and fulfilling experience at Food For Free. 

 

 



 

IV.​ Volunteer Recruitment and 
Selection 

The Volunteer Manager leads the volunteer recruitment and onboarding processes. This 
includes managing volunteer records and updating records. 

 

Volunteer Application  
All volunteers are required to fill out an application to begin volunteering at Food For Free. While 
Food For Free hopes  that the volunteer relationship will be long and mutually satisfying, 
volunteering at Food For Free is at-will. This means that Food For Free and the volunteer are 
free to end the employment relationship at any time for any reason, or for no stated reason, with 
or without notice.  

 Recruitment of Minors 
●​ Volunteers who have not reached the age of 18 must have the written consent of a 

parent or guardian prior to volunteering. Please see Appendix C. 
●​ Volunteers between ages 15-17 can volunteer alone at packing shifts. Volunteers under 

15 must be accompanied by a parent or guardian at all times. 

Onboarding call/Orientation 
New volunteers are provided with instructions on how to schedule an orientation call upon 
application submission. A volunteer is considered active upon completion of the onboarding call 
unless otherwise stated. A new volunteer welcome email is sent to the volunteer upon 
completion of the orientation with instructions on how to sign up for shift. 

Volunteers are not  subject to a CORI background check. 

On-site training 
Currently, all Food For Free volunteer opportunities do not require on-site training. Volunteers 
are able to come to their first shift and jump right into the role. This section will be updated if we 
ever add roles that require on-site training. 

Volunteer Placement 
Food For Free offers all its volunteers the opportunity to volunteer on programs of their choice. 
Volunteer opportunities are published on an as needed basis.  

 



 

Disability Accommodation 
In compliance with federal and state law, Food For Free will not discriminate against volunteers 
(including those with disabilities) who can perform the essential functions of their jobs with or 
without reasonable accommodations.  

Representation of Food For Free 
Volunteers are not authorized to act as representatives of the Food For Free with respect to 
making public statements regarding Food For Free unless otherwise stated by the Food For 
Free in writing. Volunteers may not take any public action or make any statement on behalf of, 
or to obligate, Food For Free. For example, statements (to the press or anyone), coalition or 
lobbying efforts with other organizations, or agreements involving contractual or other financial 
obligations relating to Food For Free are prohibited.  

Volunteers are encouraged to disclose their relationship with Food For Free on their 
professional and social media platforms (Resume, Facebook, Linkedin, Instagram, etc.) as long 
as they do not misrepresent their role.  

Waiver of Liability 
All volunteers are required to sign a waiver of liability which includes photography and video 
release before their first shift at Food For Free. Anyone under 18 is required to submit a signed 
parental consent form. These forms are made available at the time of registration or on site. For 
questions or concerns about the forms, please email volunteers@foodforfree.org.​
 

Non-Discrimination​
Food For Free strives for equal opportunity for volunteers and does not discriminate with regard 
to race, color, religion, sex, sexual orientation, nationality, age, marital status, veteran status, or 
any other protected category. 

 

 

 

 

 



 

V.​ Volunteer Training and 
Development 

Open Door Policy 
Food For Free is committed to providing the best volunteering experience for our volunteers. 
Volunteers are encouraged to have an open and collegial relationship with their site captains 
and Food For Free staff. Suggestions and questions are always  welcome. 

Professional Development 
Food For Free will support volunteers  as they consider growth objectives that relate to 
enhancing their volunteer experience  at Food For Free. Food For Free will share professional 
development opportunities with volunteers as they become available.  

Corrective Action and Performance Improvement 
All volunteers are expected to uphold Food For Free’s safety and conduct standards. Any 
volunteer who fails to abide by established rules or policies, engages in conduct otherwise 
detrimental to Food For Free’s goals and its constituency, or exhibits extremely tardy behaviors 
may be subject to corrective action.  

Corrective action will be rendered on a case-by-case basis, and Food For Free may vary or 
bypass steps in the disciplinary process, at the sole discretion of the Volunteer Managers based 
on the nature of the offense and the particular facts and circumstances.  

●​ Warnings will be communicated to the volunteer either via email or text that way we have 
documentation 

●​ Any written warning will be documented in Volunteer Local under the volunteer’s profile. 

Separation Process 
A volunteer may leave Food For Free’s program at any time. Volunteers can choose to 
communicate the exit of the volunteer program either in person, via email or text through the 
volunteer hotline.  

 

 



 

VI.​ Volunteer Supervision and 
Evaluation 
Attendance 

Food For Free relies on volunteers to feed people.Extreme tardiness such as no-shows are 
hard! Volunteers must call or text 617-500-3725 or cancel the shift on Volunteer local if 
canceling their shift. 

Value and Norms 
All volunteers must abide by Food For Free’s guiding norms and values. 

The values are Respect/Human Dignity, Relationships,Integrity and Professionalism, 
Transparency and team work. See Appendix B for complete values and norms document. 

Annual Surveys and Feedback 
Food For Free relies on volunteers’ feedback to improve its processes. Volunteers will receive 
prompts to submit feedback periodically or as needed. Participation is optional but highly 
encouraged. 

 

 

VII.​ Volunteer Support and Recognition 
A.​ Compensation 

Volunteers are not compensated for their work at Food For Free. 

B.​ Benefits 
Food For Free provides a variety of benefits for its volunteers. The benefits  include but are not 
limited to swag, sharing of professional development opportunities, tickets to games and other 
events. Volunteers are appreciated and selected for benefits based on their performance, time 
committed, program of involvement and available budget. 

  

 



 

VIII.​ Volunteer Policies 
Incident Reporting 
Volunteers must report their injuries to their site captains or Food For Free staff immediately. 
Food For Free has an incident reporting and management policy that seeks to mitigate issues 
before they occur. Volunteers are not covered on Food For Free’s insurance policy. 

When an injury does occur on the job, no matter how minor, it must be reported to the Food For 
Free staff on site immediately. 

 
Inclement Weather Policy 
Food For Free strives to ensure the safety of all volunteers. It is also our agency’s policy to 
remain open whenever possible to feed our most vulnerable clients; closing is a last resort 
because of this commitment to our partners and clients. However, where extraordinary 
circumstances warrant, Food For Free  reserves the right to close our distribution center and 
operations.  

If Food For Free is open during severe weather: 
-​ It is the volunteer’s decision as to whether it is safe for them to volunteer; Food For Free 

assumes no liability for the choice volunteers make and encourages volunteers to make 
the decision right for their comfort and safety. 

-​ If unable to safely attend the volunteer shift: 
-​ Volunteers are responsible for notifying Food For Free of cancellation via the 

on-call number: 617-500-3725 
-​ Last-minute cancellations or extreme tardiness in bad weather are completely 

understandable and do not in any way reflect poorly on the volunteer! 

Closure decisions are made by each program. When experiencing inclement weather, please 
expect the following communication per program you’re involved in. 

 

 

 

 

 

 

 



 

IX.​ Health, Safety and Security 
 [Please refer to program-specific cheat sheets, safety guidelines for specific info.]  

Volunteer Workplace Concerns 
Food For Free is committed to providing a safe and healthy work environment. If there is 
something happening, or something happened while you were volunteering that you are 
concerned about, you should follow this process. 

1)​ Unless the situation involves your supervisor, you should first discuss the situation with 
your supervisor. They will work with you to address the issue, and involve the Volunteer 
Manager needed. 

2)​ If the situation involves the supervisor, schedule a private meeting with the Volunteer 
Manager.  

If your concern suggests that a law is being broken (e.g. sexual harassment, stealing, violence), 
it is Food For Free’s obligation to investigate such matters. Food For Free will investigate and 
follow up on all legal concerns.  

It is important to understand that there is no guarantee that a conversation with a Food For Free 
staff person will be held confidential if it puts the company or others at risk. However, Food For 
Free will remain professional and treat information with great sensitivity. 

Volunteer-Related Accidents 
Volunteers are not covered on Food For Free’s insurance so we ask that you remain extremely 
careful when volunteering with us. When an injury does occur on the job, no matter how minor, it 
must be reported to the program staff. 

All volunteers must wear closed-toed shoes when volunteering at any Food For Free site or 
location. 

Drug/Substance Abuse 
Food For Free is concerned about drug and alcohol abuse with its far-reaching effects on 
individuals and communities as well as on workplace performance, safety and agency liabilities. 
Food For Free expects all volunteers to arrive for their shift on time in a sober condition, that is, 
without having ingested alcohol or mood-altering or illegal drugs of any kind and to remain that 
way while volunteering. The only exception is at Food For Free events where alcohol is being 
served. Common examples of controlled substances, as defined by law, include but are not 
limited to cocaine, marijuana and heroin.  

 



 

X.​ Other Policies and Practices 
Sexual and Other Unlawful Harassment 

Food For Free prohibits harassment of any volunteer  by another volunteer, supervisor or 
affiliated third parties for any reason including but not limited to, veteran status, race, color, 
religion, sex, sexual orientation, gender identity, national origin, age, physical or mental 
disability. State and federal laws protect these classes. Any conduct that has either the purpose 
or effect of unreasonably interfering with an individual’s work performance, or which creates an 
intimidating, hostile or offensive environment is harassment. This includes actions, words, or 
other verbal, non-verbal, and physical interactions of a derogatory, defamatory, hostile, or 
offensive nature. Harassment includes: slurs, epithets, threats (physical and/or verbal), 
derogatory comments or visual depictions, unwelcome jokes and teasing. Harassment covers 
single instances as well as repeated incidences of such behavior. 

Sexual harassment of a volunteer  by another volunteer or a Food For Free staff is against Food 
For Free’s policy and it is unlawful under state and federal law. Any volunteer who feels that 
they are a victim of sexual or other harassment should immediately report the matter to their 
supervisor or Volunteer Manager. Food For Free will investigate all such reports as 
confidentially as possible. 

 

Privacy  
Food For Free is committed to respecting the privacy of our volunteers. Therefore, Food For 
Free will not sell, trade or rent names, addresses, telephone numbers or email addresses of our 
volunteers to any third party. 

   

 

 

 

 

 

 

 



 

XI.​ Technology and Communications 
A.​ Acceptable Use of Food For Free 

Technology  
Food For Free’s technology equipment and systems are Food For Free property designed and 
intended for business use to help volunteers  accomplish their duties and responsibilities. Food 
For Free technology may not be used in any way that may be disruptive, offensive or harmful to 
others; that would violate Food For Free’s policies; or that would be construed as offensive, 
harassing or disrespectful to the average person. 

Internet and Social Media 
Volunteers are encouraged to disclose their relationship with Food For Free on their social 
media platform (Facebook, Linkedin, Twitter, Instagram, etc.) as long as they do not 
misrepresent their role.  

All volunteers  are expected to exercise reasonable judgment about any on-line activity that may 
draw attention to the organization. Personal public communications may not be prepared on 
behalf of Food For Free or on Food For Free letterhead or social media platforms. 

 

 

XII.​ Volunteer Risk Management Plan 
 

1.​ Purpose 
a.​ The purpose of this plan is to identify and manage risks associated with 

volunteers participating in programs at Food For Free. The goal is to protect 
volunteers, staff, and the organization while ensuring safe and effective service. 

2.​ Volunteer Safety Procedures 
a.​ Training 

i.​ All volunteers receive a basic orientation. 
ii.​ Volunteers are briefed on safety procedures relevant to their role. 

b.​ Supervision 
i.​ Volunteers work under the supervision of staff. 

c.​ Incident Reporting 
i.​ Any injury, accident, or concern must be reported to staff immediately. 
ii.​ Staff document incidents on Volunteer Local/incident report and 

determine follow-up actions. 
d.​ Code of Conduct 

i.​ Volunteers are expected to follow the organization’s code of conduct 
listed in the volunteer handbook.  

 



 

3.​ Review 
a.​ This plan will be reviewed annually by staff responsible for the volunteer program 

and update as needed. 
 
 
Updated: 3.13.26 
 

 

 

 

 

 

 

 

 

 

 

 

XIII.​ FAQ’s 
Question Who do I talk to? 

Where is the Food For Free Volunteer 
Handbook 

●​ Ask the Volunteer Manager 
●​ Volunteer Handbook is listed on Food For Free’s website 

under the volunteer section 

I have a question about service hours 
verification 

Contact the Volunteer Manager via volunteers@foodforfree.org 

I have a change in address, phone number 
and email address 

Update address information on your profile. Visit 
www.foodforfree.org/volunteer, select “current volunteer”, enter 
your email address in the “access your profile” section  to update 
your information. 

What if my workplace needs to schedule a 
group volunteer opportunity 

Fill out the corporate volunteer event form OR 
Send an email to volunteers@foodforfree.org. 

I  need to report an incident or complaints Speak to the Program Manager or Volunteer Manager. 

 

 

http://www.foodforfree.org/volunteer
https://food-for-free-committee.volunteerlocal.com/volunteer/
https://food-for-free-committee.volunteerlocal.com/volunteer/self_check.php?
https://foodforfree.org/group-volunteering/


 

XIV.​ Appendices 
Values  

 

 

 

 Parental Consent form 
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