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This handbook has been prepared for you that have graciously volunteered your time to participate
inthe Home-Delivered Meals Program. This will answer some ofthe most often asked questions. If
you read this materialandstillhave questions orconcerns, call Laura Rollinson, Administrative &
Volunteer Coordinatorat 252-404-7091 or email atIrollinson@accog.org. You can also reach out to
your Site Manager or your Volunteer Schedule Coordinator.

General Information about our Nutrition Program

To qualify for the Home-Delivered Meals program, a potential client mustbe 60 years of age, home
bound, unable to prepare a nutritious meal for themselves and have no one else in the home
available to prepare them a lunch meal, unable to participate in their local congregate meal program
and have a doctor's recommendation stating the client would benefit from receiving the meals. Ifthe
client lives in an area where there is a delivery route, our coordinator will make an appointment to
visit with them and fill out the necessary paperwork. A letter must be sentto the client's physician for
approval before they can be placed on our program. The meals may begin once the paperwork is
completed and doctor's recommendation is received (as long as there is not a waiting list). Once
placedon aroute, the clientwill receive a mid-day meal delivered Monday-Friday (except holidays)
by a volunteer fromthecommunity. Each meal hasservings of meat/protein, vegetables, fruit, bread
and milk. The nutritious, well balanced lunches are approvedby a registered dietitian, as well as the
North CarolinaDivision of Aging. Fundingis received from the local, state, and federal government,
as well as donations, to cover most of the cost ofthe meals. Clients are asked to make adonation, if
able, to assist in the cost of the meals. A donation envelope is given out during the month. The
clientmay choose to mailit or give itto one of the volunteers to return to the volunteer coordinator.
The donations we receive help to cover the balance of the meals served and enable us to serve
meals to more clients.

Potential clients in Chowan, Gates, Hyde, Tyrrell and Washington counties would contact Home
Delivered Meals Coordinator Shari Harris for more information at (252)404-7085 or
sharris@accog.org. Potential clients in Camden, Currituck, Dare, Pasquotank and Perquimans
counties would contact Home Delivered Meals Coordinator Brenda Gates for more information at
(252)404-7082 or bgates@accog.org.

Guidelines for the Volunteer
Calendar

Please mark your personal calendar for the days you have agreed to deliver meals. If you have a
conflict and need someone else to deliver that day, try switching delivery dates with another
volunteer. If you cannot, then call your coordinator as soon as possible, so that he/she can find a
substitute.

Substitutes

This is a volunteer that can deliver meals on short notice. There are occasions when we need extra
help or a regular volunteer has an emergency. Please let us know if you can help us in this area so
your coordinator knows he/she may call you should the need arise.



Holidays: See the Attached Holiday Schedule
Inclement Weather

Your volunteer coordinator will call you if we are not delivering meals because of bad weather.
He/she may not call until thatmorning because we would like to deliver the meal if possible.

Delivery Times

Please arrive at your site between 10:45 AM and 11 :00 AM on the day you are to deliver meals. If
you are running behind schedule, please call your coordinator to let them know that you are on the
way. It is very important to have meals delivered at a consistent time as the clients have medications
requiring them to eat before they take the medicine or to keep their diabetes in control. We try to
keep the delivery time for each route to 1 hour with no more than 12 clients. If you find that your
route is taking longer than 1 hour consistently, please notify us.

Pick-up Point

At your pick-up point you should have 1 or 2 orange and yellow carriers, a serving tray, a route
sheet, a checklist,a menu and a doorhanger. The route sheetwillhave the directions to your client's
homes. Itis important to check daily forany changes! Clients can be removed or added daily, so
please remember to check your route sheet each time you deliver. Please indicate delivery on
the checklist by placing a checkmark beside each client’s name thatreceived a meal. Rememberto
write down the names of everyone that is delivering, the time you pick-up the meals and the time
you deliver the last meal.

Menus

The volunteer needs to be familiar with the menu. A menu should be posted at the site where you
pick up your meals. Ourlunches are nutritious, well-balanced and approved by a registered dietitian
and the North Carolina Division of Aging. They are not designed to meet the special needs of a
severe diabetic or client with extremely high blood pressure. If the client has a comment about the
meals or a complaint, record it on the checklist so the coordinator will be aware of it.

Delivering Meals

Our meals are packed in carriers that help us maintain the temperatures and quaility of our food.
Please open and close the carriers quickly when removing the food and keep it ciosed using the
latch between each stop. Wait to remove the meal at each stop to help keep the temperaturesintact.
Holding the containers level when taking them in and out of your car, helps prevent spillage and
make the food look more presentable. It also helps keep the trays of food cleaner and prevents your
car from getting soiled. No pets can be with you during delivery. Meals cannot be placed in the bed
of trucks. Please knock loudly at the participant's home. Be patient and allow the cfients that move
slowly, the time to get to the door. Encourage the participant to eat their meal right away, or to let
you place it in the refrigerator. if your client is not at home, the meal must be left in a working
refrigerator only!! You should never leave the meal on a table or outside if the client is not
home. If you have an "extrameal" in your carrier, or if one of your client's is not at home, please offer
the meal to another client. The meal may only be given to someone that has been approved for our
program.




Remember

Always identify yourself atthe door as avolunteer delivering their meal! Always share your SMILE!
The clients tell us that our volunteer’s friendly visits are just as important asthe meafyou are
delivering to them. Many clients say "knowing that someone is coming to their door" is the only
reason they get out of bed and get dressed in the morning.

The prevention of volunteer injuries and ilinesses will be given precedence over fulfillment of
volunteer responsibility. If you find yourself in an uncomfortable situation-encountering a
belligerent or unruly person, unsafe location, vicious dog, domestic dispute, or any risk to your
safety—LEAVE! This might include clients or other inhabitants accusing volunteers of break-ins,
sexual advances or molestation, or otherinappropriatebehaviors. [.eave and call the staffin charge
to file a report of the incident. These situations must be reported immediately to the staff in
charge, who has the right to make the decision regarding temporarily or permanently
stopping delivery. Your route is complete when you deliver the last meal: Please record this time.
Returnthe carrier to the site along with any donations or messagesfor the coordinator. Aiways make
sure you sign off on the volunteerdelivery form. Please sign ali names that are delivering (husband
and wife, both friends) so everyone gets credit for their time. Be sure to let your coordinator know if
someone was not at home or any other unusual circumstances (extremely hot or cold or unusuat
behavior of the client.)

In Case of an emergency

if you arrive at a client's home and there is an emergency:

*+ Becalm. They are depending on you to be able to deal with the situation.

¢ Donotmove the person.

+ Call911

»  Caliyourcoordinator so thathe/she may notify ouroffice of the situation.
VWe wili notify the client's emergency contact.

¢« Youmay puta blanketor covering overthem.

*  Try toreassure the client and stay with him until help arrives.

: Proceed with your route only after other assistance has arrived.

Confidentiality

Sharedinformationyou have abouta clientis confidential. We must always respect the privacy of
ourclients!

Team

The Albemarie Commissions Senior Nutrition Program Staff, Nutrition Site Managers, Volunteer
Schedule Coordinators and the Volunteers create the TEAM that makes this program such a
success. We depend on each other and our clients depend on our team! We need more
volunteers!! You can help us recruit volunteers by sharing your experiences and joys of working in
this program with others in your community. We will gladly make presentations for any group,
church or civic organization at any time. Last, but certainly not least, as a volunteer, ifyou have
any suggestions aboutimproving our program, the route directions, orany advice on howto
operate this program more efficiently for youorour clients, please don't hesitatetocall our
officeat252-404-7091 oremail Irollinson@accog.org. The Albemarie Commission's Senior
Nutrition Program Staff and the people that you serve, thank you for your commitmentto this
program!




A VolunteersPrayer

Thank Thee, Lord as a volunteer,
For the chance to serve again this year,
To give of myselfin some small way,
To those not blessed as I each day.
My thanks for health of mind and soul,
To aid me ever toward my goal,;

For eyes to see the good in all,

A hand to extend before the fall,
For legs to go where the need is great,
Learning to love-forgetting tohate;

For ears to hear and heart to care,
When someone cross is hard to bare.
A smile to show affection true,
With energy plenty the task to do;
And allT ask dear Lord, if Imay,

Is to serve You better day by day
Author Unknown




HDM Volunteer Reminders

10:45 am is the earliest meals can be picked up.

If you are going to be unable to volunteer on your
scheduled day, or if you are running late, please let
your volunteer coordinator or site manager know as
soon as possible.

If the HDM client is not home, please notify the site
manager or volunteer coordinator, after you hang
the tag on their door, so the client's emergency
contact can be notified.

The meals can only be left with the client or in a
working refrigerator. For health reasons, meals
cannot be left in the mailbox, on the steps, or outside
of the door.

Thank you for all you do!!





