
PICK UP PROCESS
1.  Put on a volunteer apron.

2.  Greet members & have them initial box on the Check In 
Sheet, and offer the Harvest Notes

3. Remind folks of upcoming events

4. Watch to see that members collect the correct quantity of 
items.

5.  Refill bins on the tables with the produce in the crates on the 
floor as needed

6.  Bring and stack empty bins in the  Shed.

7.  Complete Pick Up Report
* write your names

* note if you ran out of any vegetables, and record the 
item, and names of members who didn’t get that item.

8.  Relay problems or important info to the second shift 
volunteers before you leave.



6:30 BEGIN CLEAN UP
● Unload the bins (put leftover 

veggies on the tables).
● Carry bins to Shed.  Store 

stacked.
● Erase white boards.
● Repack supply bag/box, neatly 

(pictured)

su



6:45 PICK UP REPORT
Complete Pick Up Report:
Be sure your names are on it 
No need for counting leftovers!
Record 

- if you ran out of any vegetables, 
which item, and names of members 
who didn’t get it.

- Any other requests, concerns, 
compliments, or issues that arose



PACK LEFTOVERS
1.  Pack up 3 plastic grocery bags, each with an 
assortment of produce (NOT full shares) to leave at 
Beth David. 
2.  Label one for the custodian, Tino (use masking 
tape)
3.  Label the others “BDS Food Pantry”
4.  Place these bags on any shelf in the walk in 
cooler:
Go through the kitchen.  It is on the right just before 
the door to the parking lot.
5.  Pack the rest of the vegetables in plastic bags 
with like items together.  These will go to the Jewish 
Family Services Kosher Food Pantry.  A KFP 
volunteer should arrive at 6:30 to take these.



FINAL CLEANUP
1.  Dry tablecloths with brown hand towels.
2.  Sweep the floor and put all the chairs back 
around the tables.
3..  Put all supplies, including signs, in the shed.  
Keep as neat as possible.
4. Store the table cloths, mats and towels in the 
shed and hang on the divider between our 
space and the child care equipment space, so 
they will dry.
5.  Lock the shed and return the key to its 
location in the kitchen (on the top shelf under 
the window, next to the plastic  wrap). 
6.  Be sure that nothing has been left outside 
(signs, chairs, etc) 
7. Close the building door securely.
8.  Close the gate securely.


