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Welcome!   
We are so glad you’re interested in becoming a volunteer for the Harvest Issaquah program!  In this section, you 

can expect to learn about the Issaquah Food and Clothing Bank, the Harvest Issaquah program, and the roles of 

Food Bank Ambassadors and Glean Team Members (hint:  You are needed and loved!). 

About the IFCB 

The Issaquah Food and Clothing Bank provides support to 400+ families each week.  We are open for Store 

Hours Mondays from 5:30-7:30 pm, and on Tuesdays, Wednesdays and Thursdays from 10:00 am- 1:00 pm.  In 

our Grocery Store, customers can choose from a variety of foods to fit their family’s needs for the week, while in 

the Clothing Bank they can find clothing, toiletries, childhood supplies, supplies for homeless people, and more 

to local families in need of assistance.  We also offer one-on-one Case Management support, Financial 

Assistance, Groceries to Go for homebound families, and seasonal programs which we’ll discuss in more detail 

below. Our goal is to best serve each individual’s basic while taking a holistic approach with our additional 

services and programs.  

Mission:  The mission of the Issaquah Food and Clothing Bank is to provide basic needs to our community 

members, in order to promote self-sufficiency. 

Vision:  A hunger-free community 

Values: 

Respect- We believe in treating everyone with respect. 

Support- We believe in nurturing and supporting clients and each other. 

Acceptance- We believe in being non-judgmental and accepting. 

Equity- We believe in treating others with kindness and fairness. 

Partnership- We believe that through collaboration and partnerships we can accomplish so much more. 

The Harvest Issaquah program: 

The Harvest Issaquah program began as an urban gleaning initiative in 2014.  The IFCB worked with an arborist 

assess the health of fruit trees, and volunteer teams to harvest fruit from trees located in public parks and on 

private property.  This saved the food from being wasted while providing the freshest fruit available to our 

customers.  We were hooked! 

In 2015, the program expanded to include a presence at the Issaquah Farmers Market and also began searching 

for fresh eggs to give to our customers.  In 2016, the program expanded again to include weekly presence at the 

Sammamish and Issaquah Farmers Markets, weekly gleans, and more requests for donations of fresh produce 

using the Harvest Issaquah Facebook page. 
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IFCB SPECIAL PROGRAMS  

Ways We Help 

We have several seasonal programs we run at the Issaquah Food and Clothing Bank. These include the Summer 
Lunch Program, Tools 4 School, Holiday Gift Barn, Lunch for a Break, Birthday Toy Bank, and Dental Van. 

Holiday Gift Barn: 

 Pickering Barn is turned into a department store for a week in December, allowing families in the 
Issaquah School District to shop and choose gifts for their children 

 Gift wrapping and child care is available to help parents keep gifts a secret until Christmas Day. 

Lunch For the Break: 

 The program runs during Winter Break, Mid-Winter Break and Spring Break each school year. 

 Helping to bridge the food gap during long school breaks, Lunch for the Break provides a box of food for 
each school age child in a family. 

Summer Lunch Program: 

 Provides a week’s worth of breakfast, lunch and snacks for school age kids living in our four Food Bank 
zip codes (98027, 98029, 98059 and 98075.  Families receive one bag of food per school-age child. 

Tools 4 School: 

 Provides a new backpack filled with new school supplies for kids in the Issaquah School District 

 Event is held at Eastridge Church and includes a Health and Wellness Fair and Resource Alley 

Issaquah Power Packs: 

 Provides a weekend bag of kid-friendly food to help end weekend hunger in Issaquah Schools 

 Pilot program is serving Clark Elementary and Liberty High School 

Dental Van: 

 Are you in need of free dental care? If so, email Rebecca to be added to the waiting list for the next 
Issaquah van. 

How to Access Our Services:  

All events have online sign-up available, plus hard copies at the Food and Clothing Bank. 

Summer Lunch is open to all families in our four Food Bank zip codes (98027, 98029, 98059 and 98075), but the 
other special programs are for families in the Issaquah School District. 

A landing page for our programs can be found at https://www.issaquahfoodbank.org/special-programs/.  

Any additional questions can be directed to Rebecca@issaquahfoodbank.org,  or call 425-392-4123 x11. 

 
 

http://issaquahfoodbank.org/holiday-gift-barn
https://www.issaquahfoodbank.org/lunch-for-the-break
https://www.issaquahfoodbank.org/summer-lunch-program
https://www.issaquahfoodbank.org/tools4school
https://www.issaquahfoodbank.org/issaquah-power-packs
mailto:rebecca@issaquahfoodbank.org?subject=Dental%20Van
https://www.issaquahfoodbank.org/special-programs/
mailto:Rebecca@issaquahfoodbank.org
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VOLUNTEERING WITH THE ISSAQUAH FOOD & CLOTHING BANK 

Getting Started 

Welcome! We’re always looking for great new volunteers to join the IFCB volunteer team. 

To get started, please register through the volunteer page of our website at 

www.issaquahfoodbank.org/volunteer/.   

You should receive a welcome email almost immediately after registering as a volunteer.  That email will contain 

your personal login credentials for our volunteer dashboard and an invitation to attend a new volunteer 

orientation at your earliest convenience. If you do not see that email in your inbox, please check your spam box 

since spam filters tend to eat our emails.  If it’s still not there, please email megan@issaquahfoodbank.org and 

she’ll make sure you get it. 

New volunteer orientations are required and are held every Monday (4-4:30 pm) and Friday (9-9:30 am & 1-1:30 

pm) which the exception of holidays. Orientations last approximately 30 minutes and count towards community 

service hours.  You’ll get a tour of the food bank, learn about all our cool specials programs, we’ll cover safety 

stuff and food bank policies, and you’ll have the opportunity to ask lots of questions. 

You can sign up for an orientation using the volunteer dashboard. Just login and sign-up. 

Quick Recap 

1. Register as a volunteer. 
2. Sign up for a new volunteer orientation using the volunteer dashboard. (Login credentials will be 

emailed to you when you register and a link to the dashboard will be included in that email.) 

Use the volunteer dashboard to schedule the volunteer shifts that work best for you after attending the 

orientation. 

The Role of Food Bank Ambassadors 

Last year, Food Bank Ambassadors were present at almost every Farmers Market.  They built mutually-

beneficial, positive relationships (and therefore goodwill!) with vendors by hanging signs suggesting customers 

buy extra for the Food Bank; staffed a booth featuring information about the Issaquah Food and Clothing Bank’s 

programs, connected with shoppers by passing out fliers and answering questions, and ultimately collected 

14,903 pounds of fresh produce and eggs for our customers! 

The happiest Food Bank Ambassadors are open and friendly (“People” people), knowledgeable about IFCB 

programs and needs, excellent communicators, and very organized.  It takes a team of 2-3 to collect donations 

at the end of the Sammamish Farmers Market and a team of 5-6 to coordinate collections from the Issaquah 

Farmers Market (depending upon where you choose to volunteer); so being able to work collaboratively with 

others will be helpful as well. 

http://www.issaquahfoodbank.org/volunteer/
https://issaquahfoodbank.org/volunteer-registration/
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But fear not!  This is a super-fun position which allows you to meet new people, learn about food, enjoy the 

weather, and shop the market(s) while reducing food waste and doing good work for IFCB customers.  We’ll 

discuss the details of logistics during in the Food Bank Ambassador break-out session at 3:00 pm. 

The Role of the Glean Team 

In 2016, the Issaquah Food and Clothing Bank sent “Glean Teams” out to harvest fruit and vegetables from local 

orchards and gardens.  Working in teams of 2-5 people, Glean Teams rescued almost 2,000 pounds of food by 

bringing it to the Food Bank’s store for customers to use in their homes! 

Glean Teams are typically a crew of 4-6 Gleaners who go on-location to harvest fresh fruit and veggies from 

public lands and private residences.  Building relationships with donors and fellow volunteers is fun and easy as 

the team works together to harvest selected crops.  Modeling ladder safety and safe lifting, being able to 

recognize quality produce for quick picking, and organizational skills are helpful for Glean Team Members. 

Safety First! 

Every volunteer should have a strong understanding of ladder safety and proper lifting techniques, so safety will 

be the focus of our next section. 

If you are inspired to become a Lead Food Bank Ambassador or #GleanTeam Leader, you’ll also need to 

understand van use safety and policies, as well as meet with Mike Hatada to turn in required paperwork 

(included in the Vehicle Use Policy) so you can get authorized to use the Food Bank’s van.   
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Summary 

We at the Issaquah Food and Clothing Bank want to be sure our volunteers are safe at all times.  Because Food 

Bank Ambassador and Glean Team positions are inherently physical in nature, we hope to give our team 

members the training and tools they need in order fulfill their duties while avoiding injury. 

All team members will watch a ladder safety video and take a quiz, and learn about proper lifting techniques.  

Volunteers who wish to use either the IFCB van or their own vehicle for transporting team members, donations 

and supplies will need to review our Vehicle Use Policy and submit the Driver Consent Form and the MVR 

Consent Form to Mike Hatada at their earliest convenience.  To schedule an appointment, e-mail 

Mike@IssaquahFoodBank.org.  
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LADDER SAFETY TRAINING 

Every year people are injured from using tripod orchard ladders. These incidents are preventable. #GleanTeam 

fruit pickers use this type of ladder regularly. We can prevent worker falls and injuries by following the safety 

measures described in this section. 

Safety First! 

A tripod orchard ladder is a portable, self-supporting ladder used in orchards and landscape maintenance, for tasks 
such as pruning and fruit harvesting. This type of ladder should not be used as an all-purpose ladder. They are 
designed with a flared base and a tripod pole that provides support on soft, uneven ground. In addition, these 
ladders have no spreader bar or locking mechanisms to hold its front in place or to stabilize the ladder. For a tripod 
orchard ladder to function properly and remain stable, the ladder side rails and tripod pole must slightly penetrate 
the ground. 
 

Tripod Orchard Ladder Injuries 
and Hazards  
 

Sprains and strains are the most 
common types of ladder injuries and 
are caused by overreaching, moving, 
lifting or carrying ladders. Fractures, 
concussions and dislocations are caused by falls as a 
result of an unstable ladder, overextension of the 
ladder’s tripod pole, slipping or being struck by a falling 
ladder. Back injuries can also occur from carrying the 
ladder incorrectly for long periods of time and over long 
distances.  

 

 

Inspecting, Maintaining and Storing 
Ladders

Before a ladder is used, we must inspect it to ensure 
that it has no defects and that it is in good working 
condition. Focus on:  

 Checking ladders in accord with the manufacturer’s 
guidelines to ensure components are in good 
working order.  

 Checking ladders for missing, loose, or sheared 
rivets, broken steps, and bent rails or tripod poles. 
After a ladder tips over, inspect it from top to 
bottom before placing it back in service. 

 Removing defective or damaged ladders from 
service immediately. Placing an “out of service” tag 
on damaged ladders, and separating them from 
non-damaged ladders. Repairing damaged ladders 
must not be done by the worker. 

 Storing ladders in accord with the manufacturer’s 
instructions and away from excessive heat and cold.  
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Once ladder inspection is complete, use safe ladder transporting techniques.  

 Place arm and shoulder through the ladder, balancing the ladder on a shoulder securely so it does not swing 
out.  

 Keep your hands away from the rungs to avoid finger injury.  

 Be aware of trip hazards such as branches, holes, irrigation pipe, mud, or other debris. Beware of overhead 
electrical lines. 

Setting Up Your Orchard Ladder 
 
 
Setting the ladder up properly is an essential safety step. Examine the ground and select an area where the 
earth is firm, not loose, wet, or uneven. Look for rocks and debris that could cause the feet of the ladder to 
become unstable. Place the side rails firmly into the soil and test for stability and ideally, place the tripod at a 75 
degree angle. Perform a quick test for the appropriate angle by placing your feet in between the side rails’ feet 
and extending your arms to touch the ladder. If the ladder is too close to the arms, the angle is greater than 75 
degrees, and if it is too far away from the arms, it is less than 70 degrees. Wider or narrower openings can cause 
ladder instability. 
 
Place the side rails facing the base of the tree to provide stability in the event that the ladder begins to tip and 
always use the tripod rather than leaning the ladder on a tree limb. When working on sloped terrain, place the 
tripod upslope to provide added stability. While working on a cross slope, place the tripod in alignment with the 
lower side rail. 
 
To watch a demonstration on how to set up and use an orchard ladder properly, visit: 
 

 
 

          https://www.youtube.com/watch?v=XwiXXtC60_4 

 

  

https://www.youtube.com/watch?v=XwiXXtC60_4
https://www.youtube.com/watch?v=XwiXXtC60_4
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Fall Prevention   
 

When working on a ladder, falls are the most common hazard. More falls occur on the upper part of the ladder than 
in the middle or lower portions. Most falls are due to slippery steps, unstable ladders, and by not maintaining proper 
contact with the ladder. 

 
We can prevent most fall hazards by taking the 
following safety measures: 
 Place the ladder firmly in the ground to keep it from 

collapsing, slipping, moving, or falling. Make sure 
that the ladder is not positioned over a soft spot or 
hole.  

 Ladders placed on sloped ground must have the 
tripod pole positioned uphill.  

 Center yourself between the ladder’s side rails and 
to use both hands to climb up and down the ladder. 

 Never move from a ladder onto a tree branch or use 
a branch for balance. Do not overfill produce bags.  

 Do not stand or work on the ladder’s top three 
steps.  

 Do not overreach beyond the ladder’s side rails; the 
ladder should be moved to perform orchard work.  
 

 

 

 

Parts of the Ladder 

Other tips: 

 Ascend and descend facing the ladder. 

 Hold onto the side rails and not the rungs. 

 Begin harvesting fruit at the top of the tree and work down. 
This way, you will be descending the ladder as the fruit bag 
becomes fuller rather than ascending the ladder. 

 Rest the fruit bag on the rungs to reduce back strain.  

 Empty the fruit bag before it becomes too heavy or full. Too 
much weight in the gleaning bag can easily pull you off balance. 

 Never lean too far because this will affect your center of gravity. 

 Wear proper fitting clothing that will not catch onto the ladder 
or tree branches. 

 Pay attention to muddy shoes, as this could lead to slipping and 
falling off of the ladder. 

 Move ladder by picking it up. 

 Do not use a cell phone while on the ladder. 
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PROPER LIFTING TECHNIQUES 

 
Follow these tips to avoid injuring your back when lifting crates of food or other items: 

 Keep a wide base of support. Your feet should be shoulder-width apart, with one foot slightly ahead of the 
other (karate stance). 

 Squat down, bending at the hips and knees only. If needed, put one knee to the floor and your other knee in 
front of you, bent at a right angle (half kneeling). 

 Keep good posture. Look straight ahead, and keep your back straight, your chest out, and your shoulders 
back. This helps keep your upper back straight while having a slight arch in your lower back. 

 Slowly lift by straightening your hips and knees (not your back). Keep your back straight, and don't twist as 
you lift. 

 Hold the load as close to your body as possible, at the level of your belly button. 

 Use your feet to change direction, taking small steps. 

 Lead with your hips as you change direction. Keep your shoulders in line with your hips as you move. 

 Set down your load carefully, squatting with the knees and hips only. 

Keep in mind: 

 Do not attempt to lift by bending forward. Bend your hips and knees to squat down to your load, keep it 
close to your body, and straighten your legs to lift. 

 Never lift a heavy object above shoulder level. 

 Avoid turning or twisting your body while lifting or holding a heavy object. 
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To:  Current and Future Drivers for the Issaquah Food and Clothing Bank 

From:  Mike Hatada, IFCB Manager and Cori Walters, Executive Director 

Subject: Vehicle Use Policy 

First of all, I would like to thank you very much for your service to the food bank.  Your 

commitment to helping us receive food from our partner grocery stores and other 

agencies on a regular schedule is critical to meeting the daily needs of our clients. 

As you probably know, the IFCB recently purchased a van to support our daily and 

program operations.  Because it is our intent to offer the van to volunteer drivers, we 

developed the attached Vehicle Use Policy to govern its use as well as provide guidance 

to protect you while driving your own vehicle on our behalf. 

Please read the attached document and let me or Cori know if you have any questions 

or concerns.  If you would like to use the IFCB van instead of you own personal vehicle 

for your existing route(s) please let us know and we will be happy to pursue 

certification. 

After reading this policy document, we will need the following from you: 

1. A copy of your driver’s license and insurance card (to be renewed each two years) 
2. Authorization to obtain a driving record abstract from the Department of Motor 

Vehicles (appendix E, page 11) 
3. A signed Driver Consent Form (appendix B, page 7) 
4. A signed Driver Training Checklist (appendix C, page 8, steps 1-6) 

 
Thanks again for all that you do to support the Issaquah Food Bank and your friends and 

neighbors in need. 

Very Best Regards, 

 

- Mike Hatada 
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Policy Rationale 

The Issaquah Food and Clothing Bank are committed to maintaining a safe and secure environment in which to 
conduct activities consistent with our mission.  This policy is to ensure that all IFCB drivers meet standardized 
expectations and are informed of our vehicle use guidelines, operation policies and are trained to drive IFCB 
vehicles prior to use. 

Vehicle Administration 

Driver policies guide decision making, establish standard conduct and operational consistency, and supports 
driver requirements.  Written policies will be included in our organization’s personnel and volunteer manuals. 
IFCB Manager, Mike Hatada, is responsible for administering the IFCB driver program – he/she has the power 
and authority to enforce these organizational policies, encourage safe behavior, answer questions, determine 
who can drive IFCB vehicles and who can drive their own vehicles on behalf of the IFCB.   

Screening Drivers - Step 1: Prior to use policy 

Driver screening process will occur for all new drivers using their own vehicles and drivers using the IFCB vehicle.  
This screening is mandatory every two years for all drivers.  

The following items are required: 
1. Photo copy of current WA state driver’s license 
2. Photo copy of current proof of insurance  
3. WA state DOL drivers abstract for volunteers or employees (See Appendix A for Driver Qualifications and 

Appendix E for the MVR Consent form) 
4. Application completion includes; agreement to comply with all traffic laws and agreement to adhere to IFCB 

policies and procedures (Appendix B Driver Consent Form) 
5. All new drivers must go through a driver’s training with either the IFCB Manager or Executive Director. 

(Appendix C Drivers Training Check List)  
6. If a “major violation” occurs between the two year screenings the driver is obligated to report incident to 

the IFCB. (p. 5-6) 

Established Driving Policies - Step 2: Before departure 

Prior to departure all drivers must follow these guidelines: 

1. IFCB vehicles may only be used for business purposes. No personal use is permissible. 
2. Check IFCB vehicle out on calendar. 
3. Check IFCB or personal vehicle for safety before departing;  

a. Mirrors adjusted properly for enhanced visibility 
b. Fuel is sufficient for trip 
c. Tire pressure adequate  
d. Items in vehicle are secure 
e. Lights and blinkers are properly working 

4. Complete mileage log at beginning and end of trip if using IFCB vehicle (See Appendix F: Mileage Log) 
5. Prepare adequately for trip 
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a. Know your route prior to departure 
b. Have on-line map tool set up before departure if necessary 
c. Use a spotter when possible for backing out if necessary 

6. Reduce driving distractions.  The following behaviors are prohibited while operating a vehicle for the IFCB. 
a. Telephone use: texting, phone calls, or searching of any kind 
b. Reading a map 
c. Pets in vehicle (IFCB vehicle only) 
d. Eating while driving 

7. IFCB staff is permitted to transport clients and volunteers with signed consent form. (Appendix B Vehicle 
Consent Form) 

8. Guidelines must be followed by all volunteers and staff. If an exception to a rule needs to be made, 
permission from the IFCB Manager or Executive Director is required. 

Established Driving Policies - Step 3: While you are driving 

All drivers must follow all legal driving requirements which include, but are not limited to, these guidelines: 

1. Use seat belts at all times. Ensure all passengers are using their seatbelt at all times. 
2. Always drive within the speed limit. 
3. Turn on the headlights during use. 
4. Do not drive if you are fatigued. 
5. Be familiar with the maintenance procedures for all vehicle systems.   

Maximizing Vehicle Safety 

Vehicle Inspection and Maintenance 

IFCB is responsible for monitoring and controlling its own vehicle maintenance and repair, while those utilizing 
their own vehicles are responsible for their own vehicle maintenance and repair.  The following are basic 
inspection standards: 

1. Recommended maintenance schedule and tune ups (all vehicles) 
a. Check alignment and inspection 
b. Rotate the tires and replace as necessary  
c. Check the exhaust system for leaks and make appropriate repairs 
d. Replace oil and air filters, valves, belts, bolts, pads, and spark plugs, as needed 

2. Basic emergency equipment will be in IFCB vehicle and checked on an annual basis including: 
a. First aid kit 
b. Jumper cables 
c. Safety signage/flares 
d. Emergency contact information 
e. Accident / incident procedures (Appendix D) 

3. Documents are secure and accessible (all vehicles): 
1. Vehicle registration 
2. Proof of insurance 
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3. Updated tabs 
4. Owners-manual 

4. Concluding Vehicle Use Inspection. At the end of each use of an IFCB vehicle, if necessary, the driver should 
complete an Accident/Incident Report if there were any mechanical problems, break downs or concerns.  
(Appendix D Accident / Incident Report)  

5. IFCB will periodically review all records to ensure that problems were resolved and verify compliance with 
the IFCB vehicle’s service plan.  

6. All service records, documentation and incident reports will be retained for IFCB vehicles. 
 

Use of Personal Vehicles for IFCB Business 

 

1. Any staff or volunteering using his/her own vehicle for IFCB needs to be an approved driver. 

2. All those using their personal vehicle for IFCB business must observe the same policies governing the use of 

the IFCB fleet vehicles. 

3. The driver must provide a copy of an update certificate of insurance which shows liability amount of at least 

$100,000. 

Accident Procedures  

 

If an accident or incident occurs while using a personal vehicle on behalf of the IFCB or utilizing an IFCB vehicle 

the follow steps must be completed.  Accident/Incident Report Forms will be available in the vehicle packet for 

all drivers of either personal vehicles or IFCB fleet vehicles. 

 

1. If anyone is hurt or there is imminent danger, the first step is to call 911 to manage the emergency. 

2. Complete preliminary accident/incident report. (Appendix D Accident / Incident Report) 

3. Contact the IFCB Manager, Executive Director or any available staff to report situation.  If there are any 

fatalities, serious injuries or extensive property damage IFCB will send a representative to the scene 

immediately to initiate an investigation.  Key personnel will be trained in basic crash investigation.  An 

investigation will happen as soon as possible after incident. 

4. IFCB employee should complete another Accident/Incident Report (Appendix D) while at the scene of the 

incident. 

5. Follow up should be made with all insurance companies involved by an IFCB accident review board. 
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Appendix A –Driver Qualifications 

Driver Qualification Requirements / Guidelines 

Motor Vehicle Record:  
A driving abstract driving record will be obtained from the state where a driver holds a license to ascertain the 
applicant has a valid license and to review the driver’s past record.  An abstract will be obtained every two years 
for all drivers.   In order to be a driver for the IFCB, one must have a clear and/or acceptable driving record. 

Driving record cannot include: 

 Conviction of any major violation as described on page 6 

 Reckless driving/speed contest 

 Careless driving 

 Speeding over 15-mph above the speed limit 

 Fleeing or eluding a police officer 

 Chemical test refusal 

 Leaving the scene of an accident 

 Failing to report an accident 

 Driving after suspension or revocation of license 

 Passing a stopped school bus 

 Making a false accident report 

 Homicide, manslaughter or assault arising from the use of a motor vehicle 

Driver approval criteria: 

Drivers with any combination of the following in the preceding 36 months cannot be approved as drivers for the 
IFCB. 

 DWI or DUI citation or conviction 

 1 major violations (see definition below) 

 3 minor violations (see definition below) 

 2 at-fault collisions 

Drivers with any combination of the following in the preceding 12 months cannot be approved as drivers for the 
IFCB. 

 More than 1 collision 

 More than 1 moving violation 

 More than 2 collisions and 1 moving violation, unless resulting from the same accident. 
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Definitions of Major and Minor Violations: 

Major 

 Leaving the scene of an accident 

 Homicide involving a vehicle 

 Eluding a police officer 

 Hit and run 

 Driving with a suspended or revoked license 

 Vehicular manslaughter 

 Felony with a vehicle 

 Racing, drag racing 

 Fraudulent use of a driver’s license 

 Careless or reckless driving 

 DUI, DWI or possession of a controlled substance 

 Permitting an unlicensed person to drive 

 Speed 20 MPH or over posted speed limit 

Minor 

 Any moving violation other than those set forth in the preceding section 

 Following too close 

 Failure to stop (red light or stop sign) 

 Failure to yield right-of-way 
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Appendix B –Driver Consent Form 
 

Driver Consent Form 

By signing the following Driver Consent Form I agree that I have read and understand the Issaquah Food and 

Clothing Bank Vehicle Policies and Procedures.  I also agree to adhere to all traffic laws while driving on behalf of 

Issaquah Food and Clothing Bank either in an IFCB vehicle or a personal vehicle.   

 

Name: _______________________________________________ Date: ___________________ 

Signature: ____________________________________________ 

Staff: ________________________________________________ 

 

Passenger Waiver 

To the best of my knowledge, I fully understand being a passenger in this vehicle. I am fully aware of risks and 

hazards associated with this. I VOLUNTARILY ASSUME FULL RESPONSIBILITY FOR ANY RISKS OF LOSS, OR 

PERSONAL INJURY, INCLUDING DEATH, that may be sustained by me, or any loss or damage to personal property 

owned by me, as a result of being a passenger in this vehicle, WHETHER CAUSED BY THE NEGLIGENCE OR 

ACCIDENT or otherwise. 

 

Name: _______________________________________________ Date: ___________________ 

Signature: ____________________________________________ 

Staff: ________________________________________________   Date: ___________________ 
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Appendix C –Drivers Training Check List 
 

Drivers Training Check List 

 

All drivers who drive on behalf of the Issaquah Food and Clothing Bank either in their own vehicle or a vehicle 

from the IFCB fleet is required to have completed all of the enclosed steps. 

 

1. _____ Read all driver policies and procedures 

 

2. _____ Copy of driver’s license _____________ expiration date 

 

3. _____ Copy of insurance card   _____________ expiration date 

 

4. _____ Copy of abstract driving record  

 

5. _____ Driver Qualification Score (Appendix A)  Approved to Drive for IFCB Staff Initial _____ 

 

6. _____ Signed copy of Vehicle Consent Form (Appendix B) 

 

Driver orientation with IFCB Manager or Executive Director including: 

 

7. _____ Vehicle safety inspection reviewed 

 

8. _____ Road test conducted / (list any concerns) ____________________________________ 

 

___________________________________________________________________________ 

 

9. _____ Accident procedures & report reviewed (Appendix D) 

 

 

Name: _______________________________________________ Date: ___________________ 

Signature: ____________________________________________ 

Staff: ________________________________________________   Date: ___________________ 
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Appendix D – Accident / Incident Report 
 

Accident/Incident Report 

An Accident/Incident Report needs to be completed immediately at the scene of an accident or incident, when 

information is freshest and most available.  Accident/Incident Reports need to be submitted to the IFCB 

Manager or Executive Director within 12 hours of the incident.  An accident or incident includes all major or 

minor activities that occur to IFCB property or the property of others while acting on behalf of the IFCB. An 

Accident/Incident Report needs to be completed for traffic violations and vehicle maintenance issues or 

concerns. 

 

Date of Incident: _____________________ Name of Driver: _____________________________ 

 

Vehicle License Plate #: ____________________ Vehicle description: _____________________ 

 

Location of Incident: _____________________________________________________________ 

 

Description of Incident: __________________________________________________________ 

 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

 

List Injuries that Occurred: _______________________________________________________ 

 

______________________________________________________________________________ 

______________________________________________________________________________ 

Were the Police Called:  Yes or  No  Case #: ___________________________________ 

Officer Name: __________________________________________________________________ 

List Property Damage: ___________________________________________________________ 

 

______________________________________________________________________________ 

______________________________________________________________________________ 
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______________________________________________________________________________ 

______________________________________________________________________________ 

 

Other Driver Information 

 

Name of Driver: ____________________________________________________ 

 

Driver’s License #: _______________________________ 

 

Vehicle License Plate #: ___________________________ 

 

Vehicle Description: _____________________________________________________________ 

 

Insurance Police #: ______________________________ 

 

Expiration Date: ________________________________ 

 

Insurance Company: _____________________________________________________________ 

 

 

Driver Name:________________________________  Date: _____________________________  

 

Driver Signature: ____________________________  

 

Staff Name:_________________________________ Date: _____________________________ 

 

Staff Follow-up Actions: 
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Appendix E – MVR Consent Form 
Motor Vehicle Report Consent Form 

This is an authorization of: 

1. Employee for release of abstract of driving records for employment purposes, at my employer’s 

discretion for the full term of my employment; or 

2. Prospective employee for release of abstract of driving record for employment purposes, not to exceed 

thirty (30) days from date signed; or 

3. Volunteer for the release of abstract for which the volunteer has submitted an application for a position 

that would require driving by the volunteer at the direction of the Issaquah Food and Clothing Bank. 

 

I, ______________________________________________, am an employee, prospective employee, or 

Volunteer of the Issaquah Food and Clothing Bank and I request a copy of my official Driving Record in the state 

of Washington to be released to the Issaquah Food and Clothing Bank. 

 

Print Full Name: ______________________________________ DL# ______________________ 

 

Signature: ___________________________________________ DOB _____________________  

 

The subscriber listed below agrees to, and shall indemnify and hold harmless the state of Washington, 

Department of License (DOL), The Director of DOL, and all DOL employees from any and all suits at law or equity, 

and from any and all claims, demands or loss of any nature, including but not limited to all costs and attorney’s 

fees, arising from an y incorrect or improper disclosure of individual names or addresses under this “Certification 

of Use,” any defects in any of Subscriber’s procedures followed or omitted or arising from the failure of 

Subscriber or its officers, employees, customers, contractors or agent to fulfill any of its obligations under this 

Contract; or arising in any manner from any negligent act of omission by Subscriber or its officers, employees, 

customers, contractors or agents. 

 

I hereby certify: 

1. The IFCB is an employer, prospective employer, or volunteer organization of the above named 

individual. 

2. That the information contained in the abstracts of driver records obtained from DOL shall be used in 

accordance with the requirements and in no way violate the provisions of RCW 46.52.130. No 

information contained therein will divulged, sold, assigned, or otherwise transferred to any third person 

or party.  The abstracts of driver records shall be used exclusively for Issaquah Food and Clothing Banks 

purposes.  



 

                  
 

28 
 

Issaquah Food and Clothing Bank  

179 1st Ave. SE, Issaquah, WA 98027  

Cori Walters, Executive Director & Mike Hatada, IFCB Manager 

 

Staff Signature: ______________________________________________ 

 

Date: ______________________________________________________ 

 

 

NOTE: The employer or prospective employer must maintain this record for a period of not less than two (2) 

years from the date of the most recent request. Failure to obtain all signatures or misuse of records obtained 

from the State of WA may result in prosecution under RCW 46.52.130. 
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Appendix F – Mileage Log 
Mileage Log 

Please complete the mileage before you leave on any trip and when you return. 

Date Odometer 
Reading 

Times    

mm/dd/yy Start End Start End Destination/Use Driver Name Signature 
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Introduction 

By the end of this section, you will have been given a whirlwind tour of what a Food Bank Ambassador does at a 

Farmers Market.  Each Market (Issaquah and Sammamish) has its own character, so you may find you like one 

more than the other.  But we’re not gonna lie: Either market is a pretty fun gig! 

We’re hoping that after this training session you’ll be willing to attend Parts 2 & 3, which is when you’ll be 

personally shown how to volunteer at your Farmers Market of choice.  We will schedule a session at the 

Sammamish Farmers Market and a session at the Issaquah Farmers Market in early May. 

Our goal is to foster your desire to donate at least one Saturday a month from May-September to helping 

people in need get quality food, and that you’ll find representing the Issaquah Food and Clothing Bank at the 

Farmers Market a fulfilling way to help your community.  We are also looking for Lead Food Bank 

Ambassadors! 

 

Food Bank Ambassadors do many different things.  During the course of a shift, you will probably: 

 Load the van (Lead FBAs), 

 Drive to the Farmers Market, 

 Unload and park the van, 

 Set up the tent and table, 

 Connect with vendors and hang signs,  

 Talk with people in the community about the IFCB and Harvest Issaquah, 

 Gather donations (Yay!), 

o Hint:  Remember to collect the laminated signs! 

 Load the van, 

 Return to the Food Bank, 

 Unload, weigh, sort and put away donations, and 

 Report donations to Marissa so she can do a happy dance  

P.S.  Don’t forget how awesome your comrades are going to be!  That’s half the fun of the day. 
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Food Bank Ambassador Positions at the Issaquah Farmers Market 

1) Lead Food Bank Ambassador; Saturday(s), 7:30 am-4:00 pm 

A Lead Food Bank Ambassador donates one Saturday a month (or more if they choose!), and start by picking 
up the van from IFCB. They work with other volunteers to set up and run the booth, and build relationships 
with vendors and customers.  This person oversees the collection of donations, brings them back to the Food 
Bank, and records and organizes the food.  Last year, teams were always done before 4:00.   

o This is a great opportunity for high-energy people who love connecting with others, talking about our 
work at the Food Bank, are highly organized, and are comfortable overseeing a team of 4-5 other 
volunteers.   

2) Morning Food Bank Ambassadors; Saturday(s), 7:45 am- 12:00 pm 

This Food Bank Ambassador (FBA) meets up with the Lead at the Pickering Barn.  They help set up, greet 
vendors, hang signs encouraging customers to buy a little extra and donate it to the Food Bank, and reach 
out to people as they walk by the tent. 

o  If you love talking about the Food Bank and our programs, this is position is for you!  You also get to 
stand at the front of the tent and offer information to people as they walk by. 

3)  Afternoon Food Bank Ambassador; Saturday(s), 12:00 pm-4:00 pm 

This FBA meets up with the Lead at the tent.  They build relationships with customers and vendors, help pack 
up, gather signs, collect donations, and weigh in and sort the food at the Food Bank. 

o This position is tailor-made for people who enjoy building relationships just as much as helping gather 
and organize donations. If you like to see results, this is a great position for you! 

4) Food Bank Ambassadors/ Donations Logistics Masters; Saturday(s), 1:30-4:00 pm 

These 3-4 FBAs arrive at the tent as it's being taken down.  They begin by distributing crates according to 
vendor wishes, and at 2:00 (end of Market Day), they collect donations load them into the van.  Back at the 
Food Bank, they help unload crates for weighing, sorting, and proper storage. 

o This is an awesome position for high-energy, organized people who can use hand trucks to carry heavy 
loads while always being patient and grateful to our donors.  Because they're helping at the end of the 
day, these volunteers get to celebrate the Grand Total! 
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Food Bank Ambassador Positions at the Sammamish Farmers Market 

1) Lead Food Bank Ambassador, first shift; Wednesday(s) 2:30-6:00 pm 

2) Lead Food Bank Ambassador, second shift; Wednesday(s) 5:45-9:00 pm 

A Lead Food Bank Ambassador donates one Wednesday a month (or more if they choose!), and start by 
loading and picking up the van from IFCB. They work with other volunteers to set up and run the booth, and 
build relationships with vendors and customers.  This person oversees the collection of donations, brings 
them back to the Food Bank, and records and organizes the food.  Last year, teams were always done by 9:00 
pm. 

 This is a great opportunity for high-energy people who love connecting with others, talking about our work 
at the Food Bank, are highly organized, and are comfortable overseeing a team of 2-3 other volunteers.   

3) Afternoon Food Bank Ambassadors; Wednesday(s), 3:20- 6:00 pm 

This Food Bank Ambassador (FBA) meets up with the Lead FBA at the market, near the library.  They help set 
up, greet vendors, hang signs encouraging customers to buy a little extra and donate it to the Food Bank, and 
reach out to people as they walk by the tent. 

o  If you love talking about the Food Bank and our programs, this is position is for you!  You also get to 
stand at the front of the tent and offer information to people as they walk by. 

4)  Evening Food Bank Ambassadors/ Donations Logistics Masters; Wednesday(s), 5:45pm-9:00 pm 

These FBAs meet up with the others the tent.  They build relationships with customers and vendors, help 
pack up, distribute crates according to vendor wishes, gather signs, collect donations, and weigh in and sort 
the food at the Food Bank. 

o This is an awesome position for high-energy, organized people who can use hand trucks to carry heavy 
loads while always being patient and grateful to our donors.  Because they're helping at the end of the 
day, these volunteers get to celebrate the Grand Total! 
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Issaquah Farmers Market Packing List:  Everything You Need 

We are blessed to have Friday afternoon volunteers who can pack the van for Saturday morning markets, which 

buys you just a li’l extra shuteye!  When you arrive at the IFCB on Saturday mornings, the items from this 

checklist will be in the van. 

Warehouse items (please pack toward the front of the van, on left side): 

□ 51 crates (17 three-crate cubes) 

Warehouse items (please pack toward the back, by the doors): 

□ 1 convertible hand-truck 

□ 1 regular hand-truck 

Items located under the table in the G2G office (please pack on right side, by the sliding door): 

□ Fold-up table 

□ Red gingham table cloth roll 

□ Table-top/ signs & stands crate.  Be sure it includes: 

o Packing tape 

o Masking tape 

o Pens 

o Volunteer sign-up sheet (for people interested in volunteering; table-top) 

o Volunteer sign-in sheet (for volunteer crew; background) 

o Sign holders 

o Signs 

□ “Community Resource” box 

□ Tent (black) 

□ 2 chairs 

□ 2 banners 

Thank you for your help! 
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Wednesday Afternoon: Sammamish Farmers Market Packing List 

Because this market is in the afternoon and requires less materials than the Issaquah Farmers Market, we ask 

that Lead Food Bank Ambassadors arrive at 2:30 pm so they can load the van with the items fro this checklist. 

Warehouse items (please pack toward the front of the van, on left side): 

□ 27 crates (9 three-crate cubes) 

Warehouse items (please pack toward the back, by the doors): 

□ 1 convertible hand-truck 

□ 1 regular hand-truck 

Items located under the table in the G2G office (please pack on right side, by the sliding door): 

□ Fold-up table 

□ Red gingham table cloth roll 

□ Table-top/ signs & stands crate.  Be sure it includes: 

o Packing tape 

o Masking tape 

o Pens 

o Volunteer sign-up sheet (for people interested in volunteering; table-top) 

o Volunteer sign-in sheet (for volunteer crew; background) 

o Sign holders 

o Signs 

□ “Community Resource” box 

□ Tent (black) 

□ 2 chairs 

□ 2 banners 

Thank you for your help! 

  



 

                  
 

37 
 

Issaquah Farmers Market, from Start to Finish 

Volunteer Shifts: 

 7:30-4:00- Lead Volunteer/ Food Bank Ambassador (LV)  

 8:00-12:00- (1) Food Bank Ambassador (FBA) 

 12:00-4:00- (1) Food Bank Ambassador/ Donation Logistics Master  

 1:30-4:00- (2) Food Bank Ambassadors/ Donation Logistics Masters  

7:30- Pick up the van from IFCB. (LV) 

8:00- Unload table, supplies, tent, chairs, banners and fifteen crates.  Stack nine of the crates in a waterfall configuration 

(two in front, three behind those, then four behind those). Place near the door to the Pickering Barn. (LV & FBA) 

8:10- Check in and park the van to the North of food truck area. (LV) 

 Tip:  Don’t be late!  You don’t want to miss out on parking, especially because the van doesn’t fit in the parking 

garage. 

8:10- Set up the tent, banners, chairs and table. (LV & FBA) 

 Set up the IFCB banner on the back of the tent, so it can be seen when facing table. 

 Set up the “Thank You” banner on the right side, facing out, so shoppers see it when entering the Pickering 

Garden. 

 Set up the crates on the right side of the tent. 

 Put literature and signs on the table.  An example layout is below, but don’t be afraid to get creative!  Just be sure 

programs/community resources, volunteering, and Harvest Issaquah are given roughly equal amounts of space on 

the table. 

 

Example Table Layout 

 

8:45- Action!  Tour all produce and egg stands, taking at least six crates with you.  Greet the vendors, explain that you’re 

with the food bank, and ask whether you can hang a sign encouraging people to buy more produce so they can 

donate it to the IFCB.  Split up so it goes faster: You can expect to hang 20 laminated signs. 

 Vendors almost always say we can hang a sign, but it’s still polite to ask each week.   

 Also explain that we’ll be coming around at the end of the day to collect donations and ask whether they’d like 

some crates.  Many say yes! 

Extra 4-ups    Extra 4-ups 
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9:00-1:30- Serve as Food Bank Ambassador by being in the tent, greeting shoppers as they enter and handing out small 

signs encouraging them to buy extra for the.  Answer questions about IFCB programs, services, and volunteering.  

(Remember to take breaks & explore!  This should be a fun way to help the community  ) 

12:00- Volunteer Shift Change.  Say goodbye and then hello! 

1:30- Tear down the tent, table, chairs, etc. and pack in the van. (FBA Team) 

 Tip: Leave five crates behind, as people may still drop donations toward the end; or the team can collect them as 

they need to carry what other vendors are donating.  

1:45- Collect donations from vendors.  (FBA Team) 

 Have two crews of two people each to drop crates off and retrieve those which have already been filled.   

 One crew can take the left side, where more produce stands are located; and one crew collect on the right side, 

which may include picking up extra crates from the stand site where you may receive more donations at the end. 

 Avoid interfering in transactions with shoppers.  Wait until they have time for you, or come back later. 

 Be sure one person in each crew can write receipts. 

 Run back to the van, loading donations and bringing more crates to donors who are giving more than expected 

(Yay!). 

 Be sure to say thank you to each vendor, every time! 

2:40- Conclude loading and escape the Pickering Barn parking lot.  (LV) 

 

3:00- Arrive at IFCB (FBA Team) 

 Prepare to unload: Lay out six empty crates for stacking; two at weigh-in and four along the wall for sorted 

produce (some vendors give entire crates of apples, beets, corn, etc.).  Put four empties on the table for sorting 

mixed crates. 

 Weigh in donations as the team brings them in, rough-sorting the crates as possible and placing crates containing 

multiple items on table to be sorted. 

 It works best with one person weighing, two people sorting, one or two people labelling with the item and date, 

and one person taking stacks to the cooler.   

 Please put crates of similar items together in the stack, and remember that an empty crate must always be at the 

bottom if the stack is on the floor. Please refer to 4. Harvest Issaquah Sorting for more information on this portion 

of the process. 

 Total the donations and e-mail Marissa@IssaquahFoodBank.org with how many pounds the team collected  and 

lead the team in a Happy Dance  (LV) 

3:45-4:00- Finishing up. (LV) 

 The FBA team wants to have all donations weighed in, sorted, and placed in the cooler by this time.   

 Return the van to its parking spot and sign the log.  

 Shut out the lights.  

 Say goodbye to everyone.  

 Lock the doors.  

 Replace the key(s) in the canister. 

Thank you for your help!  You are making a big difference in the lives of our customers by helping provide them with 

quality, fresh produce; and you’re raising awareness of the different ways the Issaquah Food and Clothing Bank can help 

people in our community.  You rock! Have a wonderful day!  

file:///C:/Users/J.Marissa/Documents/IFCB/Training/Volunteer%20Procedures/Outreach%20Roles/Harvest%20Issaquah/Harvest%20Issaquah%20Manual/4.%20%20Harvest%20Issaquah%20Sorting.docx
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Sammamish Farmers Market: From Start to Finish 

Overview: 

Collecting food donations is part of what we do at the market, but our presence at the Sammamish Farmers 

Market is also about building relationships and raising community awareness. A lot of Sammamish residents 

may not even know that IFCB serves the City of Sammamish or that there’s even a need for a food bank in such 

an affluent community. Because the Sammamish Farmers Market is significantly smaller and more family 

focused than the Issaquah Farmers Market, it provides unique learning opportunities for families (example: 

parents can have their kids pick out produce to donate) and good outreach opportunities for us.  

Last year, food donations usually hit about 250 lbs. per market day. This was made possible by building 

relationships with vendors. 

Volunteer Roles: 

 

Lead Volunteer (LVs): Lead volunteers are needed to transport materials to the market and to transport food 

back to the food bank, to check in with market officials, talk to venders, help setup/tear down the food bank 

booth and to lead other Food Bank Ambassadors. 

 

LVs can choose to work either a single or a double shift.  Lead volunteers who want to work both shifts will have 

the opportunity to get certified to drive the food bank delivery van. 

 

Lead Volunteers who only want to work the first half of the market will need their own vehicle (van, trucks or 

SUV’s are perfect) to transport materials to the market.  The lead volunteer picking up the second shift will also 

need their own vehicle to transport food and materials back to the food bank. Food Bank Ambassadors will help 

Lead Volunteers unload food back at the food bank, help weigh food donations, sort and refrigerate produce. 

Lead volunteers will be responsible for recording donation weights on our clipboard and are kindly asked to 

email market weights to IFCB staff. 

 

Food Bank Ambassadors (FBAs):  Food Bank Ambassadors are needed help set up and tear down the food bank 

market booth, hang signs, talk to vendors and shoppers, to do community outreach, collect food at the end of 

the night and issue receipts.  Food Bank Ambassadors will also help Lead Volunteers unload food back at the 

food bank, weigh food donations, sort and refrigerate produce and help record donation weights. 

 

There are two food bank ambassador shifts offered per market day. 

Where: Sammamish City Hall Plaza, 801 228th Ave SE, Sammamish, WA 98074 
 

Our booth will be on the first row as you enter from the front of the market on the left. We will 
probably be located beside the flower staff that is next to the circle.  
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Shifts: 

Lead Volunteer- First Shift 

2:30 pm - 6pm 

 

Lead Volunteer- Second Shift 

5:45 pm- 9 pm 

 

Food Bank Ambassador- First Shift 

3:20 pm – 6 pm 

 

Food Bank Ambassador- Second Shift 

5:45 pm – 9 pm 

 

The Game Plan  

 

2:30 pm - Pick up the van from IFCB or Load materials into private vehicle (trucks, vans or SUVs please). If using 

your own vehicle, ask food bank volunteers or IFCB staff to help you load your vehicle. It will be much faster and 

easier. –LV 

3 pm / 3:15- Find Parking at the market and Unload the cart, table, supply box, tent, chairs, banners and crates 

(6-8 crates).  

**Tip:  Place the table on the cart first and stack all of the supplies on top. You should be able to fit 

everything in one cartload. Food Bank Ambassadors can help get more crates throughout the shift and at 

the end of the night.  

3:20 pm- Food Bank Ambassadors should report to the check in booth at the front of the market and wait for 

the Lead Volunteer to arrive.  Please say “hello” to Deb Sogge (Executive Director of the Sammamish Chamber of 

Commerce) and let her know that you are with IFCB. (FBAs) 

3:25 pm- Push the cart to the booth location. It’s okay to leave materials there. (LV) 

3:30 pm - Check in with Deb Sogge (Executive Director of the Sammamish Chamber of Commerce) at the check 

in booth located at the front of the market and meet up with the rest of the Food Bank Ambassadors (LV) 

**Tip:  The entire volunteer team should plan to meet at this booth. If you see Food Bank Ambassadors 

while you’re pushing the cart, flag them down to help you. 

 

3:35- Set up the tent, banners, chairs and table. (LV & FBAs) 

 Set up the IFCB banner on the back of the tent, so it can be seen when facing table. 

 Set up the “Thank You” banner on the right side, facing out, so shoppers see it when passing by.  

**Tip: Use zip ties to secure the banners (it’s a two person job). The banners will help block the sun, rain 

and wind. 

 Set up the crates on the left side of the tent. 

Put literature and signs on the table.  An example layout is below, but don’t be afraid to get creative!  Just be 

sure programs/community resources, volunteering, and Harvest Issaquah are given roughly equal amounts of 

space on the table
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The Game Plan  

 

2:30 pm - Pick up the van from IFCB or Load materials into private vehicle (trucks, vans or SUVs please). 

If using your own vehicle, ask food bank volunteers or IFCB staff to help you load your vehicle. It will be 

much faster and easier. –LV 

3 pm / 3:15- Find Parking at the market and Unload the cart, table, supply box, tent, chairs, banners 

and crates (6-8 crates).  

**Tip:  Place the table on the cart first and stack all of the supplies on top. You should be able to fit 

everything in one cartload. Food Bank Ambassadors can help get more crates throughout the shift 

and at the end of the night.  

3:20 pm- Food Bank Ambassadors should report to the check in booth at the front of the market and 

wait for the Lead Volunteer to arrive.  Please say “hello” to Deb Sogge (Executive Director of the 

Sammamish Chamber of Commerce) and let her know that you are with IFCB. (FBAs) 

3:25 pm- Push the cart to the booth location. It’s okay to leave materials there. (LV) 

3:30 pm - Check in with Deb Sogge (Executive Director of the Sammamish Chamber of Commerce) at the 

check in booth located at the front of the market and meet up with the rest of the Food Bank 

Ambassadors (LV) 

**Tip:  The entire volunteer team should plan to meet at this booth. If you see Food Bank 

Ambassadors while you’re pushing the cart, flag them down to help you. 

 

3:35- Set up the tent, banners, chairs and table. (LV & FBAs) 

 Set up the IFCB banner on the back of the tent, so it can be seen when facing table. 

 Set up the “Thank You” banner on the right side, facing out, so shoppers see it when passing by.  

**Tip: Use zip ties to secure the banners (it’s a two person job). The banners will help block the 

sun, rain and wind. 

 Set up the crates on the left side of the tent. 

 Put literature and signs on the table.  An example layout is below, but don’t be afraid to get 

creative!  Just be sure programs/community resources, volunteering, and Harvest Issaquah are 

given roughly equal amounts of space on the table.  
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Example Table Layout 

 

 

 

3:45/3:50ish pm- Spring Into Action! Greet the vendors, explain that you’re with the food bank, and ask 

whether you can hang a sign encouraging people to buy more produce so they can donate it to the 

food bank. Let them know that donations are tax deductible and that you have a receipt book.  (LV 

& FBAs) 

 Vendors almost always say that we can hang a sign, but it’s still polite to ask each week.   

 Also explain that we’ll be coming around at the end of the day to collect donations and ask 

whether they’d like us to drop of some crates. If they want crates, ask what time they’d like you 

to drop them off. This will help everyone pack up quickly at the end of the market day and will 

make vendors happy. 

 Chat with the vendors you know.  It’s easy to make friends at the market. Most vendors are very 

friendly and kind. 

4:00-6 pm- Serve as Food Bank Ambassador by being in the tent, greeting shoppers as they enter and 

handing out small signs encouraging them to buy extra for the IFCB and/or explaining services we 

provide or how they can be a part of the Harvest Issaquah program.  Answer questions about IFCB 

programs, services, and volunteering.  (Don’t forget to take breaks!  Have fun and explore the 

market. ) 

5:45 pm-  Start of Shift Change. There’s a 15-minute overlap between the two shifts just in case 

someone is running late. This also gives Lead Volunteers the opportunity to chat with the new lead 

before the hand off. 

6:00- Volunteer Shift Change.  Say goodbye and then hello! 

4:00-6:40 pm- Serve as Food Bank Ambassador by being in the tent, greeting shoppers as they enter 

and handing out small signs encouraging them to buy extra for the IFCB and/or explaining services 

we provide or how they can be a part of the Harvest Issaquah program.  Answer questions about 

IFCB programs, services, and volunteering.  (Don’t forget to take breaks!  Have fun and explore the 

market. ) 

6:45 pm Check in with vendors.  (FBA Team) 

Extra 4-ups    Extra 4-ups 
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 Ask vendors if they would like to donate food and if they would like us to drop off crates. 

 Have two volunteers drop off crates 

 Avoid interfering in transactions with shoppers.  Wait until they have time for you, or come back 

later. 

6:45 pm-7 :15 pm Collect Food- (FBAs) 

 Check back with vendors. 

 Pick up full crates of food. 

 Write receipts. 

 Thank all of the vendors and wish everyone on a good night. 

 Say good night to the folks from the Sammamish Chamber of Commerce. 

6:50- Pack up materials and breakdown the tent. (LV & FBA) 

7:15 pm- Pull the food bank van or private vehicle around to the front of the mark and get ready to 

load up.  (LV) 

 

7:15-7:30 pm – Load up the van (LV & FBAs).  

 

7:30 pm- Head back to the food bank (LV) 

 

7:30-7:40 pm- Stop at the Lower Commons community garden to pick up garden donations. There’s a 

wire basket labeled “Food Bank” where gardeners can leave extra produce. If possible, please pop a 

thank you note in the basket. (FBA) 

 

7:40 – Head back to the food bank. (FBA) 

 

8:00- Arrive at IFCB 

 Unload 

 Weigh in donations as the team brings them in, rough-sorting the crates and placing crates 

containing multiple items on table to be sorted. 

 It works best with one person sorting, one person labelling with the item and date, and one 

person taking stacks to the cooler.   

 Please put crates of similar items together in the stack, and remember that an empty crate must 

always be at the bottom. 

 Total the donations and e-mail Marissa@IssaquahFoodBank.org with how many pounds the 

team collected. Please cc deb@sammamishchamber.org (LV) 

8:00-9:00- Finishing up. (LV) 

 The FBA team wants to have all donations weighed in, sorted, and placed in the cooler by this 

time.   

 Return the van to its parking spot (if using it) and sign the log.  

 Shut out the lights.  

 Say goodbye to everyone.  
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 Lock the doors.  

 Replace the key(s) in the canister. 

 Have a wonderful night. 

***If everything runs smoothly, the team should finish way before 9 pm. *** 

Thank you for your help!  You are making a big difference in the lives of our customers by helping 

provide better variety of produce and access to beautiful, fresh, local produce; and you’re raising 

awareness of the different ways the Issaquah Food and Clothing Bank can help people in our 

community.  Did we mention how awesome you are?   
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Summary 
The Issaquah Food and Clothing Bank (IFCB) receives food donations on a daily basis throughout the 
entire year.  These donations come from a combination of individuals and local partners, including but 
not limited to, Fred Meyer, QFC, Target, Trader Joe’s, shoppers and vendors at the Farmers Markets, 
and property owners who choose to Grow a Row and/or donate the produce to the IFCB. 
 
Upon receiving donations, IFCB staff and volunteers sort, place into crates, and store food so that it is 
available to clients on a first-in, first-out basis.  In this case, “food” refers to both perishable and non-
perishable food stuff and beverages; but we will be talking specifically about produce, eggs and bread 
because these are the food-types we receive when taking donations at a Farmers Market. 
  



 

46 

Types of Food 
 
The IFCB regularly receives and sorts two types of food.  They are: 

1. Perishables.  These include: 
a. Bread, 
b. Dairy products (cheese, milk, and yogurt), 
c. Deli items (pre-made desserts, entrée meals, salads, sandwiches, side dishes, and 

wraps), 
d. Eggs, 
e. Fresh fruit, 
f. Meats (unfrozen or frozen beef, pork, poultry, and seafood), 
g. Sweet baked goods (cakes, cookies, and pastries), and 
h. Fresh vegetables. 

2. Non-perishables.  These include: 
a. Bagged food (flour, pasta, and snacks such as candy, chips, and granola bars), 
b. Bottled items (condiments, drinks, salad dressing, sauces, and syrup), 
c. Boxed food (bread or cake mixes, cereal, drink mixes, pasta or rice mixes, and tea), 
d. Canned food (fruit, meats, pasta, soups, and vegetables), and 
e. Baby food. 

 
For our purposes, we’ll only discuss certain kinds of perishables in this manual, which are bread, eggs 
and produce. 

Sorting Perishables 
Sorting and checking the “expiration” or “best use-by” date for all food, when available, is essential to 
ensuring that the IFCB provides consumable products to its clients.  Perishables are handled differently, 
depending on what the commodities are. 
 
I. Bread: The IFCB keeps baked goods such as bread, cookies, pastries, and pies up to two days past 

their expiration or best use-by dates. 
A. Regardless of expiration or best use-by dates, do not distribute any moldy items, bread that is 

not sealed, or pastries, doughnuts, and cakes with frosting or custard-like toppings. 
B. Place sliced bread on the produce shelves closest to the window on 1st Avenue SE, leaving the 

bottom shelf for crates filled with heavy produce such as apples, onions or potatoes. 
1. If there is a surplus of sliced bread, you may use a second row of shelves, minus the 

bottom shelf, to display the loaves. 
2. Do not stack loaves of bread on top of each other; all sliced bread should be on one 

level. 
3. Place all sliced bread that does not fit on the shelves into a crate and leave them behind 

the produce area so that it is easy to restock the shelves. 
C. Place unsliced bread, bagels, rolls, and tortillas on one of the four upper shelves of the metal 

rolling rack near the grocery store’s exit. 
D. Place sweet items without excessive frosting on one of the two lower shelves of the metal 

rolling rack near the grocery store’s exit. 
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E. Extra unsliced bread that does not fit on the first of two rolling racks goes on the second rolling 
rack and serves as the foundation for the following day’s bread supply.  The first rolling rack 
stays in the grocery store in order to provide that day’s clients with bread. 
 

II. Eggs: The IFCB provides six eggs (one half carton) to families with up to three members and 12 eggs 

(two half cartons) to families with four or more within a household. 

A. Since the IFCB typically receives one dozen eggs in a carton, dividing them up into the correct 
number is important. 

B. A portioning team works on Wednesday mornings, so leave any eggs received on Monday, 
Tuesday, Thursday, or Friday on walk-in cooler’s shelves, found on the left. 
 

III. Fresh fruit and vegetables: The IFCB receives fruit and vegetables from Farmers Markets in crates.  
Sometimes items in the crates are sorted, and sometimes we need to sort them. 
A. Use your best judgement when assessing what to keep for client distribution. 

1. Compost any items that are rotting or on the verge of going bad by placing them in one 
of the five orange Home Depot buckets. 

2. If you would not select a particular fruit or vegetable for your own consumption, the 
IFCB does not want to make it available to our clients. 

3. Four green compost bins are available in the IFCB’s side alley.  Please empty the 
compost buckets into the bins before leaving. 

B.  When sorting and crating produce, keep like items together. 
1. If it’s possible to fill an entire crate with the same item, please do so! 
2. If there isn’t enough of a single item to crate, put similar items together. 

a) Examples of groupings you may see: 

 Apples and pears 

 Pitted fruits (Plums, peaches & apricots) 

 Summer squash (Zucchini, pattypan, and yellow) 

 Cruciferous vegetables (Kholrabi, broccoli, cauliflower and cabbage) 

 Herbs (Chives, garlic scapes, parsley, etc.) 

 Greens (Kale, chard, lettuce) 
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Crating Food 
Properly crating all food is essential to ensuring that the IFCB provides consumable products to its 
clients in an easy-to-shop manner.  Furthermore, proper crating allows staff and volunteers to safely and 
efficiently store excess quantities in our available storage areas. 

1. Do not fill crates more than half-way so that all hand holds remain accessible and 
usable.  Fully-packed crates are difficult for our volunteers to move and lift to the 
appropriate heights in either the grocery store or storage areas.  See the image below 
for examples of ideally-filled crates. 

 
IMAGE COMING SOON 
 

2. Do not fill crates above their rim line.  Filling crates below or up to their rim lines 
ensures that safely stacking additional crates on top can occur without damaging the 
contents of the crates underneath.  If you have any questions about how to fill crates or 
exceptions, confer with IFCB staff or a lead volunteer.  See the images below for more 
details. 

 
IMAGE COMING SOON 
 

3. Place a label on the right side and a label on the end of the crate which denotes: 
a)  Contents 
b)  Date received  

 
IMAGE COMING SOON 
 

4.  Stack like items together and place in the cooler.  
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The #GleanTeam: An Overview 
 

By the end of this section, you will have learned about the purpose and place of gleaning in the Harvest 

Issaquah program, what to expect in a “typical” glean, how to recognize ripe fruits and vegetables, how 

to use fruit pickers and harvest bags, and how to be most efficient as a #GleanTeam. 

At their core, #GleanTeams foster goodwill and assist with donor cultivation while bringing the harvest 

to our customers’ tables and saving food from landfills.  #GleanTeams meet at the IFCB at 1:00 on 

Tuesday afternoons (June-Sept), load the van, meet up at the designated harvest site, harvest the food, 

and take care of small gardening tasks which will leave the area looking nicer than it did when the team 

arrived.   

Helping local gardeners (and taking pictures and hash tagging along the way!) bridges the gap which 

may exist between a property owner’s desire to donate and their ability to do the work, and lets the 

community see that the Issaquah Food and Clothing Bank builds mutually-beneficial relationships with 

donors which directly impact our customers’ shopping experiences. 

Our goal is to foster your desire to donate at least one Tuesday afternoon a month, so our clients can 

get the freshest produce and our donors are relieved of the stress of accommodating a harvest which is 

too big for their use.  We are also looking for #GleanTeam Leaders! 

#GleanTeams do many different things.  During the course of a shift, you will probably: 

 Load the van, 

 Drive to harvest location (the Lead Gleaner drives the van), 

 Work with a team of 4-6 Gleaners to harvest fruit, 

 Complete small gardening tasks, such as picking up fallen 

fruit or watering plants, 

 Load the van, 

 Return to the Issaquah Food Bank, 

 Unload, weigh, and put away donations, and 

 Report poundage to Marissa so she can do a happy dance  

Last year, our #GleanTeams collected almost 2,000 pounds of fresh 

fruit from public and private lands!  This year we’d like to see that 

number increase, while also seeing greater variety in what we’re able 

to rescue from composters.   

P.S.  Don’t forget how much fun you’ll have!  This is a fun and rewarding position which allows you 

connect with others, build relationships with team members and donors, enjoy the weather, and 

ultimately bring fresh, high-quality produce to our store! 
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The #GleanTeam Check-List:  Everything You Need 
 

Warehouse items (please pack toward the front of the van, on left side): 

□ Orchard Ladders 

o Please strap in place on the left side of the van 

□ 27 crates (nine, three-crate cubes) 

Harvesting tools, located in John and Megan’s office (please pack on right side, by the sliding door): 

 

□ Crates of harvest bags 

□ Tarps 

□ Fruit pickers 

□ Buckets, if we’re harvesting berries 

□ Harvest Issaquah A-frame sign 

□ Crate of drinking water 

Warehouse items (please pack toward the back, by the doors): 

□ 1 hand-truck 

Optional:  Bring your own…. 

□ Eye protection 

□ Sunscreen 

□ Gardening gloves 

Thank you for your help! 

 

  



 

52 

#GleanTeam: How to Prepare, Harvest and Deliver Fresh Produce 
 

Volunteer Shifts (Tuesdays): 

 1:00-4:00 – #GleanTeam Leader 

 1:00-4:00- #GleanTeam Members (2-5, depending upon the expected size of the harvest) 

1:00- Pick up the van from IFCB.  

 Tip: Be sure to sign the log! 

 Load the van. 

 Get location information from Marissa or Megan. 

1:15-  Leave, taking the van and having #GleanTeam members carpool together. 

1:30- Arrive at the harvest location. 

 If appropriate, lay down tarps before setting up orchard ladders. 

o Remember:  We can’t give our customers food which has touched the dirt.  

 

3:15- Clean up 

 Pick up compost/ food which has fallen on the ground.  

o If possible, place compost in yard-waste containers. 

o If no yard-waste container is available, we can bring compost back to the IFCB and 

dispose of it.  Just be sure not to weigh this food in, though, because it doesn’t go to 

feeding customers. 

 Load the van. 

 

3:30- Return to the IFCB. 

 Upon return, lay out four empty crates:  Two to stack for food needing to be weighed in and two 

in front of the Food Drive shelves for stacking after weigh-in. 

 Weigh in the harvest and label it with the item and date (eg. Apples 8/20/17) before placing 

stacks in the appropriate place in the cooler. 

 Unload the van and return items to their proper locations. 

 

4:00- All done! 

 Return the van to its parking space and fill out the log (Leads). 

 Bid your comrades adieu. 

 Report poundage to Marissa@IssaquahFoodBank.org so she can do a happy dance  

 

Thank you for your help!  You are making a big difference in the lives of our customers by helping 

provide them with quality, fresh produce; you’re building goodwill with the community by helping 

make donating easier, and you’re saving food from ending up in landfills.  You rock! Have a wonderful 

day! 
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When to Harvest Fruit 

When a #GleanTeam deploys for a harvest, we want to be sure they’re able to collect as much quality 
produce as possible.  We do our best to ensure the health of the tree and fruit, and to send #GleanTeams 
to areas well-suited to the size of the team and the amount of time they have to collect food.  Here are 
some suggestions for recognizing quality fruits and vegetables. 

Apple — Unfortunately, there is no sure method to determine maturity for all 
varieties. If picked prematurely, the fruit is likely to be starchy or sour, tough, 
small, and poorly colored; if picked overripe, it may tore poorly. 

 In red varieties, observe the portion of the apple that faces the interior 
of the tree. When the ground color of red varieties changes from leaf 
green to yellowish-green or creamy, the apples are ready to harvest.  

 In yellow varieties, the ground color becomes golden. Mature apples with 
a yellowish-green background color are suitable for storage.  

 Apples will improve in storage if they are picked when hard but 
mature, i.e., showing the mature skin color.  

 When harvesting, do not remove the stems from apples that will 
be stored. 

Blueberry — Harvest when fruits are fully colored and begin to soften. They 
should come off the plant easily when you collect them with your fingers 
and drop them in your palm until your hand is full. 

Grape — Taste grapes to determine peak ripeness. Grapes change color 
before they are ripe. 

Pear— Harvest when the ground color changes from a dark green to a yellowish-green, but while the 
fruits are still too firm to eat.  

 Do not allow the fruits to become fully ripe on the tree. Pears ripen 
from the inside out and allowing them to become fully ripe on the tree 
results in development of gritty stone cells. Fruits will be ripe on the 
outside, but mushy inside.  

 Additional guides to proper harvesting time are when the fruit 
separates from the twig with an upward twist of the fruit and when the 
lenticels (spots on the fruit’s surface), which are white or green on 
immature fruits, become brown. 

Pear, Asian — Unlike European pears, allow fruits to become fully ripe on the tree. Harvest when fruits 
can be easily pulled from the branch or spur. 

Plum — Harvest when the flesh starts to soften. The skin changes color before the fruit is mature.  
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Raspberry — Harvest when the fruit is fully colored and separates easily 
from the center.  

Strawberry — Harvest when fruits are uniformly red and beginning to 
soften. Harvest with the green leafy cap and stem attached. 

 

When to Harvest Vegetables 

Bean —Harvest before pods are full sized and when seeds are tender and about one-fourth developed.  

Broccoli — Harvest when flower head is fully developed, but before the 
flowers begin to open into bright yellow flowers. Cut 6 to 7 inches below 
the flower head. Side heads will develop after the main head is cut and 
also can be harvested as they develop. 

Brussel Sprouts — Twist or snap sprouts from the main stem when they 
are hard, compact, deep green, and about 1 to 1½ inches in diameter. The 
lowest sprouts mature first and plants can be harvested for a month or 
more.  

Cabbage — Harvest any time after the head has become 
firm, but before it splits. Head size will vary based on 
variety or cultivar, fertility, and spacing. On early 

cabbage, cut just beneath the solid head.  

Carrot — For storage, pull or dig roots when they reach the appropriate size for the 
variety. Use care when harvesting since bruising favors the 
development of soft rot during storage. 

Cauliflower — Harvest by cutting the heads from the underlying stem when 
they are full-sized, usually 6 inches or more in diameter, 
but still white and smooth.  

Cucumber — Proper harvesting size is determined by intended use. Pickles: Sweets 
are 1½ to 2 inches long; dills are 3 to 4 inches long. Fresh 
slicing: Cucumbers are 7 to 9 inches long and a bright dark 
green. Burpless: Harvest when 1 to 1½ inches in diameter 
and up to 10 inches long. Leave a short piece of stem on 
each fruit.  
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Kale — Plants may be harvested in two ways. Either cut off the entire plant when leaves reach full size, or 
periodically harvest the lower leaves. Allow the inner leaves and crown 
to remain and the plant will continue to produce new foliage. 

Pea — Garden peas: Harvest when pods are fully developed and plump 
but still green and tender, and before seeds 
develop fully. Edible pod: Harvest when the 
pods are fully developed, but before seeds are 
more than one-half full size. Snap peas: 
Harvest as for garden peas. 

 

Pumpkin — Harvest pumpkins when they are fully 
colored and the skins have hardened enough to resist 
the fingernail test. Harvest before a killing frost. 

 

Squash, summer type — Harvest when fruit is young and tender. Your fingernail should easily penetrate 
the rind. Long-fruited varieties, such as zucchini, are harvested when 1½ 
inches in diameter and 4 to 8 inches long; scallops are taken when 3 to 4 
inches long. 

 

Swiss Chard — Small plants can 
be harvested and used as greens when thinning the rows. Cut 
large leaves and stems when they are fully expanded, leaving 
the crown to regrow.  

 

Tomato — For peak quality, harvest when fruits are fully 
colored and firm. At temperatures 
near 90°F, tomatoes may soften before they are fully ripe.  
At this time, pick pink tomatoes which will finish ripening indoors 
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How to Use Harvesting Equipment 

The IFCB has harvesting equipment which is especially useful for tree fruit.   

Picking baskets have poles extend to reach higher-hanging apples, pears and plums.      

     

 To extend the pole, find the silver ring-band and turn the knob to the left.  Pull the pole and 
basket upward with your non-dominant hand.  Holding them in place, turn the knob back to the 
right until it is tightly in place.  You’re ready to go! 

 The top of the basket has hooks which you can use to “grab” fruit from its top.  Once the stem is 
between two of the hooks, give the fruit a little “tug.”  If it’s ripe, it should fall into the basket.   

o Depending upon the size of the fruit, you can fit up to five pieces into the basket before 
needing to empty the basket into your harvest bag.  Speedy! 

You can wear harvest bags by placing the strap over your head and having the bag hang at your 
dominant hand’s side.   

 If you’re hand-picking, you can use both hands, and then your 
dominant hand to place fruit in the bag.   

 If you’re using the picking basket, use your dominant hand to stabilize 
the basket.  Use your non-dominant hand to guide it.  When you lower 
the full basket, use your dominant hand to retrieve the fruit and place 
it in the bag. 

Remember these safety tips! 

 Begin harvesting fruit at the top of the tree and work down. (This way, you will be descending 
the ladder as the fruit bag becomes fuller rather than ascending the ladder) 

 Rest the fruit bag on the rungs to reduce back strain. 

 Empty the fruit bag before it becomes too heavy or full. 

 Never lean too far because this will affect your center of gravity. 

 Harvest bags have fold-over bottoms which can be opened directly into a crate, though 
sometimes it’s easier on the fruit to simply dump the bag.  
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Next Steps 
 

If you have not already done so, please register as a volunteer through the volunteer dashboard at 
www.issaquahfoodbank.org and sign up for your brief orientation, during which you tour the Food Bank 
and learn about general policies and procedures.  Once you’ve attended your orientation, you can sign 
up for volunteer opportunities.  Yay! 

 

If you’re interested in being a Food Bank Ambassador at the Sammamish or Issaquah Farmers Markets, 
please pick which week(s) of the month you wish to volunteer and sign up for the shifts.   

 We will be at the Sammamish Farmers Market every other week starting May 17.   
o You can sign up for as many markets as you like! 

 We will be at the Issaquah Farmers Market every week starting May 20.   
o We encourage you to sign up for shifts at least two weeks in advance! 

 

Next, sign up to attend the Hands-on Training Session for your market of choice.   

 Sammamish Farmers Market Hands-On Training Session:  May 17, 2017 

 Issaquah Farmers Market Hands-On Training Session:  May 20, 2017 

 

If you wish to be a #GleanTeam member, please shoot Marissa Woerner a quick e-mail letting her know 

you’d like to be added to the private e-mail group for the #GleanTeam. 

 Harvests began in July last year, so shifts will become available closer to that time.   

 Marissa will send out an e-mail when scheduling begins. 

o Your information is private!  We’ll be sure not to share your e-mail address without your 

consent. 

Please sign a Social Media Consent Form.  We won’t share your picture, name or tag you without your 

consent.  With that being said, documenting our activities and successes on social media is important, so 

we do hope you’ll take pictures, post, and tag us; and let us do the same for you! 

 

Conclusion 

Thank you for coming, and for showing an interest in helping the Issaquah Food and Clothing Bank 
bring a greater variety of fresh produce to our customers!  We hope we’ve given you all the knowledge 
and tools you need in order to have fun and be successful as you volunteer, but you can feel free to get 
in touch if you have any questions or feel there’s something we missed. 

 

We look forward to working with you! 

 

The IFCB & Harvest Issaquah team 

  

http://www.issaquahfoodbank.org/

