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Welcome to Friedens Community Ministries!
Thank you for your interest in volunteering at Friedens Community Ministries’ network of
food pantries! Volunteers are vital to our food pantries and the organization we serve. Your
efforts will help feed hungry people in the Milwaukee area whether you provide
administrative support, work in our pantry sorting food, represent Friedens at a special event,
clean and organize shelves in our pantry, or help with the client intake process and welcome
our clients.

Our mission at Friedens is to use our food pantry network to nourish the mind, body, and soul
of the community. While the core of our services is to provide 3-5 days of food; we believe
that we are able to use this opportunity to become part of a community, where community
members are asked to volunteer and give back to their neighborhoods. This community
building process creates hope, increases capacity, dignity, job skills, and the empowerment
that comes when one knows that they are part of a greater good. Our community volunteers
take ownership of their roles in serving their neighbors.

We invite you to join our community of volunteers. Whether your commitment is specific to
helping individuals address the issues of hunger or helping us make our community a better
place to live, work and raise a family, we need you! There are many opportunities for you to
invest your time, talent and treasure at Friedens, and we are thankful that you have decided to
dedicate your valuable skills and efforts to us!

Together we are building communities of peace!

Sincerely,
Sophia Torrijos
Executive Director

2
Volunteer Management > Orientation (3-2022)



Friedens Volunteer Orientation Handbook

Our Organization

Mission

Friedens Community Ministries Inc. is a network of food pantries nourishing the mind, body,
and soul. We believe a dependable supply of food is a means of bringing hope and dignity to
our community. We are guided by our values of peace building, community health, and social
justice.

Friedens operates with the belief that without a steady supply of nutritious food it is difficult
to focus on other needs in life. As the largest food pantry network in Milwaukee, Friedens is a
stabilizing force in our neighborhoods. Since 1978, we have used a community-centered
approach of honoring individual choice by providing fresh and nutritious food options and
connecting our community members to other support services. Friedens transcends the limits
of traditional pantries to create environments that build community.

Starting with our Despensa de la Paz location, we are moving towards a Community Food
Center model in which we honor community by: nourishing bodies with food that looks and
tastes good; nourishing minds with opportunities to connect with resources and with each
other; and nourishing spirits through hospitality and warm embrace. Volunteers and
community alike come to give and receive, an approach that builds integrity and invites
anyone who arrives at our center to return again as family. This innovative approach to build
community with food is centered on community voice and collaboration.

Friedens currently operates four food
pantries:

● Coggs Center Food Pantry
(1220 W. Vliet St., Milwaukee,
53205)

● Despensa de la Paz
(1615 S. 22nd St., Milwaukee,
53204)

● Hope House Food Pantry
(209 W. Orchard St., Milwaukee,
53204)

● Zion Rock Food Pantry
(10230 W. Fond du Lac Ave.,
Milwaukee, 53224)

Through the dedication of our
volunteers (individual and group),
community partners, staff members,
donors, and Board of Directors,
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Friedens is able to serve over 65,000 families each year at our sites.

Brief Timeline History of Friedens
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VOLUNTEERING 101

It is essential that all volunteers are aware of how the Pantry operates and the
appropriate conduct expected of volunteers in order to provide effective and efficient
service with dignity and respect.

During your time at the Pantry, you are considered a representative of the Pantry and
Friedens Community Ministries. Any violation of the Pantry Policies and Procedures will
result in disciplinary action as determined by the Executive Director. The following outlines
Rules and Policies of the Pantry:

EQUAL OPPORTUNITY
Friedens Community Ministries does not discriminate against any volunteer or volunteer
applicant because of age, race, gender, color, creed, religion, sexual orientation, disability or
national origin.

VOLUNTEER RIGHTS AND RESPONSIBILITIES
We value our volunteers and the commitment they make to serve the needs of the community.
As a valuable resource to Friedens Food Pantries, volunteers can expect to:

● Be treated with respect, dignity, and fairness
● Be given assignments that are meaningful to the Pantry
● Be properly supervised and trained on new tasks
● Be offered the opportunity to learn new skills and utilize their own talents

PANTRY POLICIES
● All staff and volunteers are to treat clients and each other with respect, kindness, and

professionalism. Friedens Community Ministries does not discriminate against any
client because of age, race, gender, color, creed, religion, sexual orientation, disability
or national origin.

● Abusive language and behavior are not tolerated at the Pantry. This includes excessive
profanity, harassment, physical/or verbal threats, and violence toward staff, volunteers
and clients.

● Staff and volunteers are prohibited from working under the influence of alcohol and/or
drugs. Any worker that shows signs of drug or alcohol use will be sent home for the day.

● No weapons or firearms are allowed in the Pantry at any time.
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● Any donated food/items must be unpacked and inspected before being distributed in
the Pantry area.

● Volunteers are to let a staff member know of any limitations or restrictions that would
prevent them from effectively completing an assignment.

● Stealing is strictly prohibited at the Pantry, including food, supplies, or personal items
belonging to staff, volunteers, or clients. Removing any item without prior permission
from a Friedens staff member is a serious offense and will result in immediate dismissal
from volunteering and may include police involvement.

● Volunteers in need of emergency food may utilize the Pantry, following standard intake
procedures and are subject to the same guidelines as the clients.

● Volunteers are not allowed to bring friends or relatives, including children, while they
are working at the Pantry unless prior permission is obtained from the Executive
Director, Volunteer Manager, or Site Manager.

● The pantry phone is for work related or emergency purposes only. Volunteers should
limit cell phone usage while working and should never use their cell phone in the client
lobby or Pantry area.

● Internet usage is for Pantry related assignments and job-related activities only.
● Under no circumstances should a volunteer transport a client in their personal vehicle.

Volunteers should also never leave the site premises with a client without a staff
member present. If a client requests a ride or assistance, the volunteer should deny the
request and notify a staff member.

Volunteers who do not abide by the policies above risk being sent home immediately and/or
asked to volunteer elsewhere at the staff’s discretion.

MINORS
Volunteers must be at least 13 years old to volunteer without a guardian. Children
younger than 13  may only volunteer if accompanied by a parent or guardian 18 years of
age or older at their shift and maintain a ratio of at least a 1 adult : 2 children. All minors
will be asked to complete a minor consent form signed by a parent or guardian.

SUPERVISION OF VOLUNTEERS
All volunteers at the Pantry are under the direction and supervision of the Pantry staff and
Site Managers.

VOLUNTEER ORIENTATION
Orientation takes place on your first visit to the pantry. At that time the Manager on duty will
explain the rules of the pantry and the tasks of the day. Additionally, our orientation video is
available virtually. Please watch this brief orientation video before the start of your first shift:
https://youtu.be/Jj5ThjmF1Eo
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ATTENDANCE and SCHEDULING
All volunteers must sign up for their shift in advance through SignUpGenius or United Way.
New volunteers will be required to fill out our Volunteer Registration Form:
https://friedenspantry.org/new-volunteer-form/. Any volunteers who show up to shifts
without signing up in advance or completing the volunteer registration form may be asked to
leave if we’ve reached capacity for the day. Please let us know if you are having difficulty
signing up virtually and we’d be happy to coordinate with you over the phone or some other
way.

TRACKING HOURS
Volunteers will check in when they arrive at a shift and check out when they leave. Hours are
approved by Friedens staff to ensure accuracy and entered directly into our volunteer
database. If you wish to know how many hours of volunteer time you’ve accumulated, please
speak with a Friedens staff person and we’d be happy to share!

Individual confirmation of volunteer time letters are available upon request, but please be
aware that we cannot sign off on hours that volunteers have not completed yet, even if you
are signed up for future shifts.

FAILURE TO SHOW UP TO A SCHEDULED SHIFT
When you sign up for a volunteer shift, we are counting on your help. If you sign up for a shift
and your plans change, please notify us right away so that we can find a replacement for your
shift.  If an individual fails to show up for a shift three times in a row without telling a volunteer
manager or site manager, they may be asked to find other volunteer arrangements.

PARKING
● Coggs – (1220 W. Vliet St., Milwaukee, 53205): There is ample street parking around

the pantry that is free for two hours. Also, volunteers are able to park in the gated
North lot off of Cherry street. Buzz the door, let security know you volunteer for the
pantry, and you will be let in. Please let pantry staff know if you are parking in the
North lot.

● Despensa de la Paz – (1615 S. 22nd St., Milwaukee, 53204): Park on the street and
enter under the covered driveway in the front of the building.

● Hope House – (209 W. Orchard St., Milwaukee, 53204): Park on the streets around the
building. Knock on the front door to gain entry. Once inside, check in with the front
desk before going down to the pantry.
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● Zion Rock – (10230 W. Fond du Lac Ave., Milwaukee, 53224): Park in the front lot
outside the pantry and enter through the front door. Head down the staircase and turn
right to get to the pantry space.

DRESS CODE
All Friedens volunteers are expected to maintain attire that reflects the professional nature of
the agency while onsite.

These dress code rules always apply:
● All volunteers must be clean and well-groomed. Grooming styles dictated by religion

and ethnicity aren’t restricted. 
● All clothes must be task-appropriate. Clothes that are typical in workouts and outdoor

activities are allowed in the event that a volunteer is performing tasks that require
physical labor.

● All clothes must project professionalism. Clothes that are too revealing or
inappropriate aren’t allowed.

● All clothes must be clean and in good shape. Discernible rips, tears or holes aren’t
allowed.

● Volunteers must avoid clothes with logos, words, or other visuals that are offensive or
inappropriate.

● All clothes must be conducive to a safe environment. This includes closed-toe shoes
when working on-site at the pantry.

In the event of a dress code violation, a volunteer may be asked to return home to change.

TAKING FOOD FROM PANTRIES
Volunteers who wish to take food from the pantry are welcome to do so if there is a need in
their household. Volunteers must sign up for emergency pantry assistance by going through
the intake process. A staff member will walk a volunteer through the pantry. Occasional
snacks or meal may be eaten during a shift, but volunteers must ask a staff member to see
what is available.

CONFLICT OF INTEREST
If two volunteers enter into a romantic relationship, both may retain their positions, provided
one is not under the direct or indirect supervision of the other. Exceptions to this policy
require the approval of their Friedens Supervisor.  No volunteers are allowed to enter into
romantic relationships with food pantry clients under any circumstances.
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BREAKS
Short breaks can be taken as needed. Volunteers working 4-5 hours in a day are allowed one
15 minute break; any volunteer working 6-8 hours is allowed one 15 minute break and one 30
minute lunch.

GRIEVANCE PROCEDURE
If an issue should arise with another volunteer or a client, volunteers are to report the issue to
the Site Manager; if the Site Manager is unavailable or unable to resolve the issue, it then goes
to the Volunteer Manager (volunteer@friedenspantry.org); if the Volunteer Manager is
unavailable or unable to resolve the issue, from that point it will be handled by the Executive
Director. Any issue a volunteer has with a staff member should be reported directly to the
Executive Director – if the volunteer is not satisfied with the decision reached, the volunteer
may appeal first to the Personnel Committee and finally the Board of Directors. Please use our
online Contact form to send in reports: https://friedenspantry.org/contact-us/
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CIVIL RIGHTS TRAINING AGENDA
From the Emergency Food Assistance Program (TEFAP) and Commodity Supplemental Food

Program (CSFP)

Goals of Civil Rights – Fairness and equality of treatment and benefit delivery.

Legal Prohibitions – Discrimination in the delivery of service is prohibited on the basis of race,
color, national origin, age, sex and disability in special nutrition programs funded by USDA,
Food and Nutrition Services. In addition, the State of Wisconsin prohibits discrimination in the
delivery of service on all the above bases, as well as on the bases of sexual orientation and
religion.

Types of discrimination – Disparate treatment (intentional), disparate impact (neutral rule
impacts disproportionately on a group), reprisal/retaliation against complainant or his/her
family, associates or others involved in complaint process or exercising civil rights.

Exceptions – Congress can establish a program intended for certain groups of people, and it is
not discrimination to exclude those who do not meet eligibility requirements. For example,
Congress can set age limits, and this is not age discrimination or disability discrimination for
those who do not meet the age limits.

When do civil rights rules apply? – Civil rights rules apply any time there is any federal
financial assistance. Federal financial assistance is receiving anything of value from the federal
government- not just cash. It can include commodities, training, equipment, and other goods
and services.

Special circumstances
Make sure people with disabilities are accommodated. Sites should be accessible to people
with all types of disabilities (e.g. mobility, sight, hearing, other) OR alternate means of service
delivery should be advertised and provided, such using a proxy to pick up food or making
home deliveries.
Provide other language assistance to persons with limited English proficiency who could not
gain meaningful access to the program without other language assistance. Assistance must
always be provided to LEP households, but the level or type of assistance can vary based on
circumstances.

Other requirements
● Treat all people with dignity and respect
● Display the USDA “And Justice for All…” non-discrimination poster in a place where it

can be seen by all who visit the premises.
● Include the USDA non-discrimination statement on all materials and websites that

mention USDA funded programs. There is both a “long” and “short” version.
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Use the Non Discrimination Long Statement in documents advising people of their rights:
“In accordance with Federal law and U.S Department of Agriculture policy, this institution is
prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability.
To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 1400
Independence Avenue, SW, Washington, D.C 20250-9410 or call (800) 795-3272 or (202)
720-6382 (TTY). USDA is an equal opportunity provider and employer.”
o Use the non discrimination short statement in outreach material or websites: “This
institution is an Equal Opportunity Provider”.

● Conduct outreach to insure that potentially eligible persons and households are aware
of the program and have information on how to apply.

● Maintain confidentiality. It is not appropriate to talk about who is receiving benefits
and to make remarks about them. Speak quietly with participants. Do not shout out
names. Never share information with others regardless of an express of good
intentions. Refer all requests for information to managers.

● Failure to follow civil rights rules can lead to loss of Federal financial assistance.
● Sexual harassment is prohibited. Do not engage in or tolerate unwanted or unwelcome

sexual behaviors including jokes, touching, requests for sexual favors, etc. Report
violations to management or to state or federal officials.

Advise people who allege discrimination about how to file a complaint
For discrimination complaints concerning federally protected classes, they may write to:
USDA, Director, Office of civil Rights, 1400 Independence Avenue, SW, Washington, D.C
20250-9410 or call (800) 795-3272 or (202) 720-6382 (TTY). In the Midwest Region they
may also write to Regional Director, Civil Rights / EEO, 77 W. Jackson Blvd., FL 20, Chicago, IL
60604-3591 or call (312_ 353-3353. Almost all complaints are referred to the Chicago office
for investigation and are actually investigated by staff from FNS field offices located in the
state where the complaint originated.

For discrimination complaints concerning Wisconsin’s protected classes, they should first
contact the regional TEFAP Coordinator. If the issue cannot be resolved, they should contact
the TEFAP coordinator, Wisconsin Department of Health & Family Services, Division of Public
Health, 1 W. Wilson Street, PO Box 8916, Madison, WI 53708 or call (608) 267-9071
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SEXUAL HARASSMENT POLICY
Friedens Community Ministries believes all employees, clients, and volunteers should be able
to enjoy an environment that is free from sexual harassment. Sexual harassment can create an
intimidating, hostile, or offensive environment not only for employees and volunteers, but for
clients, and such harassment will not be tolerated.

Therefore, the policy of Friedens shall be as follows:

It is NOT acceptable for any employee, volunteer, or client, of any gender, to sexually harass
another employee, volunteer, or client, of any gender. Sexual harassment may be defined as:
Quid Pro Quo (“This for that”): demands for sexual favors in exchange for some benefit or to
avoid a consequence, or Hostile Environment (persistent and severe harassment that causes
an uncomfortable work environment) and includes any and all of the following:
Unwanted sexual advances or request for sexual favors; the sending/showing of sexually
suggestive or pornographic materials, electronically or written, in print, video, audio, or photo
format (this includes texts, emails, and voicemails); verbal comments or physical actions of a
sexual nature; making the granting of sexual favors a condition of receiving Pantry services;
any action that creates a sexually intimidating, offensive, or hostile work environment.
Any employee, volunteer, or client who believes that he or she has been sexually harassed
should report the alleged act immediately (preferably within 48 hours) to the Executive
Director or the Site Manager. An investigation of the complaint will be undertaken
immediately by the Executive Director and Site Manager.

All information gathered during the investigation will be kept confidential, and disclosed only
to those involved in the alleged incident or the investigation of the incident. If, after a
thorough investigation, it is determined that a Pantry employee or volunteer has sexually
harassed another Pantry employee, volunteer, or client, that individual will be subject to
disciplinary action. Both a written and verbal report of the incident will be given to the Board
of Directors. Depending upon the circumstances of the incident, disciplinary action taken by
the Board may result in loss of job for an employee, or loss of Pantry privileges for a volunteer.
Disciplinary action, including loss of job or loss of Pantry privileges, may also be used in
response to employees or volunteers who sexually harass Pantry clients.
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VOLUNTEER CONFIDENTIALITY
POLICY

The individuals who come to Friedens Food Pantries are our neighbors and friends: the single
parent who just lost his or her job, low-income families with children, the “working poor,”
disabled residents, seniors, low-income individuals with a chronic illness, teens at risk, the
mentally ill, and the homeless.

Maintaining confidentiality is an essential part of the volunteer position and a condition of
volunteer service. All volunteers are responsible for keeping any and all information regarding
Friedens Community Ministries, which includes its volunteers, staff, clients, Board of
Directors, and any third (3rd) pantry associates, confidential. Unless it is required by
assignment as given by the Executive Director or due to applicable law, no volunteer is
allowed to disclose any confidential information, either verbally, electronically, in print, video,
audio or photo form, to anyone.

“Anyone” is inclusive of other volunteers (past or present), staff (past or present), clients,
family members, employers, associates, news media or via social media.
“Confidential information” includes but is not limited to: Any documents (electronic or print),
photos, videos, audio recordings, memorandums, notes, client and volunteer records, and
emails that contain any legal, financial, business, or personal information about Friedens
Community Ministries, its staff, clients, volunteers, Board of Directors, and third (3rd) party
partners.

During a volunteer’s time of service, any request for information about current or former
Friedens Community Ministries staff, clients, and volunteers, in verbal or written form, must
be forwarded to the Executive Director. Volunteers are not allowed at any time to disclose this
information to anyone. Volunteers, unless applicable by law, are prohibited from removing any
confidential information and/or documents from the Friedens Community Ministries
premises, which includes all Pantry locations and any properties that fall under the jurisdiction
of Friedens Community Ministries.
A volunteer’s duty to non-disclosure of confidential information does not end at the
volunteer’s termination of volunteer service. All former volunteers are still to keep any
confidential information they may have garnered during the course of their volunteer efforts
confidential and must return all documents or information acquired, including any documents
(electronic or print form), photos, videos, audio recordings, memorandums, notes, client and
volunteer records, and emails that contain any legal, financial, business, or personal
information about Friedens Community Ministries, its staff, clients, volunteers, Board of
Directors, and third (3rd) party partners.

Any violation of this Confidentiality Policy will result in removal from volunteer duties with
Friedens. This policy is not intended to prohibit volunteers from speaking with others about
their terms and conditions of volunteering.
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VOLUNTEER RELEASE FORM FOR

MINORS (under the age of 18)

PARENT OR GUARDIAN CONSENT REQUIRED

Volunteers must be at least 16 years old to volunteer without a guardian. Children aged 12-15  may only

volunteer if accompanied by a parent or guardian 18 years of age or older at their shift and maintain a ratio of

at least a 1 adult : 5 children. Any volunteer under 18 must have the waiver form completed by a guardian or

parent.

BY SIGNING THIS FORM:
I understand that my child will be provided with orientation and training necessary

for the safe and responsible performance of the volunteer duties and will be expected to
meet all requirements of the position, including compliance with Friedens’ policies and
procedures. I understand that my child will perform strictly on a voluntary basis, without
pay, compensation, or benefits.  I agree that my child is capable, competent and
conscientious.

I also understand that inherent risks may be associated with volunteer activities,
including but not limited to, broken bones, concussions, sprains, paralysis and death, and
will not hold Friedens Community Ministries accountable or liable for any injuries that
unintentionally result from the child’s participation, or that arise during the time spent
volunteering due to any underlying physical condition.

I _______________________________________________ give permission for my son/daughter,

_________________________________________________, who is _____________ years old to volunteer at

Friedens Community Ministries.

Parent/Guardian Signature: ___________________________________________________________

Date:____________________

Parent/Guardian Phone:_____________________________________________________________

Parent/Guardian Email Contact:______________________________________________________
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Volunteer Registration Form and
Acknowledgement

Thank you for familiarizing yourself with Friedens Food Pantries’ mission and policies! By
reading this packet and volunteering at the pantry you agree to abide by the values and
policies of the organization.

Before you arrive at your first volunteer shift, please take a second to fill out our volunteer
registration form: https://friedenspantry.org/new-volunteer-form/

We look forward to meeting you soon!
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