
Excelsior Community Food Pantry Captain Responsibilities

To keep things organized and clear, we ask whoever is captain to make the final decision if there's a major question or concern about policy. (ie. No food exchanges or replacements, any large changes in distribution amounts, etc). 

Before food pantry starts:
1.  Assign a volunteer to make coffee (it takes about an hour to brew.)
2.  Ask a volunteer to put out both ECFP signs (one at the corner of Mission and Ocean and another right in front of the church.)

Announcements to remember to make at the beginning:
1.  Ask everyone to say their name and a word that describes why they are here or what they want to pantry to be like.
2. General announcements: Give volunteers the chance to go through the line first if they want, don't give people more than the allotted amount even if they ask, don't park in a metered parking spot, etc.

Cocaptain responsibilities:

The co-captain is usually responsible for supporting everyone outdoors and making sure to relay any questions/ concerns of volunteers and clients to the captain. The cocaptain tends to mingle outside and ensure clients flow through the courtyard in an organized fashion.

General cocaptain duties:

1. Setting the numbers of food items to be distributed to each client before the pantry opens at 10:00 a.m.
2. Ensuring that none of the food is being emptied far before the end of serving our target number of people.
3. Midway through the first distribution hour, cocaptain will monitor the amount of food remaining and check-in with captain so we can reapportion distribution quantities.
4. Making sure that each table/ station is clearly marked with signs displaying number of food items given per client (and with multilingual signs).
5. Making sure each table has at least 1 volunteer on duty (whenever clients are coming outdoors)
6. Watching the courtyard entry and exit points to make sure clients enter one point (cafe door) and leave through the gate (except for volunteers, wheelchairs, bikes, etc.) and do not return through the cafe door.
7. Answering volunteers' questions about time, numbers of people inside/ in line.
8. Encouraging volunteers and ensuring no one is standing around bored, thirsty, overworked, etc. (Cocaptain has discretion to help at a station if there's a bottleneck, too, which sometimes happens at produce tables).
9. Relaying to cafe door volunteers when we need to slow or increase speed at which clients are being let out into courtyard. (We usually aim to have 1 client at each distribution table and avoid having volunteers feel too rushed to say, "hi.")
10. Keeping track of any major concerns/ input of outdoor volunteers so that we can remedy them next month.
11. Being mindful of which clients we see come through the courtyard and recognizing whether there are people who we should ask to volunteer (especially for language skills)
12. Helping watch and keep a mental note of whether there are repeat clients returning on the same day (since we are trying to make sure we efficiently serve as many families as possible each distribution day)
13. Making sure courtyard is clean at the end of the day. 

