





                 

                     Meal Site Coordinator Description 	
  
Meal Site Coordinator activities for The Shoreline Soup Kitchens & Pantries (SSKP), may vary from site to site based on particular needs. Below is a list of general responsibilities that apply to all locations with an explanation for each. We are grateful for your support that helps ensure our neighbors have access to food and fellowship.
 
1) Ensure that a meal is served each week at the posted time (exception: holiday or weather closings)  
a. Create and implement a schedule of meal teams and modify when necessary. 
b. A copy of the Meal Team’s schedule and Team leads name with contact # needs to be submitted to the SSKP MS Programs Coordinator each year.
c. Work with Meal Team Leaders and SSKP Program Coordinator (PC) to maintain an adequate number of volunteers.  
d. Communicate any site closing occasions to SSKP office administrator & PC for posting on website and social media.    
 
2) Maintain a positive relationship between the host location and SSKP:  
a. Make regular contact with key facility personnel (i.e. Pastor, administrator, sexton, lay leaders, etc.) 
b. Site Coordinators help to ensure a healthy partnership by working collaboratively with SSKP and Host Site. We strive to leave the space as clean as we found it and regularly express gratitude to host sites.

3) Report Meal Site statistics to the PC: 
a. Ensure that the meal teams are recording their meals-served numbers each week.  
b. Implement the serving data recording sheets provided by SSKP. 
c. Transmit monthly meals served and total volunteers to PC on your last service day of the month.  





4) Management of food and supplies:  
a. Take regular inventory to verify that sufficient food and supplies are on-hand for the meal team’s needs.  
b. Assemble orders for food products and supplies, on a monthly basis, to cover 4-week supply plus keep one extra week for emergencies and submit to PC. Please note that not all supplies/requests may be possible due to budgetary constraints (and fluctuations in costs of food/supplies).
c. Be available (or have a volunteer available) for order delivery to receive, label, and store items.
d. Work with the host site to have storage space designated to SSKP food and supplies. 
e. All freezer, refrigerator, and pantry dry goods must be labeled with date received and rotated “First in First out.”  
f. As we are sharing space it is vital that we label all SSKP supplies, equipment, and food.

5) Maintain Meal Site food safety compliance:  
a. Work with PC to provide periodic training for volunteers in safe food handling practices.  
b. Collaborate with host site and PC to maintain a safe and sanitary food preparation and serving area.  
c. Work with host site and PC to maintain compliance with local health regulations.  
 
6) Provide leadership that promotes a positive experience for both volunteers and guests. 
a. Recognize the efforts of SSKP volunteers, host site staff, volunteers, and any others that contribute.
b. We are grateful for the volunteer efforts that ensure food and fellowship are available for our guests. Volunteers can be invited to donate food for the meal, but it is not an expectation or requirement. The giving of time and energy is an incredible gift.
c. Encourage SSKP Core Values in all volunteer activities.	
d. Be an advocate for the mission of SSKP: The Shoreline Soup Kitchens & Pantries is an interfaith service that provides food and fellowship to those in need and educates our community on hunger and poverty.



SSKP MISSION STATEMENT
The Shoreline Soup Kitchens & Pantries is an interfaith service that provides food and fellowship to those in need and educates our community on hunger and poverty. 


SSKP CORE VALUES
Hospitality All who enter our doors will be welcomed in the spirit of fellowship and served free of charge without judgment. Our guests are the reason we exist and our first consideration in any decision-making. 

Dignity and Respect 
There is no “us and them” in our service and mission; empathy moves us to be welcoming and caring. We value the rights of our guests to make their own food choices from our offerings. We strongly respect the privacy of our guests. 

Volunteerism The cornerstone of our work is respecting and utilizing the commitment and efforts of our volunteers, without whom our mission would not be possible. 

Stewardship With transparency and integrity we will honor, safeguard and manage resources including but not limited to food, funds, time and facilities donated by the community. 

Community In partnership with faith communities we address the challenges of hunger and poverty, the solutions to which require the sustained cooperation of many individuals and organizations. We are inclusive and open minded, working to represent the fullest vision of diversity in our ministry. 

Gratitude We are thankful for the opportunity and ability to serve our guests. We are grateful for our donors, volunteers, and the wider community that supports our mission. 
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