P\

HOMEBOUND
MEALS, INC

VOLUNTEER
TRAINING
MANUAL

“Fueled by our volunteers since 1971!”



HOMEBOUND MEALS INC.

Volunteer Training

Table of Contents Page 1
Introduction Letter Page 2
General Information Page 3
History of Homebound Meals Page 4-5
Meet the Clients Page 6-7

A Day 1n the Life Page 8
Volunteer Driver Job Description Page 9
What If? Page 10 -12
Donations Page 13
Community Outreach Page 14 -15
Miscellaneous Page 16
Scheduled Closings Page 17
Available Resources Page 18
Cooler Release Form Page 19

10 Biggest Problems Page 20
Helpful this and That Page 21
Corporate/Organizational Volunteering Page 22
Signing Up with Volunteer Center Page 23 — 28
Supplement 1 (Delivering Holiday Frozen) Page 29

The most current edition of this manual is available on the web-site with the code provided by

the Volunteer Manager.

l|Page 11/20/2024



HOMEBOUND MEALS INC.

Volunteer Training
Dear Friend:

On behalf of our clients receiving medically tailored meals, we want to thank you
for your interest in volunteering for Homebound Meals, Inc. We are confident
that your time will be well spent. Whether you deliver, share a smile, or spend a
few moments talking, please be assured that you are enriching a day in the life of
a Homebound Client!

As a volunteer, you are the lifeblood of Homebound Meals. The staff at
Homebound Meals know your time is precious and will do everything we can to
make deliveries easy to manage and your time more rewarding. The Homebound
Staff are also committed to doing the following:

* Maintain a predictable, timely delivery schedule

* Provide directions and clear addresses

* Respond promptly to any questions or concerns you have about the program

o Provide written information and educational materials when we consider it
to be a helpful tool.

* Provide Training

At the same time, we count on our volunteers to be courteous and friendly to our
clients (regardless of their temperament). Remember, you may be the only person
they see that day. You are responsible for sharing any concerns about a client's
health or safety with Homebound Meals. In addition, we trust that you will drive
carefully, abide by all traffic laws, and maintain ongoing insurance coverage as
required.

Homebound Meals is eager to have you join our dedicated group of volunteers,
and we thank you in advance for your commitment to delivering meals to our
homebound clients.

Sincerely,

Tarrica Luebbert, Volunteer Manager
Barb Umber, Executive Director
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General Information:

Mission Statement:

Assist our community to age in place, recuperate and enhance health through medically
tailored meals delivered by dedicated volunteer drivers.

Diversity Statement:

Diversity is defined by the community we serve, which includes the elders, disadvantaged or
disabled homebound population, and the general greater Allen County, Indiana community. We
will embrace fair and consistent representation of that community.

The Agency:

Our purpose is to provide home-delivered meals to people who, due to illness, disability, or
age, cannot prepare or have prepared adequate meals for themselves. All activities are directed
by a volunteer Board of Directors, which includes lay community leaders, retired business
executives, and professionals from a variety of fields, as well as a representative of our
volunteer drivers.

Funding:

Grants, client contributions, and donations from corporations, civic entities, and individuals
fund Homebound Meals, Inc. (HBM). It does not receive federal, state, or local title monies.
Our Clients:

HBM serves an average of 220+ meals each weekday. Clients often live alone or have illnesses
or disabilities that inhibit their ability to prepare adequate meals for themselves. Each client has
a diet order indicating their dietary requirements. The client pays a minimal fee, and financial
assistance is often available for those in need.

Volunteers:

Volunteers are the lifeblood of this organization. They deliver medically tailored meals to 8-10
homes on routes during lunch hour. HBM has 20+ routes.

Providers:

Since the beginning of the organization, we have always served Medically Tailored (Doctor-
Directed) meals prepared in a variety of healthcare facilities under the supervision of registered
dieticians. Each meal is prepared based on a three-meal-per-day diet. HBM contracts these
facilities to provide drivers with meals for their route in appropriate hot and cold

coolers. Drivers must use the containers provided by HBM or the Facilities unless pre-
approved by the office.

History of Meal Delivery Organizations, aka Meals on Wheels:

This concept originated in England as a wartime project to serve food to those
unable to do it themselves for a myriad of reasons. Including so many homes
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being bombed, the kitchens were gone. Using this model, the United States
initiated the idea. Since the early 1950s, various meaningful and successful food
programs have been developed. In the mid-60s, President Johnson addressed the
need for the Elder Americans Act, and programs like Homebound Meals sprang up
nationwide. Each was different, but the idea was similar. In 1972, the National
Meals on Wheels program was initiated. Because so many organizations (like
ours) were already in place and delivering, there is no consistent method for who,
what, when, where, and how from local organization to local organization, but the
why has remained constant.

For example, HBM has always had medically tailored meals, and we have never
taken Government Title monies.

The Homebound Meals, Inc. program began service in Fort Wayne on March 1,
1971, by a group of concerned citizens in conjunction with the Medical
Auxiliary Society here in Fort Wayne. While the office was (and still is)
housed in donated space in the basement of Trinity Episcopal Church, our first
delivery was from Lutheran Hospital with four meals. Another route was
started at St. Anne's Nursing Home within a month. By August of the same
year, Lutheran Hospital had three routes, St. Anne's Nursing Home had two
routes, and one was delivered from Turtle Creek South. By November, we had
delivered from Parkview Hospital and St. Joseph Hospital. Volunteers were
recruited from church and service groups.

Today, Homebound Meals, Inc. delivers over twenty-weekday routes, with
meals prepared at the Lutheran Downtown Hospital and Parkview Health.

Homebound Meals, Inc. is a Not-for-Profit Organization. Clients pay a fee,
which contributes but does not cover the cost of their meals. Many of our clients
who cannot pay for their meals receive them at a subsidized price. Drivers
volunteer their time and use their cars to deliver the meals to the clients. Many
volunteer drivers have driven for 10, 20, and even over 35 years. The drivers are
dedicated and caring and are the backbone of the program.

In 2017, Homebound Meals began pursuing certification as a Medically Tailored
Meals program. While we have always had medically tailored meals, the
accreditation will inform people that we provide the best medical diets.

Homebound continues to grow in the community. We have obtained medically
tailored frozen meals to assist with rural/food deserts or unusual scheduling
concerns. We have begun the N.O.S.H. program to assist those who fall below
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the poverty line and cannot get to food banks or are waiting for help. We have
Hand-to-Hand, whereby we partner with L.A.D.A to take some of their
developmentally disabled clients along with us on deliveries to help in their
social skills and work ethics. We will collaborate anytime it feels best for the
people we serve or allows us to serve more.

Cardy McComas & Darlene Stuckey started driving in 1971 and drove for 43
years. They both then became clients. We honor their memory every day.
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Meet your clients:
In the various food service programs, senior citizens have the highest percentage
of clients. Every day, 10,000 people turn 65 in this country, which will continue
until 2031. Though our clients come in all shapes and sizes and have very
diverse backgrounds, you will find that a large percentage are:

Over the age of 80 Slow to answer the door

Usually live alone A little forgetful

Are hungry for conversation Will become your friend.

A little slow to open up at first Appreciate your time, kindness,
and dependability

Enjoy sharing their history
Most have chronic illnesses or disability. ~ Recovering from a hospital stay.

MEET FLOI

Floi lived independently from age 96 to 106 due to the delivery of hot,
medically tailored meals. She was more quafted and put together daily than
most people half her age. She loved her vanilla shakes, so every birthday, each
driver would stop and get her one. She outlived three husbands, both children
and two grandchildren before passing away in 2018 at the age of 107.

MEET ROBERT

Robert did not look like who he was. You would give him little notice if you
passed him on the street. However, in the early 50s, he went to the

Antarctic twice! When he told us we asked him how it was, he responded, “it
was okay, except the Penguins did not like us.” When he was young — he ran
messages for Philo Farnsworth — the inventor of television. Sitting in the
driveway of his home was a 1945 version of a VW Type 1. He was always there
with a smile and a story, and we miss him very much.

MEET JOHN

John had a terminal illness. Nevertheless, he was so outgoing and fun to talk to.
He was always looking out for our drivers and would leave messages on the
phone if the weather was too bad so that they would stay home. He always sent
notes of appreciation to the office and never quit showing his gratitude, no matter
what he was going through.
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MEET SALLY

Sally got up and got dressed every day to wait for her meal. She would give the
driver comments on the food from the previous meal, like "The brownies were to
die for" or "Can I get that recipe for chicken parmesan"? She would cut out
information from the paper to share with the drivers and always had a holiday
card for them. Sally had no family and outlived most of her friends. Sally passed
quietly in her sleep in 2015

There are hundreds more clients and hundreds more stories. Everyone has
touched us, and we try to remember them all.
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A Day in the Life of an HBM Volunteer:

The day you drive begins with a phone call from the office between 8§ am and 9

am. Staff will review the clients on your route and update you with any
information we receive after emailing you the route sheet on the previous Friday. If
you do not answer, we will leave a message but ask you to call and let us know you
got it. This will ensure we have everything covered BEFORE meal pick-up time.
We must get many phone calls made in a short amount of time so that we will be as
brief as possible during that time.

Each health care facility, has an assigned pick-up time. This information is given to
you when you receive your route assignment. Be at the assigned location at the
assigned pick-up time. While we will try to place you as close to your home or
work as possible to reduce your driving time and mileage, sometimes other
locations are needed. You must take the route sheet emailed to you. If you are
using your coolers or ones provided by HBM, note the following:

1. You must have one for cold sacks and one for hot trays.

2. Both must be clean and fully functioning.

3. The cold cooler must have a frozen ice pack.

Facilities do not pack meals in any order.

Before leaving the facility, check for the correct number meals. If meals are
missing, ask the facility staff directly or call the office at 260.422.3296 X2.
Please handle the meals with care.

Proceed to the first stop on your delivery. As you deliver, please remember that
many clients are slow to answer the door, so it's best to give them plenty of time.
Remember to greet the client with a broad smile and, if time allows, a brief
conversation. The route sheet details specific directions, like "use side door" or
"green house” with left side porch."

As you become more familiar with your route, you will also come to know your
client's behavior. Keep in mind "What Ifs" throughout your delivery time. Though
no day is predictable, your delivery time will eventually become a time-rewarding
service and full of new friendships.

Most routes will take no more than 90 minutes to complete. Trains, construction,
and weather can alter this from time to time. Routes may have up to 18 clients.

Please do not exchange routes and clients without prior approval from the HBM
office. If you want a family member to drive for you just let the Volunteer Manager
know!
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Volunteer Driver Job Description:

Objective:
To deliver meals to HBM clients in a friendly, supportive, and timely manner.

Qualifications:
A valid driver's license and current auto insurance are required for volunteering.

Reliable Vehicle (maintained the duration of volunteering).
Working cell phone (maintained the duration of volunteering).
Ability to receive emails (maintained the duration of volunteering).

Valid insurance (Maintained the duration of volunteering & appropriate for
delivering).

Knowledge and observance of traffic laws.
Friendly, caring attitude.
Clear background check.

Responsibilities:
Pick up meals from the preparation facility and deliver to clients on route listing.

Transport meals using standard delivery equipment provided or approved by
Homebound Meals.

Report any client concerns observed to HBM as soon as possible.
If possible, notify the office at 260.422.3296 X2 if you cannot deliver before the
delivery day scheduled.

Wear your volunteer badge when delivering. Replacements are through the
Volunteer Manager.

Keep the HBM License plate visible on the dashboard when delivering.
Adhere to HIPAA restrictions. https://www hipaajournal.com/

If you use equipment at the Facility, it must be returned to the facility on the
same day as delivery occurs. Coolers that meals are in at the pickup points).

Return HBM equipment within 72 hours of final volunteer delivery.

TIME COMMITMENT: Average of 90 minutes per delivery route.
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What If?

Here are some commonly asked questions from HBM volunteers. Always ask us
if you need information—we are here for you.

I AM RUNNING LATE:

Call our office as quickly as possible, and we will contact your clients to advise
them of the delay. As you will see, most clients become anxious if things are out
of sorts.

WEATHER CONDITIONS:

Homebound Meals will close for weather. The quickest way to find out if we are
closed is to call the office on 260.422.3296 after 8 a.m. We will have a weather-
related closing message on the answering service. We will also have a closed
listing in the ribbon at the bottom of WANE-TV and WPTA TV.

DO NOT LEAVE MEALS:

If you are not handing the meal to the client, do not leave unless there is a clean
cooler with a tight-fitting lid and ice pack inside or a clean insulated bag with a
working zipper and a frozen ice pack inside, regardless of the outside
temperature. (We have extra ice packs at the office, and some drivers like to
keep one/two on hand so that they can always leave the meal.)

THERE IS NO ANSWER:

Call the client. If you still have no answer, call the office immediately and let
them know the following information: (4223296.X2)

1. Your name and the complete route name, for example, PVR 5 or DTL 3.
2. The name of the client that you cannot reach.
3. Tell us if you can wait for us to check and call you back OR if you do not

have time to wait and must proceed to the next stop. If you cannot wait,
please give the meal away to another client.

4. If you can wait/come back, we will investigate and call you back on your
cell phone as soon as possible.
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THE CLIENT IS IN IMMEDIATE DANGER:
If you get to a client's home and there seems to be an immediate danger to either
you or the client, PLEASE CALL 911 immediately. Remain calm for both your
sakes. Once the authorities have been contacted, call the HBM office and describe
the situation. The office will notify any emergency contacts or additional
authorities required.

WHAT HOLIDAYS ARE WE CLOSED FOR

Please see the complete listing included in this packet.

A CLIENT FALLS.

DO NOT MOVE THE PERSON IN ANY WAY unless it presents a life-
threatening emergency. Regardless of the client's insistence on help, explain that
you cannot risk further injury. Tell them and follow through by calling either
emergency services or having the office call their emergency contact.

THE CLIENT APPEARS TO BE AT RISK.:

If it’s life-threatening, call 911 and contact our office immediately.

UNSAFE CONDITIONS.

All clients are told that our drivers are volunteers and cannot risk unsafe
conditions like too much ice or mean animals. If this occurs - please call us
immediately, and we will contact the client. 260.422.3296 x2

A CLIENT ASKS A SPECIAL FAVOR:

Your responsibility is to deliver the meal. Beyond that, if you are asked to bring
in paper or mail and are comfortable with such things, it is your choice. Under
no circumstances are you ever to administer anything medical — unless you are
certified by a State Agency.

THE CLIENT HAS A SPECIFIC REQUEST:

If the client has requests, complaints, cancellations, etc., please give them the
office's telephone number and advise them to call. You are provided generic
business cards in this packet to accommodate those situations. Clients are not to
call the facilities directly. Please allow HBM to handle all concerns. They must
contact HBM. They cannot send messages through drivers.
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YOU CAN NOT FIND THE RESIDENCE:
Contact the office immediately. Do not waste your valuable time and fuel. All staff
are skilled in finding your place and helping you quickly get to the proper location.

CLIENT WANTS TO GIVE YOU MONEY FOR THEIR BILL:
Simply and unquestionably, no.

I DELIVERED THE WRONG MEAL & HAVE ALREADY MOVED ON:
Call the office immediately before delivering any more for an efficient solution.

I GO AWAY FOR AN EXTENDED PERIOD:

HBM will do everything we can to return you to the route you left. However,
routes and their requirements are fluid entities; sometimes, finding a sub for an
extended period is impossible. Like you, people are more comfortable having
"their route." If you can help us find someone who would act as your substitute, it
would make things easier for everyone.

THE CLIENT INSISTS ON LENGTHY CONVERSATION:

You are bringing the outside world to many people on your route. It makes sense
that they might be lonely and enjoy an extended conversation. However, delivering
the next meal as hot as possible is also essential. We have found that if you simply
say, "It is always good to talk to you, but I have to get going so my next delivery is
as hot as yours.", clients easily accept this, and feelings are not hurt.

[ WANT TO POST ON FACEBOOK ABOUT A CLIENT OR HBM:

Please like and share the HBM page. Remember confidentiality. Do not use
pictures or names on Facebook or any social media without express permission
from the Executive Director at Homebound Meals. However, if Homebound Meals
has a post you want to share, you are free (and encouraged) to do that.

SOMEONE ASKS TO VOLUNTEER OTHER THAN DRIVING:

Have them call the office. We have ongoing opportunities to assist in the office and
on projects. We rarely say no!

We are always willing to work with individuals interested in leaving a bequest to
Homebound Meals. These gifts ensure that Homebound continues for another 50+
years.
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Non-Monetary:

Copy Paper

Stamps

Pull Tab soup

Sturdy Handled Shopping Bags for Soup Delivery
Insulated handle bags

Art projects to deliver
Fuel Gift Cards
Blank Note Cards

Hard plastic ice pack

Monetary:

We always accept monetary donations.
https://www.paypal.com/US/fundraiser/charity/1741422

Homebound Meals, Inc.
Attn: Development Manager
PO Box 10179
Fort Wayne IN 46850
260.422.3296
Sign up with your Kroger card online.
Sign in online www.kroger.com
Click the down arrow right of your name in the right-hand corner.
Click Community Rewards from the list on the left of the screen.
Enroll and choose HOMEBOUND MEALS, INC Org # PC825.
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COMMUNITY OUTREACH:

Now that you have chosen to help the homebound, elderly, and disabled, you
have become part of a dedicated group of people who will make a difference in
our community. Delivering meals to over 220 clients daily, Monday through
Friday, is monumental and requires enormous volunteer effort.

You are not only instrumental to the success of our delivery program but also an
integral part of our community outreach. You can help SPREAD THE WORD
about Homebound Meals in several ways:

1. TELL your friends and family about Homebound Meals. Explain how our
program works and let them know we can always use their help.

2. ENCOURAGE your church or civic organization to get involved.
Homebound people always need reliable, caring people to deliver meals,
and we need their help locating homebound individuals in our community.
You can communicate our services through bulletins, newsletters, or
mission units. Brochures are available in our office for clients and
potential drivers.

3. INVITE a Homebound Meals representative to speak to an organization
you belong to. We welcome the opportunity to share our story and get
more people involved with serving the community.

4. BE AWARE of individuals who may need our services in your
neighborhood. If you have a neighborhood association, communicate the
services of HBM through your newsletter, talk to neighbors, and inform
the officers of your association.

5. PROMOTE the Corporate Volunteer Program to your employer. No
company 1s too big or small to provide volunteers for our meal deliveries
or locate potential clients. Corporate Volunteers adopt a route and
schedule amongst themselves who will deliver each day. The route is
given the name of the corporation.

6. RECRUIT a "buddy driver". Ask an acquaintance to be your buddy driver
and ride with you a few times to become familiar with your route. In the
event you are unable to deliver your route on a scheduled day, your
"buddy driver' may be able to substitute for you. (Please note a "buddy
driver" will still need to complete the Volunteer Package on file in our
office and the office would always need to know who is driving what
route).
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7. HBM holds one Fundraiser every year! We always seek donations,
attendees, and help to spread the word.

8. In the late Summer and Fall, we collect pull-tab cans of healthy soup to
distribute to clients on bad weather days and to assist with food insecurity.
If you know anyone who wants to donate, your help is always
appreciated!
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MISCELLANEOUS:
1. Our annual Volunteer Celebration lunch is held in September. It is always
themed and held at the church where our office is housed at 12:45 p.m. Proper
invitations will be sent out closer to the date, but they require an RSVP. We
encourage you and your significant other to attend, as it is always a good time.

2. Ifyou are a Kroger Plus cardholder, go to your online account and list
Homebound Meals as your charity. This will not increase your "points" or
cost you anything, but every time you use your Kroger Plus card,
Homebound will receive a monetary donation from Kroger.

3. If you have your taxes done at H&R Block, tell them Homebound Meals
1s your preferred charity. H&R Block will donate 25 dollars to us, which
will NOT affect your refund.

4. Between 8:30 a.m. and 9:15 a.m., we are busy calling our drivers about
the routes for that day. It would be helpful if you could avoid calling
Tarrica during that time.

5. Remember that things change often with our clients. You must use the
most recent route sheet that we sent to you. If you are using an old one, it
can become chaotic. We send you a new one every Friday.

6. If you find something wrong with the directions, the color, the direction,
or simply any addition that will make it clearer, please let Tarrica know.
You are out in the field and see things first!

7. Every driver can drive the route in any order they choose. Our routes are
written according to a particular software and must be done consistently
as we use this information for grant writing and various reports. Please
keep this in mind when asking us to reroute clients.

8. We ask that you do not accept monetary tips from the clients. Cookies and
cards are one thing, but money is another.

9. Please check with the office before gifting any of our clients.

10. You are the representative of Homebound Meals. We will help you any
way that we can.
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SCHEDULED CLOSINGS

Memorial Day
Independence Day
Labor Day
Week of Thanksgiving

Week from Christmas Day thru
New Years Day
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RESOURCES AVAILABLE at HBM

1. Cooler for the transport of hot meals

2. Cooler for transport of cold meals (with freezable ice packs)
3. License plate for dashboard display

4. Clipboards

5. Volunteer Badge

6. Generic Business Cards to hand to clients, potential clients and potential
drivers so that they will contact the office directly.

7. Directions from the Facility to the client's residence.

8. Discount meals for Driver friends and family in need.

9. Gift certificates for anyone wanting to donate meals.

10. Procedures outlined to remember Homebound Meals, Inc., in your will.
11. Brochures for potential clients.

12. Brochures for potential drivers.

13. Door hangers to leave when clients do not answer

14. Free meals for drivers in need.

15. Accessory heaters to keep meals warm in transit.

16. List of current drivers that new drivers can call to walk them through the
process if they cannot actually go on a route with a current driver before
they start. (Contact Volunteer Manager for current list).
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COOLER RELEASE FORM

All information must be completed.

L, Volunteer my services to Homebound
Meals, Inc., as a driver/rider.

I 'am accepting  food coolers on loan from Homebound Meals, Inc. to use in
executing my duties as a volunteer delivery driver. | understand that one is to
transport hot food and the other is to transport cold sacks. I will never mix the hot
and cold meals or use an alternative for transport.

Should the cooler(s) become unusable, I will immediately return them to the
Homebound Meals Office and obtain replacements.

I will keep them clean and always use an ice pack in the cold cooler.

Upon termination of these volunteer duties, I will ensure that these coolers in
proper working order are returned to Homebound Meals, Inc., 611 West Berry
Street, Fort Wayne, IN 46802, within 72 hours. They cannot be left at the food
preparation facilities.

If these coolers are not returned in good order upon termination, I will pay $75.00
for their replacement.

Date: Name (Print)

Signature

Address, City, Zip

Phone Number
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E-Mail Address
Please complete & return to: HOMEBOUND MEALS 611 W BERRY ST. FORT WAYNE 46802

The 10 Biggest Problems @ Homebound Meals

Please do not leave a meal unattended. Ideally, we should hand the meal directly to
the client. If they have a cooler bag, it must be clean, have a functioning zipper,
and contain a frozen ice pack. Violating these guidelines could lead to severe
consequences, including the possibility of being shut down quickly.

“I do not like the order the route is written in.” You are ALWAYS free to drive the
route in any order you choose.

I drive right by other clients who are not on my route. We know. We maintain a
variety of balancing acts, and we understand your concern.

You frequently cancel driving your route, often at the last minute, which creates
significant challenges for Homebound Meals. While we understand that
emergencies can happen, consistently calling off may mean this volunteering
opportunity is not the right fit for you.

We cannot provide medical applications for our clients unless you are a licensed,
trained medical professional. You are always free to call 911 if needed.

The client must make all communications from clients to the office. We know you
want to help, but they must call us directly. 260.422.3296 X1.

The meal can only be delivered to the address listed. Clients cannot ask you to take
it to a neighbor or come to where they happen to be when you call them.

New Drivers must deliver a route with an existing driver before they are cut loose.
You can choose the driver's gender and your/their car; if you prefer, masks can be

worn. We will accommodate all of these. Driving with a current driver 1 time will
teach you more than anything we can put in writing.

Remove the labels if you have extra meals and want to give them away. Until you
understand compatible diets, check with the office first to ensure diet compatibility
if it 1s for a current client. 260.422.3296, either X1 or X2.
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Helpful This and That:

Do not leave the coolers in a cold vehicle overnight in the winter. This will cool the
meals down before they are delivered.

Putting a hot meal into a cooler with an ice pack does not make sense, but it is the
law.

Be sure to read the notes section of the route sheet to determine if there are any
particular directions to follow.

Do not use alternative containers to transport the meals. We never know when an
inspection is imminent.

Facility rules must be followed.

In the hot months, we can provide extra ice packs to keep in your freezer, as many
of our clients have dementia.

We offer several opportunities for educational training.

Let us know if you want to serve on the Volunteer Drivers Council for Homebound
Meals. This council gives you a direct opportunity to voice suggestions or
concerns. It is typically an hour-long commitment every other month.

If you know anyone or any organization that wants to help Homebound Meals,
please contact the Office Manager at 260.422.3296 Ext 5.

We can only do what we do so well because of our volunteers. We always need
more!

A charitable mileage deduction is a form of compensation available to taxpayers
who use their vehicles to travel for philanthropic purposes. The charitable mileage
rate set for 2024 is 14 cents per mile if you track them.
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Corporate/Organizational Volunteering
Defined: This can be a church, a company, a civic organization — any group that
wants to assume the responsibility of delivering meals as a group.

Requirements: A point person who can be the conduit of incoming and outgoing
information to and from Homebound Meals. AKA: Team Leader.

Team Leader is responsible for scheduling who will drive when to their team.

The Team Leader will gather and securely store copies of driver's licenses and
current vehicle insurance cards to ensure compliance. Your cooperation is crucial
for a smooth process.

The Team Leader will ensure that the Homebound Equipment is available to the
Team Members when needed.

This type of volunteering may be signed up for weekly, bi-weekly or monthly.

This type of volunteering requires the approval of said organization.

This type of volunteering may ask Homebound to include a corporate
flyer/brochure for clients in our Monthly Mailing but may not solicit directly.

The route driven by this type of volunteer group will have that route named after
their organization.

Each Member of this type of Team will be asked to read and sign the Volunteer
Training document.
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Dear Volunteers:

As we have been discussing, we will need everyone to register through the Volunteer Center here in Fort
Wayne. The benefits for you and for HBM are wonderful. By registering through them, HBM will
automatically get reports on the number of volunteer hours every month, relieving me of having to handle
all this manually. This information is mandatory as it is included in every Grant Application we work on.
Not having to do it manually for Barb anymore will be fantastic! Additionally, you will have automatic
secondary insurance (we have also included) simply by registering, which will be in place when you
volunteer. The details of precisely what that is are also included.

The first thing you have to do is register, and we have included step-by-step instructions on how to do
that. Then every time you drive, simply sign in and log your hours.

We can help if you struggle to register but cannot log your volunteer hours. (260.422.3296 X2)

Go to https://www.volunteerfortwayne.org/

Click ‘I Want to Volunteer.”
‘Sign Up’ in the top banner to the right.
Step 1 of 4: Create an Account

- First name (Required)

- Last Name (Required)

- Email (Required)

- Phone (Required)

- Mobile # (Required)

- Address (Required)

- City (Required)

- State (Required)

- Zip Code (Required)

- County (Required)

- Gender (Required)

- Date of Birth (Required)

- Contact in the event of a disaster “on or off” (Required)
- T'am not a robot

- Password

- Confirm Password

- Receive emails from them saying yes or no
- Create Account

23|Page 11/20/2024


https://www.volunteerfortwayne.org/

HOMEBOUND MEALS INC.

Volunteer Training

Step 2 of 4

Race/Ethnic background

How did you hear of the VC

Be screened for any sexual offenses
Emergency Contact name

EC phone number

Veteran?

Active Military member?

All volunteers receive free supplemental life, accident, and personal liability insurance coverage
while volunteering. *

Insurance Beneficiary's full name
Relationship to beneficiary
Beneficiary address

City

State

Zip

Phone #

Languages you're fluent in

Step 3 of 4

Select Interests

Step 4 of 4: Become a Partner Agency fan; find agencies that match your interest

If Homebound Meals does not show up, continue to the next page
On the left side, click the Partner Agencies tab

In the search bar to the right, “Search By: Homebound Meals.”
Homebound should show up as an option

Select Homebound Meals

Scroll to Partner Agency Volunteer Opportunities and click the Ongoing Volunteer Delivery
Driver box. “View Details”

On the top right, click “Respond.”

Answer any questions and add any notes.

Submit Volunteer Opportunity response.

Select “I have read and agree to the volunteer waiver”.

Once signed up and registered as a volunteer, click the tab on the left, ‘Enter Volunteer Hours.’

Once hours are completed, Tarrica will receive, and you’re done for the week.

Please do this each time you drive.
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voiunteercenter

Logging Your Volunteer Hours

You can use your Connect site to log all of your volunteer hours. Hours show up on your volunteer
resume, and they can be used by the nonprofit later on to strengthen requests for funding and other

support. So remember to log your hours!

Logging Hours for a Posted Need

1. Log into your Connect site.

2. Click the Add Hours button at the top of your screen to open the Track Hours page

3. Click Yes under the Hour Type heading. (By clicking Yes, you indicate that the hours you're
posting are related to a need you responded to previously on your site.)

4. Select an opportunity from the Opportunity dropdown.

5. Complete all applicable fields under Hour Details and Description headings. If a User
Group field is listed, select a user group as applicable.

6. Mileage is optional

7. Click Submit Hour Entry.

Logging Individual Volunteer Hours

"Individual hours" are hours that are not associated with a need response in Get Connected.
Log into your Connect site.

1. Click the Add Hours button at the top of your screen to open the Track Hours page.

2. Click No under the Hour Type heading to indicate that the hours are noft related to a previous

opportunity response on your Connect site.
3. Complete all applicable fields under the Individual Details, Hour Details,
and Description headings.
4. Mileage is optional
5. Click Submit Hour Entry.
(NOTE: It is not necessary to log your hours if you checked into the Connect site at the time, such as

through a kiosk, the app, or via email. Those hours are logged automatically.)
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If you need additional assistance, please reach out to the Volunteer Center at (260) 424-3505!

vofunteercenter

Frequently Asked Questions

Is the volunteer introduction required? Although not required, it is definitely helpful! This short
introduction acquaints you with the Volunteer Center and provides a tutorial on how to move about the

site, record hours, etc. If you can't attend an in-person meeting, we can send a link to a video.

Will partner agency organizations also require an orientation? The majority do. They each have
different criteria for onboarding new volunteers. This valuable information will aid you in your volunteer

efforts with the organization.

Why do I need to record my volunteer hours? Encourage and inspire others to make a difference!
Logging your hours helps show the Volunteer Center s role in the community and the importance of your
work to our funders. It also qualifies you to receive special volunteer recognition gifts, such as gift cards,

Volunteer Center logo shirts & invitations to special events!

How do I record my volunteer hours? There are multiple locations you can click on to log your hours.

Follow this link for instructions you can print off and keep by your computer. (Create link)

What are “individual” hours? Individual hours are where you post volunteer hours for an agency,
church or other organization that is not in our database. Therefore, you arent able to respond and link

them to your account.

What if I forget my password? On the login screen beneath the email, password, log-in, and remember-
me fields is a link in a small blueprint. Simply click to be directed to a password recovery page. Please

reset your password rather than creating a duplicate account.

Where do I change my password, address, email, or phone number? While in your account, go to the
blue circle with your initials on the top toolbar. Then, drop down to edit profile and make the changes

there.

Can I get assistance in finding a volunteer opportunity? Absolutely! Simply call our office at 260-424-

3505 and ask to speak with our Program Outreach Coordinator to set up a personal appointment.
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Why do I need to provide a beneficiary as I create my profile? We provide a free supplemental

insurance policy for all volunteers registered in our database and recording their volunteer hours. If you
are injured while volunteering, whatever your primary insurance does not cover, there is a good chance
our supplemental policy will. This includes a death benefit should someone pass away while actively

volunteering.

Why will my account become inactive after 6 months if I don’t use it? Sometimes people change their
minds. It is important for us to keep our database current and up to date. If a member is no longer
interested or able to volunteer, we mark their account inactive. However, we can easily change it back if

requested. Logging your hours regularly lets us know you are still active!
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volunteercenter

[Excess Automobile Liability Insurance

If a driver is involved in a car accident,
what does “liability” include?

e Theinsurance applies after your own
insurance has been exhausted.

e The policy protects you for bodily injury or
property damage claims to others arising out
of the operation of your own vehicle, during
your volunteer assignment.

* You must maintain your own auto liability
coverage.

* The coverage provided under this policy does

not apply to any damage to your vehicle.

My car was damaged in an accident while
| was volunteering. Will you cover my
deductible for the repairs?

* The coverage is for liability claims only.
e Thereis no coverage for damage to the
volunteer’s vehicle.

Excess Volunteer Liability Insurance

What does this benefit provides?

e All registered volunteers of an organization
are provided with excess volunteer liability
insurance at a limit of $1,000,000 per
occurrence.

e This policy provides protection in the event
you are liable for bodily injury or property
damage arising out of the performance during
your volunteer time.

*%*n excess means in addition to any policy you
may have after your policy has paid.
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Excess Accident Medical Coverage

| have medical bills related to an accident

while | was volunteering. To whom do |
send the bills?

e Contact Homebound Meals and let them
know about the accident right away. They will
contact the Volunteer Center who will
complete the necessary paperwork to open a
claim with the insurance company.

e |nitial medical expenses must be incurred
within 60 days of the accident with a
maximum coverage period of 1 year.

e The accident medical plan coverage is in
excess of any other health insurance you may
have.

e All bills must first be submitted to your
current health insurance company.

¢ If not everything is paid, those additional
expenses can be submitted under a claim for
this policy.

What kind of coverage does the policy

provides?

e The policy provides coverage that is in excess
of any other health insurance you may have in
place. In other words, the policy provides
after your other insurance has paid their
share.

® The excess coverage will pay up to $50,000 for
medical treatment, hospitalization and
licensed nursing care that is required as the
result of a covered accident while
volunteering.

e Some dental care and eyeglass replacement
coverage is also provided under the policy.

Complete policy details are available at
www.cimaworld.com

11/20/2024



HOMEBOUND MEALS INC.

Volunteer Training

Supplement 1

/Q—?\ DELIVERING FROZEN MEALS

HOMEBOUND TO CLIENTS FOR UP COMING HOLIDAY
MEALS, INC CLOSURES
How It Works

When we are going to close for a holiday period, we deliver frozen meals to the
clients to ensure they have food during our closed periods.

Tarrica has added one frozen meal to every hot delivery the week before we are
closed to make it easier on the drivers.

When you pick up your meals for delivery, you will also find a sizeable holiday-
themed plastic-coated shopping bag with your day of the week and route number.
Inside that bag are the frozen meals that will be delivered on your route that day.
Each meal is in a smaller bag with a client's name on it.

Note: Not every client has chosen to receive frozen meals for the closed time.
Tarrica can tell you who they are when she calls you.

You can take the holiday shopping bag with the meals in it, but we ask that you
drop it off at the pick-up point the next time you drive. If you remove the frozen
meals — leave the holiday bag there.

Note: All of the clients and/or the POA have been given reminder calls so that they
know these deliveries are coming. As you know, memory is often an issue with our
clients. We have to power through.

All the rules for hot meals apply. If they are not home, do not have a cooler out,
and do not have a frozen ice pack in said cooler — Do Not Leave. Do, however,
give both away to someone or your route (remove labels) after contacting Tarrica
to ensure diets are compatible and to let her know that the client was not home or
whatever. (See Page 10 of Volunteer Manual)

If you have any questions, please try to get them answered before your day of
delivery. We all know something out of the ordinary will happen, but we are trying
to make this as smooth as possible for you, the clients, and poor Tarrica!
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