
The ATO Standard Operating Procedures

5501 31St St S
St. Petersburg, Florida
(727) 866-1184

Latonya Oliver- Manager (727) 851-4443
Community Engagement and oversee all Operations
Volunteer Management, Developing Community Partnerships, 
Maintaining Food Donation Partners, Grant Writing, Oversee Check in and overall distribution on Thursdays, Inspection & Reporting to City Serve, The ATO Bay, Coordinate Pick up Drivers/Volunteers, and The ATO has facebook and Instagram page and space on the PCC website.  

Helen - Warehouse Supervisor (314) 753-2800
Manages warehouse operations, Reception and organization of product, 
Filling of distribution Boxes, Birthday celebrations.

Volunteer Roles

Steve - Distribution Coordination (678) 787-2680
Oversees Thursday Distribution: Volunteer Placement, Lead Team Mtg (Tip Time), 
Set Up and Tear Down for Distribution.  NOTE: Steve is also a driver on Wednesdays.
This role also is in charge of set up and take down of the traffic cones.
Team leads on Thursdays are: James Williams, Bryan Cooper, Greg Martin and Noah Weeden, John Okoro.

NOTE:  There is a warehouse team that is self propelled on Thursdays that will make boxes until the end of the distribution.  Willene is often on this team and Steve will communicate with this group if he needs more boxes, etc.    This group is approximately 3-4 people each week.

Pat - Homeless Distribution (727) 623-7281
Volunteers on Wed evenings (whenever PCC has events on campus) to put the boxes             together and Thursdays to distribute them.  Willene Thomas and Christy Smith helps with these boxes.  Steve assigns someone to work with Pat.

Karen - Traffic Control
Directs the traffic line for picking up food. She directs them when to move forward to have their boxes loaded.

Registration - There are several people who know this job.  The order is Latonya Oliver, Kathy Vandora, Lorraine Spinagatti, Helen Walker.  


· Our mission is to Feed the Body and Nourish the Souls of families in St. Petersburg.
· The ATO distributes boxes of fresh and shelf stable food to the community.
· The ATO volunteer hours are (example) Tuesday, Wednesday, Thursday 9-12 & Thursday 3-7.
· The ATO distribution hours are Thursday from 5-6 pm.
· No requirements other than filling out a registration form as of now.
· The ATO is a 501(c)3 as of 01/2021.
· The ATO accepts student volunteers, organization volunteer groups, and volunteers doing community service. 
· Minors under the age of 14 are welcome to volunteer but must be accompanied by a parent or guardian while volunteering.
· Clients must live in Pinellas County and are eligible to receive food every week.
· Every client receives a food box and a bag of meat. Extra items are given out as long as supplies last.
· Volunteers are updated weekly via Church Center group (This needs to become part of Volunteer registration: Receive a volunteer handbook, fill out a volunteer registration form, and download the church center app and join the The ATO team) face to face interaction with Warehouse supervisors and TIP time before distribution begins on Thursdays as well as printed policy and procedure both hanging in the warehouse and available in the black file folder by the front desk. 
· Volunteer sign-in sheet is located at the front desk in a labeled binder.
· Volunteers are to wear a name tag and gloves. Volunteers working with distribution of boxes to cars are to wear a reflective vest. All volunteers must have on closed toed shoes.
· Volunteers must use the family restroom located on the Pinellas Community Church Campus, the warehouse supervisor has a key and is responsible for unlocking and relocking the bathrooms Tuesday, Wednesday and Thursday 9-12 and the Thursday evening Distribution Supervisor is responsible for unlocking and relocking the family bathroom on Thursday from 3-7.
· All volunteers are responsible for checking and inspecting each donation they unload and shelve. Regulations for expiration dates are located in various spots around the warehouse.
· Food is picked up from The ATO partner locations as well as Saint Pete Free Clinic warehouse Tuesday, Wednesday and Thursday morning.
· Food is picked up in the 14 ft refrigerated The ATO box truck
· The food pick up schedule is as follows: PICKUP EXAMPLE

Tuesday-	St. Petersburg Free Clinic, 3115 44th ave n, Contact: (727) 485-8839  
		
		Winn Dixie #684, 5801 54th Ave N, Contact: Sean (727) 544-7211

		Publix # 1321, 3030 54th ave s, Contact: Joe (727) 452-4006

Wednesday-	St. Petersburg Free Clinic, 3115 44th ave n, Contact: (727) 485-8839

Publix # 1344, 4701 Park Blvd, Contact: Morgan (727) 546-4870

Publix # 1322, 3900 66th St N, Contact: Sheri (727) 343-2879

Thursday- 	St. Petersburg Free Clinic, 3115 44th ave n, Contact: (727) 485-8839

Publix # 1322, 3900 66th St N, Contact: Sheri (727) 343-2879

Publix # 1344, 4701 Park Blvd, Contact: Morgan (727) 546-4870

Winn Dixie # 684, 5801 54th Ave N, Contact: Sean (727) 544-7211

		Publix # 1541, 5295 34th st. s., Contact: Carey (727) 864-0079

Drivers:
Thom Kostelac: (724) 984-2954
Adam Phoenix: (813) 732-5490
Greg Quinn: (727) 623-3517
Stephen Moore: (678) 787-2680
Rick Russ: (727) 515-9077
Dan Grey (774) 266-2090

· Donations from all FTB donors (Publix and Winn Dixie) must be weighed and documented. Weights must be uploaded every week on the Feed Tampa Bay Mealconnect.org site: 
(example: User name: Kelsey@feedstpete.org Password: NewHope2024!)
Feeding Tampa Bay Contacts:
Rie Abell Rabell@feedingtampabay.org
Scarlett Haynes Shaynes@feedingtampabay.org
Anthony (813) 710-9796

· Donations from Saint Pete Free Clinic do not need to be weighed. They will send an email on the 1st of each month requesting The ATO distribution information.
Free Clinic Contacts: 
Brook Newman (Admin and Data info)  foodbank@thespfc.org
Raul (Any warehouse issues) (813) 531-0751
Opening Operations (Daytime)
· Unlock door
· Turn on lights
· Prepare volunteer sign in sheet (In labeled 3 ring binder), name tags (in top right drawer of desk), donation weight logs (In labeled 3 ring binder). Extra copies of  all paperwork are located in the black file folder under the desk.
· Ensure all trash cans have a trash liner in them
· Move the walkie lift outside and out of the way of the loading area
· Check that all freezers and refrigerators are running properly
Volunteer Check in
· Sign in on volunteer sign in sheet
· First time volunteers fill out a volunteer information form (located in the black file folder under the desk). New volunteers must receive a volunteer handbook as well as a FTB Food Donation Guidelines booklet
· Fill out a name tag
· Put on gloves
· Get assigned volunteer position from shift supervisor
Closing Operations (daytime)
· Make sure all trash and cardboard are in designated dumpsters .
· Stack all wooden pallets in the truck for the next day's driver. Must be arranged and stacked with like pallets (blue pallets with blue pallets, brown with brown, etc).
· Stack all plastic pallets in the designated area, if facing the warehouse loading door, it's to the left against the building.
· Stack all black crates together on black pallet, if the pallet gets full with black crates, wrap it with plastic and place the whole pallet in the back of the truck to be returned by the next day's drivers.
· Ensure all perishable items are stored properly; items that need to be frozen are in a freezer and refrigerated items are in a refrigerator.
· Wipe down all tables, fold and put away if necessary.
· Wipe down the outside of all freezers and refrigerators. 
· Plug in the Walkie Stacker Lift.
· Bring all trash cans inside of the warehouse.
· Clean off the chalkboard.
· Sweep and mop the floors.
· Return all carts and wagons to their proper places inside of the warehouse.
· Make sure the truck is parked in its designated spot and locked. Keys should be hanging on the nail to the left of the chalkboard.
· Make sure both sides of the warehouse are locked as well as the family bathroom located on PCC campus. 
· Turn off the lights. 
· Make sure there is nothing outside that shouldn’t be (cardboard, trash, carts)
Opening Operations (Night time)
· Unlock doors.
· Turn on lights.
· Pull out The ATO flags, cones, carts, wagons and tents.
· Ensure all trash cans have a trash liner in them.
· Make sure volunteer sign in sheet and name tags are readily available.
Closing Operations (Night time)
· Make sure all trash and cardboard are in designated dumpsters.
· Stack all wooden pallets in the truck for the next day's driver. Must be arranged and stacked with like pallets (blue pallets with blue pallets, brown with brown, etc).
· Stack all plastic pallets in the designated area, if facing the warehouse loading door, it's to the left against the building.
· Stack all black crates together on black pallet, if the pallet gets full with black crates, wrap it with plastic and place the whole pallet in the back of the truck to be returned by the next day's drivers.
· Ensure all perishable items are stored properly; items that need to be frozen are in a freezer and refrigerated items are in a refrigerator.
· Wipe down all tables, and fold and put away if necessary.
· Wipe down the outside of all freezers and refrigerators. 
· Plug in the Walkie Stacker Lift.
· Pick up The ATO flags and all cones and return them to the warehouse.
· Fold up and put away all tents and folding chairs.
· Wipe down all white coolers and return them to their designated areas.
· Bring all trash cans inside of the warehouse.
· Clean off the chalkboard.
· Plug all walkie-talkies into the charging base.
· Sweep and mop the floors.
· Return all carts and wagons to their proper places inside of the warehouse.
· Make sure the truck is parked in its designated spot and locked. Keys should be hanging on the nail to the left of the chalkboard.
· Turn off the lights.
· Make sure both sides of the warehouse are locked as well as the family bathroom located on PCC campus. 
· Make sure there is nothing outside that shouldn’t be (cardboard, trash, carts).
Client Check in Process
· Clients in the drive through are checked in during registration. Whoever is doing the registration will greet each client, ask if they have visited us before, if so, write down their first and last name, to later be input into check ins on The ATO software. If it is their first time visiting us they will also receive a community member registration form. After each separate family in the vehicle is checked in, they are to receive the matching number of “Family food box” tickets. 
· Every community Client needs to receive a new Registration form to fill out QUARTERLY in order to keep our database up to date. 

Donation Collection 
· Drivers pick up the truck by 7 am
· Donation pick up schedule is above
· When arriving at the Saint Pete Free Clinic warehouse, back the truck into the loading dock. The warehouse workers will load the truck with up to 6 pallets of donations. WE CANNOT TAKE FRESH SEAFOOD OF ANY KIND so please be sure to check with the warehouse as to what they are loading in the truck. 
· When arriving at a The ATO donation site, pull into the back of the store by the receiving area. 
· Park the truck to the side so that it is not in the way of larger semis coming in and out of the loading docks.
· Turn on the truck's refrigeration by switching the small black switch on the digital thermostat up. In 45 seconds you should hear the truck's refrigeration unit switch on. 
· Make sure to wear your The ATO partner lanyard when entering the donor stores.
· Knock on the receiving door, identify that you are from a The ATO partner and are here to get donations.
· When loading donations into the truck ensure that meat is stacked with meat and produce is stacked separately as to prevent cross contamination.
Walkie Stacker (For any issues with Walkie Stacker or Truck contact Greg Quinn (727) 623-3517)
· Walkie stacker manual is in the file labeled ATO truck/Stacker info.
· Use Channel Slide Lube to grease the machine.
· For service call - Crown Lift Trucks (813) 628-5500, @ 4683 Oak Fair Blvd, Tampa, Fl 33610
Truck
· Truck takes diesel fuel.
· Needs to be refilled every other week.
· Ensure that DEF is monitored and filled when necessary. The DEF gage is very visible on the driver's side of the truck.
· For service on truck call - Blackwater Diesel (727) 263-1425 @ 12425 US Hwy 19, Clearwater, Florida 33764
· For service on refrigeration unit on truck- Sunbelt Carrier Transport Refrigeration (813) 626-5101 @ 5636 east Powhattan Ave Tampa, Fl 33610
· Truck wrap was installed by SpeedPro (727) 592-1117 @ 2748 25th St N St. Petersburg, Florida 33713
· Protective plastic liner inside installed by All American Sleeper Truck and Body Repair (813) 626-4241 @ 5311 N 40th St Tampa, Florida 33610
Refrigeration/Freezer Units
· Feeding Tampa Bay regulations require that a temperature log is maintained. Feeding Tampa Bay website provides the template for this log. They will check the logs when they do their yearly audit.
· Freezers should remain between 0 and -4 degrees F. Refrigerators should remain between 35 and 41 degrees F.
· Refrigerators and freezers must be cleaned and logged on the cleaning log monthly.
· For service on refrigeration/freezer units call James @ Dahm Mechanical (727) 345-6855 @ 3201 Sunset Drive N St. Petersburg, Florida 33710.


















Inventory Order Sheet (Please submit this inventory sheet to the PCC front desk when items are needed)
· Gloves 
· Name Tags 
· Paper towels 
· Water for volunteers 
· Cleaning supplies (disinfectant spray, floor cleaner, mop heads) 
· Coolers
· Pallet plastic wrap
· Box cutters/Blades
· Ziplock Bags 
· Tires for dollies and carts
· Tents
· Safety reflective vests
· Exit signs








Donor Relations (FTB and SPFC)
· FTB donations weights must be recorded every day. And submitted on Meal connect every week
· Saint Pete Free Clinic will send a form at the beginning of  the month to report on the previous month's distribution numbers. 
Healthcare Organizations
· Representatives from Healthcare Organizations who offer medicaid and medicare will reach out and ask to set up a tent at our distribution. They have free giveaways for the clients and assist them in signing up if interested. 
· Example: Matthew Blackburn Matthew.Blackburn@wellcare.com
· Julie Freedom Optimum from Simply Healthcare
Food Boxes
· The ATO will provide healthy food boxes to event visitors
Mass Texts
· Mass text messages are sent to our clients if we are closed for a holiday or emergency such as a hurricane. 
Volunteer Communications
· Volunteers are communicated with via the Church Center app, and must download the app upon volunteer registration.
· Weekly posts updating our volunteers about scheduled volunteer groups joining us, or excess food, or needed help keep our volunteers informed.


· Major organizations can sign up as a corporate volunteer organization. The contact for that is: 
· Local businesses, schools, groups and individuals reach out via email asking about volunteering opportunities. Below is a template of a general response: “Greetings, So glad you reached out. Volunteering hours are (example: Tuesday, Wednesday and Thursday from 9-1130 and again on Thurs. evening from 3-7.) There is no pre-registration necessary to become an ATO volunteer, just make sure you wear closed-toed shoes and clothes you don’t mind getting a little dirty. When you arrive you’ll sign in, get a name tag, a Volunteer Handbook  and myself or our warehouse supervisor Helen will show you around and introduce you to the team. Looking forward to meeting you!”
· If students from both Eckerd College and Stetson University volunteer at the pantry, and their schools email a confirmation of their hours email that must be responded to promptly for them to continue in their studies.
· The National Honor Society has us on their list as a place to volunteer, typically Thursday evenings has a large crowd of NHS high school students during the school year.
· The staff at Pinellas Community Church attend the distribution on Thursday evenings and pray with the community clients if they want prayer. 
· Small groups from churches will arrange an evening once every other month where the whole group comes out for a volunteer day. (Jan, Mar, May, July, Sept, and Nov.)

Publix Bag Donations
· Plastic bags for the meat are donated by Publix. You must request the donation, and each cycle takes about 4 weeks for them to approve. As soon as the Publix manager calls and says the box of bags is available for pick up, it is important to immediately place another request for bags so as to not run out. Get connected
· (EXAMPLE: Charitabledonations.publix.com, Log in: Kelsey@feedstpete.org Password: Feedstpete@5501)
FTB Audits
· Once every four months (February, June, and October) The ATO will do an audit. The ATO director will reach out and schedule a time to come and look at the process, the storage and ask the director some questions. The ATO Audit checklist will be used.
Thanksgiving bags
· Every year churches and organizations do a canned food drive to collect food to be given out to the community for Thanksgiving. We will participate as the canned food drives shouldn’t start any later than the first week in October. 
· The Thanksgiving meal list is printed out and stapled to paper bags, and sat in the seats at Pinellas Community Church. A copy of the thanksgiving meal list is inThe ATO admin folder. 
The ATO - Thanksgiving Meal List
Instant Mashed Potatoes (1 Large box)                                
(Can Sub Sweet potatoes or Yams) 
Dressing Mix (2 boxes)
Creamy Mac & Cheese (2 boxes)
Green Beans (4 cans)
Cream of Mushroom (2 cans)
French Fried Onions (1 bag)
Gravy (2 Packets)
Cake (1 Box & a Frosting)
Cranberry Sauce (1 can)
$10 Gift Card for Turkey or Ham

· 600+ bags need to be requested no later than September 1st from Chartiabledonations.Publix.com 
· In 2023 we gave Thanksgiving meal bags to 306 families. 
Volunteer Thanksgiving party
· Every year The ATO volunteers have a pot-luck Thanksgiving dinner in room 202 of the Pinellas Community Church Campus. A signup sheet is provided starting at the beginning of November, The ATO provides the plates, napkins, silverware, drinks, ice and the Turkey.
Local Partnerships
· The ATO will be partners with Reach St Pete, when they are unable to pick up their donations, our drivers collect them for The ATO instead. The contact for that is Scott Morrison (803) 960-0832 Scott@reachstpete.org.
· When we have excess fresh produce we reach out to local partners:
· Donna Welch (The Mayors wife) runs an outreach called My Daughters Keeper, where she feeds homeless families that live in motels. Her contact information is (727) 422-6827
· Ebenezer Church and Food Pantry - Lisa Grey (727) 484-8982
· Dedicated Senior Medical Facility- Tamesha Bombicino (727) 600-1014
· Positive Impact Church- Karalynne Brubaker Karalynne@positiveimpact.org
· James B. Sanderlin Center - Brenda Watt Bwatt@sanderlinfamilycenter.org
Social Media
· The ATO has a Facebook and Instagram page
I’ve reached out to sage to get the login information because I don’t know how to get that information, but I’m working on it.
Planning Center
· Login: WILL UPDATE SOON  Password: WILL UPDATE
· This is where all new Community Client Information is input as well as check ins from registration
· This is where the mass texts to announce The ATO being closed will take place

