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Welcome Message for New and Existing Members 

It is import that every new member reads, understands, and 

accepts the material in this section before filling out a 

membership application. 

 

An important philosophy of any gleaning program is that people 

involved operate as a group, working together for everyone...  NOT 

INDIVIDUALS WORKING FOR THEMSELVES. Every member, 

no matter what task they fulfill, is an important to the group as every 

other member. The more every individual contributes to the group, 

the more every individual will benefit. You are a team and may be 

called upon to work on something you feel is not "directly" 

benefitting you. Everything you do will contribute to the group, 

which will benefit you as a member eventually. 

 

Every member has some specific responsibilities. No task is more or 

less important than any other person's tasks. This section helps outline 

those responsibilities. Although flexibility is always a necessity, if people 

are aware of the expectations placed on them from the beginning, 

hopefully only those people who accept those responsibilities will join 

the group. 

 

PLEASE REMEMBER ... this is an all-volunteer community 

organization.  Even though our dream is for the group to operate totally 

organized and at 100% productivity, people do not always do what they 

have previously agreed to do.  There will always be individuals who do not 

contribute, as they should.  They will not last long as part of the group and 

hopefully someone who is more dedicated will take their place. To reach 

toward 100% productivity, we all need to watch what the-other members 

are doing. Praise each other for our efforts and let the Group 

Coordinator and Board of Director members know of any concerns, so 

they- can be corrected in a positive way. Your group will only become what 

you, as individuals, decide you want it to be... AND MAKE IT. 
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SECTION 1. ORGANIZATIONAL BACKGROUND 
 

 

What to include in this section: 

 

a. Organizational Information 

▪ Agency and Program History 

▪ Mission Statement 

▪ Vision Statement 

 

b. Organizational Structure 

▪ Organizational Chart 

▪ List of Board Members (not included in this template) 

▪ Job Descriptions 

 

c. Organizational Documents  

▪ Agency Bylaws  (not included in this template) 

▪ 501(c)3 Letter  (not included in this template) 

▪ Memorandums of Understanding (MOU’s) 

▪ Relevant Grant and Contract Documents or Other Agency Agreements (not included 

in this template)
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The Sweet Home Gleaners, Inc. 

 

Agency/Program History 
 

The Sweet Home Gleaners, Inc., a nonprofit organization, was founded in the mid-1970s in Sweet Home, 
Oregon by two individuals who work for Head Start. Eleanor Phillips and her associate from Head Start were 
brought together by a need to help low income families enrolled in the Head start Program with feeding their 
families through local farm donations. A few years later, they opened the program up to low income families 
and began operating under Community Services Consortium’s 501c 3 status.  In 1986, the organization was 
incorporated under name Sweet Home Gleaners and Emergency Food Bank. Later that year the name was 
changed to The Sweet Home Gleaners, Inc. During Eleanor's time with our organization, we were able to 
acquire our existing building. 
 
Since that time, our gleaning program has grown to fill the niche in the food chain for low-income families 
throughout East Linn County.  We serve members from Cascadia through the west side of Lebanon and 
Brownsville to the Scio/Lacomb area.  We have members from newborn to 100 years of age.  The key 
difference between Gleaners and food box agencies is the requirement of membership and giving back to the 
organization in order for the gleaning program to function.  We help our membership through our membership 
volunteering for the organization.  Our members can glean crops, pick up food from stores, participate in 
warehouse repack at Linn Benton Food Share, pick up food from Linn Benton Food Share and other locations 
designated by Linn Benton Food Share, or helping with our various fundraisers.    

We have expanded to offer Wi-Fi internet and a few computers for individuals to use for job searching, school 
work, and various other needs.   

Fund Raising 

Our organization cost approximately 8 hours a month per family to support.  Plus, we have a financial budget of 
$45,000 to meet in 2015.  This covers the cost of acquiring food, storing food, distributing food and other 
donations, and operating our Thrift Shop.  Our Thrift Shop operation meets the needs of paying the utilities, 
insurances, and minor repairs to the building, but is always in need of volunteers to run the Thrift Shop.  We 
distribute over 200,000 pounds of food to our membership after figuring in waste and donations to other groups 
as needing the food.  We are always looking for new members to help and or provide ideas on how to improve. 
 Through our thrift shop we work with the Experience Works and JOBS programs providing needed to job skills 
to inexperienced and displaced workers. 

Future Plans 

Two years ago, we moved to shopping style distribution.  At the present, we have an issue with our 
membership being able to access the reefer where we keep our refrigerated items and the walk in freezer.  We 
are unable to have our members walk in to both to get the food we offer, so we have to have individuals 
working both areas and asking the members what they would like.  In the future, we hope to have an all in one 
unit level with our building that members with walkers and wheelchairs can access during food distribution. 

Another future goal is to get our kitchen updated and certified, so we can offer a gleaning soup kitchen for 
lunches to our community six days a week.  
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The Sweet Home Gleaners, Inc. 

 

Purpose Statement 
 

The purpose of The Sweet Home Gleaners, Inc. shall be to glean wood, produce, and crops; to 
provide food, firewood, and non-monetary assistance to low income, disabled, and the elderly 
that qualify under the established guidelines set forth by Linn-Benton Food Share; to operate a 
non-emergency food distribution site; and to accept contributions of food, clothing, goods, and 

cash to meet our purpose and mission. 
 

 

 
 

The Sweet Home Gleaners, Inc. 

 

Mission Statement 
 

The mission of The Sweet Home Gleaners, Inc. is to serve as East Linn County’s gleaning 
program by distributing food weekly to our members on a per person basis with adoptees 
taking precedence. 

 

 
 

The Sweet Home Gleaners, Inc. 

 

Vision Statement 
 

The Sweet Home Gleaners, Inc. envisions a community with the resources to achieve a better 
life. 
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The Sweet Home Gleaners, Inc. 

 

Organizational Chart 
 

Updated 
02/2015 
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SECTION 2. The Sweet Home Gleaners, Inc By Laws 
 

Included in this section: 

 

▪ Article I: Purpose and Mission  Pg. 1 
▪ Article II: Members  Pg. 2 
▪ Article III: Meetings  Pg. 3 
▪ Article IV: Board of Directors and Officers  Pg. 4 
▪ Article V: Committees Pg. 9 
▪ Article VI: Dissolution  Pg. 10  
▪ Article VII: Amendment to By Laws  Pg. 10 
▪ Board Signatures Pg. 11 
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SHGI By-Laws Page 1 of 11 

THE SWEET HOME GLEANERS, INC. 
BYLAWS  

Name of Corporation: The Sweet Home Gleaners, Inc. 
 

 

  The Sweet Home Gleaners, Inc. By Laws Article 1 

 

Article 1: Purpose and Mission Statement 
d.  

Board Approval Date: February 21, 2014  
Member Approval Date: February 21, 2014 
Revision Date:  February 21, 2014 
 

I. Purpose and Mission Statement 
a. IRS Status 

This organization is for charitable purposes within the meaning of Section 501 (c) (3) of 
the Internal Revenue Code. 

b. Purpose 
The purpose of The Sweet Home Gleaners, Inc. shall be to glean wood, produce, and 
crops; to provide food, firewood, and non-monetary assistance to low income, disabled, 
and the elderly that qualify under the established guidelines set forth by Linn-Benton 
Food Share; to operate a non-emergency food distribution site; and to accept 
contributions of food, clothing, goods, and cash to meet our purpose and mission. 

c. Mission 
The mission of The Sweet Home Gleaners, Inc. is to serve as East Linn County’s 
gleaning program.  Provide one (1) meal a day to volunteer workers and others as 
requested/needed and distribute food weekly to our members on a per person basis 
with adoptees taking precedence. 
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  The Sweet Home Gleaners, Inc. By Laws Article II 

 

Article II: Members 
e.  

Board Approval Date: February 21, 2014  
Member Approval Date: February 21, 2014 
Revision Date:  February 21, 2014 
 

Article II. Members 
Section 2.01 Classes and Voting: 

There shall be three (3) classifications of members in The Sweet Home Gleaners, Inc. 
Each class to be described in the policy and procedures handbook. The classifications 
are: 

(a) Gleaner 
(b) Adoptee 
(c) Volunteer 

Each member over eighteen (18) in good standing shall be entitled to vote on all 
matters for which a membership vote is permitted by the by-laws. 

Section 2.02 Qualifications: 
A person shall become a member of The Sweet Home Gleaners, Inc. by filing an 
application for membership, reading the by-laws and policies of The Sweet Home 
Gleaners, Inc. and agreeing to follow them by signature on the application. 

Section 2.03 Termination of Membership: 
Membership may be terminated by the Board of Directors after giving the member at 
least a 15-day notice by first class mail, the reasons for termination, and an opportunity 
for the member to be heard by the Board, orally or in writing, not less than five (5) days 
before the effective date of the termination. 

Section 2.04 Code of Conduct: 
The Sweet Home Gleaners, Inc. provides codes of conduct in the policies and 
procedures. 
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  The Sweet Home Gleaners, Inc. By Laws Article III 

 

Article III: Meetings 
a.  

b. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date:  February 21, 2014 
 

Article III. Meetings 

Section 3.01 Annual Meeting: 
The annual meeting is mandatory for all members. The annual meeting of the 
members shall be the first meeting of the year.  Business to be done at the annual 
meeting includes a reading of the by-laws and any proposed amendments of the by-
laws and the elections of Coordinator and Board of Directors. 

Section 3.02 Special Meeting: 
Special meetings of the members shall be held by the Board of Directors, or by the call 
from members.  A call from the members shall be signed, dated; a purpose listed and 
shall be delivered to the Secretary. 

Section 3.03 Notice of Meeting: 
Notice of all meetings of the members shall be given at least seven (7) days before the 
meeting.  The meeting shall include the date, time, place, and purpose of the meeting.  
Notice to be posted in the kitchen or in a separate place as needed. 

Section 3.04 Quorum and Voting: 
A quorum for a general meeting is two (2) officers, five (5) members and two (2) Board 
members.  A quorum for a board meeting is five (5) or more board members.  By-laws 
or resolutions to merge or dissolve the organization require a 2/3 majority vote of the 
membership. 

Section 3.05 Board Meetings: 
The board shall meet once a month to ensure the affairs of The Sweet Home Gleaners, 
Inc. are being fulfilled. 

Section 3.06 General Meetings: 
General meetings of the membership shall be held at least every three (3) months to 
update the members of the affairs of The Sweet Home Gleaners, Inc. 

Section 3.07 Absentee Voting: 
Absentee voting is allowed with an absentee ballot. 

Section 3.08 Proxy Voting: 
There shall be no voting by proxy. 
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  The Sweet Home Gleaners, Inc. By Laws Article IV 

 

Article IV: Board of Directors and Officers 
a.  

b. Board Approval Date: January 10, 2015 
Member Approval Date: January 20, 2015 
Revision Date:  January 10, 2015 
 

Article IV. Board of Directors and Officers 

Section 4.01 Coordinator: 
The Coordinator is the acting Executive Director of The Sweet Home Gleaners, Inc. 

Section 4.02 Officers: 
The officers of The Sweet Home Gleaners, Inc. shall be Chair, Vice Chair, Assistant 
Coordinator, Secretary, and Treasurer. 

Section 4.03 Duties: 
(a) Coordinator:  

1) Is a member of the Board and only votes when there is a tie. 
2) Safeguards The Sweet Home Gleaners, Inc. assets. 
3) Is partnered with the chair in achieving The Sweet Home Gleaners, Inc. 

mission. 
4) Partners with the Chair in developing the agenda for meetings. 
5) Partners with the Chair to ensure fees, proper forms, and filings with federal, 

state, and city agencies are current and up to date. 
6) Ensures a maintained current and accurate membership list. 
7) Ensure equitable distribution of food. 
8) Ensure equitable distribution of non-food/saleable items. 
9) Ensure gleans and meetings are attended. 
10) Supervises volunteers and all board members. 
11) Partners with the Chair to ensure fundraising activities are carried out. 
12) Liaison of all outside organizations. 
13) Is main contact for Linn Benton Food Share. 
14) Is main contact for gleaning and food/wood distribution. 
15) Ensures Policies and procedures are followed. 
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(b) Chair of the Board of Directors 
1) Is a volunteer member of the Board 
2) Is partnered with the coordinator in achieving The Sweet Home Gleaners, 

Inc. mission. 
3) Chairs meetings for the Board after developing the agenda with the 

Coordinator. 
4) Partners with the Coordinator to ensure fees, proper forms, and filings with 

federal, state, and city agencies are current and up to date. 
5) Encourages Board's role in strategic planning. 
6) Appoints the chairpersons of committees, in consultation with other Board 

members. 
7) Serves ex officio as a member of committees and attends their meetings 

when invited. 
8) Discusses issues confronting the organization with the Coordinator. 
9) Helps guide and mediate Board actions with respect to organizational 

priorities and governance concerns. 
10) Reviews with the Coordinator any issues of concern to the Board. 
11) Monitors financial planning and financial reports. 
12) Plays a leading role in fundraising activities. 
13) Informally evaluates effectiveness of board members. 
14) Evaluates annually the performance of the organization in achieving its 

mission. 
15) Performs other responsibilities assigned by the Board. 

(c) Vice Chair of the Board of Directors 
1) Is a volunteer member of the Board 
2) Performs Chair responsibilities when Chair cannot be available (see Chair 

duties). 
3) Reports to the Board's Chair. 
4) Performs responsibilities as assigned by the Chair. 
5) Works closely with the Chair and volunteers. 
6) Helps with fundraising activities. 
7) Informally evaluates effectiveness of board members. 
8) Performs other responsibilities assigned by the Board. 
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(d) Assistant Coordinator: 
1) Is a volunteer member of the Board 
2) Performs Coordinator responsibilities when Coordinator cannot be available 

(see Coordinator duties). 
3) Reports to the Coordinator. 
4) Performs responsibilities as assigned by the coordinator. 
5) Works closely with the Coordinator and volunteers. 
6) Helps with fundraising activities. 
7) Performs other responsibilities assigned by the Board. 

(e) Secretary: 
1) Is a volunteer member of the Board. 
2) Maintains records of the Board. 
3) Ensures effective management of The Sweet Home Gleaners, Inc. records. 
4) Record all minutes of meetings and actions taken. 
5) Provide notice for all meetings of the Board and Membership 
6) Ensures minutes are distributed to Board members shortly after each 

meeting. 
7) Reads prior meetings minutes for approval. 
8) Is sufficiently familiar with legal documents (articles, by-laws, IRS letters, 

etc.) to note applicability during meetings. 
9) Helps with fundraising activities. 

(f) Treasurer:    
1) Is a volunteer member of the Board. 
2) Must pass a background check 
3) Keep full and accurate accounts of all financial records of The Sweet Home 

Gleaners, Inc. 
4) Disburse funds as authorized by the Board of Directors. 
5) Deposit all monies in a timely manner. 
6) Give a financial report to the Board of Directors and the Membership on a 

monthly basis. 
7) Turn in a monthly report to Linn-Benton Food Share. 
8) Make all records available for viewing in the office 
9) Make sure all checks are signed by two persons 
10) Ensures all Treasurer related policies and procedures are being followed. 
11) Helps with fundraising activities. 
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(g) Board Members:    
1) Are volunteer members of the Board. 
2) Regularly attends Board meetings and membership meetings. 
3) Makes serious commitment to participate actively in committee work. 
4) Makes serious commitment in actively participating in fundraising activities. 
5) Volunteers for and willingly accepts assignments and completes them 

thoroughly and on time. 
6) Stays informed about committee matters, prepares themselves well for 

meetings, and reviews and comments on minutes and reports. 
7) Gets to know other committee members and builds a collegial working 

relationship that contributes to consensus.  
8) Is an active participant in the committee's annual evaluation and planning 

efforts. 
9) Participates in fundraising for The Sweet Home Gleaners, Inc. 
10) Membership formally evaluates all board of director’s members including the 

coordinator. 
 

(h) Committee Chair:    
1) Is a volunteer member of the Board. 
2) Sets tone for the committee work. 
3) Ensures that members have information needed to do their jobs. 
4) Oversees the logistics of the committee's operations. 
5) Reports to the Board's Chair. 
6) Reports directly to the full Board on committee's 

decisions/recommendations.  
7) Works closely with the Coordinator and volunteers as agreed to by the 

Coordinator. 
8) Assigns work to the committee members, sets the agenda and runs the 

meetings, and ensures distribution of meeting minutes. 
9) Initiates and leads the committee's annual evaluation. 

Section 4.04 Board Members: 
All board members must be bondable.  Due to the financial nature of The Sweet Home 
Gleaners, Inc. a background check may be required.  Anyone convicted of felonies for 
white-collar crimes, violence, perjury, financial, theft, and sexual offenses may not 
serve on the board.  The duty of the Board of Directors is to manage the affairs of The 
Sweet Home Gleaners, Inc. 

Section 4.05 Number of Board Members: 
The number of board members may vary between a minimum of three (3) and maximum 
of fifteen (15).  There shall not be more than one (1) member of any household on the 
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board at the same time.  All Board of Director financial decisions outside of normal 
operating procedures will be voted by ballot voting. When two or more board members 
are immediate family, the number of none related board members voting needs to 
outnumber number of each set immediate family board members. 

Note: Immediate family is defined as individuals connected by birth, adoption, 
marriage, domestic partnership, civil partnership, or cohabitation (such as 
grandparents, grandchildren, siblings-in-law, half-siblings, adopted children and step-
parents/step-children, and cohabiting partners). 

 
Section 4.06 Term and Election: 

The term of office for the Board of Directors is three years alternating vote every year.  
A Board member may be re-elected without limitation on the number of terms he or she 
may serve.  The members shall elect the Board of Directors at the annual meeting of 
the membership. 
Nominations for the Board of Directors shall be opened in October, November, and 
December prior to the annual meeting. 

Section 4.07 Removal: 
A member of the Board of Directors may be removed with cause at a meeting called for 
that purpose by a majority vote of present members eligible to vote. 

Section 4.08 Interim Vacancies: 
When a board member resigns mid-term, the Board of Directors will fill the position by a 
majority vote of the Board of Directors.  The position will be up for election at the 
following annual membership meeting. 

Section 4.09 Special Board Meetings: 
Special meetings of the Board of Directors shall be held as determined by the Board of 
Directors.  Notice of the meeting shall be given not less than two (2) days prior to the 
meeting.  Notice may be given verbally or in writing. 

Section 4.10 No Salaries: 
Board of Directors members shall not receive salaries for their board services. 
Authorized expenses can be reimbursed, subject to approval by a majority vote of the 
Board of Directors. 
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  The Sweet Home Gleaners, Inc. By Laws Article V 
 

Article V: Committees 
a.  

b. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date:  February 21, 2014  
 

Article V. Committees 

Section 5.01 Grievance Committee: 
The Board of Directors may establish a grievance committee.  The committee shall 
have the power to make decisions on a settlement of grievances or suggest dismissal 
of members for cause.  No one with a conflict of interest may serve on the committee. 

Section 5.02 Finance Committee: 
The Board of Directors will establish a finance committee in accordance with the 
policies and procedures. 

Section 5.03 Other Committees: 
The Board of Directors may establish other committees, as it deems necessary.  No 
committee may authorize payment of any kind without Board of Director’s approval. 
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  The Sweet Home Gleaners, Inc. By Laws Article VI 

 

Article VI: Dissolution 
a.  

b. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date:  February 21, 2014 
 

Article VI. Dissolution 

Upon dissolution of the organization , assets shall be distributed for one or more 

exempt purposes within the meeting of section 501(c)(3) of the Internal Revenue 

Code, or corresponding section of any future tax code, or shall be distributed to the 

federal government, or to a state or local government, for the public purpose. Any 

such assets not disposed of by the Court of Common Pleas of the county in which the 

principle office of the organization is then located, exclusively for the purposes or to 

such organization or organizations, as said court shall determine, which are organized 

and operated exclusively for such purposes. Preference will be given to an 

organization serving the disabled and/or elderly. 

 

 

  The Sweet Home Gleaners, Inc. By Laws Article VII 
 

Article VII: Amendment to By Laws 
 

a. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date:  February 21, 2014 
 

Article VII. Amendment to By Laws 

These by-laws may be amended and new by-laws adopted by approval of the Board 

of Directors and the membership with a majority vote.  Notice must be given that the 

purpose of the meeting is to amend the by-laws. 
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 The Sweet Home Gleaners, Inc. POLICY 1 
 

Policy 1: Members 
a.  

a. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date: __________ 
 

1.1. Classification of Households: 
1.1.1. Gleaner: A household, which has at least one member who is physically able to glean 

in the field. The household has to be within the financial guidelines issued by the 
Federal Government and adjusted by the State of Oregon to receive gleaned food. A 
gleaner household must glean. See policy 3. 

1.1.2. Adoptee: A household where no member can participate in field gleans on a regular 
basis because of a disability or other circumstances. Adoptees are encouraged to help 
in whatever way they are able to within their limitations. 

1.1.3. Volunteer: A household, which has one or more members who, offers service freely 
and does not accept distributed items. Volunteers are not required to meet financial 
guidelines governing Gleaners and Adoptees. 

1.2. In Accordance with Linn-Benton Food Share (LBFS) guidelines:   
1.2.1. No household can be a member of two gleaning organizations. 
1.2.2. Each household must fill out a separate application for membership; all members of 

that household become members of SHGI. Multiple family households are 
considered one household if the families share meals. 

1.3. Results of Violation: 
1.3.1. Violation of SHGI policies or by-laws, LBFS or Oregon Food Bank (OFB), policies 

or by-laws or State or Federal guidelines for non-profit gleaning organizations 
may result in a member being asked to leave the premises, suspension and/or 
termination of membership. 

1.3.2. Theft of SHGI property will result in Permanent expulsion from SHGI and 
permanent barring from SHGI premises may be enacted in addition to the 
possibility of legal action. 

1.3.3. Temporary suspensions will be immediate and the offending member asked to leave 
the premises immediately.  The Board of Directors will determine duration of the 
suspension at their next meeting to be scheduled within seven (7) days from the 
temporary suspension. All persons involved are entitled to present their own account 
in writing or orally. Certified mail delivery of written notice to involved parties as to the 
date, time and location of the meeting. 
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  The Sweet Home Gleaners, Inc. POLICY 2 

Policy 2: Minimum Service 
b.  

b. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014  
Revision Date: __________ 
 

2.1. A minimum of eight (8) hours volunteer time each month is required from Gleaner 
households, in order to receive distributions. If a gleaner household has completed eight 
hours of service in a month they will be given distribution for the next month.  If eight hours 
has not been completed then food privileges will be suspended until eight hours are 
completed. 

2.2. Board members need to serve sixteen (16) hours in the thrift shop per month.  (This does 
not include hours delivering food or adoptee families). 

2.3. Food must be picked up on a regular basis (special distributions excluded).  If food is not 
picked up for one month membership will be terminated.  If the household is working (putting 
hours in the books) just not coming in to pick up their food they will be changed to a Volunteer 
household.  Exceptions will be considered for households which provide notice to the office at 
least one day before a regular distribution that they will not be picking up their food for a 
specified period of time.  This is called placing your household on hold at your own request.  
If your household remains on hold at your own request for a period of two months your 
membership will be terminated. 

Note: This policy prevents us from taking more food from Linn Benton Food Share than we need, 
leaving us with excess food after distribution is complete that can go to waste before the 
next distribution. 

2.4. Each household needs to contribute in some way to the group. This can be by gleaning (for the 
group as well as self), doing food pickups for the group, making crafts or baked goods for sale, 
making donations to the group, working in the groups thrift shop, working during other fund 
raisers, etc.  

Note: This policy helps ensure our group stays a gleaning group and does not evolve into a food 
box agency. 
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  The Sweet Home Gleaners, Inc. POLICY 3 

 

Policy 3: Gleaning Food and Wood 
 

   Board Approval Date: January 10, 2015 
Member Approval Date: January 20, 2015 
Revision Date:  January 10, 2015 
 
 

d. Oregon Food Bank (OFB), Linn-Benton Food Share (LBFS) and host group 
guidelines will be strictly followed and enforced by SHGI. 

e. A person who gleans agrees to follow the directions of the field gleaning team 
leader assigned  
to be in charge of that glean and the rules, instructions or orders of the 
farmer/owner or host group leader. A person who violates this rule will be required 
to leave the field and is subject to termination of membership and forfeiture of that 
days glean. 

f. A person who gleans may keep up to 50% of what they glean that day; the 
remaining 50% will be given to SHGI for distribution. Priority will be given to 
adoptees that did not glean that crop. 

g. Children under the age of 18 need to be accompanied by a responsible adult.  
No children under the age of twelve (12) can go to a field glean due to 
insurance coverage unless otherwise noted by the farmer/owner of the crop.  

h. Community Service Workers may glean.  If they are also members of The Sweet 
Home Gleaners, Inc., they can choose to either donate 100% of what they glean 
and count the time as community service, or they can keep up to 50% and not 
count any gleaning time as community service hours. Any non-member 
Community Service Worker who gleans may not keep what they glean. 

i.  Each Gleaner household is requested to attend at least one field glean per year.  
The gleaning coordinator will be assigned gleans as they come to the office and 
will be responsible for contacting gleaning households and making sure they 
get to the designated gleaning location as well as the return of the gleaned 
products to SHGI facility.  Hours gleaning count toward the minimum eight 
hours for the month.  If a gleaner household has had the opportunity to attend 
and does not attend at least one glean during the membership year, they can 
be suspended from the organization for one year. 
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  The Sweet Home Gleaners, Inc. POLICY 4 
 

Policy 4: SHGI Property 
 

   Board Approval Date: January 21, 2019 
Member Approval Date: January 21, 2019 
Revision Date:  January 21, 2019 

 
 

4.1. SHGI property shall include, but is not limited to the real estate, buildings, vehicles 
owned/leased/rented by SHGI, and any other item bought/rented/leased/donated for use by 
SHGI members.  

4.2. Sale of SHGI property shall be done by one of the following methods: 
4.2.1. Real property can be sold only by agreement of ¾ of the whole membership voting 

through serialized ballots at a meeting called for that purpose. 
4.2.2. Vehicles can be bought or sold only by agreement of the Board of Directors. 
4.2.3. Donated items can be sold (unless the donor states otherwise) at the discretion of the 

coordinator or board member present. 
4.2.4. Other items can be sold at the discretion of the coordinator with approval by the Board 

of Directors. 
 

 
 

  The Sweet Home Gleaners, Inc. POLICY 5 
 

Policy 5: Distribution 
a.  

c. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date: __________ 
 

5.1. SHGI may donate food to any non-profit organization that is a member of Linn Benton 
Food Share (LBFS) or has been approved by LBFS, that provides food to needy people, 
with the understanding that donated food cannot be sold in any form.  Distributed items 
are not to be used for fundraisers. 

5.2. No food products or non-saleable items distributed by SHGI will be TRADED, SOLD, 
BARTERED or GIVEN to any non-member.  Any unwanted items may be distributed to 
another member or returned to SHGI. 

5.3. Any merchandise donated through Linn-Benton Food Share (LBFS) to SHGI under 
agreement not to be sold, cannot be sold in the SHGI thrift shop or by members in any 
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form of sale. 
5.3.1.  Merchandise through Linn Benton Food Share can be held until there is enough for 

a normal distribution, entered in drawings at membership meetings,or held for 
membership potlucks. 

5.4. No food or merchandise items are to leave SHGI premises without prior knowledge of 
the coordinator or his/her designated representative. 

5.5. No one shall take or accept unauthorized food or merchandise.  Authorization must come 
from the Coordinator or his/her designated representative. 

5.6. No children will be allowed in the area of the refrigerator or freezer except to pass 
through to and from the back yard.  

5.7. Members cannot store their distribution food in the refrigerator and/or freezer during 
distribution hours unless prior consent is given by the coordinator or his/her 
representative. 

5.8. No orders will be filled until the person is here to pick up the food.  (Exceptions are to be 
approved by the office and will need to be picked up on the day and time arranged.) 

5.9. Food Delivery Drivers Responsibilities; 
5.9.1. Deliverers must distribute food immediately after pickup. 
5.9.2. Deliverers must not leave food to spoil or go to waste.  Arrangements must be 

made for placing distributions in a secure place if recipient is not home at delivery 
time or the food needs to be stored by the deliverer or returned to SHGI. 

5.9.3. Deliverers are responsible to check to ensure that our elderly members are not 
being abused.  It is an important function of our type of group. 

5.9.4. Deliverers are responsible for informing the coordinator of any changes in status of 
who they are delivering to. 

5.10. The Coordinator and/or designated representative must: 
5.10.1. Ensure products are distributed in a fair and equitable manner taking into 

consideration the size and special needs of recipient families. 
5.10.2. Maintain a rotation system for equitable distribution of high demand or specialty 

foods to all members. 
5.10.3. The Coordinator must approve final distribution products and quantities. 
5.10.4. The requirements of special needs households should be taken into account when 

distributing non-food items. 
5.10.5. Ensure Adoptees are given priority on any items. 
5.10.6. The distribution process will be prominently posted. 

Note 1: The Food Deliverer has the right to refuse to deliver food to anyone with coordinator 
approval. 

Note 2: This policy is to help prevent over ordering food by ensuring that each household 
signed up receives the food that we distribute. 
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5.11. Control and distribution of non-food items 

5.11.1. Upon receipt, non-food items will be placed on the non- food shelves in the 
distribution room and inventoried by at least two responsible individuals. 

5.11.2. The distribution room will be locked at all times unless two individuals are present to 
control the inventory (security cameras may count as one person). 

5.11.3. Distribution of non-food items will be at the direction of the Coordinator.  Priority will be 
given to Adoptee members for all non-food items. 

5.11.4. At least two responsible individuals (security cameras may count as one person) will be 
present when the items are removed from the distribution room.  Items will be signed 
out of the room and a running inventory will be kept. 

5.12.  Distribution Process 
5.12.1. Distribution will be a minimum of one day a week. 
5.12.2. See Procedures Manual for distribution procedures. 

5.13. Skimming 
5.13.1. Skimming is defined as putting aside any distribution item for you or another member 

who is not present to receive that item at that time.  Showing favoritism to any member 
is also a form of skimming.   

Note: Some items are only made available for selection by the membership as they receive their 
orders.  You cannot put aside or take part of your order because you feel that you might not 
receive something if others are allowed to make their choice first. 

5.14. Emergency Food Boxes 
5.14.1. Emergency food boxes cannot be given out to anyone. It is important to remember that 

we are not an Emergency Food organization. Linn Benton Food Share does not provide 
food to us for emergency food services. 
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  The Sweet Home Gleaners, Inc. POLICY 6 

 

Policy 6: Board of Directors 
b.  

Board Approval Date: January 10, 2015 
Member Approval Date: January 20, 2015 
Revision Date:  January 10, 2015 
 

6.1. Retiring Board of Directors members will surrender records and all other property 
of the organization in their possession or under their control within seven (7) days 
of their ceasing to be a Board member. 

6.2.  All board members in good standing will receive upon request a digital copy of 
the prior year’s records excluding membership files for the years they served by 
June to include 990’s. Linn Benton Food Share will receive a digital copy of all 
files of the prior year. 

6.3. Board members need to serve sixteen (16) hours in the thrift shop per month, in 
addition to the time spent attending meetings and performing board duties.  (This 
does not include hours delivering food or adoptees). 

6.4. A Board seat will be deemed vacant when three (3) consecutive regularly 
scheduled meetings are missed without prior notification or when a written 
resignation is submitted to a quorum of the Board. 

6.5. Nominations for upcoming the Board vacancies: 
6.5.1. Nominations for Coordinator or Board members will be posted starting 

October 1st through the meeting prior to voting. No nominations will be 
accepted after the meeting prior to voting. 

6.5.2. Any nominee may have the opportunity to decline nomination for the 
seat(s) to which he/she has been nominated before the election starts. 

6.5.3. Any member making a nomination for an absentee person for any seat 
must have the written or verbal consent of the member being nominated. 
6.5.4. Any bondable member may be nominated. There will not be any flyers etc, 
allowed to be handed out at the election - This can be done prior to the day of the 
election. Each nominee will be allowed to have 3 minutes to address the 
membership about why they are running on the day of the election. Then the 
membership will have five minutes to question the candidate. 

6.6. When in conflict, Chapter 65 of the current Oregon revised Statute guidelines 
supersedes the Bylaws, policies, and rules. 
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  The Sweet Home Gleaners, Inc. POLICY 7 

 

Policy 7: Funds 
c.  

Board Approval Date: January 10, 2015 
Member Approval Date: January 20, 2015 
Revision Date:  January 10, 2015 
 

7.1. Donations (dues) are not mandatory for membership. 
7.2. Fundraisers: 

7.2.1. Income from the Thrift Shop, Bake Sales, Bazaars, and other fundraisers will be used to 
meet monthly expenses, building repairs and maintenance, cost for procurement of food and 
transportation, or designated projects. 

7.3. Check Signing: 
7.3.1. The Treasurer, Coordinator, Assistant Coordinator, Secretary, and one (1) bondable shop worker 

will be empowered to sign signature cards at the bank. 
7.3.2. Of these (5) people, two (2) signatures are required on each check issued from any SHGI 

account. 
7.3.3. The person receiving a check cannot be one of the persons signing the check. 
7.3.4. If it happens that two members' of the same family are check signers they cannot sign the same 

check or sign a check that was made out by or to a family member. 
7.4. Financial Committee and Coordinator Spending Limits 

7.4.1. Financial Committee see Policy 12.3 
7.4.2. The Coordinator upon informing another Board of Directors’ member is limited to spending the 

following: 
7.4.2.1. A petty cash fund of $400 per month. To include mileage reimbursement 
7.4.2.2. General repairs to the building at 3031 Main St., Sweet Home, OR, and routine repairs to 

vehicles of $500 per event. 
7.4.2.3. Emergency repairs to the 40' refrigerator, 10' x 10' freezer and last running truck used for 

pick-up of food donations of $1000. 
7.4.2.4. The Financial Committee or the Board of Directors must approve repairs 

exceeding the above amounts/conditions. 
7.5.  Fuel Reimbursement 

7.5.1. Members can be reimbursed for fuel expended in using their own vehicles/equipment for the 
following purposes: 
7.5.1.1. Picking up items as directed for SHGI. 
7.5.1.2. Attending coordinator’s meeting (one vehicle). 
7.5.1.3. Attending meetings, trainings, and other activities as authorized by SHGI. 
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7.5.1.4. Transporting individuals other than other household members to the Tangent warehouse 

for repacks. 
7.5.1.5. Transporting individuals other than other household members to authorized meetings. 
7.5.1.6. Transporting individuals other than other household members to gleans. 
7.5.1.7. SHGI will provide gas or fuel for equipment used for SHGI (will be available on the SHGI 

premises). 
7.5.2. An individual requesting fuel reimbursement must: 

7.5.2.1. Fill out the mileage log.  
7.5.2.1.1. Linn Benton Food Share Mileage Log 

7.5.2.1.1.1. To be used only for vehicles transporting food from Linn Benton Food Share 
and store pick-ups for food. 

7.5.2.1.2. SHGI Mileage Log 
7.5.2.1.2.1. To be used for purposes listed in policy 7.5.1 

7.5.3. The Coordinator and Treasurer shall: 
7.5.3.1. Validate and authorize gas vouchers 
7.5.3.2. Initial or sign the form upon authorization. 
7.5.3.3. Pay out fuel reimbursement with gas vouchers.. 
7.5.3.4. File the form in the shop files or scan into computer and back up on disk. 
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  The Sweet Home Gleaners, Inc. POLICY 8 

d.  

Policy 8: Changes to the Organization 
 

d. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date: __________ 
 

8.1. Any major changes to the organization must be submitted to the general membership, after written 
notification, for a vote at the next meeting. Major changes are defined as the following: 

8.1.1. Dissolution of the organization 
8.1.2. Sale of real property 
8.1.3. Amendment/changes to the By-laws 
8.1.4. Amendment/changes to the Articles of Incorporation 
8.1.5. Relocation of operation of the organization 
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  The Sweet Home Gleaners, Inc. POLICY 9 

 

Policy 9: Thrift Shop Operation 
 

e. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date: __________ 
 

9.1. The Coordinator shall perform or cause to be performed the following: 
9.1.1. A monthly shop meeting.    
9.1.2. Manage Thrift Shop day-to-day activities. 
9.1.3. Supervise community service, injured worker, green thumb, and CSC personnel. 

9.2. No child under the age of fifteen may work in the Thrift Shop unless accompanied by a 
parent, guardian or responsible adult. 

9.3. Merchandise for sale. 
9.3.1. No one may mark merchandise for themselves or family members. 
9.3.2. No one shall unfairly mark or cause to be marked any items. 
9.3.3. Donated items must be brought into the shop for marking if they are items normally 

sold in the store.  
9.3.4. Workers wanting to purchase items must check out through the register and must 

have another worker (non-relative) check them out.  
9.4. Thrift Store Procedures will be outlined in the procedures section of The Sweet Home Gleaners, Inc. 

manual. 
9.5. Skimming 

9.5.1. Skimming is defined as putting donations aside for personal purchase or for someone else to 
purchase. Once the donations are placed out on the sales floor, it becomes merchandise.  This 
does not mean a worker can go directly behind another worker and take the merchandise off 
the sales floor and purchase the item. 

9.5.2. Taking items ear marked for donation to other organizations or in the recycle/trash for personal 
use is considered skimming. 
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  The Sweet Home Gleaners, Inc. POLICY 10 

 

Policy 10: Grievance   
 

f. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date: __________ 
 

10.1. Statement of Principle: .Grievances will be resolved with the best interest of the organization and 
its mission in mind. 

10.2. Conflict resolution: 
10.2.1. An aggrieved member shall have up to seven (7) days from the date of occurrence of the 

circumstance(s) giving rise to a potential conflict/grievance or from the member's first 
knowledge of the occurrence, to informally discuss the problem or issue with the other party or 
parties or the coordinator and to resolve the issue if possible. 

10.2.2. If no resolution is reached, the aggrieved member shall then have up to fifteen (15) days from 
the date of occurrence of the circumstance(s) giving rise to the potential conflict or grievance, 
or from the member's first knowledge of the occurrence, within which to file a written 
statement of grievance with the Board Secretary and with the other party or parties involved. 

10.2.3. All written grievances must submitted on the grievance form (available from the office). 
10.2.3.1. Grievances that are not complete will be returned to the member filing the 

grievance for completion. The member will have five (5) additional days to return 
the completed grievance. 

10.2.4. The other party or parties will be requested to respond within five (5) working days by filing 
the appropriate form. 

10.2.5. Forms are available from the office. 
10.2.6. Within five working days the Board of Directors will review the grievance and appoint to 

board members to assemble a chairperson and minute a grievance committee to meet 
within seven days. (see policy 12) 
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  The Sweet Home Gleaners, Inc. POLICY 11 

 

Policy 11: Dumpster Diving 
e.  

g. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date: __________ 
 

11.1. Dumpster diving is defined as taking objects out of the dumpster. 
11.2. No items are to be removed from the dumpster after being thrown away. (Dumpsters and 

recycling bins are the property of Sweet Home Sanitation and retrieving items constitutes theft 
with potential charges being filed). 

11.3. Anyone known to place any items in the dumpster with the intent of coming back later to 
retrieve them will be treated as if they had stolen the item from the store. 
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  The Sweet Home Gleaners, Inc. POLICY 12 

 

Policy 12: Committees 
f.  

h. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date: __________ 
 

12.1. Grievance Committee 
12.1.1. The Grievance committee is composed of two (2) Board of Directors members 

appointed by the Board of Directors and at least ten (10) members from the general 
body. Members shall be selected based on impartiality and shall have no conflict of 
interest in the matter before the committee.  

12.1.2. The Board members act as presiding member and scribe. It is preferred that the 
meeting of the grievance committee be taped for accuracy. 

12.1.3. The general members act as the jury. 
12.1.4. Meeting of the Committee: 

12.1.4.1. The committee will meet on the date the Board of Directors sets to hear the 
grievance. As the meeting starts, either party can eliminate some of the 
committee members, except for the Board members, as long as at least three (3) 
general body members remain. All parties involved will clear their schedules as 
much as possible to be at the hearing. In interest of fairness and promptness, if 
any party cannot meet at that time then their written statement shall be their 
witness along with any other witnesses they wish to be there. 

12.1.5. Hearing Procedure: (will be moved to Procedures Manual) 
12.1.5.1. The committee shall review the written documents. 
12.1.5.2. Each party will be asked if they have any changes to their statement(s) and if 

they wish to come to an agreement before the hearing continues. If they do, 
the agreement they have decided is written up. All written and taped 
materials are provided to the board for filing and the matter is closed. If not, 
the hearing proceeds. 

12.1.5.3. The committee members may ask as many questions as necessary of 
either party or their witnesses to help them clarify the grievance. 

12.1.5.4. The presiding member asks if the committee members have clarified the 
grievance enough to make a decision. If so, the parties are dismissed 
while the committee comes to a decision on the resolution. 

12.1.5.5. Once the resolution has been decided, the parties are asked back in for 
reading of the resolution.  
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12.1.6. Possible Resolutions 
12.1.6.1. No Action, Reprimand, Suspension, and Dismissal are all possible actions. 

Other resolutions may come out of a committee. All are eligible for appeal by 
either party to the full Board of Directors.  

12.1.6.2. If the resolution is to dismiss a Board member, the Board member is given the 
option to resign effective immediately or to appeal to the body of the 
members. If the choice is to appeal, the committee reports immediately to the 
Coordinator, Assistant Coordinator, or Secretary who calls a special meeting 
in accordance with the bylaws. 

12.1.6.3. At the special meeting, all materials are presented to the body. All parties 
involved are given the opportunity to speak to the members. The members 
then make the decision to recall the board member or dismiss the committees 
resolution. Quorum and vote shall be in accordance with the bylaws. 

12.1.7. All materials are submitted to the board for filing. 
12.2. Bylaws Committee 

12.2.1. The Bylaws committee will be appointed and commissioned by the Board of 
Directors at the regularly scheduled October meeting. The committee is 
composed of any interested party. 

12.2.2. The committee shall review the current bylaws, State regulations, and Federal 
regulations then recommend revisions to the Board of Directors at the December 
meeting. The Board of Directors reviews the revisions presented and determines which 
if any will be incorporated and presented to the general membership at the designated 
annual meeting for their approval. Approved bylaws will be sent to the Department of 
Justice. 

12.3. Financial Committee 
12.3.1. The Board shall establish a Financial Committee made up of three members of the board 

with two alternates. The Treasurer will be available to provide information and answer 
questions concerning availability of funds. 

12.3.2. The Financial Committee shall: 
12.3.2.1. Meet monthly to review the finances and budget of the organization. 
12.3.2.2. Meet as necessary to review and approve/disapprove major spending 

proposals. 
12.3.2.3. Meet quarterly to audit the books as directed by the manual Self-Help 

Accounting A Guide for the Volunteer Treasurer 
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12.4. Membership Review Committee 
12.4.1. The Board shall establish a Membership Review Committee made up of a minimum of 

three members and a maximum of seven members with at least two board members and 
one general member to: 

 
12.4.1.1. Perform application briefing, review new applications, assigning status when 

application is turned in. 
12.4.1.2. Monthly review the hours performed by Gleaner households to ensure they are 

meeting participation requirements. If hours are not being met, contact 
households to find out why hours are incomplete. 

12.4.1.3. Notify the Coordinator as to changes in household status. Notify households of 
changes to status to include Changes due to adding or subtracting members. 
Warnings for not having enough time. Suspensions for failing to meet the 
policies or by-laws. Terminations (to be signed by at least five (5) members of 
the Board.) 

12.4.1.4. As time provides, review current/renewal membership applications for 
household status. 

12.4.1.5. Quarterly, review households with temporary adoptee status for currency (i.e. 
Change to Adoptee status for remainder of application year, remain in 
temporary status pending review, remove from adoptee status). 

12.4.2. Report to the Board monthly. 
12.5. Acquisitions Committee 

12.5.1. The Board shall establish an Acquisitions Committee consisting of a minimum of three 
and a maximum of five members. One member must be a Board member. 

12.5.2. The Acquisitions Committee will meet regularly to: 
12.5.2.1. Check with the Coordinator on the condition of the organizations vehicles and 

equipment. 
12.5.2.2. Locate newer vehicles/equipment to be acquired through donation or for the 

Board to review for purchase. 
12.5.2.3. Manage major repairs and regular servicing of the vehicles and equipment. 
12.5.2.4. Sell older vehicles and equipment after replacement 

12.5.3. Report to the Board at the Board and General Membership meeting or as requested by 
the Board. 
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  The Sweet Home Gleaners, Inc. POLICY 13 

 

Policy 13: Job Descriptions 
g.  

i. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date: __________ 

 

13.1. There shall be job descriptions for all department heads at SHGI describing what they are 
responsible for accomplishing in their department. 

13.2. Basic job descriptions will be available for all jobs at SHGI. Some jobs will have more 
detailed descriptions than others. 

 

 

  The Sweet Home Gleaners, Inc. POLICY 14 

 

Policy 14: Alcohol, Drugs, Tobacco, and Firearms 
 

Board Approval Date: January 10, 2015 
Member Approval Date: January 20, 2015 
Revision Date:  January 10, 2015 
 

14.1. No alcohol/marijuana and illegal drugs permitted on SHGI property or at any SHGI 
activities. 

14.2. Tobacco: Smoking of tobacco or is permitted in designated smoking areas.  
14.3. Weapons, Firearms, and Other Dangerous Materials: The possession or use of firearms, 

firecrackers, explosives, toxic or dangerous chemicals, or other lethal weapons, equipment, 
or material while participating in SHGI activities is strictly prohibited. 
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  The Sweet Home Gleaners, Inc. POLICY 15 

 

Policy 15: Unacceptable Behavior 
 

Board Approval Date: January 10, 2015 
Member Approval Date: January 20, 2015 
Revision Date:  January 10, 2015 
 

15.1. A number of behaviors are regarded as incompatible with SHGI goals, values, and program 
standards and therefore are considered unacceptable and prohibited while participants are 
engaging in SHGI activities: 

 
15.1.1. Unwelcome physical contact, such as inappropriate touching, patting, pinching, 

punching, and physical assault 
15.1.2. Unwelcome physical, verbal, visual, or behavioral mannerisms or conduct that 

denigrates, shows hostility, or aversion toward any individual  
15.1.3. Demeaning or exploitive behavior of either a sexual or nonsexual nature, including 

threats of such behavior 
15.1.4. Display of demeaning, suggestive, or pornographic material 
15.1.5. Known sexual abuse or neglect of a child 
15.1.6. Denigration, public or private, of any person  
15.1.7. Denigration, public or private, of political or religious institutions or their leaders  
15.1.8. Intentional violation of any local, state, or federal law 
15.1.9. Drinking while driving under the influence of alcohol/illegal drugs 
15.1.10. Possession of illegal (state and/or federal) substances 
15.1.11. Spitting is not permitted on SHGI premises. 

 
Any unacceptable behavior, as specified but not limited to the above, will result in a warning 
and/or disciplinary action including suspension or termination from membership or services. 
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  The Sweet Home Gleaners, Inc. POLICY 16 

 

Policy 16: Outside Contracts for Volunteer Services 
h.  

Board Approval Date: January 10, 2015 
Member Approval Date: January 20, 2015 
Revision Date:  January 10, 2015 
 

16.1. Volunteers and workers coming from outside sources (for example: LBSS JOBS, 
Experience works, Community service, etc.) must follow all SHGI policies and procedures. 
This is in addition to any requirements issued by the organization that sent the worker to 
SHGI. 

16.2. These individuals are allowed to become members of the SHGI. 
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  The Sweet Home Gleaners, Inc. POLICY 17 

 

Policy 17: Elections 
i.  

j. Board Approval Date: February 21, 2014 
Member Approval Date: February 21, 2014 
Revision Date: __________ 
 

17.1. The elections shall be held after the regularly scheduled first meeting of the year. Notices will be 
posted on the Membership bulletin Board in November and December. 

17.2. To make sure that the election is run fair and in a manner all can agree with, an 
outside neutral party will be brought in to run the election. 

17.3. Nominations for Coordinator or Board members will only be accepted at the Board 
and General Membership meetings in October, November and December. No 
nominations will be accepted after the December meeting. 

17.4. A person may either run for the office of Coordinator or for the Board but not both. 
17.5. Only members in good standing on or before December 31st will be eligible to vote. 
17.6. The full voting instructions will be printed at the top of the ballot.  
17.7. A list of eligible voters and the ballots-will be prepared not later than one week prior to the election. 
17.8. The election shall be held after the first scheduled meeting of the year of the Board and 

General Membership. 
17.8.1. After opening the meeting and introducing those in charge of running the 

election, the Coordinator will then take his/her place with the rest of the 
nominees or the membership as appropriate. 

17.8.2. The person chosen by the neutral party to conduct the meeting will go through 
the list of nominees one by one, allowing each to have 3 minutes to address the 
membership about why they are running. Then the membership will have five 
minutes to question the candidate. This will be a timed session and the 
nominee will be held to that eight minutes. 

17.8.3. There will not be any flyers etc, allowed to be handed out at the election - 
This can be done prior to the day of the election. 

17.8.4. After the nominees have spoken and been allowed to answer questions, the 
instructions for voting will be given orally to those voting. 

17.8.5. Ballots will be given to each voting member. Their name will be checked 
off the list of eligible voters and the ballot signed for, then they may cast 
their vote. 
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17.8.6.  After marking their ballot, members will bring it to the ballot box which will 
be supervised by the neutral party. The ballot box will remain locked 
throughout the voting process. The key will be in the hands of the person 
who is conducting the election. 

17.8.7.  The time allowed for the voting after the ballots are passed out will be 30 minutes. 
17.8.8. After the ballots are cast and the 30 minutes are up, the slot that the 

ballots are dropped into will be closed and locked. No other ballots may be 
placed into the box. 

17.9. The neutral party conducting the election will then take the locked box to an 
area that they have designated and count the ballots. At no time will any 
member of the gleaners be allowed near the box or counting area. 

17.10. It is suggested that a place large enough to hold the election and have lunch 
while awaiting the election results be used. 

17.11. The results will be announced to those present at the lunch 
17.12. A certified copy of the ballot count and the ballots will be placed in a sealed 

envelope and kept in the safety deposit box for one year or until the next 
election. 

17.13. A copy of this policy will be posted on the Sweet Home Gleaners premises where anyone 
can view it. 

 

 

 

  The Sweet Home Gleaners, Inc. POLICY 18 

 

Policy 18: Emergency Evacuation Plan 

 
k. Board Approval Date: February 21, 2014 

Member Approval Date: February 21, 2014 
Revision Date: __________ 
 

18.1. When evacuating the building due to fire, natural disaster, or other reasons, all persons signed in 
to work will meet at the flagpole at the memorial, so that all people call be accounted for and be out 
of the way of emergency vehicles and personnel. 

18.2. See procedures for more details. 
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  The Sweet Home Gleaners, Inc. POLICY 18 

 

Policy 19: Animals 

 
l. Board Approval Date: January 21, 2019 

Member Approval Date: January 21, 2014 
Revision Date: __________ 
 

19.1. Any Dog entering the building must have a current Linn County Dog Liscense (l order to be 
liscensed, the dog must have its rabies vaccine). 

19.2. Non Service animals are not allowed in or around the reefer and freezer, food distribution areas, 
breezeway, play area, conference room, and community room. 

19.3. Owner will have TO PAY FOR DAMAGES AND CLEAN UP after the animal. 
19.3.1. The animal must be in the handler’s control or leashed. 

19.4. Service animals. 
19.4.1. There are only two questions by law we can as: 

     “Is this a service animal?” 
     And “What task does it perform?” 

19.4.2. Service animals include animals in training. 
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  Board Signature for By Laws and Policies 

 

Board Signatures  

 
Revision Date: January 21, 2019 
 
Board Chair:  Sean Dyson   ___________________________________________________  
 
Board Secretary: Dawn Williams _______________________________________________ 
 
Executive Director: Lisa Pye ___________________________________________________ 
 
Assistant Executive Director: Tammy Erickson _____________________________________ 
 
Board Member (CS Supervisor): Gregory Green ____________________________________ 
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SECTION 5. PROGRAM PROCEDURES  
 

  The Sweet Home Gleaners, Inc. Distribution Procedures 
A. Food Distribution Day Process Procedures 

1) As per Food Handling regulations.  All beverages must be in a closed container and not in an 
open cup. (There will be no exceptions made for this regulation) 

2) There needs to be a minimum of 7 volunteers (Cashier, Office, Distribution Room, Food Weights, 
Reefer, Kitchen, and Freezer) on distribution days or distribution will be postponed until enough 
volunteers are present and working. 

3) No Food from the distribution room, freezers, nor reefer is to be eaten by anyone:  
a) Unless approved through the Executive Director/Coordinator or Assistant Executive 

Director/Coordinator.  
b) Unless it has been given to a member on distribution day weighed with the member's food 

weights and donated to the kitchen if the member wishes to donate food to the kitchen. 
4) The items given out for distribution will be on a distribution list by the  Executive Director/Coordinator 

or Assistant  Executive Director/Coordinator. 
5) The distribution staff needs to follow the direction of the distribution manager who has been given 

directions and help from the Executive Director/Coordinator or Assistant Executive 
Director/Coordinator on what will be distributed on distribution day. 

6) Any concerns or questions need to be brought to the attention of both the Executive 
Director/Coordinator and Assistant Executive Director/Coordinator. 

B. Food Distribution Set Up 
1) Begins at 10:30 am. 
2) Distribution section floors need to be swept and mopped. 
3) Tables wiped down with bleach water solution (1 teaspoon of bleach per gallon).  
4) Freezer are organized by chart. 
5) Produce is to be set up in designated area of reefer to be given out (bread racks and crates work 

well for this) 
6) Produce that can be placed in tubs with cut stem down in an inch or two inches of water.  (The small 

blue tubs will work great for this.) 
7) The distribution list will be printed at this time by the Executive Director/Coordinator, Assistant 

Executive Director/Coordinator, or someone designated. 
C. Food Distribution 

1) If the members arrive early, give them options to help with setting up for distribution or helping in the 
store.  Members arriving early must check in and have their name highlighted on the distribution list. 

2) Announce over the intercom system that numbers are being drawn. 
3) Distribution staff member will start calling numbers over the intercom at 1:30 pm if the minimum of 

7 volunteers are present and working. If we do not have the minimum of 7 volunteers , then 
distribution will be delayed until we have enough volunteers. 

4) Member needs to retrieve their card from the distribution name card box.   
a) If name is not in name card box, check distribution list.  
b) If not on the distribution list, the member needs to be verified in the membership database. 
c) Once verified and approved, a sticky note with the member’s name on it will be given to the 

member. 
5) Member will walk through the breezeway, reefer, and freezer with a staff member and choose 
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whether or not to take an item that is available for distribution during distribution hours. 
6) When finished outside, the member will move to the distribution room and choose the items available 

for distribution with a staff member.   
7) It is up to the member to provide bags or make the decision to use bags we have that may not be 

sanitary because we do not know what was in them before they were donated to The Sweet Home 
Gleaners, Inc. 

8) Final step, is weighing and signing the distribution sheet.   
a) Next the member will go to have his or her distribution items weighed. 
b) The volunteer member in charge of weighing will find the members name on the weight 

distribution list, write weight on the signature sheet, have the member picking up sign in the 
space allotted, and the volunteer member who weighed the member's distribution items will 
initial.  (Scrap paper and a calculator will be provided for the distribution volunteer member to 
total the weights on), 

c) If not listed on the printed distribution list, do not write name on the bottom of the preprinted list. 
There is a blank list printed to add the name to. (Do not write names on a blank sheet of paper 
nor the bottom of the printed distribution list). 

9) Prior to the next distribution, the reefer, freezer, and distribution room white board need to have the 
dry erase writing cleaned off of them.  The doors and handles need to be cleaned as well. 

D. Meals on Wheels 
1) Meals on Wheels list is to be filled on distribution days before the close of distribution by either staff 

or Members picking up (perishable items are not included in Meals on Wheels box). 
2) The best way is to assign the first families picking up (who do not have adoptees they deliver 

to) a Meals on Wheels household to fill. 
3) Bags or boxes need to have Members’ names on them. 

E. Delivery Drivers Distribution Volunteer Process 
1) Drivers who do deliveries to adoptee families will have a distribution volunteer member help them fill 

one family’s set of bags while the driver fills the second family’s set of bags. 
2) Each family’s food will be put in its own bags or boxes as to keep everything separate and a staff 

member will help the member out to his or her vehicle when requested when there is sufficient over 
7 volunteers. 

3) If the driver has more than two families to deliver to, the process will repeat until all the driver’s 
families have their food. 

F. Day Before Distribution Set up 
1) After Repack. 
2) Sweep and mop floors. 
3) Wipe down tables with bleach solution (1 teaspoon of bleach per gallon). 
4) Make sure freezer is organized for next distributed. 
5) Make sure distribution room is organized and shelves stocked. 
6) Executive Director/Coordinator, Assistant Executive Director/Coordinator, and Distribution 

Manager Duties  
a) The Executive Director/Coordinator, Assistant Executive Director/Coordinator, and 

Distribution Manager will plan out the distribution for Tuesday and Thursday before the start of 
distribution.  The Distribution Manager will write on the white board in the distribution area for 
what The Sweet Home Gleaners, Inc. is distributing out for distribution on Tuesday and 
Thursday before distribution.  The Distribution Manager will enter the distribution information in 
Excel and verify the items allocated to be distributed with the Coordinator/Executive Director 
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and Assistant Coordinator/ Executive Director.  Then print 5 copies 1 for the coordinators 
records  

b) The Distribution Manager under the direction Executive Director/Coordinator and Assistant 
Executive Director/Coordinator will make sure distribution room is set up on by Mondays 
and Wednesdays.  Delegating the stocking of shelves to members and volunteers helps 
with this. 

c) Delegate logging of the freezers and coolers temperatures.  
G. Repacking items from Warehouse 

1) Wednesday starting at 10:00 am 
2) Gloves and hairnets must be worn during repack. 
3) Drinks need to be in a sealed container or cup with a lid and not on any surface used to for 

repacking food. 
4) Tables need to be washed and wiped down with a bleach solution (1 teaspoon of bleach per 

gallon) prior to repacking and when changing to a different item. 
5) Proper hand washing procedures need to be followed before putting on gloves. 
6) Take gloves, hair nets, aprons, and anything worn for the purpose of repack and leave in the 

repack area before heading to the rest room or anywhere else in the building.  
7) There will be a list of what needs to be broke down for repack. 
8) When we receive fish, the fish does not enter the building and is distributed out from the tote in 

the parking lot. 
H. Distribution Room 

1) As per fire code, there is an 24-inch rule nothing on top shelves can be less than 24 inches from 
the ceiling. 

2) For pest control, food items in the distribution room need to be a minimum of 2 inches from the walls.  
As explained by our exterminator, cockroaches like to have three sides of their bodies touching 
something.  By pulling the food away from the walls, they are less likely to stay around. 

3) Neither paper bags nor cardboard boxes are to be kept in the distribution room as they are nesting 
areas for roaches. 

4) No paper or contact paper is to be used in the distribution room because roaches like to nest under 
those as well, 

5) Emergency blankets are a material that rodents love to nest in, so they need to be placed in a 
location easy to inspect and sealed in plastic bags. 

6) The fan in the distribution room is to be left on at all times. 
7) Items that are not for the purpose of gleaning or distribution of food are not to be stored in the 

distribution room. 
8) Bread and Desserts from local stores we pick up from, need to be stored on a middle self. Bugs and 

rodents are attracted to those items and will find them faster on selves against walls. 
9) Food bagged and broke down need to be in containers with lids and raised off the floor when not 

distributing the food items. 
I. Linn-Benton Food Share and Repack Day 

1) Members going to warehouse meet at The Sweet Home Gleaners, Inc. at 7:45 am on warehouse 
repack Wednesday. 

2) Anyone new going to warehouse needs to get a set of warehouse rules prior to going.  
3) Between 2:30 pm and 4:00 pm the food arrives from warehouse.  We need members that can come 

in and help unload from warehouse. 
4) Vehicles that carry food from the warehouse need to fill out the Linn-Benton Food Share mileage 
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form. We receive $10.00 vouchers for gas to give to those who help with picking up food from Linn-
Benton Food Share, Little Caesars, Bimbo Bread Store, Safeway, and Costco.  The vouchers break 
down to about 10 cents per mile. 

5) If we do not have anyone willing to pick up from warehouse or going to help at warehouse, the result 
would be that we would not have the food to give out on distribution days and we will receive what 
is left over after all the other gleaning groups get their allotment of what was repacked. 
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Distribution Manager Job Description 
Updated June 25,2017 

 
The Gleaning Program of The Sweet Home Gleaners, Inc. helps to empower low-income member 
households in our community in acquiring nutritional food for themselves and others throughout the 
gleaning program to make positive life choices that enable them to maximize their potential. The 
gleaning program uses volunteers and members to commit to helping and providing nutritious food to 
low-income member households in our community for a period of at least one year. By becoming part of 
the social network of members, volunteers, and community members who care about low-income 
households, the Distribution Manager can help low- income food receiving members by helping meet 
the nutritional food needs of the families who are members in good standing. 
 

1. Must be a team player. 

2. Must listen and follow directions from the Coordinator/Executive Director or Assistant 

Coordinator/Executive Director. 

3. Must have computer skills.  

a. Know how to use Microsoft Office, send and receive email, etc. 

4. Must have Civil Rights Training 

a. Use the training to train volunteers prior to distribution. 

5. Must follow Food Handling and Food Safe Guidelines. 

6. Must follow the Distribution Process Procedures and delegates tasks in the Distribution Process 

Procedures. 

7. Must be able to delegate task to volunteers and train distribution volunteers.  
8. Must make sure Meals on Wheels food is filled and weighed out prior to close of distribution or 

prior to leaving for the day on Thursdays.  

a. Delegating this task to members picking up first thing on distribution day is the best way 

to make sure the task is completed. 

9. Makes sure members are called prior to distribution for help on distribution days. 

10. Must delegate and makes sure all incoming food is weighed, written on calendar, and properly 

stocked.  

11. Makes sure freezer is organized and everything is accessible. 

12. Makes sure reefer is organized and everything is accessible. 

13. Makes sure Dry Room Freezer is defrosted weekly. 

14. Makes sure Reefer, Walk-in Freezer, Dry Room Freezer, and Dry Room are locked with the 

appropriate locks. 

15. Makes sure Distribution Freezers and Coolers temperatures are logged prior to the start of 

distribution day. 
 

Time Commitment 

▪ Make a one-year commitment 

▪ Spend a minimum of eight hours per week prepping for distribution and training 

distribution volunteers. 

▪ Communicate with the Coordinator or Assistant Coordinator 
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▪ Attend civil rights training session, food handling training, and other Linn-Benton 

Food Share trainings. 

▪ Attend membership meetings. 

Participation Requirements 

▪ Be at least 18 years old 

▪ Be interested in working with families in need and facing crisis situations 

▪ Be willing to adhere to all program Bi-Laws, policies and procedures 

▪ Be willing to complete the application and screening process 

▪ Be dependable and consistent in meeting the time commitments 

▪ Attend training sessions as prescribed 

▪ Be willing to communicate regularly with the Coordinator or Assistant 

Coordinator, Board of Directors, and volunteers, submit distribution information, 

and take constructive feedback regarding distribution activities 

▪ Have a clean criminal history 

▪ No use of illicit drugs 

▪ No use of alcohol, marijuana, or controlled substances in an inappropriate 

manner 

Desirable Qualities 

▪ Willing listener 

▪ Encouraging and supportive 

▪ Patient and flexible 

▪ Tolerant and respectful of individual differences 

 

Benefits 

▪ Personal fulfillment through contribution to the community and individuals 

▪ Satisfaction in helping someone 

▪ Training sessions and group activities  

 

Application and Screening Process 

▪ Current year application 

▪ Criminal history check: state, child abuse and neglect registry, sexual offender 

registry 

▪ Personal interview with the Board of Directors 

▪ Provide three personal references 

▪ Attend two-hour training 

 
 


