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Safety and Food Pantry Guidelines 
Revised March 2026
Attire 
· Great attitudes and smiles  [image: ] 
· Comfortable not too loose clothing to keep things from getting caught 
· Closed toe shoes / If working in the freezers be sure to have a good tread on shoe
· Appropriate fitting gloves are recommended in the freezers  
Stocking 
· Lift with knees
· Use ladder to reach higher items and always with assistance
· NEVER climb without a ladder
· Always ask for help when necessary
· Do not stack items too high
· Watch for people coming and going through the entryways
· Do not leave box cutters and knives open or laying around
· Watch for wet floors (Stock room gets slippery in humid and wet weather) Place “Wet Floor” sign when needed
· Always be sure to take advantage of the power stacker with trained personnel (Listed under equipment section)
Serving
· Always be aware of your surroundings and trip hazards
· Clean up debris as you go
· Watch for stock items on dollies being brought through doors
· Do not leave personal items out (Store in front closet by “Vendor Table”)
· Inside freezer watch for sliding meat packages
· Outside freezers watch for slippery surfaces
· Always watch for clients in need of seat/drink or small snack and assist as needed. Snacks are near the coffee machine and refill as needed coffee machine and snacks.  
· If parking in front of the building beware of surfaces during inclement weather. We ask that you use the side with the fence to walk around.  The other side may have water runoff that could cause ice or slippery surfaces.
Food/Food Pantry 
· Food and Produce Safety Guidelines are in the food pantry (by Steve’s desk in kitchen area)
· In case freezers or coolers malfunction, insulated blankets can be used (located in the furnace room)
· We cannot distribute food without labels, it should be discarded
· Food is to be stored 6” off the floor and 4” away from the walls.
· Bagged produce should not be left out for more than 15 minutes.
· Service Dogs are permitted, NOT Therapy Dogs.  Please always check with staff as they will address any issues. 




Freezers 
· Be aware of cooler warmer temperatures (ask pantry manager or director for correct temperatures) and alert pantry manager or director if warmer temperature seems to be consistent	
· Wear gloves and safe shoes when in freezer
· Lift heavy boxes safely
· Prop doors only when necessary
· Be aware of how humidity affects surfaces
· Watch for slippery surfaces in all freezers 
· Watch for step up and down inside and outside of unit
** NEVER lock or close unit without checking inside
Drivers 
· Always obey all traffic laws and take your time
· Do not overfill boxes
· Try to minimize getting in and out of back of truck (Best practice to have one person on the ground and one in the truck at each stop.)
· Roll-up doors should always be closed when vehicles are in motion.
· Place chocks when loading/unloading with forklift
· Check around vehicle before getting in
· Always use handle assist getting in and out of vehicle
· Self awareness is key
· Must have copy of Driver’s License on file for our insurance
· How to park vehicles (Let Joe or Doug show designated spots)
· Utilize insulation blankets to keep food cold if no refrigeration unit is on vehicle 
· Let us know if you are needing a break or more help on route
Parking Lot
· Watch for moving vehicles
· Always remove all carts from lot (encourage clients to do this)
· Be sure walkway is lit and salted when need be
· Designated spots for Lighthouse vehicles only
 
Equipment (Doug)
· DO NOT operate equipment unless you have been certified and are given permission of use by staff member
· NO ONE in room when power stacker is in use
· NO ONE within 20 feet of running equipment
· Know how to properly use pallets jacks and dollies by attending an appropriate training provided by The Lighthouse Foundation. 
Who has a license to operate equipment? 
Power Stacker (used inside to lift large items):
Joe Franciscus / Doug Snyder
Fork Lift (used outside to lift and unload off trucks):  Joe Franciscus / Doug Snyder

EMERGENCY INFORMATION
TEXT or CALL 911 and then NOTIFY A STAFF MEMBER IMMEDIATELY OF ANY EMERGENCY SITUATION.  
BE SURE TO SILENCE YOUR PHONE SO NOT TO ALERT INTRUDERS. 
Our address for 911 emergencies:
116 Browns Hill Rd Suite 400
Valencia, PA  16059
(724) 898-1480 Middlesex Fire Department
IT IS IMPORTANT THAT EVERYONE SIGNS IN EACH DAY IN CASE OF AN EMERGENCY
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Description automatically generated]In case of fire follow these steps:
1. Stop work
2. Proceed to nearest exit (West exit facing Rt 8 in both buildings)
3. Proceed to the safe assembly point (Grass area by digital sign on Rt8)
4. Do NOT re-enter the building until signal, usually a bullhorn or loud whistle 
is given/confirmed by a staff member
What to do if anyone (client or volunteer gets injured on property)?
Alert a staff member immediately and staff must complete an “Incident report”
What to do if you think someone is having a mental health issue:
		Remain calm, get a staff member to assist or dial 911
Who has their CPR/AED Certifications? Please let me know if you are certified and want to added to the list. 
Doug Snyder / Lee Ann Hune / 
Did you know Pittsburgh and UPMC have a program “Minutes Matter” and offer free CPR/AED trainings in our area? 
*Also, see what to do in case of an emergency posted at volunteer 
bulletin board located in the Volunteer Sign-in area. 

[image: ]Emergency and Inclement Weather-Related Emergencies
Food Pantry Volunteers: We follow Mars Area School District closures.  If Mars closes –including remote-learning days-the Food pantry is also closed, which cancels your volunteer shift for the day.  
Other Volunteers: You will be notified by the staff in charge if a decision is made to close or delay opportunities. 
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