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All volunteers should register online to volunteer with Austin Voices at specific 
distributions. Dates, times and locations of food distributions will be periodically 
updated here:   AVEY COVID-19 Food Distribution Volunteer Registration Form 
 
Questions? Please contact: Julie Weeks, jweeks@austinvoices.org, 512-797-4847 
 
Financial donations to help Austin Voices provide more food to families in need during 
the COVID-19 crisis may be given online: https://www.austinvoices.org/support/donate/ 
or by sending a check:  Austin Voices for Education and Youth, 5221 Ledesma Rd., Austin, 
TX 78721.   Thank you!  
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COVID-19:  Safety Procedures for Food Distributions  
by Austin Voices Staff and Volunteers 

 
Austin Voices for Education and Youth is actively monitoring developments related to COVID-19 

(coronavirus) and  announcements from the Centers for Disease Control &  Prevention, Austin Public 

Health and the Central Texas Food Bank to ensure that we are following their recommended guidelines.  

We are taking proactive measures to protect the health and wellbeing of our staff, volunteers and 

clients as we continue to serve our community.   

We still need staff and volunteers to help us get food out to our neighbors who need it.   As always, it is 

our policy that people refrain from serving if they are ill or have been exposed to a communicable 

disease.  As a food-handling establishment, we always take precautions to combat the spread of germs.  

Austin Voices will follow these guidelines for staff and volunteer management: 

●​ Email the procedural and safety guidelines to all individuals who are planning on serving ahead 

of time and have printed copies posted in the staging area.  Send a reminder email or text 

message to volunteers before their shift asking them to stay home if they feel ill or have been 

exposed to a communicable disease (regardless of how they feel). 

●​ Do COVID-19 screenings and forehead temperature checks for all volunteers upon arrival. 

●​ Use rosters and spreadsheets to track all individuals who serve and restrict volunteerism by 

individuals and groups who may have been exposed to communicable disease. 

●​ At the sign-in table, remind people not enter the premises if they are feeling ill, have been 

exposed to a communicable disease (regardless of how they feel), or have recently traveled to 

an area impacted by a communicable disease.   

●​ Follow general food safety practices such as not letting food/boxes/bags touch the floor, etc. 

●​ Implement strict infection control and safety procedures for staff and volunteers:  
○​ When signing-in staff and volunteers on the roster, inform them of where the restrooms 

are for handwashing. 

○​ Place signage in the  area reminding staff and volunteers to wash their hands.   

○​ Provide a procedural and safety briefing with all staff and volunteers at the beginning of 

the distribution asking them to adhere to our safety procedures. 

○​ Provide gloves to staff and volunteers to use as desired 

○​ Follow current APH and CDC guidelines for masks according to COVID community risk 

level 

○​ Educate staff and volunteers about our verbal/no-touch registration & consent procedures. 

○​ Provide hand sanitizer for use 

○​ Wipe down tables and high touch surfaces with bleach/disinfectant solution at the end  

○​ At the end of the shift, remind staff to wash their hands before they leave.  
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COVID-19: Austin Voices Drive-Thru/Walk-Thru  
CTFB Food Distribution Procedures 

 
 
The COVID-19 pandemic has increased the need for food in communities we serve. Austin Voices is 
partnering with CTFB, AISD and volunteers from the community  to provide food to families in need.   

Austin Voices  is committed to the safety of our staff, volunteers and visitors. We are closely monitoring 
announcements from the Centers for Disease Control and Prevention and Austin Public Health to 
ensure that we are following their recommended guidelines. We are taking the following proactive and 
voluntary steps to help reduce contact and/or spread of COVID-19 while serving and are implementing 
no-contact “Drive-Thru” and “Walk-Thru” food distributions. 

Drive-Thru/Walk-Thru Procedures: 

●​ Food is pre-bagged/boxed for distribution in a separate Food Staging Area by volunteers and 

the exact number of families to be served is determined.  A paper ticket may be used to 

determine the number of families who can be served and awareness about foods to be 

removed due to allergies.  

●​ Distribution areas are staffed with volunteers who will put food into car trunks after they are 

registered.   

●​ Drive-Thru lanes are set up and clearly marked with cones/signage.  People are asked to stay in 

their vehicles. 

●​ A Walk-Thru line and distribution tent is set up.  People are asked to stay 6’ apart in line.   

●​ Bilingual staff will walk both lines to do verbal/no-touch Registration (while maintaining at 

least 6’ social distance) to fill out The Emergency Food Assistance Program Application Form.  

All persons who do intakes must complete Civil Rights Online Training in English or Civil Rights 

Online Training in Spanish and send their certificate of completion to jweeks@austinvoices.org. 

●​ If intake workers give a Gift Card to a family during a food distribution, the gift card will be given 

to the adult at the time of the intake.  The intake worker will record the last four digits of the 

gift card ID# in the “Is household in crisis?” space on the form for data tracking and grant 

reporting purposes.   

●​ A method is implemented to count the number of families that can be served.  The Director will 

monitor how much food is available.  When it is determined which will be the last car to be 

served,  the remaining cars/walk-up clients are informed there is no more food.   AISD Police 

will assist with traffic control and communication, especially when the food is gone. 

●​ Staff and volunteers should quickly disinfect and take down the distribution tent and staging 

area, wash hands and leave the area.  Signage should be posted that the distribution is closed. 

●​ AISD Policies are available/on site to support crowd management.  AISD Police dispatch phone 

number is 512-414-1703, aisdpd@austinisdpolice.org.  
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COVID-19:  Procedures for “Home Delivery” of Food 
by Austin Voices Staff and Volunteers 

 
 

The COVID-19 pandemic has increased the need for food in communities we serve. Austin Voices is 

partnering with CTFB, AISD and volunteers from the community to provide food to families in need 

through “Home Delivery”.   

Austin Voices  is committed to the safety of our staff, volunteers and visitors. We are closely monitoring 

announcements from the Centers for Disease Control and Prevention to ensure that we are following 

their recommended guidelines while providing “Home Delivery of Food” to those who are unable to 

come to the “Drive-Thru” and “Walk-Thru” food distributions due to the lack of transportation, inability 

to leave family members unattended at home or for other personal reasons. 

Staff and Volunteer Training: 

●​ Austin Voices will assist schools to form a Campus Food Delivery Team that will: 
○​ Identify families in need of food delivery 
○​ Complete the client registration paperwork 
○​ Communicate and coordinate the process with Austin Voices FRC staff  
○​ Do home delivery of food to the families of their students   

 
●​ The Campus Food Delivery Team is made up of: 

○​ Campus Coordinator: Someone at the school who will be the point of contact for the 

campus teachers and staff to notify that a family needs to have food delivered.  This 

person will do the client intake process and communicate with AVEY FRC Directors to 

coordinate the food delivery process. 

○​ FRC Director: The FRC Director who the campus normally works with will help the 

Campus Coordinator  to  communicate and coordinate with the FRC Director at the 

campus with the food distribution. 

○​ Home Delivery Volunteer: Someone who will pick up the food at the FRC distribution 

site and deliver it to families homes. 

●​ The Central Texas Food Bank requires that volunteers who do client registration processes 

(Campus Coordinator) and those who deliver food to a client’s home (Home Delivery 

Volunteer) both complete an online Civil Rights Training through this website: Civil Rights 

Online Training in English.  At the end of the course, volunteers will be asked to enter their 

personal information to receive the certificate of completion.  The certificate of completion 

must be emailed to jweeks@austinvoices.org before doing intakes or food deliveries. 

●​ The Home Delivery Volunteer should register as a volunteer using AVEY COVID-19 Food 

Distribution Volunteer Registration Form.  This will provide the FRC Directors at the food 

distribution sites the contact information for who may be coming to pick up food for delivery. 
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●​ Austin Voices requires Home Delivery Volunteers to review and strictly follow these Austin 

Voices COVID-19 procedures that include wearing a mask and following social distancing 

guidelines at all times during the delivery process.  It is our policy that people refrain from 

delivering food to homes if they are ill or have been exposed to someone with a communicable 

disease. 

Home Delivery Procedures: 

●​ Family Resource Center staff, AISD teachers or AISD staff may identify families who need food 

delivered to their home.  

 

●​ The Campus Coordinator should: 

○​ Set up an Excel form to track families who are receiving food delivery. 

○​ Print out paper copies of the TEFAP form.  This form must be completed on paper, 

scanned/photographed and emailed to the FRC Director before the food can be picked 

up.  There is space for three families on each form. 

○​ Contact the parent/guardian by phone in advance to complete the registration process. 

○​ If this is the first time for them to get food, complete Page 1 of The Emergency Food 

Assistance Program (TEFAP) Application Form.  Be aware that address information may 

change so it is important to not rely solely on information in the AISD/AVEY data systems 

and to obtain the information from the parent.  These are the questions on the intake 

form:  

■​ Full legal names and date of birth of adults in the household.  List the person 

providing the information first so it will reflect the person giving consent.  NO 

photo ID is required. 

■​ Full legal names of all children in the household, grade and school they attend. 

This is used primarily to verify AISD students in the AISD database. 

■​ Race, ethnicity, language, address and phone number are related to the adult 

who is providing the information. There is NO discrimination based on race or  

ethnicity and NO questions about immigration or citizenship status. 

■​ # in household should represent all the people listed on the form.  This is 

important for our agency’s reporting and accountability to CTFB since food is 

provided with USDA federal funds. 

■​ 1st time @ this CTFB site:  This question is required by CTFB.  If they have already 

been served, Page 3 of the TEFAP Form may be used instead. 

■​ Categorical Eligibility Codes:  The key for codes and their programs is at the top 

of the form.  If families are enrolled in any of these state-funded benefits 

programs, they automatically qualify for free food.  If not, they must provide 

monthly income to CTFB. 

■​ Household income:  If a Categorical code IS selected this may be left blank.  If NO 

Categorical Code is selected, the income must be recorded for CTFB. 

■​ Eligibility:  Always circle Eligible.  According to CTFB guidelines, even if a family is 

not enrolled in a state benefit program and is over the income guidelines, they 

can still qualify for free food just by statement of need.   
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■​ Is household in crisis?  This is how CTFB asks the “statement of need” question 

related to eligibility if they are over the income limits.  However, in the COVID-19 

crisis, Austin Voices uses this space to note any significant needs that the family 

has so the Family Resource Center staff can follow up with them.  If   F/U needed 

is checked, staff will know to follow up with the family to offer assistance. 

■​ COVID-19 Verbal Consent for CSI/ROI with Austin ISD:  There is a brief statement 

on the back of the form that needs to be read to the parent.  This food pantry 

partnership with CTFB is offered by Austin Voices through the Community School 

Initiative (CSI) with AISD.  This consent allows Austin Voices to exchange 

information with AISD about students and families who are served.  If the parent 

agrees to the consent, check the consent box and signs the form as the witness.  

Note:  The parent will receive a copy in English and Spanish of the full consent 

with their bags of food. 

○​ If the family has already had food delivery, complete Page 3 of The Emergency Food 

Assistance Program Application Form 

○​ Take into consideration the date/time of the next FRC food distribution and agree upon 

the expected date and time for food delivery to their home and ensure that someone 

will be available to receive the food.  The food must be given to a person and can NOT 

be left at the door unattended. 

○​ The Campus Coordinator should communicate with the Home Delivery Volunteer and 

the  FRC Director that they normally work with by emailing the completed TEFAP form. 

●​ The FRC Director should communicate with the FRC Director for the food distribution site by 

forwarding the email of the completed TEFAP form, copying the Campus Coordinator and the 

Home Delivery Volunteer to let them know that food for a “Home Delivery” will be picked up 

for whom, by whom and when.  These are the FRC Directors in charge of the food distributions: 

○​ Burnet FRC - Andy Lyon, alyon@austinvoices.org, 512-966-1108 

○​ Dobie FRC - Jose Carrasco, jcarrasco@austinvoices.org, 512-623-9984 

○​ Webb FRC - Socorro Carrasco, scarrasco@austinvoices.org, 512-903-3800 

○​ Navarro FRC - Andy Lyon, alyon@austinvoices.org, 512-966-1108 

●​ Home Delivery Volunteers for schools should: 

○​ Be pre-identified and considered part of the Campus Food Delivery Team.  It is ideal for 

the same person to work with the school to facilitate consistent communication and 

collaboration.   

○​ Complete the Civil Rights Online Training in English or Civil Rights Online Training in 

Spanish required by CTFB and Feeding America. 

○​ Pick up food during the unloading and pre-bagging time period (this is preferred) or 

during a Drive-Thru or Walk-Thru distribution (in line with others) for any one of the 

Austin Voices FRC food distributions at Burnet MS, Dobie MS, Webb MS and Navarro 

ECHS. 
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○​ Have the names, addresses and phone numbers of the families they are delivering food 

to.   

○​ Call the family from the food distribution site to verify the address and let them know 

when to expect the delivery of the food. 

○​ Deliver the food quickly to the family’s home as some of the food may be fresh, 

refrigerated or frozen.  Call the family upon arrival at the home.   

○​ The food must be received by someone in the home while the volunteer practices social 

distancing.  The food may NOT be left unattended at the front door or on the porch. 

○​ If no one answers the door, and the family can not be reached by phone, the FRC 

Director should be notified and the food should be returned to the distribution site 

immediately for proper storage per USDA and CTFB guidelines. 

●​ The FRC Director will then reach out to the family to attempt to make alternate plans to attempt 

to reach the family and make additional arrangements to deliver the food if it is still needed.   
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