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Introduction 
 

Welcome to Mobile Meals of Southern Arizona! You are now part of a wonderful 

community of over 300 volunteers who serve nearly 100,000 meals each year to 

vulnerable adults. 

 

Our Story 

 

Mobile Meals was founded in 1970 by a dedicated group of healthcare 

professionals and concerned community members.  

 

For nearly 50 years, we have helped preserve the health, dignity and independence 

of homebound adults by delivering so much more than a meal. 

 

We have grown over the last four decades from an all-volunteer grassroots 

initiative serving 40 individuals annually to an established non-profit organization 

serving more than 750 older adults and adults with disabilities each year who are 

unable to shop or cook for themselves.   

 

Because of this assistance, Mobile Meals of Southern Arizona’s clients are more 

likely to be able to remain in their own homes and avoid the high financial and 

emotional costs of nursing homes or assisted living care. 

 

Importance of Volunteers 

 

Mobile Meals believes that our paid staff is here to support the work of our 300+ 

volunteers, rather than the traditional organization where volunteers are expected 

to help the paid staff.  

 

Mobile Meals provides equal volunteering opportunity for everyone regardless of 

sex, color, race, creed, national origin, religious persuasion, marital status, sexual 

orientation, political belief, or disability.  If you can do the job, we’d love your 

help! 
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What You Can Expect From Us 

 

• A fulfilling assignment aligned with your interests, skills, and availability. 

 

• The opportunity to work as part of a team, contribute to the welfare of the 

community, and be recognized for your contribution. 

 

• All needed equipment, supplies, work space, and supervision/support. 

 

• The opportunity to give and receive feedback about your volunteer 

experience. 

 

• Regular communication about your contributions and our shared success. 

 

What We Expect From You 

 

• Be flexible in accepting your assignments, balancing your personal time 

frames and responsibilities with the needs of Mobile Meals. 

 

• Actively participate in training, ask questions, and communicate regularly 

with office staff. 

 

• You are providing a vital service; please be reliable and dependable! Inform 

us as soon as possible if you must be absent. 

 

• Follow all the policies and guidelines of Mobile Meals.  Honor client 

confidentiality and engage in appropriate public behavior at all times. 

 

• Let us know how you feel about your volunteer experience and give us 

constructive suggestions for improvement. 

 

• If volunteering as a meal delivery driver, commit to two hours each week on 

a consistent basis (actual time spent may be slightly more or less, depending 

on route/assignment.) 

 

• Be transparent!  Please disclose any information that may interfere with your 

ability to volunteer. 
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Volunteer Code of Conduct 
 

Confidential Information 

Never share confidential information with anyone who does not have a 

professional need to know it. If you are aware of a client issue that requires 

immediate help, please inform a Volunteer Coordinator. Do not remove or make 

copies of any Mobile Meals records, reports or documents without prior approval.  

 

Gifts, Solicitation, and Proselytization 

Do not accept cash gifts.  If a client insists, you can accept the donation on behalf 

of Mobile Meals in order to support others in need. We have preaddressed 

donation envelopes you can store in your vehicle. 

 

Do not market your personal business to our clients. Most live on a reduced 

income and marketing your business to them may make them feel obligated to 

purchase your product. 

 

Please honor your faith and beliefs by your kind, compassionate, and heartfelt 

actions to our recipients, and honor that of our clients by not proselytizing. 

 

Media Policy 

Please refer all media inquiries to the Executive Director. Please refrain from 

speaking to media outlets on behalf of Mobile Meals of Southern Arizona. 

 

Dress Code 

Your personal appearance reflects on Mobile Meals and should be appropriate at 

all times. Please wear your volunteer ID lanyard when you perform volunteer 

duties as it identifies you and makes our recipients feel more safe and secure.  

Notify a Volunteer Coordinator if your identification is lost and they will create a 

new one for you. 

 

Please refrain from wearing any clothing that is inappropriate for the workplace or 

which contains slogans or pictures inconsistent with our mission, including 

anything overtly political or religious. Please refrain from wearing perfume as 

many of our clients struggle with allergies. 
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Physical Boundaries 

All clients, employees, and volunteers deserve the right to engage with Mobile 

Meals of Southern Arizona, and its representatives, in a harassment-free 

environment. It is the policy of Mobile Meals of Southern Arizona that we will not, 

under any circumstances, condone or tolerate inappropriate touching or sexual 

harassment on the part of its personnel or volunteers. Mobile Meals operates with a 

Hands-Off approach. This means that any physical contact with a client, with 

or without their consent, is prohibited.  

 

Any volunteer found to have engaged in such conduct will be subject to immediate 

discipline up to and including termination.  

 

Inappropriate Touching is defined as: 

• Placing your hands or any part of your body on a client, regardless of their 

consent. This includes physically aiding or helping them, stabilizing them, 

giving massages, etc. 

 

Sexual Harassment is defined as:  

• Making submission to unwelcome sexual advances or requests for sexual 

favors; 

• Making submission to unwelcome sexual advances or requests for sexual 

favors a term or condition of client service or volunteer service;  

• Creating an intimidating, hostile or offensive environment or atmosphere for 

staff, other volunteers or clients, either by:  

▪ verbal actions, including calling employees by terms of 

endearment; using vulgar, kidding or demeaning language; or 

▪ physical conduct which interferes with a volunteer's work 

performance or client service.  

 

 

*If you find a client unresponsive, call 911 and follow the directions given by the 

emergency medical responders. In these cases only, it is reasonable that a person 

may come into physical contact with a client. 
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Administrative Details 
 

Criminal Background Report 

We screen all volunteers.  Before you start, we will need your full name, address, 

birth date, previous addresses, social security number, and driver’s license number 

to request a criminal background check.  Alternatively, we can accept a current 

Level 1 fingerprint clearance card. 

 

Resignation 

We hope that your relationship with us is long and productive.  However, if you 

need to resign, please notify a Program & Volunteer Coordinator as far in advance 

as possible, so that we can guarantee meal delivery to those in need. 

 

Awards and Recognition 

Mobile Meals of Southern Arizona is committed to recognizing the time and talent 

you give and provides various recognition and socialization throughout the year for 

your enjoyment. 

 

Volunteer Insurance Coverage 

While Mobile Meals carries liability insurance, please note that this does not 

include, and Mobile Meals is not liable for, damage to your personally owned 

vehicle, etc., that occurs while you are volunteering. If this is a concern to you, 

please check with your insurance to ensure proper coverage. 

 

Holidays 

Our office is closed and phones are not answered on the days below. Holidays 

falling on a weekend are observed the Friday or Monday closest to that holiday. 

 

• New Year’s Day 

• Martin Luther King Jr. Day 

• President’s Day 

• Memorial Day 

• Independence Day 

• Labor Day 

• Veteran’s Day 

• Thanksgiving Day & Black Friday 

• Christmas Day 
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Problems and Emergencies 
 

Personal Safety  

Please safeguard your personal safety when offering your volunteer services. If 

you feel unsafe at any time, or witness a situation that may cause others to feel 

unsafe, please contact a Program & Volunteer Coordinator immediately to discuss 

your concerns. 

 

Client Emergencies 

If an emergency occurs while a client is in your care, call 911.  Wait with our client 

until emergency assistance arrives. Call a Program & Volunteer Coordinator to 

report the incident. We will send you an incident report to complete and return, and 

we will help to arrange delivery to your remaining clients on your route 

assignment. 

 

Volunteer Concerns 

Mobile Meals of Southern Arizona is committed to being responsive to volunteer 

issues, large or small. There will be no discrimination against or toward anyone for 

his or her part in presenting a genuinely held concern. Steps to take if you have a 

concern: 

 

1) Contact a Program and Volunteer Coordinator. If the Program and Volunteer 

Coordinator fails to offer you the opportunity to discuss the matter, or if the 

discussion does not lead to a satisfactory conclusion, then proceed to the next step. 

 

2) Notify the Program and Volunteer Director of your concern. The Program 

and Volunteer Director will review the issue and offer a potential solution to the 

problem. If the solution(s) is/are not satisfactory, then proceed to the next step. 

 

3) Contact the Executive Director. The Executive Director will review the 

grievance and may ask to meet with you. You should feel comfortable openly 

discussing your complaint and your reasons for feeling the way you do. The 

Executive Director will have the final say as to resolution of your concern. 
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Donating to Mobile Meals 
 

You can increase your impact by donating to Mobile Meals!  We are a designated 

Arizona Tax Credit Qualified Charitable Organization (QCO Code # 20445). 

Couples who file jointly can reduce their state taxes by up to $800; individuals or 

head of household filers can claim a tax credit of up to $400. The money you 

would otherwise pay in taxes can benefit those that seek help through Mobile 

Meals of Southern Arizona! 

 

Please call and talk to us if you would like to donate, or visit our website at 

https://www.mobilemealssoaz.org/ 

 

 

 

How to Contact Us 
 

Location:  4803 E. 5th Street, Suite 209  

Phone:  520-622-1600 

Client Hours:  8:30 a.m. – 3:30 p.m. M-Th; 8:30 a.m. – 2:30 p.m. Friday 

Staff Hours:  8:00 a.m. – 5:00 p.m. M-F 

 

Volunteer and Program Coordinators: 

Chelsea Barber and Heather Wurr 

520-622-1600 

Chelsea@MobileMealsSoAz.org 

Heather@MobileMealsSoAz.org  

 

  

https://www.mobilemealssoaz.org/
mailto:Chelsea@MobileMealsSoAz.org
mailto:Heather@MobileMealsSoAz.org
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Prohibited Activities 
 

As a volunteer, you are the public face of Mobile Meals to many of our clients.  

We have a great deal of faith in your professionalism and respect for each other, 

our clients, and Mobile Meals staff.  The following activities are prohibited and 

may be grounds for terminating our relationship with you as a volunteer:   

 

• Willful violation of any agency rule or any deliberate action that is extreme 

in nature and is obviously detrimental to Mobile Meals of Southern Arizona. 

 

• Negligence or any careless action which endangers the life or safety of 

another volunteer, staff members, or client. 

 

• Possession or use of any illegal drugs or other illegal substances and 

providing volunteer services while under the influence of drugs or alcohol. 

 

• Possession of dangerous or illegal firearms, weapons, or explosives while 

providing volunteer services. 

 

• Engaging in criminal conduct or acts of violence, on or off assignment, 

making threats of violence toward anyone on agency premises, or making 

threats of violence towards anyone when representing Mobile Meals of 

Southern Arizona. 

 

• Insubordination or refusing to obey instructions properly issued by Mobile 

Meals staff members. 

 

• Threatening, intimidating, coercing, or abusing fellow volunteers, staff 

members, or clients. 

 

• Dishonesty, willful falsification or misrepresentation on your volunteer 

application or other volunteer records or alteration of agency records or 

other agency documents. 

 

• Breach of confidentiality of personal client or volunteer information. 
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Driver Information 
 

Pick Up and Delivery Process 

• Each route has no more than 8 clients. 

• Clients are advised that meals will be delivered between 11 am and 1 pm. 

• Check your clipboard for: 

o New clients and addresses. 

o A map to help you find your way. 

o Any special comments noted on the clipsheets. 

• Pick up meal trays at assigned healthcare facility and place them in your car 

(not in the trunk please – too hot!). 

• Take meal tray into each client’s home and unload contents. Take a 

moment to talk with the client and ask how they are doing! 

• You are our boots on the ground – please note health and/or safety concerns 

and contact the office if you have any concerns. 

• After your last delivery, take the empty trays back to hospital. 

 

Delivery Reminders and Considerations 

• As a driver, you are ESSENTIAL to our operations.  Please try to give us 

ample notice if you cannot deliver your route, as it can be extremely difficult 

to find a replacement driver on short notice. 

• Please ensure each meal is left with a person or in a refrigerated space.  

Meals should never simply be left outside the client’s door. 

• For your own safety and that of our clients, please refrain from giving rides 

to either the clients or their pets. 

• Please refrain from bringing your pets with you on food deliveries. This 

violates health codes to which we must comply. 

 

Route Paperwork  

• Cover Page: Enter time of pick-up and last delivery – very important! 

• Individual clipsheets - 1 page for each person on your route list containing: 

o Contact Information 

o Location  

o Diet Information  

o Physical Limitations  

o Special Instructions (this section is important!) 

o Whether clients receive meals all 5 days per week 

o Notes section 

o Temporary Cancel/Resumption at bottom of page 

• Route Map 
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Clip Sheet Notes 

• Use an X to show that a tray was prepared and/or delivered. 

• Use an O to show a tray was not prepared and/or not delivered. 

• Please be thorough and accurate.  The office uses this information for client 

review and to reference against the monthly billing from the 

Hospital/Facility. 

• We don’t see the clipsheets from the current week until 1.5 weeks later. 

• If there’s something important related to client’s physical health or 

emotional state, please call the office at 520-622-1600. 

 

Cancelations 

Office staff will call the morning of your delivery to inform you of any temporary 

cancelations, permanent cancelations, resumptions, or one-day cancelations on 

your route. 

 

Temp Cancelations 

• When a client cancels for 2 or more days in a row, it is called a temp cancel. 

• There are no meals prepared for that client on those days. 

• Make a note of this on the clipsheet so that other drivers are aware of the 

cancellation. 

 

One-Day Cancelations 

• When the client cancels meal delivery for just one day (for an appointment, 

etc.) a meal is still prepared. 

• You can take the meal and deliver to another client with a similar diet or 

simply leave it at the hospital. 
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What To Do If… 
 

Meals Aren’t Ready 

Please wait patiently and do not go into the facility’s kitchen.  

 

You are Missing a Meal, or Have an Extra 

Check trays against the clipsheets. Trays should correspond to clipsheet 

information.  If they don’t, please call the Mobile Meals office to see if we had a 

last-minute change or cancellation. Please do not discuss the issue with kitchen 

staff as it can be confusing and can disrupt meal preparation. 

 

Client Doesn’t Answer the Door 

Refer to the clipsheet to see if there are any specific instructions (ex. call client, 

deliver meals to neighbor, deliver to apartment office, etc.). 

 

• If there are no additional instructions, leave a “Sorry we missed you!” note 

on the door and call the office to let us know.  We will call the client’s 

emergency contact. 

• Mark the clip sheet with an “O” to indicate that meal was not delivered. 

• Give the meal to someone else on your route with similar diet or return the 

meal to the facility. 

 

Client Tells You They Need Different Food 

Instruct the client to call the office directly. You can also call a Program & 

Volunteer Coordinator so they can touch base with the client. 

 

Client Tells You They are Going Out of Town 

Instruct the client to call the office directly. You can also call a Program & 

Volunteer Coordinator so they can touch base with the client. 
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Use of POV’s – Special Considerations 
 

Because you will be using your Privately Owned Vehicle (POV) for deliveries, 

there are a few special considerations to bear in mind: 

 

Driver’s License and Proof of Insurance 

We will need a current copy of your driver’s license and proof of insurance on file 

at all times. 

 

Traffic Violations 

Drivers cannot have more than two moving violations in the last three years.  

Please notify a Volunteer Coordinator immediately if you incur a third moving 

violation. We will try to find you another volunteer opportunity until you are able 

to drive for us again. 

 

Motor Vehicle Report 

In addition to the criminal background check required of all volunteers, we also 

require a motor vehicle report for all new drivers. 

 

Mileage Reimbursement 

Mileage reimbursement is made possible by the Regional Transportation Authority 

and managed by the Pima Council on Aging (PCOA). Volunteer Drivers who 

deliver meals may be eligible to receive mileage reimbursement for their delivery 

route starting and ending at the meal preparation site. Volunteers must submit their 

signed monthly mileage reimbursement form by the 5th day of the following 

month (mileage for May needs to be submitted by June 5th, for June by July 5th, 

etc.). Checks will be mailed to volunteers approximately 30 days after the form is 

received by Mobile Meals of Southern Arizona. 

 

New forms are available for download on the “Volunteer” tab of our website at 

http://www.mobilemealssoaz.org/. 

 

Note: If your request is more than 3 months old, we will NOT be able to reimburse 

you (this rule is mandated by the RTA who provides the funds) 

 

Car Sign/Hang Tag 

We provide a sign/hang tag for your car to identify you as a Mobile Meals 

volunteer who will be returning shortly.  Very helpful in areas with limited 

parking! 
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Volunteer Checklist and Acknowledgement 
 

Please check each item, and then sign below. 

 

___ I understand that the policies, rules, and benefits described in the Volunteer 

Handbook are subject to change at the sole discretion of Mobile Meals of 

Southern Arizona at any time. 

 

___ I understand that my volunteering may be terminated at will, either by 

myself or Mobile Meals of Southern Arizona. 

 

___ I have read, and will abide by, Mobile Meals’ Code of Conduct and will 

refrain from engaging in Prohibited Activities. 

 

___ I agree to provide Mobile Meals’ a copy of my current driver’s 

license/insurance, and to provide updated information when needed. 

 

___ I am aware that I may be exposed to confidential information. I understand 

that confidential information must not be released within or outside Mobile 

Meals of Southern Arizona premises. 

 

___ I understand that my signature below indicates that I have received and 

reviewed a copy of this Handbook. I agree to abide by all of the policies and 

procedures contained in this Handbook. 

 

________________________ Volunteer’s Name 

 

________________________ Volunteer’s Signature 

 

________________________ Coordinator’s Signature 

 

________________________ Date 
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Volunteer Checklist and Acknowledgement 

 

Please check each item, and then sign below. 

 

___ I understand that the policies, rules and benefits described in the Volunteer 

Handbook are subject to change at the sole discretion of Mobile Meals of 

Southern Arizona at any time. 

 

___ I understand that my volunteering may be terminated at will, either by 

myself or Mobile Meals of Southern Arizona. 

 

___ I have read, and will abide by, Mobile Meals’ Code of Conduct and will 

refrain from engaging in Prohibited Activities. 

 

___ I agree to provide Mobile Meals a copy of my current driver’s 

license/insurance, and to provide updated information when needed. 

 

___ I am aware that I may be exposed to confidential information. I understand 

that confidential information must not be released within or outside Mobile 

Meals of Southern Arizona premises. 

 

___ I understand that my signature below indicates that I have received and 

reviewed a copy of this Handbook. I agree to abide by all of the policies and 

procedures contained in this Handbook. 

 

 ________________________ Volunteer’s Name 

 

________________________ Volunteer’s Signature 

 

________________________ Coordinator’s Signature 

 

________________________ Date 

 

-Mobile Meals’ Copy – Please Detach and Return This Sheet- 

  
 


