St Patrick’s Thanksgiving Blessing Site Roles and Responsibilities (Drive Through Ops) (revised 2025)

Volunteer roles are described based on their locations (in, in/out, out). The numbers listed are the number required per shift. Shift times are also listed. 
People will start showing up as early as 1200, but the distribution will not start any earlier than 1300. By 1830 the major rush has subsided and the throughput is more of a trickle. 

INSIDE OPERATIONS LEAD

This individual is responsible for ensuring the smooth flow of all inside activities, and quality control of the boxes being packed. Responsible for safe operations. Must be familiar with all inside tasks and be able assess the need to shift volunteers to fill shortages.
BOX BUILDER
Prepare boxes for packing. Unfold box and tapes bottom. Stack for access by BOX PACKER

BOX PACKER

Takes empty boxes down the packing line and packs according to the preset packing list.  Passes completed box to the BOX CHECKER

BOX CHECKER

Does quality control check to make sure the box has the required contents. Once checked the box is sealed and passed to the PALLET BUILDER.

PALLET BUILDER

Take sealed boxes (about 25-30 lbs) and stacks them on pallets in is accordance with a specific stacking pattern.  Once the pallet is complete the pallet is shrink wrapped for movement.
STOCKER

The stocker works to keep the tables supplied for the BOX PACKER. This involves moving stock from the available pallets to the tables.
RECYCLING

The recyclers separate the paper/cardboard from any plastic waste and load the paper/cardboard in the designated vehicle. Requires the use of a knife (needs to be mature volunteer). Requires going outside for brief periods of time

PALLET MOVER

Requires the use of a pallet jack. Moves pallets into and out of the building as needed. Requires going outside for brief periods of time
TRAFFIC CONTROL LEAD
Responsible for knowing the traffic pattern and ensuring all traffic control personnel know assigned duties. Maintain communications with all traffic personnel. Identify and resolve any delays. Ensure all personnel have proper cold weather gear and are rotated to the warmup tent as required to prevent cold weather injuries. Duty is outside, requires appropriate cold weather gear.
TRAFFIC CONTROL

Maintains traffic flow throughout the site. Works at specified traffic control points.  Duty is outside, requires appropriate cold weather gear.
REGISTRATION LEAD

Responsible for ensuring all registration personnel understand the registration requirements and properly record information. Distributes and collects registration slips. Ensure all personnel have proper cold weather gear and are rotated to the warmup tent as required to prevent cold weather injuries. Duty is outside, requires appropriate cold weather gear.
REGISTRATION

Records information required by the Food Bank. Duty is outside, requires appropriate cold weather gear.
OUTSIDE OPERATIOS LEAD

Responsible for ensuring all box distribution and maintenance personnel understand their requirements. Ensures stations are properly stocked. Ensure warmup tent is functional and stocked. Ensure all personnel have proper cold weather gear and are rotated to the warmup tent as required to prevent cold weather injuries. Duty is outside, requires appropriate cold weather gear.
BOX DISTRIBUTION

This person delivers the boxes from the pallets to the client’s vehicle. Duty is outside, requires appropriate cold weather gear.
MAINTENANCE

Required to maintain the outside pathways and walkways for the distribution team. This includes shoveling snow and spreading sand as required. Duty is outside, requires appropriate cold weather gear.
During the last shift this team will be working on repackaging (if needed) once the site is shut down.
