Program Updates
Webinar for
Site Leaders
September 9, 2020
Thank you for joining!
We will begin the presentation at 11:00 a.m.

Agenda
•

Program and name changes

•

Registration and check-in changes

•

COVID Update

•

PPE

Format:
Due to the large number of participants, you have been muted.
Please send in your questions by “Q&A” (not “Chat”) and we will
do our best to answer them.
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Program changes
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Open to all
•

Goal: Provide food to anyone who comes to our distributions

•

In March, we opened Brown Bag and Family Harvest programs to all
clients:
• Anyone allowed to attend, regardless of age, family composition or
zip code
• Clients can attend multiple locations
• Clients who live out of county: Always serve and encourage to enroll
in programs in county of residence

•

Why?
• More people than ever in need
• Provides more locations for clients to get their groceries
• Simplifies services, easier to understand
• Allows us to serve more people

A success This is a permanent change!
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New name
One name for all grocery programs*:

Free Groceries at LOCATION
Examples: Free Groceries at St. Martin of Tours
Free Groceries at Martin Luther King Center
Why?

Open to all clients, so name doesn’t need to specify age or family
composition
Consistent menu for all programs

Please replace any messaging that includes the Family Harvest or
Brown Bag name with “Free Groceries at LOCATION”
* Including Brown Bag, Family Harvest, Produce Mobile, Kids NOW, Direct Service Pantries,
Emergency Drive-Thrus, school pantries and college pantries
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Registration and
check-in changes
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Implementing Salesforce
for clients
•

Consolidating our databases throughout Second Harvest

•

Using the Salesforce database for volunteers for two years

•

Now, implementing Salesforce for clients
•

One system that follows client referral through attendance

•

Clients provide information one time

•

Easy to attend distribution(s) that are most convenient

•

Changes to distributions are easily communicated via text

•

Facilitates recordkeeping for USDA food

•

Within a year, intend to have electronic check-in
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Salesforce client registration:
What to expect?
•

New client registration

•

Client ID

•

Rosters

•

Returning client check-in

•

Returning registration materials
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New client registration:
Simplified form
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New client registration:
Simplified form

Complete one row on the Registration Form for each new household

ALL information needs to be collected for each client. Print clearly – the data entry
team thanks you!
o
o
o
o
o
o
o

First and last name. Last name is most important
Date of birth: Month, day and year. YEAR is most important. Age is also ok.
Complete CELL phone number so that we can call or text client
Complete address, including street number and name, city and zip code. Zip is most
important
Preferred language – we will use this information to send text messages
Ages of people in the household: the approximate age of each family member, not including
the client signing up. This information is used to report children/adults/seniors that we are
serving
Have you gotten free groceries before? This helps us know if we’re serving new people
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Client ID number


Salesforce generates a unique Client ID number for each client.
 This number is not tied to a specific site (as it was with Brown
Bag and Family Harvest).
 If a client goes to a different site, they will use the same ID
number.



The Client ID number will be different from the Brown Bag and Family
Harvest numbers. Brown Bag and Family Harvest numbers will no
longer used



Many client ID numbers will begin with an “M” (e.g., M1234). This
helps help differentiate from addresses and phone numbers.
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Client ID card


Clients only need one Client ID card for all Second Harvest grocery programs.
Lost card? No problem, the Registration Volunteer can give the client a new

card

Clients may want to take a picture of their Client ID card so that they always
have it available



All clients will receive a Client ID card the first time they register. But the card will not
have a Client ID # until their information is entered into Salesforce.



Cards are blank. The Registration Volunteer will complete the blank fields on the
card.



When the client comes back and is on the roster
Registration Volunteer should fill out a new card and include the Client ID #

OR
Client can fill in their Client ID (if they have a pen)


Client ID cards will be sent in the Green Mail Bag
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New client registration
Step 1: Complete one row on the registration form for each household

Step 2: Give new clients a Client ID Card

Note:
If a client goes to a site for the first time and already has a client ID card,
they will not be on the roster for that site
• Registration volunteer completes a new row on the Registration Form,
writing client ID #, name and phone
• Client should appear on the site’s roster the next time they come
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Rosters for returning clients
Beginning September 14,
rosters will look a little
different
• Client ID (generated by
Salesforce)
• Client first and last name
• Client phone number
• Column to check if
attended
• Notes field for any
updates
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Rosters for returning clients
Rosters will be sorted alphabetically by
first name and then by last name.
• Rosters will be printed and delivered in
the Green Mail Bag for each
distribution (not monthly)*
• Home delivery clients will be listed on
the site’s main roster
•

•

Satellite sites will receive a separate
roster

* Option: If a site lead is able to print rosters, the Program Manager can email the roster to the Site Lead.
The advantage is that the roster is “ready to go” as soon as the Registration team is ready to begin
checking in clients (they don’t have to wait for the truck to arrive). If rosters are emailed, they must be
encrypted with a password and the Site Lead will be provided with that password.
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Returning client check-in
Step 1: Get client’s first and last name from Client ID
card OR ask them. Confirm phone number
and/or Client ID
Step 2: Look them up on the roster
Step 3: If they are on the roster, check them in as
“Attended”
If they are not on the roster, volunteer fills
out a row on the Registration Form. ALL
information must be collected to ensure the
client gets added to Salesforce properly.
Step 4: Give a Client ID card if they don’t have one.
Use the “Notes” column if a correction needs
to be made in the client’s information

Note:
If the Registration team is ready to begin checking in clients and the truck has not arrived with the
rosters, use the Registration Form for all clients:
•
If the Client has a Client ID card, fill out Client ID, name and phone number on the
Registration Form
•
If the Client does not have a Client ID card, complete the entire row on the Registration Form
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Returning
registration materials
Site lead should return Rosters and Registration forms after
each distribution. Options include:
o In the Green Mail Bag with the Second Harvest truck
o

Mail, if you can mail it the same day as the distribution

o

Drop off at Second Harvest front desk, same day or next day

o

Scan and email (make sure to encrypt)
Your Program Manager will work with you
to determine the best way to return the materials
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Other
•

Can a client “transfer” sites?
•

•

Will clients be removed from a site’s roster if they haven’t attended for
a certain amount of time?
•

•

A “transfer” is no longer necessary. Clients can be registered and attend
multiple sites (only one site each week). They will use the same Client ID
number at each site.

Clients will not be on the roster after the 6th missed attendance at any site.
Reinstating them is simple:
•

Next time they attend, enter their Client ID, full name and phone number on
the Registration Form. They will be on the roster the next time.

•

No Client ID? Enter all information on the Registration Form

We are piloting online check-in and registration using tablets at a few
distribution sites. Stay tuned!
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COVID Update
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New signage required
San Mateo County

Santa Clara County
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Updated pre-distribution
talking points
You can find them:
shfb.org/partner-resources
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Pre-boxing and social distance
•

We expect to continue pre-boxing as long as
social distancing is required.

•

We will keep you posted if anything changes!!!

•

Please always identify someone whose sole
purpose and job is to ensure social distance
safety for clients and volunteers – we humans like
to be close!
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Personal Protective
Equipment Changes
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Gloves:
Change in procedure
•

Gloves in short supply

•

Gloves recommended and provided for:

•



Registration volunteers



Volunteers pre-bagging food such as protein, eggs and dairy



Volunteers open and closing car trunks and doors

Gloves no longer provided for volunteers who distribute pre-boxed
food (they do not protect either the volunteer or the client any more
than frequently sanitized hands do). These volunteers should use
hand sanitizer frequently.
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Smoke:
Protection from smoky air
•

KN95 and/or N95 masks will be provided for volunteers who cannot
procure their own.

•

They are extremely hard to come by

•

•

Consider them precious cargo!

•

Should only be used at the distribution when smoke is present.

•

Please reuse them* - volunteers to save for future distributions

Distributions will be canceled if smoke gets very bad (AQI into the
200s)

*To learn more about reusing the mask:

https://www.cdc.gov/niosh/npptl/topics/respirators/disp_part/respsource3respreuse.html
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Questions?
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