
VOLUNTEER 
HANDBOOK

Meals on Wheels



WELCOME
This handbook is for the dedicated volunteers who contribute  
their time to serve others through MIFA Meals on Wheels.  
Please read it carefully and keep it for future reference.  

MIFA Meals on Wheels is designed to assist homebound  
seniors by providing them with a balanced, nutritious diet.  

However, it is more than  
a meal. Volunteers offer 
fellowship and support  
to these individuals,  
many of whom are socially  
isolated.  The program is  
for those who cannot cook 
for themselves, have no  
one to cook for them, and 
are unable to leave their 
homes for meals. With  
your help, our service  

allows people to stay in their own homes, remain independent, 
and avoid living in costly institutions—a financial benefit to  
the recipient and the community.

Welcome and thank you for volunteering.

MAIN OFFICE:  (901) 527- 0208   MEALS:  (901)529-4513



MARK YOUR CALENDAR
When you plan to deliver meals, mark your calendar for the  
entire year.  If you have a conflict or anticipate being tardy, please 
notify your route supervisor (if you are part of a group) or call  
(901) 529-4513 (if you are an individual volunteer) as soon as  
possible so we can find a substitute.

DELIVERY TIME
Meals are delivered Monday through 
Friday between 9 a.m. and noon.  
Meal routes average about 10 clients  
but can vary in number. The average 
delivery time is about 1 to 1 ½ hours.

WHEN YOU ARRIVE
1.  Sign in at the computer by entering your phone number.   
Every volunteer should sign in, please.

2.  Pick up a name tag. 

3.  Pick up your route sheet and check it for special instructions or 
changes.  Sign one copy and leave it behind; take the other copy 
with you.

4.  Collect your meals. Hot and cold items are packed in separate  
blue or green coolers, which are stacked against the wall in  
numerical order.  Your route number (located at the top center  
of the first page of your route sheet) will correspond with the  
route number on both coolers. Each client should receive one hot 
food tray, bread, milk, and dessert. Before you leave, make sure  
the coolers contain enough meals for all the clients on your route.

Some clients receive frozen meals, which will be in boxes on top  
of the coolers and marked with the client’s name.  If a client is  
not home to receive the frozen meals box, please return it to MIFA.

If you transfer the meals to your own containers for delivery,  
please remember that health department regulations require  
that cold and hot meals be packed in clean separate food carriers 
with tight-fitting lids. Please remain indoors while you transfer  
the meals.



ROUTE SHEETS
Each client’s name, telephone number, and address is listed first  
on the route sheet. Special instructions appear to the right of the  
address, such as substituting buttermilk or delivering frozen meals. 
For each client’s meal, please check “delivered” or “not delivered.” 

The route sheet includes driving instructions that will take you  
from MIFA to the first house or apartment on the route, then to  
each house after that. Note any special instructions like “deliver  
to side door.” Some stops may have two clients; each receive one  
of every item listed.

Mark which meals were delivered successfully, and record the  
number of meals (including frozen meals) you delivered to each  
client. For those meals that were not delivered, write “0” and the  
time you attempted delivery in the not delivered box.

Routes and client lists are subject to change.

DELIVERY 
If any questions arise during delivery, call or text (901) 598-6597.

Keep the hot and cold food items in separate coolers with lids  
tightly secured until you are at your delivery location. Please do  
not assemble meals ahead of time.

  ●  When you arrive at the client’s home knock loudly or ring  
  the doorbell. Be patient as it often takes time for the client  
  to reach the door.  Identify yourself.

  ●  If no one answers the door, call the client at the number(s)  
  listed on the route sheet. If you are still unable to reach the 
  client, call or text MIFA at (901) 598-6597—we will continue 
  trying to reach the client or a family member. Proceed with 
  your route and deliver the extra meal to another client on  
  your list.

  ●   Do not leave the meal on the porch or with a neighbor unless  
  the client has designated a neighbor to assist.  It is very  
  important never to leave a meal on a client’s porch, even if  
  the client has provided a cooler. Leaving meals outdoors  
  can result in unsafe food temperatures and is a violation  
  of health department regulations. 



WHEN YOU’RE DONE
  ●   Sign and return the completed route sheet to MIFA.

  ●   If you are unable to return to MIFA after your delivery,  
  please call or text (901) 598-6597 before 1 p.m. and report  
  your undelivered meals. Leave a message if necessary and  
  report any problems or changes.  Bring your route sheet  
  when you return for your next meals delivery.

PERSONAL TOUCH
   ●   Encourage clients to eat the meal immediately, with the  
  exception of shelf-stable and frozen meals. Advise them  
  to place frozen meals in their freezer immediately.

  ●   Offer to open the food tray and/or milk if the client appears  
  to need help.  

  ●   Ask the client how he or she is doing.  Be pleasant and visit  
  for a minute or two – you may be his or her only personal  
  contact for that day.

If you notice a client’s special need or if a client has a complaint, 
please notify us when you return to the office or call (901) 598-6597. 
Remember, you are not expected to clean their homes, run errands,  
or provide any service other than delivering a hot meal.



SAFETY

  ●   Be observant of your surroundings.

  ●   Wear comfortable clothing and a MIFA name tag. 

  ●   If you feel uncomfortable about anything while approaching  
  your destination, avoid that stop. Report the issue to MIFA, 
  and we will handle delivery to that client.

  ●   Keep all valuables locked in your car trunk.

  ●   Assemble your meals inside your vehicle.

For general questions or concerns, call or text (901) 598-6597.

EMERGENCY

If a client has a medical emergency, call 911, then call or text  
MIFA at (901) 598-6597. We will alert the client’s emergency  
contact person.  Stay with the client until help arrives 



HOLIDAYS

There are no meals deliveries on the following holidays:   
Martin Luther King, Jr. Day, Memorial Day, Independence  
Day, Labor Day, the day following Thanksgiving, and  
New Year’s Day.  

Special meal deliveries occur on Thanksgiving and Christmas.  

INCLEMENT WEATHER

For information and updates on possible MIFA closure due  
to inclement weather, visit mifa.org, call (901) 527- 0208, or  
check television messages.



910  Vance Avenue ❘ MAIN OFFICE:  (901) 527- 0208   MEALS:  (901) 529-4513 ❘ mifa.org

VISION  
Uniting the community through service.

MISSION  
Supporting the independence of vulnerable seniors and  

families in crisis through high-impact programs.

PROGRAMS  
MIFA’s senior programs are designed to promote independence,  

health, companionship, and dignity.  MIFA’s family programs  
provide basic services to prevent homelessness, stabilize families,  

and encourage independence.

FOUNDING  
MIFA was founded in 1968 following the assassination of  

Dr. Martin Luther King, Jr. by a diverse group of church and  
lay leaders as a way to put their faith into action and unite the  

community.  That vision continues today.

SUGGESTIONS

Please share any suggestions for improving our program.  
We welcome your comments just as we value your time  
and efforts.

Encourage your coworkers, neighbors, church members, 
and friends to volunteer. One of the best ways for others to 
experience the rewards of delivering meals is to invite  
a friend to join you on a route.


