Volunteer Guide for Guest Registration at Mobile Food Distributions

Goal: To record guests visiting mobile food distributions while promoting a welcoming environment.

Materials Needed (provided by the Driver):
e iPad with internet (Passcode: 0364)
e Stylus (optional)
e Marker (for marking vehicle windshield)
e High-Visibility Vest
e Handwarmers (if needed)

e Proxy Forms

Step-by-Step Guide
1. Gather Your Materials
e Collect the above items from the Feeding South Dakota Driver.
e Use the passcode 0364 if prompted (last 4 digits of our contact number).

2. Access the Guest Registration Page
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e Open the iPad and click the single icon on the home screen to access the Guest Registration
page.



e Ifthe icon is missing, open the browser and look for the icon saved to the browser landing page.
e Login with saved credentials. If needed, ask the Driver for help.

3. Check In Guests
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e Greet the Guest: “Good morning/afternoon/evening! How are you?”
¢ Ask: “How many households are you picking up for today?”

o For multiple households, if a second person isn’t present, ask for a proxy form. You will
need to register and check in the guest listed as the “TEFAP Participant’s Name” on the
proxy form.

o If no completed proxy form, let them know they can’t pick up for others without it.
Provide a blank form or direct them to download it from our website.

e Determine if the Guest is New:
o Ask, “Is this your first time at one of our distributions?”
= If No, go to Step 4 (Search for Guest).

= If Yes, click “Add Client” and collect the following:
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1. First and Last Name

2. Address (city and zip code)

3. Number of adults over 60

4. Number of adults aged 18-59
5. Number of children aged 0-17

6. Meets Guidelines? This refers to their Income Eligibility. Show the TEFAP
income guidelines chart.

= [f eligible, click “Yes” to Meets Guidelines.

= If not eligible, click “No” to Meets Guidelines and let them know
that they can still receive food, but some items may be
excluded. Mark “no TEFAP” on their windshield.

7. Click “Save” at the bottom of the page.

8. Go to Step 4 (Search for Guest) and proceed through the check-in
process.

4. Search for Guest

e Search by last name or address for the best results.



Press “Enter” or click the magnifying glass to search. Do NOT click on “View All.” If you click on
“View All” then exit from browser start over.

5. Check-In the Guest

After locating the guest, add the distribution location (e.g., Springfield) in the “Check-In
Location” field.

Select “Check-In" — a red “X” confirms they are checked in.

Write the number of households on the vehicle windshield and “T” if the guest doesn’t qualify
for TEFAP product.

6. Provide Parking Instructions

Guide them to the appropriate parking area (e.g., pull forward, left or right lane).

7. Farewell

“Have a good day!”

Handling Search Results and Check-Ins

If guest is found and details match:
o Confirm the correct “Check-In Location” and select “Check-In” (red X confirms).
If details don’t match:

o Click on the notepad to the left side of the guest information to update their info,
update, and “Save.” Return to Step 4 to check them in.

If guest isn’t found but says they’ve been here before:

o Try different search terms.
If guest still isn’t found:

o Select “Add Client” and enter details and then check them in.
If guest is found but lacks a check-in button:

o Askif they’'ve attended this month.

o Ifthey say no, let them know that our system is showing they’ve already attended a
mobile this month and they’re only permitted one per calendar month. If they’re
adamant that they didn’t attend, remind them of the rule and let them know they’ll be
permitted to go through this month.

o Ifthey confirm prior attendance, explain and implement the one-visit-per-month rule.



Mobile Distribution Information

Every individual who attends our mobile distributions in need of food assistance is referred to as
a "guest” or “neighbor.”

Guests residing in South Dakota and needing food assistance are warmly welcomed to receive
food at no cost. Please promote an environment that is welcoming, supportive, and free of
judgment.

Each guest is eligible to attend any distribution within the state once per calendar month.

There is no household limit for food assistance per vehicle; however, ensure there is enough
room to accommodate all food items.

Mobile distributions expanded during COVID to safely reach more guests while adhering to
safety protocols. We now serve every county in the state.

Upon arrival, you may see a line of vehicles. We also serve "walk-up" guests who arrive on foot.
Start registration at the front of the line and work toward the back. There may be multiple
volunteers helping register guests.

For some mobile distributions, a Spanish-speaking volunteer may be present to assist with guest
registration. They will be identifiable by a nametag indicating that they speak Spanish.

The Emergency Food Assistance Program (TEFAP)

Some food items provided at our distributions are from the USDA's The Emergency Food
Assistance Program (TEFAP). To receive TEFAP products, guests must self-declare that their
household income meets eligibility guidelines. There is a chart on a sandwich board at the
distribute site, on the PROXY form, and on the Client Registration screen.

TEFAP Proxy Form

This form allows someone other than the recipient to pick up food on their behalf. Register the
food recipient, not the Proxy. If the Proxy is also collecting food for themselves, register them as
well.



