Distribution Procedures

General Job Responsibilities:

4 hour shift person working beginning of pick up day– Oversees operation of set up, monitors the bins and refills as necessary during the day and helps shareholders with questions about how to get their share that week. Not responsible for additional items from local farms for sale but can point out that they exist. Non Stone’s Throw CSA shareholders should be directed to the signage for self service and told that questions should be left for the individual producers via notes in the cash boxes. All shareholders should be reminded to check their name off on the Pick Up sheet. Be sure to mark your volunteer hours on the Stone’s Throw CSA Work Hours sheet.

4 hour shift person working end of pick up day - Monitors the bins and refills as necessary during the day, helps shareholders with questions about how to get their share that week. Not responsible for additional items from local farms for sale but can point out that they exist. Non Stone’s Throw CSA shareholders should be directed to the signage for self service and told that questions should be left for the individual producers via notes in the cash boxes. Puts excess produce away in the cooler at the end of the day EXCEPT tomatoes, cover them in place. All shareholders should be reminded to check their name off on the Pick Up sheet. Be sure to mark your volunteer hours on the Stone’s Throw CSA Work Hours sheet.

2 hour shift person – Assists with the set up. Be sure to mark your volunteer hours on the Stone’s Throw CSA Work Hours sheet.

How Many Shares to Prepare For:

Tuesday Shares - __25_ Regular, __32__Small A, ___23__Small B

Saturday Shares - ___8_Regular, ___4__Small A, ___11_Small B

Beginning of Pick-Up Day Procedures:

· Read through the steps and decide which of the workers will accomplish which task.

· Wipe down shelves where the produce will be displayed. A bucket and sponge can be found either under the scale in the front of the barn or near the wash table in the rear of the barn. Water source is the wash tub hose.

· Sweep the floor. The broom can be found behind the small door to the immediate left of the two main doors, the one with the sign “Restricted Area” on it.

· Get out produce marked Stone’s Throw CSA from the cooler in the back of the barn, or help the growers finish veggie wash or prep. 

· Determine the amount to be distributed that week and to whom. The amount is based on the charts called Projected Amount to Distribute Regular/Small A/Small B Shares which is the first set of charts in the back of the Distribution book. If a crop is short or in abundance, the amount in the chart needs to be modified. The amount that the growers have delivered can be found on the Grower Delivery Record charts in the book. An explanation of the situation will be in a note on these charts or on the Distribution Book. If the full amount delivered is more or less than the projected amount, change the amounts given out as needed.  This decision is made by the shareholders working distribution that day. As an example the first week projections were for all regular shares to receive 2 lbs of sugar snap peas and all small shares to receive 1 lb. Since the crop was late in ripening, there were only 15 lbs available for Tuesday’s distribution. The crew that day decided that everyone would get a handful, as a taste of the crop to come. On Saturday of that week the situation was repeated. The second week the crop was still short. Fifty three pounds were available on Tuesday and since the number of shareholders indicated that usually 25 regular shares and 53 small shares pick up on Tuesday, there were enough peas to have every regular share take 1 pound and every small share take ½ pound (25# for the regular, 53/2=26.5# for the small with a buffer of 1 ½ lbs for people that pick up off schedule)

· Make up signs to be hung over each item that indicates how much is to be taken by Regular Shares, Small Share Group A and Small Share Group B.  Check through old signs to see if any already exist that can be used. The sign pad and a marker are on or in the fake china cupboard.

· Write a list of everything that should be taken by the three groups on the stand up chalk board and in the Distribution Book on the Crop Distribution Actual sheets. If for some reason the Saturday shareholders receive an amount different than those recorded by the Tuesday workers, make a slash mark and add the different amount to the form.

During the Day Procedures:

· Greet shareholders as they come in the barn and help them, as needed, pick up their shares.

· Keep the bins filled as needed. On hot days fragile crops like greens should remain in the refrigerators as long as possible and refilled throughout the day. Tomatoes should NEVER be refrigerated.

· Keep the areas neat and clean and replenish bags as needed

· Items that are depleted and don’t have more in the back should have their signs taken down and the space taken over by the other items. This should only happen with crops that have choices, one or the other, since 50% of each crop will be offered for choice. Note any crops that are not supposed to be short but end up that way and communicate the same to Jessica Adamowicz, the Distribution Coordinator.

· Remind shareholders to check off their names on the Pick Up sheet in the book.

End of Pick Up Day Procedures:

· Put excess produce in the cooler in the area or boxes marked for Stone’s Throw CSA. Be sure the door to the cooler is firmly closed and the light is off. Cover excess tomatoes on the shelves. 

· Take down signs and put them with the Distribution Book.

· Clean up the sales area and turn off the lights. The barn light switch is next to the small double doors behind the sales counter. Close the two small doors to the barn.

· SATURDAY ONLY, count how many regular and small shares did not pick up that week and measure out the amount of those shares and put into the Food Bank Distribution box. Place in the cooler for the Food Bank drivers, under the “Food Bank Donations” sign.

