
Journey Outreach Center Food Drive Guidelines
Hello and Thank you for leading this much needed food drive. We sincerely appreciate  your commitment to ending 
hunger right here in our hometown! Food Drives are a wonderful way to bring much needed specific food into your 
community pantry. Food Drives require planning and work but they are definitely worth it. Its  the perfect activity for 
children to participate in - its educational, fun and meaningful all at the same time. We know you are busy so we 
created this helpful guide to provide a  timeline and recommendations to help you plan and launch Your Food drive.  
Please know every food drive is unique and it  should reflect the talents and personalities of those making it happen, so 
feel free to be creative and have fun! 

Four to Six Weeks Before the Food Drive 
 1 Get started. Establish a small committee to plan and coordinate the food drive. This should include 
organizing, promotion and publicity, collection and delivery. Be sure to communicate your ideas to the school 
administrators in advance to avoid conflicts and get any needed permissions. 
DATE:_______________ LEAD CONTACT(S): __________________________________________________ 

 2 Contact JOURNEY OUTREACH CENTER / AUTHENTIC IMPACT ENGAGEMENT COORDINATOR SUSAN 
EVANS (susan@thejourneyfamily.com or 261-8310).  Let us know when you plan to run the drive and set a delivery 
date. This is especially important during our busy holiday delivery seasons. You can deliver food during any open hours 
or by appointment.   DELIVERY NAME & #: ________________________________ DELIVERY DATE:__________ 

 3 Decide the GOAL, FOCUS  and SCOPE of your drive.   
GOAL- Set a goal for your drive such as a total number of cans,  and/or items. A competition among classrooms or other 
school groups can stimulate participation. We have specific food needs and food drives are the best way to make certain 
we have access to those foods.  
FOCUS- Our Primary Needs are low sodium, pop top canned vegetables, fruit, meat, soups, stews; peanut butter & jelly, 
pasta, rice and healthy versionS of packaged meals. see attached for Food Drive ideas. 
SCOPE- Are you targeting the whole school, one grade level or several classrooms? When will the drive happen and 
how long will the collection time be? It works well to collect food for at most a week. 

GOAL:____________________________________________________ 

FOCUS:___________________________________________________ 

SCOPE:___________________________________________________ 

4 Plan to educate students on the need for the food drive. JOURNEY OUTREACH CENTER & AUTHENTIC   
 IMPACT  have  information about hunger in America and in our local area. We are happy to make a short  
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  presentation for your school. We also can provide information for teachers to use in classrooms at age- 
  appropriate levels. Be sure to coordinate this effort with teachers and administrators. 

STAFF PRESENTING:_______________________________ DATE:___________________ 
  
5 Create a letter to go to parents. In the letter, introduce the food drive and JOURNEY OUTREACH CENTER FOOD  
 PANTRY, and provide a “most popular” or “suggested items” food list with guidelines (no glass, in-date and  
 unopened). Send the letter home with children, post the letter on the homework page, in the school   
 newsletter, and in school announcements. DATE LETTER GOES OUT:_______________________________ 

Two Weeks Before  
1 Design fliers and posters to advertise the food drive. Include your list of foods suitable for donation,   
 collection period and place. This could be a contest, with the winning designs selected by the planning   
 committee. _______ COMPLETED 
2 Designate an area at the school for drop off and storage of food during the drive. A highly visible area is  often a  
 good reminder and motivator for student participation. We have a few Food Drive Barrels, but its  more  
 fun when the kids designs and decorate their own collection boxes. ______ COMPLETED 
3 Determine if you plan to presort food for the Pantry. (if NOT doing Priority Items) 
4 Organize people to deliver to the Pantry. Make sure your deliverers are able to lift bags or boxes of food  safely.  
 If you need additional delivery help, please contact us! ron@thejourneyfamily.com 261-8310. 

One Week Before Delivery: Action Plan 
 1 Have student and adult volunteers sign up for the following jobs: 
 • Set up major collection site________________________________________ 
 • Count, weigh and/or sort food items__________________________________ 
 • Load food bags/boxes into delivery vehicles_____________________________ 
 • Deliver food to the Pantry (see this page for open hours) ____________________ 

 2 Put up posters or banners along school halls and in classrooms to advertise the food drive. 
                         Poster People:________________________________________________ 

 3 Educate students about the need for Journey Outreach Center  FOOD PANTRY and why you   
  are running the Food Drive. A representative from JOURNEY OUTREACH CENTER can come and present.  
  This is also an opportunity to tell students that JOURNEY OUTREACH CENTER is  here for them too, if  
  needed. WE ARE HAPPY TO COORDINATE A SCHOOL TOUR AND AGE/GRADE LEVEL APPROPRIATE  
  VOLUNTEER ACTIVITIES  HERE TOO! 
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 4 Announce the start of the drive to the school. You might have a kickoff assembly or in-class   
  speaker to rally energy for the drive. Tell the students about any competitions for amounts   
  collected, any group-specific guidelines (e.g., Grade 5 is collecting breakfast cereal, etc.), and   
  tell students where to bring the donated food. 
   
  KICK OFF DATE:__________________________    END DATE:_____________________ 

Sorting and Delivery Day: Action Plan 
 1 Place empty food bags/boxes on assembly table. Designate areas for sorted food to be placed. 

 2 Fill food bags/boxes, sorting according to suggestions from JOURNEY OUTREACH CENTER   
  FOOD PANTRY. Count either the items or the number of bags/boxes of food collected. Take Pictures 
  of the food and the volunteers! 

 3 Load the food bags and any extra food items into the vehicles for transporting to JOURNEY   
  OUTREACH CENTER FOOD PANTRY. Call us at 904 261.8310 and let us know your estimated arrival  
  time. We’ll make sure we have able arms to help unload the food. If you need someone to pick up the  
  food for you, just contact our office and we will arrange a pickup. 

 4 Fill out a Donation Record at the Pantry with the names of your key volunteers and an address   
  where we can send a thank-you card 

After the Drive 
 1 Announce the results of any competitions, thank the students for participating and tell the school  
  community how much food you collected — be proud of your efforts! WE WIL BE HAPPY TO   
  POST ALL OVER OUR SOCIAL MEDIA - JUST SEND IT ON! 
 2 Share JOURNEY OUTREACH CENTER FOOD PANTRY’ appreciation with the students in    
  newsletters, announcements, SOCIAL MEDIA, etc. 
 3 Make some notes about what went well, what needed tweaking for the future, and brainstorm   
  any additional creative ideas for making the drive fun and educational. SHARE WITH US! 

Thank you again  for partnering with us to feed hungry  families in our hometown! 


