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Introduction
With multiple sites, a diverse spectrum of services and the growth in personnel and procedures
that Street Life Ministries has seen and continues to experience we have moved well beyond the
point at which word-of-mouth alone can keep us all properly informed and consistent in our
knowledge and understanding of the ministry’s operations.
The need for written information in a single, simple, accessible source is both urgent and readily
apparent.
With that in mind this handbook represents a significant step toward meeting that need.

Concept
This handbook is not a single document but rather an organized collection of individual
documents. Since each of the documents contained here is subject to change the handbook can
be kept up-to-date by replacing individual pages rather than republishing the entire book. While
the handbook is provided in hard-copy the most current revisions of its pages and sections is also
available on-line at www.slm-works.org.

[DOCUMENT TITLE]

6 JUNE 2018

STREET LIFE MINISTRIES
PDF Version
CONTENTS:

Title

PDF Page

Introduction

2

About us

4

Our Concept

5

Our Mission

6

Our Vision

7

Our Faith

8

Organizational Chart (By Function)

9

Master Roster

10-14

Master Schedule

15

Worship and Fellowship Service Timetable

16

Principles of Conduct and Service

17-20

Site Captain Position Description

21-22

Selecting Ministry Helpers
Site Assistant Position Description
Gate-Keeper/Ticketeer Duties

23
24-25
26

Table Captain Position Description

27-28

Corrective Action for Personnel and Procedures

28-30

Social Services Resources

31

Shelter Resources

32

Recovery/Rehabilitation Resources

33

Allied Ministry Resources

34

HANDBOOK TABLE OF CONTENTS

27 JUNE 2018

STREET LIFE MINISTRIES

ABOUT US
Street Life Ministries is a community-based non-profit organization that serves the
homeless and at-risk populations of the Mid-Peninsula. We establish environments
and build relationships where community volunteers can provide food and clothing
as well as referrals for shelter, addiction recovery, and other personal support.
Since June of 2000 Street Life volunteers have expressed love and compassion
through inviting our friends on the street to discover hope in our unique approach
to faith community we describe as “No Walls Necessary.”
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OUR CONCEPT … No walls Necessary
Street Life Ministries operates under an innovative concept for helping hurting
people and transforming lives which we call “No Walls Necessary.” Our
community meets on the streets for people on the streets. In the New Testament,
the Church was never limited by space or location. There are no walls necessary
to be a healthy community of faith.
Street Life is people from different Christian traditions who share a common,
passionate desire to see the message of Jesus lived out in tangible ways. We
meet together on the street, not in a building, and we believe in helping those in
need with the Word of God and a hot plate of food. There is no judgment, no guilttrip, no hoops to jump through – just a sincere effort to show genuine love.
When the gospel is lived out in the lives of broken people, it takes a shape that is
beyond a building, a specific doctrine, or a Sunday service. Street Life Ministries
is a community of people striving to follow Jesus and committed to bringing the
love of God to people on the streets.
If you would like to know more about what we believe, read our statement of faith.
Homelessness and poverty affect several thousand people in the Peninsula area
of San Mateo County, with the communities of Redwood City, Menlo Park, and
East Palo the most affected. Of course, this issue truly impacts all of us who live
here as we struggle to find solutions to these growing problems. With only a small
number of shelter beds in the area and limited public assistance, new and better
means of helping those at risk are sorely needed. Street Life works to meet this
need by mobilizing resources, community groups, and individual volunteers in our
gatherings in each city we serve.
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OUR MISSION… Share God’s Love
Street Life Ministries will share God’s love by providing life-giving resources and Christcentered gatherings with people living on the streets of the Peninsula.
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OUR VISION… Loving, Compassionate Service
Street Life Ministries…
…will provide twice-weekly meals at each of our street locations in order to feed any who
are in need.
…will promote Christian community at each of these gatherings through the teaching of
the Word, breaking of bread, fellowship and prayer.
…will guide those in need toward spiritual, physical and emotional wholeness.
…will serve with compassion, respect, innovation, commitment and grace.
…will guide those in brokenness and need into healthy resources and choices through
our community and ministry partnerships.
…will be an expression of God’s Kingdom on Earth with Christ followers and churches of
the Peninsula, as living examples of the unity, cooperation and fellowship intended
throughout God’s Church.
…will provide a safe and nurturing training group for Christians and others seeking to
serve and explore gospel ministry.
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OUR FAITH… Essential Historic Christianity
Street Life Ministries is a non-denominational organization with roots in the historic
Christian faith. As participants in various local congregations, we strive for the best of
what the church offers: a high regard for Scripture, a belief in divine healing, a
commitment to conscientious citizenship and a practical approach to living lovingly.
Further, we uphold the essential teaching of historic Christianity:
We believe in the Triune God: Father, Son and Holy Spirit.
We believe the Bible is the inspired Word of God and the final authority for Christian life
and faith.
We believe that Jesus was a real person, fully God and fully human. He lived a perfect
life, then died on a cross, paying the penalty for our sins. On the third day Jesus physically
rose from the grave, conquering death.
We believe that repentance from sin and belief in Jesus Christ as Savior and Lord is the
only way to salvation.
We believe in the resurrection of both the saved and the lost: the saved will be raised to
life with God, and the lost to separation from God.
We believe God has supernaturally endowed every believer with spiritual gifts and a
unique purpose, and that the Holy Spirit empowers us to live out that purpose through the
Church.
We believe that the Church is the living Body of Christ on earth. As members of His Body
we exist to celebrate the living God, cultivate personal growth in Christ, and communicate
Christ’s love to the world.
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ORGANIZATIONAL CHART
(BY FUNCTION)

Board of Directors

Executive Director

Staff Services

Support Services

Frontline Services

Administration

Food Purchasing

Worship Scheduling

Human Resources

Clothing Purchasing

Worship

Bookkeeping/Payroll

Equipment/Supplies Purchasing

Speaker Scheduling

Public Relations

Kitchen Management

Preaching/Teaching

Web & E-News

Food Preparation

Site Set up

Fund-raising

Food Delivery

Food Service

Vehicle Management

Clothing Distribution

Cook Scheduling

Transportation

Driver Scheduling

Equipment Management

Volunteer Scheduling

Site Safety & Security
Prayer & Counseling
Resource Referral
Case Management

ORGANIZATIONAL CHART
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AUTHORIZED FOR GENERAL USE
The contact information contained in the master roster has been removed from this version to
protect against improper access and/or use. There are no restrictions on the use of this version.
No special permissions are required to access, read, print or share the contents of this document.

CONTENTS SUBJECT TO CHANGE
All information contained in this document is subject to change without notice. Please, be sure
to use the most current version only.

If you have questions, comments or concerns relating to the content of this document or suggestions for
corrections, updates, additions or deletions, contact:

Bruce Squires, bruce@streetlifeministries.org, (650)440-0160

SLM MASTER ROSTER W/O CONTACT
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MINISTRY LEADERSHIP
BOARD OF DIRECTORS:
Jason Blomgren(V)
Nathan Kavanaugh(V)
David Shearin
EXECUTIVE DIRECTOR:
David Shearin
MINISTRY ASSOCIATE:
Bruce Squires
FOOD SERVICE COORDINATOR:
Veo Rice
CLOTHING & DONATIONS COORDINATOR:
Vicky Lanzone(V)
Bonnie Miller(V)
MINISTRY STAFF
ADMINISTRATIVE ASSISTANT:
Vicky Lanzone(V)
BOOKKEEPER/HR:
TBA
SERVER SCHEDULER:
Emily Sayles(V)
WORSHIP SCHEDULER:
Ro Young(V)
[Note: (V) indicates volunteer.]
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SITE LEADERSHIP
LEAD SITE CAPTAIN:
Bruce Squires
SITE CAPTAINS:
Menlo Park:
Paul Wagner, Tuesdays
Bruce Squires, Thursdays

pwagwag@hotmail.com

(408)710-6923

Palo Alto:
Scott Dixon, Mondays
Redwood City:
Paul & Kris McGuirk, Mondays
Mike & Karlene Harvey, Wednesdays
TABLE CAPTAINS
Menlo Park:
TBA, Tuesdays
Tom Van Leer, Thursdays
Christina Funk, Thursdays
Palo Alto:
Suzy Herrera, Mondays
Redwood City:
Kim Pearson, Mondays
Karlene Harvey, Wednesdays
SITE ASSISTANTS
William Morrison, Menlo Park, Tuesdays
Vincent Gee, Menlo Park, Thursdays
Oscar Prada, Menlo Park, Thursdays
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SPEAKERS:
MENLO PARK: [For more detailed, current information contact Bruce Squires.]
Monte Fisher
Bruce Maez
David San Lorenzo
Darryl Pearson
David Shearin
Bruce Squires
Paul Wagner

PALO ALTO: [For more detailed, current information contact Scott Dixon.]
Scott Dixon

REDWOOD CITY: [For more detailed, current information contact Paul McGuirk.]
Scott Aughtmon
Mary Graves
Mike Harvey
Paul McGuirk
Kris McGuirk
Dominic Rivera
David Shearin
Bruce Squires
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WORSHIP LEADERS: [For more detailed, current information refer to the monthly schedule.]
Mark Bolger
Robert Boynton
Jeff Finger
Ernest Liu
Tim Moon
Joel Norgaard
Jolon Staubli
Pete Stine
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WEEKLY SLM SERVICES
Day

Time

Location

Leader(s)

Contact

Mon

7:00-9:00 p.m.

1300 Middlefield Rd, Redwood City

Paul, Kris McGuirk
Site Captains

650 766-5906
559 246-3414

(First Christian Church parking area)

Scott Dixon
Coordinator

408 710-6923

(Fenced lot opposite Rise City Church)

Mon

7:00-9:00 p.m.

2890 Middlefield Rd, Palo Alto

Tue

7:00-9:00 p.m.

Menlo Park Train Station
(Adjacent to bus stop at Southern end)

Paul Wagner
Site Captain

Wed

7:00-9:00 p.m.

1300 Middlefield Rd, Redwood City
(Fenced lot opposite Rise City Church)

Mike, Karlene Harvey 650 678-6729
Site Captains

Thu

7:00-9:00 p.m.

Menlo Park Train Station
(Adjacent to bus stop at Southern end)

Bruce Squires
Site Captain

650 440-0160

[(all times appx) Prayer: 7:15, Worship: 7:30-40, Message: 7:40-8:00, Food set up/Service: 8:00-8:45]

MONTHLY SLM/MENLO CHURCH BINGO NIGHT
Day

Time

Location

Leader(s)

Contact

1ST Sat

5:30-8:30 p.m.

950 Santa Cruz Ave, Menlo Park

David Shearin
Bruce Squires

650 716-6624
650 440-0160

(Fellowship Hall)

[(all times appx) Welcome: 5:30-45, Message: 5:45-6:15, Food Service: 6:15-7:15, BINGO: 7:15-8:30]

MONTHLY SLM BREAKFAST SERVICE
Day

Time

Last Sun 10:00-12:00

Location

Leader(s)

Contact

1300 Middlefield Rd, Redwood City
(Fenced lot opposite Rise City Church)

David Shearin
(Leader varies)

650 716-6624

[(all times appx) Prayer: 10:15, Worship: 10:30-40, Message: 10:40-11:00, Food Service: 11:00-11:45]

MONTHLY COMMUNITY RESOURCE HOURS
Day

Time

2nd Tue 1:00-3:00 p.m.

Location

Leader(s)

Contact

1044 Middlefield Rd, Redwood City
(Public Library, Small Conference Room)

Bruce Squires
Bill Morrison

650 440-0160
650 771-7240

[Counseling, support services referral, Bible study, fellowship, coffee and snacks]

QUARTERLY PASTORAL COUNCIL MEETING
Day

Time

Location

Qtly
TBD

10:00-12:00
(varies)

796 Fifth Ave, Redwood City
Bruce Squires
(Celebration Christian Fellowship, Fifth Ave and Spring St)

SLM MASTER SCHEDULE

Leader(s)

Contact
650 440-0160
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Worship and Fellowship Service Timetable

Arrival:

NLT 7:00 p.m.

Equipment and Seating Set-up:

7:00-7:10

Prayer Circle:

7:15

Worship:

7:30-7:40 (Minimum but may begin earlier and
continue following message)

Message:

7:40-8:00

Food Service Set-up:

8:00-8:10

Food Service Last Call:

8:40 (Latest but may be earlier if no one is in line)

Food Service Take-down:

8:45-8:55 (Latest but may be earlier if service has
stopped)

Equipment and Seating Take-down:

8:45-8:55 (Latest but may coincide with food
service take down)

Food Van Departure:

9:00 (Latest but may depart as soon as loading is
complete)

Service Vehicle Departure:

9:00 (But not before unescorted minors and
women have departed)

[Note: All times are approximate except where otherwise stipulated.]

SERVICE TIMETABLE
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PRINCIPLES OF PERSONAL CONDUCT, LEADERSHIP AND SERVICE
Introduction
Every servant in Street Life Ministries, regardless of title or duties, is expected to know, accept and abide by the
principles set forth in this document.
Street Life Ministries relies first and foremost on the Word of God as revealed in the Bible as the highest
authority in all matters. No other authority stands above God’s Word in any area of life.
The content of this document is, by no means, a comprehensive list of possible issues. It is, instead, an effort to
anticipate, identify and clarify a few, major issues and applicable principles.
While some of the content of this document may appear repetitive, a closer examination will reveal subtle but
significant differences. Simply stated, while the standards of conduct are the same for each of the three
groupings, leaders, individual contributors and participants, our expectations relative to those standards are
different for each group.
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Leaders
A leader is one whose ministry service includes teaching, preaching, leading worship, supervision of others,
preparation of procedures and/or training of a group or other ministry leader. Leaders in the ministry may hold
a ministry position with one of the following titles: director, coordinator, site captain, table captain, worship
leader.
Street Life Ministry leaders are expected to lead by example and persuasion. They must visibly demonstrate
Christian character and influence others to do the same. They are required to clearly and consistently abide by
the standards of conduct and are to exemplify attitudes and behaviors of growth in abstinence from sin.
Every leader in the ministry is encouraged to grow in godliness and to endeavor to recognize and refrain from
sin.
Two basic principles shall be observed and practiced by every leader in Street Life Ministries:
Every effort must be made to avoid even the appearance of impropriety.
No speech or action should be undertaken which might reasonably be expected to give rise to
unnecessary controversy or conflict.
All who lead in the ministry shall practice the following:
Integrity in personal and family relationships.
Integrity in business and ministry relationships.
Honesty and accountability in all matters.
Courtesy and respect in all interactions.
Personal modesty in attire, speech and behavior.
Good stewardship in the use of and care for ministry funds and property.
Cheerful cooperation.
All who lead in the ministry shall abstain from the following:
Intoxication through drugs, alcohol or inhalants.
Pornography.
Sexual contact outside of heterosexual marriage.
Any speech or contact of an overtly sexual or sexually suggestive nature.
Any form of physical or verbal abuse
PRINCIPLES OF PERSONAL CONDUCT, LEADERSHIP & SERVICE
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Individual Contributors
An individual contributor is one whose ministry service is limited to activities which do not require teaching,
preaching, leading worship, supervision of others, preparation of procedures or training of a group. The
individual contributor may hold a ministry position with one of the following titles: cook, accent cook, driver,
food server, scheduler, site assistant, clothing and donations assistant, or any position of similar scope as yet
undefined.
Individual contributors should aspire to learn and grow in Christian character. They are strongly encouraged to
abide by the standards of conduct and to improve in abstaining from sin.
Every servant in the ministry is strongly encouraged to grow in godliness and to endeavor to recognize and
refrain from sin.
Two basic principles should be observed and practiced by every servant in Street Life Ministries:
Every effort must be made to avoid even the appearance of impropriety.
No speech or action should be undertaken which might reasonably be expected to give rise to
unnecessary controversy or conflict.
All who serve in the ministry are strongly encouraged to practice the following:
Integrity in personal and family relationships.
Honesty and accountability in all matters.
Courtesy and respect in all interactions.
Personal modesty in attire, speech and behavior.
Good stewardship in the use of and care for ministry funds and property.
Cheerful cooperation.
All who serve in the ministry are strongly encouraged to abstain from the following:
Intoxication through drugs, alcohol or inhalants.
Pornography.
Sexual contact outside of heterosexual marriage.
All who serve in the ministry are required to refrain from the following:
Any speech or contact of an overtly sexual or sexually suggestive nature.
Any form of physical or verbal abuse
PRINCIPLES OF PERSONAL CONDUCT, LEADERSHIP & SERVICE
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Standards of Personal Conduct for Participants
Each participant in a Street Life Ministries activity is encouraged to learn and grow in godliness and to endeavor
to recognize and refrain from sin.
The standards below are suggested as a guide for personal conduct.
Two basic principles should be observed and practiced by every participant in any Street Life Ministries activity:
Every effort must be made to avoid even the appearance of impropriety.
No speech or action should be undertaken which might reasonably be expected to give rise to
unnecessary controversy or conflict.
Each participant in a Street Life Ministries activity ought to consider practicing the following:
Integrity in personal and family relationships.
Integrity in business and ministry relationships.
Honesty and accountability in all matters.
Courtesy and respect in all interactions.
Personal modesty in attire, speech and behavior.
Good stewardship in the use of and care for ministry funds and property.
Cheerful cooperation.
Each participant in a Street Life Ministries activity ought to consider refraining from the following:
Intoxication through drugs, alcohol or inhalants.
Pornography.
Sexual contact outside of heterosexual marriage.
Each participant in a Street Life Ministries activity is required to refrain from the following:
Any speech or contact of an overtly sexual or sexually suggestive nature.
Any form of physical or verbal abuse

PRINCIPLES OF PERSONAL CONDUCT, LEADERSHIP & SERVICE
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Site Captain Position Description (Detailed)
General Description
The site captain serves as the senior member of the Street Life Ministries service team for any standard service
date, Monday through Thursday, as assigned. As such, the site captain has overall authority and responsibility
for all personnel and activities directly related to operations on site in the preparation, conduct and closing of
the site on his or her service date.
The site captain may be assisted in performing these duties by any and all individuals which he or she designates
and trains (or briefs) as the site captain deems necessary or helpful. (Site assistants)
Reports to
The site captain reports to the Lead Site Captain.
Additionally, whenever necessary or desirable, the site captain is encouraged to make referrals or to maintain
contact with the executive director to facilitate the efforts of ministry members in obtaining assistance from
resources outside SLM, i.e. rehabilitation, shelter, etc.
Duties and Responsibilities
Open the site (RC)
Set up
Turn on lights (RC)
Set up seating
Set up sound system
Set up rain shelters (RC)
Turn on heaters (RC)
Maintain Safety
Walk the site before and after service (identify and remove/resolve hazards)
Contain activity within the designated areas (RC)
Maintain situational awareness
Observe activity
Identify developing issues
Resolve conflict (Intervene verbally, peacefully but not physically.)
Report Emergencies
Call 911 in the event of…
Physical violence or imminent threat of violence
Appearance or other evidence of the possession of a weapon
Serious injury or illness
SITE CAPTAIN POSITION DESCRIPTION
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Fire or other dangerous occurrence
And inform the Lead Site Captain and Executive Director
Conduct services
Prayer circle
Worship
Message
Announcements
Grace
Meal service
Take down
Turn off and store heaters (RC)
Take down and store shelters (RC)
Take down and store sound system
Gather and store seating
Turn off lights (RC)
Close the site (RC)
After Service Report to the Lead Site Captain and Executive Director
Report material shortages
Report technical problems
Report security and safety problems
Report any incident of concern
Report noteworthy, positive information

SITE CAPTAIN POSITION DESCRIPTION
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Ministry Helpers
Selecting Ministry Helpers
It is very important for Street Life staff and key volunteers to be able to focus their attention and
efforts on the areas of ministry and activity for which they are especially called and equipped.
This means that there is also occasionally a need for carefully selected, well-trained, properly
supervised help to assist in doing the work of the ministry.
Selecting ministry helpers for quick, one-time tasks is usually just a matter of recruiting willing
workers from among those at hand. For longer duration, recurring duties selecting the right
helpers is somewhat more involved. We must apply the same type of scrutiny to our candidates
for this work as we would for staff or key volunteers. We must ensure that our helpers are morally
suited, physically capable and spiritually motivated to do the work we are asking of them.
Whenever that work involves some aspect of care for those whom the ministry serves, we should
also solicit advice and nominations from those being served.
No one can do a job properly if they don’t know what that means. It is our duty to ensure that
those we have chosen to help with the work of ministry be told exactly what their work entails
and exactly what standards we will hold them to. We must be equally clear in our instructions as
to what is prohibited and what to do when questions, confusion or difficulties arise. We must
continue and/or repeat this training as long or as often as may be necessary to gain and maintain
the desired result.
Having selected and trained our helper and set them to their task we must remain engaged in
their development as workers and believers by providing appropriate supervision. We must:
•
•
•
•

Check in with them daily to ask about their work.
Occasionally drop by to demonstrate our ongoing interest and assist in correcting any
deviation from established standards.
Express sincere appreciation for their help and ask if there is any way that we can help
them to be more successful in their efforts.
Follow through to fulfill our promises to them in a timely manner and follow up to make
sure that problems are solved, issues are closed and concerns are satisfied.

Carefully selected, well-trained, properly supervised help who assist in doing the work of the
ministry are indispensable to the success of Street Life Ministries. Their contributions free others
to focus on the work of sharing the Gospel and providing life resources.

SITE ASSISTANT POSITION DESCRIPTION
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Site Assistant Position Description
General Description:
The site assistant acts as an aid to the site captain and may be called upon to perform or assist in
performing any of those functions required of the site captain. From time to time the site
assistant may also be asked by the site captain to perform tasks related to but not specifically
listed as the duties of the site captain but which are clearly suited to ministry mission and vision.

Reports to: Site Captain
Duties and Responsibilities:
Perform or assist with any or all of the following duties and responsibilities at a minimum.
Open the site (RC)
Arrive on site with equipment/supplies (MP)
Set up
Turn on lights (RC)
Set up seating
Set up sound system
Set up rain shelters (RC)
Turn on heaters (RC)
Maintain Safety
Walk the site before and after service (identify and remove/resolve hazards)
Contain activity within the designated areas (RC)
Maintain situational awareness
Observe activity
Identify developing issues
Resolve conflict (Intervene verbally, peacefully but not physically.)
Report Emergencies
Call 911 in the event of…
Physical violence or imminent threat of violence
Appearance or other evidence of the possession of a weapon
Serious injury or illness
Fire or other dangerous occurrence
And inform the Lead Site Captain and Executive Director

SITE ASSISTANT POSITION DESCRIPTION
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Conduct services
Prayer circle
Worship
Message
Announcements
Grace
Meal service
Take down
Turn off and store heaters (RC)
Take down and store shelters (RC)
Take down and store sound system
Gather and store seating
Turn off lights (RC)
Close the site (RC)
After Service Report to the Lead Site Captain and Executive Director
Report material shortages
Report technical problems
Report security and safety problems
Report any incident of concern
Report noteworthy, positive information
Perform other tasks as may be directed by the site captain.

SITE ASSISTANT POSITION DESCRIPTION
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Gate-keeper/Ticketeer Position Description (RC Only)
Duties and Responsibilities
Report time: not later than 6:45 p.m.
Completion time: not before 8:15 p.m.
Station: Main Gate
Reports to: Site Captain
Equipment/Supplies required: Chair, rain protection, meal tickets, pen and paper
Duties:
Ensure that the main gate is opened for general admission at 7:00 p.m. (Not before)
Ensure that each individual entering the site is provided a single, sequential meal ticket.
Answer visitors’ basic, general questions related to ministry purpose and activity schedule.
Refer detailed, specific questions to appropriate leadership.
Observe and report to site captain inappropriate or questionable behaviors/persons(s).
Observe and report to site captain any issues/concerns regarding health/safety.
Receive and comply with special instructions from the site captain related to assigned duties.
Accept additional direction and assist as requested by the site captain.
Prohibited:
Issuing a ticket(s) to anyone before the designated time. (except SLM staff or volunteers).
Issuing more than one ticket to any individual.
Issuing any ticket or tickets out of sequence or holding a ticket for someone not yet present.
Refusing to issue a ticket to anyone without direct/specific instructions from the site captain.
General:
All general Street Life Ministry policies, procedures and guidelines apply to the performance of duties while in
this position. Problems, issues, questions or concerns related to this position are to be discussed with the site
captain. Any matter related to the site captain will be reported to the lead site captain.

SITE ASSISTANT POSITION DESCRIPTION
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TABLE CAPTAIN POSITION DESCRIPTION (DETAILED)

General Description
The table captain serves as the lead member of the Street Life Ministries food service
team for any standard service date, Monday through Thursday, as assigned. As such the
table captain has overall authority and responsibility for all volunteers and activities
related to food service on site on his or her service date.
The table captain is routinely assisted in performing these duties by properly trained or
briefed volunteer servers.

Reports to
The table captain reports to the food service coordinator in matters relating to scheduling and
food quality or quantity.
The table captain reports issues relating to volunteer assignment and performance to the
volunteer coordinator.
The table captain reports problems relating to customer behavior to the site captain.

Duties and Responsibilities
Lead Volunteer Servers
Greet and brief servers
Direct setup and take down
Supervise service
Supervise clean up
Ensure efficient table and supplies arrangement
Ensure food handling safety
Ensure gloves are worn
Ensure the avoidance of cross contamination
No reuse of plates or cups
[DOCUMENT TITLE]

31 MAY 2018

STREET LIFE MINISTRIES

Plates are not given to customers until serving is complete
Prevent customer contact with food, utensils or items on the service line
(remove/replace affected items)
Ensure food in the service area is minimally exposed (Keep covered)
Arrange for and supervise desert and sandwich handout
Ensure service continues until complete
Either: No food remaining
Or: Reasonable time has elapsed with no one being served and time is late enough that no
further customers are likely
Supervise take down and clean up
All trash properly disposed of
Leftover food returned to van storage containers
Drink thermos returned to van
Tables cleaned, folded, stowed
Table cloths to soiled cloth container
All utensils, etc. returned to van
Thank and commend volunteers

[DOCUMENT TITLE]
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CORRECTIVE ACTION POLICIES FOR PERSONNEL AND PROCEDURAL ISSUES
PERSONNEL
Street Life Ministries will always rely primarily on the Christian character of its members to maintain an
exemplary environment of Godly, loving, service. With this in mind, each of us must understand that
adherence to established principles and procedures depends mostly on an ‘honor system.’ Each of us is
expected to develop and maintain a standard of personal integrity that ensures that we are self-correcting
and self-reporting.
In the event that a failure to live up to our principles comes to the attention of a member’s supervisor,
corrective action must and will be taken. The decision as to exactly what that action may be will be made
based upon the nature, severity, and frequency of the erring member’s behavior.
A range of corrective actions is available. These are listed in order of severity:
One-time verbal correction. (for a single, relatively minor infraction)
Verbal warning. (for repeated minor infractions or a single, more serious infraction)
Written warning. (for clearly unrepentant misbehavior or severe misconduct)
Suspension from duties. (may be coupled with a written warning)
Expulsion. (for repeated misconduct following a suspension or gross misconduct)
All of these disciplinary measures have the same ultimate objectives: confession, repentance and restoration.
Whenever possible any suspension or expulsion must include a counseling plan. While suspension and
expulsion generally are to be for a set period they shall be extended until the agreed counseling plan is
completed or the designated counselor acknowledges satisfactory progress. Following the assigned term of
any suspension or expulsion the concerned individual may be restored to attendance or service only following
an interview with and the approval of one of the leaders who initiated the suspension or expulsion.
One category of misconduct, physical and verbal violence, has a mandatory corrective action of expulsion
from all Street Life Ministry service locations and supporting activities. The term of expulsion will be
determined by two or more members at the site captain level or above, with a mandatory minimum term of
thirty days, subject to review and possible extension.
The fact that Street Life Ministries has its own, internal, disciplinary processes must not be viewed as a
substitute for obedience to civil law or submission to civil authority. No internal disciplinary action should be
viewed as a substitute for reporting a serious matter to law enforcement officials. Nor should any ministry
leader fail to undertake an indicated, internal, disciplinary action simply because the matter concerned is
being or has been handled by civil authorities.
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PROCEDURES
Street life Ministries procedural documents are the product of the combined experience of multiple members,
careful consideration, detailed preparation and, thorough review. These documents should be regarded as
authoritative and trustworthy. Adherence to their content is strongly encouraged.
Our procedures are, however, intended for the purpose of producing the best result with the greatest efficiency.
Each of us should be sufficiently aware to recognize when doing the usual things in the usual way will not
produce the best result possible.
Fully trained, experienced members may from time to time encounter difficulty or recognize opportunity when
performing their assigned duties. Such situations should be met with enough flexibility and creativity to do
better than expected.
What is needed is not rigid adherence to standard procedures but, rather, rigid adherence to the highest
standard of performance.
If deviation from procedure seems likely to produce a better outcome:
Check first with the appropriate leader. (if possible)
Monitor the action and the outcome.
Document and report the results to the same leader.
A successful, well-documented effort may well become part of a better procedural document.
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SOCIAL SERVICES RESOURCES
San Mateo County Human Services Agency
https://hsa.smcgov.org
Redwood City (adjacent to the Fair Oaks Library and Community Center)
2500 Middlefield Road, Redwood City, CA 94063
(650)599-3826
Belmont (near El Camino Real and public transportation)
400 Harbor Boulevard, Bldg B, Belmont, CA 94002
(650)802-6791

Santa Clara County Social Services Agency
https://www.sccgov.org
Central County (Use Bus route 73.)
1867 Senter Road, San Jose, CA 95112
North County (Use Bus Route 32.)
1330 Middlefield Road, Mountain View, CA 94043
South County (Use Bus Route 17.)
379 Tomkins Court, Gilroy, CA 95020

San Francisco City/County Human Services Agency
https://www.sfhsa.org
(415)557-5000 (Main)
10 Locations

SOCIAL SERVICES AGENCIES
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SHELTER RESOURCES

Maple Street Shelter (part of Life Moves)
Emergency Shelter
1580 Maple Street, Redwood City
(650)364-1150

Project WeHope
Emergency and 120-day transitional housing program
1854 Bay Road, East Palo Alto
(650)330-8000

Safe Harbor Shelter (part of Samaritan House)
Emergency and short-term housing
295 North Access Road, South San Francisco
(650)873-4921

Life Moves
Parent agency for several shelters and programs providing emergency services as well as overall case
management to assist in developing/sustaining long-term solutions. Client care is provided dependent on an
initial referral from a county social services agency.

Samaritan House
Parent agency for shelters and programs providing emergency services as well as overall case management to
assist in developing/sustaining long-term solutions. Client care is provided dependent on an initial referral
from a county social services agency.

SHELTER RESOURCES
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Recovery/Rehabilitation Resources
Palm Avenue Detox
2251 Palm Avenue, San Mateo, (650)513-6500
Cherry Hill Detox
2035 Foothill Boulevard, San Leandro, (866)866-7496
AA, Alcoholics Anonymous, Central Office, San Mateo County
www.aa-san-mateo.org, 2215 South El Camino Real #204, San Mateo, (650)577-1310
AA, Alcoholics Anonymous, Intergroup Central Office, Santa Clara County
www.aasanjose.org, 274 Hamilton Avenue #D, Campbell, (408)374-8511
NA, Narcotics Anonymous, Greater San Jose Area
www.sjna.org, (408)998-4200
NA, Narcotics Anonymous, Peninsula Area
www.peninsulana.org, (650)802-5950
City Team (Multiple locations, Christian, residential, 12-month program)
El Centro de Libertad (Out-patient, 12 step and CBT program)
www.elcentrodelibertad.org
500 Allerton Street, 2nd Floor, Redwood City, (650)599-9955
Shoreline Station, Suite 114-B Half Moon Bay, (650)560-9955
Hope House (Women’s, residential, 6-month program)
3789 Hoover Street, Redwood City, CA, (650)363-8735
Project 90 (Residential and out-patient services, 12 step recovery orientation, multiple programs, locations)
www.projectninety.org, (650)579-7881
Victory Outreach (Multiple locations, Christian recovery/rehabilitation, residential programs)
www.victoryoutreach.org, (909)599-4437 (Worldwide)
WRA, Women’s Recovery Association (Women’s, residential, 6-month program)
2015 Pioneer Court B, San Mateo, (650)348-6603
RECOVERY-REHABILITATION-RESOURCES
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Allied Ministry Resources
Higher Power
Live music, Christian addiction recovery message, prayer
Fridays, 7:30-9:15 p.m.
Central Peninsula Church
1005 Shell Boulevard, Foster City

R & R, Recovery and Renewal
Live music, free dinner, Christian addiction recovery message, prayer
Fridays, 7:00-9:00 p.m.
Peninsula Bible Church
3505 Middlefield Road, Palo Alto

Steps of Faith
Live music, free dinner, Christian addiction recovery message, prayer
2nd Saturday each month, 6:30-9:00 p.m.
Menlo Café, Menlo Church
700 Santa Cruz Avenue, Menlo Park

The Bridge
Live music, free dinner, Christian addiction recovery message, prayer
1st Saturday each month, 6:30-9:00 p.m.
Abundant Life Christian Fellowship
2440 Leghorn Street, Mountain View, CA
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