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"Serving the Community One Computer at a Time
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About this Handbook
This volunteer handbook is here to help familiarize you with
some of LFC's guidelines, policies, and procedures. LFC
reserves the right to revise its policies at any time without
advance notice. LFC also reserves the right to make individual
exceptions to these policies and procedures, though such an
exception does not restrict LFC’s right to insist on adherence to
the policy or practice in the future.
Please carefully review this handbook then sign and return the
waiver to the AmeriCorps Outreach & Volunteer Recruiter or the
front desk. You may address any questions or suggestions to
them at any time. This handbook is for you and is available
online at loavesfishescomputers.org and also in the shop!
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Meet the Staff

Junior Muñoz
Refurbishing Manager
A Message from Christian Mendelsohn, Founder &
Executive Director
Thank you for choosing to volunteer your time with LFC. Our
Primary objective is to provide low-cost, complete working
systems to every in-need citizen of Monterey County. We
believe that everyone is entitled to benefit from the many
rewards a home-based computer can offer.
No matter what kind of contribution you make at LFC, from
cleaning keyboards to running full diagnostics on a computer,
the work that you do is critical to our mission. We hope you
will enjoy your time with us, sharing your time and talents,
learning new skills, and making new friends. Welcome to the
LFC family!

Judith Ramirez
Computer Literacy Instructor
& Coordinator

Dalia Gonzalez
Administrative Lead

Linda Segovia
Program & Operations
Director

Ashley Boudreau
AmeriCorps Volunteer
Infrastructure Program
Representative
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Why should YOU volunteer at LFC?
To Learn
To Grow
To Teach
To Help your Community

Every computer that has been provided to
families and individuals is possible
because of the hard work and dedication
of our wonderful volunteers. Be part of the
change and bring a smile to those who
have never owned a computer before.

Be the reason why...
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Our Mission: To help overcome the digital and economic divides by providing
low-cost or no-cost computer systems, technology assistance and computer
repair to low-income families, seniors, veterans, people with disabilities, and
non-profit organizations, while providing volunteers a place to learn, share &
grow in the field of Computer Science & Information Technology.

It Feels Good to Give!
We're proud to say that we have served
over 11,807 people through technology or
technology assistance.
From finding employment, getting an education,
learning new skills, connecting with friends and
relatives, and accessing social services, it's
been our pleasure to provide technology that
enables people to help themselves.
LFC Volunteers
In 2018, Volunteers gave over 15,225 hours to
provide computers, technical assistance, and muchneeded help, all while learning hands-on training
and skills that will guide them in new education and
job opportunities!
Awards & Nominations
LFC has been awarded numerous awards and
nominations including the 2013 Volunteer
Organization of the Year, the 2014 Monterey
County Non-Profit of the Year, the 2015 Human
Services Nonprofit Award, the 2019 Certificate of
Recognition, and more.

Building Partnerships
LFC is proud to have working partnerships
with several Monterey County
organizations, schools, colleges, and
agencies. Through these partnerships, we
are able to train volunteers on how to
repair and refurbish computers as well as
provide free or very low-cost computers
to those who really need them.
LFC Chromebook Project 2.0
Digital Literacy Classes
LFC assists Monterey County individuals and
families gain a more solid digital literacy
foundation by organizing in-depth, digital literacy
classes on the Chromebook platform for parents
to familiarize themselves with the computer
systems that their children are using in school.
Together & Connected: Family Oriented
Hands-On Workshops
LFC offers three-hour bilingual workshops that
provide an engaging introduction to technology
for both parents and their children in order to
help demystify computers and the Internet.

4

Volunteer Positions
Front Desk Support/Administration
Those placed in Front Desk Support/Administration perform
administrative and office support activities for LFC. Duties
include receiving telephone calls, greeting and directing
visitors, word processing, creating spreadsheets and filing.
Extensive software skills are a plus but not required, as well as
Internet research abilities and strong communication skills,
preferably bilingual.

Burn-In
Those placed in Burn-In follow quality check procedures and
ensure that the computer systems are ready for use. Duties
also include updating the software, adjusting the computer
settings, and downloading the appropriate programs.
Extensive software skills are a plus, as well as Windows
Operating System knowledge.

Equipment Processing
Those placed in Equipment Processing organize and situate
all incoming donations as they are received and prepare them
for processing. Duties also include testing and cleaning
donations to ensure they work in preparation for pairing with
computer systems for sale.

5

Volunteer Positions Cont.
Computer Refurbishing
Those placed in Computer Refurbishing take donated
computers (desktops, macs and chromebook platforms) and
makes them like new again. Duties include removing
hardware, building computers to set standards, installing
software, testing computers, ensuring documentation is
recorded correctly, and more. Extensive software skills are a
plus but not required, as well as Windows Operating System
knowledge.

Tech Support/Repair
Those placed in Tech Support/Repair assist clients directly and
sometimes over the phone by ensuring that systems are running
efficiently. They diagnose issues and make repairs to computers,
processors, hard drives, and monitors. troubleshooting hardware
and software on a variety of computers. They are tasked with
maintaining computer systems, troubleshooting errors,
maintaining internet connectivity, running diagnostic tests,
maintaining servers, repairing computer hardware, and providing
technical support. They will resolve any urgent on-site warranty
repair issues and then tackle other repair projects. Previous
experience with computer hardware is preferred and computer
repair experience is recommended.

Task Team
Those placed on the task team work on specialized projects for
LFC. Duties may include working on and updating social media
outlets, participating in outreach events, assisting in computer
literacy classes, selling items on ebay, and more.
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Beginners
Not all volunteers get to go to their desired work placement on the first day of volunteering. It
takes time and experience to gain a higher position. You will start by completing the beginner's
task and training.
This includes:

Cleaning Keyboards & Mouse

Cleaning Chromebooks

Placing computers on the sale
floor

Removing RAM & HDD of
Donated Computers

Reading all Manuals

You will be evaluated on the following
before advancing:
Your quality of work
The desire to grow and learn
Your integrity
Your enthusiasm and/or attitude
Ability to follow instructions
Your conduct
Time management
Punctuality/Attendance
Respectfulness towards customers and other
volunteers
Willingness to help
Commitment

Time Frame

Understanding of computers' components and

1-3 weeks

refurbishing/burn-in manuals
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Advanced
Those placed in advanced positions, or looking to move up to an advanced
position, must be willing to commit.

Burn-In Lead
The Burn-In Lead guides and mentors volunteers in the burn-in department. Duties include final
checking after a volunteer has completed a computer, updating the computer, adjusting the computer
settings, and downloading the appropriate programs. The Burn-In Lead is expected to manage and
train burn-in volunteers, answer questions, and delegate burn-in tasks based on skill level.
Hours: Flexible part-time position 10-25 hrs/week, we're looking for someone who can
volunteer anytime during the week

Computer Refurbishing Lead
The Computer Refurbishing Lead guides and mentors volunteers in the computer refurbishment
department. Duties include removing and securing hard drives, building computers to set standards,
installing software, test computers, ensure documentation is recorded correctly, etc. The Computer
Refurbishment Lead is expected to manage and train volunteers in computer refurbishment, answer
questions, and delegate tasks based on skill level.
Hours: Flexible part-time position 10-25 hrs/week, we're looking for someone who can volunteer
anytime during the week

Tech Support/Repair Lead
The Tech Support/Repair Lead guides and mentors volunteers about technical support at LFC. The
lead will work with clients and volunteers to diagnose a variety of computer issues based off of client's
description of symptoms. They will ensure that the repair form has been properly filled out before
receiving the client’s computer and after fixing it. The Technical Support Lead is expected to manage
and train volunteers in technical support, answer questions, and delegate tasks based on skill level.
Hours: Flexible part-time position 10-25 hrs/week, we're looking for someone who can volunteer
anytime during the week
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Volunteer Policies
What is the purpose of volunteer policies?
The following policies are written to provide overall guidance and direction to staff and
volunteers engaged in LFC business, activities, and efforts. These policies do not
constitute, either implicitly or explicitly, a binding contractual or personnel agreement. LFC
reserves the exclusive right to change any of these policies at any time. If you have any
questions please contact a manager or the Executive Director.

Volunteers who are Minors
If you are under 18 years old, we require
your parent's permission via their signature
on the volunteer waiver. You will need to
submit this before you begin volunteering at
LFC. Your parents are invited to call, e-mail
or stop by with any questions or comments
about our program. If you are under 14 years
of age you will need to be accompanied by a
parent or guardian whenever you volunteer.
What is a "Volunteer"
A "volunteer" may be defined as anyone
who, without contemplation of pay or
expectation of compensation beyond
reimbursement, performs a task at the
direction of and on behalf of an
organization. All volunteers must be
accepted and enrolled by Loaves, Fishes &
Computers prior to performance of any task.
Unless specifically stated, volunteers are
not to be considered "employees" of LFC.
Service at the Discretion of LFC
LFC accepts the service of all volunteers with
the understanding that such service
is at the sole discretion of the organization.
Volunteers agree that the organization may at
any time and for whatever reason decide to
terminate the volunteer's relationship with the
organization.

Volunteer Code Of Conduct:
Volunteers are Expected to
Adhere to all of the following...
Put the needs of LFC’s clients first and
be as helpful as possible
Be polite, courteous and respectful to all
that come through LFC's doors (staff,
clients, volunteers, donors)
Refrain from using insulting, harassing,
or otherwise offensive language
Interact with others in a cooperative and
collaborative manner
Be accountable for your actions
Be committed to LFC's mission
Ask for support when you need it!
Show up on time and ready
Let us know if you're running late
Call LFC at least one hour ahead if you
can not make it to your scheduled shift
Background Checks/References
For some positions that require cash handling
or supervision of minors, volunteers must
submit a background check and/or references.
Background checks will be paid for by LFC.
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Volunteer Policies Cont.
Equal Opportunity
LFC provides equal volunteering opportunities
and this means that we agree not to discriminate
against any volunteer because of age, race,
religion, national origin, sex, physical or mental
disability, pregnancy, citizenship, veteran status,
sexual orientation, or familial status.

Maintaining Confidentiality
Confidentiality is of paramount importance at LFC.
It is the volunteer's responsibility to treat all the
information in the workplace with care and caution.
Volunteers are responsible for maintaining the
confidentiality of any and all sensitive and
confidential information to which they are exposed,
whether this information involves staff, volunteers,
clients, or others involved with LFC. If you come
across content and are not sure how to proceed
please consult with a manager or supervisor.

Sexual Harassment
Sexual harassment has no place at LFC and will not
be tolerated. Sexual harassment refers to unwelcome
sexual advances, requests for sexual favors, and
other verbal or physical harassment of a sexual
nature. Harassment can also include offensive
remarks about a person’s sex. Examples of harassing
behavior may include unwanted physical contact, foul
language of an offensive sexual nature, sexual
propositions, sexual jokes or remarks, obscene
gestures, and displays of sexually explicit pictures.
Use of a computer system for the purpose of viewing,
displaying, or disseminating material that is sexual in
nature can also constitute harassment.
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Misconduct/Violations
The following are examples of violations for which corrective counseling or other
disciplinary action may be taken. Performance issues include, but are not limited to:
• Excessive tardiness or repeated absences
• Failure to meet performance and work quality standards
• Abusive or unauthorized use of LFC supplies and equipment
• Failure to adhere to safety/security regulations, procedures and policies
• Failure to immediately report an accident or job-related injury
Inappropriate behavior and misconduct include, but are not limited to:
• Possession and/or consumption of alcoholic beverages and/or non-prescribed drugs while
engaged in LFC business, activities, and efforts
• Failure to maintain the confidentiality of LFC information/records and/or clients
information/records
• Discrimination and/or harassment
• Use of obscene, abusive, or threatening language and/or gestures
• Theft, embezzlement, or misappropriation of property from volunteers, clients, donors, or
anyone associated with LFC
• Possession, sale, or use of firearms and/or other weapons on organization premises or while
representing LFC
• Deliberate concealment of another's misconduct
• Refusal to follow staff's directions or instructions concerning LFC related tasks
• Failure to adhere to the rules of operation and code of conduct established by LFC
Nothing here limits LFC’s ability to dismiss a volunteer for any reason or for no reason
at all. Volunteers serve at the discretion of the organization.
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Important things to
know at LFC
Snack Closet
Volunteers are always welcome to
coffee, drinks, and snacks provided
by LFC and should feel free to use
the microwave, toaster over, and
refrigerator. Since many people come
and go throughout the day, please
mark what's yours with your name
and date. Every volunteer is
responsible for cleaning up after
themselves.
Appearance
Volunteers are expected to carry
themselves in a professional
manner at all times. Our dress code
is casual, however please keep the
following in mind:
No flip flops
No shorts
No torn, frayed or dirty clothing
No revealing or inappropriate
clothing
Minimize the use of perfume or
cologne
Volunteer Benefits!
After 30 hours of volunteering in a
continuous manner, volunteers are
eligible for a 25% off discount of
the fair market value of parts and
equipment. This policy only
applies to volunteers who qualify
as a low-income individual.

Emergency Procedures/
Safety Rules
All volunteers are required to be familiar with and
aware of LFC’s emergency procedures and safety rules.
Report any unsafe conditions and/or practices
immediately to the manager
Report all personal injuries, no matter how minor the
incident may seem
Alert the manager if you become sick while at work
Volunteers and employees are required to keep
their work area clean and free from hazard before,
during, and at the end of their shift
For safety reasons, alcohol consumption of any kind
is prohibited while volunteering and at any and all
events off-site
Know your limits! If something is too heavy for lifting,
then ask for assistance and remember to always lift
with your legs, not with your back
Never reach into a computer that is plugged in,
electrical shock can occur and no one wants that
You may not work on computers unless you have
had proper training or prior experience
If you smell smoke: unplug!
Do not mix chemicals, including cleaning supplies

After 50 hours of volunteering in a
continuous manner, volunteers are
eligible to participate in a buildyour-own chromebook, which
occurs the first Saturday every
month!

Computers and their components have chemical
coatings. so please wash your hands frequently
including before, during, and after your shift
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What to do in the Event of an Earthquake
Alarm
Alert others to the earthquake, yell safety positions

Response
Drop, cover, and hold on!
Drop to the floor, crawl to something solid like a desk, and
cover yourself. Cover your neck with one hand and hold onto the desk with the other.
Hold onto the desk to ensure you move with it if it moves.

Evacuation
After remaining in your respective safe-place until the shaking has stopped, you should then evacuate the building.
Proceed with the evacuation through pre-determined safe routes. All evacuees should gather outside in a safe area
away from all buildings, fences, walls, electricity poles, bridges and trees.
If determined safe, staff will clear all departments and work spaces in LFC.

Assembly
At the assembly point or gathering area, the evacuees will group together in designated departments (refurbishing,
equipment processing, tech support, burn-in, administrative).

Roll Call
During the roll call, leads will determine whether all of those working in their department are present.
If anyone is missing and believed to still be inside the LFC building, then it is up to the highest ranking staff
member to determine the next course of action.

Evaluation
The next step is to evaluate the situation and determine whether it is safe to return to the building
in order to turn off gas/water. Although PG&E is responsible for turning off the gas for the LFC building and those
surrounding, if for some reason we need to turn off the gas: The upstairs furnace room has a gas line
connected to the furnace. Turn the red handle on the left side of the furnace to turn off the gas.
Water can be turned off at the individual sinks and water heater.
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Important
Information
Our Location:

Important Contacts:
Christian Mendelsohn
Founder & Executive Director
christian@loavesfishescomputers.org
Junior Muñoz
Refurbishing Manager
junior@loavesfishescomputers.org
Linda Segovia
Program & Operations Director
linda@loavesfishescomputers.org

938 South Main Street
Salinas, CA 93901
(831) 393-9260
Hours: *11:00am-5:00pm
Tuesday through Saturday
*volunteers may come in as
early as 9am!
Check with our staff or on
our website for holiday
schedules

Ashley Boudreau
Americorps Volunteer Infrastructure
Program Representative
volunteer@loavesfishescomputers.org
Dalia Gonzalez
Administrative Lead
dalia@loavesfishescomputers.org or
administrative@loavesfishescomputers.org
Judith Ramirez
Computer Literacy Instructor &
Coordinator
judith@loavesfishescomputers.org

Helpful Hint:
Our website has all kinds of information on
it- applications, directions, our mission,
a history of LFC, and so much more....
take a minute to check it out at
www.loavesfishescomputers.org

Follow us on Facebook :)
And check out our YouTube Videos

Leave us a review online and send us a
letter in the mail if you think LFC had an
impact on you or someone you know
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Your Copy: Loaves, Fishes & Computers, Inc.
Waiver and Release of Liability

Waiver and Release of Liability: In connection with my voluntary involvement in activities
undertaken for, and/or with the participation and support of Loaves, Fishes & Computers, Inc.,
I, the undersigned, hereby agree, for myself, my heirs, executors, administrators or assigns, to
release and discharge Loaves, Fishes & Computers, Inc., its officers and directors, members,
partners, funders, employees, agents, and volunteers (Releasees) from all claims, demands,
and actions from injuries sustained to my person and/or property as a result of my involvement
in such activities, whether or not resulting from negligence.
I agree to release and hold Loaves, Fishes & Computers, Inc. and its Releasees harmless
from any cause or action, claims or suit arising there from. I hereby attest that my attendance
and involvement in such activities is voluntary, that I am participating at my own risk and that I
have read the foregoing terms and conditions of this release. I understand that I will receive no
payment for my services at Loaves, Fishes & Computers, Inc. I agree that I will perform
activities that I am comfortable performing and will follow all instructions. I also grant full
permission to Loaves, Fishes & Computers, Inc. and their Releasees, to forever use
photographs, videos, audios or quotations from me in legitimate accounts and promotion of
Loaves, Fishes & Computers, Inc. activities, without identification of me by name (or with
name, at your discretion),and without compensation.
I have read the above release and state that I have understood it and that I am voluntarily
signing it without any inducement or representation from any member of the staff. I understand
that I will not be held liable for any action, wrongdoing, or unintended damage to property of
Loaves, Fishes & Computers, Inc. I further understand that I am free to stop all volunteering at
my discretion and that I can be dismissed of my volunteering opportunity at any time for any
reason or for no reason whatsoever.
I have read all the above and agree to abide by the policies of Loaves, Fishes & Computers
(Initials) ____________

LFC Copy: Loaves, Fishes & Computers, Inc.
Waiver and Release of Liability
Waiver and Release of Liability: In connection with my voluntary involvement in activities
undertaken for, and / or with the participation and support of Loaves, Fishes & Computers,
Inc., I, the undersigned, hereby agree, for myself, my heirs, executors, administrators or
assigns, to release and discharge Loaves, Fishes & Computers, Inc., its officers and directors,
members, partners, funders, employees, agents, and volunteers (Releasees) from all claims,
demands, and actions from injuries sustained to my person and/or property as a result of my
involvement in such activities, whether or not resulting from negligence.
I agree to release and hold Loaves, Fishes & Computers, Inc. and its Releasees harmless
from any cause or action, claims or suit arising there from. I hereby attest that my attendance
and involvement in such activities is voluntary, that I am participating at my own risk and that I
have read the foregoing terms and conditions of this release. I understand that I will receive no
payment for my services at Loaves, Fishes & Computers, Inc. I agree that I will perform
activities that I am comfortable performing and will follow all instructions. I also grant full
permission to Loaves, Fishes & Computers, Inc. and their Releasees, to forever use
photographs, videos, audios or quotations from me in legitimate accounts and promotion of
Loaves, Fishes & Computers, Inc. activities, without identification of me by name (or with
name, at your discretion),and without compensation.
I have read the above release and state that I have understood it and that I am voluntarily
signing it without any inducement or representation from any member of the staff. I understand
that I will not be held liable for any action, wrongdoing, or unintended damage to property of
Loaves, Fishes & Computers, Inc. I further understand that I am free to stop all volunteering at
my discretion and that I can be dismissed of my volunteering opportunity at any time for any
reason or for no reason whatsoever.
(Print name above)

(Signature of Applicant)

Date

Parent/ Guardians of Minors
I, _____________________am the parent or guardian of a minor volunteer, under eighteen(18) of age. I
(print parent/guardian's name above)

consent to my child volunteering at Loaves, Fishes & Computers, Inc. and agree to the terms and
conditions as stated above.
(Print name of child)

( Signature of Parent/ Guardian)

Date

