
COFM Homeless Shelter Info Meeting 
 
 

When Thursday March 5th & Friday March 6th 

Where Hickory Neck Church (8300 Richmond Rd, 
Toano, VA 23168) 

Times & Shifts to Choose From: 5:30 pm - 9:00 pm, 8:45 pm - 1:00 am, 12:45 
am - 5:30 am, 5:30 am - 7:30 am 

All Volunteer Meeting We will have an all volunteer meeting on 
Sunday March 1st at 12:45 pm to prepare 
as a team & answer any additional 
questions you might have! 

 
 
On Thursday March 5th and Friday March 6th, Lifepointe is partnering with Hickory Neck 
Church (less than 2 mins from Lifepointe church!) to help serve the homeless community of 
Williamsburg by providing emergency housing during the harsh winter months and several warm 
meals.  
 
This is a great opportunity for lifegroups or people who wish to to be the hands & feet of Christ 
in our very own neighborhood! If you have a desire to directly make a change in your 
community, this is a great way to serve & love our neighbors like Jesus 
 
We will have an all-volunteer meeting on Sunday March 1st at 12:45 pm in the church 
auditorium to prepare as a team & answer any additional questions you might have! 
 
 

Teens Volunteering: 
- Teens must be accompanied by a guardian at all times. 
-Teens ages 16-18 may volunteer for the first shift (Check in & Dinner from 5:30-9 pm). Teens 
may not be given check-in or security duties (so they will be relegated to preparing & serving 
dinner only in a buffet-style setting behind a table with adults.).  
-If you have a teen 14/15 we can talk and potentially make an exception for them to serve.  
 
 
 
 
 



Basic Duties of Each Volunteer 
 
The COFM Shelter Manager will always be on site for the entirety of this event. The 
Manager knows the guests, knows the procedures of how things work, and is willing to help 
with any needs that arise.  
 
Volunteer: Volunteers who sign up for the first shift like check in & dinner, or the morning shift 
where breakfast, check out, and giving out of packed lunches occur. Volunteers help with 
preparing the meal, setting up plates & silverware, drinks, etc. One volunteer can help with 
check-in, must be proficient with typing on a computer. Volunteers can take time to connect with 
the guests, get to know them, eat a meal with them. Volunteer help with set up & cleanup as 
needed. Volunteers can help with handout/ or return of the guests designated bedding each day.  
 
Night Shift Volunteer: The night shift volunteers are needed for their presence for things to run 
smoothly in the night while guests sleep. Tasks include occasionally checking the sleeping area 
& bathrooms every so often. Volunteers may not fall asleep on duty but may quietly do activities 
(IE card games, listening to music or audiobook on headphones, reading a book, quietly hang 
with a friend volunteering, etc). A male night shift volunteer is required. 1 male & 1 female night 
shift volunteers are most preferable. 
 
Security Volunteer: The security volunteer helps at the check-in table to assist as guests are 
checked in for the night. The security volunteer occasionally checks the bathrooms if any 
paraphernalia is stored in the trash can or behind the toilet. Security volunteers act more to 
provide a safe presence & environment for volunteers & guests alike. No skills needed to be a 
security volunteer, preferably someone with physical strength. 
 
 

Biggest Needs: 
If you are interested in volunteering, we would love to have you! It takes a village to help pull 
this off, but it is the best experience to love and serve our neighbors like Jesus. 
 
Some of our biggest needs are: volunteers (particularly male) to help act as security 
volunteers, and two people (1 male, 1 female) to act as overnight volunteers.  
 
If you want to help out and can't be there for when we serve- let me know! I need help in finding 
someone to help make a meal, or even to help pre-pack the lunches we give out when the guests 
leave for the day.  
 
 

 



 
Training & Learning to Know Before We Go 

-There is an online training video that volunteers could benefit from watching before serving.  
- Go to the COFM Website.(www.COFM.INFO)  Go to the tab that says “Host Sites & Partners”, 
hit “log-in”. To log in to training videos & informative materials, the password is: Faith! 
 
-If you volunteer there is a Volunteer Training Video.  
 
-There is a Security Volunteer Training Video- if you sign up for security, please watch that 
video to learn more about the basic duties  
 
-If you serve during Check-in time (which is the 5:30-9 pm shift), there is a quick 6-minute 
Check-in video to help show you what check-in will look like. 
 
 
 

Pray for Positive Impact in the Community 
If you cannot help out, just cover this work in prayer and support! Pray for the volunteers who 
will be serving, pray for the guests whom we will be feeding & and sheltering. Pray this has a 
lasting impact on the community. 
 
 

Thank you! 
Thank you for your interest in serving the homeless community here in Williamsburg!  
 
 
 
 
-More info such as the schedule of a typical night in the shelter, and general rules are also 
provided below. We will go through this packet when we meet virtually!  
 

 

http://www.cofm.info


Sample Timeline for a Typical Evening in the Shelter 
 

5:00 pm– Shelter Manager, food preparers and key leaders arrive at shelter 
Before 6:00 pm: Dinner preparations are underway. 
5:15 pm: Security arrives and sets up station with “What is allowed” list and black bags. 
Volunteers arrive and electronically check-in at the designated laptop. 
Check-in desk is organized. All electronics plugged in, and all apps logged into. 
Tables and chairs are readied. 
Places for volunteer check-in and coats are prepared. 
Beverages are set out for guests. 
Shelter Manager reviews the check-in procedures with Check-in volunteers and Security 
volunteer. 
6:00 pm: If host site offers a waiting area inside, then guest may come in. For safety 
reasons, no restroom visits are allowed prior to check-in. Check-in prior to 6:30 p.m. 
is only allowed during extreme weather and with the Executive Director’s approval. 
6:30 pm: Check-in procedures officially begin. Guests will be directed to common area 
seating. 
7 pm: Dinner/Announcements. Guests are seated at tables. Blessing and 
announcements are given by the Key Leader and any additional announcements by the 
Shelter Manager. Dinner is served. Volunteers are encouraged to visit with guests. 
7:30/After dinner: Bus tickets are offered. If sites have them, showers may be offered. 
Showers may be offered earlier if enough volunteers are available for monitoring. For 
Host Sites without showers, use the Shower sign up form (Monday and Thursday) for the 
YMCA. 
8-8:15 pm: Smoke break. 
8:15 pm: Bedding bags. Guests will pick up their own bedding bag from a designated 
area. Guests are not allowed in sleeping areas until this time. A volunteer will oversee 
this process to ensure that guests pick up their own bedding. 
8:40 pm: Overnight shift arrives to be briefed. 
9 pm: Doors are locked. 
10 pm: Lights out; cell phones off. ABSOLUTELY NO ELECTRONICS (For Guests) ON AFTER 
10pm. 
Overnight crew circulates throughout shelter, checking sleeping areas and bathrooms. 
Coffee is prepared to be ready at 5:30 am. 
5:30 am: Morning crew arrives. 
6:00 am: Guest are awakened and bedding bags are turned in to designated area. 
Breakfast is served at 6 am. 
By 7 am: All guests have left the shelter. All confidential material and electronics to be 
securely stored away. Volunteers do any cleanup necessary. The Shelter Manager or 
volunteer will fog all touched areas with disinfectant fogging material. 
 
 
 
 



GENERAL GUIDELINES AND IMPORTANT INFORMATION 
***TO BE GIVEN TO EVERY VOLUNTEER*** 

KEY LEADERS/GENERAL 
1. 2. 3. 4. 5. 6. 7. 8. The number (outside of minimum) and delegation of volunteer tasks shall be at the sole and absolute 
discretion of the COFM Host Site and Shelter Partner congregations. Shelter Managers may make 
suggestions. 
It is up to the discretion of the Host Site/Shelter Partner Key Leader whether youth/youth groups will be 
permitted on site. If youth groups are permitted, the following applies: 
A) no youth volunteers under 16 are allowed at the shelter while guests are present and must be 
accompanied by an adult at all times, 
B) EXCEPTION: youth 14-16 may serve meals behind a buffet table and must have a guardian present. 
Other than this, no one under 14 is to be in the shelter while guests are present (6 p.m.- 7 a.m.) 
C) Anyone under the age 16-17 18 work Shift 1 but cannot be assigned Security or Check-In duties and 
must be accompanied by an adult at all times. 
If there is no indoor waiting area for guests, check-in may begin prior to 6:30 p.m. ONLY during extreme 
weather conditions AND with prior authorization from the Executive Director (ED) or Assistant to the 
Executive Director (AED). CHECK-IN IS STATED TO BEGIN AT 6:30 p.m. in all printed and electronic forms so 
please do not state that there is an early check-in. At no time will check-in begin before 6:00 p.m. 
Prayers, sharing of faith, and Bible study may be offered to shelter guests and encouraged providing it is 
held in a designated area that is separate from the general area. This can be a designated table or a 
different room, depending on the facility. If using a different room, at least 2 volunteers are required to be 
available for this. Sharing of faith is welcomed but is not to be forced or be a condition for receiving shelter 
or food. 
CLOTHING DONATIONS: If clothing donations are offered, a volunteer must be at the clothing table with 
bags to bag the donated items. This bag will be tagged with the guest’s number and placed with the 
guest’s personal belongings. The volunteer will then notify the check-in desk to change in guest bag count. 
Optional entertainment (ie. Movies, games) or services (ie. Haircuts) may be provided by the Host Site. We 
encourage volunteers to engage with our guests. 
If the Host Site/Shelter Partner is running low on check-in supplies (toiletry kits, blankets, towels, sheets), 
please let the Shelter Manager know so that a report can be given to COFM ED or AED. 
A volunteer needs to be at the check-in desk at all times. Do not leave Shelter Manager alone. Neither the 
desk nor an unlocked storage area may be left unattended. 
 

VOLUNTEERS 
9. All volunteers must electronically sign-in on the COFM laptop located at the volunteer storage area and 
pick up a COFM Volunteer tag as soon as they arrive. Volunteers will sign in/out at the same time. If their 
shift extends, volunteers will need to go back to the laptop and sign in again to add the extra hours. In the 
event there is no internet connection, paper entries will be available. Please total your number of hours if 
using paper. During busy volunteer sign-in times, a dedicated volunteer needs to sign in others. 
910. Volunteers should place their personal property in a secure location designated by the Key Leader. 
11. Volunteers should dress casually. Keep jewelry to a minimum. Low-cut shirts, tight clothing, miniskirts, 
mini-shorts and midriff tops are NOT permitted in the shelter. Leggings must be worn with a top that 
extends past the hips. The goal is to not draw attention to oneself. 
12. Volunteers should monitor the bathroom and common areas throughout their shift, preferably every 15 
minutes. Hand sanitizer and disinfectant spray should be located outside the bathroom. No more than 1 
guest in the bathroom at a time. EXCEPTION: During the morning, between 4:30 a.m.-7:15 a.m., a 
volunteer can knock at the bathroom door to see if the occupying guest is ok with someone else being in 
the bathroom. If the guest is agreeable, then another guest can enter but at NO TIME WILL THERE EVER 
BE more than 2 guests in the bathroom at one time. 
13. Due to the diverse population served in this program, volunteers and guests need to be aware that COFM 
guests may experience a variety of mental, emotional or physical conditions. Volunteers should be 
cautious and responsible. In case of concern, please inform the Shelter Manager on duty. 
14. Volunteers must maintain guest confidentiality at all times. Do not give out guest information to anyone 
either by phone or in person except to the COFM personnel. 
15. Volunteers are not to adopt a guest or family. They may not take anyone to their homes or hire anyone for 
jobs around their homes. They may not transport guests for any reason. COFM, the Host Site, and Shelter 



Partners are not responsible for any consequences resulting from breaking this rule. 
16. Volunteers do not assist guests with any personal hygiene/toiletry problems (e.g., incontinence). If a guest 
needs help, volunteers must consult the Shelter Manager or the Key Leader for instructions. 
17. Volunteers are encouraged to engage in conversation with guests. However, volunteers should limit 
personal information when talking with guests. They may talk about family, work, and life experiences, but 
without using identifying information. 
18. Volunteers may not give money or gifts to any guests. 
19. Dinner and breakfast are provided for the guests. If there is sufficient food after guests are served, 
volunteers may be invited to enjoy the meal. Volunteers should eat in the dining area provided there is 
room and mealtimes for volunteers should be staggered to ensure that all areas have sufficient staffing. 
20. Only Shift Leaders and COFM staff may distribute and notate OTC medicine from the COFM OTC medicine 
kit according to the appropriate dosage, as indicated on the label, in a cup and allow the guest to self- 
administer this medication. 
GUESTS 
21. Guests must check personal belongings in designated bags upon entering the shelter site, including coats, 
hats, scarves, gloves, and work/hunting overalls. In addition to items of clothing, tools, knives, and other 
items must be checked in. Exceptions are cell phones, cigarettes, medicine, books, and toiletry kits which 
must be kept in the clear bag provided on their first night or a clear plastic bag. Once belongings are 
checked in, they will be stored until check-out and cannot be accessed by anyone. No food, drinks, or any 
10liquids may be brought into the site. Guests will be given a name tag that is to be worn while a guest is at 
the shelter. 
22. Guests may not use the Host Site’s telephones or volunteers' cell phones at any time. The Shelter 
Manager will decide if there is an exception to the rule and if so, only the Shelter phone may be used. 
23. Guests are asked to be considerate of others. Loud talking, music, etc. is unacceptable at any time. 
Electronics with a headset (preferred) are permitted but must fit in the clear plastic bag provided. Guests 
may use their electronics until 10 p.m. ABSOLUTELY no electronics after 10:00 p.m. 
24. Dinner is served between 7:00 and 7:45 p.m. Guests are not allowed in the kitchen. For this season, guests 
may be served at the table or will line up, whichever the Host Site prefers. The kitchen closes at 8:30 p.m. 
and no meals are served after this time. Guests who come after 7:45 p.m. will be offered sandwiches with 
a beverage or a leftover meal. 
25. Smoking is permitted only at the designated time (8:00 p.m.-8:15p.m.) and in the designated location. 
Guests are to deposit all smoke butts in the containers provided. The guests leave the building as a group 
with a shift volunteer and the security officer and return to the building as a group (unless the shift 
volunteer is able to see guests go back inside while being with the guests who are still smoking). A shift 
volunteer must be with the guests at all times during the smoke break. 
26. Bedding is distributed each night at 8:15 p.m. A returning guest will pick up their own bedding from the 
designated area while a volunteer oversees to make sure the correct bedding bag is picked up. A blanket, 
one fitted sheet, one flat sheet, one pillowcase, and one pillow are issued to each guest. This is the guest’s 
bedding for the entire week. 
27. A guest may not leave the shelter once they have checked in. If a guest leaves, he/she will not be allowed 
back that night. 
28. Men and women will use separate sleeping areas at all times. At no time should female guests be sitting or 
lying around a male guest's bed or vice versa. 
29. A parent with children must be located away from the other guests in a separate area. The other parent of 
this family must sleep with the other guests. Children under 18 are to stay with their parent in a separate 
area. 
30. Guests must remove all personal belongings when checking out each morning. Items left may be turned 
over to the lost and found of the Host Site or disposed of. COFM and all Host Sites are not responsible for 
any loss of items left, misplaced, or stolen. EXCEPTION: If a guest shows proof of working a shift, then the 
guest is allowed to leave belongings at the host site and ONLY for the days that they show a scheduled 
shift. 
31. Animals are not allowed at the shelter and has been verified by ADA. COFM’s Host Sites do not have the 
capacity to house animals. Guests may reach out to Heritage Humane Society to see if any assistance is 
available. 
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