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Welcome
This handbook is for the dedicated volunteers who contribute 
their time and serve others through MIFA Meals on Wheels.  
Please read it carefully and keep it for reference.

MIFA Meals on Wheels is designed to assist homebound  
seniors by providing them with a balanced, nutritious diet.   
Volunteers offer fellowship, support, and a check-in to these  
individuals, many of whom are socially isolated. The program  
is for those who are nutritionally at-risk, cannot cook for  
themselves, have no one to cook for them, and are unable  
to leave their homes for meals.  

With your help, our service allows people to stay in their homes, 
remain independent, and avoid living in costly institutions — a 
financial benefit to the recipient and the community.

Welcome and thank you for volunteering.

MAIN OFFICE:  (901) 527- 0208   MEALS:  (901) 529-4513



MARK YOUR CALENDAR

When you plan to deliver meals, mark your calendar for the entire  
year. If you have a conflict or anticipate being tardy, please notify your 
route leader if you are part of a group.  Call (901) 529-4513 if you are  
an individual volunteer. 

Manage your online volunteer profile at mifa.community.org.

DELIVERY TIME

Meals are delivered Monday through Friday between 9 a.m. and 1 p.m.  
Delivery routes average about 10 to 15 clients and the average delivery 
time is about one to two hours.

ARRIVAL

Arrive between 9 and 10 a.m. Sign in at the computer kiosk by clicking 
the cooler icon next to your name. Pick up a name tag. 

ROUTING OPTIONS

1. PAPER:  Pick up a paper route and review it for changes or special
instructions, which appear to the right of the address such as 
“substituting butter milk.” Sign one copy and leave it on the desk.  
Take the other copy with you to use as your guide and for reporting. 
Listed is each client’s name, phone, and address. For each client, 
check “delivered” or “not delivered.”  

The sheet includes driving instructions that will take you from  
MIFA to the first stop on your route, then to the next after that.  
Note special instructions like “deliver to side door.” Some stops  
may have two clients; each may receive a different meal type.

Mark which meals were delivered successfully, and record the  
number of meals, including frozen meals, delivered to each client.  
For meals not delivered, write “0” and the attempted time of delivery 
in the not delivered box.

2. MOBILE APP:  Download Servtracker Mobile Meals app to your smart
phone from the App Store. Open the app on your phone and enter:

 1.  Your name (example: Sue Smith)
 2.  Your phone number (example: 9018322354)
 3.  Customer ID:  TN1002
 4.  Route code:  (example: VOL -13)
 5.  Password:  driverpass
 6.  Pass key (this changes daily and is posted on kiosk)



Once downloaded, sign in and enter today’s pass key, which changes  
each day and is posted on the kiosk.  Your route will appear. Touch first 
client name. For GPS navigation, choose directions. In bottom box make 
client notes, if needed. Touch client’s phone number to call, if necessary. 

Press app again and choose either “delivered” or “not delivered.”  
Once your delivery choice is made, the next client appears and you can 
choose GPS directions. Then repeat “delivered” or “not delivered.”  

After you choose DELIVERED or NOT DELIVERED for the last client,  
select LOGOUT at top right. Sign your name with your finger and check 
two boxes below your signature. Select DONE.  

THE MEAL

Clients receive a hot meal in a three-compartment tray:  meat, vegetable, 
bread, dessert, and milk. Some receive frozen meals located on top of 
coolers in boxes labeled with client’s name.

Hot and cold items are packed in coolers against the wall in numerical 
order. Match your route with the number on the wall. Make sure you have 
enough meals for all clients on your route. 

FOOD SAFETY

Keep hot foods hot and cold foods cold using separate containers for food 
storage during delivery. Cold items must be submerged in ice. Do not 
leave coolers open. Close lid immediately after removing items; seconds 
cause temperature change. Do not place meals on your car seat.

If you transfer meals to your personal container, the food must be stored  
in a temperature controlled cooler or bag. Be sure the cooler or bag is 
clean and sanitized. Never place food, coolers, or bags on the floor.   
Meals should be sealed prior to delivery.  If not sealed, discard the entire 
meal and notify MIFA. Keep hands away from the “drink from” area on 
milk cartons. Keep food level to prevent spillage.

Meals must be delivered within four hours of preparation. Delivery is from 
9 a.m. to 1 p.m. weekdays. Meals must be delivered no later than 1 p.m.  
Always give the meal to a person. Never leave a meal: on a porch, in a bag 
on the door knob, in cooler provided by client, or anywhere unattended.

Never deliver meals if you are experiencing fever, diarrhea, vomiting,  
sore throat with fever, or lesions. We serve a vulnerable population.  
Please help us keep them healthy. Exercise good person hygiene while 
delivering meals. Wash hands with soap and water. Use hand sanitizer  
between deliveries. Wear clean, casual, and weather-appropriate clothing.



CONFIDENTIALITY

For the safety and protection of clients, all information is strictly 
confidential including but not limited to: name, address, contact 
information, living conditions/circumstances, income status, physical 
condition, and services rendered.

CLIENT VISITS

If any questions arise during delivery, call (901) 598-6597.

Don’t judge a client’s lifestyle or personal habits. Handle complaints  
with courtesy and respect. Let the client know you will report any  
concerns and then notify MIFA. You’re not obligated to perform 
extra tasks. Do as little or as much as you wish. But stick to your 
delivery time for food temperature safety.

Provide a personal and respectful touch. Have patience. Clients may 
be slow to answer the door or have difficulty hearing or speaking. 
Knock and say clearly “MIFA meals.” Let clients know you care but 
remember time restrictions for food temperatures. Encourage the 
client to eat.  Help open the meal, if necessary.



EMERGENCIES

Stay calm. Call 911 immediately then call or text MIFA at (901)  
598-6597. Do not move client as it may result in further complica-
tions. Reassure the client and stay with her/him until help arrives 
unless other wise instructed by MIFA. Report any abuse or neglect  
to Coordinated Response to Elder Abuse (901) 222- 4400. Report 
any non-emergency or unusual circumstances you observe to MIFA 
after your route or make note in the mobile app.

YOUR SAFETY

Do not leave car key in ignition. Keep valuables locked in your trunk.  
Always be aware of your surroundings. If a situation appears to be 
dangerous or suspicious, don’t deliver there — call MIFA immediately. 
We will handle that delivery. Do not pet or feed animals — even a 
client’s pet. Car magnets that identify you as a MIFA volunteer are 
available for a $15 donation.

FINAL STEPS

If you used a MIFA cooler, return it and your paper route sheets to 
the front desk. If you used your personal container, call MIFA at  
(901) 598-6597 and report your delivery status and any concerns.  
You may leave a message. If you used the mobile app, be sure to 
sign your name and log out.



INCLEMENT WEATHER

For information and updates on possible MIFA closure due to  
inclement weather, visit mifa.org.

HOLIDAYS

There are no deliveries on: Martin Luther King, Jr. Day, Memorial Day,  
Independence Day, Labor Day, Thanksgiving and the day following 
Thanksgiving, and New Year’s Day. Special delivery occurs on Christmas. 
Clients receive extra meals to compensate for non-delivery holidays.

SUGGESTIONS

Please share any suggestions for improving our program. We welcome 
your comments just as we value your time and service.
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VISION 
Uniting the community through service.

MISSION  
Supporting the independence of vulnerable seniors and  

families in crisis through high-impact programs.

PROGRAMS  
MIFA’s senior programs are designed to promote independence,  

health, companionship, and dignity. MIFA’s family programs  
provide basic services to prevent homelessness, stabilize families,  

and encourage independence.

FOUNDING  
MIFA was founded in 1968 following the assassination of  

Dr. Martin Luther King, Jr. by a diverse group of church and  
lay leaders as a way to put their faith into action and unite  

the community. That vision continues today.

Visit MIFA Center for CommUNITY
community.mifa.org


