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1
Hunger Relief Advocate
Administrative Matters

T

he Society of St. Andrew is responsible to its Board of Directors, the General
Commission on United Methodist Men, and the National Association of
Conference Presidents, and to our donors for administering the HRA
Initiative in accordance with principles of good stewardship.
The
administration of the HRA Initiative includes supervising both paid and volunteer
Hunger Relief Advocates and overseeing their activities. This volume of the HRA
Manual provides guidance to both volunteer and paid Conference HRAs on
administrative matters as well as resources to assist HRAs in accomplishing their
ministry

Personnel policies
Personnel policies for employees of the Society of St. Andrew are contained in the
SoSA Personnel Policy and Administration Manual. Pertinent policies with respect to HRAs
have been extracted for inclusions in this section.
The Personnel Policy and Administration Manual
takes precedence.
If the policies contained in this section are in conflict with the Personnel Policy and
Administration Manual, the Personnel Policy and Administration Manual provisions apply.
A copy of the Personnel Policy and Administration Manual will be provided to
Conference HRAs upon request.
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HRA employment classification

1. Paid Conference HRAs are classified as regular part-time employees of the
Society of St. Andrew. They are also designated as salaried employees.
2. Volunteer HRAs are not employees of SoSA. However, they are accountable to
SoSA for any activities under the HRA title.
Work hours and compensation

During the harvest seasons, most of the HRAs’ time will be devoted to gleaning
activities in the conference. During the off season, the HRA will devote most of
his/her time to cultivating Meals for Millions growth and other Hunger Relief Advocate
activities.
Paid HRAs will provide a minimum of 15 hours per week in HRA duties (this will vary
from week to week, some weeks a little more, some weeks a little less). Volunteer
HRAs are expected to give whatever time they are able to accomplishing the HRA
mission.
Monthly compensation for paid HRAs is a stipend of $500 (this will normally be
provided through direct deposit with appropriate withholdings made). Volunteer
HRAs receive no stipend.
SoSA will reimburse local mileage at the rate of 31 cents per authorized mile for paid
HRAs. Volunteer HRAs will be reimbursed for mileage as agreed to by the SoSA
supervisor. Additional expenses such as phone costs, postage, office expenses, etc.
may be reimbursed if prior arrangements with the HRA supervisor are made (receipts
required).
No benefits are provided.
Resignations

Should a HRA decide to resign his or her position, they shall provide a minimum of
two weeks advance notice. Resignations should be made in writing.
Equal opportunity employer

SoSA is an equal opportunity employer. We strive to ensure that all employees and
volunteers are treated fairly and according to applicable laws. Our policies and actions
related to personnel are carried out without regard to race, color, creed, religion,
national origin, sex, marital status, disability, age, or citizenship.
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Drugs, alcohol, and drug testing

Performing HRA duties while under the influence of drugs or alcohol is strictly
prohibited. An employee who indicates that he or she has a drug or alcohol problem
will be offered the opportunity to seek treatment and rehabilitation. Loss of
employment will not occur as long as the employee completes all requirements
associated with treatment and the rehabilitation process. (See the SoSA Personnel Policy
and Administration Manual for more detailed information).
Personnel files

SoSA maintains personnel files on each employee. These files are the property of
SoSA and may include such information as the employee’s job application, résumé,
record of training, etc. With reasonable advance notice employees may review their
personnel file in SoSA’s office and in the company of a supervisor.
Personnel data

HRAs are responsible for keeping SoSA informed up-to-date personnel data and
information such as address, phone number, email address, etc.
Employee relations

SoSA is committed to fair treatment of all employees and volunteers and to open,
direct, and honest communication. All SoSA supervisory staff operate with an “open
door” policy. Employees are encouraged to freely discuss ideas, suggestions,
complaints, or areas of concern with their supervisor. SoSA expects two-way friendly,
cordial, and professional relations between all employees and their supervisors. All
employees have ample input regarding work activity, priorities, and various policies.
HRAs are encouraged to communicate directly with the HRA Supervisor concerning
these issues. However, once policies and priorities have been set, all employees are
expected to support them.
High integrity and loyalty to the organization are valued characteristics to SoSA and are
expected of all employees.
Safety

Every employee and volunteer is responsible to help provide a safe work environment.
Email, fax, and Internet

The use of SoSA owned computer and electronic equipment is limited to SoSA related
work. All forms of electronic communication to or from SoSA email addresses or
equipment are considered the property of SoSA and may be monitored or inspected.
Performance evaluations

Excellent performance of all employees is essential to the success of the HRA
Initiative. The HRA Supervisor, in accordance with the SoSA Personnel Policy and
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Administration Manual, formally evaluates the National HRA each year. Paid and
volunteer HRAs are informally evaluated annually as performance goals for the next
year are being set.
Employee conduct

SoSA expects all employees and volunteers to follow rules of conduct that will protect
the interests and safety of all employees and the organization. High ethical and moral
standards are expected. Employees and volunteers are expected not to engage in
inappropriate or unprofessional conduct or behavior that could be disruptive to the
workplace or reflect poorly on SoSA.
Sexual or other unlaw ful harassment and discrimination

Harassment or other discrimination against applicants and employees on the basis of
race, color, religion, age, sex, national origin, or disability (as defined by applicable law)
will not be tolerated by SoSA. No employee or applicant at SoSA should be subjected
to unsolicited and unwelcome sexual overtures, nor should any employee or applicant
be led to believe that an employment opportunity or benefit would in any way depend
upon “cooperation” of a sexual nature.
•

•

Any employee or volunteer who feels that he or she has been the victim of
discrimination or harassment should immediately notify his or her supervisor.
If a complaint involves a manager or supervisor, the complaint shall be filed
directly with the Director of Operations.

Discharges or employment termination

Employment with SoSA (including volunteers) is based on mutual consent between
the individual and the organization. Both the employee and the organization have the
right to terminate employment with or without cause. Discharge of an employee for
unsatisfactory job performance will normally take place only after the employee has
been counseled and given an opportunity to improve performance.

SoSA m e a sure s of e ffe c t ive ne ss
SoSA’s measures of effectiveness include:
•

•

•

•

Gleaning Network pounds of produce salvaged
Potato Project pounds of produce delivered
Number of servings of food provided
Number of gleaning events
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Number of volunteers
Number of agencies receiving food
Cost per pound of food salvaged.

Re quire d re por t s
Paid HRAs are required to submit a number of reports on a monthly basis. Volunteer
HRAs should provide the same reports. The purpose of the reports is to keep SoSA
management and the Board of Directors informed as to how effectively the
organization is accomplishing its mission as well as to help insure that principles of
good stewardship are followed.
Monthly summary report

Each paid HRA shall submit a summary report to SoSA on the first workday of each
month. This report is to contain the following information:
•

•

•

•
•

Number of gleaning events for the month just ended
Number of volunteers for the month just ended.
Number of pounds of food gleaned during the month just ended.
Number of receiving agencies the food was delivered to during the month just
ended.
Number of participating farmers and other food providers.

The monthly summary report may be submitted by email, fax, or made by telephone.
The HRA monthly summary report feeds into an
organizational summary report made to the Board
It is very important each HRA submit his or her monthly summary report on time.
It is fed into a report that goes to the Board of Directors early each month to
facilitate its oversight functions. Send the information only for the previous
month. The HRA Supervisor consolidates the HRA reports and creates a year-todate report for the Director of Operations to include in SoSA’s overall statistics.

Expense accounting and reporting

HRAs must account for all expenses they wish to be reimbursed for. Expense reports
should be submitted monthly. However, if only a small reimbursement total is
accumulated per month, the report may be submitted quarterly. Receipts or other
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documentation are required. A sample expense report is in Chapter 2 of this Volume.
Forms may be ordered from the HRA Supervisor or reproduced locally.
Income accounting and reporting

HRA’s should not normally receive contributions. The donor should send them
directly to SoSA. However, if a HRA receives a donation, he or she should send it to
SoSA immediately.
Activity reporting

HRAs need to document all their activities for at least three reasons. First, there is no
other way to collect information on how the HRAs are accomplishing their advocacy
and education mission. Second, SoSA recognizes that not all HRA activities translate
into immediately measurable results (gleaned food, donations, gleaning events, etc.), yet
their activities are still important. Finally, HRAs need a tool to monitor the
effectiveness of their activities so that they can improve continually their performance.
A sample Activity Record report form in Chapter 2 of this volume. Forms may be
ordered from the HRA Supervisor or reproduced locally.

Offic ia l e m a il a c c ount
SoSA provides each Conference HRA (paid and volunteer) who has internet access
with an official email address. This address may be either a pop account or an alias
account. For details about what kind of account is best for a particular HRA, contact
the HRA Supervisor. In either case, the official HRA email address should be used for
all official HRA business by email.

Official web sites
In the modern computer age, a presence on the Internet is critical for an organization
such as SoSA.
SoSA’s w eb site

SoSA’s web site is at w w w .endhunger.org. The site contains a wealth of
information about the Society of St. Andrew, its history, and how it operates.
People can also make donations by credit card at the site and order material.
Conference HRA w eb pages

Every Conference HRA has at least one web page on the SoSA web site. The
content of Conference HRA pages is the responsibility of the respective HRA.
HRAs are encouraged to submit text, photos, scheduling information, and any
other material that would be suitable to post on their web pages. Send all such
material in a timely manner to the HRA Supervisor.
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HRA w eb site and discussion board

A web site dedicated to HRA issues is at w w w .endhunger.org/hraw eb.
HRAs are encouraged to submit material for this site to the HRA Supervisor.
Also, from this site HRAs can access a web-based message board where they
can informally discuss issues, exchange ideas, and share concerns. Every HRA
with Internet access should avail him/herself to this resource.
Meals for Millions w eb site

Because Meals for Millions has its own special emphasis and Advance Special
number, a separate Meals for Millions web site is at w w w .gbgm-umc.org/mfm .
This site focuses exclusively on Meals for Millions information. People can sign
up to be a Challenge Disciple or to pledge their UMMen group to become a
Challenge Fellowship.
GCUMM w eb site

The General Commission on United Methodist Men official web site is at
w w w .gcumm.org.
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2
Resources

O

n the following pages are a variety of resources that HRAs may find
helpful in accomplishing their missions. Copies of forms, letters, and
samples shown in the following pages may be obtained by HRAs either
electronically or by hard-copy upon request.

General resources
This section contains resources the HRA may find useful in the execution of his or her
duties. While the use of the forms in this section is optional, paid HRAs must
routinely submit the information the forms are designed to capture (expenses and
activities). For volunteer HRAs, report submission is optional, but strongly
encouraged. However, they must submit Expense Reports in order to receive
reimbursements.
The following items are contained in this section:
1. HRA Expense Report form
2. HRA Activity Record form
3. Copy of Emerson Good Samaritan Act
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Figure 1: HRA Expense Report
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Figure 2: HRA Activity Record
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The Emerson Good Samaritan Act:

Figure 3: Emerson Good Samaritan Act
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Gleaning resources
This section contains the following forms and samples for HRA use:
1. Sample letter to County Agricultural Agent. This letter can be helpful in
introducing county extension agents to SoSA and the concept of gleaning. Extension
Agents can help the HRA locate potential farmers and other sources of food donors.
2. Sample letter to farmer. This letter is used to introduce potential farmers to SoSA
and the concept of gleaning. The sample farmer information sheet is used as an
enclosure.
3. Sample farmer information sheet. This can be helpful for giving potential
farmers all pertinent information about gleaning as well as capturing information from
farmers useful for setting up gleanings with them.
4. Sample letter to farmer w ho sells at a farmers’ market. Farmers’ markets are
good potential sources of food donations. This sample explains the concept to
farmers who sell their produce at such markets.

5.

Farmers’ market procedures.

6.

Weekly donation form.

This is a handy step-by-step guide for volunteers to
use when they pick up donated produce from a farmers’ market.
Useful for farmers’ market routine pickups.

7. Grow er’s registration form . When any donor of produce is identified, this simple
form will help to capture all the necessary information.
8. Sample letter to packer or shipper of produce . If there is a produce packer or
shipper in the HRA’s area, this letter might be helpful in getting the packer/shipper to
donate bulk loads. The Potato Project brochure or General SoSA brochure are usually
enclosed.
9. Gleaning report forms. These forms can help the HRA capture all necessary
information for a Potato Drop.
10. Potato Drop report form. This form can help the HRA capture all necessary
information for a Potato Drop.
11. Generic press release. Getting press coverage of HRA activities can go a long
way to gaining more volunteers and getting more financial support. A press release
sent in advance of a gleaning or Potato Drop can help get media coverage of the
event.

12.

Some press outlets prefer press releases in the form
of a story. This sample should help to create such a story.

Generic press release story.
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County Extension Agent sample letter:

Figure 4: Sample letter to extension agent

15

H R A

R E S O U R C E S

Sample letter to farmer

Figure 5: Sample letter to farmer
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Sample farmer information sheet

Figure 6: Sample farmer information sheet
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Sample letter to farmers’ market farmer

Figure 7: Sample farmers’ market farmer letter
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Farmers’ market procedures

Figure 8: Farmers’ market procedures
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Weekly donation form

Figure 9: Weekly farmers’ market donation form

20

H R A

R E S O U R C E S

Grower’s registration form

Figure 10: Grower's registration form
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Sample letter to packer or shipper

Figure 11: Sample letter to packer or shipper
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Potato drop report form

Figure 12: Potato drop report form
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Generic press release

Figure 13: Generic press release
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Generic press story

Figure 14: Generic press release story
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Advocacy and education resources
The HRA’s advocacy and education mission flows out of the objective that the HRA
Initiative help move the church to take action against hunger in America. The
resources offered in this section are designed to help the HRA educate the church
about the extent and the causes and effects of hunger and about the theological
underpinnings of the Christian response to hunger.
Table of Recommended Books
Beckman, David and Arthur Simon. Grace at the Table: Ending Hunger in God’s World.
InterVarsity Press, Downers’ Grove. 1999.
Available through: www.amazon.com; Cokesbury
Boucher, Douglas H., ed. Paradox of Plenty: Hunger in a Bountiful World. Food First,
Oakland. 1999.
Available through: www.amazon.com
DeRose, Laurie and Ellen Messer and Sara Millman. Who’s Hungry? Aand How Do We
Know? Food Shortage, Poverty, and Deprivation. United Nations University, New
York. 1998.
Available through: www.amazon.com
Heitzenrater, Richard P., ed. The Poor and the People Called Methodist. Abingdon Press.
2002.
Available through: www.amazon.com; Cokesbury
Lappe, Frances Moore and Joseph Collins. World Hunger: Twelve Myths. Grove Press, NY.
1986
Available through: www.amazon.com
McGovern, George S. The Third Freedom: Ending Hunger in Our Time. Simon and Schuster,
New York. 2001.
Available through: www.amazon.com
Sider, Ronald J. Rich Christians in an Age of Hunger. InterVaristy Press, Downers’ Grove, IL.
Originally published in 1977 with several subsequent updates.
Available through: Evangelicals for Social Action; www.amazon.com
Sider, Ronald J. For they shall be fed: Scripture Readings and Prayers for a Just World. Word
Publishing, 1997.
Available through: www.amazon.com
Simon, Arthur. How Much is Enough? Hungering for God in an Affluent Culture. Baker
Book House, 2003.
Available through: Bread for the World (www.bread.org); www.amazon.com.
.
Figure 15: Table of recommended books

26

H R A

R E S O U R C E S

Table of Bible Studies
Community with Children and the Poor: A Guide for Congregational Study. A six-session
study that provides help for churches who are seeking to implement the goals of the
Bishops' Initiative on Children and Poverty.
Available through Cokesbury
Hunger No More. Six-session study created by Bread for the World in cooperation with a
number of church denominations.
Available through the Bread for the World.
Is There Enough? A Children's Curriculum on Hunger. Interactive and biblically based,
this curriculum presents a balanced world where there is enough for all God’s
children. Five stand alone sessions, adaptable for kindergarten through middle
school.
Available through the Presbyterian Hunger Program
Living in a World of Wealth and Poverty; How To Manage Your Resources With
Compassion and Integrity. This is actually a workbook for individual study that
invites people to search for answers in the scriptures. It combines carefully chosen
Bible passages, thought-provoking questions, real-life stories, and plenty of space
for the reader to fill in their thoughts.
Available through Amazon.com.
Make Hunger History: Teaching Children About Hunger. Guides for Grades 4-6 and 7-9
that include exercises, discussion questions, scripture passages, prayers, quizzes
and games.
Available through the Bread for the World.
Figure 16: Table of Bible studies
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Table of Web Sites
Hunger Relief Organizations and Resources
Congressional Hunger Center
www.greatermontchamber.org
Church World Service
www.churchworldservice.org
USDA Food Security Initiative
www.reeusda.gov/food_security/foodshp.htm
Bread For The World
www.bread.org
Center on Hunger and Poverty
www.centeronhunger.org
The Future of Children
www.futureofchildren.org
General Board of Church and Society www.umc-gbcs.org
Evangelicals for Social Action
www.esa-online.org
Oxfam
www.oxfamamerica.org
World Hunger Year
www.worldhungeryear.org
Food Research and Action Center
www.frac.org
End Hunger Network
www.endhunger.com
Center on Hunger and Poverty
www.centeronhunger.org
America’s Second Harvest
www.seconharvest.org
Poverty and Hunger Statistics
Census Bureau poverty statistics
HHS poverty information
Hunger Free America Statistics
Welfare Information Network
Center on Budget and Policy
Priorities
Federal Child and Family Statistics
Welfare, Children, & Families
USDA Economic Research Service
Campaign for Human Development
Second Harvest--Hunger in America
Farm and Agricultural Information
U.S. Department of Agriculture
USDA Farm Service Agency
USDA Food and Nutrition Service
USDA Emergency Food Assistance
USDA Food Recovery & Gleaning
Farmers’ Market Listing
Plant a Row for the Hungry
Community Food Security Liaisons
Agricultural Marketing Service
Farmers market food recovery paper
United Methodist Resources
UMPH-Circuit Rider
Cokesbury On-line
GC United Methodist Men
GB Church & Society
GB Global Ministries
The United Methodist Church

www.census.gov/hhes/www/poverty.html
aspe.hhs.gov/poverty/poverty.shtml
www.hungerfreeamerica.com/facts/statistics
www.financeprojectinfo.org/win/
www.cbpp.org
www.childstats.gov
www.jhu.edu/~welfare
www.ers.usda.gov/briefing/FoodSecurity/
www.povertyusa.org
www.hungerinamerica.org

www.usda.gov
www.fsa.usda.gov
www.fns.usda.gov/fns/
www.fns.usda.gov/fdd/programs/tefap/
www.usda.gov/news/pubs/gleaning/content.htm
www.ams.usda.gov/farmersmarkets/states
www.gwaa.org/par/
www.reeusda.gov/food_security/liaisons.htm
www.ams.usda.gov
www.ers.usda.gov/publications/FANRR4

www.umph.com/resources/publications/circuit_
default.html
www.cokesbury.com
www.gcumm.org
www.umc-gbcs.org
www.gbgm-umc.org
www.umc.org
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Other Denominations
Southern Baptist
Evangelical Lutheran Church USA
-- ELCA World Hunger Program
Roman Catholic Church
The Episcopal Church
Presbyterian Church USA
-- Presbyterian Hunger Program

www.alsbom.org/stateconventions/
www.elca.org
www.elca.org/hunger/
www.catholicweb.com
www.episcopalchurch.org
www.pcusa.org
www.pcusa.org/pcusa/wmd/hunger/

Figure 17: Table of web sites
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Biblical Passages Related to Hunger & Justice
Genesis 1:29-30
Exodus 3:7-12
Exodus 16:1-12
Leviticus 19:9-11
Numbers 11:4-23
Deut. 14:28-15:11
1 Kings 21:1-20
Psalm 72:1-14
Psalm 82
Psalm 146:4-9
Proverbs 14:20-21
Proverbs 19:17
Proverbs 21:13
Isaiah 1:17-18
Isaiah 3:13-15
Isaiah 5:1-7
Isaiah 58:6-12
Jeremiah 22:13-16
Ezekiel 16:49
Amos 5:10-24
Amos 8:4-7
Micah 6:8
Matt. 5:23-24
Matt. 6:25-34
Matt. 23:23
Matt. 25:31-46
Mark 8:1-19
Luke 1:46-55
Luke 10:25-37
Luke 14:12-14
Luke 16: 19-31
Luke 19:1-10
John 6:25-35, 47-51
John 13:1-20
Acts 2:42-47, 32-35
Acts 6:1-7
1 Cor. 11:17-34
1 Cor. 16:1-2
2 Cor. 8:12-15
2 Cor. 9:6-15
Gal. 2:10
James 2:1-7
James 2:14-17,26
1 John 3:17-18
1 John 4:19-21

God give the world’s food to Adam and Eve
Moses asked to go to Pharoah
the manna lifestyle
leave a portion of your harvest for the poor
people greedy for meat
a redistribution of wealth and law of tithe
lust of land leads to deceit and oppression
how to pray for government
justice to the weak and destitute
the Lord is just and feeds the hungry
happy are they who are kind to the poor
who is kind to the poor lends to the Lord
listen to the cry of the poor
seek justice – correct oppression
Why do you grind the face of the poor?
I looked for justice but behold bloodshed
pour yourself out for the hungry
to know the Lord is to do justice
Sodom destroyed because of neglect of the poor
let justice roll down like waters
the greedy buy the poor for silver
do justice, love mercy, walk humbly
first be reconciled, then offer your gifts
seek kingdom of god and justice first
you have neglected justice, mercy and faith
I was hungry and you gave me food
feeding the multitude, also John 6:1-14
Mary’s magnificat
good Samaritan
invite the poor to your dinner
rich man and Lazarus
Zacchaeus’ radical generosity
I am the bread of life
Jesus washing disciples’ feet
sharing in the early church
first dispute in church over distribution of food
selfishness in the Christian assembly
put aside for the needy
a question of equality and abundance
God loves a cheerful giver
remember the poor
rich/poor and God’s bias
faith without work is dead
loving in deed, not just word
cannot love God without loving neighbor
Taken from “Hunger: Learning for Action” by Church World Service, p. 20
Figure 18: Table of Biblical passages
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