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This on-the-job training will teach Sunburst Food (SFB) staff and volunteer leads how to direct food
drive volunteers to build ready-to-eat (RTE) food bags during regularly scheduled food drive sorting
events. Qualified SFB staff will deliver this training to staff and volunteer leads as needed. 

Session-at-a-Glance

Purpose

Objective

When the need arises, SFB employees or volunteer leads will successfully deliver RTE food bag
instructions to a group of volunteers within a designated time period.

Document Resources

●      Job aid (1 copy per learner)
●        Performance Assessment Instrument (PAI)
●      Copy of Assessment Checklist (1 copy per learner)

Physical Resources

SFB food drive sorting room (if available)
Pens or pencils for instructor and learners 
Example bag to deconstruct 



Content You Should Know

This training presumes that learners already know:
Where the food drive sorting room is at their location
How to find RTE bag supplies at their location
Methods for communicating with large groups of volunteers at food drive events, including food
safety and workplace safety guidelines

This training presumes that instructors already know:
How to lead a volunteer food drive event
The requirements for the contents of RTE bags
How to check the Paycom system
How to access the contact information for volunteer leads

Advance Preparation

Course Preparation

Verify that the employee is aware of training time and location and that it appears on the employee’s
schedule for the day. Request training be added if it is not found. Contact volunteer leads one day
prior to confirm time.
Gather the resources needed for training and place them in the designated training area.
Read through training materials and assessment documents prior to the training event. 
Reserve a completed RTE bag from the facility’s current supply to use for demonstration.
Ensure no other task or competing need is taking place during planned assessment time, allowing for
more focus.
All preparation noted is intended for a 1:1 training session. If more trainees attend a training event
together, please add an additional 15 minutes per trainee on the facilitation timeline.



Facilitation











Appendix 

RTE Food Bag Instructions Assessment Checklist
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