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Welcome to HELP Association, Inc.!  We are so glad you are volunteering with us!  HELP Association, Inc. is a registered Non-Profit 501 c 3 Organization whose work began in 1972.  
HELP is 100% volunteer run organization and as such, everyone shares in the administrative responsibilities of operating a business.  

As a Volunteer of HELP Association, you will be proud to know your work will benefit many, many non-profit organizations whose programs HELP the neediest members of our community in Calvert County.  HELP Association, Inc. has received many awards and gained much recognition since 1972.  We have been recognized by the Maryland State Senate, Congress, Calvert County Commissioners, and awarded Calvert's most Beautiful People Award among many other citations.  You have chosen to join the ranks of scores of committed volunteers who, over the years, have made a commitment and a difference in the lives of others. 

We are a team of many, who work together, look out for each other, and strive to make our little shop as efficient as possible so everyone’s experience is safe, happy, productive, and fulfilling. 

Thank you for your interest in HELP Association Inc. We look forward to working together to make a difference in Calvert County!

Sincerely, 

Brenda James, President – Monday
Patricia "Patty" Canter, Vice President - Thursday
Linda Travers, Acting Secretary - Wednesday
Celia Molofsky, Treasurer - Monday
Jean Reams, Sgt at Arms – Tuesday
















Basic Training for all Volunteers
Please review and keep for reference

PROCESSING CLOTHING DONATIONS:
· Clothing that is soiled, wrinkled, stained, missing button, broke zipper, elastic failed, pilled (little balls or fuzz), has snags, must be recycled.
· Wet, damp, moldy, smoky, pet hair and scented items must be discarded in the dumpster, along with bed pillows.
· Make rag bags with cotton only (100%) clothing with no buttons, elastic, clips, decorations, long sleeves, -primarily t-shirts, baby receiving blankets, towels, (baby, bath, kitchen) napkins
· Homeless blanket bags – good condition but not saleable in marked bags in carport 
· Make dog blanket bags with recyclable blankets – no crochet or poly filled items , mark bag 
· Infant Clothing –Sorted good from bad, Newborn to Size 8 is sorted to marked bins. Clothing over size 2T are date labeled.
· All clothing must display a date sticker, face forward, by size on proper rack in the store. 

HANGERS  
Pant Hangers with sturdy bottom rung for Men’s pants, Ladies jeans, and dress slacks, ladies pant suits, and men’s suits, coats.
Narrow 2-clip hangers for Skirts, Men’s and Ladies shorts, capris, lounge pants, short-light curtains, tablecloths, men’s swim trunks, bras, pillow cases, and flags. 
Full dress hangers with 2-clips for Ladies 2pc suits, ladies 2-piece swim suits.
Regular hangers with slots for Ladies blouses, dresses, men’s dress and polo shirts, men and ladies light jackets, pajama sets, ladies one-piece swim suits, sweaters, nightgowns & costumes.
Felt Hangers  Extra large for Men's and Ladies Large and Plus size blouses/shirts & dresses
    Medium Felt Hangers for silky type blouses and Small Felt Hangers for Children’s slippery items
Children’s Clothing – Use appropriate corresponding with above with “Children Size” hangers
Linen “L” Hangers – 2 kinds: Heavy weight for XL, weighted comforters, blankets and drapes
Light weight L hangers for sheets, towels, café curtains, table covers and other light weight linens
Please do not use wire, clear retail store plastic, or colored plastic tube hangers. Bundle tube hangers for sale in toy area.  

SPECIAL COLLECTION ITEMS
	100 Policy – any item suspected over 100 years old and/or estimated value of over $100 must be put in Linda’s corner for research and pricing. Add note if needed.

	Art Canvases blank/used placed in basement for Girls and Boys Club to re-purpose

	Beach Buccaneers uniform and gear – placed in basement bin for pick up
Christmas Items – Clean, working, value of $1 or more, are placed in carport xmas bin. 
Eye glasses and Hearing aids are collected in Lyons club Bin atop the file cabinet
Found money –  Give to Person of the Day and/or put in register
Jewelry and Watches must all be evaluated and placed in Linda’s bin in corner of back room. 
Metal, silver and flatware must be placed in Linda’s bin for research and pricing.
Military Uniforms –  Remove insignia before sale 
Music Insruments are stored in basement shelf for evaluation/pricing.
Sleeping bags/blankets – clean, inspected, rolled and placed in basement for homeless shelter


	

	

	


‘OTHER’ ITEMS aka NON-CLOTHING -
	Baskets – must be clean, price dated, and put on top right shelves in toy area
Books – Only children’s books are accepted. Refer donors to drop all other books at the library

	CD’s, DVD’s – Check cases contain disc, no homemade or inappropriate footage 

	Diapers – adult/infant – tape the package closed, date label and price

	Dishes/Cookware/Glass – Clean Vases, pitchers, water bottles, lunch bags, candles, stemware, mugs, glassware, serving utensils, pots, pans, skillets. Boxe dish sets, sm appliances & other heavy items belong on bottom shelf only.

	Framed Art/pictures – Date price all Framed art. XXL on wood rack, Med - Lg on bottom shelves, small and light weight frames on top shelves. No unframed glass. 

	Garden – Outside right shelf for pots and tools

	Lamps – Test, band cord, price/date, remove bulky shades and display atop kids clothing shelf 

	Miscellany - Small electronics, craft, art, sm boxes, office supply, greeting cards, sewing, party items should be bound/bagged with date sticker & price and put in appropriate bin on wire rack display. Please contain/package small household items together.

	Pet supplies - Collars, leash, bowls, outfits display is outside area on right carport shelf.

	Pillows – Tag, price throw pillows and placed over linens and/or book nook

	Purses, Totes, Handbags - must be researched and priced with string tag indicating color, date, and price and displayed next to front door.

	Shoes – Clean, good condition with date label on sole and placed heal/toe on the shelf. Please have suspected high value footwear researched and priced before displaying

	Sport equipment - Do not accept/sell helmets of any kind – all other sport equip should be clean and working condition and displayed far right shelf outside. Please see donation receipt to know what sport items we cannot accept.

	Stuffed animals – Clean stuffed animals are displayed inside. FREE 1 per child 

	Toys – Clean, complete, safe toys, games and puzzles are displayed outside toy area. 

	Wallets, Clutch, and Cosmetic bags – priced, clean bags displayed on Misc wire shelf
Car Seats & Boosters – We Do not accept/sell seats or boosters but refer to gov’t agencies


  
ALL ABOUT SAFETY! 
All floors and aisles must be kept clear
All power cords must be wrapped with rubber banded after testing
Nothing over 2 pounds should ever be displayed overhead or on top shelf 
Knives and sharp items are displayed inside the glass case
Glassware must be displayed inside and in houseware area only
All fans/radios should be unplugged stored out of elements - prior to leaving for the day
All tested electronics should be displayed inside the store to keep safe and dry
No personal heaters are permitted 
Policy: No smoking, No drugs, No weapons, No alcohol permitted on HELP property!

CLEAN UP COURTESY 
A half hour before closing, please make sure: Donation Shed #1 is empty to make room for overnight donations.  Clear all work areas and table tops, bag Dog/Rags, Do not leave or stash anything on or under work tables.  Empty all trash cans, refill/replenish supplies. All empty hangers should be cleared from all rolling racks to the back room or outside bar.  Price or trash all plastic totes/bins.  Empty sink of dishes & clear and wipe lunch table. The next day’s Team says “Thank you!”

Together We Make a Difference!
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