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Project  Synopsis

A playbook  for  Grocery  and  Food  Purchasing  for  seniors  in a lockdown  during  the

Covid-19  Pandemic.

Reason

A\/V\/VA Senior  Community  Home  underwent  an Covid-19  outbreak  and  would  require

volunteers  to help  out  in the  purchasing  of  groceries  and  food  on behalf  of 140  seniors

under  lockdown.  The  project  was  conducted  in an area  separated  from  all clients,  with

self-sustaining  processes  that  are  easily  scalable.

Project  Details

Clarify  the  Pmb/pm  - 5W  + jH



Which  a'

The number  of requests  increases  whenever  more

seniors  are discharged  back  to the Home  from

COVID-19  isolation  facilities  in this  period

How

Due to the  COVID-191ockdown  imposed  at A!/VWA

Senior  Community  Home  from Late  act  2021 to

End Dec 2021,  the manpower  to fulfill  the  daily

grocery  and food  needs  of about  140  seniors  was

insufficient.

No  volunteering  activities  by  external  volunteers  are

allowed

Have  Internal  Volunteers  to support  the

volunteering  purchases  adhering  to a Risk

Mitigation  Template

There  are no systems  to  record  purchases  and  the

handling  of monetary  change

Split  team  measures  cause  staff  to be not  able  to

support  colleagues  from  other  levels

There  is very  limited  manpower  to  onboard  internal

volunteers

There  are  different  shifts  of  staff  & internal

volunteers  with  different  working  styles

Hard  Copy  Purchase  Slip  to  document  and  track

impact  of  the  project

A Volunteer  Guide  containing  :

* Online  Link  to Register  their  Volunteering

Slot  (Excel  Calendar)

* 7 min  Video  Demonstration  to set  up a

Volunteer  Holding  Room  and FAQ.

A Checklist  was  developed  for  a Main  Liaison

Officer  from  the  Home  to onboard  New  Internal

Volunteers

KINDLY  CONTACT  US

IF  YOU  WOULD  LIKE

TO  HAVE  A COPY  OF

THE  DOCUMENTS

LISTED

Conclusion

o The  project  ended  once  the  lockdown  was  lifted  with the solutions  listed ready to be
re-used  in any  other  location  when  the  time  arises

e COVID-19  enabled  us to pivot  a new  way  of  delivering  volunteer  onboarding  with
minimal  manpower  involved

a Colleagues  from  9 other  services  within  A\/V\/VA volunteered  their  time to support  our
seniors  and  staff  in lockdown



Project  Collaterals  (Scan  QR  Code  for  Full  Access)
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Risk  Mitigation  Template

Organisation  Specific

Online  Registration  Timetable  forall  Volunteers  to  R6gistertheirslots
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Volunteering  Guide  for  Room  Set  Up  (Physical  & Video  Guide)

VOLUNTEER  GUIDE  FOR FOOD  AND  GROCERY  PURCHASES

@ AWWA  SENIOR  COMMUNITY  HOME
Scope  of  Work:  Groc*rtiis  8i Food  Only.

*  Na  eontiiet  with  Rasid*nt*  or  aiiy  AWWA  Clients  at all  times.

*  ALWAYS  WEAR  YOUR  MASKS  & PRACTICE  GOOD  HAND  HYGIENEi

COILECT  PLIRCHASE  SLIPS + MONEY  INTO  THE  ZIP BA(JS  FROM  LEVEL

REPRESENTAnVE  ATPREDETERMINED  CUT-OFFTIMINGS.

TALLY  AIL  MONEY  FIRST RECEIVED  FROM  THE LEVEL  REPRESENT  ATIVE

(KINDLY  EXCHANGE PHONE  NUMBERS)



Hard  COp7  Purchase  Slgp far  Ease Of PllrChaSe (A n*:,CQs ass}9
i'

DATE  OF  REQUEST:

CLIENT:  IEVEI:

ITEM  (CIICLE  ONE  PER,SLIP)  : FOOD  / GROCERIES

S COLIECTED  FROM CLIENT:
TOTAL  COST  OF  PURCHASES-

CHANGEG1VENTOCtlENT:  <  >

DATE  FUFIILED

QTY

OF

ITEM

DESCRIPTION  &

BRAND

STORE If NO

Stock

( Tick  )

Checklist  to Onboard  New  Vo/umeers  (For  Main  Liaison  Officer)  -  Fu//  Process  Flow
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Asslgri a LlalsonlCov*rToi  the day

DURINa

Message Iri Whatsapp Gip Chat - How Mariy Volunteeis loithe  Oay, Cutoff Timings for oihei I*veloolleagu*s  andAdditlo(ial  Inloimatlori.lE:
Hlghlight anjl C<ikuial Concerns (Halal items only etc)

%mlrld  Volunvv  to lookth*  room if no ori*  isin the room and 5ontack youwh*n  t%  ai*backliom  th*kpuiohas*s  and Oonoi  keep any
iialuabl*s  or money in slght within the room.

RemlndVolunteei  on th*PaokingRoceduie  [Retei ioGuid*)  andComplete  the releiiani fields Inihe  Puiohase Sllps 
Chanru+  Glwn  to Clipni  tk Date  Fisfillpdl

AFTER

Ah*i  Volunteer has flnlsh*dpackingth*  < Client  Purchaseis  +  Completed  Purchase  !31ips + Monetary  Change  [Small
PlastAg Bag  Piayided)  > into a Single PlasiicBag,  contact  Volunieei  Liaisoriloi  colleiitlon  of Items (Pv  level)

Tal% aiid cheek anl  dispr*oanai*s  On the Purehasps  / Chadge aiiien_to  Client.l  *H  Monies  taking  Fl*l*niie*  from  lm  Completed
Purchase  Slips

At ih*  end o( the session. Ensui*volunt*eilocks  the room and area is kept clean arid Pi0pet. All switoh*s and Tanai*tuiried  off.

Remember to Coll*oi  bacli th*Temp  keyiiaid

PLACEOLITSTAN€ING rC€ MPLETEO PLIRCHASE SLIPS INTOTHE PLIRCHASESLIP BOX PRCNI€EO.

Llpdai*CClMPLETE€ PLIRCHASE SLIPS into the link proiiided Daily
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