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We are so excited to have you join us. By stepping 
into this volunteer role, you are becoming an 
essential part of a team that is deeply committed to 
lifting up our neighbors. At FYCO, our belief is 
simple: everyone in our community deserves access 
to healthy food, essential family resources, and a 
supportive, compassionate network. Your decision to 
share your time and talents is what makes this work 
possible. 
 
While this handbook is designed to give you a solid 
foundation, it is just your starting point. We 
encourage you to ask questions, try new things, and 
find unique ways to use your personal strengths. 
Whether you are helping sort through fresh 
donations, assisting with family service programs, or 
offering an encouraging word to someone walking 
through the doors, your presence brings light into the 
lives of others. 
 
As we reflect on the past year, it is clear that while 
the challenges facing our community are increasing, 
our passion to meet them is stronger than ever.  Your 
dedication, time and energy are the driving forces 
behind this mission.  Together, we are not just 
distributing food; we are creating a network of 
support that empowers local families to truly thrive. 
 
With gratitude, 
Melissa Higbee 
Executive Director 
�� 260-226-3048 
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About Us 
FYCO Inc is a 501c3 nonprofit organization serving Steuben County and surrounding 
areas for over 20 years.  What began in the early 2000’s as a small youth outreach 
and food closet has grown into one of the county’s leading nonprofits.  With a staff 
of two, our reach now extends far beyond our village, offering food assistance and 
family support services to people in crisis. 

FOOD ASSISTANCE 
We offer four food programs: a full choice food pantry, weekend food backpacks for 
students, CSFP (Senior Commodities) and Farm Wagon distributions.  In 2025, we 
distributed over 200,000 pounds of food to local families, which averages out to 
about 8.5 tons of nutrition moving through our doors every month.  In the past year, 
our client base for the food pantry reached individuals spanning 40 zip codes and 12 
counties in Indiana, Michigan, and Ohio.  

FAMILY SERVICES 
In April of 2025, we launched CarePortal in Steuben County to connect families in 
crisis to local churches and organizations.  The goal of our CP program is to provide 
families with goods and services they need to thrive such as clothing, food, beds, di-
apers, transportation and much more.   This initiative directly supports our broader 
commitment to mental health, juvenile justice, and educational access across the 
county. Through these combined efforts over the past year, we are proud to have 
helped 56 local children find lasting stability and care. 

LOOKING AHEAD 
We continue to hold a big vision for the future of FYCO. Our long-term goal is to es-
tablish our own facility complete with a warehouse, food pantry, clinic, and active 
learning space. While we are patiently waiting and working for the funding to make 
this a reality, we remain grateful for the current spaces and partners that allow us to 
do our vital daily work. 
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 Meet The Leadership Team 
We are proud to introduce our Leadership Team.  FYCO is run by over 100 
dedicated volunteers, an active board of directors, an executive director and 
an operations assistant all working together to help families in our region 
achieve self-sufficiency. 

 
 
 

Volunteer Connections 
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Our Mission 
Fremont Youth and Community Outreach is committed to empower-
ing vulnerable populations to achieve self-sufficiency and well-being 

Our Vision 
We envision a world where every family thrives in 
safe, nurturing environments and has the tools to 
succeed. 
Our Core Values 
Our core values serve as the foundation for our 
work and interactions. We embrace these principles in all aspects of 
our organization:  
 

• Compassion: Engaging people with empathy and kindness 
 

• Collaboration: Partnering to create a network of support for 
vulnerable populations 

 
• Dignity: Upholding the value and worth of every individual  

 
• Empowerment: Equipping families to achieve self-sufficiency 

 
• Servanthood: Embodying the love of Christ 
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Volunteer Expectations 
Volunteers are a vital part of the success of FYCO’s mission! 
 

Be thoughtful of others:  Our goal is to share 
God’s love and grace with all people (clients, 
volunteers, partners).   
 
Be respectful.  This includes your language, 
behavior, attitude and work ethic.  This can be a 
tough job as we are dealing with people who 
are in very tough/desperate situations.  Build 
each other up.  Take a break if you need to.  Be 
the light that person needs. 
 
Be reliable and communicate.   Each pantry 
distribution shift is generally 4½ hours. (90 
minutes before a distribution and 2 hours of 
distributing food and 1 hour of clean up.) Each 
farm wagon shift is generally 2 hours.  If you 
cannot be there for the whole time, please 
communicate your availability so we can ensure 
appropriate coverage.  More information to 
follow on the sign-up procedure. 
 
Dress Code.  Volunteers are expected to wear 
closed toe shoes for any event where food will 
be prepped or served.  In addition, most of what 
we do can be messy work.  I would suggest 
wearing jeans along with your FYCO T-shirt. 
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Confidentiality Policy 
As a volunteer of the FYCO Food Pantry, you are responsi-
ble for protecting the privacy of our clients, employees, and 
fellow volunteers.  This means that any information (written, 
verbal, or other form) obtained during the performance of 
your duties as a volunteer must remain confidential. 
 

Any unauthorized release or carelessness in the handling of 
confidential information may be considered a breach of con-
fidentiality and may be grounds for ending your volunteer re-
lationship with FYCO. 

Your work and attitude are reflections of 
God’s grace and love, and it is important 
that you show respect and offer hope 
and encouragement to all clients, other 
volunteers, and pantry employees. 
 

Inventory Handling Policy 
The items we have in inventory: food, equipment, etc. are 
for pantry and client use only.  These items are not to be set 
aside nor removed from the premises by any employee or 
volunteer without consent from the director. 

General Guidelines 
Any violation of the FYCO Food Pantry’s principles may be 
grounds for ending your relationship at the pantry. 
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Ways to Get Involved 
Client Facing Days 

 
Food Distributions: 
PANTRY 
1st Wednesday of the month:  
  9:30am – 2 pm 
3rd Tuesday of the month: 
  3:30pm – 8pm 
FARM WAGON 
2nd & 4th Thursdays of the month:  
 8:30am-10:30am 

 
Community Meals: 
Free Community Meals as scheduled 
 
Senior Home delivery: 
CSFP delivery 
 
Special Yearly Events 
Other Misc. events

 

Non-Client Facing Days 
 
Pick up/sorting 
Retail/KFC Pickup 

Every Monday 9:00am-1pm 
Backpacks 

Summertime distribution 
Other food pickups 

As needed: on call 
Shipments 

Varies: on call 
Bagging and Sorting 
 Mondays 9:00am-1pm 
 Varies – quarterly 
 (Jan, May, July, Nov) 
 
 
 
 

Administrative 
Grant writing 
General paperwork 
CSFP phone calls 
Committee work *see next page 
 
Special Yearly Events 
Fundraiser – Golf Outing (March) 
Community Garden (April – Sept) 
Volunteer Appreciation 
 
Other Events – all year 
Fundraising/Food Drives 
CarePortal – sorting, purchasing 
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Getting Involved in Committees 
 

Operations (Roger Dammeier) 
- Decision making team for day-to-day operations (distributions) 
 

Partner Outreach (Bill Brunner/Nikki Shaw) 
- Facilitating partnerships with businesses, individuals and other 

non-profits, thanking donors, building community relationships 
 

Volunteer (Grey Baals) 
- Policy and onboarding, organize, notify, seek out, nurture and 

train volunteers 
 

Client Outreach (Nikki Shaw) 
- Client centered event planning: cooking classes, community 

meals, etc. 
 

Prayer (Josh Hawkins) 
- Praying/seeking guidance for the ministry, prayer needs of cli-

ents. 
 

Fundraising (Melissa Higbee) 
- Annual fundraising events, food drives from other organiza-

tions, grant writing 
 

OTHER COMMITTEES (BOARD MEMBERS) 
Executive (Bill Brunner) 

- Organization, upkeep, management, strategic planning and 
long and short-term goals 

Finance (Layk Thomas) 
- Budget, monthly spending,  

audits, grant balances 
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Ways to Get Signed Up 
INITIAL SIGN-UP PROCEDURES 
All volunteers will need to complete the volunteer application form 
and sign the policies page before they are allowed to volunteer with 
us.  Please contact the director to discuss current volunteer oppor-
tunities that are available as well as get a copy of the onboarding 
packet. 
Melissa Higbee 
Call/text: (260)226-3048 
 
Email:  melissa@HopeHouseFYCO.org 
Website: https://www.hopehousefyco.org/ 
Facebook @FremontFoodPantry 
 
If you have questions about the application process or vol-
unteer policies, please contact our volunteer coordinators: 
Grey Baals at (260)243-1464 or Lorna Gallogly at (586)413-
2411 
 
ONGOING SIGN-UP PROCEDURES 
Volunteer Signup Page –  
https://www.signupgenius.com/findasignup 
email:  melissa@HopeHouseFYCO.org 
or scan the QR Code to the right. 
 
The link to sign up is also on our webpage: 
www.HopeHouseFYCO.org under the “give help” tab. 
 
 

mailto:melissa@HopeHouseFYCO.org?subject=Volunteer%20information
https://www.hopehousefyco.org/
https://www.signupgenius.com/findasignup
mailto:email:
mailto:melissa@HopeHouseFYCO.org
http://www.hopehousefyco.org/
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Using Signup Genius 
To sign up for a shift or event, use 
the QR code or website on the pre-
vious page.   The screen will look 
like this: 
 
Select the event you want to participate in (indoor pantry, outdoor 
farm wagon or special events) 
You can choose from list or calendar view. 

  
Select the day and job you want to participate in and click “sign up”, 
then save and continue (at the bottom of the page). 
 
Log in or fill out your infor-
mation and click Sign Up 
Now.  
You should receive email 
confirmation as well as a re-
minder 2 days prior to your 
shift. 
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Food Pantry Distribution Logistics  
We have indoor food pantry distributions on the first Wednesday of 
the month from 11am-1pm and the third Tuesday of the month from 
5pm-7pm.  Each volunteer shift is generally 4½ hours.  (90 minutes 
before a distribution, 2 hours of distributing food and 1 hour of clean 
up.)   If you are not able to stay for the entire shift, please communi-
cate this when you sign up for your shift.  You may be limited in the 
type of job you are able to do if you cannot arrive at the beginning of 
the shift. 

 

 

 

  

 

 

 

 

 
 

Arrival Please plan to arrive 90 minutes before the 
food distribution to help set up.  
*9:30am for Wednesday distributions 
*3:30pm for Tuesday distributions 

Parking  

& entry 

Please park on the north side of the parking 
lot (clients will park on the gym side)   
Enter through the north doors. *These doors will 
be locked at 10am/4pm due to client access issues so if you ar-
rive after that, please enter through the gym doors. 

Volunteer 
HQ 

You can place any personal effects in the di-
rector’s office or in the volunteer room.   

Distribution You may request a specific job when you 
sign up for your shift on SignUp Genius.  You 
are free to change jobs with someone if you 
find that your choice is not a good fit. 

Clean up Please plan to stay for 1 hour after the food 
distribution to help tear down and clean up. 
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Farm Wagon Day Logistics  

We have farm wagon distributions on the second and fourth 
Thursday of each month from 9:00-10:00am.  Each volun-
teer shift is generally 2 hours (8:30-10:30 depending on the 
job chosen).  The truck from Community Harvest can arrive 
anywhere between 9am and 9:45am. 
 

 

 

  

 

 

 

 

 
 

 

Arrival Please plan to arrive  
*8:00am for parking and check-in jobs  
*9am for distribution jobs 
 

Parking  

& entry 

Please park on the SOUTH (gym) side of the 
parking lot (clients will park on the north 
side)   

Enter through the north doors. 

Volunteer 
HQ 

Please leave your personal effects in your 
vehicle as this is an outdoor event.  Keys can 
be placed in the director’s office if needed.   

Distribution You may request a specific job when you 
sign up for your shift on SignUp Genius.  You 
are free to change jobs with someone if you 
find that your choice is not a good fit.  

Clean up Please plan to stay for 15 minutes after the 
food distribution to help tear down and 
clean up. 
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Family Services Information  
 

CarePortal 
FYCO is the vetting organization for CarePortal in Steuben County 
which helps families with children in crisis. The platform connects 
families in need to churches and organizations ready to help.  We 
aim to dismantle health, safety and educational barriers that limit 
children’s ability to thrive. While the program is still new, we wel-
come anyone passionate about supporting children and families – 
your dedication can make a real difference! 

Juvenile Intervention 
FYCO partners with JDAI and Fremont High School to support at-
risk youth. Our primary focus is on reducing educational barriers to 
help students stay in school and succeed. 

Vendor Connections 
FYCO integrates service providers into our food distributions to con-
nect individuals with vital resources. We partner with over 40 organ-
izations offering support in mental and physical health, parenting, 
energy and financial assistance, health care access, and veterans 
services.  Key partners include: Faith Health Clinic, Cameron Hospi-
tal, B4 5, Steuben Co Health Department, St Martin’s, Iris Family 
Services, Children’s First Center, Bowen Health, Brightpoint, 
Healthier Moms and Babies, and Purdue Extension.  
Family Outreach Events 
FYCO partners with several organizations to host family outreach 
events throughout the year.   
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Frequently Asked Questions 
 

What is the minimum age requirement to volunteer with FYCO? 
 All volunteers must be 16 years of age or older to work directly with 
clients (food distributions).  For non-client facing jobs, volunteers may be any 
age.  All minors under the age of 16 must be accompanied and supervised by 
an adult. This policy may change at any time at the discretion of the Executive 
Director and board policy changes. 
 

Can I post about your events on social media? 
We love social media publicity and welcome your posts, tags and 

shares if they fall within our confidentiality policies.  Ask yourself:  Does this 
contain confidential information about any client or member of the team?  For 
clients in particular, their presence alone is confidential. 
 

I have a friend who wants to volunteer.  Can I bring them along to a 
distribution? 

We love new volunteers and are always looking to add to our team.  
Please contact the director BEFORE you bring a new friend to make sure we 
have jobs available.  They will need to complete our onboarding procedures 
before their first shift. 
 

Do I really need to sign up before I come to help? 
Yes.  You really do. The data is used to plan distribution events as well 

as for grant purposes. If you have trouble with the sign-up system, you can 
text or call the director to get on the list. 
 

I cannot lift heavy things nor stay on my feet very long.  Do you 
have a job for me? 
 We have jobs for all skill and ability levels.  We will work with you to find 
a job that suits your needs. 
 

I am a food pantry client.  Can I volunteer with FYCO? 
 You are welcome to volunteer with us, but you can only be a volunteer 
or a client for any given shift.  You cannot receive food on a day that you 
volunteer with us. 
 

Where can I go if I have additional questions, ideas or concerns? 
 You are more than welcome to contact any of the members of the 
volunteer connections team (on page 5 of this manual). 
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Our Future Looks Bright 
 
Imagine a place… 
 where families are nurtured and supported 

through life’s messiest situations 
 where children are safe and secure with the hope 

of a promising future 
 where people are empowered to achieve self-

sufficiency and well-being. 
 where people can find healing and be truly seen 

and valued for the unique person that they are 
 where there is no shame, no judgement, no 

strings attached 
 
Our goal is to create these opportunities for families in 
our region.  We have BIG dreams and a BIG God who 
can make this a reality. This vision includes a 
community center, clinic, food pantry, active learning 
center and secure housing initiatives for low-income 
families. 
 
In the next 10 years, FYCO will be embarking on a 
mission to serve families in their most desperate times 
of need.  This will not be a charity program with a 
handout.  Our mission is to empower families to thrive! 
 
Thank you for embarking on this journey with us.   
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Contact Us  

SignUp Genius 
 
 
 

Our Website 

 
 


