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Salem Harvest 

 

Welcome to the Salem Harvest leadership team.  We’re excited to have you on board.  Through your         
contribution as a Harvest Leader you’re making our community a healthier and kinder place.  Without you, 
Salem Harvest would be just an idea.  It’s our leadership volunteers who make this idea a reality.  

 

What’s Your Passion? 

 

 

 

 

The mission of Salem Harvest is to connect people to fresh fruits and vegetables that would otherwise go to 

waste.  In doing so, we alleviate hunger, build community, and promote sustainable lifestyles.  It is in these 

three simple but important ways that Salem Harvest aims to make our community a better place to live. 

 

Alleviating Hunger 

Did you know that over 60,000 people in Marion and Polk counties don’t get enough to eat?  The 

food insecurity rate– meaning the percentage of individuals who have limited or uncertain access to 

safe, nutritious food– is 16.9 percent in Marion County and 15 percent in Polk County.  This is well 

above the record high national averages.  By joining Salem Harvest in picking fruit and vegetables 

that would otherwise go to waste, you help feed hungry children and their families right here in our  

community.  We partner with Marion Polk Food Share (MPFS) to deliver half or more of the harvest 

to many of the 80+ food pantries and meal preparation sites in Marion and Polk counties that serve 

the hungry. 

 

Building Community 

When people pick fruit together out of their neighbor’s backyard, they start talking to one another.  

Before you know it, they are sharing recipes for jam, exchanging plates of cookies, and planning 

neighborhood barbeques.  Salem Harvest can help build those little but meaningful connections   

between neighbors.  While working together for a common good, strangers become acquaintances, 

neighbors become friends, and a row of houses becomes a neighborhood. 

 

Living Sustainably 

Harvesting backyard fruit and surplus farm produce that would otherwise go to waste is a terrific 

way to live more sustainably.  When we choose produce that is grown locally, we cut back on the 

amount that is shipped across the state or the globe.  It doesn’t get more local than our own       

neighbors’ backyards!  Industrious harvesters can use fruit from our harvest parties to preserve the 

bounty for the winter too.  Your involvement with Salem Harvest reduces our impact on the           

environment and can help create awareness of our community’s abundant edible landscapes. 

 

What is a Harvest Leader? 

 

Harvest  Leaders are an important part of the Salem Harvest leadership team.  The Harvest Leader manages 
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the central piece of Salem Harvest– the harvest party.   Two Harvest Leaders are assigned to each harvest party, 

and they work together as a team.  Each harvest party is an opportunity to help hungry families, build            

community and work toward a sustainable lifestyle.  

 

Purpose 

Harvest Leaders are responsible for coordinating and leading harvest parties.   

 

Location 

Harvest Leaders will lead backyard harvest parties within Salem and Keizer city limits, and farm        

harvests within a 20 mile radius of downtown Salem.  This can be customized according to each Harvest 

Leader’s schedule and interest. 

 

Key Responsibilities 

 Coordinate with the Backyard Harvest Director and/or Farm Harvest Director to determine  the 

harvest parties that the Harvest Leader will lead. 

 Download any necessary harvest party forms from the Salem Harvest web site. 

 Work together with the property owner to  assess the property and the crop, and select a date for 

the harvest party. 

 Communicate information about the harvest party to the Database Manager and Backyard Harvest 

Director or Farm Harvest Director. 

 Arrive at the harvest party early, and coordinate with the property owner to prepare the site for the 

harvest party. 

 Greet pickers and instruct them on how to harvest the fruit safely. 

 Confirm that each picker has registered properly, or coordinate with Harvest Assistants to manage 

picker registration. 

 Monitor pickers during the harvest party, making sure that everyone is picking safely and              

effectively. 

 At backyard harvests, weigh the fruit. 

 Select and coordinate with a local food pantry, and deliver the donated half of the harvested         

produce. 

 Complete the harvest party summary and necessary forms, and return to the Database Manager. 

 

Supervision 

Harvest Leaders report to the Backyard Harvest Director for backyard harvests, and to the Farm        

Harvest Director for farm harvests. 

 

Length of Appointment 

Harvest Leaders should be able to commit to at least one harvest season (typically July to November).   

 

Time Commitment 

 All Harvest Leaders must attend a Salem Harvest training workshop (typically 3 hours). 

 Harvest Leaders must be able to commit to 

 Shadowing another seasoned Harvest Leader at least once 
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 Being observed by a seasoned Harvest Leader at least once 

 Leading two harvest parties with a co-Harvest Leader throughout the June-November    

harvest season 

 

Qualifications 

Eligible candidates for the Harvest Leader position include adults over 18 years of age who have a   

valid driver’s license and access to a vehicle to be used for small fruit deliveries.  Harvest Leaders need 

to have strong communication skills and the ability to work independently as well as part of a team.  

Before leading harvest parties on their own, all Harvest Leaders must  first serve as Harvest              

Assistants (see page 6) at least twice, and shadow a seasoned Harvest Leader at least once, and be   

observed by a seasoned Harvest Leader at least once.  Prior  experience harvesting fruit is helpful, but 

not required. 

 

Resources Provided 

Training for becoming a Harvest Leader will be provided at  a Salem Harvest training workshop.      

Harvest Leaders will receive a handbook with helpful information for reference.  In  addition, the     

Volunteer Coordinator, Backyard Harvest Director, and Farm Harvest Director will be available on an 

ongoing basis to answer questions and provide other assistance as needed. 

 

A Note About Shadowing and Observation 

  

At Salem Harvest, we all work together as a team.  It is part of our mission to build community, to strengthen 

relationships with our neighbors, and to work together to improve the community in which we live.  Part of 

training to become a Harvest Leader is participating in this team approach.  After attending a training         

workshop, you will shadow seasoned Harvest Leaders at a harvest party at least once.   This will give you the 

opportunity to learn from someone who has lead a harvest party before.  This differs from just assisting at a 

Harvest Party.   When you shadow, you will work together as a team and you will perform all of the same 

tasks. 

 

Once you get the hang of it and are ready to try leading a harvest party, the roles will reverse and you will be 

observed by a seasoned Harvest Leader.  The seasoned Harvest Leader will supervise and evaluate your      

performance.  If they think you are ready, they will recommend you to the Steering Committee. 

 

This process ensures that you  are fully trained and ready to handle anything that may come along during a 

harvest party.  We will never send you out on your own until you are comfortable and ready. 

 

Community Building as a Neighborhood Coordinator 

  

If you are passionate about community building, you can be a Neighborhood Coordinator who specializes in 

coordinating backyard harvests for several properties in your own neighborhood.  This gives you the personal 

contact with your neighbors that you want in order to build a more livable tight-knit neighborhood.  

  

You will work closely with the Backyard Harvest Director to determine your  territory and the properties    
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under your stewardship.  Perhaps you know of neighbors who have fruit trees, bushes or vines that would be 

great candidates for a harvest party.  You can bring those properties under your stewardship as well.  You 

can also recruit your own friends and neighbors to help as Harvest Leaders.  

  

As Neighborhood Coordinator, you will assign your team of Harvest Leaders to properties under your        

stewardship, and provide guidance as they scout and lead the harvest parties in your territory.  You will also 

follow through with Harvest Leaders who have completed harvest parties and communicate this information 

to the Backyard Harvest Director.  You may choose to lead harvest parties yourself, lead them as a team with 

one of your Harvest Leaders or delegate the harvests to other Harvest Leaders. 

 

To get started as a Neighborhood Coordinator, contact the Backyard Harvest Director to indicate your           

interest. 

Different Types of Harvest Parties 

 

We have briefly mentioned the different types of harvest parties: backyard harvests and farm harvests.  This 

table illustrates the differences between each one and why we do them. 

  Backyard Harvests (BH) Farm Harvests (FH) 

Scale: crop size  1-4 trees or vines 

  

 100s-1000s trees/bushes, or crop measured 
in acres or tons 

Scale:  number 
of pickers 

 1-6 pickers including Harvest Leader (HL) 
and ladder transporter  

  

 40-200 pickers 

Location  Salem & Keizer City Limits 

 Primarily Residential property 

 Within a 20 mile radius of downtown Salem 

 Primarily a commercial farm 

 Or residential property with large acreage 
with small-farm scale plantings 

Purpose  Training opportunities for Harvest Leaders—
this is where HL’s practice leading a small  
harvest under the  supervision of an         
experienced HL 

 Build tight-knit neighborhoods, and         
community among pickers  

 Picking opportunity: This is where 99% of our 
pickers participate in a harvest 

 These harvest also generate the bulk of the 
food pickers take home and donate to MPFS 

(continued on the next page) 

5 

Notification & 
Sign up 

 HL are invited to attended BH’s for practice 
leading and observation/mentoring 

 If more people than the harvest leaders are 
needed for the harvest, then it is posted on 
the web site. 

 The harvest  party is posted on the  web site. 

 It may also be posted on the blog , Facebook 
and Twitter, and a notification may be sent 
out by email. 

 Pickers sign up on web site for a slot in the 
harvest party and to sign release from liability 
forms 



Delivery of         
donated food 

 Since the amount of food is small, it is 
delivered to  nearest, open food pantry 

 Coordinate with MPFS so they can deliver a 
truck w/ boxes or bins for the  donated   
produce:  it goes straight to their warehouse 
for distribution among their partner food 
pantries 
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Backyard Harvests (BH) Farm Harvests (FH) 

Different Types of Harvest Parties (continued) 

Harvest Assistants 

  

Due to the large scale of Farm Harvest Parties, Harvest Leaders need help processing pickers before they 

can get started.  To do this, we ask for pickers who are interested in assisting as Harvest Assistants.          

Harvest Assistants work thirty-minute shifts where they may direct parking, and help pickers check in at 

the intake table, ensuring that each picker has registered properly by locating their name on the harvest 

roster.  If they have not registered properly, Harvest Assistants provide them with the Temporary Picker 

Registration and Release from Liability Form to complete.  Harvest Assistants direct pickers to return to 

the intake table after they are finished , help them to divide their harvest in half, and show pickers where 

they can write thank-you notes to the property owner.  

 

Harvest Leaders should supervise Harvest Assistants in addition to their other duties at a Farm Harvest 

Party.  Harvest Leaders need to make sure that there are enough Harvest Assistants to work at the table 

throughout the harvest party, and that they are following the proper procedures (see Harvest Assistant 

Tasks on page 17). 



From Tree to Table: Step by Step Instructions for Coordinating and Leading Harvest Parties 

The steps for coordinating and leading a Backyard Harvest and a Farm Harvest are similar in some ways 

and different in others.  Here we will outline the steps for both. 

 

Backyard Harvest Parties 

Step 1 - The Tree is Registered 

A property owner registers their fruit tree, bush or vine with Salem Harvest.  The 

Database Manager acknowledges the registration and follows up  with the property 

owner to ensure that all necessary information is collected.   

 

Step 2 - The Tree is Assigned 

The Backyard Harvest Director assigns the tree to you and another Harvest  Leader, 

and sends you both a table of information about the property.  This includes the 

property owner’s name and contact information, crop number and type, notes from  

previous years, and other important information. 

 

Step 3 - Arrange a Site Scouting Visit 

Using the information given by the Backyard Harvest Director, arrange to scout the 

site.  The purpose of scouting a site is to establish a relationship with the property 

owner, check on the registered trees to gather information about the fruit quality 

and accessibility, and schedule a harvest  party.  The visit should be scheduled early 

in  the season, and no later than two weeks prior to the harvest party.   

 

Step 4 - Scout the Site 

Bring the table of information that you received from the Backyard Harvest          

Director and check it for accuracy.  Use the Backyard Harvest Site Scout Checklist 

(pg. 11) to guide your  visit.   Follow it carefully and be sure to fill it out completely.  

Bring a few copies of the Temporary Right of Entry Form (pg. 14)- one for the 

property owner to sign, and extras in case a tree hangs over neighbors’ yards and 

they agree to grant  access to their properties.  Send all completed forms to the   

Database Manager.  The checklist and the form are available at 

www.salemharvest.org/Documents.html.   

 

Step 5 - Set the Harvest Party Date 

About two weeks before the anticipated harvest date, check back with the property 

owner and/or check the fruit for quality and harvest readiness.  This may happen 

when you scout the tree if it is close to the harvest time.  Establish a date and time 

for the harvest party with the property owner.  Email this  information to the        

Database Manager and the Backyard Harvest Director. 7 



Step 6 - Before the Harvest  

Gather everything that is needed to successfully lead the harvest party.   

 Print and review the Harvest Party Packet sent to you by the Backyard 

Harvest Director, including harvest party information, picker roster,       

harvest assistants, post-harvest summary, and food donation form (see 

pages 15-17).   

 Print and review the Backyard Harvest Party Instructions from 

www.salemharvest.org/Documents.html (see page 17). 

 Print several copies of the Temporary Picker Registration and Release 

from Liability Form just in case pickers who are not on the roster show 

up to the harvest party.  This is available from www.salemharvest.org/

Documents.html. 

 If you will need orchard ladders for your harvest party, get the list of     

Ladder Transporters from the Backyard Harvest Director and arrange for 

assistance.  Ladder Transporters will have access to the storage facility 

and will be able to transport, set up, and train pickers on the use of         

orchard ladders. 

 Bring a bathroom scale with you to weigh produce. 

 Bring sturdy boxes or Force Flex bags for the donated produce.   

 Make arrangements to deliver the donated fruit to a food pantry nearby.  

You can find the list at www.salemharvest.org/FoodPantries.html.  Pay 

close attention to the hours, and call ahead to make sure they can receive 

the donation. 

 Don’t’ forget to bring your own bucket for your share of the produce! 

 

Step 7 - Leading the Harvest 

Arrive 15 minutes early and let the property owner know that you are there.  

Follow the Backyard Harvest Party Instructions carefully, making sure to 

address each item.  Have fun! 

   

 

Step 8 - Delivery and Forms 

Deliver the donated produce to the food pantry according to the arrangements 

that you made, making sure that a representative at the food pantry signs the 

food donation form.   Complete all of the forms that you printed thoroughly.  

Contact the Database Manager to make arrangements to mail, email, or deliver 

all of the forms.  Pat yourself on the back for a job well done! 
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Farm Harvest Parties 

Step 1 - The Property is Registered 

A property owner registers their farm, field or orchard with Salem Harvest.   The 

Database Manager acknowledges the registration and follows up  with the      

property owner to ensure that all necessary information is collected.   

 

Step 2 - The Property is Assigned 

The Farm Harvest Director assigns the property to you as the Harvest Leader, and 

sends you a table of information about the property.  This  includes the property 

owner’s name and contact information, crop number and type, notes from        

previous years, and other important information.  There may be more than one 

Harvest Leader for any given property. 

 

Step 4 - The Property is Scouted and the Plan is Set 

A team that likely includes the Farm Harvest Director and the Harvest Leader(s) 

scouts the property.  Using the Farm Harvest Party Planning Form (pg 12), the 

team assesses the property and makes plans for how to best run the harvest    

party.  Bring a copy of the Temporary Right of Entry Form (pg 13) for the       

property owner to sign.  Send both the checklist and the form to the Database 

Manager.  Both forms are available at www.salemharvest.org/Documents.html.   

 

Step 5 - Set the Harvest Party Date 

About two weeks before the anticipated harvest date, check back with the      

property owner and/or check the fruit for quality and harvest readiness.  This 

may happen when you scout the property if it is close to the harvest time.          

Establish a date and time for the harvest party with the property owner.    Email 

this information to the Database Manager and the Farm Harvest Director. 

 

Step 6 - Before the Harvest  

Work closely with the Farm Harvest Director to be certain of your share of the 

responsibilities.  Gather everything that is needed to successfully lead the     

harvest party.   

 Print and review the Harvest Party Packet sent to you by the Farm       

Harvest Director, including harvest party information, picker roster,       

harvest assistants, and post-harvest summary (see page 15).   

 Print and review the Farm Harvest Party Instructions from 

www.salemharvest.org/Documents.html (see page 18). 
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 Print several copies of the Temporary Picker Registration and Release 

from Liability Form just in case pickers who are not on the roster show 

up to the harvest party.  This is available from www.salemharvest.org/

Documents.html. 

 If you will need orchard ladders for your harvest party, get the list of     

Ladder Transporters from the Farm Harvest Director and arrange for     

assistance.  Ladder Transporters will have access to the storage facility 

and will be able to transport, set up, and train pickers on the use of          

orchard ladders. 

 Work together with the Farm Harvest Director to get the tables, chairs, 

tent, farm harvest tote, and any other items needed for the intake table. 

 Work together with the Farm Harvest Director to make arrangements with 

Marion Polk Food Share to deliver boxes for the donated produce and pick 

up donated produce after the harvest party. 

 Don’t’ forget to bring your own bucket for your share of the produce! 

 

Step 7 - Leading the Harvest 

Arrive 30 minutes early to set up and let the property owner know that you 

are there.  Follow the Farm Harvest Party Instructions (pg. 18) carefully, 

making sure to address each item.  Have fun! 

 

Step 8 - Delivery and Forms 

Make sure that Marion Polk Food Share picks up the donated produce, and 

that a representative at the food pantry signs the food donation form.          

Complete all of the forms that you printed thoroughly.  Contact the Database 

Manager to make arrangements to mail, email, or deliver all of the forms.  Pat 

yourself on the back for a job well done! 
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BACKYARD HARVEST SITE SCOUT CHECKLIST                   
 

Crop registry number ________________  Crop type(s) _________________________________________ 

Owner’s Name __________________________________Phone # _________________________________ 

Crop address  ___________________________________________________________________________ 
 

1. Crop quality:  Check for worms, over-ripeness, other signs of damage.  Only high quality produce can be picked and        
donated.    

Describe:   ________________________________________________________________________ 
__________________________________________________________________________________ 

2. Crop quantity:   

a. How much produce is accessible?   __________________________________________________  

b. How many pickers are needed total (including HL’s) to complete the harvest in an hour or two (consider whether 
or not ladders are required as that’s a limiting factor)?_________________________________ 

 

3. Accessibility:  Check site accessibility  

a. LADDERS 

 Are ladders needed?   YES □    NO □   How many? ___  What size _____________ 

 At what height range is the fruit?  ______________________________________ 

 Is there room to safely place ladders?  YES □   NO □  Is area flat?   YES  □  NO □ 

b. OTHER ACCESSIBILITY ISSUES 

 Sloped?  Locked gate?  Dog?  Power lines?  Steep driveway?  Electric fencing?  Other?                              
Describe: 
______________________________________________________________________________________
______________________________________________________________________________________ 

 Resolution reached with property owner, if needed:                                                                                           
______________________________________________________________________________________
______________________________________________________________________________________ 

 

4.  Verify information given on registration form. 

Info accurate?  YES □   No □    If not, what additional information and/or corrections are needed?  
________________________________________________________________________________ 

 

5. Ask Property Owner to: 

 Sign and date the Temporary Right-of-Entry Authorization Form  

 Pick up fallen fruit before harvest party 

 Provide a green recycling bin or other container in which to put fallen/damaged fruit during the harvest (no fruit 
may touch the ground and be donated). 

6. Discuss Harvest Party Date options with property owner.  Give them your phone number and ask them to call you if it 
looks like the crop will ripen earlier or later than anticipated.  If you can’t transport ladders yourself, wait to find out the 
availability of ladder transporter before confirming harvest date and time. 

 

7. Contact the webmaster (Dick at dyates@salemharvest.org or 503.877.9045) with updated information and arrange to give 
him the Site Scout Form and Temporary Right-of-Entry Authorization Form.  Webmaster needs the following info: 

Info Webmaster Needs to Post Harvest Party:  Crop #______   # of Pickers  ___  (including the HLs)   

Harvest Party Date ____________________________                                                       Time _________   

Harvest Leaders _____________________________  & ________________________________________ 

Special text if posting the harvest party: 
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  FARM HARVEST PARTY PLANNING FORM                   
 

Crop registry number ________________  Crop type(s) _________________________________________ 

Owner’s Name __________________________________Phone # _________________________________ 

Crop address  ___________________________________________________________________________ 

Mailing address__________________________________________________________________________ 
 

1.  Crop quantity:   

a. How much produce is accessible?   __________________________________________________  

b. When will it be ripe?______________________________________________________________ 
 

2. Crop quality:  Check for worms, over-ripeness, other signs of damage.  Only high quality produce can be picked and        
donated.    

Describe:   ________________________________________________________________________ 
__________________________________________________________________________________ 
 

3. Accessibility:  Check site accessibility  

a. LADDERS 

 Are ladders needed?   YES □    NO □   How many? ___  What size _____________ 

 At what height range is the fruit?  ______________________________________ 

 Is there room to safely place ladders?  YES □   NO □  Is area flat?   YES  □  NO □ 

b. PARKING 

Diagram the property, your plan for placing intake tables, and your parking plan on the back of the form.  
Also include any special concerns for this property. 

c. HOW MANY PICKERS  SHOULD ATTEND THE HARVEST PARTY?______ 

(Estimate how many cars can be parked and produce available.) 

d.  HOW MANY HARVEST PARTIES SHOULD BE HELD? __________________ 
 

4.  Verify information given on registration form/season planner. 

Info accurate?  YES □   No □    If not, what additional information and/or corrections are needed?  
________________________________________________________________________________ 

 

5.  Ask Landowner to sign and date the Temporary Right-of-Entry Authorization Form  
 

6. Discuss Harvest Party Dates with property owner  (Tell property owner that the date needs to be confirmed with Salem     
Harvest to avoid conflicts and ensure MPFS and equipment are available.) 
 

7. Contact the webmaster and Farm Harvest Director (Dick at dyates@salemharvest.org or 503.877.9045 and Alicia at 
abay@salemharvest.org) with updated information and give Dick the Site Scout Form and Temporary Right-of-Entry        

Authorization Form.  Clear harvest party date and time. 

8. Coordinate with MPFS for pick up of produce. 

      a.  Delivery times/options 

     b.  What storage containers they will provide. 

     c.  Where can the truck be parked on property? (Should be as close to your donation station as possible.) 

Info Webmaster Needs to Post Harvest Party:  Crop #______   # of Pickers  ___  (including the HLs)   

Harvest Party Date ____________________________                                                       Time _________   

Harvest Leaders _____________________________  & ________________________________________ 

Special text if posting the harvest party: 
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Harvest number: 71   Date: 2011-07-11    Crop number: 116 
 
Crop information 

 
 
Harvest leader information 

 
 
Harvest roster 
 
If pickers arrive who are not on the roster: 
1. Tell them that registration and sign up for the harvest are required. 
2. Have them leave the line to fill out a picker registration form and then return to the line and hand in the form. 
 
If they say they are already registered pickers, but are not on the roster, they still must fill out the picker registration 
form and hand it in. 

 

Owner Phone Phone2 Email Pickers needed 

Crop Owner 555-555-5555  cropowner@salemharvest.org 5 

Address City 
In city 

limits 
Neighborhood Assoc.   

1667 Cottage St SE Salem yes    

Crop type Number Location Height Productivity 

Apples 1  20 little 

Lowest fruit Disease? 
Disease 

info 
Spray? Spray info 

4 no  no  

Harvest leader Phone Phone2 Email 

Lisa Clark-burnell 503.589.9773  lisa_clark@hotmail.com 

Name 
Previous Har-

vests 
Status Has signed up and checked in 

Bay, Alicia 16    

Clark-burnell, Lisa 22 leader   

Daniels, Katherine 16    

Yates, Dick 30 intake   

HARVEST ASSISTANTS 

 

Name Phone Assistant Status Assistant Harvests 

Yates, Dick 1 (503) 991-5525 Ripe 24 

Notes 

Sample Harvest Party Packet: Includes harvest party information, picker roster, harvest 

assistants, post-harvest summary, and food donation form. 
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POST-HARVEST SUMMARY 

Please enclose this roster and checklist and the following items in the envelope provided 

and mail to the webmaster right after the harvest. 

1. Picker registration forms   □ 

2. Food donation form □ 

▪  Harvest date:  2011-07-11   Harvest time: 10:00:00 

▪  Crop ID number: 116             Harvest ID number: 71 

▪  Harvest leader: Lisa Clark-burnell 

▪  The property or landowner: Crop Owner, 555-555-5555, 1667 Cottage St SE, Salem 

▪  The crop: Apples 

_____________________________________________________________________ 

▪  The supervision of children______________________________________________ 

_____________________________________________________________________ 

▪  The food pantry or other recipient and pounds delivered _______________________ 

_____________________________________________________________________ 

▪  What is the ideal number of pickers to recruit next time? ______ 

▪  Other comments or suggestions about the next harvest at this location (use the back of this 

form). 

Harvest Leader ___________________________________   Date ___________ 
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Salem Harvest - Food Donation Form 

                               

Harvest date: 2011-07-11   Harvest number: 71 

                                                       

Donor Information                                                     

 

Harvest Leader: Lisa Clark-burnell 

Donor name: Crop Owner 

 

Type and amount of produce harvested (e.g. 40 lbs apples) 

_________________________________________________________      

Recipient Agency Information 

Recipient name_____________________________________________ 

Agency name_______________________________________________ 

Address___________________________________________________ 

Type and amount of produce accepted (e.g. 20 lbs apples) 

__________________________________________________________ 

Harvest Leader signature_____________________________________      

Recipient signature__________________________________________ 
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Backyard Harvest Party Instructions 

 

1. Property Owner Hello: Arrive 15 minutes early and let the property owner know that you are there.  

Ask for a bin in which to place damaged or downed fruit.  Answer any questions and attend to any other 

issues that need to be resolved with the property owner. 

2. E-Coli Threat: To minimize the threat of E-Coli contamination from animal feces, clear the ground         

beneath the trees if the property owner hasn’t already done so, and dispose of any produce that is on the 

ground when you arrive.  We cannot donate fruit that has fallen to the ground. 

3. Bee Stings: If there is a bee sting during the harvest, ask if the person is allergic.  If so, or if the person is 

otherwise having trouble breathing or experiencing another significant reaction, call 911. 

4. Check-in:  As pickers arrive, ask them if they have signed up for the harvest online and checked off the 

waivers.   

 IF YES:  their name should appear on the roster.  Place a check mark in the space next to their 

name.  If they have children with them, enter the number of children in that space. 

 IF NO:  their name will not appear on the roster.  They must complete a “Temporary Picker       

Registration and Release from Liability Form” before they can pick.  It does not matter if they say 

that they are already registered as pickers.  If their name is not on the roster, they must complete 

the form.  Verify that they have completed the form, initial it, and keep them together with the 

roster. 

4. Orientation:  Once all of the pickers have checked in and completed any necessary paperwork, give them 

the orientation as outlined in the Harvest Party Orientation.  If ladders are being used, make certain 

that you go over ladder safety in detail. 

5. Supervise:  Actively monitor the harvest party by keeping an eye out for safe use of ladders, adequate 

supervision of children, protection of landowner’s property and reasonable quality of produce picked.  

Make a note of any problems encountered and any individuals of concern on the Post-Harvest Summary. 

6. Weigh Produce:  As people finish picking, weigh and record their produce and help them divide it into 

two roughly equal portions, setting one portion aside for the food pantry or meal prep site.  When all   

produce has been weighed, add up the total and enter it on the first line of the Food Donation form.  Enter 

half of the total (the estimated donation amount) under the “Recipient Agency” section of the Food       

Donation form.  Fill in the remainder of the form, except for the recipient signature. 

7. Clean Up:  Toward the end of the harvest party, you and your co-leader can enlist others in helping with 

clean-up activities.  For example, a picker who has finished sorting/weighing his fruit can be asked to 

help others weigh their fruit.  Ask others to help you clean up the site as needed by discarding any         

produce that remains on the ground.  When everyone has left, let the property owner know when you are 

done and ready to leave.  Thank the property owner for their generous donation and let them know 

how much was picked.  Encourage the pickers to remember to thank the property owner too. 

8. Deliver Produce:  Bring the produce to the local food pantry or meal prep site that you have arranged to 

receive it.  Have them sign the recipient section of the Food Donation form. 

9. Deliver Forms:  Complete the Post-Harvest Summary, and deliver or mail along with the roster, Food    

Donation form, and any Temporary Picker Registration and Release from Liability forms to the      

Database Manager. 17 



Farm Harvest Party Instructions 

 

1. Property Owner Hello: Arrive 30 minutes early and let the property owner know that you are there.  

Answer any questions and attend to any other issues that need to be resolved with the property owner. 

2. Set-up:   Together with your Farm Harvest team, set up the Salem Harvest directional signs, line stakes, 

and intake table according to the Farm Harvest Party Planning Form that was completed at the site   

scouting visit for this property. 

3. Harvest Assistants:  The list of pickers who have signed up to serve as Harvest Assistants is included on 

the roster.  They have been instructed to arrive early and check in with you.   

 Determine the number of Harvest Assistants that you will need for parking direction, check-in, 

registration of unregistered pickers and check-out.   

 Assign them as needed to a 30-minute shift.   

 Review with them the Harvest Assistant Tasks and be sure that they understand their role.        

Supervise them throughout the harvest party, ensuring that they are following  procedures.  Make 

sure that they invite pickers to write a thank-you note to the property owner. 

 They are free to pick before and/or after their shift. 

4. Orientation:  As pickers arrive and checked in, give them the orientation in groups as outlined in the 

Harvest Party Orientation.  Be sure to provide them with information specific to the property and      

answer any questions they may have.  Let them know when they should stop picking and come back to 

divide their harvest.  If ladders are being used, make certain that you go over ladder safety in detail. 

5. Supervise:  Actively monitor the harvest party by keeping an eye out for safe use of ladders, adequate 

supervision of children, protection of  the property and reasonable quality of produce picked.  Make a 

note of any problems encountered and any individuals of concern on the Post-Harvest Summary.  If there 

is a bee sting during the harvest, ask if the person is allergic.  If so, or if the person is otherwise having 

trouble breathing or experiencing another significant reaction, call 911. 

6. Clean Up:  Toward the end of the harvest party, you and your co-leader(s) should enlist Harvest            

Assistants in helping with clean-up activities.   

 Scan the property and ask all pickers to finish harvesting and make their way to the check-out 

area.  Invite them to write a thank-you note to the property owner on their way out. 

 Assist with the dividing of fruit and loading of boxes onto pallets or into the truck, collection of 

signs, stakes and ropes, loading of ladders and the packing of the Farm Harvest tote. 

 Confirm the plan for Marion Polk Food Share to pick up the donated produce. 

 Complete the Post-Harvest Summary and put together with all of the rosters and any Temporary 

Picker Registration and Release from Liability forms.  

 When everyone has left, let the property owner know when you are done and ready to leave.  

Thank the property owner for their generous donation and let them know how much was picked.   

7. Deliver Forms:  Deliver or mail the Post-Harvest Summary, roster and any Temporary Picker                

Registration and Release from Liability forms to the Database Manager. 
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Harvest Assistant Tasks 

PARKING 

 Direct pickers to park in the areas indicated by the harvest leader. 

 

WELCOME 

 As pickers approach the intake table, welcome them to Salem Harvest’s harvest at the __________(owner) Property/

Farm. Direct them to the check in station. 

 

CHECKING IN 

 Ask the pickers if they have signed up for the harvest online and checked off the waivers. 

 If they have signed up online, put a check mark in the space on the roster. 

 If they have children with them, write the number of children in the space. 

 If they have not signed up online direct them to the assistant that is managing that task. 

 When they have completed the forms they can return to the check in and turn in the forms. Keeps these completed 

forms together with the roster. 

 

REGISTERING 

 Pickers who have not signed up for the harvests online must fill out picker registration forms and sign two waivers. It 

does not matter if they say they are already registered as pickers. 

 Give them the forms and then verify that they are completed. 

 Initial the registration form and direct them back to the check in station. 

 

DIRECTING PICKERS 

 Tell pickers that at the end of the harvest, they will come back to the intake table to divide what they have picked. Half 

will go into donation boxes. 

 Send pickers to the next station where they will hear an orientation to the harvest. 

 

DIVIDING WHAT IS PICKED 

 At farm harvests we are not dividing what is picked by weighing it, just by visually estimating half. 

 Assist or watch pickers as they divide what they have picked. 

 Keep a supply of boxes ready for donations with “donated by” stickers on them. 

 Place filled donation boxes on a pallet or in the truck. 

 

THANK YOU 

 Invite pickers to write a thank you note or describe what they enjoyed about the experience for the property owner 

and place it in the box. Thank the pickers for their donation. 
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Backyard Harvest Party Orientation and  Ladder Safety 

20 

Read or summarize this for your pickers when they are all assembled.  Make certain you go over ladder    

safety in detail if ladders are on site. 

 

1. Welcome – Welcome to the harvest party! We’re here to enjoy ourselves picking fruit, getting to know one 

another and providing a helping hand to our local food pantry by sharing the produce we pick today. We 

plan to be here for about one/two hour(s), but you may leave any time before that you like. To make our 

harvest party enjoyable and safe for you and others, I want to go over some basic ground rules.  

2. Private Property – We have been graciously invited by this property owner to harvest here, and so want 

to be respectful of this property. Please do not climb trees, touch other stuff or wander around on the 

property.  

3. Supervise Children – If you have children with you, please actively supervise them to prevent  injury to 

them and others.   

4. Ladder Safety – We want everyone to have an enjoyable, safe harvest. If you choose to use a ladder, please 

be especially careful using the orchard ladders.   The ladders are intended to be used one person at a time. 

We ask that only those who are 13 years and older use the ladders.  If you are uncomfortable with the    

condition of a ladder or using a ladder, do not use the ladder.  You are responsible for your own safety.   

The following ladder safety information is excerpted from OSU’s extension office tripod ladder safety      

bulletin http://extension.oregonstate.edu/catalog/transcripts/tripod/  and from UC Davis’ ag center    

safety bulletin http://agcenter.ucdavis.edu/AgDoc/Orchard_ladder_safety.pdf 

 Inspect the ladder:  Before using your ladder inspect it for defects which may cause it to fail and 

result in serious injury.  Check the ladder for cracked wood/metal…broken or missing rivets…and 

bent or twisted braces.  Inspect the top cap of the ladder for tight connections with the side rails 

and the hinge connection of the tripod leg.  Salem Harvest does not guarantee the condition of    

orchard ladders used here.  

 Check your clothing and footwear:  loose fitting pants or shoes can cause you to trip on a ladder 

step.    

 Moving a tripod ladder:  Moving a ladder is done safely by placing your arm and shoulder through 

the ladder and balancing it on your shoulder. Hold on to the third leg so it can't swing out and 

cause loss of balance.  Or ask another person to help you.  It’s useful to work in a team of two to 

help move and spot the ladder.  

 Positioning the ladder: Never place or use a ladder near electric lines.  Place the side rails firmly in 

the soil. Making sure there are no rocks or debris to cause the ladder to be unstable.    

 Avoid placing the ladder on hard surfaces, such as concrete or asphalt as the legs may slip.  

If you choose to do so, you should have a second person chock the third What to do at the 

Harvest Party Instructions for Harvest Leader and Pickers leg to reduce likelihood of it   

slipping.  Again, we strongly discourage using orchard ladders on hard surfaces as they are 

not designed for that use.  



 70-75 degree angle between third leg and rails:  The third leg 

then can be placed out in front to give a 70 to 75 degree angle. 

This can be easily checked by placing your toes at the base of 

the ladder; reaching your hands straight out in front of you; 

and your fingertips should just touch the ladder.  Don't lean 

the ladder into the tree using the tree for support.    

 Using the ladder on slopes:  Always position the third leg of 

the ladder up slope from the side rails.  Avoid cross slope      

positions, but if needed the third leg should be slightly down 

slope from center for increased stability. 

 Climbing the ladder:   

 Ascend and descend facing the ladder. This allows you to use your hands for support.   

 As you work on the ladder it's important to keep your center of gravity between the side 

rails. A good rule is to keep your belt buckle centered between the two side rails.    

 The picking bag should also remain between the rails.   If using a picking bucket strapped 

to your body, position its straps so the bucket is evenly front of you and its weight is 

evenly distributed so you aren’t pulled off balance.     

 When trying to reach fruit at the top of the tree, avoid reaching too high above your head.  

Stay off the top four steps. Get a taller ladder if necessary or let the fruit go unpicked. 

5. Injuries – Please let me know of any incidents, injuries or bee stings so that we can call for professional 

medical attention if you need it.  I have a cell phone if assistance is needed.  

6. Produce Quality – The produce you are picking is for both you and the local food pantry and so should be 

of reasonably good quality. Produce suitable for picking may have minor blemishes, scabs or worm holes, 

but should not have major blemishes or be overly ripe or rotten. Produce that falls to the ground while 

you are picking may not be donated due to potential e-coli contamination.  

7. Weighing Produce – Before you begin picking, it is helpful to weigh your picking container.  When you 

are done picking, bring your produce to the scale where it will be weighed and divided in two parts for 

you and the local food pantry. After the harvest party, I will deliver to the local food pantry share of our 

harvest to them.     

8. Helping out:  Towards the end of the harvest party, I’ll begin asking pickers to help weigh fruit, clean up 

the ground, begin loading ladders up (if you are comfortable helping handle an orchard ladder), etc.  

Thanks in advance for helping with these tasks that make a harvest party possible.    

9. Questions – Are there any questions I can answer?  
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Read or summarize this for your pickers when they are all assembled.  Make certain you go over ladder    

safety in detail if ladders are on site. 

 

1. Welcome – Welcome to the harvest party! We’re here to enjoy ourselves picking fruit, getting to know 

one another and providing a helping hand to our local food pantry by sharing the produce we pick to-

day. We plan to be here for three hour(s), but you may leave any time before that you like. To make our 

harvest party enjoyable and safe for you and others, I want to go over some basic ground rules.  

2. Private Property – We have been graciously invited by this property owner to harvest here, and so 

want to be respectful of this property. Please do not climb trees, touch other stuff or wander around on 

the property.  (Provide any specific information about the history of the property, the reason the prop-

erty owner is donating the crop, etc.  Also point out picking boundaries, hazards to avoid, etc.) 

3. Supervise Children – If you have children with you, please actively supervise them to prevent  injury to 

them and others.   

4. Ladder Safety – We want everyone to have an enjoyable, safe harvest. If you choose to use a ladder, 

please be especially careful using the orchard ladders.   The ladders are intended to be used one person 

at a time. We ask that only those who are 13 years and older use the ladders.  If you are uncomfortable 

with the    condition of a ladder or using a ladder, do not use the ladder.  You are responsible for your 

own safety.   

The following ladder safety information is excerpted from OSU’s extension office tripod ladder safety      

bulletin http://extension.oregonstate.edu/catalog/transcripts/tripod/  and from UC Davis’ ag center    

safety bulletin http://agcenter.ucdavis.edu/AgDoc/Orchard_ladder_safety.pdf 

 Inspect the ladder:  Before using your ladder inspect it for defects which may cause it to fail and 

result in serious injury.  Check the ladder for cracked wood/metal…broken or missing rivets…

and bent or twisted braces.  Inspect the top cap of the ladder for tight connections with the side 

rails and the hinge connection of the tripod leg.  Salem Harvest does not guarantee the condition 

of    orchard ladders used here.  

 Check your clothing and footwear:  loose fitting pants or shoes can cause you to trip on a ladder 

step.    

 Moving a tripod ladder:  Moving a ladder is done safely by placing your arm and shoulder 

through the ladder and balancing it on your shoulder. Hold on to the third leg so it can't swing 

out and cause loss of balance.  Or ask another person to help you.  It’s useful to work in a team of 

two to help move and spot the ladder.  

 Positioning the ladder: Never place or use a ladder near electric lines.  Place the side rails firmly 

in the soil. Making sure there are no rocks or debris to cause the ladder to be unstable.    

 Avoid placing the ladder on hard surfaces, such as concrete or asphalt as the legs may 

slip.  If you choose to do so, you should have a second person chock the third What to do 

at the Harvest Party Instructions for Harvest Leader and Pickers leg to reduce likeli-

Farm Harvest Party Orientation and  Ladder Safety 
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 70-75 degree angle between third leg and rails:  The third leg 

then can be placed out in front to give a 70 to 75 degree angle. 

This can be easily checked by placing your toes at the base of 

the ladder; reaching your hands straight out in front of you; 

and your fingertips should just touch the ladder.  Don't lean 

the ladder into the tree using the tree for support.    

 Using the ladder on slopes:  Always position the third leg of 

the ladder up slope from the side rails.  Avoid cross slope posi-

tions, but if needed the third leg should be slightly down slope 

from center for increased stability. 

 

 Climbing the ladder:   

 Ascend and descend facing the ladder. This allows you to use your hands for support.   

 As you work on the ladder it's important to keep your center of gravity between the side 

rails. A good rule is to keep your belt buckle centered between the two side rails.    

 The picking bag should also remain between the rails.   If using a picking bucket strapped 

to your body, position its straps so the bucket is evenly front of you and its weight is 

evenly distributed so you aren’t pulled off balance.     

 When trying to reach fruit at the top of the tree, avoid reaching too high above your head.  

Stay off the top four steps. Get a taller ladder if necessary or let the fruit go unpicked. 

5. Injuries – Please let me know of any incidents, injuries or bee stings so that we can call for professional 

medical attention if you need it.  I have a cell phone if assistance is needed.  

6. Produce Quality – The produce you are picking is for both you and the local food pantry and so should 

be of reasonably good quality. Produce suitable for picking may have minor blemishes, scabs or worm 

holes, but should not have major blemishes or be overly ripe or rotten. Produce that falls to the ground 

while you are picking may not be donated due to potential e-coli contamination.  

7. Donating Produce – When you are done picking, bring your produce to the donation area.  Pour half of 

your harvest into the donation boxes.  After the harvest party, Marion Polk Food Share will pick up all 

donated produce to be distributed to those in need in our community. 

8. Questions – Are there any questions I can answer?  
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