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2022 Kettle Worker Manual 

The Salvation Army          _____________________________________ 

Wake County, NC       print ringer name 
 

Purpose 

 

The purpose of The Salvation Army’s Christmas Bell Ringing is to provide funds to enable The Salvation Army 

to help the less fortunate all year long. This aid is in the form of food, clothing, toys, medicine, fuel and so forth. 

This is a very vital part of The Salvation Army ministry here in Wake County, NC where we live and work. We 

are privileged that God has entrusted this work into our hands. As a Kettle Worker YOU are particularly 

important in helping The Salvation Army to help others, therefore, we are placing a heavy responsibility upon 

your shoulders. 

 

COVID-19 

 
 The Salvation Army is able to help struggling individuals, families, and communities thanks to our Red Kettle Campaign 
partners. The public’s generosity allowed us to serve more than 23 million people living in poverty last year. Due to 
COVID-19, we anticipate the need will grow exponentially. The need for a bright Christmas will be great, but we are 
committed to being a source of help and hope for all who seek us.  
Thank you for continuing to support The Salvation Army as a generous red kettle partner. The funds raised in the kettles 
at your store locations will stay in the community to provide much needed support for those in need.  
This year we are implementing protocols to ensure the health and safety of our Bell Ringers and your customers and 
associates.  
General Guidelines  
 1. Before reporting for a shift, bell ringers will be provided a national training video that includes how to safely 
perform their duties and engage with the public in a COVID environment. a. Bell ringers will be instructed to follow CDC 
and local guidelines related to exposure and not to present for any activity if exhibiting symptoms or if they have had 
any known exposure to anyone with COVID-19 in the last 14 days.  

 b. Bell ringers will be provided masks as needed and instructed to follow state and local safety protocols.  
      (optional) 
 2. As an individual approaches the kettle, Bell Ringers will be trained to maintain social distancing.  
 3. Bell Ringers will not have any physical contact with any donations or individuals.  
 4. All kettle equipment will be cleaned prior to use in accordance with guidelines.  
 5. Kettles and/or kettle signs are enabled with Apple/Google Pay technology for an additional contactless form 
of donation.  
 
As previously stated, The Salvation Army will follow all state and local safety protocols 

 

Appearance 

 

To hundreds of Christmas shopper’s everyday, the Kettle Worker is The Salvation Army! That is to say, the 

Kettle Worker may be the only representative of The Salvation Army that the shopper ever encounters; 

therefore, it is EXTREMELY IMPORTANT to us that you ALWAYS look and act your best! 

 

Identification, Grooming & Dress Standards 

 

The Salvation Army will provide you with the official Kettle Worker ID badge and an apron for your 

use while working at the Kettle. You are required to always wear both the ID badge and apron while 

working the Kettle. You will be issued an apron when you begin your shift, and it is to be returned 
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everyday at the end of the day – NO EXCEPTIONS. Since you may work with different Kettle Drivers 

on different days, it is your responsibility to keep track of your badge and have it with you when you 

start your next shift. 

 

You are expected to dress acceptably and appropriately for the weather conditions you will encounter 

throughout your shift: 

 

o Acceptable wear for women will be – single tone dress blouse or sweater (white is preferred), 

single tone dress slacks, (black is preferred), conservative colored hose or socks and dress shoes. 

No jeans. Shirts or blouses cannot be overly long and must be tucked into pants or skirt at the 

waist. 

 

o Acceptable wear for men will be – single tone dress shirt (white is preferred) and plain, single 

tone dress pants, (black is preferred), black tie, dress socks and dress shoes. No jeans. Shirts 

cannot be overly long and must be tucked into pants at the waist.  

 

o Ragged, torn, dirty, or ill-fitting clothing is prohibited. By ill-fitting, we mean clothing which 

does not fasten around your waist and/or that drags on the ground, or clothing that shows too 

much skin. No elaborate embroidery, nor any large logos are allowed on clothing. This is not a 

fashion show. 

 

o You will want to wear rubber-soled shoes. ALL BLACK or other solid-color sport shoes are 

acceptable. 

 

o Sweatpants are prohibited at all times unless worn under dress pants for warmth on a cold day.) 

 

o We recommend you wear thermal underwear, on cold days. You will need to dress warmly, 

keeping in mind hands, ears, and face protection from the cold.  

 

If you do not wear acceptable and appropriate clothing, you will not be allowed to work. The required 

clothing can be obtained, for a very economic price, from our Thrift Store. (205 Tryon Road, Raleigh, 

NC 27603 Mon-Sat 10:00 am – 6:00 pm)  

 

Supervision 

 

The Kettle Coordinator & Kettle Drivers are your supervisors. They manage the routes and assign 

paid ringers to locations.  

 

Attitude 

 

The Salvation Army is a reflection of God’s love for all. Please remember this and let this be your guide. 

You are expected to be friendly and courteous to EVERYONE, especially those that you meet while 

working at the Kettle, as well as your fellow workers and those supervising your performance. 

 

The Kettle Drivers and Coordinators will be performing spot –checks from time to time. But also 

remember that the public also takes notice of your attitude and behavior – and they do call The Salvation 

Army Headquarters when they perceive that something is amiss.  

 

Language 
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You are representing The Salvation Army, which is a Christian organization and a Church, and your 

language needs to reflect the same. 

 

Foul language is unacceptable at any time, for any reason. This includes while you are working the 

Kettle, on break, at a Salvation Army facility or while riding in a Salvation Army vehicle. 

 

Unless otherwise instructed, you are expected to make voice contact with everyone who passes by your 

Kettle. After a donation is made, you are expected to make a verbal response, always thanking the 

donor. Suggested responses include: “Thank you, God bless you” or “Thank you, Merry Christmas” 

 

Smoking 

 

Smoking is prohibited while standing at the Kettle, while inside any Salvation Army vehicle and while 

inside any Salvation Army building or structure. You may smoke on break AWAY FROM the Kettle 

location. Keep in mind local ordinance prohibits smoking within 100 feet of public buildings. 

 

Alcohol & Drug Use 

 

 Drinking alcohol and/or using non-prescription drugs while working for The Salvation Army is strictly 

prohibited. Violation of this policy will result in immediate termination. 

 

Friends and Family Members 

 

Friends and/or family members are NOT to “hang around” the Kettle with you. If they start to do this, it 

is your responsibility to insist that they leave. If this becomes a problem, termination of your 

employment may result. 

 

Family members working as ringers may work on the same route but will not work at the same location. 

Family members working as ringers will not work on the same route as a family member working as a 

supervising Kettle Driver.  

 

 

Shoplifting 

 

Shoplifting is a crime that is punishable by law and WILL result in your immediate termination. 

Furthermore, The Salvation Army will in no way be held responsible for your crime nor help you in any 

way with your legal defense. 

 

Stealing From the Kettle 

 

Stealing is a crime punishable by law that will result in your immediate termination. The Salvation 

Army will prosecute all incidents to the fullest extent allowed by law. 

 

All Other Illegal Activity 

 

Any other illegal activity will result in immediate termination. The Salvation Army will prosecute all 

illegal activity to the fullest extend allowed by law. 
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Job Performance 

 

The bottom line in this effort is generating the maximum amount of dollars possible in a limited amount of time. 

Therefore, it is extremely important to us that you perform your job to maximum effectiveness and output. 

Bonus hours will be paid on last check, must complete hours through 12/24/20. Best collectors will get best 

locations. Simple. 

 

You are expected to produce dollars. That is what you are being paid to do. You can only do this by 

putting forth your best effort. Those workers who produce results will be those workers that are used, 

those workers who do not produce results, will not be used. 

 

Stereo/entertainment gear of any kind is prohibited at the Kettle. Leave these items at home. Personal 

cell phone use is not authorized while working, no exceptions. The Salvation Army is not responsible 

for your personal belongings while working. Do not leave personal items in the Salvation Army bag – 

only aprons, bells, push sticks, stickers, and other items essential to ringing are allowed in those bags. 

Putting anything other than Salvation Army equipment in the bags causes them to tear and not be usable.  

 

No Show/No Call, No Job!!  If you are scheduled to work and fail to report and inform us, you may be 

terminated for an unexcused absence. You are expected to report to work ON TIME each day and work 

through the full assigned shift. Leaving early unless there is an extreme emergency will also be 

considered an unexcused absence.  

 

Excused absences:  If you cannot work on a particular day you have been scheduled to work, you are 

expected to give The Salvation Army as much advanced notice as possible. Cases of emergency need to 

be reported as soon as possible. 

 

IT IS YOUR RESPONSIBILITY TO NOTIFY YOUR DRIVER, US OF ANY CHANGES OR 

CIRCUMSTANCES WHICH AFFECT YOUR KETTLE WORK SCHEDULE. 

 

Under no circumstances are you to make change from the Kettle. 

 

You are responsible for setting up and taking down stands at the beginning and ending of each day. The 

stands are not to be left outside of the building at the end of the day. Please break the stand down and 

place them within the store location in a spot approved by store Management. 

 

You will ring the bell at ALL TIMES while at the Kettle unless otherwise instructed. 

 

You WILL NOT leave the Kettle unattended at ANYTIME. You WILL NOT carry it with you on break. 

You are to leave it at the nearest counter or service desk when going on break (be polite in asking a 

service representative to keep your kettle while you take a break). Do not take the kettle in any enclosed 

area by yourself for any reason. 

 

If you have driven to the location, do not take the Kettle to your vehicle for any reason. 

 

You will need to remain in the general area of where your Kettle is located at all times, this includes 

breaks. 

 

You are expected to remain at the Kettle and keep working until The Salvation Army’s representative 

comes to relieve you. DO NOT stop working until you are relieved. 
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Please – no slouching or leaning against the wall while on the job. We provide you with breaks to sit and 

rest. You are to be on your feet at all times while working the Kettle except if you have a disability, in 

which case you must provide your own chair, approved by your Driver. - No beach or lounge chairs 

permitted. 

 

You are allowed two (2) 15-minute beaks for every 10-hour shift or one (1) 15-minute break for every 

five-hour shift or less. These breaks are not deducted from your pay. Do not take them close to the start 

or end of your shirt. Please, do not abuse them. 

 

You are allowed a 30-minute break for lunch and a 30-minute break for dinner when working a 10-hour 

shift. You are allowed a 30-minute break for lunch when working a five-hour shift. These breaks are 

deducted from your pay. If you do not take them, they are considered VOLUNTEER time. There is 

no lunch or dinner break if working less than five (5) hours. Do not take these breaks near the start or the 

end of your shift. 

 

Shopping or conducting any other personal business, at any time, while working the Kettle is 

unacceptable. Please shop and conduct all your other personal business on your own time. 

 

 

 

 

Work Schedule (Hours) 

 

Kettle work commences on Friday, November 11, 2022, and continues through Friday, December 24, 2022. The 

Christmas Kettles will be placed on the streets Monday – Saturday. Hours will vary between 830 AM – 8:00 

PM. We do not work Thanksgiving Day or Sundays. 

 

Vans will leave no later than 8:30AM, but some days vans may leave earlier. If you need transportation to 

and from a store location, you will need to be at the Salvation Army Community Center (in the lower-level 

meeting room at the back of the building) located at 902 Wake Forest Road. You are responsible for your own 

transportation to and from this location, although you may elect to be dropped off at the main bus station across. 

You will be paid for the time you are actively ringing – and your transportation time in the vans. 

 

If you cannot call ahead to notify your kettle driver that you will be late to work, do not expect special 

accommodations. You will need to provide your own transportation to and from the store location after first 

coordinating this with your kettle driver. Do not leave your trash in the van – pack your trash and dispose of it 

outside the van.  

 

Reliable workers who obtain advance permission from their supervising kettle drivers may arrange their own 

transportation directly to and from their store location. They must communicate their start and stop times with 

their supervisors.  

 

 

 

 

 

Pay Cycle and Distribution 
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You will be paid every two weeks on a Friday, for work done during the previous two weeks of verified hours 

worked. Please check schedule attached to this manual. 

 

 
Kettle Bell Ringers Pay cycle 2022     

Start End Payday Pick up 

Monday, November 7, 2022 Sunday, November 20, 2022 Friday, November 22, 2022 Gym 8-9am 

Monday, November 21, 2022 Sunday, December 4, 2022 Friday, December 9, 2022 Gym 8-9am 

Monday, December 5, 2022 Sunday, December 18, 2022 Friday, December 23, 2022 Gym 8-9am 
 
 

     

Monday, December 19, 2022 Friday, December 24, 2022 Friday, January 6, 2023 Center Of Hope                                         
1863 Capital Blvd                 
9:00am -4:30pm                               
Must have ID  

 

 

Your check will be issued on the following Friday. Those who are off work, or are no longer employed, can 

pick up their checks on payday Friday AFTER 1:00 PM, at the Center of Hope Administrative Office – Human 

Resources. You will need to have your ID with you to pick up your check. The employees there will have to 

verify who you are, so that no one else can pick up your check.  

 

If you need to have someone pick up your check, on your behalf, The Salvation Army requires written 

authorization from its employees before the check can be released. The individual you authorize to pick up your 

check will be required to produce a picture ID prior to releasing of the check. 

 

If you lose your paycheck, a $35.00 stop payment fee will be deducted from your replacement check. If there is 

a paycheck issue involving a discrepancy in hours or pay, you must report it to the Kettle Driver, Kettle 

Coordinator or Salvation Army Human Resources personnel no later than 5PM the Tuesday immediately 

following the payday (two business days).  

 

The Salvation Army DOES NOT issue advances or early pay under any circumstances. 
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Kettle Worker DO’S & DON’TS 

 

DO: 

• Do smile and greet everyone that walks by, looking them in their eyes. Acceptable greetings are:  Hello, 

Good morning/afternoon/evening, Merry Christmas, Happy Holidays! 

• Do be neat and wear clean clothing that is appropriate to the weather. Dressing in layers is advisable! 

• Do make arrangements for your own ride to and from the Community Center or know the public 

transportation system. 

• Do what the store manager asks you to do. If you have any questions – call your kettle driver! 

• Do say “thank you” to everybody who makes a donation - no matter what amount is put in your kettle. 

• Remember that the Salvation Army takes cash, coin, and checks at the kettles! 

• If anyone wants to make a credit card donation – point out the black and white checkerboard target on 

the front of the sign – it can be scanned with a smart-phone! 

• Do be courteous at all times. 

• Do have fun – you are raising money to help needy families in our community. Remember our motto: 

Doing the most good! 

 

DON’T 

• Don’t ask for money 

• Don’t eat at the kettle 

• Don’t smoke, or use smokeless tobacco products at the kettle 

• Don’t bring food or drink in a Salvation Army vehicle 

• Don’t argue with anyone at the Kettle 

• Don’t make change for anyone at anytime! 

• Don’t take money from donors; let them place it in the Kettle themselves – and use a push stick to 

fully insert the money into the kettle. 

• Don’t dig into the kettle if someone claims to have lost a ring or a large bill in the kettle – call your 

kettle driver or the kettle coordinator to report this as soon as possible! 

• Don’t sit down while at the Kettle unless you have permission to do so 

• Don’t shop while you are on duty 

• Don’t ring the bell too loud, or in anyone’s face 

• Don’t have friends, family, or anyone else hanging around the Kettle 

• Don’t ever leave the Kettle unattended 

• Don’t wear any clothing or hats with logos or advertising on them unless it’s for the Salvation Army! 

• Don’t talk, text, listen to music or play games on your phone while at the Kettle 

• Don’t be late or absent for a scheduled shift without giving advanced notice 

• Don’t lose your paycheck – a $35 stop payment fee is deducted upon issue. 

 

……………………………………………………………………………………………………………………… 

 

 

By signing this form, I (print name) ____________________________________________, agree to abide by 

and follow the rules and regulations set forth in this Kettle Worker Manual. 

 

 

____________________________________  ____________________________________ 

Signature       Date 
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Bell Ringer Schedule 
 

.  

 

Name: ________________________________________________________ 

 

Phone number :  _______________________________________________ 

 

Location (1 day minimum) 

Monday:       _________________________________________________________ 

Tuesday:       _________________________________________________________ 

Wednesday:  _________________________________________________________ 

Thursday:      _________________________________________________________ 

Friday:          _________________________________________________________ 

Saturday:      _________________________________________________________ 

 

8:30 am. Meet at The Salvation Army 902 Wake Forest Road, Raleigh, NC in the Gym  

Leave with your driver 

 

Using your own transformation - Meet with your driver to arrange start time, you will need to 

call your drive upon arrive to confirm your start time. Wait for your drive to pick up kettle at 

end of shift. 

 

 

Jere Schramm, Kettle Coordinator      919- 868-5845 

Guy Kangous    984- xxx-xxxx 

James Rhodes    919- xxx-xxxx 

 

  

 

 

 
 

 

 


