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WELCOME

Welcome to the Food Bank of East Alabama. The Food Bank has been committed toirgdjrhimager
in East Central Alabama since its inception in 1993. By becoming a new agencyefwaork, you are
joining a successful partnership dedicated to stopping hunger and food waste in thisitgmm

This manual can be a great help to your agency whether you are a lomgetinfoer or a new member.
This publication is intended to help you understand the policies and procedures dihg Peeerica Food
Bank.

The warehouse is located in the Auburn Industrial Park on 375 Industry Drive in a 20,00G&ajuare
building with freezer and cooler space of over 30,000 cubic feet. Today the programaser 185 agencies
in a six county service area. The Food Bank operates as a clearing house &t siomddis or salvage food,
USDA commodities, and Feeding America donations. The Food Bank is governed by & board o
directors. The board is comprised of area business men and women, community voluntesrsnegiers
and concerned citizens.

On behalf of the Food Bank, we welcome you to our program. Do not hesitate to calewsii be of
further assistance.

FEEDING AMERICA NATIONAL NETWORK

The Food Bank of East Alabama is a member of Feeding America Natietweork of Food Banks.
Their headquarters are located in Chicago, Illinois. This network is thetlaggegovernmental food program in the
United States. Feeding America solicits donated food from the nation’s foodrynailndtother sources. The donated
food is channeled through more than 200 member food banks to 50,000 soup kitchens, pantries, senior progran
care centers, rehabilitation centers, homeless shelters and other noaganodies that serve the nation’s needy.

AREAS SERVED BY THE FOOD BANK OF EAST ALABAMA

The Food Bank primarily serves six countries in South Central Alabama: LeenMa
Tallapoosa, Chambers, Barbour, and Russell.




DAYS AND HOURS OF FOOD BANK OPERATION
AGENCY DISTRIBUTION HOURS

Agency Warehouse Agency

Shopping Closed Shopping
Monday 8-11:00 am 12:00 pm 1-3:00 pm
Tuesday 8-11:00 am 12:00 pm 1-3:00 pm
Wednesday 8-11:00 am 12:00 pm 1-3:00 pm
Thursday 8-11:00 am 12:00 pm 1-3:00 pm
Friday Closed for Agency Shopping

The Food Bank is closed to shoppers from 11:00 a.itw 1:00 p.m.

Front Office Hours

Monday through Thursday 7 a.m. until 4 p.m.
Friday 7 a.m. until 3 p.m.

HOLIDAYS (FOOD BANK CLOSED)
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New Years Day, Martin Luther King Jr. Birthday, Presidents Day, MeiD&ay,
Independence Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving Day,
Day after Thanksgiving, Christmas Day

We are always closed on the last business day of tmenth for inventory.
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Methods of Obtaining Food...How to Shop at the Foo8ank

1. The first time you place an order at the Food Bank, you will need to call that@pevianager and schedule
an appointment. After your first order you will be able to come any time dugngaredistribution hours.
Keep in mind that it is especially important to plan in advance during the holidsgnseaNovember and
December when it becomes busy at the Food Bank.

2. We can fax or email a food list. This can be faxed or emailed back to the Food Bank/befooee or can
be brought with you. Our fax is (334) 821-4697, email addrafisorder@foodbankofeastalabama.com.

3. Another way of getting the food list is to print it off the web site. To acbes®od list, go to
www.foodbankofeastalabama.com Select “Member Agencies”, under Username ggencyand under
password type ifoodbank. This will bring up the food list. You can then print it out to fill in and return tc
the Food Bank or save to your computer, fill in and emasbfborder@foodbankofeastalabama.com

4. When you arrive at the Food Bank, you may obtain a foodlist from the receptionist. You redjuded to
show your shopper’s card. After placing your order at the Distribution Desk, gpsmop the market floor.
While you shop, the warehouse staff will pull the case items you have ordered.

5. When the Distribution Staff tells you that your order is ready, you may putlwghicle up to the loading
area. The Food Bank staff and volunteers will load your product into the vehiclee Réasyour vehicle
cleaned out and ready to accept the product.

6. We limit shopping visits to once per week. Agencies may order twice ea&reitleer by fax or e-mail or
add to their order upon arrival.

7. Two authorized shoppers per agency may shop the Market Floor. Friends or co-vartkars hot
authorized to shop can wait in the lobby or in your vehicle.

8. Orders can be placed up to 5 working days prior to pick up or delivery. Orders not picked ufiweittays
will be returned to inventory and a $35 restock fee may be charged to the agency account.

Becoming an Authorized Shopper:

To add a person’s name to the list of authorized shoppers, the Agency Directooonmfeasinform
the Food Bank in writing. The Agency Director/Pastor must send the Food Bargs atedigency letterhead
to add or delete an authorized shopper. This can be mailed or faxed to the Food Bank. A plsomat call i
acceptable. All new authorized shoppers will be required to attend an ooiestgsion prior to shopping at
the Food Bank. Orientations are held the third Tuesday of each month at 9 a.m. gentral ti

ID Card:

Each authorized shopper will receive a shopper ID card after he/she corpktéstion. This card will be
necessary to place orders and pick up food and other products. The shopper ID card has aarlhaumb
identifies the agency and shopper and distinguishes it from the other Food Bank agemeieswill be a $2
fee to replace a lost card.

You will be required to show this card when you come to shop, and reference this numbeswpayn y
on your account. Your shopper ID card helps us to insure that all of your orders arsh{sagre credited to
the proper account. A driver who is not an authorized shopper can pick up food when accompargtdrby a |
from the agency director. The driver may not shop the Market Place or add proteabrdetr.
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Product Return Policy

The Food Bank makes every effort to not distribute any food which is spoiled or in anpfitdgr human
consumption. To ensure product safety, donated items are evaluated by trairestestdfhg to guidelines
established by the national food industry. On a rare occasion, an agency mayaeqweiduct that may be
damaged or spoiled. Your staff must make the final determination as to the ispgabilintegrity of any

items received from the Food Bank.

The Food Bank will accept product for return when the agency follows the procedigg®élow and a credit
will be issued when appropriate.

PROCEDURE:

1. As soon as you notice a problem, call the Food Bank at 334-821-9006 and ask for the Warehouse
Manager. He is the point of contact for returns.

2. Bring the product to the Food Bank for evaluation. It is very important for Food Bdhtodta able to
visually determine the integrity of the product.

3. A credit will be issued to the agency’s account for returned product under the folloavidigions:

The agency has received the wrong item

The product was damaged or spoiled before leaving the Food Bank of East Alabama
Perishable goods were evaluated upon receipt, the problem was reported intynefliatedit
was authorized by the Food Bank Warehouse Manager.

The product is returned to the Food Bank within 7 days of receipt.

Credit cannot be issued for packaging reasons. It is the agency’s respgigibilder items that are usable for
their program.

Always contact the Food Bank when any product is questionable. Communicating yarnsdretps our
staff to ensure that all products distributed are wholesome and safe. If younhayesations about expiration
dates or “use by” dates, please do not hesitate to call. We appreciate your input.




APPROPRIATE USAGE OF FOOD BANK PRODUCT

All items which the Food Bank receives are donated with the umdstanding that they will be used for the intended
purpose of feeding needy people. We expect all Food Bank agesdio abide by this intent. Remember, when

food donors find their products misused, they stop donating. Base take these rules as seriously as we dolorder

to insure that all of our agencies have a clear understanding of theenegplis governing the usage of product received
from the Food Bank, we outline the following rules that must be followed in ¢lvébdtion of any products, food items or
non-food items from the Food Bank.

1. Your lawful use of Food Bank product is to provide them free of charge to the ill, the rreedigddrly
and/or infants.

2. Items must not be sold, swapped, or bartered to anyone under any circumstancesludiess sale in thrift
stores, flea markets, bazaars or any events in which items would change hands farmgooes.

3. The food received from the Food Bank is intended solely for the clients in the prog§gency members
may eat the food only if their job includes eating with the clients. It is n@eisonal use.

4. Food Bank food may not be used for staff party functions or board meetings unless a majoosg of
consuming the food fall into the low-income category.

5. Staff members may not use Food Bank food for their private use.

6. Items must not be given as payment or reward for any kind of services. This snahlaigteers who help to
transport, sort, store, package or distribute goods.

7. Agencies must not require contributions from food recipients nor charge recipieetskeership fee that is
related to the distribution of items supplied by the Food Bank.

8. Agencies must not require food recipients to attend worship services, classes atcondition for receiving
food from the Food Bank.

9. Food Bank goods are intended to be free and for needy people. Food Bank product should be directec
care of the needy. If some non-needy persons are served by the agendybé damsonstrated that the
majority of the clients are indeed low-income and that the primary bengfithe needy.

10.Food must not be used for consumption by an agency (church, charitable or serviczatoga for social or
fund raising events or group meals that are not for the purpose of feeding the needy.

11.Food Bank non-food items, such as cleaning products, may be used by your agency to ¢elppeddonal
expenses if applicable.

12.Food Bank products can only be used for the program(s) described in your applicatioxanfjaegitems
received for a church’s emergency food pantry cannot be used for the church’s soup &ifeedrhbmeless
people, unless this program is named in or added to the original application for membdestsp.nbtify
the Food Bank in writing if your agency wishes to expand its program to anothecludied in the original
application.

13.You may not store food in a personal home unless this has been approved by the Food Bank.
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14. Agencies may not donate or sell items received from the Food Bank to another Food Beykaeut
permission from the Food Bank.

15. Agencies must make every effort to insure that the recipients are trdiyarekare not obtaining food undel
false pretenses or going from one agency to another. Violations of this nattt@emeisorted to the Food Bank.

16. Agencies must immediately report to the police any loss of food by theft and subpytat that report to
the Food Bank. Any loss by fire or other mishap must also be reported to the Food Bank.

17. Failure to comply with these rules jeopardizes both the Food Bank system and our genétibusocs.
Obtaining food under false pretense or for fraudulent purpose is iwviolation of the criminal code of the
State of Alabama.

Food Bank Programs belong to member agencies and the people they serve. Weg orusuranember
agencies to ensure that products are served only to those whom food banking is intendédidl té\bgraduse of
Food Bank food can result in expulsion from the Food Bank program.

We emphasize this because Food Bank products may tempt otherwise honestilaywpa&oiple to break the
law. DON'T DO IT! Penalties for misappropriating donated products areese@anvicted offenders face up

to 20 years in prison and fines up to $20,000.

Need a little more clarification?
WHEN CAN FOOD BANK PRODUCTS BE USED WITHIN AN AGENCY?

First, let’s take a look at how the food may not be used. Food Bank food cannot be used bya church
organization for fund raising purposes, to repay volunteers that would not otherwise agiakfgdy, for
social events or for any event that is not for the express purpose of feeding regady pder no
circumstances can donated food be used for fund raising activities.

When a church congregation is the target meal, Food Bank food should not be used. Why? itBecenise
for the express purpose of feeding the needy. In most cases, the congregatboreh will not be
predominately needy.

You may use Food Bank food, under certain circumstances, when feeding a group of peopée who ar

predominately needy (for example Thanksgiving meals for recipientgdsés where the large majority of
congregation or designated group does qualify for food assistance programgniissipée to use donated
food for group circumstances such as feeding programs for youth or senior. groups
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WAREHOUSE RULES

Warehouse rules should be followed at all times. Anyone you bring with you Iswsidaere to all rules of
the Food Bank.

Please observe all safety rules when shopping in the warehouse. The waremasa dangerous place.
Watch your step; move aside when a forklift or pallet jack needs to pass.

Check in and sign in with the front office before going into the warehouse. Preseshgpper ID card to
the Receptionist and she can give you a current food list. If you sent in geupaior to your arrival,
inform the Distribution Staff so they can finish preparing your order.

No children under 12 are allowed in the warehouse. The office staff cannot watch yanencaiid our
insurance does not allow children in the warehouse. Do not leave children unattendedar.your

Only authorized shoppers can shop in the warehouse. Please limit the number of shopperagerzype
while shopping.

If you are placing your order when you arrive at the Food Bank, order yourrcaseffirst (samples are
found on the display shelf to the right of the door to the warehouse.) This will allevictirpour order to be
processed and will shorten your waiting time. After this order is placbdhetdistribution desk, you can
then shop from the Market Place, the display cooler and chest freezer faradgitoducts.

Food Bank employees are not able to accept gifts, gratuities or loans froay ageppers. These
limitations are not intended to prohibit the acceptance of articles of néghgilue which are distributed
generally nor from accepting social courtesies. This policy is to etimirall agencies are treated equally
without favoritism, coercion, unfair advantage, or special treatment.

Do not give anything to the Lee County Justice Center volunteers or communibgpeaple outside the
Food Bank on their behalf.

Limits are placed on certain items due to demand. These limits are based wmlblee of people you serve.
We have over 180 agencies utilizing the Food Bank and we want to give all our ageheieseaat all
items. If you feel you need an exception to the limit, speak with the Digtnb@Qbordinator.

No smoking, eating, or drinking in the warehouse. This is not only our rule; it's the RDA’ADA’S.
Please step outside the doors to enjoy your snacks and dispose of your trash in tleeptaipers.

Do not go beyond the distribution desk and distribution door into the area where the rackstade [bbat
area is where all case products are stored. If you need a case prediset fijlout a food list and turn it in
to the distribution desk. There is absolutely no reason for an agency shopper to gohetckréat

Do not stand in front of the ramp leading into the freezer. The forklift or patletgperator may not be able
to see you.



If you have a multi-shopper agency, PLEASE PASS ON ANY INFORMATIOMEN TO YOU TO
THE OTHER SHOPPERS IN YOUR AGENCY. We have over 180 agencies with huradrelagppers.
It is impossible for the Food Bank to call individual shoppers and give them the needexiitfior

After undergoing inspection by trained Food Bank staff, the food is distributed irs &7 Gndition. If
you feel that you have received food that is not suitable for eating, contacréfeowse manager at the
Food Bank as soon as you discover a problem.

If your agency is an “on-site” or congregate feeding program, you are egeduwaselect the larger size
containers of food when available.

We do not have the staff to take each of your agency’s shoppers on an extensive tonamdhbase.
Therefore, we have the agency orientation tours once a month. This will explawlioies, explain the
rules of the warehouse, teach you how to fill out an order form, and the check-in process. A
SHOPPERS MUST GO THOUGH ORIENTATION BEFORE BEING ALLOWHO SHOP.

Shoppers will only be allowed to shop for one agency during their shopping visit evenafeéhey
authorized shoppers for another agency. This will help maintain accuratdsréaroeach agency and will
insure that product reaches the correct agency.

These rules are set in place for everyone’s safeayd for the smooth operation of the Food Bank.
To allow us to serve you in a timely manner, pleadellow these rules.




FOOD SAFETY

Keeping food fresh and wholesome requires attention to proper food safety rulds staga of
transportation, storage, and preparation. Because some of the product donated to the FeatkBatiiei end
of its best use period, it is crucial that we all take steps to maximizeni lof time of the product lasts. The
food safety challenge can be met by maintaining a strong pest congymprattention to cleanliness and an
emphasis on keeping perishable products at the proper temperature.

Perishable products, such as meats and dairy products will begin to spoil duloélyare not kept at the
right temperature. During transportation and storage, perishable produlct Bh kept below 40° F. This is
the temperature of a refrigerator.

All perishable products should be stored quickly in your refrigerator/fre&¥ben you are cooking with
this type of product, it is important to keep the food hot (above 140° F) until it is served, ttidy cjull
the product for storage. Perishable foods kept at room temperature are in tmedaagd he longer they are
kept out of the proper temperature, the more likely they are to spoil or give soinedmp®isoning.

FOOD STORAGE
S S

Key points for food storage for all Food Bank products:

Keep non-canned food (rice, flour, etc.) in rodent proof bins.

Food must not rest on the floor. Place all food at least six inches off the floor os pallet
shelves.

Maintain a cool, clean, dry place for storing food.

Store food at least 12 inches away from the wall to allow for adequate alation.
Organize your food stock by using a “First in, first out’ system of distabut

Maintain a clean and dry storage area.

Food storage area must be secure and protected against theft. Only those wdrkimg wit
approved feeding program should have access to the storage areas.

Store detergents and cleaning supplies in a separate area away from food products
Do not stockpile food items. All food acquired from the Food Bank should be distributed inja
timely manner to assure its integrity.

Have a schedule for checking and recording the temperature of yourregbigecezer. A
thermometer is required to be placed in your freezers, refrigerators, asitidye areas.
Food products should only be stored in locations that have been visited and approved by the Food
Bank. Contact the Food Bank if your location changes.

Never take a chance on food that may not be wholesome. If you have any questions about the
wholesomeness of a product, please call us.

Storage Questions?
Call the Food Bank at (334) 821-9006
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MONEY MATTERS

Our member agencies share in the cost of obtaining, storing, and distributing foodduartt by paying a
small shared maintenance fee based on the weight of the food. This fee helpstthansiue flow of product
continues to move in and out of the Food Bank. This fee helps tosmwenf the cost of acquiring and storing
food (costs associated with warehouse and transportation costs); the persmnmelinage the food; and
maintaining high standards for handling the food.

SHARED MAINTENANCE FEES:

Typically, shared maintenance is 18 cents per pound or less. Bread products have pe? pentsd shared
maintenance fee. Most fresh produce has no shared maintenance fee. Some product, dug,to quanti
expiration date, and type of product will have a reduced or no shared maintenance fee.

If you are picking up your order at the Food Bank, you will receive an invoiaeyafie vehicle is loaded. If
your order is delivered to you, your invoice will be mailed to you.

For established agencies, payment can be made from the invoice or from the ntatghigrg you will
receive after the first of each montRlease remember to include your agency number on all checks
This will greatly aid us in making sure that your payment is applied to the pggerya

Acceptable form of payment is an agency check. Cash or personal checks will cxeiec

Please pay your account balance promptly. Accounts that are habitualyeastuld result in your agency
being placed on probation. Please contact the Office Manager if you are notdjeyour bill in a timely
manner to discuss arrangements for payment.

NEW AGENCY BILLING:

New agencies are required to reimburse the shared maintenance feenag thfectieck-out for the first six
months of membership. This must be done by an organizational check. Alternatively, anramohbat
placed on the agency’s account and shoppers may draw from this balance.

DELIVERY COST:

Arrangements can be made to have product delivered to the agency. The cost is $&@frmsdsithin
Auburn-Opelika City limits and $50 for deliveries outside this area. Therdevilb splitting of delivery
fees for agencies, but instead each agency will be responsible for its ownydelve

MOBILE FOOD PANTRY:

The Food Bank has converted a beer truck into a Mobile Food Pantry for a crestheel of distribution that
serves people directly from the vehicle. This “movable food pantry” helpspadsymany of the limitations of
storage space and lack of refrigeration and can go directly to the aresslof n

Mobile food pantries cost $700 and provide approximately 5,000 pounds of food per event. To schedu
mobile pantry, please contact the Operations Manager. Following theyexemiill receive an invoice for
the mobile pantry.
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MONITORING VISITS

WHY WE MONITOR: The Food Bank is held to strict food industry standards for proper food storage anc
handling. We are regularly inspected by the Department of Agriculture @amdoaitored by Feeding America
staff. Monitoring is a way of life in food banking.

WHEN WE MONITOR OUR AGENCIES: You will be visited once a year by a representative of the Food
Bank. However, the Food Bank reserves the right to monitor each agency moeatfyegDuring the visit, we
will check your food storage facilities, review your records and update eunfiirmation. You will be called to
schedule a visit when we are in your area. We want to come at a time that iéyragtegable. These visits
give us an opportunity to better understand your agency and its needs, to provide you witbrmeation, and
get feedback from you on how we can improve the partnership between the Food Bambragggcy. If you
have any questions or need a visit at any other time, please call the Food B&dl 821-9006 and ask to
speak to the Agency Coordinator.

WHAT TO EXPECT DURING A MONITOR VISIT:
A typical monitoring visit will last approximately one hour.
We would be delighted to receive a tour of your facility.
We will ask questions such as how many people you serve each month? What other derice
offer? What can the Food Bank do to serve you and your recipients better?
We will ask for your feedback. What can the Food Bank do to serve you and your retipie®

WHAT WE LOOK FOR:
We will need to see where your food is stored. Here we look for a pest-free erentpol@anliness,
food safety and sanitation.
We look for thermometers and temperature logs on freezers, refrigeaatidy storage areas.
We will ask to see your invoices, distribution records (Eligibility Critétorm), menus, and USDA
inventory records.

See that wasn’t so bad! Please keep in mind that we are here to help you, notdo.h@ur agencies are the
lifeline of the Food Bank and we want to do whatever we can to ensure that yocy egyaains active in our
common mission.




PROBATION AND SUSPENSION POLICY

Orientation sessions, monitoring visits, this manual and the availability &btie Bank staff are designed to
help our agencies use the Food Bank to its fullest. Most of the time our agen@eutilservices in
appropriate ways, but occasionally an agency will violate the rules of the FokdnBauch a way that it must be
put on probation or even suspended.

This policy statement is intended to help you understand what you may and may not do wBaopcduct.

VIOLATIONS:

Exchanging Food Bank food or other product for money, property or services

Removal of Food Bank product from an on-site program for private use

Using Food Bank product in a manner that is not related to serving the ill, needy, eldefints
(for example: an agency cannot use Food Bank food for fund-raising events)

Any violation of the Agency Contract

Any violation of the Eligibility Requirements

Storage of Food Bank product off agency property

Chronically delinquent in reimbursement of shared maintenance contribution

PROBATION:

If the Food Bank finds that a member agency is in violation of the guidelines, thg aggnbe placed on
probation for a period of three months. This decision is made by the Executii®Dilechis event, the
agency will be informed in writing. The purpose of the probation is to alert an aglemay-compliance and to
provide it an opportunity to correct the problem. At the end of the probation, the Executie®Dshall review
the agency and decide to: terminate probation; extend the probation period; or procesadpansion.

SUSPENSION:

The Food Bank may suspend an agency from further participation in the Food Bank. Ems deonade by

the Executive Director or its Board of Directors. This decision is matleiimember agency has completed th:
probation and has not corrected the problem; the Food Bank learns of an agency exchaddargrioney,
property or service; or if the Food Bank concludes that it is in the best intetiestFdod Bank program that the
member agency be suspended. Upon suspension, a member agency shall not partiepgabtethBank

further. Notification of suspension will be in writing.
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FREQUENTLY ASKED QUESTIONS

What is a Food Bank?

The Food Bank of East Alabama is a non-profit organization dedicated to disgitoatd to agencies that help
the ill, needy, infants and the elderly in our six county service area in Eacil@dabama. We offer a large
selection of food at a very low Shared Maintenance Fee to organizations with thetanmdieg that these
products will be distributed to those less fortunate and with no expectation of payeehitmoney, time, or
church attendance.

Why should we be members of the Food Bank?

The Food Bank is able to provide a wide variety of products for pennies of what it stk the retail store.
In addition to the large selection of products ranging from canned foods to persgieakhiems, the Food
Bank also offers other non-food items such as vitamins, paper products, laundryndebengeehold items and
other useful products.

How much will it cost my agency?

With membership in the Food Bank, your agency will receive access to overdhrmpdlinds of food for use in
the battle to end hunger. Your agency does not “buy” the food it receives from thBdrdodYour agency
simply supports us by contributing a shared maintenance fee of 0 to 18 cents per pound Dfqueided. This
helps to cover some of the cost of shipping, storing and distributing the products.

Can we get a copy of the foodlist?

The Food Bank of East Alabama has a fax on demand system. When you would like atkemyotnt food
list, simply call the Food Bank at (334) 821-9006 and request a copy to be faxedled éongou. In addition,
we mail out a monthly newsletter and send out periodic faxes to give you updates als,spewi arrivals,

etc. The food list is also available online at our website.

Can we shop as soon as we sign up?

Once an agency has been approved for membership, you will be notified by lefe Heing allowed to shop,
all shoppers must attend one of our orientation sessions. At this time, the shopper vaill Haward made and
shopping can begin. New shoppers must schedule a time with Food Bank staff timaefitiseti shop.

Can you deliver to our agency?
Yes, we can! We will deliver to your agency’s doorstep for a delivery ¥®u can fax or e-mail in your order
or come in and shop, and make arrangements for delivery to your agency.

Can we pay with cash?
No. The acceptable form of payment is an agency check. Money orders, personal crestksvdl ot be
accepted.

Can we get a credit limit?

The Food Bank will extend a credit limit to agencies as long as the age&oeyais in good standing. Monthly
statements are mailed out on tfieot the month. If your agency has a problem making a payment on time,
please call ahead of time and let us know so arrangements can be made.
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Will you contact us if something changes or if new products come into Food Bank?

The monthly agency newsletters will give updates or changes in policies. Howewannot contact all of the
shoppers individually. Keep in mind that we currently have over 180 agencies with hundreds aksioghpe
not have the staff or time to contact agencies on an individual basis.

Do we have to keep records?

There are a small amount of records that are essential and have to be kgpagé&wey has to keep a record of
who the food is being distributed to or who was served. For emergency food pantreese¢besds should show
the names and ages of all people in the household being served, the date they weasndameadeligibility

was determined. The Agency Coordinator will work with each agency to ensuadl tieatessary records are
being kept.

How long do | need to keep records?
All records, eligibility criteria forms, temperature logs, menus & BSiventory sheets must be kept for 3
years.

Are there inspections?

We are required by Feeding America to do periodic monitoring. An initial site¢onovill be conducted when
you apply for membership. After that monitors will take place annually. Aethmnitors, your records of
food distribution or use will be reviewed, your invoices will be checked, and the foodestaliige

reviewed.

Can our agency accept donations from the person receiving the food?

According to Feeding America policy, “Food Banks may distribute donated produgsricies that utilize
contribution canisters, envelopes, or similar means of allowing to contribute t@gramr providing that
all contributions are truly voluntary and can be made in a completely anonymolis way.

Correspondingly, the policy of the Food Bank of East Alabama is to allow our ag&meiecept voluntary
donations from those who receive food provided the following conditions and guidelinescavedolThe key
factors here aranonymous and truly voluntary must be honored. These contributions are not payment for
food received if the above conditions are met. Circumstances cannot, however, betsuishdilffecult or
embarrassing to not contribute and member agencies accepting donations should nobid=epfrebich
clients contribute, nor prohibit or discourage participation based on a client’s nonfpayme

Because the potential for abuse is great, the Food Bank strongly discourggestibe of accepting
contributions from recipients. For the same reason, agencies choosing to acdspisiooan clients will be
closely monitored by the Food Bank to ensure that the rights of the clientsragygieserved and that the
criteria are being met.

Can we change information related to our account?

Yes, you can make changes and updates to your account as needed. To make chaages,\eletagency
letterhead must be sent in with your agency director/pastor’s sigratut. Notification of changes can be done
by fax, mail, or by bringing the letter in person (no email).
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The following section includes forms and instructions fofilling them in
properly. We do not require you to use our forms if thanformation that
we need and the non-discrimination statement is includedn the form you

use.

Make as many copies of these forms as you will need and sake originals
for future copies. Copies of these forms can be emailegan request or can
be picked up on your next visit to the Food Bank.

KIKIKIKI KT KT KT KT KK

16



F00D BANK
£

Emergency Food Program

Distribution of donated food is dependent upon “need.” This is why the Income Eligiafity must be filled
out by each household, to document the need of the individual or family receiving food. Tde# i®porting
form—you are not required to ask for written documentation.

Income Eligibility Form

Each agency who distributes Food Bank products for home use must collect and maititkgibdity Criteria
Form” for each household. (Distribution of food is dependent upon “need.”) A recipient only needs to hav
(1) criterion to qualify for food.

moowz»

The name of the household member

The address of the household

The telephone number of the household (if available)

The number of people in the household

The reason a household is considered “needy.” If someone in the household is on one of the progr

listed below they qualify.

These are “tools” that can be used to determine need.

1.
2.
3.
4.
5. Orif there is a Special Circumstance; such as fire flood, injury, etc.

Receive Food Stamps

Temporary Assistance for Needy Families (TANF)—commonly caleslfare.”

Supplemental Social Security Income (SSI) only one person in the household needwéo re
Supplemental Security Income to qualify the family for food.

Income at or below the low income level.

You would check the one that applies to this household.

F. The head of the household will sign their name and date the bottben fofm. (A household only has to
fill out one “Eligibility Criteria Form” a year, unless circumstaachange.)

G. The next time a household receives food, find their “Eligibility Critéolan” and on the back write
down how many pounds of Food Bank products they received (See H). Then have the household mel
sign and date the form.

H. A simple food scales is required to record the pounds of food distributed to a recipient.
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I. The income level that determines eligibility is re-calculated on@aaand the Food Bank will issue new
guidelines for the agencies to use. This is given to our agencies through the Rgemststter. Please have
each recipient fill out a neigibility Criteria Form once a year.

On-Site Feeding Program

There are no eligibility requirements in determining if a recipiealiggble to receive a meal. Anyone can
receive a meal without application or signature, as it is assumed that peojplg ttoan on-site emergency
feeding program are needy. They only requirement is that a majority tédipients receiving a meal can be
considered “needy”.

Daily Menus

A. Record the food products served at the meal or snack time. Highlight the productsmste fFood Bank.
An agency may supplement the meal with purchased food products or food from other sources.

Example: Scrambled Eggs
Bacon
Hash Browns
Biscuit with Jelly
Choice of Juice
Choice of Milk

B. Recordhe date the menued meal was served, how many meals were made and how mangnmsalved.
Agency volunteers and/or staff may eat when serving a meal.

Example: October 2, 2006 Made 40 Meals
Served 27 Recipients
9 Staff Members
3 Volunteers

C. Keep all Food Bank shopping receipts on file for three years.
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The following records--the File of Food Bank Shopm Receipts, USDA Physical Inventory Sheet,
Temperature Records, and Non-discrimination Pos&tdtement--are used for both the “Emergency
Food Pantry” and the “On-site Feeding Program.”

File of Food Bank Shopping Invoices
Every time you shop at the Food Bank, you will receive an invoice.

The shoppers will be responsible for turning all invoices into the appropriaensiag office.

Please keep Food Bank shopping receipts on file for three years. We will askheseaavoices during our
monitor visit to your agency.

Q&

N\ N

Owx

USDA Physical Inventory Sheet

If your agency receives USDA product, you will be required to document the typenandtaof unused USDA
food products once a month. It is ideal to be consistent as to the time of the month toatpletecthe USDA
Inventory Sheet. USDA documentation needs to be kept on file at the agencydoreidne

Temperature Records:

Food Bank agencies are required to monitor and record storage temperatures on baggul&ith the loss of
product that results from inadequate temperature control, the agency can bepogisibésfor the food
loss. Keep records on file for three years.

A thermometer is required in all refrigerators, freezers and in dry storagre Food Bank products are stored.
If you need to purchase a thermometer, look on the food list and under “Non-food itemsi@ntkeeer is listed
for $1.50.

Temperature Control:
A. Dry storage aread5-70° F at 50% humidity or less, when possible.
This is ideal, but it may not be practical.
1. Storerooms should be cool, dry, clean, well lighted and well ventilated
2. Food items must be kept off the floor.
3. Food items should be kept in containers that cannot be damaged by water or a po:
pest infection.
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1. Maintain a temperature between 35-40°F. Bacteria (or germs) of primagyrcgnow best in
temperatures between 40-140°F.

2. Food must be stored correctly to minimize the possibility of food borne illnessoasd ¢
contamination.

3. Use a refrigerator thermometer to check your refrigerator’s itesioigerature.
4. Check produce for slime, mold or rotting.

C. Freezing: 0 °F or below inactivates any microbes—bacteria, yeasts and molds—presexuat. in f
1. Once thawed, microbes can again become active, multiplying under the right
conditions to levels that can lead to food borne illness. Since they will then grow d@habou

same rate as microorganisms on fresh food, you must handle thawed items aslg@nyw
perishable food.

2. Do not pack food too tightly. Cold air should be able to flow around the food.

D. Keep a temperature log in the dry storage area and for each refrigerateearedthat holds Food
Bank product.

E. Cleaning and chemical storage:

1. Cleaning supplies and chemicals should be stored away from food.
2. Keep supplies and chemicals in their original containers.
3. If supplies and chemicals are not in their original containers, they mustby Ebeled.

Non-discrimination Information

The U.S. Department of Agriculture (USDA) prohibits discrimination in alpibgrams and activities on the
basis of race, color, national origin, sex, age, or disability. Persons withidesaliho require alternative
means for communication of program information (Braille, large print, aymip&dc.) should contact USDA’s
TARGET Center at (202) 720-2600 (voice and TDD). USDA is an equal opportunity providemaiaer.

Civil Rights Assurance Statement

When possible, the following Civil Rights Assurance statement should be on ahwnistterial pertaining to
agency food distribution ( such as applications, brochures, forms, web sites, etc.)

Civil Rights Assurance Statement

In accordance with Federal law and U.S. Department of Agriculture policy reonpghall, on the basi

of race, color, national origin, sex, age, or disability, be excluded from paibcipatr be denied, or
otherwise subject to discrimination under this program.

[72)
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Discrimination Complaint Procedure

All civil rights complaints, written or verbal shall be forwad] within three working
days, to the Civil Rights Division at the National Office via the Food andtiuti$ervice
Regional Office at the following address:

Special Nutrition Programs

Food and Nutrition Services

61 Forsyth Street SW, Room 8T36
Atlanta, GA 30303

Our agency will work to resolve civil rights complaints in the followingnmer:

Any program participant who feels they have been a victim of discriminatidanied
their civil rights will be encouraged to discuss the problem with the proguaervisor.

If the program supervisor is unable to resolve the problem, the programpaenttiaill
be referred to our executive director or pastor.

The executive director/pastor will have five working days to investitp@teomplaint and meet
with the program participant to resolve the complaint.

If the complaint is still unresolved, the executive director will tusmabmplaint over to the
chairperson of the board who will appoint a committee of three board memaessdt in
investigating the complaint. The committee will have fifteen (1&kimg days to investigate and
meet the program participant and resolve the complaint.

If the matter is still unresolved at this point, you may write to thBAI®irector of Civil Rights,
at the address below:

USDA
Director, Office of Civil Rights
1400 Independence Avenue, SW
Washington, DC 20250-9410
or call (800) 795-3272 (voice)
or (202) 720-6382 (TTY)

USDA is an equal opportunity provider and employer.

(This document should be printed on your agencitdehead)



CIVIL RIGHTS COMPLAINT FORM

Any person alleging discrimination based on raodgr, national origin, sex, age, or disability lsagght
to file a complaint within 180 dayaf the alleged discriminatory action.

Complaints should be forwarded Civil Rights Office
within 3 days after the filing of U.S. Departmengficulture, Southeast Regional Office
the complaint to: 61 Forsythe®t, S.W., Room 8T36

aka, GA 30303-315

1. Person filing complaint:
Name:

Address:

City: State: Zip Code:

Telephone Number: Home () Work ()

2. Person(s) discriminated against, if differeom above:

Name:

Address:

City State: Zip Code:__
Telephone Number: () Work ()

3. Agency and department or program that discrated:
Agency Name:

Address:

City: State: Zip Code:

Individual’s name if known:

4. Discrimination based on:
Race Color Ndtiongin
Sex Age Disability

5. Nature of complaint. Please explain as ¢feaslpossible what happened, why you believe ipbaed,
and how you were discriminated against.

5. (Cont'd)




6. Date(s) when discrimination took place:

If continuing, the duration of such action:

7. Persons who may have knowledge of the disndtory action:

Name:

Address:

City State: Zip Code:
Telephone Number: Home () Work ()

Name

Address:

City: State: Zip Code:

In accordance with Federal law, and US DepartmeAgdculture policy, this Institution is prohibitefrom discriminating on the basis
of race, color, national origin, sex, age, or diggb To file a complaint of discrimination, watUSDA, Director, Office of Civil Rights,
1400 Independence Avenue, SW, Washington, DC 20230-or call 800-795-3272 or 202-720-6382 (TTY)SDRA is an equal
opportunity provider and employer.

For Office Use Only: Date Coaipt Received:

Date Forwarded to the USDA:
By: Recipient Agency-Name:
State Agency-Name:

Notes:
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Attach this form to the Eligibility Criteria Form for each client tigati serve. Place the date in the first column. Place
the total number of pounds of food in the second column. Hawi¢iné sign in the third column.

Date Total Client Date Total Client Signature
Pounds | Signature Pounds




Instructions for Record Keeping
For On-Site Feeding Program

. All agencies preparing food on the premises must keep daily menus.

Menus must reflect the following information:

a. The number of servings at each meal

b. Food Bank food must be indicated if you use food from other sources.
In addition to listing the foods prepared during a particular meal, it is a ganitgta include other
items used to prepare the meal, but not necessarily finished, such as a jamofasay pickles, milk etc.
The quantities of these additions to the meal are not required but noting thag tingyracess of being

Used will help make your menus balanced with the actual poundage procured from therfkood Ba

. A sample menu is attached to these instructions. You may use this form orransémileas long as the

above information that we require is included in the alternative.

5. Menus must be kept on file and available to Food Bank representatives upon request.
TIPS
1. Keep in mind that the purpose of filling out the daily menus is to help both your agency Baddhgank

to keep up with where your food is going. It is an easy method of accountability.
Make at least 31 (a month’s worth) copies of the menu form at a time, punch holes and®tseeleaf

notebook.

Keep the notebook in the kitchen so that entries can be easily made after the fealexipr

Make entries after each meal, if you don’t, you will forget what yowedero one can remember that
much information after a week and able to make an accurate entry.

Have someone other than the person responsible for daily entries check at&dgéonwnake sure entries
have been made.

Keep these instructions in the front of the notebook.

Be sure to inform everyone involved with the food preparation what the guidelinesrateesuries will be
made even when your key people are out.

Be sure to also inform all new staff of these requirements and keep in mind tgeribg director is

ultimately responsible for food use accountability.
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Temperature Records-Why We Need Them and How We Use Them

—

Temperature is a factor that affects most foods. Storing food at improper aeuimggior exposing food
to less than ideal temperatures can result in any array of problems.

The areas where food may be stored include freezers, refrigerators aratalyg sireas.

[

[ Frozen foods should be kept at a temperature of 0° or below.
\\ N Refrigerated food should be kept at a temperature range of 35° -42°
L/ Dry storage areas should be kept at 45° -70° F when possible.

Temperature should be measured by the thermometers in all three of
these areas and properly maintained. A simple log will help you keep

track of temperature changes and should be logged in every 24 hours, or

as often as possible.

One of the most important reasons to keep cold food cold and frozen
food frozen is that bacteria will begin to grow and multiply rapidly at teatpees above 42° F. Even a
subfreezing temperatures most bacteria survive, but multiplication ¢fo@ctgria is prevented.

Dry food storage demands temperature control too. Keep the areas at 7@ or I
when possible. Higher temperatures encourage growth of disease caushig bac
and permit insect contamination of dry cereals, meal and flour.

If an agency cannot control dry storage temperatures, especially in theowtns of the year, then care
should be taken NOT to store perishable foods during these times. Once procured, tidyeshoul
distributed quickly. Canned food will fare better and not be affected much boyatedgevarm
temperatures, but grains will be greatly and negatively affected by pefiedposure to temperatures
greater than 70°F.

Food Bank and agencies alike must be accountable for storing food withihese guidelines to
insure that the food leaves in good condition.



Freezer (OF or less)

Temperature Record

Post In a Convenient Location « Record Temperatu

Refrigerator (35-42F)

re Every 24 Hours

Dry Storage (45-70F)

DATE

TEMP.

CHECKED
BY

DATE

TEMP.

CHECKED
BY

DATE

TEMP.

CHECKED
BY




Food Bank of East Alabama
USDA Physical Inventory

(must be completed once each month)

Month & Year

USDA ltem Number of = Number Count of Notes
Cases Your: of Cases Individual
Agency on Hand | Units on Shelf
Received on This on This Date
(this can be Date (cans, bags, or
found on boxes)

the invoice)




INSTRUCTIONS FOR COMPLETING THE USDA PHYSICAL INVEN TORY FORM

This form needs to be completed once each month. Ideally it would be about theérsaeech month
(e.g. the last day of the month, or after you have done your distribution for the month)

Use a separate page #ach month
You may want to punch holes on the pages and put them in a notebook.
Write in the name of the product in the first column (e.g. canned potatoes, grits)

Write in the number of cases your agency got from the Food Bank. You can find this trdoromethe
invoice when you shop.

On the day you do inventory, count the numberasfesyou have in storage.
Then count the number of individual units (cans, boxes, or bags) that you have on the shelf.

The last column gives you a place to write in comments or notes if needed.



Your Food Bank is required to provide our partrggrecies the basics of safe food handling.
The attached information covers only the very dmef food safety. At our required
Orientation classes, we offer much more in-depds@ntation that each person who handles
food should read and understand.

Signing and returning this form to the Food Basmk requirement of Feeding America, our
parent organization.

I, (Agency Representative’s Name) , certify | have read the
“Safe Food Handling” information provided by thedé Bank of East Alabama and understanc
its contents.

Date

Agency Name
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Be a BAC Fighter

take che meals and snacks from your kitchen as safe as
paossible. CLEAM: wash hands and surfaces after;
SEPARATE: don't cross-contaminate; COOK: oo proper
temperamres, and CHILL: refrigerane promprhy B a
BAC Fighter and Fight BAC!®

For More information about Safe Food Handling
and Preparation

LIS0AE Meat and Poultry Hacline
1-8R8-MPHotlime [1-888-674-6854]
TTY 1-800-25&-2072

wwwDodsafElrgov

To locate food safety educators in your state
or community:

Cooperative Extension Servics, kocal offices:
wiwwcsrees usda govd Extension/indax.hemil

Ford and Dirug Administration Public Affairs Spacialiscs:
wwwfda govorafed _statey disr_activities/dfsr_pashim|

See wwwfightbac.org for free brochures, fact
sheets, stickers, and other great stuff!

Sign up to be a BACFighter at www.fightbac.org

4

Apply the heat... and Fight BAC!"

Cooking food to che proper temperatire
kills harmful bacteria. So Fight BACH by tharoughly
ooaking your food as follows:

SAFE COOKING TEMPERATURES
az misgzured with a food Hhermiometer

Interral pemperature
Ground Meat & Mear Mixoures
fimef, Pork, Weal, Lamb 160F
Turkey, Chicken 165F
Fresh Beef, Veal, Lamb
Medum Rare 145F
Medum 1E0F
Ve'ell Drome 170F
Paultry
Chickan & Turkey, whole 165F
Poulkry parts 165F
Cudk & Cooue 165F
Sruffing [cooked adlone arin bird) 165F
Fresh Pork
Medum 1E0F
Ve'ell Do 17UF
Ham
Fresh [raw} 160°F
Pre~rooked (oo reheat) 140F
Eggzs B Egg Dishes
Eggs Cook untd yolk & whit= are firm
Egg dishes 160°F
Seafood
Fin Fish 145F
or flesh is opague &
separates =asiby with fork
Shrimp, Lobsoer & Crabs flesh pearly & opaque
Clarns, Owpsoers & Muzsels Shells open
during cocking
falops milky white or cpague & firm
Leftowers & Casseroles 165F
2005 PRSE

——

FIGHT FOODBORME BACTERIA

Four Simple
Steps to

Food Safety
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BAC (foodborne bacteria) could make you and

those you care about sick. In fact, even though you
can’'t see BAC—or smell him, or feel him—he and
millions more like him may have already invaded
the food you eat. But you have the poweFight
BACY.

Foodborne illness can strike anyone. Some people

are at a higher risk for developing foodborne #lsie
including pregnant women, young children, older

adults and people with weakened immune systems.

For these people

the following four simple steps are critically
important:

C_

:/l\.. CLEAN: wash hands and surfaces
% often
Bacteria can be spread throughout the kitchen and
get onto hands, cutting boards, utensils, counter
tops and food. T&ight BAC!, always:

Wash your hands with warm water and
soap for at least 20 seconds before and after
handling food and after using the bathroom,
changing diapers and handling pets.

Wash your cutting boards, dishes, utensils
and counter tops with hot soapy water after
preparing each food item and before you go on to
the next food.

Consider using paper towels to clean up
kitchen surfaces. If you use cloth towels wash
them often in the hot cycle of your washing
machine.

Rinse fresh fruits and vegetables under
running tap water, including those with skins
and rinds that are not eaten.

Rub firm-skin fruits and vegetables under
running tap water or scrub with a clean vegetable
brush while rinsing with running tap water.

SEPARA-I-EDOH’t cross-contaminate

Cross-contamination is how bacteria can be spread.
When handling raw meat, poultry, seafood and
eggs, keep these foods and their juices away from
ready-to-eat foods. Always start with a clean
scene— wash hands with warm water and soap.
Wash cutting boards, dishes, countertops and
utensils with hot soapy water.

Separate raw meat, poultry, seafood and
eggs from other foods in your grocery shopping
cart, grocery bags and in your refrigerator.

Use one cutting board for fresh produce
and a separate one for raw meat, poultry and
seafood.

Never place cooked food on a plate
that previously held raw meat, poultry,
seafood or eggs.

COOK:Cook to proper temperatures

Food is safely cooked when it reaches a high enough
internal temperature to kill the harmful bactehatt
cause illness. Refer to the chart on the backisf th
brochure for the proper internal temperatures.

Use a food thermometer to measure the
internal temperature of cooked foods. Make sure
that meat, poultry, egg dishes, casseroles and
other foods are cooked to the internal temperature
shown in the chart on the back of this brochure.

Cook ground meat or ground poultry until
it reaches a safe internal temperature. Color is no
a reliable indicator of doneness.

Cook eggs until the yolk and white are
firm. Only use recipes in which eggs are cooked
or heated thoroughly.

When cooking in a microwave oven,
cover food, stir and rotate for even cooking.
Food is done when it reaches the internal
temperature shown on the back of this
brochure.

Bring sauces, soups and gravy to a boil
when reheating.

CH I LL: refrigerate promptly

Refrigerate foods quickly because cold
temperatures slow the growth of harmful bacteria.
Do not over-stuff the refrigerator. Cold air must
circulate to help keep food safe. Keeping a coiistan
refrigerator temperature of #0or below is one of

the most effective ways to reduce the risk of food-
borne illness. Use an appliance thermometer to be
sure the temperature is consistently=4gr below.

The freezer temperature should be @ below.

Refrigerate or freeze meat, poultry, eggs
and other perishables as soon as you get them
home from the store.

Never let raw meat, poultry, eggs, cooked
food or cut fresh fruits or vegetables sit at room
temperature more than two hours before putting
them in the refrigerator or freezer (one hour when
the temperature is above B

Never defrost food at room temperature.
Food must be kept at a safe temperature during
thawing. There are three safe ways to defrost
food: in the refrigerator, in cold water, and irth
microwave. Food thawed in cold water or in the
microwave should be cooked immediately.

Always marinate food in the refrigerator.

Divide large amounts of leftovers into
shallow containers for quicker cooling in the
refrigerator.

Use or discard refrigerated food on a
regular basis. Check USDA cold storage
information atwww.fightbac.ordor
optimum storage times.







