FOOD PANTRY MANUAL
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123 CARING LANE  ANYTOWN, NY 14141  (716) 333-7777
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GENERAL OFFICE PROCEDURES:

NEW CLIENT:

1. Set up an appointment for the intake interview in first open Tuesday time slot of the current or next week.**

2. Inform all clients that they need to bring:

Photo ID - Driver’s license … adults over 18


      - Birth certificates - children under 17 or school photo ID



Proof of Residence – Utility bill or rental/mortgage receipt



Proof of Income for EVERY person in the household:

· Employed – last 2 pay stubs

· Unemployment – last 2 stubs

· Social Security Disability/SSI – Award Letter

· Social Services – Card

3. Take name, phone number, #of adults, # of children.  Make sure that they reside in an area that we service.  All inquiries outside our area of service should be referred to their nearest provider. 

(See page 3 Area Served)

CURRENT CLIENT:

1. Take name, phone #, # of adults, # of children

2. Give them the first open appointment time on Tuesday of the next week**

3. When a client does not register on the Tuesday or Wednesday prior, by the close business, they lose their appointment time.

4. If all else fails take name and number and P. Brent will 

call them back.

**Logistics and resources limit the number of families that we can effectively handle on a weekly basis

There is a master manual, by zip code, in the Main Office at the Receptionist Desk.

For clients outside of our service area (See page 3 Areas Served)

GENERAL GUIDELINES FOR ORDERING

 AND INVENTORY COORDINATION

MONDAY:

Each day the list of available food from the Food Bank is updated. 
______________________________ at ____________________@gmail.com
is our regular ordering person.   

In the event that someone else is utilized for ordering, the log on to our Food Bank Agency site is: www.foodbankwny.org/agency-resources/
Our Agency # is:___________________________ _______
Our Password is: __________________________________

Monthly reports, Agency forms, Grant Applications, and Invoices are available here.  

Each week an inventory of pantry items is performed.  Inventories must be completed during normal business hours of 9 AM-4:30 PM, Monday through Thursday.   This allows more effective ordering on _____________ morning from the Food Bank.  

ORDERING:

Orders are placed as early as possible on ______________________ from the Food Bank for our normal ____________________food delivery.  

MISC:

· All food handled or to be distributed and stored must be done so in 
      accordance with Food Bank guidelines and procedures.

· All freezer logs are to be maintained in accordance with Food Bank guidelines.
· All reports are to be completed and filed as specified.
· Weather Closings:  If the _______________Central School District is closed,
      we will also be closed.  

      Closing information can be found at TV channels 2, 4, and 7. 







Food Bank lists of available food are held for one week in the pantry e-mail and then deleted.  Food Bank forms from pick-ups are given to the general office to be matched with the bill when it arrives.

All personnel performing any phase of client intake are to maintain confidentiality with all client records.

CAROL & KELLY PLEASE UPDATE:

GUIDELINES FOR ORDERING & PICKING UP

To place an order for available foods at the Food Bank of WNY, 

proceed as follows:

CALL THE INVENTORY TAPE LINE: 716.852.1307.  This is a 24 hour a day recording.  This tape gives a complete listing of available products.  Note the items and the number of cases per item you wish to order.  The inventory tape also provides announcements of importance.  Please, only call the tape on the day that you plan to order.

HAVE THE LIST FAXED TO YOU: 716.852.1307.  Call this number from the phone on your machine, follow the directions and have the list sent (or e-mailed)  directly to you when you want it. 
TO PLACE AN ORDER: 716.852.3003. This number is for product orders only.  All items come in case lots, so order accordingly.  Order hours are from 8:30 AM—3:00 PM Monday through Friday.  Orders are to be placed ONE DAY
prior to your pick up in Erie County.

Example: If you plan on picking up your order on Monday, it must be called in on Friday.

No same day orders will be accepted!

· Only products listed on the available product tape/list are available to   
      An agency can not request items that are not on the tape.  You may see or

      hear items that have just arrived but must wait for the product to appear on

      the tape before our agency can access it.

· Please note: be sure to order everything you want to pick up since we can not 
      add to your order once it has been placed (with exception of shop-thru to 

      obtain additional items such bread, produce and highly perishable foods.)

When you place an order, you will also arrange a pick-up time.  If you are unable to pick-up your order at the scheduled time for any reason, please contact order clerk to cancel.
Please check your order for accuracy as rapidly as possible.  If there is an error, notify the warehouse person before you sign the invoice.

SET UP AND DISTRIBUTION PROCEDURES
TUESDAY:

The distribution area is to be set up ____________________ whenever possible, 

    following the PANTRY DISTRIBUTION DIAGRAM. 
WEDNESDAY:

· Volunteers are needed to gather at _____________ to begin setup process.
· The Product Placement Diagram will determine what types of foods go where
      Each week the Product Distribution Diagram will inform set up/unloading 

      personnel 1) what products are to be moved from storage for distribution and 

      2) what products from the truck go for distribution or into storage.

· All paperwork obtained from the Food Bank is to be turned into the office
for date stamping and forwarding to the accounting office.  The Product   Distribution Diagram will be provided each week by the Meal Planner.

· Set up people must arrive no later than 8:30 AM in order to receive Food 
      Shuttle deliveries and to transfer appropriate products from storage to 

      distribution.

AREAS SERVED:

We will service clients in the following ZIP CODES: 

________________________________________________________________________________________________________________________________________________________________________________________________

Emergency food ONLY may be provided beyond those designated areas one time. They will be given referrals to pantries in their locale for future use. The only EXCEPTION to this rule is if an “out of area” client is also a volunteer here. 

INFORMATION ON FOOD STORAGE AND CODE DATING

The goal of this food pantry is to provide our clients with the best possible food choices available to us.  Many of the items which we purchase for distribution are donated to the Food Bank by manufacturers and distributors.  Food Banks take precautions to make sure that the food that they accept for distribution to agencies  is safe for consumption by examination and regular random spot checks.  
Perishable foods are not accepted unless they arrive at safe temperatures.  Products that have passed their recommended safe and wholesome consumption period are disposed of.  Experts are consulted whenever the Food Bank has a safety question.  Some products that have been stored correctly, dry, canned and some frozen products may be safely consumed for years with little appreciable difference in taste or quality than if they were consumed within the “use by” or “expiration date.”  There may be some taste differences, but they are still safe and nutritious.  These are not  “throw out by” dates!

Pull or sell dates are often found on dairy products, bread and other perishables.  These dates are chosen so that a product will remain fresh and wholesome during a reasonable period of time for home storage after their purchase.  These dates do not mean that the product is unsafe or unhealthy after that date.  There are no exact time periods, but it varies depending upon the product and the storage conditions.  Expiration dates are the last date that the manufacturer recommends storage to assure peak quality in terms of flavor, color, etc.  A product past peak quality does not make it unsafe, although color or flavor may fade.  Dairy products with higher fat contents do not store as well.

Fresh vegetables, fruits and bread are often obtained because they are almost past their peak.  We recommend that fruits and vegetables be used, cooked or frozen immediately.  Waiting a day or two may cause spoilage and waste.  In the event that you have properly stored and handled your food but still encounter spoiled food, please contact our agency coordinator at once.  The agency coordinator is the only person who can track, handle and rectify this type of situation with the Food Bank.

Thank you, we enjoy being able to serve you.  We need your help and compliance to provide the best service possible to you.  If you have any questions concerning THIS FOOD PANTRY, please don’t hesitate to contact the agency coordinator.

GUIDELINES FOR DONATING NON-FOOD ITEMS.
CLOTHING: 

· ONLY!  New or lightly used clothing accepted!!

· No stains, rips, or odors
· All clothing MUST be clean, either machine-washed or dry cleaned    

· All clothing must be folded or on hangers, NOT bagged

TOYS: 

· All used toys must be clean and sanitized with no broken or missing 

     parts

· Only NEW stuffed animals or toys will be accepted

INFANT ITEMS: 

· Formula & Baby  food must not be expired

· All used items must be clean and sanitized with no broken or missing 

     parts

· Diapers, wipes, rash cream, clothing items are always needed

FOOD PANTRY SIGN IN DESK/TIME SCHEDULING PROCEDURES

The door keeper will announce what number we are currently serving and that client will come up to the check in desk. 

Highlight the back up list to denote those clients who have signed in.

ALL clients must: 

1. Sign for their food

2. Provide needed information as directed by this weeks printouts. 

3. Update any family information (# in household, address, phone, email).
VOLUNTEER GUIDELINES

All prospective volunteers must complete a volunteer application, sign our Volunteer Code of Conduct,  and be approved by the PANTRY COORDINATOR prior to actually volunteering.

ARRIVAL TIMES: 
All volunteers must notify PANTRY COORDINATOR 24 hours prior, if they are unable to work a particular day.

· Set Up – 8:00 AM– 8:30 AM

· Distribution – 10 AM

· Tear Down/ Clean up – 1:00-2:00 PM

DEPARTURE TIMES:  As agreed upon

GENERAL GUIDELINES:
· Please do not desert your work station without a replacement

· Allow clients to take the food that is allotted for their family size

· Do not give clients more food than is allotted for their family size 
· Notify designated person if you run out of a particular item for restocking

· Only place limited amounts of food products on the tables at a time

· If there is a special dietary need, let the PANTRY COORDINATOR know



FOOD BANK OF WNY CONTACT NUMBERS





						Switchboard:		716.852.1305


Auto Fax Line:


716.852.1307 (Call				Fax Number:	 	716.852.7858  


this number from the phone


on your fax machine, follow			Order Number:	716.852.3003


the directions and have the			(Order between 8:30 AM-3:00 PM)


list faxed directly to you			


when you want it)				Toll Free County Order Line:


Pick up Orders:							800.464.3663


8 AM-3 PM					
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