ﬁorﬁ Area
Food Bank

lllllllllllllllllllllll

MEMBERSHIP
ORIENTATION




WELCOME TO THE PEORIA AREA
FOOD BANKI!

We hope our partnership in feeding the hungry in our communities will be a productive
and rewarding experience.

This presentation is to help g?e’r that partnership started on the right foot. The
presentation will cover the following:

« Policies relating to use of food bank products
« Ordering procedures

» Picking up food from the food bank

» Scheduling policies

« Delivery policies

«  Membership Fees

« Other policies

* Monitoring Visits

« Mobile Pantry Policies

« Emergency Food Program (USDA)




Policies Related to Use of
Food Bank Products
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« Volunteers who are also clients
may receive food, but not before
pantry hours begin. In the case of
on-site programs, staff may share in
meals only while on duty.

« Food Bank products must not be
sold, traded, or bartered, nor used
for board meetings, fundraisers,
etc. Financial donations may not
be solicited in connection with
receipt of Food Bank products.




Use of Food Bank Products cont'd

« The receiving agency must not transfer Food Bank products to any
other member agency. The Food Bank is required by its donors to
maintain an audit trail on all products. Exceptions can be made
with the approval of the Food Bank Manager and if a paper frail
can be provided with a reason for the transfer.

« All agencies are required to follow food safety and sanitation
procedures as set forth by applicable state or local statute,
ordinance, code or regulation. In addition, emergency feeding
programs must follow the guidelines provided by the lllinois State
Department of Health.

« Agencies should avoid stockpiling to ensure fair distribution of
imited quantities and to ensure product rotation. Some items are
near code date and should be issued within a reasonable time
period. Many fimes quantities are limited. Agencies should order
only what can be used in a reasonable amount of time.




Fusion Bullcler Live 122 Avada (@ Slicder Revolution Houdy, Jeanette Wennmacher I

Ordering Procedures

« An order form is available on our
website at
www.peoriafoodbank.org under

the Agency Resources menu ﬁ “ ﬂ Forms

« Click on *Order” to bring up the USDA
form Distribution
Site Contracts
« Fill out the form and click submit
« A confirmation that your order has ii:;;;jkgm

been successfully submitted will

POP UP. Delivery
Calendar

* You will be notified each Thursday
via e-mail that the order form has
been updated.

* You have until 10 am on Monday
to get your order in from each new
form that comes out on Thursdays.



http://www.peoriafoodbank.org/
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When a holiday falls on a Monday
the order form will be updated the
Wednesday before, and orders
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AGENCY RESOURCES

must be placed by noon on the Peora Area
Friday before the Monday holiday. v\@_“.gg_@“k

« Order limits (or maximums) will be

listed b h product.
IsTed by each proauc Place an Order

*  MISCELLANEOUS PRODUCTS CATEGORIES

ARE ALSO LISTED ON THE FORM. YOU MAY Fil out the form below to place an order. Orders must be submitted by 10 am. on Mondays. Any order submitted after 10 am. on Monday
ORDER A MINIMUM OF 50 LBS PER will not be processed. Once the submit button is clicked,a confirmation will pap up on the screen. Tids order form will be updated each

wieek on Thursdays with new items

CATEGORIE.
* MISCELLANEOUS CATEGORIES ARE A MIX Ocder Form
OF DIFFERENT SIZE PACKAGES AND PanryNae
PRODUCTS AND MUST BE ACCEPTED AS IS
UNLESS PRODUCT IS DAMAGED ENOUGH Eteryour o ageney e e

THAT VIOLATES FOOD SAFETY.
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COVID-19 Rules for Picking Up
Food From the Food Bank

DO NOT COME INTO THE OFFICE OR
WAREHOUSE.

CALL 671-3906 TO LET US KNOW YOU ARE
HERE TO PICK UP YOUR ORDER.

IF NO ANSWER AT THE ABOVE NUMBER,
CALL OR TEXT 453-2454.

YOUR ORDER MAY BE MARKED AND
ALREADY OUTSIDE. IF NOT, IT WILL BE
BROUGHT OUT TO YOU AFTER YOU CALL.

PLEASE LOAD YOUR OWN VEHICLE.

NO NEED TO COME IN AND SIGN
ANYTHING

CALL EITHER NUMBER ABOVE IF YOU HAVE
ANY QUESTIONS ABOUT YOUR ORDER.

DO NOT COME INTO THE OFFICE OR
WAREHOUSE.




Scheduling Policies

During COVID-19 Social Distancing
Pick up times are available on
Wednesdays, and Fridays only.
THERE ARE NO MONDAY OR
TUESDAY PICK UPS UNLESS
OTHERWISE STIPULATED BY
MANAGEMENT.

If an appointment to pick up an
order is not scheduled by 10 am on
Monday, the order will be
forfeited.

Appointments must be scheduled
by phone, not e-mail.

Calls to schedule an appointment
for the following week will be taken
from 1 p.m. on Monday through 10
am on the following Monday, or
until the schedule is full.




Delivery Policies

Our delivery schedule is currently full, but
we are presenting the policies for training
purposes and future availability:

When product is being delivered to
the agency, the agency agrees to
verify that the order is correct and
sign an itemized bill of lading before
the food bank driver leaves their
premises.

If product is discovered missing after
the agency has signed an itemized
bill of lading and the food bank driver
has left their premises, no credit will
be awarded the agency.

Agencies must have help to unload
delivery (failure to do so may cancel
your delivery service).

Agencies must have walkways
cleared in winter for delivery (failure
to do so may cancel your delivery
service).

O




Membership Fees

Shared Maintenance Fee: In order
to help offset the cost of soliciting,
collecting, storing, and distributing
donated food each year, the
Food Bank assesses member
agencies a shared maintenance
fee of 19¢ a pound (or less) on
products in lieu of a membership
fee.

During COVID-19 Social Distancing
Agencies will mailed a monthly
statement and may request
itemized invoices as needed.

To save on postage cost, the food
bank does not mail invoices with
the exception of deliveries.




Other Policies

« Food Bank invoices must be kept
on file for at least two years. Food
Bank staff may ask to see these
invoices during visits. *This policy is
suspended during COVID-19 Social

Distancing. Peor a Area
« Agencies are required to notify the

Peoria Area Food Bank in writing of

changes in days and hours of

ice, rel ti f
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closing of an agency.

« The Food Bank must also be
notiflied immediately when a
primary contact person for the
agency changes.




During COVID-19 Social Distancing
Monitoring Visits are Suspended

As a Partner Distribution Organization (PDO) of Eastern lllinois Food
Bank (a Feeding America member) policy states that all participating
agencies must have an on-site evaluation by the Peoria Area Food
Bank staff prior to approval and at least once every two years
subsequently. The Peoria Area Food Bank reserves the right to visit a
program site at any time, with or without prior notification.




Monitoring Visit — Storage
Facilities

During a monitoring visit, the food
bank monitor will look at the following:

Can the storage area be locked
and/or secured in a designated
space?¢

Is the storage area clean and dry?

Is food stored at least 6 inches off
the floor and away from the walls?

Are toxic items, including cleaning
supplies, stored 4 to 6 feet from
food items?e

Is there any sign of rodent or insect
infestatione

s refrigeration/freezer unit clean?
s it in good working order?

Are thermometers present in
refrigerator/freezer units?




Monitoring Visit —
Recordkeeping/Other

* Invoices from the Food Bank must be
kept on file for at least two years.

+ Emergency feeding programs such as
food pantries, soup kitchens, and
shelters, must maintain the following
records and must report these figures
to the food bank monthly:

Number of households/individuals
served (pantry)

Number of meals served (soup
kitchen/homeless shelter)

* Agency’s use of the Food Bank may
be discussed.

+ Agency’s adherence to Food Bank
Policies and Procedures may be
discussed.

* The Food Bank will also solicit
feedback from your agency on how
to improve its services.




Mobile Pantry

Typically Mobile pantries are for rural areas only (population of less
than 2500 and no other pantry within 20 miles). However, the food
bank will occasionally do a pop-up mobile pantry in urban areas as
well. The hosting organization (if not already a member) must
complete a Peoria Area Food Bank membership application and
follow all policies and procedures of the Peoria Area Food Bank, as
well as rules and policies stated in the following section.



Mobile Pantry Policies

« The Peoria Area Food Bank
provides the truck driver, the
vehicle, and the product for your
mobile pantry distributions.

» The hosting organization must
provide a designated parking lot
or site that is large enough for our
trucks to drive in and turn around
so that they do not back into a
street.

« The hosting organization must
provide parking supervision; cars
are not to block the parking lot
enfrance or exit.

» Pedestrians should wait in line out
of traffic areas (assigning numbers
isrecommended).




Mobile Pantry Policies cont’'d

 The parking lot needs to be plowed and salted in the winter for the safety of the
families.

« Children should remain with their parents, and be supervised at all times. Playing
on or around a mobile pantry truck is not allowed. Unsupervised children may
not be used as volunteers to staff the truck or to register clients. Children at least
12 years old or older may assist with bagging food with the supervision of an
adult. (12/17/14)

« Clients must sign in on the Peoria Area Food Bank signature sheet form. They
must do this every time they visit the mobile pantry. All original signature sheets
must be turned into the Peoria Area Food Bank at the end of every month.

« Our driver is responsible for the vehicle and may not be used to give out food in
place of a volunteer. The driver may assist you in unloading the product from
the truck only. Provide an adequate number of adult volunteers to distribute the
food (8-12 volunteers are needed).




Mobile Pantry Policies cont’'d

Drivers may not intercede in arguments. A mobile site coordinator should be
designated and responsible for settling issues prior to and during the distribution.
The mobile site coordinator should be present and aware of our policies and
procedures. A phone at the site must be available for use, a cell phone would
be ideal.

Distribution records must be completed and originals mailed to the Peoria Area
Food Bank at the end of every month.

No food may be placed on the ground, including boxes of produce. Tables or
crates may be used to elevate the food. Unload enough products to start your
distribution. Use the truck to hold the additional product until needed.

Frozen items must be kept covered with a thermal blanket or kept in a cooler
during distribution.

Do not share food with other agencies. Any food left at the end of the
distribution may be returned on the truck, or if you have an approved site, may
be stored in your pantry.



 Emergency Food Program
(USDA)

This is an additional, optional program offered through the Peoria Area Food
Bank. The application procedure follows in the next section. *Not all of these
procedures are effective during COVID-19 Social Distancing. For Example,
annual training is to be done online and monitoring visits are suspended.




EFP Application
Procedures

« An agency must be an approved
member of the Peoria Area Food
Bank since January 1 of the current
year, has purchased product from
the food bank at least once, and
meet the necessary criteria of the
program.

* Any agency interested in signing
up must attend the annual training
in June. Interested agencies must
provide the food bank with the
number of individuals served in
January, February, and March by
April 10 in order to receive an
invitation to the June fraining. A
site visit will be conducted in May
prior to the June training.




EFP Application
Procedures cont’'d

An agency must be open at least
2 hours every week or request a
Rural Exemption from Peoria Area
Food Bank. To qualify for a Rural
Exemption your pantry must be
located in a fown with a
population of less than 2500. The
Peoria Area Food Bank will then
send an exemption application to
the state.

Once the agency has completed
the training session in June and
have signed the EFP contract they
will begin receiving commodity
products in July.




EFP Application
Procedures cont’'d
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