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A letter from Al Brislain, Executive Director of the Harry Chapin Food Bank…
Welcome to the Harry Chapin Food Bank network. We are pleased to have your agency join us in working to alleviate hunger in Southwest Florida. 
The Mission of the Harry Chapin Food Bank is “to overcome hunger in our communities through education and by working in a cooperative effort with affiliated agencies in the procurement and distribution of food, equitably and without discrimination.”                                                                 

- We are committed to excellence in services, products and operation;                                    - We treat all people with respect, dignity and courtesy;                                                – We use our resources wisely; and,                                                                                 - We are honest and fair in our dealings with others.  

Put simply, the Harry Chapin Food Bank exists to help Partner Agencies provide food to the needy, ill and infants. We strive to meet our mission every day while adhering to our values.

HCFB is a non-profit organization and is a member of the Feeding America Network of over 200 food banks nationwide. HCFB has been operating since the early 1980’s. We now have more than 170 Partner Agencies and distribute nearly 12 million pounds of food to you.  You, our Partner Agencies, in turn feed hungry people and for that we are very grateful. 

Our food comes to us through Feeding America, local food donors, local food drives and from the Unites States Department of Agriculture. Without these critical food sources, we would not be able to serve you or the other fine organizations that depend on us.

Our Partner Agencies include churches, after school programs, senior citizen centers, soup kitchens, residential programs and the like. These agencies are spread over a five county area, including Lee, Collier, Charlotte, Glades and Hendry.

With this great network we collectively can combat and end hunger in Southwest Florida. As you participate in our programs, remember our motto, taken from the late Harry Chapin: “to know is to care, to care is to act, and to act is to make a difference.” Every day I am reminded that the agencies we serve care, act, AND make a real difference in the lives of our neighbors in need. Thank you for partnering with us and for letting us support your efforts.
Sincerely,

Al Brislain
PURPOSE of this MANUAL

An important aspect of achieving our mutual goal to feed the needy, ill and infants is to do so as efficiently and effectively as possible. The working relationship between HCFB and Partner Agencies is defined in several documents which we have compiled in this Partner Agency Manual. We hope that allowing you to quickly access and reference this essential information will lead to increased productivity at both the Food Bank and our Partner Agencies.
As changes are made to operating procedures and practices we will send you updates to include in your copy of the Manual. Additional copies of the manual may be printed from our website under the Partner Agencies tab.
HCFB CONTACTS
Office Address, Phone and Website
Harry Chapin Food Bank

3760 Fowler Street
Fort Myers, FL  33901

(239) 334-7007

www.harrychapinfoodbank.org
Normal operating hours are 8:00am to 4:30pm, Monday through Friday.
Primary day-to-day contacts for Partner Agencies:
Agency Services Specialist - scheduling pick ups
Melissa Hughery (239) 334-7007 x 139

Agency Services Coordinator - Orders

Barbara Beal (239) 334-7007 x 121
Agency Relations Manager 
Suzanne Foster (239) 334-7007 x 129  or (239) 281-1590 Cell   
Other members of the Management team can be reached through the general office number (239) 334-7007 and entering extension number:

Executive Director
Al Brislain x 125
Associate Director & Disaster Coordinator



Joyce Jacobs x 130
Operations Manager

Neal McAlister x 123
Volunteer Manager
Bedzaida Bryen x 141
GENERAL OPERATING RULES, PROCEDURES and FORMS

Membership Rules 
When you became a member of HCFB you agreed to the following policies: 

1.  Your organization’s feeding program provides food to serve the needy, ill, and/or infants.

2.  Your organization:

a. qualifies as a tax exempt organization under IRS 501(c)(3) (but not a private foundation) and will provide to HCFB an IRS letter of determination so stating; or,

 b. is a church which meets the requirements of IRS 501(c)(3) and being a church is considered tax exempt and not required to provide a “501(c)(3) letter” from the IRS; or,

c. is an organization affiliated with a specific church, which meets the requirements for a church under IRS 501(c)(3), and, the church has obtained a “group ruling” from the IRS; and, will provide a copy of the group ruling to HCFB.

3.   Your organization warrants that the following release and indemnity will apply to all foods and other items which are received from or through THE HARRY CHAPIN FOOD BANK OF SW FLORIDA, INC., and this agreement shall apply during any and all periods in which the Organization receives such food: 

The Organization warrants that the food will be duly inspected by the authorized representative upon pick-up or delivery and also at time of distribution to ascertain that it is fit for human consumption. It is further agreed by and between Food Bank and Organization that: 

For good and valuable consideration, the receipt of which Organization hereby acknowledges, and agrees that:

· The food is accepted “as is”.

· The Food Bank and the original donor expressly disclaim any implied warranties of fitness of the product and the Organization agrees to this disclaimer.

· There have been no express warranties in relation to the food.

· Organization releases Food Bank, its directors, officers, employees, and volunteers and the original donor from any and all claims and liability resulting from the receipt of the food, the condition of the food, and the process of obtaining the food.  Organization further agrees to indemnify, defend and hold Food Bank, its directors, officers, employees, and volunteers and the original donor free and harmless from and against any and all liabilities, damages, losses, claims, causes of action, lawsuits or any obligation whatsoever and all costs and expenses including attorney’s fees arising out of or attributed to any action of Organization in connection with storage and/or use of, including distribution of, the food.
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a.   The Food Bank prohibits Partner organizations from discriminating on the basis of                                     race, sex, age, color, national origin, disability, sexual orientation, or religion in all its programs and activities.  

   
b.   Your organization understands the above statement and agrees that it will not discriminate against anyone for any reason.  

   
c.   Your organization will maintain a non-discrimination policy and related set of operating procedures; and, if any of the organization’s clients feel they have been discriminated against they will be provided with appropriate forms and contacts, and if needed will be assisted in completing forms in accordance with our procedures.

5.  Your organization assumes full responsibility and accountability for food, including but not limited to: 

· Having a clean, dry, safe place to store food. (Food must be kept six inches off the floor) 

· Maintaining thermometers and monitoring appropriate temperatures in all food storage areas.  (not higher than: 41° F - refrigerators, 0°F - freezers and 50-70°F for special dry goods like beans and rice and no higher than 80°F – regular dry goods)

6.  Your organization agrees not to sell, exchange, barter, transfer or charge a fee of any kind specifically for food or other items received from the Food Bank or use food items in any fashion other than to provide them to the needy, ill, or infants at no charge. 

7.  Your organization agrees not to exchange food for attending church or services, not to proselytize and not to only distribute food immediately prior to or immediately after church services.
8.  Your organization agrees not to give food or other products received from the Food Bank to staff or volunteers for personal use and not serve food for general organizational use or fundraising events.

9.  Your organization understands that food cannot leave the county to which it is allocated without prior written permission from the Food Bank.

10.  Your organization must keep records for two years (on-site for one year of the food received from the Food Bank (invoices); and also, records of the number of needy, ill and/or infants served.

·  Food Pantries must collect statistics of the total number of individuals served, total  number of households served, plus the age group each is in: children (birth thru 17), adults (18 thru 64), and seniors (65 and older) as well as have recipient sign for the  food received.  

· Agencies serving food in the form of a meal or snack to individuals must provide statistics on the number of meals/snacks served monthly.

11.  Your organization will maintain the capability to utilize the Food Bank’s computerized food ordering system and monthly reporting process. 

12.  If your organization is an Emergency Food Pantry, clearly display hours of operation.

13.  Your organization must pay the Food Bank within 30 days of billing the shared-maintenance fees and/or other fees using a company check along with returning a copy of the invoice received.

14.  Your organization must inform the Food Bank in writing of any changes of name, address, telephone number, type of service, stated purpose or contact person within thirty (30) days of change. 

15.  Your organization may not share food with other agencies unless specifically authorized in writing, in advance by the Food Bank.

16.  Your organization may not dispose of any product without prior written permission from the Food Bank, except for the normal processing of inedible products.

17.  Your organization must permit periodic on-site inspections by the Food Bank’s representatives. 

18. Your organization must adhere to Food Bank established pick-up schedules and procedures, including having adequate help available to load food if picking up from the warehouse or to unload food from Food Bank trucks upon delivery (at least two able-bodied people). 

19.  Your organization must abide by all applicable federal, state and local laws, rules and regulations as they may exist from time to time. 

20.  Any false statements in connection with application for Food Bank participation, or violations of any clause in this agreement, may subject the organization to SUSPENSION        OR EXPULSION.    

SUSPENSION POLICY
Partner Agency Suspension and Inactivation Policy & Procedure

HCFB is a Member of Feeding America’s Network of over 200 food banks nationwide. Feeding America provides valuable assistance to local food banks through food donations and other business related services. In addition we receive food through local support and from the United States Department of Agriculture (USDA). 

There are rules and regulations we must follow to obtain the food through Feeding America and from local donors. Also, there are additional requirements to participate in the USDA program. In turn we must impose these rules and regulations on our partner agencies.  HCFB will enforce these requirements in a fair but firm manner. 
To ensure compliance with our requirements each Partner Agency will be monitored. 

At times there may be violations of our Membership or USDA Agreements by an Agency that merely call for some minor corrective action. However, there may also be more serious infractions that call for suspension of a Partner Agency. The following provides guidance.

A Partner Agency may be immediately suspended for any of the following:

· Loss of an IRS 503(c)(3) exemption letter or church exemption under the rules of IRS 501(c)(3) 

· selling, exchanging, bartering, transferring or charging a fee of any kind specifically for food or other items received from the Food Bank

· giving food or other products received from the Food Bank to any unauthorized people including staff for their personal use, serving food for general organizational use, fundraising events, or sending food out of the country 
· unlawful discrimination
· endangering food
As noted, any of the five infractions above may result in immediate suspension. In addition, not operating in conformance with other requirements of the Partner Membership or USDA agreement may also result in suspension. 
Suspension is determined jointly by the Agency Relations Manager and the Operations Manager after consultation with the Food Bank Executive Director. 

Upon being suspended, the Agency is immediately notified. It loses rights and privileges of a Partner Agency until the cause for suspension has been remedied. 

Inactivation:  A Partner Agency is In-activated for either of the following:

· If the agency was suspended as defined above, failure to take corrective action to eliminate Suspension status within 90 days of being notified of the Suspension.

· Although not suspended, not obtaining food/other commodities from HCFB for a period of six months, unless the Agency has a specific agreement with HCFB. (For example, a program feeding children only during the summer when school is generally not in session.)

Once inactivated, not only do all privileges cease but also the organization must fully re-apply to become a Partner Agency.

Appeal Rights:  The Partner Agency has the right to appeal the Suspension decision to the Executive Director of HCFB by delivering such appeal in writing within 30 days of receipt of notice of suspension.   

Shared Maintenance Fee

Harry Chapin Food Bank charges a shared maintenance fee for some of the food received from the food bank to cover the costs of transporting, and distributing food.  The fee is eighteen cents per pound.  

Invoice, Billing and Payment Procedure

Your agency will be billed for the number of pounds of food received in your order that have a shared maintenance fee multiplied by eighteen cents per pound and will be billed at the end of each month. Items that are subject to the shared maintenance fee will be marked as such on the online order form.
Payment is due within 30 days. 

Payment of fees must be made by company check or money order, we do not accept cash.  We include a duplicate invoice in your statement and ask that you include it with your payment. Also, be sure to put the invoice number on your check so it gets credited to the correct account.  

We ask that you pay us promptly, before the 30 day period has expired if at all possible. The food bank needs this revenue to be able to continue to serve you
GOOD SAMARITAN FOOD DONATION ACT
In 1996, the Bill Emerson Good Samaritan Food Donation Act was signed into federal law. This Act was created to encourage donation of food and grocery products to non-profit organizations for distribution to needy individuals. 

The Act protects individuals from civil and criminal liability should the product donated in good faith later cause harm to the recipient. It establishes a definition of "gross negligence" or intentional misconduct for persons who donate grocery products. According to this law, gross negligence is defined as "voluntary and conscious conduct by a person with knowledge (at the time of conduct) that the conduct is likely to be harmful to the health or well-being of another person."

While this law protects donors, food banks and agencies, we still share a responsibility of doing our best to ensure safe food distribution. Partner Agencies should be vigilant in storing and disseminating food to its clients. To help meet your responsibility, be certain that:

· Food is kept at the proper temperature.

· Food does not appear to be unwholesome or not fit for consumption because of age, freshness, contamination, or insect infestation.

· Containers have not been opened or appear to have been tampered with. 

· Canned goods are not leaking, swollen, badly dented, or no longer airtight.

· You read the section in the Partner Agency Manual on Food Handling and Safety and access the referenced websites.

Common sense is a valuable criterion here, “if you think you may not eat this food yourself you should not serve it to your clients.” 

Food Ordering and Pickup/Delivery Procedure and Schedule

1. Our facility is open from 8:00 AM – 4:30 PM Monday through Friday.  The office is closed from 12:00 Noon – 1:00 PM for lunch.  We are located at 3760 Fowler Street, Ft. Myers, FL 33901, phone 239-334-7007 or fax 239-337-1399.

Appointment times will be scheduled Monday through Friday   9:00 – 11:00 AM and 1:00 – 2:00 PM.   No appointments set after 2:00 due to restocking.

2. To place an order:

a. Before you place an order for pick up please call 334-7007 extension 139  to schedule an appointment time so we can have your order ready.

b. Ordering is done on-line. To order type in www.harrychapinfoodbank.org and click on Agency Order Button (lower right side) to place your order.  VERY IMPORTANT….on-line orders will get a confirmation email from Barbara Beal in our office. If you do not receive a confirmation email within 24 hours it means your order was not received, so please call her at 239-334-7007 x 121..

c. Orders must be received in our office no later than twelve o’clock noon at least 3 days before but not more than 5 days (prior to)  pick up date or delivery date.  
3.      To pickup an order: 
a. Appointments are made 30 minutes apart and you are allowed 15 minutes to shop.  Please be on time so we may better serve you and in consideration of the others waiting behind you.
b. Agencies are responsible for checking orders before leaving premises.  No changes will be permitted once you leave the food bank.  
c. Due to insurance regulation our staff is not permitted to assist in loading orders into your vehicle; please bring adequate help with you (at least two people needed) when picking up food.  It is also required that you provide adequate help (2 people min.) to unload food orders when delivered to your organization; our staff is not permitted to assist.
d. Please stay clear of the dock and all equipment.  All warehouse areas other than the shopping area are off limits.
e. IMPORTANT:  SO CHILDREN WILL NOT GET HURT THEY MUST STAY IN THE RECEPTION AREA WHILE MEMBERS SHOP.  CHILDREN ARE NEVER ALLOWED IN THE WAREHOUSE, DOCKS OR WAREHOUSE AREAS.  

4. The Agency Relations Manager is available to assist you anytime Monday through Friday from 8:00 a.m. to 4:30 p.m. and can be reached on cell phone (239) 281-1590.

Product Categorization List

DESCRIPTION–CASE WEIGHT





(7/26/10)

BEVERAGES, LIQUID/DRY - 40

Liquid beverages, including water, carbonated water, soda and nutritional drinks.

            Dry beverages including, coffee, tea, kool-aid, and all powdered drinks.

CANS- 40

Must be in a can and may include any vegetable, pork and beans, canned beans, refried beans, baked beans, chili beans, yams, canned pasta sauce, canned spaghetti sauce, tomato products, canned broth, canned cranberry sauce, canned pumpkin, canned pie mixes, evaporated milk, condensed milk, and all cans not in other categories.

CEREAL-10


Cereal hot or cold, oatmeal, grits, and breakfast & cereal bars.

FRUIT, JELLY- 40


Canned fruits and jelly.

MEALS- 40

Liquid soups, canned macaroni and cheese, canned pasta, chili, chili with beans, and anything that could be eaten as a meal that does not fit another category.

MEALS, DRY-30


Dry soups, dry macaroni and cheese mix, Rice-a-Roni, Pasta-Roni, stuffing, food            

            helpers like Hamburger Helper, dry beans, dry peas, and rice (bags or boxes) 

MISC.- 40

Liquid products, gravy, syrup, spaghetti sauce and condiments. (all in glass or    plastic). 

MISC. DRY- 30


Dry product, cake mix, Jello, condiments, salt, pepper, flour, sugar, etc.

PASTA, DRY- 30

Dry pasta only, no mixes such as Rice-a-Roni and Pasta Roni or rice with anything, they go in meals dry.

PROTEIN- 40

Canned or packaged meats or fish, hash, stew, summer sausage, pepperoni, peanut butter.
SNACKS- 20

Snacks, nuts, crackers, cookies, fruit cups, chips, and anything that looks like a snack.

Food Handling and Safety
As you know, food safety is paramount in your program to feed the needy. When you received food from HCFB you inspected it. Your responsibility of course cannot end there. It is imperative for you to follow appropriate food handling processes to ensure you are distributing wholesome food to your clients. Reducing the growth and spread of bacteria is the key in preventing food related illnesses.  

There are several sources for you to gain insight into proper food handling processes. You should access these websites and follow their guidelines as definitive sources. 

Food Safety and Inspection Service

www.fsis.usda.gov
Government Food Safety Information

www.foodsafety.gov
Food and Drug Administration

www.cfsan.fda.gov
While the above websites are more comprehensive than the following and should be considered as the definitive sources, several important points to keep in mind are highlighted here:
1. Always wash your hands before, during and after handling food.  Bacteria can easily be spread with dirty hands.  This means wash after using the restroom, touching mouth, face, hair, sneezing and cuts.

2. If processing food, your location should be equipped with a hand washing station (soap pump and paper towel dispenser).

3. Use disposable gloves when appropriate.  Change gloves when they get soiled or contaminated.  Cover all cuts and use gloves.

4. If you are sick, do not work with food.

5. No smoking, eating, or drinking in bagging area.

6. Examine the food:

a. Watch out for infestation, damaged or spoiling.

b. Watch out for odd appearances, smells or discoloration.

c. Do not handle or save moldy food.

d. Watch out for severely dented, bulging or leaking cans.

e. Watch out for ripped or broken packages.

f. Rotate inventory on a “first in, first out” basis.  Use the oldest foods first.

g. Always date and label all containers and packages.

7. Keep all foods off the floor (6”).  This also includes bags.

8. Clean spills immediately to prevent falls.

9. Work only on clean surfaces with clean tools and clean hands.

10. Store all poisonous materials, including pesticides, soaps, and detergents away from food supplies.

11. Keep raw perishable foods separate from all other foods to avoid cross       contamination.  Place in plastic bags.

12. Always monitor temperatures of refrigerator and freezer.  The refrigerator should run at 40(F or below and freezer should run at 0(F or below.

13. The refrigerator and freezer should always have clean coils and vents for proper air circulation and conservation of energy.

14. Remind clients to quickly get the food home and store properly.  Do not keep raw perishable foods out at room temperature more than 2 hours.

15. Treat the food as if it was yours.  

Food that has been contaminated should be thrown away.

When in doubt, throw it out!!!

LABEL DATES

Many products have a date on the label. Again, the websites listed above are the definitive sources for food safety. The following provides some guidance but should not be considered a substitute for the information on those websites. Also, the common sense rule of  When in doubt, throw it out always applies.
Expiration or “Use By” date: Last day the product should be eaten or used for assured quality. Phrase most often used: ”Do not use after (date), “ Includes baby formula and baby foods.

Freshness or  “Sell By” date: Last recommended date of sale that allows ample home storage time. Phrase most often used: “Sell by (date). “ Includes milk, yogurt, and eggs.

“Best if Used By” date: Date after which a product is not likely to be at peak quality or flavor. Includes prepared packaged foods, Rice/Soy Dream, and most dry goods.

Interpreting Dates

	Product
	Throw Out After 

	Milk*                                                                                    
	4 – 7 days past stamped date

	Yogurt*                                                                                
	7 – 10 days passed stamped date

	Soft Cheeses * (cottage, cream, ricotta)                          
	1 week past stamped date     

	Hard Cheeses* (such as cheddar)                                      


	3 – 4 weeks past stamped date  

	Luncheon meat*                                                                  


	4 – days unopened, 3 – 5 days if opened

	Powered milk*                                                                    
	6 months past date if refrigerated

	Eggs*                                                                                  
	3 – 5 weeks past stamped date

	Dry cereal                                                                            
	6 – 12 months unopened

	Food in jars                                                                         
	12 months past stamped date

	Canned foods

Acidic; (e.g., tomato products )    

Non-acidic; (vegetables, soups)                                   
	12 months

2 – 5 years

	Bread products                                                             
	7 days after date if refrigerated or at first at first sign of mold.                                                                                          

	Rice/pasta (dry)                                                                   
	1 year after receiving


*All refrigerated products must be kept at or below 41º F at all times, including during transportation!
SAMPLE NON-DISCRIMINATION POLICY and PROCEDURE

Harry Chapin Food Bank mandates that you cannot discriminate against anyone you serve on the basis of their race, sex, age, color, national origin, or disability, sexual orientation, or religion.

In addition to the requirement that you have a non-discrimination policy, you must also maintain procedures for handling a discrimination complaint.

Your organization may already have developed its own policies and procedures but if you have not, HCFB has developed a standard policy and procedure that you may adopt as your own.

You must inform your staff and volunteers of this policy and procedure and train them in its content.

The next pages contain the policy, procedure and complaint form you may adopt, feel free to insert your company name, company logo or print it on your letterhead.

(Your Organization Name Here)
Non-discrimination Policy and Procedures
The following document contains five sections:

· Partner Agency Non-discrimination Policy

· How we communicate our policy 

· Individual rights

· How we process non-discrimination complaints

· What corrective action we take

Non-discrimination Policy

As a partner agency of the Harry Chapin Food Bank we adhere to several contract requirements.  A key component of these requirements is our non-discrimination policy:

“In accordance with Federal law and our contract with the Harry Chapin Food Bank, we will not discriminate on the basis of race, sex, age, color, national origin, disability, sexual orientation or religion.”

Communicating our Policy 

We ensure our clients, employees, volunteers and Recipient Agency (HCFB) are aware of our non-discrimination policy through several means:

· We agree in writing with the Harry Chapin Food Bank not to discriminate.

· All our employees are advised of our non-discrimination policy and its importance when hired and periodically reminded through normal employer/employee communication. In addition, if our organization has written employee policies it contains our non-discrimination policy.

· Volunteers are advised of our policy.

· Any flyers we develop for the public includes our non-discrimination policy.

· Any web site we have has our non-discrimination policy on the Home page. 

Individual Rights

Our policy creates certain rights for any individual who believes he/she has been discriminated against. An individual can file a complaint to several state and federal organizations, as well as with the Harry Chapin Food Bank. A complaint may also be made to any of our employees, verbally or in writing. 

Processing Non-discrimination Complaints

HCFB Member Discrimination Complaint Resolution Process

1. Complaint is received by us (the HCFB partner agency) either verbally or in writing.

2. If verbal we will work with the individual to complete our complaint form, to gather appropriate data, to establish a clear understanding of the allegation and to advise him/her of the next steps in the review process.

3. If the individual has already completed our form we will review the data for completeness and clarity.

4. The completed form will be promptly forwarded to the Partner’s Director who will review the form and promptly forward it to the Harry Chapin Food Bank Agency Relations Manager who, as appropriate, will engage the HCFB’s Executive Director.

5. The Agency Relations Manager or Executive Director of HCFB will assign an individual to review the complaint, who will, as appropriate for the situation independently gather data about the specific situation.  

6. Based on analysis of the information a determination will be made by HCFB as to whether discrimination, as defined by Federal law, has occurred. 

7. An appropriate specific solution will be defined for the complaint at hand and corrective action steps will be devised to help preclude repetition by the partner agency.

8. HCFB will notify the individual of the outcome within a reasonable timeframe.

9. HCFB will notify the partner agency of the outcome and any needed corrective action they must take.

10. The partner agency will take corrective action as defined.

What Corrective Action We the Partner Take 

One of our primary objectives in having a clear resolution to a discrimination complaint is to gain a thorough understanding of not only what occurred but also why. Based on the findings of the HCFB we will undertake appropriate corrective action to help minimize the likelihood or recurrence of discrimination. 

While the specific actions cannot be defined before discrimination occurs, corrective actions include activities such as re-training of staff and one-on-one discussions/counseling with particular staff about the importance of not discriminating and ensuring a clear understanding of what discrimination is. 

(Your Organization Name Here)

CIVIL RIGHTS COMPLAINT FORM

Any person alleging discrimination based on race, sex, age, color, national origin, or

disability, has a right to file a complaint within 180 days of the alleged discriminatory action.

1.  Person filing complaint:

     Name: _____________________________________________________________

     Address:____________________________________________________________

     City: _____________________________State:___________________Zip:_______

     Telephone Numbers: 

     Home (____)______________________Work (____)__​​​​_______________________

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

Name:______________________________________________________________

Address:____________________________________________________________

City:_____________________________State:____________________Zip:_______

Telephone Numbers: 

Home: (____)_________________Work:(____)_____________________________

3.   Agency (and department if known) of program that discriminated:

Agency Name:_______________________________________________________

Address:____________________________________________________________

City:____________________________State:____________________Zip:________

Individual’s name, if known: __________________________________________________________________

4.   Discrimination based on:   Race__ Sex__  Age__  Color__  National Origin__  Disability__ 

5.  Nature of complaint.  Please explain as clearly as possible what happened, why you believe it happened, and how you were discriminated against.  (Use back of form if more space is needed.)

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.   Dates when discrimination took place: __________________________________________________________________________________________________________________________________________________

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

Name:______________________________________________________________

Address____________________________________________________________

City:_____________________________State____________________Zip:_______

Telephone Numbers:  

Home:(____)______________________Work:(____)________________________

Name:______________________________________________________________

Address____________________________________________________________

City:_____________________________State____________________Zip:_______

Telephone Numbers:  

      Home:(____)______________________Work:(____)________________________

“In accordance with Federal law and our contract with the Harry Chapin Food Bank, we will not discriminate on the basis of race, sex, age, color, national origin, disability, sexual orientation or religion.”

	For Office Use Only:                            Date Complaint Received:__________________

Notes:  _______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________




AGENCY MONITORING
As part of the membership agreement, you agreed to conform to the rules and regulations of HCFB and/or USDA (as appropriate). To help ensure conformance, the Agency Relations Manual of Feeding America requires that each partner agency of a Food Bank be monitored and visited periodically.  In its own judgment, HCFB will establish the frequency of visits and provide adequate notice to member. 

Monitoring, including site visits is an important part of our business. This process gives us the opportunity to strengthen communication and develop relationships, provide technical assistance and assess conformance to the rules and regulations.
To ensure a uniform approach to this aspect of our operation a monitoring checklist has been created. 

The HCFB representative will: 

· Schedule a site visit

· ask the representative to give an overview of their program 
· discuss findings from prior year reviews and assess corrective actions
· inspect  the areas where food is stored 

· review the Agency’s record keeping system (receiving, inventory and distribution) 

· complete a Monitoring checklist

· discuss any findings and provide a written statement of corrective action needed with a date for completion. 

After the site visit is complete the HCFB representative will follow up on your progress in taking corrective action.
As noted above, we use a Monitoring Checklist. While changes to our monitoring questions will occur based on particular agencies and the results of prior visits, the typical questions we ask are included on the next pages.

HCFB Agency Annual Site Visit Preparation

Here is a quick checklist to help you prepare for your annual site review by the Harry Chapin Food Bank of SW FL, Inc. The objective of our review is to ensure a clean, safe hazard free environment for food storage and handling as well as to open lines of communication. 
Documentation needed for Review: 

___
Current HCFB and USDA Agreements on site and available for review

___       All records must be kept for a total of two years. The current year’s records (12 months) must be on site and prior years may be stored off site.  

            
  a. ___Signed invoices for the current year of food received must be on premises 

         
 b.___Pantry programs must have recipient signature logs 

 c.___ Temperature logs must be maintained and be available for review 

 d. ___
Pest control records on file for review or contract from a pest control business

___
Hours of food distribution are clearly and visibly posted outside of facility

___      Agency has non-discrimination policies and procedures available for review

___      Employees and Volunteers are advised of the non-discrimination policy and procedures 

            (keep copies of training records)

___      Copies of recent health department reports (if applicable) must be available for review

___      Copy of current List of Board of Directors

On-site Inspection:

___
Storage area is clean and dry

___
Food items are labeled and stored separately

___ 
Food is stored on shelves or pallets six inches off the floor and 2” away from walls 

___
Cans and packages are in good shape and clearly labeled

___
All food cases are marked with either the pack date, receive date or best used by date. 

___
Food items are rotated and follow the FIFO (First in First out)

___
Area is well-organized and stock is rotated

___
Food storage area is locked or secured

___
Area is free of pests 

___
Walls are free of cracks and holes

___
Trash is removed daily

___
Toxic materials are kept away from food

___
Temperature gauges are in dry good storage area, freezers and refrigerators

Please allow about an hour for the Annual Review.  The review will go very quickly if you have all the documentation available and in one location.  Please feel free to have questions and/or suggestions available.  

You may find it useful for the HCFB person conducting the inspection to complete a quick review of the HCFB Food Bank program to your volunteers on site.  Please let us know if you would like a 10-15 minute training program.
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