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Dear Agency Partners,

Feeding America San Diego strives to provide you with quality food and grocery items to
support your efforts to serve those in need. We are committed to minimizing handling fees,
increasing the size and nutritional value of our inventory, developing innovative ordering
procedures, offering useful trainings and resources, and using our resources to maximize the
number of people served.

As the 205" Feeding America member food bank, we are held accountable to a strict set of rules
and governing procedures that ensure we distribute food safely and in accordance to State, IRS,
and Federal law. In turn, we expect each of our partner agencies to follow the policies and
procedures outlined in this manual and in your agency agreement.

Please always feel free to contact us with questions and feedback. Your opinions, experiences
and insight are extremely valuable to us as we grow and work to serve you better.

Thank you for your dedication to serving those in need.

Sincerely,

Jennifer Gilmore Liz Landa

Director of Operations Agency Relations Manager
jagilmore@feedingamerica.org elanda@feedingamerica.org
Casey Field Christine Ho

Program Coordinator Agency Relations Coordinator
cfield@feedingamerica.org cho@feedingamerica.org
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FEEDING AMERICA SAN DIEGO

HISTORY

As the newest food bank in the Feeding America Network, our first distribution occurred in the
parking lot of the San Diego Rescue Mission on October 9™, 2007. A few weeks after, San Diego
County was hit with huge fire storms that displaced hundreds of thousands of individuals. Within
the first week of the fire the Feeding America San Diego (FASD) secured and delivered 27
truckloads (515,000 pounds) of emergency food, water and grocery related items. All of the food
and emergency supplies were obtained from outside of San Diego County with help from
Feeding America and other Feeding America affiliate member food banks.

In the aftermath of the wildfires, working with a small group non profit partner agencies,
Feeding America distributed another 1 million pounds of food. In February of 2008, the Feeding
America San Diego moved into a 30,000 square foot warehouse, and on March 2009 FASD
distributed its 10,000,000 pound.

PROGRAMS:

Feeding America San Diego (FASD) has launched three initiatives —Children’s Nutrition
Initiative, Senior Nutrition Initiative and the Healthy Food Initiative. These initiatives are
currently comprised of seven programs: Fresh Produce Program, Farm to Kids, BackPack
Program, Community Food Distribution, Fresh Rescue, The Emergency Food and Shelter
Program (EFSP), Soup for Supper, Agency Capacity Building, Nutrition Education, and the
Purchase Program. In the near future, FASD will launch an advocacy based Food Stamp
Outreach Program. Through our initiatives and programs via our network of partner non-profit
agencies and direct delivery system, we anticipate reaching approximately 222,000 food insecure
people this coming year in San Diego County.

Fresh Produce Program

FASD distributes fresh fruits and vegetables donated by the produce industry, the Feeding
America national office, Arizona Gleaners Association, and the California Association of Food
Bank’s Farm to Family program. This year, FASD will distribute more than 2 million pounds of
fresh produce throughout San Diego County. Through our Fresh Produce Program we obtain,
transport, provide, and often deliver fresh produce to our network of non-profit agencies. We feel
that fresh produce is vital to a healthy community. With obesity, malnutrition, and type-2
diabetes nearing epidemic proportions in America, we have made distributing fresh produce our
number one priority next to our daily mission of providing emergency food to those most in need
in San Diego County.



Farm to Kids Program

In our Farm to Kids Program we deliver fresh produce directly to various schools throughout San
Diego County for after school distributions. Children as they leave school are provided a
selection of fresh produce that they can take home to their families. In this way we assist families
in securing the nutrition they require to lead healthy active life styles.

Backpack-Weekend Wellness Program

The BackPack/Weekend Wellness Program meets the nutritional needs of hungry children over
weekends and school holidays when other food resources are not available. Food insecure
children are provided child friendly, nutritious and easy to prepare food every Friday to help
them meet their nutritional needs through the weekend and over holiday breaks. Typically,
children receive an easy to carry bag filled with nutritious items — including produce — when
leaving school and place the bag into their backpack as they venture home for the weekend or
holiday break. This program, yet in its infancy, will reach nearly 2000 children in San Diego
County this coming school year. Without the BackPack/Weekend Wellness Program too often
these children would have absolutely nothing to eat.

Community Food Distribution Program

FASD delivers food to neighborhoods that have a high incidence of poverty, yet relatively low
levels of emergency food assistance. With the rising cost of food and fuel, coupled with the
declining economy, this program is becoming increasingly important. In the last few months, the
number of neighborhood food distributions has increased over 600 %. In addition to daytime
distributions, FASD tailors their efforts to reach working people by distributing food in the
evenings as well as on weekends.

Fresh Rescue

FASD partner agencies directly pick up surplus nutritious foods such as deli meat, dairy, produce
and other perishable foods that would otherwise go to waste from stores such as Albertson’s and
Sam’s Club. The FASD oversees this project and verifies that partner agencies are trained and
certified in safe food handling and sanitation. Fresh Rescue allows for high quality nutritious
food to reach our partner agencies directly, so that they can more quickly incorporate these
perishable food items into their feeding programs for the hungry.

Soup for Supper

In its pilot phase, Soup for Supper meets the nutritional needs of middle and high school students
during the school year when food is scarce. A school counselor, nurse or administration is
provided with a supply of hearty soups, stews and crackers. When needed a student may drop by
office and discreetly place a couple of cans in their school bag. The pilot will begin November
16 at San Diego High School.



Nutrition Education

Funded in part through the California Association of Food Banks, the Nutrition Education
Program is designed to equip children, families and individuals with the knowledge and skills
needed for making food and life-style choices that contribute to their personal development, diet
and nutritional well-being. This year FASD will distribute more than 50,000 nutrition education
pieces including recipes, kid friendly games, and activities.

Agency Capacity Building

Feeding America San Diego works with a network of 150 nonprofit organizations operating
emergency food programs, shelters and soup kitchens. In addition to providing our partners with
access to more than 13 million pounds of food annually, FASD provides education and funding
opportunities through capacity building grants. These efforts help our network sustain and
expand their services, access resources, and network with other hunger relief organizations. To
date, we have awarded two refrigerated trucks, 15 freezers, and $12,000 in shopping credits.

Purchase Program

Feeding America San Diego purchases approximately 40 different staple food and hygiene items
at below wholesale price and passes the savings on to our partner agencies. The Purchase
Program ensures that our partner agencies can maximize their limited financial resources and
find the products their clients need most.

FEEDING AMERICA’S NETWORK OF FOOD BANKS:

Feeding America is the nation’s largest charitable domestic hunger-relief organization in the
United States, and overall the third largest nonprofit in the United States behind the Red Cross
and the United Way. Through its network of 205 member food banks, Feeding America annually
provides assistance to more than 25 million people in need, including more than nine million
children and nearly three million seniors in all 50 states, the District of Columbia and Puerto
Rico. Each year, Feeding America secures and distributes more than two billion pounds of food
and grocery products to support feeding programs at approximately 50,000 local charitable
agencies, including food pantries, soup kitchens, emergency shelters, after-school programs and
Kids Cafes. Feeding America has received the highest ranking available from GuideStar. To
learn more, please visit www.feedingamerica.org.
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AGENCY AGREEMENT

This Agency Agreement is between Nourish San Diego, a California not for profit corporation and

Feeding America San Diego (FASD) and

(agency). Agency Name

In accordance with the requirements of becoming a partner agency of FASD, the Agency shall comply
with the requirements of the Feeding America San Diego. Specifically, Agency shall:

1.

10.

11.

12.

13.

Have a current ruling Letter of Determination from the IRS 501(c)(3) verifying tax-exempt status.
Be incorporated for the purpose of serving the needy, ill or infants (minor children).

Distribute products obtained from FASD free of charge directly to the needy, ill or infants (minor
children).

Distribute product for the intended purposes of the agency program. Agency cannot provide
FASD product to other Agencies(partners and non partners).

Not sell, transfer, barter or offer for sale the items supplied by FASD in exchange for money,
property or services, or otherwise allow the items to reenter commercial channels.

Absolutely NO money donations or church offerings may be accepted at point of distribution.

Keep records which accurately reflect the total amount of product received and distributed (or
used) and explain the agency’s procedure for determining the final recipient of the product is
needy, ill or an infant (minor child). These records must be kept on site and are subject to periodic
review by representatives of FASD. An agency does not need to keep records of individual
names.

Maintain all licenses and permits required by the State of California, and any other governmental
authority, needed to operate in accordance to the law.

Promptly disclose any business interest or actual or potential conflict of interest that could
compromise public trust or cause the perception of a conflict of interest (e.g., operating a store or
having a family partner who operates a store).

Have adequate refrigeration and storage space to ensure the wholesomeness of the food until used
and/or distributed.

Not distribute products obtained from FASD outside of San Diego County.

Permit on site inspections by FASD representatives at FASD’s discretion.

Must pay shared maintenance fee of 0¢ to 18¢ per pound for food received.



14.

15.

16.

17.

18.

19.

20.

21.

22.

Maintain a file of all food bank receipts for three years.

Never deny access to food or non food items obtained from FASD on the basis of race, creed,
national origin, religious affiliations, gender, sexual preference, age, veteran status or handicap.

Submit quarterly reports of the number of unduplicated individuals served during the last three
months.

Pay all account balances within 30 days of statement date with agency check. No cash, credit
cards, money orders, personal checks are accepted.

All account balances not paid with in 60 days shall be automatically placed on hold, until the
account is paid in full.

Notify FASD of all pertinent information concerning the agency’s food distribution program.
This includes hours of distribution to clients, individuals authorized to pick up food, and changes
in key staff/volunteer personnel.

Adhere to established pick up schedule and warehouse policies and procedures.

Send agency representatives to FASD orientation.

Either Party can terminate this agreement immediately with or with out cause upon notification to
the other party.

Failure to maintain terms of this agreement may result in partnership status being placed on hold
or in some cases terminated. If at anytime an agency feels they have been wrongly terminated,
the chief executive/pastor/president may file a grievance as outlined in the Agency Handbook.



Foob ACCESS PROCEDURES

LOCATION, HOURS OF OPERATION, AND FOOD PICK-UP TIMES

The Feeding America San Diego is located at 9151 Rehco Road, Suite B, near 805N and
Miramar Road. When you come to the food bank to pick up food, please drive around to the
back parking lot and enter through the warehouse. The Agency Entrance and Loading Docks
are located on the far right side of the back of the warehouse.

Our hours of operation are from 7:30 A.M to 5 P.M., Monday through Friday. Agency pick-up
hours are 8 A.M. to 12 P.M, Monday through Friday or by appointment.

The food bank will be closed on the following holidays: New Year’s Day, Martin Luther King
Day, Presidents’ Day, Memorial Day, the Fourth of July, Labor Day, Thanksgiving, the day
after Thanksgiving, and Christmas Day. All agencies will be reminded of holidays.

AUTHORIZED SHOPPERS AND SHOPPER ID CARDS

The Feeding America San Diego uses agency identification (ID) cards to identify
representatives of partner agencies who are authorized to access food. This practice helps
protect agencies by preventing unauthorized purchases.

Two ID cards are issued upon acceptance for each partner agency. Please bring the shopper ID
card every time you come to the food bank to obtain food. There is a limit of four shoppers. To
ADD a shopper(in addition to the two) the Executive Director must email/ submit a letter to the
Agency Relations Manager elanda@feedingamerica.org listing the first and last name of the
shopper.

Only t he agencytosexeputive diractor; president torapastor may make
changes to the |ist of “shoppers” or bi

For our partners’ protection, please do not allow any unauthorized person to use the ID card. If
the card is lost or stolen, please notify Feeding America San Diego immediately. We will
change the agency number and issue new cards. We reserve the right to charge $5.00 for
replacement ID cards.

PLACING ORDERS
Pre-orders get priority!

The food bank will e-mail the pick list weekly to all agencies. The inventory list will be posted
on www.feedingamericasd.org and will be updated daily for agencies to see what is available by
the case. The daily inventory list at the food bank provides the most thorough and accurate list
of what is available at the warehouse.

The best way to get food is by pre-ordering. Orders may be e-mailed faxed or phoned in and be
9
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ready for pick up the following day. We discourage agency representatives from dropping in to
shop, because it increases our overhead. However, when an agency representative comes to pick
up their order they are welcome to browse through the sorted product.

Partner agencies will receive an invoice the day that they pick up. Statements are issued
monthly and need to be paid with in 30 days.

COMMUNITY FOOD DISTRIBUTIONS

The Feeding America San Diego partners with several agencies throughout the county to
provide food for local community distributions. Unless the agency places an order the food is
selected by and provided to free of charge. This allows FASD to get food out to various areas
around San Diego County and reach more people more effectively.

Guidelines:

A. Absolutely NO donations or church offerings may be accepted at distribution sites. You
may not have a canister out under any circumstances. Feeding America will provide all
agencies with signs (in English and in Spanish) that make note of the fact that donations
are not to be accepted. Signs must be posted on the day of distribution.

B. All agencies and their volunteers are responsible for clean up on the day of the
distribution. Our drivers are not required to pick up trash of any kind after your
distribution. Please do not leave ANY trash in produce totes.

C. There cannot be any requirement to pray, attend a church service or participate in any
kind of religious activity at the distribution. Agencies are free to give a brief sermon or
say a prayer, but those attending the distribution must not be required to participate.
Also, no conditions may be placed on those who do not participate or advantages given
to those who do.

D. SHSD is happy to deliver to your site, but delivery is only available to agencies needing
8+ pallets. Delivery charge is per zone, from our warehouse to your distribution site. i.e
Zone 1: 15 miles or less is $25, Zone 2: 16-30 miles is $50, Zone 3: 31 or more is $75.

E. For all new distributions, FASD needs at least 2 weeks notice for approval.

F. All community distributions must be in accessible locations (i.e. large parking lots). We
reserve the right to give priority to new distributions that operate in underserved areas.

G. All agencies must provide a point person who is a main contact that will be present for
the duration of all community distributions.

HANDLING FEES

Feeding America San Diego receives the majority of its food through Feeding America. The
food is donated. We simply pay the freight to transport it to San Diego. To offset some of the
transportation expenses, FASD is allowed to assess a handling fee. This fee will never be more
than .18 a pound.

10



On occasion FASD may purchase some high-demand, nutritionally-dense items. Because the
items are purchased, not donated, we may charge an amount that reflects the cost of purchasing
these items. Our goal in food sourcing is always to provide you with the highest quality food at
the lowest possible cost.

WAREHOUSE SAFETY

In an effort to make Feeding America San Diego a safe and efficient workplace, we have
developed the following safety rules. All employees, agency partners, volunteers and visitors
should follow these safety rules, and we ask that you notify a food bank staff person
immediately if you see a potential safety hazard.

Powered equipment is to be used by qualified food bank staff only.

Climbing on equipment, machinery, racks, and pallet stacks is prohibited.

Anyone working in the warehouse must wear closed-toed shoes.

For safety reasons young children are not allowed in the warehouse.

Smoking, drinking, and eating are not permitted in the warehouse or dock area.

Follow any other safety instructions given by a food bank staff member.

= =4 =4 -8 -8 -9

RECORD KEEPING AND REPORTING

RECORD KEEPING

At a minimum, partner agencies are required to keep all invoices, record of pounds distributed and
the number of people served. Feeding America San Diego has no intention of asking for your
clients’ contact information, but we may ask you to contact them in the event of a food recall.

REPORTING

The information we request is outlined in the Quarterly Reporting Form (See Appendix B). We
require this information for our mutual benefit. Knowing who we serve collectively helps us learn
how to improve our services, both at the food bank and at individual agencies. This data is also a
powerful tool for educating donors, policymakers, journalists, and the general public about hunger
in San Diego. When we can demonstrate the need for services, we can more effectively ask for
support. In some cases, this data is often a requirement for grant reporting.

The Quarterly Reporting Form includes the number of people you serve each quarter. In the case
of food pantries and meals, the reports should include number of people served.

Reports are due at the end of the quarter. You will be emailed a friendly reminder. All
submissions must be in writing. We cannot accept your entries over the phone. You may return
the form via:

1 E-mail to the Agency Relations staff

1 Faxto (858)-453-3663

11



9 Delivery to the food bank (i.e., when you come to pick up food)
1 Mail to the food bank

If you have problems completing the form, please contact the Agency Relations staff prior to the
due date.

FooD SAFETY

HEALTH CARDS AND FOOD SAFETY TRAININGS

As in any food business, food safety is of paramount importance. Local regulations require that
any agency that serves food must require their staff to carry Health Cards. We will require that
at least one staff member or regular volunteer for each agency have a Health Card or other safe
food handling certification.

Please see Appendix A for more important recommendations for safe food handling and
storage.

DAMAGED PrRODUCT

The Feeding America San Diego is committed to providing your agency and its clients with safe
food. We inspect our inventory as it arrives and while in the warehouse. Each agency should
inspect its order before leaving the food bank. In the event of any problem with your products,
report the problem to a staff member immediately.

“ $ THIS FOOD EXPIRED? "

Many food products are edible and palatable beyond the sell-by date listed on the package.
While manufacturers’ policies dictate removing these foods from retail outlets, we are able to
utilize these items at the food bank. Appendix A includes a list of guidelines for how long
products stay fresh after their “sell-by” dates. The Feeding America San Diego utilizes these
guidelines in determining what products we distribute to agencies. Agencies should use these
guidelines to determine how long to keep a product and to evaluate food donations received
directly to the agency. Feeding America and the Feeding America San Diego work actively
with food industry representatives to ensure the quality of donated product.

We understand that many of our partners work with vulnerable populations and have policies in
place that prevent them from distributing any product beyond its expiration date. Consequently,
we make an effort to only accept product that is not expired. In certain situation we will provide
you with letters from the food manufacture stating how long their product is good for past
expiration. In the future we hope to provide you with expiration dates on our pick list.

12



AGENCY ACCOUNT PoLIcY

BILLING AND INVOICING

After an agency picks up their order we will mail them an invoice listing the items received and
handling fee. We accept payment in the form of a pre printed agency check. We do not accept
cash, credit card payments or personal checks.

PENALTIES FOR LATE OR MISSED PAYMENTS AND RETURNED CHECKS

Our Agency Agreement, which each agency signs as part of the application process, states that
all account balances must be paid within 30 days of the statement date. In order to help all our
agency partners assist the most people, we must insist on compliance with this guideline.

1 When an agency’s balance is past due (more than 30 days after the statement date), we
will send you a friendly reminder to keep your account current and a 15 day payment
extension in good faith.

9 At 45 days past due we will send you another notice with a demand for payment. Please take
this notice seriously as your account may be placed on hold at this time.

9 If the account balance reaches 60 days or more past due, the agency will be put on a
payment schedule and will be put on product hold until the account is brought current.
If payments are repeatedly late or missed, the agency will be put on product hold, or
required to place a credit onto the account.

1 Continued problems of this nature may result in cancellation of your membership with
the Feeding America San Diego, as determined by the discretion of the Director of
Agency Relations and Programs.

Please keep in mind that Feeding America San Diego reserves the right to refuse service to any
agency that has repeated late, missed, or bounced payments. We want to be a vital asset and
partner with you to feed the hungry in our community. It is in our community’s best interest for
us to work together as smoothly as possible so please communicate any concerns or issues
immediately so that we can partner together in ‘Creating a Hunger’Free San Diego’.

The Feeding America San Diego charges a fee of $25.00 for any checks returned by the bank
for insufficient funds.

13



CHANGES IN AGENCY STATUS

CHANGES AT YOUR AGENCY

Please let us know of changes in personnel, contact information, location, or programming as
soon as possible. New personnel that will shop at the food bank need to attend an agency
orientation within thirty days, while changes in the agency’s location and/or programming will
require a new site visit.

Appendix B contains an Agency Change of Information form that can be used to report
changes. This form may be submitted by mail, hand delivery, fax, or e-mail to the Agency
Relations Coordinator.

INACTIVE AGENCIES

If an agency has not picked up food for one year, it will be considered inactive. If the agency
wishes to resume accessing food, the agency must complete the application process again. The
process includes filling out a new application, having a site visit with food bank staff, and
attending an orientation.

CONDITIONS FOR CANCELING AGENCY PRIVILEGES/ TERMINATION

Feeding America San Diego strives to maintain cordial and trusting relationships with all of its
partners. Any concerns regarding this relationship should be addressed to the Director of
Operations.

In the unlikely event of a violation against any of the policies and procedures in this manual,
Feeding America San Diego has the right to immediately suspend food distribution to the
agency in violation. The agency will be notified of this event as soon as possible by telephone,
followed by a letter. The Director of Agency Relations and Programs shall review the case and
make a recommendation to the President/CEO regarding permanent termination of privileges.

If an agency is terminated, that agency can re apply one year after the date of termination,
providing it can show improvements in the problem areas. The process will include filling out a
new application that will be reviewed by the Agency Relations Review Committee. If the
application is approved, the agency will have a site visit with food bank staff, and attend
orientation.

14




APPENDIX A: FOOD SAFETY GUIDELINES

! AGENCY FOOD HANDLING AND STORAGE GUIDELINES
9 PERSONAL CLEANLINESS
f INTERPRETING LABEL DATES
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AGENCY FOOD HANDLING AND STORAGE GUIDELINES

GENERAL STORAGE RECOMMENDATIONS

Food storage areas must provide protection from weather, fire, theft and pests. Aisles between
pallets must be wide enough to provide easy access for inspection, inventory and pulling of
product. Those practices include, but are not limited to:

T

STORE FOOD 6 INCHES OFF OF FLOOR
KEEP ON PALLETS, PLATFORMS, OR SHELVES

STORE FOOD 4 INCHES FROM THE WALLS
FOR AIR CIRCULATION AND PEST CONTROL

STORE FOOD 4 INCHES FROM THE CEILING
TO AVOID HIGH TEMPERATURES AT CEILING

STORE NON-FOOD ITEMS SEPARATELY

TOXIC ITEMS (CLEANING AND MAINTENANCE SUPPLIES) MUST BE KEPT AWAY FROM FOOD, 4-

6FT RECOMMENDED

CLEAN FLOORS, PALLETS AND SHELVING REGULARLY

ALL AREAS SHOULD BE SWEPT REGULARLY AND MOPPED AT LEAST ONCE A MONTH
CLEAN SPILLS IMMEDIATELY

SANITIZE PALLETS AND SHELVING REGULARLY

KEeepP DOORS, WINDOWS AND ROOFS WELL SEALED
TO PREVENT PEST ENTRY AND WATER DAMAGE

MAINTAIN A PEST CONTROL SYSTEM
HAVE A CONTRACT WITH A LICENSED PEST CONTROL FIRM

MAINTAIN EQUIPMENT REGULARLY
CHECK FREEZER AND REFRIGERATION UNITS FOR LEAKS

MAINTAIN PROPER TEMPERATURES IN ALL STORAGE AREAS
THERMOMETERS MUST BE KEPT IN FREEZERS, REFRIGERATORS AND DRY STORAGE AREAS

MAINTAIN TEMPERATURE LOGS
CHECK AND RECORD TEMPERATURES FREQUENTLY, AT LEAST TWICE A WEEK

16




TYPES OF STORAGE

DRY FOOD STORAGE - Dry or canned goods must be stored as outlined previously and:
1 Inacool area kept between 50 and 70 degrees Fahrenheit
1 Away from direct sunlight
1 Throw away any cans without labels or severly dented cans.

CoLD FooD STORAGE - Product requiring refrigeration or freezing must be kept as outlined
previously and:

1 Inarefrigeration unit kept at 35 to 40 degrees Fahrenheit

1 Inafreezer unit kept at or below 0 degrees Fahrenheit

1 With space to allow for good air circulation

9 Inaclean and well maintained unit

STACKING PRODUCT - Basic Rules for Stacking Product are:
9 Limit the height of the stack to protect food on the bottom layers from being crushed
9 Stack cases on pallets at 90 degree angles to each other (also known as “cross-stacking”)
to ensure the stack will be sturdy and solid to avoid tipping when moved
9 Discard any cans too damaged to stack

STOCK ROTATION
To help assure the quality and freshness, agencies must use the First In — First Out (FIFO)
practice. Food must be stored and distributed so that cases with the oldest received date are used

first. Itis a good idea to date each case of product as it comes in to easily identify which product
should be used first.

17



PERSONAL CLEANLINESS GUIDELINES

What To Wash

1 Hands

1 Countertops, shelves and pallets
1 Towels and cleaning cloths

When To Wash
Before:

1 Handling food
1 Preparing food
1 Serving food

After:

Using the bathroom

Preparing food

Serving food

Handling raw meat

Handling dirty dishes and utensils
Handling garbage

Eating, drinking or smoking

=4 =2 4 A4 A4 A A -2

Touching other parts of your body: nose, mouth, hair and skin

Basic Rules For Hand Washing

i Use soap and hot water

i Wash for at least 20 seconds (Singing “Happy Birthday” twice takes 20 seconds)
1 Wash between fingers and under nails

1 Dry with a single-use towel

i Use a single-use towel to turn off faucets




INTERPRETING LABEL DATES

EXPIRATIONOR“ WE BY” DATE: Last day the product should be eaten or used for assured quality.

1 Phrase most often used: “Do not use after (date).”
1 Includes baby formula and baby foods.
FRESHNESSOR“ 8LL BY” DATE: Last recommended date of sale that allows ample home storage time.
i Phrase most often used: “Sell by (date).”
1 Includes milk, yogurt, and eggs.
“ BST IF USED BY” DATE: Date after which a product is not likely to be at peak quality or flavor.
1 Includes prepared packaged foods, Rice/Soy Dream, and most dry goods.
Product Throw Out After
Milk* 4 — 7 days past stamped date
Yogurt* 7 — 10 days passed stamped date
Soft Cheeses * 1 week past stamped date

(cottage, cream, ricotta)

Hard Cheeses*
(cheddar, Swiss)

3 — 4 weeks past stamped date

Luncheon Meat*

4 — 6 days unopened, 3 — 5 days if
opened

Powdered 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

i Acidic (tomato products)
i Non-acidic  (vegetables,
soups)

12 months
2 — 5 years

Bread Products

7 days after date if refrigerated at first

Rice/Pasta (dry)

1 year after receiving

*All refrigerated products must be kept at 40° F or cooler at all times

19



APPENDIX B: FORMS

QUARTERLY REPORTING FORM
AGENCY CHANGE OF INFORMATION FORM
TEMPERATURE LOG
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FooD AsSISTANCE PROGRAM QUARTERLY REPORT

SAMPLE:

Quarterly Report October-December 2009
1. Agency Category(Check one):

[1  Emergency food program (distributes bagged or boxed groceries)
[l On-site food program (prepares and provides meals on site)
[1  Emergency and on-site food program (both)

2. Agency Service(Please check all that apply):

Shelter

Childcare

Youth Center
Summer Camp
Group Home

Pantry

School

Senior Services
Community Center
Low Income Housing
Substance Abuse Services
Soup Kitchen

Other:

Other:

I Y

3. Service Area(Please circle one):

North County South County Central San Diego
4. Total Number of Individuals Served:

October 2009: November 2009: December 2009:

[ ] [ ] [ ]

5. Where do you get your food?(Please check all that apply):
Feeding America San Diego

East County

Pick up from a grocery store through Fresh Rescue Program(FASD)

{

{

[1 Pick up from a grocery store not through Fresh Rescue
[J San Diego Food Bank

0 North County Food Bank

[l Food Drives

[J Other:

21



Feeding America San Diego wants to learn more about your agency needs. Please answer the following
guestions.

Agency Questionnaire:

6.

5 Y == e O Y O

9.

Is your agency interested in hosting a Nutrition Education Class?
Yes
No
Is your agency interested to learn more about Food Stamp outreach?
Yes
No
What is your agency Equipment needs?
Pallet Jack
Freezer
Refrigerator
Stove
Oven
Other:

If the food supply that you receive fro your food bank were eliminated, how much of an impact

would this have on your program?

0

[

No Impact at all
Minimal impact
Significant impact
Devastating impact

Does your program need additional assistance in any of the following areas? (Check all that

Nutrition education

Training in food safety and sanitation
Accessing local resources

Advocacy training

Food Stamp(SNAP) benefits and outreach
Summer feeding program

Other:

What categories of food and non-food products do you need that you are not getting now, or need

more of from your food bank to meet your clients needs? (Check all that apply)

U
U
U
U
U
U
U
U

Bread, cereals, rice, and pasta

Fresh fruits and vegetables

Canned or frozen fruits and vegetables

Meat, poultry, fish, beans, eggs, and nuts

Milk, yogurt, and cheese

Fats, oils, condiments, and sweets

Cleaning or personal hygiene products, diapers, and toilet paper
Other:
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12. Which of the following categories of products are purchased from sources other than your food

bank?

Bread, cereals, rice, and pasta

Fresh fruits and vegetables

Canned or frozen fruits and vegetables

Meat, poultry, fish, beans, eggs, and nuts

Milk, yogurt, and cheese

Fats, oils, condiments, and sweets

Cleaning or personal hygiene products, diapers, and toilet paper
Other:

N A I O

13. Overall Satisfaction of Feeding America San Diego(Please circle one):

Very Satisfied Mostly Satisfied Somewhat Satisfied Not at all Satisfied
14. Have there been any changes to your agency hours of operation in the last three month?

0 Yes, New Time:

O No

15. Have there been any changes to your agency contact information, address or phone number? If

s0, please print below.

Additional Comments:
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AGENCY CHANGE OF INFORMATION FORM

As your agency grows, expands and changes staff or volunteers, please inform the Feeding America
San Diego, so that we may update our records. Please provide any information relevant to your food
program and our work together.

In the case of a location change for your facility, a major renovation, or a major programmatic
change, the Feeding America San Diego will monitor the new site. Until the monitoring visit is
complete, and the new site approved, food orders may not be submitted, picked-up or delivered.

Date:

Agency Name: Agency Number:
Agency Type: ] Pantry - [ Meal - [J Meal/Snack - [ Supplemental
Contact Person: Phone Number:
Site Address:

City: . State: . Zip:
Mailing
Address:

City: State: ‘ Zip: ‘
Please List The Days And Hours Of Operation
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Add Shoppers (Please
include a phone
number and/or e-mail
address for each):
Remove Shoppers:
Additional
Information:

Signature of CEO/Pastor/ Executive Director Date
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TEMPERATURBG

Month:

Date: Time: - Date: - Time:
Temperature: Temperature:

Location: Location:

Checked By: Checked By:

Date: Time: Date: Time:
Temperature: Temperature:

Location: Location:

Checked By: Checked By:

Date: Time: Date: Time:
Temperature: Temperature:

Location: Location:

Checked By: Checked By:

Date: Time: Date: Time:
Temperature: Temperature:

Location: Location:

Checked By: Checked By:

Date: Time: Date: Time:
Temperature: Temperature:

Location: Location

Checked By: Checked By:

AGENCY HANDBOOK: 3/8,/2010
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