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SECTION 1: Welcome to the Harvest Hope Network!
WELCOME FROM THE CEO

Dear Agency Partner,

Thank you for joining us in the fight against hunger in South Carolina!

Being a part of Harvest Hope Food Bank’s partner network means you are an integral part of helping to
ensure our neighbors across 20 counties don’t have to choose between utilities, medication, or food.

Serving others has always been important to me, and | am committed to continuously learning and
growing Harvest Hope’s efforts to best serve your organizations on the frontlines of the fight. From
health and racial disparities, to food access and education, we are investing in our infrastructure and
growing our programs to address the root causes of hunger.

With your dedication, we can end hunger in our communities. You are a valuable part of our team, and we
appreciate all you do. If you ever have any questions, please don’t hesitate to reach out to your Agency
Relations Coordinator.

Together, we are building a hunger-free tomorrow across South Carolina.

In Service to Others,

Z o=

Erinn Rowe

Chief Executive Officer

HHFB Partner Agency Guide 2023 5



MISSION STATEMENT

Our mission is to transform lives in the communities we serve by feeding the hungry, addressing food insecurity
and building a healthy and hopeful hunger-free tomorrow.

HISTORY OF HHFB

Harvest Hope Food Bank began in 1981 as the result of a shared vision of business leaders and the faith
community, who set out to provide for the hungry in Columbia. Since then, Harvest Hope has increased its
mission to feed the hungry across 20 counties in South Carolina.

THE BIG PICTURE

Below is the structure of how Feeding America, Harvest Hope Food Bank, and our agency partners all fit into the
big picture with the goal of serving clients in need.

AMERICA

~
{@T EEDING

HE CAROLINAS
HARVEST HOPE

Over 300 partner
agencies in

South Carolina
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Feeding America & HHFB

The Feeding America network is the nation's largest domestic hunger-relief organization, working to connect
people with food and end hunger. Donors, staff, and volunteers all play an important role in our efforts to end
hunger in the United States.

Harvest Hope Food Bank is a member of Feeding America. Through a network of more than 200 food banks,
Feeding America distributes food to 37 million hungry people each year. The network serves all 50 states, the
District of Columbia and Puerto Rico.

Feeding America’s mission is to advance change in America by ensuring equitable access to nutritious food for
all in partnership with food banks, policymakers, supporters, and the communities we serve.

Feeding the Carolinas & HHFB

Feeding the Carolinas is a network of 10 Feeding America Food Banks in North and South Carolina working to
solve hunger. The network unites member Food Banks to provide a healthy, adequate, and consistent food
supply to every community every day. Feeding the Carolinas’ member Food Banks support close to 4,000 local
charitable agencies, which provide food directly to individuals and families in need. Feeding the Carolinas is a
unified voice regarding hunger and food insecurity across this region.

Feeding the Carolina’s mission is to engage, educate and unite to achieve food security for all in the Carolinas.

United States Department of Agriculture
(USDA) & HHFB

The U.S. Department of Agriculture (USDA) is the federal
agency that proposes programs and implements policies
and requlations related to American farming, forestry,
ranching, food quality, and nutrition.

President Abraham Lincoln founded the USDA in 1862,
when about half of all Americans lived on farms.

The USDA is made up of 29 agencies and offices, which include valuable resources like the Forest Service, the
Center for Nutrition Policy and Promotion, and the National Agricultural Library. Its programs help provide the
following services, among others: broadband access in rural areas; disaster assistance to farmers, ranchers, and
rural residents; soil, water, and other natural resource conservation to landowners; wildfire prevention; and
agricultural research and statistics.

The USDA also is responsible for several social welfare programs, including: school meal nutrition; nutrition
education; food assistance for women, infants, and children (WIC); and the food stamp program (Supplemental
Nutrition Assistance Program, or SNAP).

USDA’s vision is to provide economic opportunity through innovation, helping rural America to thrive; to promote
agriculture production that better nourishes Americans while also helping feed others throughout the world; and
to preserve our Nation's natural resources through conservation, restored forests, improved watersheds, and
healthy private working lands.
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South Carolina Department of Agriculture (SCDA) & HHFB

The South Carolina Department of Agriculture was established in 1879 to oversee
and promote agriculture in the Palmetto State. With services as diverse as food
safety inspections, entrepreneurship development, and the Certified South
Carolina branding program, we help the state’s farmers and agribusinesses grow
and prosper.

The mission of the South Carolina Department of Agriculture is to promote and
nurture the growth and development of South Carolina’s agriculture industry and
its related businesses while assuring the safety and security of the buying public.

Food Sources

Through Feeding America, we receive donations from major manufacturers like General Mills, Inc., Kellogg
Company, and Kraft Food, Inc. Feeding America also receives support from Target Corporation, Wal-Mart Stores,
Inc., Food Lion, LLC, CVS Health Corp, and The Kroger Co. Local support comes from wholesalers, brokers,
retailers, grocery stores, farmers, and many others. The Food Bank promotes community food drives with
schools, grocers, letter carriers and religious, civic, and professional organizations, as well as many major
businesses in our service area.

Who We Serve

Harvest Hope works on two fronts to
prevent hunger in our state. We are a food
bank, which means we collect, transport, and
distribute nutritious food to food pantries, Do
churches, shelters, and soup kitchens across " \ ' ‘. L
the state. Harvest Hope also operates two "“ : '
emergency food pantries in Greenville and
Columbia that directly provide food to
anyone in need. Harvest Hope services 20
counties in South Carolina.

Lexington

Orangeburg

Listing of Partner Agencies

A complete list of our partner agencies can
be found under

https://www.harvesthope.org/get-help.

Website

Our website is harvesthope.org.
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https://www.harvesthope.org/get-help

HHFB Locations

MIDLANDS
2220 Shop Road
Columbia, SC 29201
Phone: 803-254-4432
Fax: 803-254-60T11

UPSTATE
2818 White Horse Road
Greenville, SC 29611
Phone: 864-281-3995
Fax: 864-281-3998

PEE DEE
2513 West Lucas Street
Florence, SC 29501
Phone: 843-661-0826
Fax: 843-661-0699

MAILING ADDRESS
P.O.BOX 451
Columbia, SC 29202

SECTION 2: How Food Banking Works

How Food Banking Works
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FOOD BANK VS. FOOD PANTRY

Difference Between a Food Bank and a Food Pantry

One of the most frequent misconceptions among the public is the difference between a food bank and a food
pantry. While it may not seem to be a problem, the terms are not interchangeable. A food bank is a food
warehouse distribution center. This is a regional facility, which distributes food to hunger relief organizations
throughout an often-multi-county area, who in turn distribute locally to clients in their community.

An analogy to describe this relationship is a wheel. The food bank is the hub of the wheel, the central location
where food is stored. The spokes of the wheels are the partner agencies, who are food pantries, soup kitchens,
etc. The clients are the rim of that wheel, being served directly by the food pantries, soup kitchens, etc.

Harvest Hope is both. We are South Carolina's largest food bank, distributing 33 million pounds of food
throughout the state each year. We also operate two food pantries, in Greenville and Columbia, that provide
clients with a 5-6-day supply of food.

The Role & Importance of the Food Pantry in the Community

In 2017, U.S. households experienced a 1.8% increase in median income ($61,372), the third consecutive increase
since the Great Recession. Although median income is rising, millions of people remain food insecure, balancing
competing housing, healthcare, transportation, and food costs. The poverty level - a mere $27,750 for a family of
four - illustrates how people with incomes above the poverty line may still face material hardship.

In fact, millions of food-insecure people have incomes too high to be eligible for any federal nutrition assistance,
such as SNAP or WIC.

When looking across racial or geographical groups, additional disparities emerge. For example, although half of
food-insecure households are White, they represent 1in 11 White households in the U.S. compared to nearly 1in 5
African American and 1in 6 Latino households. People living in poverty are disproportionately children, people
living with a disability, or withstanding high medical expenditures.

As evidenced by the USDA and U.S. Census Bureau’s research, millions of families and individuals in the U.S.
continue to earn low incomes and worry about whether they can provide sufficient food for themselves and their
loved ones.

One in six of our neighbors, including over 100,000 children, face hunger daily.

¥
¥
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Most of the people that visit Harvest Hope food pantries are just like you; many never imagined they would be in
this situation. They might have fallen on hard times due to a job loss or medical expenses. The access to food
that our organization provides often means that our clients can afford to pay for their medication, not fall behind
on rent, or cover transportation expenses to their jobs.

The average visitor to HHFB emergency food pantry comes just three times before they can get back on their
feet and reqgained a self-sufficiency. Food pantries are a lifeline that help people avoid losing their jobs, falling
into poverty, or becoming homeless.

Often, our former clients come back to volunteer and pay it forward to other people in need.

Food Insecurity is defined as limited or uncertain availability of nutritionally adequate and safe foods or limited
or uncertain ability to acquire acceptable foods in socially acceptable ways (without resorting to emergency food
supplies, scavenging, stealing, or other coping strategies).

about, conslstently accessing adequate food

H ig h FOOd secu rity 4 Households had no problems, or anxlety

" Households had problems or anxlety at times about
accessing adequate food, but the quality, varlety, and
quantity of thelr food were not substantially reduced

Households reduced the quality, variety, and desirabliity
of their diets, but the quantity of food Intake and normal
eating patterns were not substantially disrupted

Very Low Food

Sacurity At times during the year, eating patterns of one or more

household members were disrupted and food Intake reduced
because the household lacked money or other resources for food

Source: Adapted from the USDA Economic Research Service.

Food deserts can be described as geographic areas where residents’ access to affordable, healthy food options
(especially fresh fruits and vegetables) is restricted or nonexistent due to the absence of grocery stores within
convenient traveling distance. For instance, according to a report prepared for Congress by the Economic
Research Service of the U.S. Department of Agriculture, about 2.3 million people (or 2.2 percent of all U.S.
households) live more than one mile away from a supermarket and do not own a car.
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In urban areas, access to public transportation may help residents overcome the difficulties posed by distance,
but economic forces have driven grocery stores out of many cities in recent years, making them so few and far
between that an individual’s food shopping trip may require taking several buses or trains. In suburban and rural
areas, public transportation is either very limited or unavailable, with supermarkets often many miles away from
people’s homes.

The other defining characteristic of food deserts is socio-economic. These are mostly found in communities with
racial and ethnic populations, as well as in low-income areas and low-income areas (where many people don’t
have reliable, private or public transportation).

Studies have found that:

e wealthy districts have three times as many supermarkets as poor ones do

e white neighborhoods contain an average of four times as many supermarkets as predominantly black
ones do

e grocery stores in African American communities are usually smaller with less selection

People’s choices about what to eat are severely limited by the options available to them and what they can
afford, and many food deserts contain an overabundance of fast-food chains selling cheap “meat” and dairy-
based foods that are high in fat, sugar and salt. Processed foods (such as snack cakes, chips, and soda) typically
sold by corner delis, convenience stores and liquor stores are usually just as unhealthy.

The areas in red are South Carolina's food deserts. Notice how they concentrate in cities, where food is
abundant, but access to healthy food is limited.
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SECTION 3: Partnership

TYPES OF ORGANIZATIONS ELIGIBLE
FOR PARTNERSHIP

Food Pantry: An emergency food distribution program that provides bags of groceries on a reqular schedule to
people in need of emergency food. Food is consumed off-site.

Soup Kitchen: An organization that serves emergency meals to clients on-site and on reqularly scheduled days
and hours.

Shelter: An organization that provides on-site meals in addition to emergency housing and other services (e.q.
homeless shelter or domestic violence shelter).

Group Home/Rehabilitation Facility: On-site program specializing in a specific area in regards to client needs.
Examples are substance abuse recovery houses, homes for people with mental disabilities and facilities for
troubled youth. Clients live on- site.

Day Care: A facility that provides childcare during the day for children younger than school age. Meals and
snacks are served on-site and at reqularly scheduled hours.

Sheltered Workshop: An organization that provides work/vocational rehabilitation opportunities to
developmentally and physically disabled people.

After School Program: A program that provides services to school-age children (tutoring and/or other
enrichment programs) after school hours. Summer programs are included in this category.

Elderly Nutrition: Any program that provides services on-site for the elderly where meals or snacks are served.
This includes councils on aging, congregate meal sites and adult day care centers.

Other: These organizations do not fall into the above categories. Whether or not these organizations may
become Food Bank partners will be handled on a case-by-case basis according to the quidelines set forth by
Feeding America and Harvest Hope Food Bank.

PARTNERSHIP REQUIREMENTS

To be considered for participation as a hunger relief partner, the organization must qualify under one of the
following options:

1. Be qualified under Section 501(c)(3) of the Internal Revenue Code as a tax-exempt organization
o Will need to provide a copy of its determination letter from the Internal Revenue Service.

e Will need to provide a copy of its Articles of Incorporation together with all amendments; otherwise, the
agency will need to provide a copy of the document that is its governing instrument.

o By-laws should include language about “assisting the needy”
e Private foundations are not eligible to become partner agencies.

2. Qualify under another organization that is a 501(c)(3) organization and agrees to sponsor the applying
organization.
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e The sponsoring organization should initiate the partnership application process with thHHFB. It will need
to provide:

o acopy ofits 501(c)(3) determination letter, a copy of its Articles of Incorporation

o aletter from an officer of the sponsoring organization describing the relationship between the
agency and the “sponsor” organization

Also, the “sponsor” organization must agree in writing to be programmatically, fiscally, and legally
responsible for HHFB product handled by the agency. Fees must be paid to HHFB by the 501(c)(3)
“sponsor” organization.

e Other organizations/agencies (e.g. many churches and other nonprofit agencies with national or regional
headquarters) may fall under a “group exemption,” which is also referred to as an “umbrella.” The
“umbrella” organization will need to provide:

o acopy of its 501(c)(3) determination letter

o aletter from an officer of the organization describing the relationship between the agency
applying for partnership with HHFB and the “sponsor” organization.

3. Beachurch as described in Section 170(c)(2) of the Internal Revenue Code to which deductible
contributions may be made. Other religious organizations such as synagogues and mosques also fall
under the “church” classification.

e If the agency is a church, it must be organized and operated exclusively for religious purposes.

e It must have a congregation that meets reqularly in a worship facility (not a residence) to engage in such
worship services as prescribed by the religious beliefs of the organization.

Religious Organizations

e Ifthe church is part of a larger religious
organization (like a diocese, a presbytery, an
association, etc.), it will need to provide a letter
on the letterhead of the larger (“parent”)
religious organization of which it is a part,

indicating that it is a member in good standing of
that organization and it will need to provide a
copy of the Section 501(c)(3) determination letter
for the “parent” religious organization.

e Ifthe church has elected to qualify itself as a tax-
exempt organization under Section 501(c)(3), it
may comply with the requirements above,
applicable to nonprofit corporations that are not

churches.

o Ifthe churchis not part of a larger religious
organization, it will need to complete the
“Documentation List: Independent Churches &
Religious Organizations”.
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Criteria for Board of Directors Composition

The Board shall have at least 3 members, none of whom are related.

The Board should have at least 3-4 officers: a president, a vice-president, and a secretary/treasurer.
The Board should stay informed of general organizational activities.

The Board should have reqularly scheduled meetings (at least quarterly).

The Board should set policies and goals for the director and staff to implement.

The Board should ensure the organization has adequate funding and that money is spent responsibly.

The Board should be legally, financially, and morally responsible for the total operation and conduct of
the organization and ensure that the mission is carried out effectively.

The Board should be accountable to the organization’s financial contributors, the recipients of its
service, and any funding source that monitors its operation.

In larger organizations, the Board generally has at least 5 committees: executive committee, by-
laws/nominating, finance, program/planning, and community relations/public relations.

Board lists submitted to HHFB MUST include Name, address, telephone number, position held, and term
served by each member. Statement of how the Board members relate to the program.

HHFB should be kept informed of changes in the Board membership.

PARTNERSHIP EXPECTATIONS OF
MEMBER AGENCIES

Criteria for Agency Operations

In addition to meeting the criteria of being a tax-exempt organization, partner agencies must:

Be chartered in South Carolina as a non-profit corporation (please attach copies of charter). If the
agency is a church, it must provide documentation.

Feed the needy, the ill, aged, infirm, or infants (infants defined as all children under the age of 18).

Supply food directly to clients in the form of meals (reqularly or at least once per month), food boxes (at
reqularly scheduled hours at least 1x each month), or a client choice shopping experience (where clients
can choose among available options for what best suits their family’s grocery needs).

The schedule must be made and displayed publicly, so the community is aware of the program.

Strictly adhere to eligibility criteria for distribution of food that is part of state and/or federal programs.
Products must be distributed without adding to, reducing or otherwise modifying the eligibility criteria.

Agencies will not engage in discrimination in the provision of service, against any person because of race,
color, citizenship, religion, gender, national origin, ancestry, age, marital status, disability, sexual
orientation including gender identity or expression, unfavorable discharge from the military or status as
a protected veteran, family/parental status, income derived from a public assistance program, political
beliefs, or reprisal or retaliation for prior civil rights activity.
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e Have the capacity to receive, store, and distribute food safely and efficiently according to all local, state
and Federal requlations.

e Conform to the guidelines as set forth by HHFB to maintain partnership status. Agencies will sign an
updated Organization Participation Agreement reqularly to ensure agreement with Food Bank
expectations.

e Be a member of and receive services from only one food bank.

e Agree to support the Food Bank with a per pound shared maintenance fee. Payment must be made in the
form of an agency or church check (no personal checks or money orders).

e Befiscally sound and provide documents to the Food Bank to show this as requested (i.e., annual
financial audit, review, compilation or food program budget).

e Belicensed or certified by health authorities as required.
e Allow monitoring by Food Bank representatives (staff or volunteer) as requested.
e Limit food requested to an amount that can be distributed or consumed within a period of 30 days.

e Agree to contact the Food Bank before soliciting food from major donors-manufacturers, processors,
distributors, brokers, wholesalers, etc.

e Present identification when agency personnel pick up orders at the Food Bank.

e Keeprecords on clients (food pantries) and on food distribution and make those records available to a
Food Bank representative as requested. Starting in 2022/2023, these records will need to be
maintained on HHFB’s chosen cloud-based database, Link2Feed.

e Use Food Bank product only in a manner related to its exempt purpose and solely for the feeding of
people in need stated by the agency in its partnership application.

o Notify the Food Bank of any changes in programs, personnel, addresses, contact phone numbers, and e-
mail addresses.

e Agree NOT to sell food received from the Food Bank.

o Agree NOT to exchange food received from the Food Bank for goods, services or donations.

e Agree NOT to charge for meals served.

o Agree NOT to require food recipients to pray or worship as a condition of receiving food.

e Agree NOT to use Social Security Numbers as a means of identification for clients or as a screening tool.

e Agree to occasionally provide beneficiary data upon request.

Any violation of any of the policies listed in this manual or those listed below may result in member
suspension or termination:

e Charging fees for meals, food boxes or individual products from the Food Bank.

e Failing to meet Health Department and/or Food Bank standards governing food storage, preparation,
handling, and security.
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e Allowing substantial balances due to the Food Bank to remain after repeated requests for payment have
been made (please note that agency statements are a form of request for payment) and/or writing bad
checks to the Food Bank.

o Failure to be available for two consecutive scheduled monitoring visits or during stated distribution
hours and/or to be accessible at provided contact telephone information.

e Giving “on-site only” products to clients in off-site programs (if agency operates both kinds of
programs).

e SELLING, BARTERING OR EXCHANGING FOOD BANK PRODUCT

e Disclosing or discussing confidential client information without the expressed prior written consent of
the food recipient. Food Bank representatives will ask to see client records only when necessary. It is an
expectation that, as a partner agency, you will allow us to see those records, unless the agency has a
legitimate and necessary client confidentiality policy in effect. Refusing to let Food Bank representatives
view records may result in disciplinary action and will be handled on a case-by-case basis.

e Falsifying records and/or agency distributions. This includes filling out client information or temperature
logs after the date of service has passed.

o Lack of security at the agency site which could cause Food Bank product to be lost or stolen.
e Mistreatment of food recipients.

e Using HHFB or other donated product (i.e., retail recovery items and food drive received from retailers)
for personal gain or personal use.

Orientation Information

Orientations are scheduled Quarterly rotating within the counties that
HHFB serves. The Orientation Session is provided for the benefit of our
hunger relief partners. Orientation provides partner staff and
volunteers with detailed rules & requlations as they relate to member
organizations. The Food Bank staff also looks forward to meeting new
members and hearing how their programs will benefit the community
they serve. The Agency Program Director is required to attend, and we
highly recommend that core volunteers also attend.

Topics covered in the trainings are:

e Meet with the Agency Relations Staff e Financial Requirements
e Food Bank overview e Shared Contribution
e Programs available e Ordering Guidelines and Other

e Monitoring & Compliance Records

e Communication with the Food Bank * Distribution Practices

e Public Relations
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Agency Director Change

In the event your Agency has a change in leadership, every new director will need to fill out/submit the following
documents and complete the trainings with Harvest Hope Food Bank. The documents needed are listed below.
Every new agency director will also need to attend Agency Orientation.

e General information update sheet

e Board of Directors list with names, title of positions, phone numbers, mailing addresses, and length of
terms on church/organization letterhead. Please note that the Board President and Program Director
cannot be related, nor should anyone on the board be related. Please refer to the BOD Composition list
on page 9 for details.

e Media Release signed by both Program Director and Board President
e Agency Agreement

e TEFAP Agreement (if applicable)

o CSFP Agreement (if applicable)

e Civil Rights Training Completed (if applicable) - You can access the Food Bank of the Albemarle’s free
course at www.afoodbank.org / Agency Tools / Agency Academy / “USDA Civil Rights Training.”

e Food Safety Training

Shared Maintenance

Harvest Hope Food Bank asks partnering agencies to contribute to a shared maintenance fee (SMF) to help cover
the cost of transportation, sorting, cleaning and re-packing donated products. The shared maintenance fee
enables a community to operate one food distribution system, which in turn saves individual organizations the
high cost of storage, personnel, and transportation. While a large percentage of our product is donated, the
freight costs are not.

By using Harvest Hope Food Bank, the individual partner agency will neither have to order large quantities of
food nor will they have to worry about proper storage or additional volunteers and/or personnel. This is the most
efficient and effective use of both food and financial donations. Shared maintenance fees are charged by weight
and are never related to the value of the product. The shared maintenance fee at Harvest Hope Food Bank
ranges from $0- $0.19 per pound. However, the average SMF per pound per year paid by partnering agencies of
Harvest Hope averages 0.04 cents per pound.

Food banking has strong support from the food industry as well as from the Food Marketing Association and the
Grocery Manufacturers Association. Major corporations, which donate many millions of pounds of product
annually to food banks, helped create the shared maintenance handling fee idea. It is a way to help pay about
one half the cost of safely and responsibly moving the product from the point of donation to non-profit agencies
directly serving people in need. Individual food banks and Feeding America are responsible for raising the other
part of the cost. Every two years, Feeding America and food industry representatives determine a maximum
“Cap” on the handling fee.
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The Shared Maintenance Handling Fee is based on four principles:

1. The fee, though small, puts a value on the product and promotes prudent, responsible shopping by
partnering agencies using the food bank.

2. It creates an audit trail that can be followed by standard audit procedures. The audit trail is used to
assure that the intent of the donor is carried out.

3. It produces a “base funding” for food banks at about one half the cost of “doing business” that increases
and decreases with the level of business activity. This helps prevent cash flow emergencies.
This includes collecting, sorting, repackaging and transportation of food product.

4. It spreads part of the cost of food banking across the area served (20 SC counties) with agencies in each
county contributing a share proportionate to the amount of product distributed in that county.

*Feeding America mandates that no more than 40% of a member food bank’s source of revenue be shared
maintenance. Harvest Hope’s is well below the mandate.

Disclaimers of Warranties and Limitations of Liability

The Food Bank provides its members with food and other grocery products on an “as is” basis and does not make
any expressed or implied warranties of the food or grocery products that it distributes. Further, the Food Bank
believes that it qualifies for the liability limitations of the Bill Emerson Good Samaritan Food Donation Act (P.L.
104-210, 110 Stat. 3011 (1996)) when it distributes donations of apparently wholesome food and apparently fit
grocery products.

This federal law is applicable so long as the Food Bank is acting in good faith, but it does not apply if damages are
the result of intentional acts or gross negligence. This law may also be applicable to agencies depending upon
the facts and circumstances.

SECTION 4: Programs

SPECIAL PROGRAMS

The Emergency Food Assistance Program (TEFAP)

Please Note: participation is limited to emergency food pantries only. In addition, allocation of TEFAP
commodities is based on equitable distribution in each county. Keep in mind there is never going to be enough
food to provide for 100% of the demand or need.

e Traditionally, TEFAP was a mass distribution program where government commodities were given to
qualifying households once each quarter.

e Commodities may be distributed to families that fall at or below 150% of the Federal poverty level.

e Types of commodities available vary each quarter and include items from the following food cateqgories:
canned meats, canned vegetables, canned fruits, boxed goods, peanut butter, and refrigerated/frozen
product.

e TEFAP foods may be combined with other foods during agency distribution to clients.
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There is no shared contribution fee on TEFAP commodities.

The Food Bank distributes TEFAP commodities by county based on the county’s allocation (set by the
South Carolina Department of Agriculture). The distribution of a county’s allocation to agencies within
that county is in the discretion of the Food Bank, and an agency’s share of that distribution may vary

from time to time.

The Food Bank also may limit the number of agencies that participate in TEFAP in counties where there
are several pantries receiving commodities already. Agency allocations decrease as new agencies are
added to the program since each county is allocated only a certain amount of product. If you are
interested in signing up for TEFAP, please contact the Agency Relations Manager.

If your agency is a religious organization distributing TEFAP, please note the following requirements:

It is acceptable fo...

I/t is unacceptable fo...

Have a cross hanging on a wall at the food
distribution facility.

Require beneficiaries to stand by the cross
and recite a prayer prior to receiving USDA
Foods.

Have a menorah on a table at the USDA Foods
distribution facility during the holiday season.

Refuse USDA Foods to beneficiaries who do
not practice the Jewish faith.

Have a display stand at the front/back of the
USDA Foods distribution facility that contains
faith-based pamphlets for anyone interested.

Insert faith-based pamphlets in bags or boxes
when distributing USDA Foods.

Have a pastor or other religious official assist
with the distribution of USDA Foods.

Require or encourage beneficiaries to have a
religious conversation with the pastor or
official prior to receiving USDA Foods.

Have a prayer service on the second level of a
church building while the distribution of USDA
Foods is happening on the lower level.

Have a prayer service in the same room and
at the same time as the distribution of USDA
Foods.

Invite beneficiaries to participate in a voluntary
prayer before, and clearly separate from, the
distribution of USDA Foods.

Lead beneficiaries in a prayer at the
beginning of the distribution of USDA Foods.
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How to Fill out the TEFAP Eligibility Form (TEFAP-3):

Have the client fill out their information (or have a volunteer assist writing). They do NOT have to show
proof of address. It is self-declared.

They must sign the front, at the bottom.

If a client wants someone to pick up on his/her behalf, the representative’s name should be included in
the boxes labeled “Authorized Representative.”

Proceed to back page.
Have client date & sign.
Clients who receive Food Stamps (FNS) do not have to declare income. Check yes.

If a client is NOT receiving FNS (check no), they must indicate their household income, including
disability/SS. Fill in yearly OR monthly OR weekly income. This is self-declared.

Please verify that the income falls within the Income Guidelines listed on the front of the paper.
Food pantry volunteer needs to sign/initial under “Agency Representative Signature.”

Be sure that the client or Authorized representative signs the back every month they pick up TEFAP.

Commodity Supplemental Food Program (CSFP, or “Senior Box”)

The Commodity Supplemental Food Program is a monthly food program through the United States Department
of Agriculture which targets senior citizens aged 60 and over with household income at or below 130% of the
federal poverty level.

Requirements to Qualify:

Monthly Food Box Typically Contains:

Age 60 or older.
Must be a resident of one of the 20 counties we serve.
Provide proof of identity, residency & age.

(Photo ID, SC Medicaid Card, Certified Birth Certificate or
Medicare Card)

Have income equal to or less than 130% of the federal
poverty level.

4 (15-16 oz cans) vegetables

2 (15-16 oz cans) fruits

2 (32 oz) cartons of shelf-stable milk

1(25.6 oz package) instant nonfat dry milk (every other month)
2 (64 oz) bottles of juice

2 (12-18 0z) boxes of ready to eat cereal or 1-2 (14 0z) box of farina or 1 (3 Ib.) package of rolled oats

HHFB Partner Agency Guide 2023 21



e 1(24 oz can) beef or beef stew or1(24 oz can) chili or 2 (10-15 oz cans or pouches) chicken or 2 (12 oz

cans) tuna or 2 (14.75 oz cans) salmon

e 1(18 oz) peanut butter or 1 (2 Ib. package) dry beans/peas

e 1(11b. package) dehydrated potatoes or 2 (1 Ib. packages) pasta or 1 (2 Ib. package) rice

e 1(2Ib. package) cheese

Agency Shopping

Agencies that utilize the shared maintenance fee shopping program at Harvest Hope purchase food online
through the SCA portal. This program allows agency partners to shop at little to no cost (see “Ordering Product”

pg. 42).

Retail Store Donation Program

The Retail Donation Program is a partnership
between Feeding America and various retailers.
Through this partnership, food and other essentials
are donated to the Food Bank and some of the
partner agencies that it serves. Only Feeding

America member Food Banks and their partner
agencies may receive donations from these stores.
Not all partner agencies are able to pick up from retail
stores since there are more partner agencies than
stores available. Agencies will be assigned to stores by
the Food Bank. Priority will be given to agencies who
are in good standing with the Food Bank (i.e.
financially, reporting, attendance at mandatory
meetings, shopping, etc.). An agency’s assignment to a
retail store is not quaranteed to be permanent. If an
agency violates Food Bank rules and requlations or
the agency does not follow the guidelines of the Retail
Donation Program, its assignment to the store(s) may
be ended. The Food Bank reserves the right to
reassign stores to ensure more equitable distribution
as well.

1. Program Requirements:

Connect il

e Report weights of donated product via MealConnect by the end of each month.

o Use afreezer blanket, coolers with ice packs, or refrigerated vehicle to transport refrigerated
and frozen items from the retail store back to the partner agency site.

o Distribute products to clients just as you distribute other product from your agency. No

distribution may occur in the parking lot of the store.
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No food pantry staff members, volunteers, or directors are allowed to use the product for
themselves.

Pick up only during assigned days and times.
Enter and exit the retail store where instructed by the store manager or department manager.
Present identification cards to the store or department manager when arriving to pick up.

Sample temperatures must be taken and documented by the Member or Agency at the time of
pickup and delivery.

Communicate to clients that all frozen meat and poultry is to be prepared and consumed on the
date that it is thawed.

Shoppers for each agency must receive training from FBA every two years, or as directed by
FBA.

Partner agencies may not redistribute product to any other agency or program without prior
approval from HHFB.

2. ltems that may be donated to agencies

include:

Private label products, which are
damaged or outdated.

b. All meat and processed meat items,
including beef, pork, chicken,
lunchmeat, and prepackaged items,
that were reduced for sale and did not
sell, are still safe to consume and
would otherwise be thrown out, may
be donated.

Frozen Food and unsalable items still
fit for consumption may be donated.

Produce items that no longer meet the donor’s fresh standards but are still fit for consumption,
may be donated.

Deli/Bakery items that can no longer be sold and would otherwise be thrown out may be
donated, i.e., breads, cakes, pies.

Hot chicken and cold perishable items must be frozen and held in the freezer until pick up.

Perishable product, such as deli, salads, sandwiches, and prepared produce must be consumed
within 3 days past the date on package.

3. Retail Stores cannot donate the following:

Vacuum-packaged products that have lost their vacuum.
Any product that is spoiled.

Any packaged goods where the packaging has been damaged, leaving the product exposed to
potential contamination or direct contact.
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e (Canned goods that are bulging, swollen, or leaking.

e Any branded or private label medications including OTC analgesics, cough/cold, allergy,
antacids, laxatives, or eye care products.

Harvest to Home (Mobile Food Pantry Program)

This is a program designed to
provide food assistance primarily
to families living in rural
communities who may not have
access to a local food pantry.

Clients are identified and pre- P
registered, often through a local . HARVEST
church. Nonperishable, pre- ' :

packed items are delivered to a ‘
specific location at a i
predetermined time.

Program Description

The Mobile Pantry Program was established to assist individuals and families who live in "walking
neighborhoods" or “food deserts” where residents have little or no access to transportation, full-service grocery
stores or emergency food pantries.

While the non-profit agencies that serve these areas can pre-screen potential participants for eligibility so that
HHFB can provide services, these agencies often lack the infrastructure and resources (space, large volunteer
force, etc.) needed to handle the actual food distributions. In response, HHFB established the Mobile Pantry
Program where pre-assembled food boxes are delivered to a designated neighborhood site and immediately
distributed in the community.

Impact

The people in the communities served by the Mobile Pantry are at high risk of chronic hunger and nutritional
deficiencies. The Mobile Pantry is making great strides in addressing these critical needs. The Mobile Pantry

Program model efficiently alleviates hunger in isolated communities, builds trust with residents, and is highly
collaborative with other local service agencies.

Host Site Financial Responsibility

Financial assistance is required to help maintain this program.
The current shared maintenance fee rate is $25.00 per box.
Host Site Requirements

o Host sites are selected based on their geographic location of need. If there is already a host site in a
specific area, we WILL NOT add another site as the clients will be the same.

e The host site must be able to serve a minimum of 100 families
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Host sites must be willing to provide a safe, clean location with ample room for a truck to get in and out
of the parking lot.

The host site must pre-register clients 1-2 weeks prior to the established drop date.

The host site will be required to report final distribution numbers NO LATER than 72 hours AFTER the
Mobile Food Pantry drop is completed (we will provide instruction on how to submit reports online).

The host site must provide volunteers, enough tables, chairs, etc. for each drop to help with client
paperwork, unloading and distributing food as well as cleaning up after the distribution is over.

The host site must be able to dispose of any trash, pallets, or other debris after the distribution is
complete.

The host site will be responsible for making sure ALL clients have approved applications before food is
distributed to them.

The host site will be allowed 6 mobile pantries before one of the following options occur:

1. The host site will be allowed to continue only IF it provides full funding to maintain mobile pantry
site for any future distributions.

2. The host site completes an Application for Partnership and becomes a stand-alone Emergency Food

Pantry utilizing our Shared Maintenance Fee Program of $0.19 per pound.

Your advantages:

Efficient distribution to as many as 300 households in 2 hours
No need for storage
Distribution dates are determined on a “first come first served” basis

Call soon to get the best time for your organization!

What does my organization have to do?

Provide door-to-door directions to the site
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e Provide location for the truck to park

e Phone number for contact purposes in case the truck is lost, late or the weather does not allow for a
mobile pantry.

e Volunteers to distribute boxes.

What does the Food Bank do?
o Offer tips on hosting a successful mobile pantry before “Distribution Day”
e Bring over requested pounds of desirable product to your location

How to schedule a Mobile Pantry for your organization:

Choose a weekday between 9:00 am and 1:00 pm for your distribution. Recruit volunteers to assist on
Distribution Day. Contact the mobile food pantry manager to proceed.

BackPack Program
f Many children only eat at school, and dread going home for the weekend when they
BkaQCk know they will be hungry. BackPack programs operate during the school year and
provide children who are at risk of hunger with healthy nutritious food to take home

Progm'm @ for the weekend.
Harvest Hope administers a BackPack program, which provide meals and high

nutrition snacks for children during non-school hours, specifically weekends. It targets
children who would benefit from better access to nutritious meals.

Once a week, kids are given special bags of food that are filled with non-perishable food that can be used to meet
their weekend nutritional needs. A typical pack may contain: two entrees (spaghetti & meatballs, ravioli, beef-a-
roni, lasagna); two 100% juice boxes; two cereal bowls; two shelf-stable milks; two fruit cups; two grain snacks.
Additional items such as granola bars or pudding cups may be added.

The sponsor or food bank delivers the backpacks to the partnering schools on the best schedule for the school.
The packs will average about 10 items and will
weigh 5 to 8 pounds, depending on what is in
them. Normally, the packs are distributed on
Thursday or Friday.

Agencies interested in partnering with the
Food Bank as a Weekend Backpack site, must
serve children they believe would benefit
from the weekend assistance and must have a
direct partnership with a local school or
schools.

To begin a BP sponsorship please contact the
Program Manager.
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Diabetic Box Program

In 2017, Harvest Hope, in partnership with Lexington Medical Center, American Diabetes Association, and the D2
& Me Support Group established the first diabetic food pantry in South Carolina. Opened on July 1, the D2 & Me
Diabetic Food Pantry allows community members in need with diabetes to pick up special boxes of healthy
supplemental staple foods that are diabetic friendly.

The idea for the diabetic food pantry came from Natalie Copeland, a Lexington Medical Center employee who has
type 2 diabetes and created a health and wellness group called “D2 & Me” for diabetics in the Midlands.

“l learned a lot of people who have diabetes use a food pantry. Sometimes, the food they receive is heavy on

carbohydrates. The diabetic food pantry will help to ensure that they receive a nutritional balance of food that
will help them manage their diabetes well,” said
Copeland.

Recipients at the diabetic food pantry will
receive supplemental boxes that include items
such as peanut butter, brown rice, dry beans,
oats, Corn Flakes cereal, milk, mandarin
oranges, unsweetened applesauce, whole
wheat spaghetti noodles, green beans,

70-100 101-125 1264+ tomatoes, carrots, and chicken. They will also
Normal Risk Diabetes receive information and resources concerning
diabetes.

Community Beverage Program

At Harvest Hope, helping others is at the center
of our mission, and we would love to support
your community event with a beverage
donation. Please complete the online form to
request a donation for your event.

You can access the form at
https://www.harvesthope.org/community-

request.

e Requests are fulfilled based on current
inventory. Unfortunately, we can't
guarantee every request will be
granted.

o Requests must be submitted at least 4
weeks in advance of event.

e If fulfilled, there can be no resale of donated items.

e All donated items must be distributed during event.
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SECTION 5: Record Keeping

RECORD KEEPING REQUIREMENTS

Link2Feed Software Program

Link/Feed’

Link2Feed is certified B Corporation that believes that we
can’t end hunger if we don’t understand it. Their technology helps
organizations around the world feed change in their communities.
More than 3,100 organizations have used Link2Feed to assist 1.6
million neighbors in need.

To learn more about Link2Feed visit www.link2feed.com

Partner Benefits

Link2Feed is a free easy-to-use client intake software available to all partners of Harvest Hope Food Bank. HHFB
uses Link2Feed to manage the CSFP and TEFAP program. In addition to these federal commodities programs,
Partners can also manage their own customized programs all in one place.

e Link2Feed is client intake software e Allow us to truly understand the need in our
developed specifically for food banks and area.

their pantries. e No physical software to install or updated-

e It’s used to collect, manage, and report it’s all online!

service data. e Gather all the information that is needed as

e It allows a client to complete one a network and store it in a secure online
application for service. database.

e It provides real-time information about your e It’sjust as secure as the software that your
agency. banking institution uses.

o Willincrease our network’s efficiency and
communication.

How it Helps our Partner Agencies

e Easy Intake - Intuitive step-by-step intake e Graphic Reporting -Generate custom
process easy for those with limited reports saving hours of manual tabulation
computer experience. and making analysis easy.

e Paperless Process - Eliminate the need for e Multi Program Tracking- Track all your
hardcopy client files programs from financial assistance to

e Automated Compliance- TEFAP and CSFP clothing programs in Link2Feed

requirements including electronic e (Case Management- Tools like notes, referral
signatures, eligibility and reporting directly tracking, and messaging allow you to
in the software understand and support all a client’s needs.
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Documentation of Product Usage

All partner agencies are required by the IRS to keep books and
records which accurately reflect the total amount of product
received and distributed (or used).

Partner agencies must also outline their procedures used to
determine that the final recipient of donated product is ill, needy or
an infant (i.e., a minor child).

Record Maintenance and Time Limits

e Client Sign in sheets (records of food distributed in some
way) must be kept for 3 years.

e Invoices must be kept for 3 years.

e Temperature logs of appliances must be kept 3 years.

o Copies of all monthly reports (Agency Monthly Report, TEFAP Inventory) must be kept 3 years.
e Retail donation information (including paper copy of Donation Form) must be kept 3 years.

e TEFAP-3 Client Eligibility forms (if applicable) must be kept 3 years.

Food Pantries

Food Pantries must keep records including the names, zip
code of location, ages, FNS, employment status, and the
number of people in each client family served. Starting in

/ ® 2023 the Link2Feed Software designated by HHFB must
N be used for client tracking. Paper files may be used in
: \\ _ addition to the cloud-based database. Records must be

legible. Please keep these records on file onsite for at least
three years. Additional required information is subject to
change according to data needs of HHFB.

Food pantries that distribute The Emergency Food
o Assistance Program (TEFAP) commodities received from
the Food Bank must keep separate TEFAP records. These
records include a TEFAP Eligibility Form, TEFAP Monthly
o Inventory Report, and Food Storage Temperature Chart.
TEFAP records must be kept on file onsite for at least five
years.
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On-Site Agencies S —  —

All agencies serving meals and snacks on-
site must record the number of
households and snacks served each
month.

It is helpful, but not required, for soup
Kitchens to have meal recipients sign in
before eating. Soup kitchens are required
to fill out completed monthly reports each
month.

Monthly Reporting

In addition to the record keeping requirements, all agencies must complete the appropriate monthly reports for
their program type(s). Most partner agencies will submit a “Partner Agency Monthly Report” to HHFB. This
monthly report should include the total number of households and individuals served for food pantry programs
and meals/snacks served by on-site agencies.

e TEFAP Monthly Report: Agencies that receive food through The Emergency Food Assistance Program
(TEFAP) must complete a “TEFAP Inventory Monthly Report.”

e CSFP Monthly Report: Agencies must submit their CSFP report 72 hours after their distribution day.

e Retail Donation (Food Lion/Walmart): Agencies that receive food through the Retail Donation Program
must submit a corresponding Monthly Report via the online program called MealConnect.

e Backpack Report: After-school snack (CACFP) and Weekend Backpack programs must complete reports
specific to their programs.

Methods of Distribution:

e TEFAP and Non-USDA reports are completed online via reporting forms available on HHFB website
agency portal.

e CSFPreports are submitted by email to your Agency Relations Coordinator.

Late Submission:

Partner agencies that do not submit Partner Agency Monthly Reports or TEFAP Monthly Reports in a timely
manner will have their privileges suspended and placed on Product Hold until the reports are received. Agencies
that do not submit Retail Donation Reports or submit them in a timely and accurate manner will be removed from
the Retail Donation program.

Please note:

Members that repeatedly fail to submit monthly reports may have their Food Bank partnerships terminated.
All reports are due to HHFB no later than the 1°t of the following month. Reports not received by the 15t of the
month will result in suspension and loss of privileges.
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Reporting Policy

Harvest Hope Food Bank requires all Partner Agencies to keep adequate records at its distribution

site, always, which shall provide a sufficient audit trail for HHFB to determine what food has been received and
how such food has been distributed by such Partner Agency. Records include invoice copies, client distribution
reports, temperature logs, and statistics reports.

Partner agrees to report monthly service statistics to HHFB by the 15t of each month for its prior months’
service. Such information shall be available at the distribution site for inspection by HHFB at any time upon
request (As per the Partner Agency Agreement & Agency Release).

Any Partner Agency who fails to submit the monthly report on time will be subject to the parameters outlined in
the Probation/Suspension/Expulsion Policy. Failure to report on time is a policy violation subject to suspension
or expulsion of partnership without first being placed on probation. However, the following Disciplinary Actions
will take place.

e Any Partner Agency who fails to submit their monthly report on time will receive one warning from
their District Coordinator. This warning can be communicated verbally or by email.

“Verbal Warning: An agency will receive a verbal warning from your District Coordinator for any
behavior found to be unbecoming of a partner agency. This warning will be documented
internally.” (Probation/Suspension/Expulsion Policy)

e Any Partner Agency who fails to submit a report for two consecutive report periods (35-

45 days late) will result in expulsion of the partnership and status as a Partner Agency will
be terminated. A closure notice will be sent to the organization.

e Any Partner Agency who fails to submit their monthly report on time for a second month,
consecutively, will be released from any USDA (United States Department of Agriculture)
programs in which they are participating, and they will be put on a 30-day shopping hold. If the
Partner Agency is a USDA participant only, they will be given the option to become a shopping
agency after a 15-day waiting period.

e Any Partner Agency who fails to submit a report on time for a second time within a 6- month
period, will be subject to a 90-day probationary period. During the probationary period, any violation
of the Partner Agency Agreement & Agency Release will result in expulsion of the partnership and
status as a Partner Agency will be terminated and a closure notice will be sent to the organization.

Social Security Numbers

The Food Bank prohibits any partner organization from using Social Security numbers (SSN) as a screening tool.
We have taken this stance for two reasons:

1. We believe that the risk of identity theft far outweighs any benefit of using a SSN to identify clients and
to verify how many are in the household.

2. The process of using a SSN to screen/identify clients may be discriminatory since some undocumented
and homeless individuals may not have a SSN or a Social Security card.

We strongly encourage partner members to use other processes when doing client intake and screening. Hunger
relief partners that use SSNs to screen clients will be terminated as Food Bank partner.
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Invoices

Partner members are provided an itemized invoice for product received from HHFB. Please check this invoice for
accuracy before you leave the warehouse or the delivery site. Once the invoice is signed, you have agreed that
your agency has received the product listed on the invoice. After you leave with your agency’s product, nothing
may be added to or deleted from your invoice.

All agencies must keep HHFB records, including invoices, on file for at least three years. TEFAP agencies must
also keep TEFAP invoices on file for three years. HHFB representatives will ask to see these invoices when they
conduct site visits.

Invoices should be signed at HHFB/delivery site to verify order.

Surveys

Partners are expected to respond to periodic HHFB surveys in a timely manner. Some of these surveys are
meant to gather up-to-date information on each partner, while others help to determine the quality of service
provided by HHFB or allow us to find out what your needs are.

SECTION 6: Storage & Handling

STORAGE AND HANDLING OF
PRODUCT

Dry Storage

Agencies must be able to store food at least 4-6 inches off the floor and away from the walls of the storage area.
Acceptable storage includes metal and wooden shelving (metal is preferred since it is easier to clean), cabinet
space and wooden pallets. The storage area should be secured (locked) to limit access only to authorized
personnel in emergency food pantries, soup kitchens and homeless shelters. This can be accomplished by locking
the storage room or padlocking cabinet or refrigerator space. If the product is stored in a church kitchen,
cabinets and appliances must be labeled “For Food Pantry Use Only” and be kept locked. Padlocks should be
installed if necessary.
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Refrigerated & Frozen Storage
Refrigerators and freezers must be clean and in working order.

HHFB product should be stored in a refrigerator or freezer designated solely for that purpose. If the product is
stored in a church kitchen, appliances must be labeled “For Food Pantry Use Only” and be kept locked. Padlocks
should be installed if necessary. Personal items may not be comingled with HHFB product at any time.

Temperatures must be monitored with refrigerator/freezer thermometers to ensure equipment is cooling
properly. These thermometers may be purchased inexpensively at hardware stores and other retailers.

Refrigerator temperatures must be at 40°F or colder (ideally 38°F) and freezers should be at approximately 0°F.
Temperatures should be monitored and recorded 5x/week unless the agency distributes TEFAP commodities.
TEFAP recipient agencies must check the temperatures and record them daily.

On-Site Programs

Facilities must have three sinks - one each for washing, rinsing, and sanitizing dishes - or a dishwasher. If this is
not possible, the agency must use paper and plastic plates and utensils for serving food.

All cleaning items and chemicals should be stored separately from food products to prevent contamination.
Chemicals and cleaning items may never be stored above or on the same shelf as food items.

There should not be signs of pest infestation in the storage area.

Food may not be stored at a private residence or in a storage facility or building that is on an individual’s
personal property. All food storage must be either at the agency’s facility or in a designated off-site storage area
(NOT a mini-storage unit).

Transport of Refrigerated and Frozen Food Bank Products
Agencies must use one of the following methods to transport refrigerated and frozen foods year-round.

o Refrigerated and frozen food items must be transported in coolers with ice or cold packs to prevent
thawing or spoilage.

e Another option is to cover refrigerated and frozen items with a freezer blanket. The freezer blanket will
keep your cold items at safe temperatures if used properly. You can purchase freezer blankets from the
Food Bank.

e Agencies also may use a refrigerated vehicle to transport cold items.

The Fair Packaging and Labeling Act

The Fair Packaging and Labeling Act PL 89-755 prohibits the distribution of any food item (except fresh fruit and
vegetables) without a label. Labels shall contain:

e The common name of the product.

e The name and place of business of the manufacturer, packer, or distributor.
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e The net quantity of the contents.
e The common or usual name of each ingredient, listed in descending order of prominence.

The labels on many salvage products are ripped, torn, or illegible. These products cannot be redistributed unless
the information listed above is legible and complete. The purpose of such laws is to protect the consumer. Many
people are on restricted or specialized diets while others may be allergic to individual foods (peanuts, wheat, tree
nuts, etc.) and use the ingredients listing to identify products which may contain the allergen and thus must be
avoided. In some cases, the latter situation may be life threatening.

The Federal Food, Drug, & Cosmetic Act

The Federal Food, Drug, & Cosmetic Act prohibits the introduction, delivery, or receipt through interstate
commerce, of any food, drug, cosmetic, or devise that is adulterated, misbranded, or unlabeled. Federal law
clearly requires any organization, including members, to promptly dispose of any foods that are, or may be
adulterated (“Adulterated” and “Contaminated” are considered synonymous terms in this manual). This act
considers food to be adulterated if:

e It consists in whole or in part of any filthy, putrid, or decomposed substance, or is otherwise unfit for use
as food.

e It has been held, packaged, or prepared under unsanitary conditions.
e It bears or contains any poisonous or deleterious substance.

e Its container is composed of any poisonous or deleterious substance that may render the contents
injurious to health.

SECTION 7: Site Visits

SITE VISITS WITH FOOD BANK
PARTNER AGENCIES

Site Visits: Purposes, Frequency and Process

Feeding America’s assurances to its donors that food bank partners are certified and are visited reqularly by food
bank staff has contributed to its growth and credibility as a network. The site visit demonstrates accountability,
and accountability is what national manufacturers and grocers ask for in return for their contributions of food
and non-food essentials.

Each Food Bank partner agency will be visited by a Food Bank representative a minimum of once every 24
months. If possible, an Agency Relations representative will visit each agency once per year. Agencies that need
to improve program implementation, record keeping, or storage will be visited more often until conditions are
improved. Site visits serve other purposes besides meeting Food Bank, IRS, and Feeding America requirements.

These visits give partners an opportunity to share concerns they may have about the services we provide. The
Food Bank can address those concerns only if our staff is aware of them.
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The site visits are also used to share information on new Food Bank programs and about other local partner
members in your area.

Site visits give a member organization a chance to show the good work it is doing in its community.

A Food Bank representative will call the agency’s primary contact to arrange an inspection visit. The Food Bank
representative will explain the site visit process to the member contact, and a convenient time for both parties
will be set up. A follow-up letter with time, date, and details will be emailed, or mailed if requested by the agency.

The member contact must call the Food Bank if an emergency conflict arises, and the inspection will need to be
rescheduled.

Please note that partner relief organizations are generally notified about site visits, but they may be
unannounced as needed. Unannounced visits are usually conducted when an agency is difficult to reach or
there is evidence that there are compliance issues.

What to Expect During Your Site Visit

The Food Bank representative will talk to you
in detail about your organization.

The representative will ask about programs
that your organization runs, who it serves, its
service area, hours of operation, the number of
people or meals served, the partner’s referral
system, how it is funded and its food sources
(this list is not all-inclusive).

The Food Bank representative also will discuss
how the Food Bank fits into your
organization’s plan. They also will find out
what resources your organization needs to build its capacity to serve the community.

Storage and food preparation areas will be inspected to see if they meet Food Bank specifications.

3. Records such as invoices, TEFAP forms, and pantry distribution forms will be checked (see Section 5 for record
keeping requirements).

4. The Food Bank representative will ask how Food Bank services to your organization can be improved. S/he
also will review Food Bank programs that might be of interest to your organization.

5. S/he also will ask if any information about your organization has changed - contacts, shoppers, hours, phone
numbers, mailing addresses, e-mail addresses, etc.

If Corrective Action is Needed During a Visit

If a storage or record keeping violation is minor, the Food Bank representative will suggest how the member can
correct the situation. An Agency Relations staff person may conduct a follow-up visit to determine if the problem
has been corrected. If the problem has been corrected, the agency’s status will be returned to “active.” If not, the
agency may be suspended or terminated.
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Major storage, record keeping, or other violations may result in immediate suspension or termination by the
HHFB staff person with approval of the Programs & Agency Relations Manager.

The agency will be notified in writing, no later than one week after the site visit, of action to be taken by the Food
Bank.

Limited Nature of Site Visits

The site visit is primarily conducted to ensure that partner agencies are in compliance with Food Bank rules and
requlations and to satisfy the Food Bank’s contractual responsibilities to Feeding America. It is not intended to
be a substitute for the agency’s internal controls or supervision.

SECTION 8: Training

MANDATORY TRAINING

Agency Orientation & Basic Training

Agency Orientation & Basic Training is designed for new program directors, new board presidents, and any key
volunteers for your program. We cover big picture information as well as expectations for what is involved with
partnering with Harvest Hope Food Bank. Anyone who might be placing food orders, submitting reports,
accepting food deliveries, or picking up product from HHFB, should attend orientation.

A new agency must first attend an orientation session with the Food Bank before they are able to order and
receive product from the Food Bank. New Directors are required to attend this training, and any new Board
Presidents or key volunteers are highly encouraged to attend.

Orientation will consist of a review of ordering rules, warehouse safety rules and requlations, delivery program
information, record-keeping requirements, Food Bank programs, and general Food Bank requlations. Agency
staff will have ample opportunity to have any questions answered.

o Please note that individual shoppers or agency contacts may be banned, at the discretion of the Food
Bank, from shopping at the Food Bank or from representing an agency as a Food Bank contact person for
violations of the “Warehouse Guidelines” listed or violations of any other policies listed in this manual.
Shoppers or agency contacts also may be banned if they do not treat staff, volunteers, other agencies, or
donors with respect or if they disrupt the operation of the warehouse or of the Food Bank as a whole.

Food Safety Training

Partner agencies must take a Food Safety Training session coordinated by the Food Bank or take an online food
safety training course at least once a year. If the agency can provide documentation that shows a representative
is certified in “food safety” from an accredited group (such as SERV Safe), the agency will be exempt from the
training until the certification expires. Agencies that fail to complete food safety training annually may have
shopping privileges suspended.
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Retail Donation Training

This training is for agencies who participate in the Retail Donation Program and pick up donations from retail
stores such as Food Lion and Walmart. This session covers areas such as what items may be donated,
transportation and storage procedures, record keeping requirements, good customer service and identification
cards for participants. All shoppers picking up on behalf of the Agency must attend this training every two years
(or as required by HHFB) and receive an updated ID card.

Yearly Compliance Training

The Food Bank strives to be a good steward of the foods and other items that are donated to it. To be good
stewards, we must ensure that partner agencies follow the rules and guidelines that have been put into place to
make sure that donated products are used properly. To this end, the Food Bank provides mandatory training
yearly.

Program Training

USDA recipient agencies must receive training from a Food Bank staff member to ensure they receive
information that will keep them in compliance with the programs. The training sessions cover record keeping,
civil rights, storage of products, non-discrimination, proper signage, allocations of product, etc.

If compliance issues are found during a site visit, agencies will be required to receive TEFAP training again.

SECTION 9: Compliance

UNAUTORIZED USE OF FOOD BANK
PRODUCT

Food Bank product is donated for the sole purpose of feeding the needy, ill, infirm, or infants (defined by the IRS
as children younger than 18) according to quidelines set forth by the Internal Revenue Service and Feeding
America. Using Food Bank product in an unauthorized manner will result in suspension or termination of Food
Bank shopping privileges.

o Religious organizations may not use Food Bank product for any religious functions, including, but not
limited to church dinners, Sunday school classes or vacation Bible schools.

e Food Bank product may not be consumed or used by the agency’s program staff unless the following
conditions are met:

o Program staff in group home, shelter, soup kitchen or other on-site agencies may consume Food
Bank product when client meals and/or snacks are served. Primary service must be to clients. At
least 70% of the recipients of the meals/snacks must be clients.

o If a program staff member has a legitimate need because of an emergency situation, a pantry
program may provide him/her with groceries. This distribution of food must be documented on
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agency and Food Bank record keeping forms. Distribution of food to staff or volunteers should
not be done on a routine basis.

e Food Bank
products may not be
used for the
purpose of
fundraising either as
prepared food (such
as spaghetti dinners
or bake sales) or as
“prizes.”

e Agencies,
regardless of
method of how they

receive the donated product (i.e., directly from the member, through the store donation pick-up program,
excess mobile pantry product, etc.) may only distribute donated products to clients. Agencies may
distribute donated products to other food bank member agencies with prior approval from the Food
Bank. No product may be shared with non-food bank member agencies, organizations, or business

entities.

e Agency “volunteers” may not receive food in exchange for their service. Volunteers should NEVER
receive food as a “thank you” for their service. If volunteers are legitimately in need, they may receive
food, but they may not receive food in a different manner from other food recipients (i.e., they may not
receive preferential treatment). They also may not “cherry pick” product or set it aside before

distribution to other food recipients.

CLIENT RIGHTS AND AGENCY
AVAILABILITY

Notice to the Public of Availability

Agencies must have signage posted in a visible location on the
outside of the building.

If a scheduled distribution must be changed, the agency should
notify the public via visible signage on the outside of the
building and on the outgoing message on the voicemail
box/answering machine.

Each agency is required to provide some form of public
notification each year. The full nondiscrimination statement
must be included in all public notification materials. Public
notification should include agency name, address, contact
information, and days and times of operation.
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Another way to provide notification to the public is to use social media and website postings.
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Client Rules and Client’s Rights

Any rules or requlations that clients must adhere to must be in the form of a written policy to avoid
discrimination or inconsistencies in how clients are treated. These policies should be approved by the agency’s
Board of Directors or other leadership body.

We strongly encourage agencies to post any rules and expectations that the agency has of its clients and those
they should expect of the agency. These should be placed in very visible and well-trafficked areas at the agency.

As mentioned earlier in the manual in Section 2, clients may not be discriminated against. Any agency found in
violation of this policy will be terminated as a Food Bank partner agency.

RELIGIOUS PROSELYTIZING

Agencies may not discriminate against clients based on religious preference or status. No client may receive
priority service due to religious beliefs or participation.

Partner agencies cannot require clients to participate in prayer, worship or to receive religious messages or
devotions as a condition of receiving food. Partner agencies are welcome to invite clients to participate in
religious services but must not tie those services to the food distribution process. If a food recipient does not
wish to participate, their decision must be respected.

***Exceptions to this are programs in which clients voluntarily reside at an agency in which religion is a part of
its stated mission (e.q., rescue missions).

VOLUNTARY CONTRIBUTIONS FROM
FOOD RECIPIENTS

Partner agencies must not actively request that clients provide “donations” or in any way infer that donations
are required to receive food, since it might be construed as payment for food. FBA recommends to not even have
a donation jar out for clients. However, if an agency does receive donations from food recipients, it must be done
as explained below or the agency risks suspension or termination as a Food Bank partner agency.

e Any client contributions must be truly voluntary and anonymous and cannot be coerced or implied or
even encouraged, suggested, or recommended. They must be completely voluntary.

e Agencies may set up donation canisters, jars, or boxes, but these must be located in places where
donations can be made in a completely anonymous way. Donation canisters, jars or boxes cannot be
placed in areas where agency staff/volunteers know which food recipients are donating and which are
not (e.qg., waiting areas, at the main desk, intake areas).

e Agencies may not charge any fees for food boxes, transportation of food, etc. to clients to cover
operating expenses. Partner agencies also cannot post or communicate “suggested donation” amounts
to food recipients nor strongly encourage clients to donate. Agencies that charge fees to food recipients
or violate the “Voluntary Contributions from Food Recipients” section of the policy manual will be
terminated from partnership with the Food Bank.
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SECTION 10: Communication

AGENCY RELATIONS COORDINATOR

The relationship between Harvest Hope Food Bank and its partner agencies is crucial to the food bank network.
To provide the best service possible, each agency will be assigned an Agency Relations Coordinator (ARC).

The position of the ARC is to be knowledgeable about all matters pertaining to the partner agency. The ARC will
assist and quide the partner with its food banking needs. Communicating with your ARC reqularly must be a food
pantry practice. Refer to HHFB Contacts section for the appropriate contact information.

EMAIL

We encourage partner agency managers to check
your emails daily as that is the main method of
contact from HHFB to its partners.

The agency will provide their ARC with no more
than 2 email contacts. It is the responsibility of

the partner agency to ensure HHFB o
correspondence is distributed amongst the pantry -
staff.

COMMUNICATING CHANGES IN
PROGRAMS OR PERSONNEL

Please notify your ARC of any operational
changes in your program that may affect your
shopping volume or frequency. These types of
changes include changes in days and hours of
service, additions or terminations of programs and additions of facilities. Some programs that your agency offers
may not qualify to utilize Food Bank product.

Always report changes in shoppers or contact information for your agency. This ensures that communication is
directed to the appropriate staff and that only authorized people are allowed to shop for your agency.

Please notify the Food Bank concerning address, phone number and e-mail address changes. Without these
types of updates, we will not be able to reach agency contacts or email newsletters and other important
information.

The agency director, program coordinator or board president should submit any changes as soon as possible to
the Agency Relations Coordinator.
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SECTION 11: Food Bank Operations

FOOD BANK OPERATIONS

Guidelines for Being in the Food Bank Warehouse

WAREHOUSE
VAVAV/A VAV/AV/A  VAV/AV./4

e Product pickup is by appointment only. You will schedule your appointment to pick up your product
when you place the order online.

e The Food Bank warehouse is open for pick-ups between 8 a.m. and 2 p.m. Monday - Friday.

e If any agency repeatedly misses scheduled appointments, it may be subject to disciplinary procedures or
lose its appointment on the “permanent” schedule.

o Upon arrival, please sign in at the front lobby and then check in with the Customer Service and
Receiving. We ask that you always bring your agency identification card when picking up food bank
product. You will not be allowed to pick up without your card. These cards identify you as authorized
representatives for your agency. No one other than the assigned representative is authorized to use
agency identification cards. Replacement cards will cost $5 (we will replace your shopping card once at
no charge).

o All cardholders must be at least 18 years old. At least one cardholder must be present when your agency
shops. A maximum of four people from each agency may be in the warehouse at any given time during
pickups.

e Please do not take more product than your agency can distribute/use in 30 days. This gives all agencies
equitable access to product. Also, do not take more product than you can load in your vehicle. We will not
be responsible for items left in the warehouse.

e Please do not open cases. This prevents damage to Food Bank product and keeps the warehouse neat.
Take whole, sealed cases only. If you need to know more information about a product, please ask
warehouse staff for assistance. An agency that opens a sealed case may be asked to leave the warehouse
without its product.
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Please bring coolers and ice or ice packs to transport refrigerated or frozen items. Freezer blankets may
be used in place of coolers. You will not be permitted to leave with refrigerated or frozen product that
cannot be properly transported.

Produce and bakery items are always distributed without a shared contribution fee. Shoppers may take
as much as their program can use or distribute before spoilage sets in.

Plan to load your own vehicle and bring enough people to assist you as needed. Food Bank staff will be
unable to assist agencies in loading vehicles. Exception: Commercial vehicle with tags in the name of the
agency may be loaded by forklift. Personal vehicles are unable to be loaded by forklift.

Due to safety issues, shoppers are allowed only in the shopping area of the warehouse. Children under
the age of 12 are not allowed in the warehouse under any circumstances. If you bring children younger
than 12, please have someone available to watch them.

The shared contribution fee is currently $0.19 per pound. Some items may be less than this. Value Added
Product (VAP) Items may cost more.

o Pay shared contribution with an agency or church check only. The Food Bank does not accept
cash, personal checks, money orders, or counter checks.

o All new agencies must pay at the time of pick-up/delivery for the first six months of membership.
Agencies may request charge privileges after this time.

o Agencies with returned checks due to insufficient funds or those that have been suspended
because of carrying a past-due balance must pay as they shop indefinitely.

o Once an agency receives an invoice, no new items may be added. Please check your invoice for
accuracy before signing it. Sign your invoice upon checkout and have them co-signed when you
return to your agency. Please keep these invoices on file at your agency for at least five years.
Once aninvoice is signed, the shopper has agreed that all invoiced product has been received by
the agency.

o Thereis a $25 charge for checks returned for insufficient funds.
No weapons of any kind are allowed on the premises.

No eating or drinking is allowed on the warehouse floor.

Remember that your agency is one of many that utilize the Food Bank. We are all in this together.
We appreciate your cooperation.

Safety Practices

Agency shoppers must wear closed-toe shoes.

Do not stand on pallets. This will prevent tripping and falling; prevent getting your foot caught between
the slats; and prevent your foot from breaking through the wood.

Lift boxes properly to avoid personal injury. The Food Bank will demonstrate this for you during pick-up
if needed.
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e Remain in designated shopping areas. Certain areas of the warehouse are “staff only” areas. They are
usually, but not always, chained off. Do not go into areas designated as staff-only. Forklifts are usually
operating in these areas.

o Be aware of “honking horns!” This will alert you that a forklift is nearby. Shoppers are not allowed to
operate power driven equipment.

o Parkin designated parking areas and abide by 5 mile-per-hour speed limit while on Food Bank property.

o Please look for fire extinguishers in the warehouse and general office area to be prepared for a fire
emergency. Feel free to ask Food Bank staff to show you where this equipment is located. Also please be
familiar with the fire exits. Please cooperate with the staff direction in the event of an emergency.

e Inthe event you areinvolved in an accident/incident, we require that you report it to the staff and
complete an accident/incident report. Also, we ask that if you are witness to an accident/incident, please
report it to the staff and provide a written statement of what you have observed.

Delivery Service (Program Specific)

Each eligible agency will be contacted with delivery information via phone on the day of the scheduled delivery.
Delivery services are program specific and do not apply to all programs.

Please arrive on time. If an agency does not pick up its order, the Food Bank driver will take the order back to the
Food Bank. The agency will be contacted and given a verbal warning. For subsequent offenses, an agency may be
suspended from using delivery services.

The driver will have an itemized invoice reflecting your order. When receiving the order, check its accuracy
aqgainst the sheet provided. Note any shortages on the sheet so that you may be invoiced correctly once the
driver turns the paperwork in to the appropriate Food Bank staff. If a correction must be made, your account will
be credited for the appropriate amount.

You must pay for your order with a check after signing the invoice unless your agency has charge privileges. If
you are paying via the driver, please do not fill out the amount on the check until you sign your invoice sheet.

ORDERING PRODUCT

Online Ordering Portal

Beginning July 2022, agencies will no longer shop on site in Harvest Hope Food Bank warehouse. Food will be
ordered from the SCA online ordering website.

Each agency will have an account to login to and purchase product. The system is user friendly like any shopping
website and ensures that agencies receive equitable access to the available product to agencies. Product will be
updated daily.

Entering the Ordering Portal

To enter the ordering portal, begin by navigating to the website
https://www.harvesthope.org/, and click on “Agency Portal” on the bottom of the home screen
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SECTION 12: Accounting

CHARGE PRIVILEGES

Agencies may request charge privileges if accounts are paid through an accounting office.

Formal requests for Charge Privileges must be addressed to the Food Bank Executive Director in writing. The
request should include authorization of the Board of Directors of the member agency. The letter must explain the
current procedure used by the agency to pay accounts and the reason why the agency is requesting charge
privileges.

All requests will receive a written response from the Food Bank’s Executive Director. Only after you receive
written authorization from the Food Bank will the charge privileges be extended.

PAST DUE BALANCE & RETURN
CHECK POLICY

The Food Bank must be good stewards of the resources that are donated to it. We also must be fiscally
responsible in our management.

Late Payments

A late payment is any outstanding invoice that is not paid within 30 days. Agencies that are 60 days past due on
any invoice balance will be placed on Product Hold. The agency will not be able to shop or receive any Food Bank
services until any balance more than 30 days past the due date is cleared. We will provide copies of open invoices
as requested. Continued failure to pay will result in suspension of membership and referral for collection

Note: Agencies are required to pay invoices within 30 days of shopping. New agencies must pay as they
pick up during the first six months of partnership.

Please remember that any partner agency with a balance over 90 days may be terminated as a partner agency.
Returned Check Policy

Any agency with a returned check will have its shopping privileges suspended as well. The agency’s shopping
privileges will be suspended until 14 days after we receive payment to cover the returned check amount and the
$25 returned check fee.

If the agency can provide the Food Bank written documentation from its bank that the check has cleared before
the 14-day period, its status will be returned to active and in good standing. Agencies that have two returned
checks in a12-month period or five at any time during its partnership may be terminated.

Payments must always be made with an agency check. The Food Bank does not accept cash, personal checks,
money orders or counter checks.

Any partner agency that is placed on suspension because of a past-due balance or a returned check will be
required to pay as it shops indefinitely. “Shopping” means any receipt of product from the Food Bank, i.e.,
receiving items through warehouse shopping, the rural delivery program, Mobile Food Pantry, direct distribution,
TEFAP, SNAP, the purchase program, etc.
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SECTION 13: Probation, Suspension and Termination Policy

Harvest Hope Food Bank at its own discretion, reserves the right to monitor each and any Partner Agency at any
time to ensure compliance standards are being met.
Policy Violations:

1. Exchanging donated food /products for money, property (including other food items) or services.
Removal of donated food/products from on-site program for private use.
Using donated food/products in a manner that is not related to the exempt purposes of the Food Bank.
Violation of the Agency Agreement & Agency Release with the Food Bank.
Violation of the reporting policy
Delinquency in reimbursement of shared maintenance contributions and/or delivery costs.
Improperly storing, refrigerating, or transporting donated food or other product.

Improperly stockpiling of donated food/products.

© ® N o, A W N

Violation of any federal, state, or local statute, ordinance, code or requlation.

Disciplinary Actions:
Probation:

A Partner Agency may be placed on probation for a period not to exceed one year if found to be in violation.
Notification must be in writing. The Programs & Agency Relations Manager has the authority to place Partner
Agencies on probation. The Partner Agency may appeal its probationary status to the Programs & Agency
Relations Manager by delivering such appeal within 10 working days, in writing. The purpose of the probationary
period is to place a Partner Agency on notice that it must bring its program into compliance or face suspension
or expulsion. During the probationary period, the Partner Agency retains all rights and privileges.

If the violation is not rectified by the end of the probationary period, the Programs & Agency Relations Manager
shall have the authority to extend the probationary period or to suspend the Partner Agency. The Partner
Agency may appeal this decision as previously outlined.

A Partner Agency's probationary status is terminated when one of the following occurs:

(1) The Partner Agency corrects the violation and notifies the Programs & Agency Relations manager that the
violation has been rectified, or

(2) The Partner Agency has been suspended or expelled.

Suspension/Expulsion:

A Partner Agency may be suspended or expelled, without first being placed on probation, if found in violation of
violations 1, 2, 3,4 or 5.
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All other violations must be preceded by a probationary period for the violation in question or another non-
related violation. The Agency Relations Director may implement a suspension/expulsion which results in the
agency losing all the rights and privileges of a Partner Agency as well as its status as such. At the end of a
suspension period, an agency may reapply to become a Partner of the Food Bank, however, once expelled an
agency may n