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Mobile Pantry Information Packet
This packet serves as an attachment to the Mobile Pantry Agreement. All sites agree to the information below upon signing the agreement.



ABOUT THE MOBILE PANTRY PROGRAM:
Mobile Pantries bring food directly to communities where more help is needed. The Mobile Pantry program is one of the few direct service programs at Food Bank of the Rockies (FBR).

Our refrigerated trucks are met by a team of 10-15 volunteers at the host site who help with set up for and distribute the food. Once the food is distributed, the volunteers help tear down the distribution, clean up the area and then the truck returns to the food bank. Sites occur once or twice a month, Monday – Saturday, in the morning or afternoon. 

The Mobile Pantry program is completely funded through grants received by FBR. There is no cost to host sites and FBR assumes all responsibility for food distributed at host sites. 

A typical Mobile Pantry will distribute approximately 10,000 pounds of food, consisting of 10 – 15 items including protein, canned goods, fresh produce and dairy. Clients receive food assistance based on self-declared need. Clients bring their own bags or boxes and take home the food directly from the Mobile Pantry site.  

In the fall of 2013 we began distributing government commodity food, The Emergency Food Assistance Program (TEFAP), at selected Mobile Pantry sites.  Sites who distribute TEFAP were targeted based on a gap analysis in which TEFAP was not as accessible or distributed to those in need. With the help of TEFAP we are able to provide Colorado communities with various frozen meat, pantry staples, and canned fruits and vegetables. 

GENERAL OVERVIEW:
i. FBR’s truck arrives approximately 45-60 minutes prior to the distribution; volunteers should arrive no earlier than 45-30 minutes prior to distribution. 
ii. The public can arrive up to 30 minutes prior to the distribution’s start time.
iii. Distribution is not to start any earlier than 15 minutes of publicized start time.
iv. The Mobile Pantry truck will be stocked with perishable and non-perishable food items to be distributed to any community member seeking food assistance. 
v. The number and variety of items offered will vary dependent on product and funding donations available.   
vi. FBR attempts to provide quantities to ensure each household may receive at least one of each item.  
vii. The truck will park in a pre-designated area.  Volunteers from the site will help set up tables and display food once the FBR truck driver has unloaded the food. 
a.) Volunteers may receive direction from FBR driver, if other assistance is needed. 
b.) Volunteers should stand clear of the truck, forklift and other equipment until instructed otherwise.
c.) Volunteers are not to use electric pallet jacks or operate any part of the FBR tractor and trailer. 
viii. A portion of each product is set out on the tables for clients to choose from (client choice style, market style distribution).  The remainder of the unopened product is staged between the tables and the truck, and used to replenish the tables, as needed.
ix. Clients should form a line away from the staging area. Clients must sign in on the provided FBR client form before they receive food.
x. Once distribution begins, each household will walk along the tables and choose the items they are interested in.
xi. Volunteers are stationed behind the tables to restock items as needed and to make clients aware of product limits. 
xii. The distribution takes approximately two hours. Distribution sites are to stay open for a minimum of one hour unless there is no more food remaining.
xiii. When the distribution end-time is determined (time has elapsed, all product has been distributed or bad weather) FBR’s driver, with the help of the site volunteers, loads trash containers/bins onto the truck to be returned to FBR.  
xiv. FBR’s intent is to distribute all product to the clients by allowing them to access the line multiple times if needed. If there is still leftover food, it is to be shared with a pre-established partner of FBR (each site has authorized partners).
xv. FBR Partner Agency sites hosting a FBR Mobile Pantry may keep open cases of product for their on-site hunger relief program.
a.) Non-FBR Partner Agency sites will load all undistributed product (open and unopened cases) on the truck.  Note:  FBR may select a local partner agency to receive undistributed product for their hunger relief program. 
xvi. Distribution location may be asked to assist in utilizing dumpsters to remove trash.

RESPONSIBILITIES:
Site Coordinators:
i. Written permission for Mobile Pantry distributions to take place at the site must be obtained.
a.) If Mobile Pantry is on a school property, government property or private property the signatures of managers / principles / owners are required on the application.
ii. On-site Coordinators will sign a written agreement with FBR yearly.
iii. Site coordinator will oversee the distribution, supervise the volunteers and serve as FBR primary contact.
iv. Site coordinator is responsible for ensuring all clients receiving food assistance (volunteers and community members) sign in on the provided FBR sign in sheet. 
v. Site coordinator will recruit 12-15 on-site volunteers to assist with the distribution, depending on location and anticipated number of households being served. 
a.)  If the site coordinator is unable to obtain sufficient volunteers, they should contact FBR immediately to find a solution in order for distributions to not be affected.  
vi. Site Coordinators are asked to verify the product invoice and report discrepancies to the driver and MP Supervisor.  
vii. Volunteers who wish to receive food product must sign client sheet and volunteer sign-in sheet.  
a.) They are not to receive special privileges in exchange for volunteering.
b.)  This includes but is not limited to, hoarding product, cutting in line or denying product to clients to ensure volunteers receives that item.
c.) If a volunteer is concerned they will not receive enough food for their household they are encouraged to wait in line with the clients and forfeit their volunteering duties.
viii. Site coordinators will outreach to the surrounding community/county.   FBR approved flyers and media releases will be provided.
ix. Conduct client outreach in your area a minimum of 4 times per year. 
x. a.)  Post flyers and share with community centers, Department of Human Services, churches, school, daycares, etc.
b.) Public announcements on the radio or in the newspapers are suggested on a monthly basis.
xi. Yearly food safety and civil rights training.

FBR Staff (including Supervisor, Driver and other applicable staff): 
i. Provide a truck and driver that remain on-site throughout the distribution.
ii. Provide six (6) folding tables, if location does not have them. 
iii. Provide safety knives to open product cases.
iv. Provide necessary resources for efficient distributions– client & volunteer sign in sheets, proxy forms, flyers.
v. Provide a selection of products in quantities allowing each household one of each item.
a.) Provide produce, bread, and dairy products as available.
vi. Remove all excess product, trash, cardboard etc. at the end of the distribution.  
vii. Train the Site Coordinator and volunteers on how to conduct an efficient distribution –i.e. quantities of food, sign-in sheet information, general regulations.
a.) Provide USDA (TEFAP & CFSP) training, if applicable.
viii. Work with the site coordinator and volunteers to train them in distribution model.
ix. Provide a written agreement to be signed by each site coordinator.
x. Provide mediation for client and volunteer complaints/issues.

Mobile Pantry Volunteer Policy:
i. FBR prefers all volunteers access the food line after the clients have received assistance. 
ii. If this is not possible for your volunteers, alternating between clients and volunteers is possible.  Best practice for alternating is to allow 5-10 clients through the line and then one volunteer. 
a.) While that volunteer is in the food line, their responsibilities should be covered by another volunteer.
b.) When the volunteer is finished receiving food, they must place their food in their vehicle or another designated area agreed upon with FBR driver.
c.) When food is stored, they will then inform the next volunteer it is their turn to take a place in the client line. 
d.) The alternation of 5-10 clients then one volunteer will continue until all volunteers wishing to receive assistance have gone through the food distribution line. 
iii. All volunteers must sign in on both the volunteer sign in sheet and on the client sheet (if they are to receive food). 
iv. If there is extra product at the end of distribution, clients and volunteers may go through an additional time without discrimination between volunteer and client. 
v. It is the responsibility of the on-site coordinators to inform the mobile pantry supervisor, if distribution rates need to be adjusted to ensure that volunteers are receiving their share of product. 
vi. No guarantees can be made on produce, bread or dairy and therefore, no product should be withheld from clients to insure a volunteer receives product.
vii. FBR does not allow court ordered volunteers to volunteer at Mobile Pantry sites. Court ordered volunteers wishing to fulfill community hours need to volunteer at FBR headquarters.
a.) MP Site Coordinator may track community service hours at their discretion.  FBR will not be responsible for any community hours tracked or discrepancies performed at a MP location. 
viii. If children under 18 want to volunteer there must be a ratio of 5 adults per child.

FOOD PRODUCT:  
Use of Food Provided by FBR:
i. Food will be distributed free of charge.
ii. Food will be distributed on a first-come, first-served basis.
iii. Food will be distributed to anyone seeking food assistance from the mobile pantry, regardless of that person's place of residence.
iv. Shall not deny access of FBR product to any client on the basis of race, creed, national origin, immigration status, religious affiliation, sex, sexual preference, age, or handicap. 
v. The site coordinator, sponsor agency, its employees,  volunteers, and clients must not sell, transfer, trade or barter any items received from FBR in exchange for money, property or services or otherwise allow the items to enter commercial channels. 

Product Liability:
The Mobile Pantry program is operated under the 501(c) 3 exemption of FBR and is a collaboration with the undersigned agents. 

The undersigned authorized agents of the organization named above hereby warrant that the agency will receive surplus foods from FBR.  Said agent further warrants the following:

The Sponsor Agency accepts all food from FBR “as is”. FBR and the original donors expressly disclaim any implied warranties of merchantability or fitness for a particular use. There are no express warranties in relation to this gift of food. No person is authorized to give any warranties on behalf of FBR to assume any liability for FBR. 

The Sponsor Agency releases FBR and the original donor from any liability resulting from the condition of the donated food. The Sponsor Agency further agrees to indemnity and hold harmless FBR and the original donor from all liabilities, damages, losses, claims, causes of action at law or at equity, or any obligation whatsoever arising out of or attributed to any action of the Sponsor Agency or any personnel employed by the Sponsor Agency in connection with shopping, loading, other warehouse activities, storage or use of donated food. 

THE EMERGENCY FOOD ASSISTANCE PROGRAM (TEFAP):
TEFAP and Mobile Pantry Distributions:
i. TEFAP will be distributed at various mobile pantry sites based on gap analysis performed by FBR staff.
a.) Sites will be notified, if TEFAP food will be distributed at the site. 
ii. Clients will be certified monthly through the state issued TEFAP Client Eligibility form. 
a.) Clients must be asked for photo ID but it is not a requirement for eligibility. 
b.) Clients who wish to pick up for multiple households MUST provide proxy forms for each household.
· Proxies to be completed and collected at each distribution.
iii. If clients are eligible for TEFAP product, they will receive a numbered ticket. 
a.) Numbers written on the ticket will correlate with the number of people in household and the distribution rate for each TEFAP item.
· Clients with 1 – 4 people in their household will get a 1 on their ticket.
· Clients with 5 or more people in their household will get a 5 on their ticket.
b.) Households not eligible for TEFAP will not receive a ticket.
iv. Mobile Pantry donated food will be set up on first staged tables.  All clients are eligible to receive this food.
v. TEFAP product will be set up on separate tables after the Mobile Pantry donated food tables and signed accordingly.   
vi. The “and justice for all” poster and Distribution Rate chart must be posted at the TEFAP table.
a.) FBR drivers will provide this poster and chart for each distribution.
vii. When distribution starts, all clients will move through the mobile pantry line as usual.
viii. When they reach the end of the mobile pantry line, clients with TEFAP tickets will be able to receive the TEFAP food provided.
a.) Ineligible clients who did not get a ticket will not receive TEFAP food.
ix. Clients may stay until the end of distribution to access leftover TEFAP product a second time.   
x. Undistributed TEFAP food must be returned to FBR (includes open and unopened cases).
xi. Completed Client Eligibility Forms will be submitted to the Mobile Pantry driver same day as distribution. 

MISCELLANEOUS INFORMATION:
Weather & Cancelation Policy:
i. Cancelation of FBR Mobile Pantry
a.) FBR Mobile Pantries may be cancelled due to weather, scheduling/holiday conflicts and other reasons deemed applicable by FBR.  If site coordinators are unable to attend a distribution, they must inform FBR immediately and appoint a temporary site coordinator to oversee the distribution. This temporary replacement is responsible for all aspects of this agreement. 
ii. Inclement Weather Closure Policy
a.) A mobile pantry distribution will be cancelled for the following reasons, but not limited to:
1. Unable to move the distribution indoors.
2. Unsafe/impassable roads.
3. Severe lightening.
4. Excessive rain.
5. Extreme temperatures.
6. FBR truck breakdown.
b.) FBR Mobile Pantry Supervisor and FBR Transportation Supervisor will consult the day before or day of distribution.  
1. Staff, volunteers and client safety will be the utmost priority in decision making.   
c.) On-site coordinator will receive at minimum a two (2) hour notice of cancellation. 
d.) The FBR weather hotline should be provided to all site coordinators, volunteers and clients.
1. Phone number:  303-371-9250 x3 x3.
2. Weather hotline is only updated on days of severe weather announcing current status of Mobile Pantries distributions.
e.) Cancellation plan includes:
1. Site Coordinators
a. Contact all volunteers. 
b. Post a cancelation sign at distribution site, if possible.
1. Site coordinators are not obligated to be at the site to turn clients away.
2. Mobile Pantry Supervisor
a. Provide a “cancelation” template to complete for your site. If safe travel permits, please post the cancelation flyer at the distribution location.
b. Alert media division to post on social media sites.
1. Site coordinators are not to post any mobile pantry related information on social media pages.
c. Change outgoing email and voicemail messages to reflect the change.
d. Update Weather hotline.
f.) Canceled distributions will be rescheduled within the same month, if possible.  FBR believes it is important for clients to still have access to food assistance.  Therefore, both parties will work towards that goal.
g.) If the distribution takes place outside during the winter months, site coordinators should ensure the parking lot can be plowed down to pavement and prior to truck arrival.  Electric pallet jacks cannot operate without adequate snow removal.  If FBR driver is unable to operate the pallet jack, manual offloading of the truck may be required with the assistance of volunteers.    


Partner Reviews
Mobile Pantry sites and their on-site coordinators agree to scheduled and unscheduled reviews, minimum of one review every other year.  The on-site coordinator further agrees to fully participate and allow FBR staff, USDA or CDHS Representatives full and complete access to facilities, volunteers and clients for site reviews or research projects as requested. Failure to allow a site visit review will result in replacement of on-site coordinators and/or volunteers. 

Proxy Forms
Proxy forms are used when someone in the community cannot attend a distribution but are in need of food assistance.

Each client with a proxy form should be notified they will need to go through the line a second time for the proxy person as they will not be allowed to pick up for two people at one time.  Once they have received their food box, they will need to go to the end of the client line to pick up for the proxy person.     

The client who has a proxy should submit the form to the volunteers conducting the intake table, as well as register the proxy individual’s name on the sign in sheet.



Animals at Mobile Pantries
Only service animals are welcome at FBR Mobile Pantry distributions.  All other pets should remain at home as AIB food safety standards do not allow for animals to be in food distribution areas.  For the safety of your pet, please do not leave them unattended in vehicles.

Service animals are not required to have any identification or certification. FBR staff has the right to exclude service animals at distributions when their behavior poses a direct threat to the health or safety of others. Disturbances include but are not limited to aggression towards humans or other animals, expulsion of bodily fluids on or near Mobile Pantry distribution, barking or chasing humans, animals or other objects.

This policy is in accordance with the Americans with Disabilities Act. For more information you may call 800-514-0301. 

Disruptive/Abusive Clients:  
Abide by FBR’s zero tolerance policy for the following: 
i. Threats or violent acts directed to staff, volunteers, agency representatives or property of FBR: This includes, but is not limited to, threatening or hostile behaviors, physical abuse, vandalism, arson, or sabotage.
ii. The manufacture, possession, sale or use of any controlled substance while on FBR premises. 
iii. Violators will be asked to leave the Mobile Pantry premises and will not be allowed to return. In addition, the Mobile Pantry Supervisor will be contacted and further action may be taken.  
iv. MP Driver and Coordinator may contact local authorities for assistance as needed. 

First Aid:
MP trucks contain a First Aid kit for minor injuries incurred on site.  If it becomes an emergency, please call 911 for assistance.
Food Credits:
FBR awards VIP food credits to current and compliant partner agencies conducting Mobile Pantry distributions.  
i. Eligible Mobile Pantry partner agencies will receive $50.00 food credits per month of distribution.
ii. Credits will appear on the first business day of the following month and run from the 26th of the month to the 25th of the following month.
iii. Credit limit: Maximum credit will be capped at $360.00.
iv. Please note these credits cannot be used towards purchased food product or to purchase food for the Mobile Pantry distribution.
If you are interested in this program, please contact the Mobile Pantry Supervisor. 
USDA Non Discrimination Statement:
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.
Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than English.
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: https://www.ascr.usda.gov/filing-discrimination-complaint-usda-customer, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:
(1) mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;
(2) fax: (202) 690-7442; or
(3) email: program.intake@usda.gov.
This institution is an equal opportunity provider.




























Revised June 20, 2016
image1.jpeg
FooD BANK
OF THE ROCKIES

FIGHTING HUNGER. FEEDING HOPE.




