Distribution Site Procedures
Name of Site: _______________________________________________
Address: ___________________________________________________
Phone: ____________________________

1. Food Delivery Information-When and where food is delivered and/or stored until distribution: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

2. Set up Information-How do you prepare the room for distribution?
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________


3. Schedule- What are the times of distribution, including set-up and clean-up?
_____________________________________________________________________________________

4. Certification-Location of needed forms, policies, and procedures and information regarding how to manage process on site.
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

5. Security Measures-___________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

6. Language Translation Needs-___________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

7. Personnel-How many staff and volunteers (names and assignments when possible) and their roles for distribution-
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

8. Distribution of Food-Job Descriptions/Duties

Site Manager: _________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

Certification/Sign-In Volunteer: __________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________

Distribution Table Volunteer: ____________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________

Loading Carts/Vehicle Volunteer: _________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________
Set-Up: ______________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________
Clean-Up: ____________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________

Other_____________________: __________________________________________________________
_____________________________________________________________________________________

Other_____________________: __________________________________________________________
_____________________________________________________________________________________


· Don’t forget “And Justice for All posters”
· Outreach material
· Nutrition Education (if applicable – CSFP)
· Proxy Procedures
· Correct self-declaration form (TEFAP)
· Cards, intake process for CSFP
· If this is a religiously affiliated site, is there something posted about other non-religious sites?










Distribution Site Procedures
SAMPLE PAGE

Name of Site: Smithville Senior Center
Address: 100 Main Street, Somewhere City MI 4XXXX
Phone: 555-123-4567

1. Food Delivery Information-When and where food is delivered and/or stored until distribution: Example: Truck delivers 100 packages at 8:30 to the East entrance of building the day of distribution. They will ring bell and someone lets them in and closes door after delivery.

2. Set up Information-How do you prepare the room for distribution? Example: Six tables need to be set up and packages are placed on tables. Sign in table is set up by front door with numbered tickets to be handed out as participants arrive. Forms and other documents are in folder in the Main Office.

3. Schedule- What are the times of distribution, including set-up and clean-up? Example: Set up 8:30am-9:30am, Distribution from 9:30am-11:30am or until we run out of food.

4. Certification-Location of needed forms, policies, and procedures and information regarding how to manage process on site. Example: Forms and “How to Certify” information are in the blue binder in the main office. Use sign-in cards for current participants, provide certification form for new participants and follow “How to Certify” sheet. Completed sign-in sheets and new certifications are to be delivered to site program manager.

5. Security Measures- Information regarding building access, locked areas, where to secure USDA foods and participant information. Example: Lock delivery door after food is delivered. Participants need to enter through front door and exit through double doors at south end of room. All forms and files are to be locked in the grey cabinet in the main office.

6. Language Translation Needs-What to do if a non-English speaking person wants assistance. First, utilize all on-site resources for translation (List on-site resources in the order they should be implemented. *Translation Instructions must include the following statement: “If unable to meet the language needs of a person seeking food, call (Name of support person at Main Agency) at (their phone number) for assistance. If possible, get name and contact information for the person and provide food package while translation support and certification is established and processed. 

Example: Contact (name of staff/volunteer on site) for translation assistance. If not available or *if unable to meet the language needs of a person seeking food, call (Name of support person at Main Agency) at (their phone number) for assistance. If possible, get name and contact information for the person and provide food package while translation support and certification is established and processed. 

7. Personnel-How many staff and volunteers and their roles for distribution. Example: Six volunteers are needed for distribution. Two for participant sign-in, two for carrying boxes to vehicles, and two for keeping the supply of boxes stocked on the distribution tables. 

8. Distribution of Food-Job Descriptions/Duties- Describe the duties of all staff/volunteer positions during distribution from set-up to distribution to clean-up. This should be enough information that a new staff member/volunteer would have a general idea of what to do without constant supervision.

A. Site Manager: Example: Oversees set-up, distribution, and clean-up. May oversee delivery and packaging of food items for distribution. Handles questions or concerns from participants. Direct staff and volunteers in assigned duties as needed.

B. Certification/Sign-In Volunteer: Example: Handles certification and or Self-Declaration paperwork, check participant ID, files forms as required.

C. Distribution Table Volunteer: Example: Keeps table stocked with food packages.

D. Loading Carts/Vehicle Volunteer: Example: Helps bring food packages to vehicles or loads into participant hand carts, holds doors, general assistance to participants as needed.

E. Set-Up: Example: Sets up tables and chairs in main area. 8 tables for waiting area, 50 chairs. Sets up two tables by front door for certification.

F. Clean-Up: Example: Puts away all tables and chairs into storage room, takes out trash, secures left over food in main office. 

G. Other: 

H. Other: 

