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In-School Pantry Program Manual

Mission
Harry Chapin Food Bank’s In-School Pantry program follows an evidence-based system that alleviates child hunger through food distribution at carefully selected schools. This nationally acclaimed food distribution model, taken by Feeding America, is designed to provide an accessible source of food assistance to students and their families in need. By locating pantries inside schools, students and their families have easier access to food assistance and feel more comfortable acquiring food assistance in this manner due to familiarity with the site locations.  

The mission of the Harry Chapin Food Bank In-School Pantry Program is to help solve child hunger in America by providing nutritious food to children and their families in convenient, familiar, and safe locations. School pantries are typically located at a school but may also operate in locations such as a library, park, or youth organization site. Sites are consistently in the same location, have set distributions schedules, and offer ongoing food assistance services.

A successful school pantry is well-marketed, visible, and convenient to the target population, provides culturally appropriate, healthy foods to families on a consistent basis in a manner that supports dignity, and has a dedicated team of people (school employees, administrators, and volunteers) to support the pantry. 

Objectives
Provide nutritious, healthy food to children and their families at risk of hunger for preparation and consumption at their place of residence. Distribute food in easily accessible and safe environments.

Program Agreement Standards
A School Pantry Program must meet the following standards:
1. Pantry food/supplies are offered free of charge.
2. At least one regular staff member and/or volunteer on site must have documented food safety training.
a. https://www.servsafe.com/access/SS/Catalog/ProductDetail/SAFESTAFFFL
3. Food is distributed at least once a month.
4. Distribution of “Foods to Encourage” is emphasized.

Additionally, an approved site must be in good standing with the Harry Chapin Food Bank and comply with all applicable federal and local statutes, ordinances, and regulations.

Hours Of Operation
School pantries should offer distributions that occur at times that are most convenient for your families. Maintaining consistent distribution dates and hours from month to month will make it easier for families to know when to shop. The school pantry can also be opened for events such as parent-teacher conferences, band concerts, etc.

Key Storage Procedures
· Food should be six inches off the floor (or pallet height), be six inches away from the ceiling and not touch the walls.
· Food should be stored in a temperature-controlled space.
· The storage area should be dry, clean, and free of pests.
· Cleaning materials and chemicals should never be stored near food.
· The storage area should be locked when not in use.
· Inventory should be rotated. Always check the label on the item to make sure you are using first expired first out (FEFO) and/or first in, first out (FIFO).
· Food should never be left unattended outside of the pantry or by garbage containers.
· Do not store raw food over/above ready to eat food.
· When in doubt, throw it out! 

Reporting
In-School Pantry Programs shall gather the following data monthly and document it on the sign-in sheet:
· Name of student(s) or parent(s)
· Number of children served (under 17)
· Number of adults served (18 to 64)
· Number of seniors served (65 and older)

At the end of every month, the collected data is to be entered into this survey form: http://forms.office.com/r/RCBrDvR1Q0

The report is due the first week of the month following the month of distribution. For questions or concerns regarding reporting please reach out to the Child Impact Coordinators at childprograms@HCFB.org

Contact Us
If there are any questions or concerns, please contact: childprograms@hcfb.org. You may also reach out directly to Child Impact Coordinator Cassandra Falco at CFalco@hcfb.org.




Appendix A
In-School Pantry Program
Pantry Checklist

◻ Secure: Food is to be stored in a secure location with limited access. This helps prevent theft, tampering, or other loss of product. While the location needs to be secure, parents and students (as well as our delivery team) still need to be able to easily access it.

◻ Equipment: The site should contain proper shelving for dry storage. Shelving should be sturdy and heavy-duty. Metal restaurant shelving is preferred for easy cleaning and proper airflow. Additional helpful items include a tiered cart, hand truck/dolly, shopping cart, paper bags/reusable bags and food safety gloves.

If applicable:  A refrigerator and/or freezer -will be needed for storing perishable and frozen items. 

◻ Clean: The storage area should be clean. Make sure the storage space is included in your school’s regular cleaning schedule. Floors and shelves should be cleaned regularly in a manner that does not contaminate the food.

◻ Dry: Food must be kept away from any steam, hot water pipes, or other heat sources to prevent mold and other damage to the food.

◻ Temperature Compliant: Food storages areas should be kept clean, dry, and cool.  

If applicable: Refrigerated and frozen food items have additional storage requirements.  Thermometers should be kept in each freezer or refrigeration unit and temperature should be checked and recorded daily to ensure that temperatures are always in the approved ranges (refrigerator temperature should be below 41°F and freezer temperature should be at or below 0°F). Keep temperature logs on file to document that food is always stored at the proper temperature.  Thermometers should be calibrated annually to ensure accuracy.

◻ Pest-free: Food must be stored at least six inches off the ground or pallet height for pest control purposes. In addition, you should make sure the pest control service that monitors your storage area also monitors the pantry area.

◻ Chemical-free: Cleaning products and personal hygiene items should be stored away from food, in a location where they cannot drip down onto food.





Appendix B
In-School Pantry Program 
Frequently Asked Questions

Who is eligible to receive food?
Students, parents, and staff associated with the school and its community in need of food assistance, regardless of free and reduced lunch lists, are eligible to participate in the program. 

Can volunteers receive food at a distribution?
The In-School Pantry will not give food or other products received by Harry Chapin Food Bank to staff or volunteers who do not meet the basic eligibility requirements. Volunteers or staff who need food assistance may not be given preference regarding types of food, amount of food, or any other type of preferential service.

[bookmark: _Hlk186719059]What type of items will be delivered?
[bookmark: _Hlk186719044]In addition to purchased food, Harry Chapin Food Bank receives dry goods, meat, produce, beverages, non-food items, and food that are close to printed date/past the printed dated, or considered “ugly” from distribution centers, retail stores, and other donors. While our team works hard to get the most nutritious and culturally sensitive foods to your pantry, we are at the mercy of donations that may affect the types of food we send. Each order you receive will consist of a mixture of products sourced from our warehouse-sorted categories. 

Typical food categories are:
· Breakfast items
· Snack items
· Canned fruit
· Canned vegetables
· Rice and beans
· Pasta
· Meals

Can outside donations be accepted?
Many schools have additional partners who wish to donate food to the school pantry, which is great! School volunteers and staff will have to check the donations to ensure that food has not been tampered with, is safe to consume, and is clean. This helps to ensure the integrity of the product for the safety of your families. Food that is damaged can cause foodborne illness. Below are some issues to look for.

Common Canned Issues:
· Severe dents in the seams or deep dents in the can body (watch for cans that are not stackable)
· Missing labels/unreadable labels (including code dates)
· Holes and visible signs of leaking
· Swollen or bulging ends/lids
· Rust that cannot be wiped off
· Chipped jars
· Food that is discolored/signs of mold or foreign objects

Common Produce Issues:
· Mold, decay/rot, and odors
· Signs of insects
· Produce packed in a package not meant for food (i.e. a 'clean' trash bag)
· Severe bruises
· Skin that is not intact
· Cut produce that is above 41°F

Please keep in mind that double packaged foods with an inner package (i.e., Pop-Tarts) are safe to reuse unless the inner package is damaged/wet/stained. 

Also, expiration dates are not definite. Terms like “Sell By” and “Use By” do not mean items have gone bad. Most foods are safe to eat after the printed date. The following links are great resources if you need additional guidance:
https://www.foodsafety.gov/keep-food-safe/foodkeeper-app   
https://www.stilltasty.com/






















Appendix C
In-School Pantry Program
Questions to consider before opening a pantry?

What resources do I need?
· A place to store food that is clean, dry, and secure
· Support from school administrators
· Volunteers
· A designated contact person and a secondary contact person
· Capacity to track food distribution data and report it timely

How much space do I need? 
· Not much! You can use a locked closet or cabinet if it’s clean, dry, and secure.

What equipment do I need within the pantry?
· Shelving should be sturdy and heavy-duty. Metal restaurant shelving is preferred for easy cleaning and proper airflow. 

Who can access the pantry?
· Regular access to the school pantry is limited to students of the school and their families as well as school staff. 
· Income verification or documentation of need is not to be used or required for families to receive food from the school pantry. 
· Utilization of the school pantry should never be a part of a child’s school record or recorded in the school’s computer system. 

When / how often should the pantry be open? 
· It is best to have a set schedule. Times should be convenient and consistent (i.e., every Tuesday at 8:30-10:30, or 2nd and 4th Wednesdays at 2:30-4:30)
· Considering opening the pantry at times when parents are already in the building such as drop-off/pick-up times or special events like conferences, concerts, or sporting events. 
· Consider work schedules; families may not be able to get to the school until after 5pm on weekdays. 
· Don’t forget to create a plan for how often families can shop and how much food they can receive. 
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