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Section A

Feedingthe Hungry ... A Mandate




Feedingthe Hungry ... A Mandate

The faces of the hungry and homelessin Americaare undergoing arapid and catastrophic
change. Only ten years ago, many of Americas poor and destitute were homeless men under the
influence of drugs, acohol and mental illness. The moral decline of Americaisdestroying and
ravaging the American family. Women, children and senior adults are being impacted the hardest,
often finding themselves hungry, even at timeshomeless. What would Jesus do? Where would
wefind Jesustoday if Hewere housed in His physical body. Ministry to hungry and hurting
peopleis not the Social Gospel. ItisThe Master'sMandate. It is thepriority of Jesus.

Requests for emergency food assistance have risen sharply in recent years. Throughout the
United States churches are realizing that derelicts and transients are no longer the only people
suffering from hunger. Sudden unemployment, personal crises and natural disastersareonly a
few causes of hunger. Families enduring prolonged unemployment, the "working poor,” single
parent homes and elderly personsliving on fixed incomes are now seeking emergency food
assistancein record numbers.

Some of these people have "fallen through the cracks' and do not qualify for assistance from
any of thefederal entitlement programs. Otherswho do receive benefitslike food stamps find
that they run out of food before the end of the month despite their best efforts to cut corners.

In response to the growing problem of hunger, churchesin an increasing number of commu-
nitiesare becoming actively involved in hel ping feed the hungry by organizing alternativefood
distribution programs. These programs provide food to people who do not qualify for federal
food assistance or who need additional help to adequately feed themselves and their families.
These private-sector efforts range from soup kitchens, which serve prepared mealsin agroup
setting, to the more traditional emergency food box programs (pantries or closets), which give
families an assortment of enough nutritious foods to get them through the emergency. These
aternative programs share acommon goal of providing food to thosein need with minimal "red
tape” or eligibility criteria.

Luke 14:12-14 Then Jesus said to his host, "When you give a luncheon or dinner, do not
invite your friends, your brothers or relatives, or your rich neighbors; if you do, they may invite
you back and so you will be repaid. But when you give a banquet, invite the poor, the crippled,
the lame, the blind, and you will be blessed. Although they cannot repay you, you will be repaid
at the resurrection of the righteous." (NIV)

Acts 20:35 | have shewed you all things, how that so labouring ye ought to support the weak,
and to remember the words of the Lord Jesus, how he said, It is more blessed to give than to
receive. (KJV)

James 2:15-16 Suppose a brother or sister iswithout clothes and daily food.
If one of you saysto him, "Go, | wish you well; keep warm and well fed,” but does nothing about
his physical needs, what good isit? (NIV)
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Section B

Organizing a Successful Pantry




Getting Started

Breaking It Down Into Bite Size Pieces

A. Whodowehelp?

Widows

Fatherless (Single mothersraising children)
Aged (Senoir Adultson limited fixed incomes)
Unemployed

Working poor

ok wdE

B. How do | find them?

Look inside the church family

Ask church membersfor referrals

Ask nearby smaller churchesin low income areas

Ask nearby community and local government agencies

pODNPRE

C. Howoftendo! help them?

It is best to target these specific groups and provide them abox of food the third
weekend of every month.

D. Why?

These five classes of people are usually paid monthly and the last week is extremely
difficult. Especially 5 week months.

E. Wheredo| get the food?

1. A local church food drive (see guidelines, page 6B)
2. Second Harvest Food Bank (see guidelines, page 7B)
3. Contacting local grocery stores and food distribution centers
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Organizing a Successful Pantry!

No food box program will ever duplicate another exactly. Successful pantries represent a
community's unique response to the problem of hunger asit isfelt locally. Whether a pantry
serves clientswho are predominantly senior citizens or young families, or whether it accepts
walk-in, self-referrals or sends volunteers out to visit homes, the following seven components are
crucial to success:

A steering committee or organizing committee
Paid or volunteer staff

A site, materials, and transportation

Food

Clientsandreferrals

Funds

Community outreach or public relations

NoukrowbdpE

1. THE STEERING COMMITTEE

Though one person’s energy and commitment usually getsthe ball rolling, community efforts
require broad-based community involvement and support. Not only isthere agreat deal of work
to be done, but there are also agreat number of decisions to be made. Involving severa churches
and/or civic clubsin sponsoring one pantry has the added advantage of greater cost effectiveness.
Including representatives from various public and private social service agencieswill link your
pantry with other members of the assistance network. Think, too, of the kinds of expertise the
pantry may need to draw on and try to include people who will bring that knowledge or experi-
ence.

The basic functions of a steering committee are planning/policy making and resourceraising.
Sometimes those tasks are best accomplished by dividing into smaller working groups. Among
other things, the steering committee will need to:

® Conduct a needs assessment to determine who is hungry, what other agencies offer
food assistance, and where the pantry should be located.

® Mobhilize the resourcesto find alocation, recruit volunteers, rai se seed monies, stock
shelves and spread the word.

® Set policies and operating procedures, determine the hours of operation and draft a
budget.

® Decide whether the pantry will operate under the sponsorship of achurch or existing
agency or whether it should incorporate and seek its own 501(c)3 non-profit status.
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2. STAFF

Committed volunteers hold the key to any pantry's success. Even those box programswhich
can afford to hire a pantry manager or coordinator rely heavily on the regular assistance of de-
pendable volunteersto: shop and pick-up food; stock and maintain the pantry; prepare food
boxes; assist with food and fund drives; and when applicable, do client intake and referral. On-
site volunteers staff the pantry during regular hours. Home-based volunteers are on call during
assigned hours and are prepared to go to the pantry or pay aneedy family avisit. Youth groups,
civic organizations, churches and senior citizen's organizations are good sources of volunteers.

Whether apantry hiresfor the position or chooses to remain atotally volunteer effort, having
acoordinator isessential. Someone must take responsibility for day-to-day operations; schedul-
ing, training and supervising volunteers; acting asliai son with the community; bookkeeping;
compiling monthly reports, and maintaining inventory control. The coordinator should be com-
fortable dealing with people directly and speaking beforelarge groups. Organizing talentsare
invaluable, as are contacts within thelocal civic and church communities.

3. SITE, MATERIALS AND TRANSPORTATION

Most pantries are located in alow-traffic area of achurch or neighborhood civic center where
the rent and utilities are donated. Refrigeration is not essential, but the room(s) must be safe,
sanitary and secure. Regular pest/rodent control is necessary, asis shelving to keep the food of f
the floor.

When searching for alocation, consider its accessibility to the clients or referring agenciesthe
pantry will serve. Consider, too, the need for avehicle to transport food. Aside from office
supplies, the materials most frequently used by pantries are grocery bags and small cardboard
boxes. Asking acongregation to save these items can keep a pantry well-supplied.

4. FOOD

Having afood bank located in your area can be invaluable to a pantry, but in order to stock
and distribute avariety of well-balanced foods, pantries must also run occasional food drives and
purchase foods aswell. When several congregations support asingle pantry, they frequently take
turns passing the collection plate and putting out a receptacle for food donations. Other food
driveideasinclude: raffles, hunger walks, bake sales, or poor man's suppers. Some pantries
report that for food purchases they watch the local supermarket sales.

Content guides for food boxes should be posted in the pantry so that the boxes can be tailored
tofit afamily's size and needs (i.e. infant formulafor ababy), and pre-sorting the foods as they
are stocked will savetime later.

A simpleinventory system which addsfood as it goes on the shelves and subtractsit asit goes

into emergency boxeswill provide a check on the system and ensure that the food is going to
those who need it.
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For safety’s sake, store food off the floor and away from the walls so pests won't have a place
to hide and to protect the food from moisture. Segregate edible foodstuffs from non-food items.
Check cansfor leaks, bulges, rust and big dents, and when in doubt, discard suspiciousitems.
Contact the local health department or food bank for training in food handling and safety.

5. CLIENTSAND REFERRALS

Pantries that are dependent on volunteer staff may want to have other agencies or churches to
doall initial intake and referral work. In thisinstance, the pantry needs only to obtain basic
information about the clients and their food needs for record keeping and statistical purposes.
Referring agencies should be kept up to date on the pantry's procedures and hours of operations.

In some communities, thelack of referring agencies may necessitate a pantry's accepting self-
referrals, walk-in clients, and/or further screening referrals from other kinds of agencies. Inthat
case, the pantry must develop an intake procedure and determine who will be eligible, under what
circumstances, and how frequently individuals can return for food.

It also becomes essential for the pantry to seek training for its volunteersin interviewing
techniques, the use of intake forms and making referralsto other assistance agencies. (Because
the goal of most pantriesisto provide needy families with food for a short period of time, itis
important that provisions be made to refer clients to other agencies for more permanent solutions
to their needs.) Theissue of personal safety should also be addressed in volunteer training ses-
sions.

However it servesits clients, every pantry should keep records of who, why and how many it
serves. Thesefigureswill document the causes and extent of the local hunger problem and will be
invaluablein gathering support. Coordinating with other pantrieswill minimize abuse by repeat
users.

6. FUNDS

Even an all-volunteer pantry housed in achurch will have afew billsto pay. Food isexpen-
sive, and neither telephone nor utility companies have been known to donate their servicesto
anyone. Many other businesseswill donate their services however, and many pantries never have
to buy office supplies and equipment or pay for printing. The key to both raising money and
getting donated servicesissimple: ASK! Talk up the pantry. Prepare abrief presentation that
describes the people involved with the pantry (steering committee members, volunteers and
clients). Enthusiasm isinfectious; tell people about the pantry and ask for their help. Today's
"no" could be tomorrow's "yes', so don't give up.

Specia events can be good money-raisers aslong asthey don't take more in the planning,
staffing and staging than they add to the cash box. Pantries have made money holding bake sales,
auctions, pot-luck dinners and much more.

As ongoing sources of support, however, churches have no equal. A $6,000 annual budget
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breaks down to $500 per month. Five churches taking monthly collections of $100 each could
support a pantry.

7. COMMUNITY OUTREACH

Public relations might best be described as an organized and systematic way of keeping a
community informed. Before peoplewill volunteer or give money to any program, they haveto
know about it. Here are afew tips:

Use statistics and anecdotes to bring the problem of hunger to life. Print brochures.

Provide supporting churches and civic clubs with brief updatesfor their Sunday bulletins
and/or newsdletters.

Cultivate thelocal media. Send regular public service announcementsto the radio stations
and local newspapers or when aspecial activity is planned.

Start amailing list of the names of supporters, volunteers, donors and contacts.

Publish (type and copy) amonthly newsdletter - nothing fancy or lengthy, just interesting
andinformative.

Unlessthey prefer anonymity, thank everyone publicly for anything they do. Thiscan be
done in the newsletter or in some special cases, through the local press.

Take pictures and put a slide show together.



How to Organize a Successful
L ocal Church Food Drive

LimiT THE DATES OF YOUur Foob DRIVE. Ten daysto two weeks will hit most people’s pay
periods.

ANNOUNCE Your PLANS to conduct the Food Drive no more than one week in advance. Interest
wanes if too much time | apses between announcement and collection. Explain the NEED for the
Food Drive, i.e., thisyear the church may experience afood shortage because much of the food
usually available to usfrom distributorswill be needed in flood relief efforts. YOU CAN MAKE A
DIFFERENCE! Have adirect impact on the lives of the homeless and poor this Holiday Season by
contributing your canned or boxed food items, etc., etc.

NARRoOw THE CoLLECTION TO SPeCIFIC CATEGORIES, if at all possible. This eliminates waste and
helps bring focus into the Food Drive.

GENERATE HEALTHY COMPETITION between groups in your church.
DesIGNATE PERsONS for pickup and delivery of food to the drop off point. Consider storage needs.

KNow Your ScHEDULED DELIVERY date and time. Be sure to deliver your food as scheduled so
that it can be used at the time of need.

Please know that we appreciate every hour of time and every bit of effort that will go into your
project. Without the help of individualslike you we could not begin to do the work of ministering to
the homeless, poor and needy. You makeall thisaREALITY. THANK YOU FOR ALLOWING
YOUR DEEP INTEREST TO MOTIVATE YOU INTO ACTION!

Remembering the words of Jesus regarding our actions toward
those in need: “ Inasmuch as ye have done it unto one of the least
of these my brethren, ye have done it unto me.” Matthew 25:40

O;AW' A
CHOMPASSION

A MINISTRY OF BLESSING
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How To Accessthe Food Depository

Many communities have Food Depositories where food may be obtained on a per pound
basis, usually around $.14 per pound. The advantage to obtaining food from a depository
isthat your church can purchase more food for less money and have a greater variety of
food to offer. For example, abox of cerea may cost amember $3.00 at a store. If they
would donate that money to purchase cereal from a Food Depository you could purchase
as many as 25 boxes for the same three dollars. That’s an extra 24 boxes that could be
distributed without any additional cost.

Thelargest national food bank association is Second Harvest, located in Chicago,
Illinois. Second Harvest has affiliate food banksin 250 locations acrossthe USA.
To find thelocation of the nearest Second Harvest Food Bank call 1-800-532-3663.

Most Food Depositories have requirements that must be met in order for your church
to successfully gain accessto their product. The followingisalist of requirements and
helpful “Food Language Tips® for your church to follow:

. Bean“established” food center.

Most depositories require that all agencies applying for membership be activein
food distribution. If you have been distributing food on holidays or on a monthly
basis you qualify as “established.” Even if you have only been distributing food
during the holidays or as special needs arise you are considered an established
pantry. When describing your food outreach program make sure you state what
you' ve done in the past and what you plan to do in the future.

1. Be*"sdf-supporting” and able to provide your own food, money and staff:

A. Food - Most agencies require that you have other sources of food.
K eep outside donations of food items coming in. Normally your food
site will be inspected before admittance into the depository. Have
your shelves filled when representatives visit your facility. There are
several waysto gain food donations.

1. Local food drives - Hand flyers out in your community asking for
donations which will be picked up on a set date.

2. Ask your local food store manager for donations and for permission
to set up adonation box in his store.

3. Ask other churches, clubs, organization, or places of employment to
sponsor food drives for your center.
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B. Money - The food from the depository is not free, so those in charge will want
to know how you plan to pay for your product. One acceptable way of paying
for thefood is by including it in the church budget and collecting donations.
Many times the depository will also have a program where volunteer hours by
your church members or other groups can be applied to paying for up to half of
the product you receive.

C. Staffing - The depository will want to know who is going to run the program.
The pastor or amember can be the coordinator and your members can volun-
teer their time transporting and sorting food. It can easily take a couple of
hours aweek to sort and stack your product.

Distribute food to the community “at large.”

Most depositories require that service be given regardless of race, ethnic origin,
religion, sex, age, or any group membership. That does not mean that the churchis
restricted in sharing the gospel, prayer or specia Christian counseling with clients.
Y ou will need to establish guidelines for those whom you serve.

(Example: certain part of town.)

Have “ established” day(s) and hour(s) you are open to the community.
(Example: Monday 10:00 a.m. until noon.)

Y ou need to have established hours of operation for your center. Y ou may distribute
food at other times of the week by referrals from members or on an emergency basis.

Have“written” guidelinesfor accepting or refusing recipients.

A. Thisisthetimeto determine which of the poor in your community will be
helped. Set up ascreening system with which you can live. Remember there
are always peopl e looking to take advantage of the system.

1. Income - Remember you are trying to help the needy, not people trying
to stretch their paychecks. Itisall right to help a middle income family
on an emergency basis, but alarge percentage (above 85%) of the
people you help should be low income. Monthswith five weekends
are especially hard on families on food stamps and the elderly on fixed
incomes.

2. How often afamily may be served - Some people will put you on their
list and visit as often as possible. Helping once every month isagood

policy.
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VI.

VII.

VIII.

| dentification requirements - Know whom you are serving. To helpinidentifica
tion. It may be good to aso require two pieces of recently received mail to prove
that the client livesin your service area.

Need - It'svery unlikely for a person who receives food stamps each month to
need food early in the month. Try to identify why the personisin need so you
can better assist them. Not all people are getting the government assistance to
which they are entitled. Sometimes you may need to refer them to a government
agency. Keep alist of other agenciesavailablefor referral.

Have aseparate “locked” storage facility with “refrigerator/freezer” space. Y ou need to
have a designated dry-food room with off the floor storage. Metal shelving units or wall
lockers work very well. You need to have a separate refrigerator/freezer unit from the
one your church kitchen uses. Thermometers need to be placed in the unit to monitor
the temperature. Some depositories have loan programs for cold storage units.

Keep accurate records - Most depositories are funded by government programs or grants
which require them to report records, such as number of people served. You may aso
want these figures available to show what you are doing in your community.

A.

Y ou need to record how many people you serve and their ages.
(Sampleincluded, page 2-D)

Have an intake form. (Sampleincluded, page 2-D)
Establishafiling system.

Keep al your records confidential. Allow the depository to see that you have a
filing system, but do not allow them to view actual records.

Food must not be sold.

A.

B.

Y ou may not charge, solicit dues, fees or donations from recipients of
food. If they offer you money tell them to send it to the church.

Y ou can ask your community for donations through a mail appeal or other
drives.

By implementing these guidelinesinto your program you will be well on your
way to successfully gaining a valuable resour ce.




Other Decisions You Will Need To M ake

. The geographical areayour pantry will serve: Whereisthe local need? How far away are
other pantries?

. The number of familiesyou will help monthly: What isrealistic in terms of your resources?
How much time do committee members have to volunteer?

. Your referral policy: Can you accept referrals from other hunger related groups? How many
each month? What are other referral sources? Will you have enough food?

. Thecriteriathat will be used to determine whom you serve: How often can someone receive
assistance? Will you only help in emergencies or can you assist those with more chronic
needs?

. The method of distributing food: Will you distribute as need occurs or have regular distribu-
tion days? Do you want people to come to the pantry? Will you deliver to everyone or only
to those without transportation?

. Your hours of operations. Will there be certain times (for example, three mornings each week,
or every afternoon) that someone in your group can be reached with requests to relay to those
who distribute food? Will you have adesignated distribution day?

. Thetypes of food you will provide: Will you only distribute dry and canned goods or can you
include fresh and/or frozen items or non-foods? What do your facilities and budget allow?

. If other local organizationswill be encouraged to participate in your work: Can you benefit
from more hands, more resources? Can you establish workable channels of communication?
Can you focus on the work and not on differences?

. By what meanswill the pantry be maintained: Arefood drives enough? Isthere an exist-
ing fund or will one be established?
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Operating a Pantry




Operating a Pantry!

Malnutrition and hunger go hand in hand. Encourage the collection of wholesome foods as
opposed to highly processed, expensive foods. Also encourage the collection of foodslow in
sugar or salt and high in nutrients or vitamins.

The following suggestions for stocking afood pantry may be useful as aguide for preparing
emergency food boxes. Most pantries post thistype of information for the benefit of their volun-
teers.

Packaging sizes and styles should be specific to the client population. Would you need to
stock pop-top or tab-top cans? Are most clients single elderly persons, families, or transientswith
no cooking facilities? Consider, too, that some non-food items are necessary but expensive to
your clients.

How to DetermineWhat Groceriesto Distribute

The questions you ask the person requesting help will be agood source of information for
determining his or her food needs.

® Size and compositon of family: How many people are in the household? Teenagers eat
more than small children.

® Specia dietary needs: Diabetics should not have sugar-laden food. Elderly people may
need some soft foods. Infants may need formulaor baby food.

e Living situation of person needing help: Isrefrigeration available? Are cookingfacilities
working? Isthe personintellectually challenged and only capabl e of preparing very
simplemeals?

e Logistics: Will the person be walking, traveling by bus or by car? How much can he or
shecarry?

The kinds and amounts of food that you distribute will vary with your food supply. Make an
effort to provide for well-balanced meals. Some groups include an information sheet suggesting
recipes and menus that could be made from certain food items. For instance, creamed soup, rice
and tunatogether with a can of green beans could make a nice casserole.

Foods that are good sources of protein are important to have on hand. These include not only
meat, eggs and fish (which generally are perishable), but also dried beans, peasand lentils. You
can get aprotein value equivalent to that of meat by combining grain products with peas, beans
andlentils.

The best guidelineisyour own knowledge of meal planning and grocery shopping. Use your
good common sense!
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Suggested Foodsto Stock in Food Pantries

Thefollowing isa suggested guideline for thetypes of food to keep on hand in a food pan-

try:

Baby foods & infant formula
Ceredls, oats or grits

Coffee & tea

Cooking oilsor solid shortening
Cornmeal or cornbread mix
Crackers

Diet foods (low in sugar or salt)
Dried beans, peasor lentils
Flour

Fruits (canned or dehydrated)
Honey, syrupor jelly

Juices (canned or dehydrated)
Mayonnaise, mustard or catsup

Canned meats or stews

Milk (dry or evaporated)
Pancakemix

Pasta (macaroni, spaghetti, etc.)
Peanut butter

Potatoes (fresh or instant)

Pork & beans

Rice

Salt & sugar

Soups (canned or dehydrated)
Spaghetti sauce or tomato sauce
Tunaor canned chicken
Cannedvegetables

If refrigeration or freezer spaceisavailable, you can add:

Bread
Cheese
Eggs
Margarine

Suggested Non-foodsto Stock in Food Pantries:

Soap & Shampoo
Toothpaste & denture cleanser
Toilet paper

Freshfruits
Freshvegetables
Frozenjuices

Meats, poultry or fish

Diapers & sanitary napkins
Detergent & cleaning supplies
Foil or filmwrap

Have plenty of grocery bags on hand and some boxes. Bags with handles are better for people

who will need to carry them for a distance.
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Preparing Emer gency Food Boxes

Thefollowing isasuggested guideline for the amount of food to distribute from one person up to four
people for aneed of three days, using different food choicesto show the variety of foodsit is possible to
use. Also, you should consider each family's specific needs such as baby foods, diapers, special diet foods,

etc.
ONE PERSON TWO PEOPLE
1 Loaf bread 1 Loaf bread
1 Jar peanut butter 1 Jar peanut butter
1 Jar jelly 1 Jar jelly
1 Can tunaor chicken 1 Can tunaor chicken
3 Cans soup 4 Cans soup
1 Can pork & beans 4 Cansvegetables
1 Can stew 2 Cans mest or stew
1 Canravioli 1 Can chicken & dumplings
1 Box macaroni & cheese 1 Lb. spaghetti
1 Box cereal 1 Jar spaghetti sauce
1 Canjuice 4 Cans fruit
1 Box cereal or oats
1Lb. cheese

THREE PEOPLE

1 Can evaporated milk

FOUR PEOPLE

1 Loaf bread 2 Loavesbread

1 Jar peanut butter 1 Jar peanut butter

1 Jar jelly 1 Jar jelly

6 Cans soup 6 Cans soup

6 Cans fruit 6 Cans fruit

1 Canjuice 1 Canjuice

1 Box cereal or oats 2 Boxes cereal or oats
6 Cansvegetables 6 Cansvegetables

1 Lb. pastaor rice
1 Box crackers

1 Lb. pasta (macaroni or spaghetti)
1Lb.rice

1Lb. cheese 1 Box crackers
1Box tea 1Lb. cheese

2 Cans pork & beans 1Box tea

1Lb. margarine 1 Lb. margarine
1Lb. dry milk 1Lb. dry milk

1 Can stewed tomatoes 1 Jar spaghetti sauce

3 Cans meat, chicken or stew
1 Box pancake mix
1 Bottle pancake syrup

3-C

4 Cans meat, chicken or stew
1 Bottle cooking ail

5 Lbs. potatoes

1Dozen eggs

1 Lb. flour

1 Lb. sugar

1Lb. dried beans



Menu Suggestions

The USDA recommendsthefollowing guidelinesfor awell balanced meal:

MEAT OR MEAT ALTERNATE - Two servings per day of one of the following or a combina-
tion of any of these itemsto give an equivalent in quantity to:

2 0z. lean meat, poultry or fish
2 0z. cheese

2 large eggs

8 0z. cooked dry beans or peas
4 tablespoons peanut butter

VEGETABLE AND/OR FRUIT - Four servings per day of vegetables or fruits or both to equal

aper serving total of:
4 0z. vegetables, fruits or fruit juices

BREAD OR BREAD ALTERNATE - Four servings per day of bread or bread alternate, or

four servings of each of thefollowing:
1 slicewhole grain or enriched bread
1/2 hamburger bun, hot dog bun or english muffin
4 o0z. cooked rice
4 0z. cooked macaroni, spaghetti or noodles
4 o0z. breakfast cereal, oats or grits

MILK - Four servings per day of milk or milk alternate:
8 0z. milk
8 0z. pudding or custard
16 oz. cottage cheese
8 oz. yogurt

Basic suggested menus using thisguideline are asfollows:

BREAKFAST BREAKFAST

2 eggs pancakesw/syrup
fruitjuice fruitjuice

2 dicestoast milk

milk

LUNCH LUNCH

1 can vegetable soup peanut butter sandwich
2 dlicescheese 1 apple

1 orange milk

crackers

milk
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BREAKFAST
cereal w/milk
diced fruit or cered
milk

LUNCH
tunasalad sandwich

1 apple
milk



DINNER

canned stew

tossed salad

1 slice bread or toast
teaor coffee

M enu Suggestions (continued)

DINNER

spaghetti w/meat sauce
tossed salad

green beans

teaor coffee
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DINNER

cooked beanswi/rice
cooked carrots
mixedfruit

teaor coffee



Menu for Christmas and
Thanksgiving Baskets

Quality
110-121b.
2 cans
2 cans

2 cans
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Food Item
Turkey

Green vegetables
Yellow/Red vegetables
Soup

Fruit

Cranberry sauce
Pork and beans
Bread

Dessert

Crackers

Cereal

Instant Potatoes
Dressing

Pasta/Rice




Suggestions on Safety for Pantry Volunteers

PROPERTY SAFETY:

1.

3.

4.

Have a permanent sign on the pantry door indicating exact hours and days the pantry will give
out food.

Have awide-angle viewer installed in the door to the pantry. Before opening the door, be
sure there aren't more people than you expected.

Have a dead bolt and chain on the main entrance of the pantry.

Have all windows bolted or nailed to prevent entrance by intruders.

PERSONAL SAFETY:

1.

Have one or two other people at the pantry during indicated hours the pantry gives out food.
If alone, arrange the pick-up times when someone else will be with you at the pantry.

Never invite referrals or "walk-ins' to accompany you into the pantry. Y ou do not want to be
in anisolated place with an unknown person.

When speaking on the phone to those needing help, be cautious about telling them you are
alone, or when you will be leaving the pantry. Give no indication of your routine arrival and
departure times, or information about your home address, phone number, etc.

Call the police at the dlightest infringement of your rights as a person. Give the police accu-
rate information asto what is happening in order that they may respond rapidly. Thisis
another good reason to work in pairs.

Whether you are at work or at home always let someone know where you are going. Even if
you live alone, leave anote, so that in case of an emergency, someone will know where to find
youl.

NO MATTER HOW NICE OR INNOCENT A PERSON MAY APPEAR TO BE, NEVER
TAKE ANY CHANCESWITH YOUR PERSONAL SAFETY!
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K eeping Pantry Records

Record keeping isimportant so that you can document how many people you are serving, who
they are, how often they need help, and the reasons for hunger in your area.

SCREENING RECIPIENT CLIENTS

Screening potential recipientsisalso an important part of your work. Unfortunately, you may run
across an unscrupul ous person occasionally. Y ou should be ready to effectively deal with the
problem and not be discouraged in your work.

Ask peoplefor the following basic information:
- Name, address, phone number, and social security number.
- Number and ages of peoplein household.
- Usua source of income.
- Unusual circumstances (i.e. broken stove or refrigerator)
- If anyonein the household isphysically challenged or disabled.
- Public assistance programs from which they receive help.
- If specia dietary needsarerequired by any family member.
- The reason they are without food resources.
- If they have been helped previously.
- When their next financial assistancearrives.
- The source of their referral to you.

Thisinformation can be taken over the phone or in person. If you have criterialimiting eligibility,
it isbetter if you tell peoplethey areineligible before they comeinto pick up food. Check their
identification to verify walk-in people. Refer tothe SAMPLE INTAKE FORM for aguidelinein
compiling your initial information on theclient.

PERMANENT CARD FILES

Basic permanent information can be recorded on an index card and arranged alphabetically ina
file box. Record on the card the assistance provided and the date. Although documenting your
program isimportant, names of people and specific information about their lives and problems
should be confidential and accessible only to appropriateindividuals. Refer to SAMPLE CLIENT
PERMANENT RECORD CARD (page 3-D) asaguide.

INVENTORY RECORDS

It isalso important that you keep a simple inventory record so that you can keep up with monies
spent in supplying your pantry aswell as pounds distributed to the needy: Documenting your
history will give you afoundation and guideline for future efforts. Refer to the INVENTORY
TRACKING SAMPLE FORM (page 3-D).
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SAMPLE INTAKE FORM

NAME DATE
ADDRESS SSN:
CITY STATE ZIP CODE

PERMANENT RESIDENT OF (city & state):

PHONE NUMBER (where client can be reached):

HAS CLIENT BEEN PREVIOUSLY HELPED? DATE LAST HELPED
REFERREDBY: PHONE:

AGES OF ADULTS: M_F_M__F_M__F__  TOTAL INFAMILY
AGESOFCHILDREN: M_F_M_F_M__F__  TOTALINFAMILY
ISANYONE IN THE FAMILY PREGNANT? DISABLED? HANDICAPPED?

DOES CLIENT HAVE COOKING AND REFRIGERATION FACILITIES?

DOESCLIENT HAVE TRANSPORTATION?

REASONS FOR NEEDING ASSISTANCE:

social security check late, lost or stolen
welfare check late, lost or stolen

food stampslate, lost or stolen

waiting for food stamp approval
unemployed

new job/between jobs/laid off how long?
just divorced, deserted, separated
illness/pregnant/accident

__ disaster victim (fire, flood, tornado, etc.)
_____outof money dueto poor management

other why?

HOW LONG WILL ASSISTANCE BE NEEDED?

USUAL SOURCE OF INCOME OR ASSISTANCE & AMOUNT:
$ food stamps $ VA pension
$ social security $ retirement income
$ welfare assistance $ unemployment compensation
$ friends or welfare $ regular employment

COMMENTS: 0 NOSHOW 0 CANCEL

U NOT SERVED WHY?

SIGNED




SAMPLE CLIENT PERMANENT RECORD CARD

NAME NO. IN FAMILY
ADDRESS PHONE
CITY STATE ZIP CODE
DATE DAYS POUNDS DATE DAYS POUNDS
ASSISTED HELPED DISTRIBUTED ASSISTED HELPED DISTRIBUTED

SAMPLE INVENTORY TRACKING RECORD

CURRENT
INVENTORY ACTIVITY RECEIVED FROM OR
BALANCE DATE POUNDS IN/OUT BOUGHT DISTRIBUTED TO




Eood Release Agreement

Food Release Agreement:

Thefood distribution program isaministry to everyonein need of assistance with
food.

We acquire foods from various sources which we believe to be reputabl e establish-
ments. Perishable foods are kept under refrigeration and frozen foods are kept in
freezersat all times.

We request that you examine the contents of these packages of foods and determine
if they are still in good and usable condition. If you determine they have spoiled,
please dispose of them. Sincethe foods are given free of chargeto you, thereis
therefore no personal lossto you.

These foods are given to you in good faith and we will not be held responsible for
any harm which comesfrom their misuse.

The undersigned acknowledges and agrees to the foregoing statement.

Recipient of Foods Date

Witness Date
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Food Resources

Y our group may either purchase or seek food donations. Many groups use a combination of
both, because it enables them to have awider range of nutritious food available. Food can be
donated by local merchants or by church and community food drives. It can be bought at low
cost wholesale prices or in bulk.

DONATIONS

Businesses are often receptive to requests for support. Your group may have members who run
businesses and would be willing to contribute afew cases of food or day-old baked goods. Some
groups arrange for businesses to accept specia coupons for meat and milk from people they help.
If your group isregistered with the federal government as a 501(c)3 (tax-exempt charitable)
organization, donors can receive tax deductions for their donations following the guidelines set
forth by the IRS.

FOOD DRIVES

A great way to kick off your pantry program iswith afood drive. This makes people aware of
your work and helps everyone feel apart of it. Asthe pantry beginsto serve the needy, the
witness of its good work can inspire continued support. A food drive can be connected with a
socia event or areligious service, in which adonation would be the "entrance fee" or an offering,
or it can be directed outward to include the larger community.

A word of caution: be alert for damaged or rusted cans, or cans with bulged ends. They may
contain contaminated food. Some people "clean house" for afood drive. For more information
on identifying potentially hazardous foods, contact your local city or county health department.

PURCHASES

Specifically needed itemsthat are not usually obtainable through donations must sometimes be
bought. Y ou can get discounted food from many sources. Co-ops often have a special bulk
buying rate for volume purchases. Farmers markets are a good source for fresh produce. Some-
times grocers or local restaurant owners can be persuaded to order afew extra cases of a needed
food item and pass it along to you at cost.
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Operation Compassion

Reply Form
Pastor’sname:
Churchname:
Address:
City : State: Zip:
Phone( )
Ministry Outreaches (check all that apply)
Yes No
a Q Family Food Boxes: approximate number of families helped per month
Distribution schedule: (check one)
daily weekly monthly other
Q Q Holiday Food Boxes:
Thanksgiving: approximate number of boxes given
Christmas: approximate number of boxes given
Q Q Holiday Hot Mealson site or delivered: approximate number of individuals
Thanksgiving
Christmas
Q Q Hot Mealson site or delivered: approx. number of individuals helped per month
Distribution schedule: (check one)
daily weekly monthly other
Q Q Food pantry
Q Q Clothing pantry
Q Q Second hand store
Q Q Outreach counseling
Q Q Homelessministry

| give my permission for Operation Compassion to provide my nameto any person or

or ganization who can provide me with support, material, donated goods, food,etc. for my

relief ministries. | understand that thisisnot a committment by me or Operation
Compassion, and | maintain theright to declineitems offered at any time.

PLEASE FEEL FREE TO SEND ANY ADDITIONAL INFORMATION: PICTURES, ETC.
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Church of God Ministriesof Benevolence
P.O. Box 4391, 449 McCarn Circle
Sevierville, TN 37864
(865) 453-4644




