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Welcome To The 

Hoosier Hills Food Bank

Taking the Hunger out of Poverty

This member agency orientation packet is designed to give our member agencies a clear understanding of the history, programs, and procedures of the Hoosier Hills Food Bank. If there are any questions that have gone unanswered in this packet, please contact us. Like you, we are here to get food to people who need it, and the first step in doing that is creating a healthy relationship with our member agencies.
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The History and Mission of

Hoosier Hills Food Bank
H

oosier Hills Food Bank (HHFB) has been feeding hungry families in Bloomington and six surrounding rural counties since 1983. Since our inception, out of a closet at the Salvation Army, we’ve rescued and distributed well over 22 million pounds of food that would have been wasted otherwise. We serve as the central clearinghouse to more than 80 restaurants, grocery stores, manufacturers, farmers, and distributors involved in the retail market of food. These donors depend on us to promptly receive hundreds of pounds of test market, damaged, close-dated, surplus, or prepared food inventory during any given workday. For receipting and safety purposes, HHFB tracks every pound of food from collection to disbursement. We can insure a safe and effective method of gathering and storing unsellable, but edible product. We also work to educate the community about hunger and poverty issues, to advocate for the hungry with local and national lawmakers, and to encourage thousands of people to contribute private resources in hundreds of community food drives each year.

Ninety-two non-profit organizations currently use our collected inventory in feeding programs that benefit ill people, needy families, or infants and children under age 18. In 2005, 1.6 million pounds of food moved through our collection and distribution process. Low-income daycare centers, homeless shelters, soup kitchens, and emergency food pantries use our food product to collectively feed 25,000 needy people every year. HHFB is forbidden from selling any donated product; agencies contribute a nominal handling fee of 14 cents per pound to subsidize the costs of our transportation, labor, and warehouse. The IRS identifies this as a shared maintenance fee to defray operating costs. Since 1990, the number of local organizations using food bank product to meet food requests has more than tripled. Most requests for local food assistance come from area families with children under age 12. A national study closely mirrors our local situation; according to the Food Research and Action Center, one in every eight children goes hungry a part of every month.

Our prepared food rescue program, Meal Share, has increased our capacity to collect and distribute perishable food donations. Last year, over 52,000 nutritious, ready-to-eat meals were repackaged into re-closable plastic bags, frozen, and then distributed to agencies meeting certain guidelines. The repack process and rural distribution of these frozen meals distinguishes Meal Share from typical food rescue programs that primarily transport prepared food directly to urban soup kitchens. It is also the only Board of Health approved food rescue program in Monroe County.

A volunteer Board of Directors determines policy for the food bank, and a small staff carries out the daily operations. Hundreds of community volunteers are needed throughout the year to collect, salvage, and distribute food to agencies doing the frontline work against hunger. Financial contributions are needed as well; an investment of just $1 helps the food bank distribute enough food pounds to equal two and a half meals. The agencies drawing from our central supply depend on HHFB for food resources. Gifts of volunteer time, financial contributions, and food donations will support our efforts to provide for the food needs of our community’s hungriest families. 
Indiana ranks thirteenth in the nation in proportion of people living in poverty according to the 1990 U.S. Census. Roughly one third of all households in Monroe, Martin, Orange, and Owen counties earn less than $15,000 per year. In Monroe County, over 6,400 people receive food stamps every month, with benefits averaging $66.74 per month. The USDA reports that more than half of all food stamp recipients are children. Tufts University Center on Hunger, Poverty, and Nutrition Policy reported that more than 40% of families receiving food stamps also use emergency food programs offered locally through pantries and soup kitchens. However, the December 1995 Status Report on Hunger and Homelessness in America’s Cities found that one in five requests for emergency food assistance went unmet, including 17% of requests from families with children. The need for donated food assistance to families living in poverty is clear. HHFB must continue to increase food inventory for distribution to charitable organizations providing free food assistance.
Checklist for applicants to become HHFB Member Agencies
1. Have a 501(c)(3) designation letter from the IRS confirming your 501(c)(3) tax status. If you use a parent or group 501 (c)(3) designation letter, have documentation that your agency is affiliated with the sponsoring 
501 (c)(3) organization.

2. Have articles of incorporation for your organization. The Internal Revenue Service’s parameter for the use of donated food requires that agencies must be incorporated for the purpose of serving the ill, needy, or infants (minor children). 
3. Go through HHFB’s application process, resulting in a signed member agency agreement.   

4. Agree to annual site monitoring visits.

5. Provide HHFB with records of your service numbers on a quarterly basis or more often.

6. Adhere to all HHFB membership rules, regulations, and criteria.

Policy for 501 (c)(3) or equivalent

1) An IRS letter of 501 (c)(3) determination: Within the text of the letter it must say  “…exempt under Section 501 (c)(3) of the federal tax code.”

2) Agency may be under the auspices of a parent organization, which holds a 

501 (c)(3) exemption.

3)
Group Exemption—any applicant organization which is a wholly-owned subsidiary of any larger 501 (c)(3)  organization to submit a copy of such evidence of the larger organization’s 501 (c)(3)  status….., and either a letter from an official of that larger organization affirming that it is a 501 (c)(3) organization and does own and operate the applicant organization, or such other evidence of affiliation as the food bank deems adequate.

3) Use of a non-501 (c)(3) as a Distributing Agent: Allows a 501 (c) (3) agency to designate some other non-501 (c)(3) group as its agent in distributing donated product obtained from the Food Bank to eligible individuals. The CEO of the 501 (c)(3) agency must affirm such designation in writing, acknowledging its responsibility to enforce all provisions of its agreement with the HHFB on the designated group and the certification required by IRS regulations is being made based on the 501 (c)(3)’s own knowledge and information, as opposed to that of the designated group.

The 501 (c)(3) agency must be programmatically, fiscally, and legally responsible for the donated product handling/distribution activities of the designated group.

Which means:

Funds used to pay shared maintenance must come from the 501 (c)(3) agency and not from the designated group, and all money received and disbursed in connection with the donated product handling/distribution activity will go through the fiscal books of the 501 (c)(3) agency.
Criteria for Membership

Agencies must comply with the following food bank requirements. 

Failure to do so may result in ineligibility as a member agency.  

                         HHFB’s Executive Director makes final decisions on membership. 
1. That the member agency has been awarded 501 (c)(3) status or equivalent, as defined in the “Policy for 501 (c)(3) or Equivalent” 

To be an agency with the Hoosier Hills Food Bank, you must be a not-for-profit organization that is tax exempt under the Federal IRS 501 (c)(3) tax designation. This is necessary because when food from our donors goes to a 501 (c)(3) organization, they are able to get a special tax credit for it. The IRS provides a determination letter that lets us know that an agency has the 501 (c)(3) status and we keep a copy of that letter in the agency’s file. The rules for 501 (c)(3) equivalency are stated in the “Policy for 501 (c)(3) or Equivalent.”

2. That the member agency will use HHFB items only in a use related to its exempt purpose of the feeding of the ill, the needy, or infants (minors or children under the age of 18).

According to our mission, HHFB items are intended only to be used for feeding the ill, the needy, or infants (minors or children under 18) and not for other agency purposes. Our tax-exempt status, and the reason our donors can get a tax credit for giving us food, comes from this mission.

3. That the member agency will neither offer for sale, sell, transfer or barter the items supplied by the HHFB in exchange for money or other properties or services. All items received from HHFB shall be used only in a manner that complies with the provisions of section 170 (e)(3) of the IRS code.

HHFB food is meant to be given as charity, with no strings attached. This means that the member agency may not charge for food that they give to individuals. Agencies are not allowed to charge directly for food, charge for administrative or other costs. Voluntary and anonymous donations/contributions may be accepted but not solicited. Food cannot be given in trade for items or services. We are required to notify the proper authorities in the event of unlawful use of HHFB product.

4. That the member agency understands that the HHFB and the donor are not responsible for, and claim no liability for, any problem resulting from the use of their product.

That the member agency hereby warrants and guarantees to the HHFB and to the donor that it will hold them harmless from any and all liabilities, claims, losses, causes of action, suits of law or in equity, or in obligation whatsoever arising out of or attributed to any action by a member agency in connection with its storage and/or use of the items supplied to it by HHFB.
That the member agency releases both the HHFB and the donor from any and all liability resulting from the condition of donated items and further agrees to indemnify and hold harmless both HHFB and the donor against all liabilities, damages, losses, claims, of the member agency or any person employed by or volunteering for the member agency in connection with storage, transportation, use, and distribution of donated items.

The HHFB and food donor are released from any liability.

5. That the HHFB and the donor have specifically disclaimed any warranties or representations, expressed or implied, as to the purity or fitness for consumption of any or all such donated items.

HHFB and the donor claim no responsibility for the condition of any donated items. Unfit items cannot be returned to the donor or HHFB for reimbursement.

6. That the member agency understands that all products from the HHFB are accepted in “as is” condition. The member agency is responsible for inspecting the items to insure fitness for human use and to not distribute product that is unfit, but rather discard it and notify the HHFB immediately.

The member agency must inspect all products it takes from HHFB and accept it in “as is” condition. When you sign for and take the food, you are taking responsibility for it and making sure that the food is fit to eat. If it isn’t, throw it away and let the HHFB know immediately. We cannot reimburse the agency for this product, but notifying us will enable us to remove the product from our warehouse.

7. Any restriction placed on the use or distribution of products by the donor, such as restriction of food to be used in meals prepared on the premises of the member agency, will be strictly adhered to.

Any restriction placed on the use or distribution of products by the original donor, such as restricting that the food only be used in meals that are prepared on site, will be something the member agency agrees to follow.

8. That the member agency must use supervisors, employees, or volunteers which have sufficient training, experience, and expertise in the evaluation, handling, preparation, and feeding of donated items to safely and properly judge, handle, prepare, and feed them.

The member agency should have responsible supervision for the handling of food.  They must have enough experience and/or training to handle the donated food safely.

9. That the member agency shall not deny participation to any person, or access to donated items, on the basis of race, color, creed, national origin, religious affiliation, sex, sexual orientation, age, or disability.

Member agencies may not discriminate among those who can receive their food. This means they must serve any person who meets the guidelines for eligibility regardless of race, color, creed, national origin, religious affiliation, sex, sexual orientation, age, or disability.

10. The terms of this AGREEMENT shall be for two years from its effective date. Either party may terminate this AGREEMENT earlier by giving the other party written notice no less than thirty days prior to the effective date of such termination. The notice of termination shall be given by certified mail, to the chief executive officer of the non-terminating party.

The HHFB may terminate this AGREEMENT immediately if the member agency engages in conduct that is unlawful or violates this AGREEMENT or the “Criteria for Membership.” Subsequent HHFB regulations and requirements become a part of this AGREEMENT at the time HHFB passes and circulates the changes.

11.  The member agency must keep books and records that accurately reflect the total amount of product received and distributed (or used).  This is a Feeding America requirement.  In addition Feeding America requires that the member agency outline its procedure for determining that the final recipient of the product is ill, needy, or infant (minor child).  

We require that food pantry records contain contact information, in order that any food received from HHFB can be traced to the individual who receives it just in case there is ever a food item problem. In order to do this, food pantries should keep a record of the date of service, name, phone number and/or address of each client served. 

HHFB disbursement receipts, (pink copies), must also be kept on file for at least two years in order to track food product if necessary.

12. The member agency may not share or sell HHFB items to non-member agencies or member agencies for profit, exchange, trade, or favor. HHFB food is not meant to be an item for barter, and selling food is not allowed under any circumstances. Agencies may share food among themselves only with the written consent of HHFB.  Hoosier Hills Food Bank products may not be used for the purpose of fundraising, either as food served or as prizes.

13. Donated items are not intended to be consumed by member agency staff or volunteers. Therefore, agencies may not use donated items as compensation or thanks for staff or volunteers.

Member agency representatives may not be clients of their own food pantry.

14. Member agency staff or volunteers are permitted to consume or take home donated goods in order to: a) Test if a food item is fit to eat, or b) become more familiar with the food in order to be able to encourage clients to try new items, or show them how the food should be prepared. All of these uses must be, by law “incidental to the primary use in the care of the ill, needy, and infants.” 

15. The member agency may not require an individual to attend a religious or political meeting, make a statement of faith, or pledge membership to any religious or political organization before, during, or after being served. Members of the public must be able to receive HHFB food, not just members of the agency’s organization.

16. All food items must be stored at the pre-approved and monitored site. Food storage in an individual’s home must be stored separately from the household’s personal food. Member agencies may not be a home-based service programs (such as family-based day care).

17. Member agencies must allow a yearly on-site monitoring visit by a HHFB representative.

18. In the event that the HHFB has a meeting or training workshop, member agencies are strongly encouraged to send a representative.

19. The member agency agrees to pay shared maintenance fees at the current shared maintenance rate as determined by the HHFB Board of Directors. This fee does not constitute direct payment for the food taken, but partially supports the upkeep of our warehouse. Payment of all shared maintenance fees needs to be settled within 60 days of the invoice date. A member agency may be denied additional food until its fee is reconciled.

20. The member agency must either have a feeding program that has regularly scheduled days and hours that are posted, and/or be accessible by telephone, so that a food request phone call will be returned within 24 hours. We strongly recommend an answering machine for emergency food pantries.

21. Membership in the HHFB is public knowledge. Therefore, pantries must be willing to accept phone referrals from the HHFB for persons in need within an agency’s community.

22. A member agency that provides services to both subsidized and non-subsidized fee paying clientele, for example, a daycare, must have at least 80% needy or subsidized clientele and provide reasonable confirmation of this. Agencies with a lower percentage of needy clients may be accepted on a conditional basis, with some limitations on which HHFB products they may take.

23. The member agency may not be a member agency of another food bank.

24. The member agency must notify the HHFB of any changes in their operation as soon as possible (i.e. 501 (c)(3) status, personnel, and program).

25.  In the same spirit that requires agencies to treat their individual clients with respect and dignity, HHFB requires that our member agencies and their shoppers be treated with respect and dignity.  Food is to be distributed in a non-judgmental fashion with the understanding that all member agencies are valued for the services they provide regardless of their size, program type or geographical location.  If you or one of your agency representatives feels they have not been treated respectfully, please review the Grievance Procedure for the appropriate action. 

Food Storage Guidelines

Please maintain food storage facilities to insure the integrity of the food until it is served or distributed.

You must have adequate clean and dry storage for all HHFB items.

Never store food on the floor.

Never store toxic materials such as detergents or cleaning solutions, above or close enough to food so that the hazardous materials could contaminate it.

To discourage the entry of pests, storage areas must be clean, neat, and with no holes in the walls, floors or ceilings. There should be no gaps around windows, doors, or along the floorboards.

If you take refrigerated or frozen items you must have adequate refrigeration and freezing capabilities at your storage site.

If you take USDA commodity product you must be able to keep it in an area that can be locked.

If you serve prepared meals, you are recommended to have a current certificate of approval from your county public health authority and provide the HHFB with copies of this document. At least one person should be trained in food handling.

Hoosier Hills Food Bank Agency Grievance Procedure

The following procedure will be used to address concerns/complaints of Member Agencies regarding Hoosier Hills Food Bank staff:

1. If a problem develops, the aggrieved member agency or individual and the staff person in question should informally attempt to resolve the problem together within a reasonable amount of time but not more than thirty (30) days after the alleged occurrence. 

2. If this proves unsuccessful, the individual should submit his or her complaint in writing to the Assistant Director of Hoosier Hills Food Bank. If the incident involves the Assistant Director, the written complaint should be submitted to the Executive Director. If the incident involves the Executive Director please proceed to Step 4.

3. The Assistant Director will discuss the incident with relevant staff and the Executive Director of Hoosier Hills Food Bank. Either the Assistant Director or the Executive Director must respond in writing to the individual or member agency within ten (10) working days. 

4. If the result is unsatisfactory a written appeal should be directed to the Board President within ten (10) working days of receipt of the Assistant Director’s or Executive Director’s decision. If the incident involves the Executive Director, the initial complaint should be submitted to the Board President. 

5. The Board President will bring the written appeal or complaint to the attention of the full Board within sixty (60) days of receipt at a regular Board Meeting. The Board of Directors will discuss a resolution of the matter and submit a written response to the agency or individual within twenty (20) days of the Board Meeting. The decision of the Board shall be final.

To comply with ADA guidelines, Hoosier Hills Food Bank personnel will remain available to assist any person who, due to special needs or limitations, is not able to follow any or all of the above steps in the Grievance Policy. 

Alternative means for filing complaints, such as personal interview or a tape recording of the complaint, will be made available upon request. 

What do we mean by 

Shared Maintenance Fee?

The Shared Maintenance Fee is a 14 cents per pound fee charged for most HHFB products. Because it is paid at the end of shopping, and is based on the amount of food taken, some shoppers have made the assumption that the shared maintenance fee is an actual "payment" for the food items themselves. HHFB does not sell food. Just as our agencies cannot charge the hungry for the food that they give them, HHFB is forbidden from selling any donated product.

The nominal handling fee that local charitable organizations pay to help their food bank survive is defined as a "shared maintenance fee" by the IRS. The maximum allowable fee is 14 cents per pound. Our goal is to keep agency shares to a minimum. HHFB shares have remained at 14 cents per pound for over 14 years. So much of our product is given away that the average share contribution calculated in 1999 was eight cents per pound.

Our member agencies help us out by contributing a certain amount per pound for the "shared maintenance" of transporting and warehousing the food that, through our mutual efforts, will eventually end up in the possession of those who need it the most.

The shared maintenance handling fee accounts for 45 percent of the operating budget of the average food bank. In 1999, only 32 percent of HHFB's operating budget was supported by this handling fee. We fundraise to cover our remaining costs. A misconception about our shared maintenance fees could hurt us in our fundraising efforts and food drives, so please help us keep the community properly informed.
Meal Share: Prepared Foods for the Hungry

Meal Share food is collected from local restaurants, caterers and cafeterias. This food is prepared but not served. Meal Share food is collected, repacked in plastic freezer bags, and frozen. All meals in a particular crate are from the same repacking date. Agencies must take Meal Share by the entire crate. Volunteer repackers try to place a variety of different foods in each crate.

Due to safety issues involved in the handling and storage of prepared foods, Meal Share staff, our repacking volunteers, and recipient agencies must understand and follow certain guidelines.

Please do not mix the Meal Share bags from different crates. Doing so can have serious consequences. First, the bags are more likely to tear the more often they are handled. Second, and more importantly, we track individual food items by date. We keep a list of which agency took food from which day, so that if we ever learn that there is a problem with food from a particular day, we can alert every agency that had food from that day. This system will only work if everyone takes the entire contents of a crate and does not mix bags from different dates. 

The following information is printed on each Meal Share bag.

Storage of Meal Share

Meal Share food must be frozen solid at all times, from the point it leaves the food bank to when it arrives at your site and is immediately put into your freezer that is kept at 0 degrees F.

Food should be stored and rotated on a first in/first out basis.

Frozen food should be removed from the freezer only in quantities that will be used immediately. After the food had been heated it must be served or thrown out.

Check the labels for dates! Food older than three months needs to be thrown away.

Meal Share Preparation

Food must be reheated to an internal temperature of 165 degrees F. A good guide for this is if the food is too hot to eat immediately after being heated, it has probably reached 165 degrees F. Liquids such as soup, chili, and stews need to be brought to a rolling boil for at least two minutes.

Only reheat and use this food ONCE! DO NOT STORE AFTER HEATING OR IF FOOD IS THAWED.

If you have questions, please contact Lindsey Stuck or Dan Taylor at 334-8374

 Distribution Procedures (informally called “shopping”)
Shopping Hours: Monday 9:30-4:00, Tuesday-Thursday 9:30-12:30

If you are unable to come during these morning hours, you may call to arrange an appointment.

Please take only full cases from the warehouse, the cooler, & the freezer.

Take only full crates of Entree/Meal Share.

Always look to the chalkboard for limits and specials. Limits are for the whole week. 
Please leave all plastic crates at the food bank.

THERE ARE 8 CATEGORIES YOUR FOOD WILL BE WEIGHED OUT AS:

BREAD: This includes cakes, pies, tortillas, pitas, and pastries – ALWAYS FREE!

PRODUCE: Vegetables, fruits, etc., usually kept in the big cooler – ALWAYS FREE!

COOLER: Everything in the cooler except for produce. This includes milk, eggs, cheese, cottage cheese, yogurt, sour cream, dips, tofu, etc. Milk or Juice counts as “cooler” even if it has been frozen.

FOOD DRIVE: Any food collected from a food drive or donated by individuals. These are the cans and dry goods stored in the bins and barrels. 
DRY: This is most of the inventory in our warehouse. The only warehouse items or dry goods that are not DRY are either FOOD DRIVE or GLEANERS. Drinks are classified as dry.

ENTRÉE/MEAL SHARE: The frozen bags of prepared food located in the Meal Share freezer. These bags of pizza and repackaged food are kept in milk crates. All of the bags in a crate are from the same date, and it is crucial to our tracking system that they be disbursed together. You must take Meal Share by the crate. You must also sign up to be a Meal Share agency in order to take any Meal Share food. 
FREEZER: Everything in the freezer. Sometimes there are GLEANERS items in the freezer.

GLEANERS: These are items we acquire from the Gleaners Food Bank in Indianapolis. Gleaner’s items can be found among the boxes of dry goods in the warehouse, the freezer, and sometimes in the cooler. We usually place a limit on how many Gleaners’ cases an agency can take, and these limits will be listed on the chalkboard next to the scale.

Separate your charge, no charge, and 7 cent items at the scale when weighing out.
Helpful Hints for Shopping at

Hoosier Hills Food Bank

1. Learn inventory system.

2. Bring your own boxes.

3. Leave the milk crates. We need them for Meal Share.

4. Stack selected items on a HHFB cart or in an out-of-the way area of the warehouse.

5. Always look to the chalkboard to find out what limits are in place for the day and any HHFB specials. 
6. Bread, produce, and yogurt are always “no fee” items at HHFB.

7. Check the “FREE STUFF” sheet posted around the warehouse.

8. If you have a new shopper, have them call ahead and HHFB staff will meet with them and give them a tour of the warehouse and an explanation of shopping procedures.

9. Member agencies should consider establishing food storage capabilities. That way you can take desired products when they are available and have it stored for later use.

10. Member agencies should also consider getting refrigerator and freezer capabilities as we get a lot of cooler and freezer items donated and a majority of that is “no fee.”
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