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Agenda

• College Responsibilities
o PC/SC

o Staff/Volunteer Workers 

o Communication 

• Cancelations/Reschedules

• Invoice 

• Food Plan Summary 

• Grocery Rescue

• Partner Complaint Form

• Pantry Storage/Food Safety  

• Procedure for Non- Students 

• Outreach 

• Compliance/Site Visits 

• Material Pick-Up 

• Q&A 



College Responsibilities: PC/SC
❑ Primary/Secondary Contact Expectations:  

• Each school must identify a dedicated primary and secondary contact 

person to communicate with SHFBOC about the College Pantry Program 

and oversee/lead the distribution/pantry. 

• Secondary point of contact in case primary is unreachable or unable to 

oversee the pantry.

• Both primary and secondary contacts must be employees of the program 

host site. 

• Both contacts should have a Safe Food Handling Certificate. 

• Trained in CP Program and additional programs (if applicable). 

• Either Primary or Secondary should be available during pantry hours to 

support and oversee pantry. 

• Failure of availability/support will result in deduction of points during 

compliance (subject to change). 

• Colleges with permanent pantries are expected to be open at least twice 

a week.



College Responsibilities: 

Staff/Volunteer Workers 

• Trained by SHFBOC and College PC/SC. 

• Staff/Volunteers should have a Safe Food 

Handling Certificate.

o Should have them available for us to see 
during site visits. 



College Responsibilities: 

Communication

• New PC/SC CP Training  

• Pantry/Distribution Location Approval 

• Delivery Cancelations/Reschedules 

• Pantry Hours/Closures 

• Household Updates 

• Pantry Issues 

• Request of Delivery Change/Additional Delivery  



Cancelations/Reschedules

• We require 3 business days’ notice for any 

emergency cancellations/reschedules. 

 

• College closure dates reach out to SHFBOC 

contact. 

*Please note: All reschedules are subject to 

transportation's availability/capacity and are not 

guaranteed.



Reading the Invoice

“Description” – the type of product

“Pack Size” – amount per case/bag

“Storage” – type of storage: 
Refrigerated, Frozen, Dry

“Quantity” – the number of boxes/ 
cases received

“Gross Weight” – the total weight of 
each product 



How to Read the Invoice



Food Plan Summary

• Focus on fresh produce

• Eggs: weekly through June 2027 

(subject to change)

• No planned purchases of milk or 

meat

• Donated

• GR

• Potential purchases

• Areas of growth:

• Fresh produce 

• Donated



Grocery Rescue (GR): 

• GR in deliveries

• We may receive a multitude of highly perishable 

items; those will be primarily topped off.

• Still expected to spot check deliveries. 

• Expect a variety of items within each category 

(dry/cold/frozen/produce). Quantity of items will 

vary. 

o Enough food for every individual (each basket 

will look a little differently). 

• PC/SC are responsible of providing ongoing 

guidance to new staff/volunteers on this 

information.



Partner Complaint Form 

 

• Submit the completed complaint form 

and pictures no later than two-business 

days after receipt of products to your 

SHFBOC contact via email. 



Pantry Storage/Food Safety
• All sites should have permanent indoor space for the 

pantry, with adequate storage space for back stock of 
items

• There are a few schools that have received approval 
from SHFBOC to operate just in time distributions

• Consult with SHFBOC when determining the ideal 
pantry space if you’d like to explore moving to another 
location.

•  Ensure proper distribution set-up 

1. For permanent pantries – restocking, cleaning 
pantry space, inventory checks, clear item 
limits, cleaning schedules for shelving and 
units. 

2. For just in time distributions – ensure proper 
distribution set-up. All food must be distributed 
by the end of the distribution unless proper 
and food safe storage capacity. 

o Should have freezer blankets, ice chests, 
etc. 

3. Each site must work to ensure the distribution 
of all food safe to consume and disposing of 
spoiled products in trash receptables 



Pantry Storage/Food Safety

• Food must be stored 6 inches off the ground when 

being distributed and in storage.

• All food is at least 4’ inches from chemicals/cleaning 

items.

• FIFO/FEFO 

• No permeable flooring - flooring may not have large 

cracks, holes or carpet.

• Milk Crates are not used for permanent storage; 

transport is acceptable.

• Refrigerated & Frozen product /produce should not 

be left out without proper storage requirements.

o Temperature Logs

• Safe Food Consumption Signs





Procedure for Non- Students 

• Do you have a current procedure for non-students? 

o This includes members of the community, 
faculty/staff, and educators.

• Should not be turning anyone away.

• Household information should still be included to 
monthly reporting. 

• Procedure(s) will be checked during compliance 
visits. 

Recommendation(s): 

• Have a separate check in form for non-students and 
provide outside resources if needed. 

o Excel Spreadsheet 

o SHFBOC Tally Form 

o SHFBOC QR Code 



Outreach

• Expected to have a variety of outreach methods. 

• How and where are you promoting the pantry? 

• Examples: 

• Sharing through new student orientations

• Posting on marques

• Social media

• Flyers

• Tabling 



Compliance/Site Visits

❑  Compliance Visits: 

• Digital       Tablet 

• Compliant 

• Non- Complaint        re-training and follow up 
visit. 

❑  Updates/changes on form will be shared with 
colleges. 

❑ Site Visits (Check- in): 

• Goal is to visit one additional time a year to 
check in on how things are going!

• Can receive a non-compliance or corrective 
action plan during a compliance visit or a non-
compliance visit (extreme circumstances). 



Materials We NEED Back

Items we need back:

• Crates

• Plastic bins

• Pallets 



Material Pick-Up (MPU)
• Have all materials staged and ready for pick-up by the start of your delivery window. 

• Materials should be stored indoors and all together, but if there is no indoor space 
available, they can be stored outdoors in solid concrete ground but NOT in the following 
areas:
o Waste rooms (whether indoors or outdoors)
o On grass, dirt, mud, or any areas where puddles may form

• If items are stored inside, DO NOT have crates or bins touching the floor or in carpeted 
rooms.

o Items should be on top of pallets

• If materials are not stored together, partner is responsible for having all materials ready 
and staged when driver returns the following week.

• Materials need to be cleared of any debris and stacked on top of pine pallets.
• Our drivers cannot and will not take any materials that:

o Have trash
o Appear to be pest infested

• Recurring scheduled pick-ups- for monthly distributions only. 



To ensure a successful and quick pickup, please use the 

following guidelines for proper staging: 

• Materials must not be stacked higher than 6ft 8in from 

ground level to ensure they fit safely in the SHFBOC 

truck. For example: A full pallet of milk crates should be 

limited to a maximum of 7 layers of crates. 

• Staging location: Where the driver offloads pallets OR 

the agreed upon material pickup location. Staging 

location must be unlocked (prior to the driver arriving) 

and easily accessible to the driver. 

• *Impact: Delay in completing material pickups and 

deliveries!

Material Pick-Up (MPU)



Contact Information

• Arlin Antunez

Program Coordinator - School Pantry & College Pantry

Direct Line: 949-208-3135

arlin@feedoc.org

• Luann Bui

Program Supervisor: Youth & Senior Hunger Programs

Direct Line: 949-208-3142

   luann@feedoc.org

• Carolina Cruz 

   Programs & Services Manager

   Direct Line: 949-208-3192 

carolina@feedoc.org



Questions?
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