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Part 1: About Us  
Vision and Mission 
________________________________________________________________________________________________________________________ 

Our Vision 
The Food Bank of the Southern Tier is committed to creating a future without hunger where access to 
healthy food by all is recognized as fundamental to the well-being and success of individuals and the 
foundation of a strong, vibrant society. 
 

Our Mission 
Working together to build and sustain hunger-free communities throughout the Southern Tier. 

 

What We Do 

The Food Bank of the Southern Tier maintains a 65,000 square foot distribution center in Elmira. Out of 
this facility, we serve over 160 partner agencies, 90 Mobile Food Pantry sites, and 42 school districts in 6 
counties.  
 
Donated products are received from all sectors of the food industry, including: growers; packers; 
processors; manufacturers; wholesalers; brokers and retailers. We also receive commodities from the 
United States Department of Agriculture (USDA) through The Emergency Food Assistance Program 
(TEFAP). 
Our Programs 
________________________________________________________________________________________________________________________ 
Our direct service and partnership programs include:  

 Child Hunger Programs: 50% of school-aged children in our service area are eligible for free and 
reduced-price school meals. This is a leading indicator of the need in our area. We have a 
number of ways that we feed kids in need: 

Our BackPack Program provides children with nutritious, easy-to-prepare, kid-friendly foods 
to take home on weekends and school breaks, when they may be at most risk of being 
hungry. Bags of food are discreetly placed in a child’s backpack each week, for the entire 
school year.  
School Food Pantry Program provides food through pantries located on school grounds—a 
readily accessible source of food assistance for students and their families. This model works 
best for older students and can open up access to an entire family in need.   
Kids’ Farmers Markets provide fresh produce and nutrition education to children at summer 
meal sites and afterschool programs across 5 counties.  

 Mobile Food Pantry program is a food pantry on wheels that distributes fresh, healthy foods 
like dairy, produce, and meats to underserved neighborhoods and rural corners of the counties. 
This program responds to unmet need in areas with unmet need and barriers such as rural 
geography, food deserts, and pantries with limited hours. We also host special MFPs to senior 
citizen and college students. 

 Our Healthy Harvest Program is an initiative built around securing fresh produce from both 
local and national farm partners and distributing to families who need it through our mobile 
food pantries and partner agencies. 

 The Just Say Yes to Fruits and Vegetables (JSY) Program is a New York State nutrition education 
program operated though the Food that teaches clients about nutritious food, make the most of 
their food budgets, and prepare foods in a safe manner using a workshop format with lesson 
plans, recipes, and cooking demonstrations featuring fruits and vegetables 
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Part 2: Steps to Planning a MFP 

1) Make sure you meet the requirements 
The following is a checklist of minimum requirements required to host a MFP.   
 

 A community or area determined by the Food Bank of the Southern Tier to be underserved.  

 An MFP Site Coordinator and a secondary Site Coordinator who will oversee the distribution, 
supervise the volunteers and serve as primary contact with the Food Bank of the Southern Tier. 

 A location to host the MFP that can fit the truck, has ample parking, and is easy to access. 

 10-12 on-site volunteers to assist at each of the distributions and unloading of product 
(Volunteers unloading product should be able to lift 50 pounds).  

 Willingness to distribute flyers (can be provided by Food Bank of the Southern Tier) to clients in 
order to promote the MFP. 

 Ability to staff and utilize PantryTrak at a sign-in table where clients provide their name, 
household size, and the county and zip code in which they live. 

2) Choose a location 
 

Outdoor locations include parking lots at churches or fire halls. If you are planning to choose an outdoor 
location, please contact the Food Bank of the Southern Tier for more details about location 
requirements and specific logistics.  Indoor locations such as community centers, schools and churches 
with main level access work well for MFP distributions.  The location should be easily identifiable to 
clients coming from neighboring towns.   
 
We recommend the site you choose be able to provide the following: 

 If inside: an area to easily unload one 26-foot truck to a large multipurpose room with an area 
for the truck to remain for at least 10-15 minutes. 

 It outside: a 50’x50’ distribution area that will not interfere with other requirements such as 
parking and traffic flow. The surface area must be a hard, even surface to prevent falls and allow 
for use of a powered power jack. 

 Room for 10-12 volunteers and the agreed upon number of clients. 

 Room for clients to stand in a waiting line away from traffic and away from parking areas when 
possible. 

 Ample parking for volunteers and clients. 

 If the distribution is inside: doors wide enough to fit a 40”x48” pallet of food through them.  
 
Note: An on-site visit will be scheduled at the distribution site prior to the scheduling of the MFP with 
the MFP Site Coordinator and the FBST Programs & Partnerships Coordinator. 

 
3) Choose a date 
 

Scheduling the MFP date will be a joint decision between the MFP Site Coordinator, the host site and 
the Food Bank of the Southern Tier.  Dates for subsequent mobile pantries will also be scheduled this 
way.  MFPs usually happen once a month on the same day – for example, the third Wednesday of the 
month. 

 
4) Recruit and schedule volunteers 
 

The MFP Site Coordinator will recruit and manage approximately 10-12 MINIMUM volunteers to assist 
with the distribution and unloading of product on the day of the MFP.  Site Coordinators should 
maintain current contact information for their volunteer team and communicate any cancellations or 
changes to them.  A volunteer who is unloading food should be able to lift up to 50 pounds.  Volunteers 
should be prepared to commit three hours:  one hour for preparation work and training, one hours for 
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distribution and an hour for clean-up.  Local churches, service groups, non-profit organizations and 
businesses should be considered when recruiting volunteers.   
 
Below is a description of volunteer roles: 
 

Volunteer Role Description How many 
people? 

MFP Site Coordinator (1) 
 

The primary contact person providing 
oversight to the day-to-day planning 
and operation of the MFP.  

1 

MFP Site Coordinator Assistant Will serve as a back-up for the 
Coordinator and assist in the overall 
management of the MFP event. 
Should also be trained on using 
PantryTrak, so familiarity with 
computers is beneficial.  
 

1 

Set up Crew Set-up, clean, and take down tables. 
 

2-4 

Registration / PantryTrak Coordinator 
 

Greet clients, help client register on 
PantryTrak computer by providing 
their names, household size, self-
declare their income eligibility for 
USDA products, and the county and 
zip code in which they live. 
 

2 

Unloaders 
/ Table 
stockers  
 

Assist with moving the product from 
the truck to the tables. 
Help to stock the products on the 
table tops. 

4-5 

Table Assistants on the client side of 
tables 

Assist clients with shopping, carrying 
bags / boxes, helping people to their 
cars. 
 

1-2 per 
table 

Line Greeter Travel up and down the line, greet 
clients and assist new ones, ask 
clients if they have a PantryTrak 
card – if not, provide registration 
form. 

1-2 

Floater Fill in other roles, especially if 
volunteers are cycling through the 
line. 

1 

 
Note: Some volunteers can fulfill multiple roles; for example, someone on the set-up crew could fulfill 
another position during the distribution.   
 
If there are insufficient volunteers to handle the distribution, the FBST Driver reserves the right to 
cancel the distribution upon arrival and depart. Site coordinators may recruit clients as volunteers to 
help with the distribution if there is a shortage. 
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5) MFP Agreement 
 
The MFP Agreement outlining the operation is signed by the MFP Site Coordinator, the Sponsor Agency 
(host site) and the Food Bank of the Southern Tier. You can see an example of this agreement in 
Appendix A. All sites are expected to adhere to all of the requirements of the agreement. Non-
compliance with any of the requirements can result in the termination of the Agreement and 
cancellation of further distributions. FBST will provide the site coordinator 30 days’ notice of any 
agreement termination in writing. 
 
6) PantryTrak 
The Food Bank is implementing PantryTrak, which is a paperless management system that registers and 
serves clients, manages and stores data, and produces detailed reports when needed. PantryTrak allows 
you to input client information into its database. Once there, it is easy to search for and serve a client. A 
record of their visit will be saved. This information will help the Food Bank improve its services and have 
a better sense of the geographic needs and local food insecurity data. The Food Bank is working to 
implement PantryTrak at all of our MFPs and partner food pantries. 
 

Training: Site coordinators and at least one back-up volunteer (ideally, we'd love to have 
3 to 4 people trained per site) will need to attend a 2-hour training on the PantryTrak 
system. We will be using the client data collected on the Registration forms to work from. 
We will come to your site to hold the training, or we can utilize space here at the 
Foodbank. We have at least four laptops and a portable Wi-Fi for use during the training. 
 
Launch: Your first MFP following your training will be scheduled as the launch of 
PantryTrak, meaning you will use PantryTrak to check-in clients that day. Any clients 
previously entered from the registration forms used during training will already be in the 
system. New clients will be added at point of service. We will be there with you during 
your launch to offer any assistance necessary and help ensure a smooth transition. 
 
Follow-up: Typically, we'll return over the next two to three scheduled MFPs to offer our 
assistance and trouble shoot any issues that may arise. Please know the Foodbank of the 
Southern Tier is committed to helping you feel confident using PantryTrak and we are 
available for any questions or concerns you may have along the way. 

 
7) Market the Event 
MFP Site Coordinator responsibilities 
Because the MFP is strategically located to serve specific geographical areas, the MFP Site Coordinator’s 
role in promotion of the MFP is crucial.  The sample flyer provided in the appendix should be updated 
and distributed to the City Clerk, community newsletter/bulletin boards, church bulletins, libraries, local 
food pantries, soup kitchens, apartment complexes, employment offices, schools, and health and 
human service offices.  The sample reminder card should be updated to reflect the next MFP date.  Copy 
enough cards so that each household receives one reminder card at the MFP. Please see an example of 
our flyer in Appendix H. 
  
Food Bank of the Southern Tier responsibilities 
The Food Bank of the Southern Tier will add the MFP information to our Food Finder on our website at 
https://www.foodbankst.org/find-food/. If this is a new partnership, we can promote the event 
through social media and inform our other partners in the area of this new distribution. 
 
 
 

https://www.foodbankst.org/find-food/
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8) Ordering Product  

The Food Bank of the Southern Tier will determine the number of households expected at the MFP two 
days prior to the distribution.  Our MFP Team Lead looks at households served over the last 3 months 
and bases the order of an average of those numbers. The Food Bank of the Southern Tier will be 
responsible for providing the product to distribute.   
 
9)  Inclement Weather / Cancellation Policy 

If school districts in the MFP area are closed due to inclement weather, the MFP distribution is 
automatically cancelled. MFPs may also be cancelled due to extreme cold and / or severe rain and 
storms. 
 
In the case of inclement weather and the schools are not closed or are on a delay, either the MFP Site 
Coordinator or the Director of Warehouse Operations for the Food Bank of the Southern Tier can initiate 
a cancellation.  When bad weather is anticipated in advance, the MFP Site Coordinator and Programs & 
Partnerships Coordinator should have a discussion the day before the distribution to decide if 
cancellation is warranted.  This should include which conditions must exist, (if taking a wait and see 
approach) and what resulting communications must be made in the event of cancellation. 
 
For the instances this early conversation is unable to occur, and there is inclement weather on the day 
of the distribution – NO LESS THAN 3 HOURS BEFORE THE EXPECTED TRUCK ARRIVAL TIME, either the 
MFP Site Coordinator or Programs & Partnerships Coordinator must notify the other party of their 
intentions to cancel the distribution.  Safety will be our highest priority.  The Food Bank of the Southern 
Tier will announce the cancellation on our website and Facebook. The MFP Site Coordinator should 
inform their volunteers of the cancellation and put out signage at the site letting the community know 
that the MFP is not taking place.  
 
The weather cancellation policy and how clients can find out about cancellations should appear on flyers 
and any other promotional materials advertising the MFP.  The MFP Site Coordinator and Food Bank of 
the Southern Tier staff should decide jointly on a standard procedure for rescheduling the MFP at the 
time the agreement is signed.   
 
For cancellations due to reasons other than weather, such as inadequate volunteers, please notify the 
Food Bank as soon as possible. FBST will work to source volunteers for you, and if there are not enough, 
the MFP will be cancelled. 
 
10)  Funding the MFP 
 

At this time, there is no fee to partners for MFP distributions.  Food and funds to support the MFP 
program are provided by the Food Bank of the Southern Tier. Clients and volunteers are not expected or 
permitted to provide any fee or compensation for accessing the MFP. 
 
11) Criteria to continue as an MFP site 
 
All sites are expected to adhere to the requirements outlines in the MFP Agreement, with special 
consideration to number and management of volunteers and willingness to use PantryTrak. 
 
Occasionally, FBST will review MFP service numbers to determine the future and necessity of an existing 
MFP site. Minimum numbers of clients and households served vary by community size, but the Food 
Bank needs to serve a certain amount of community members to ensure that the site is both financially 
viable for FBST and also serving a need in a community. Typically, MFPs in smaller communities and 
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more rural areas need to serve a minimum of 80 households, while in cities and urban areas we need to 
serve at least 120 households per distribution. There is obviously flexibility with this number and it can 
vary from community to community but we do need to take a hard look at each site to ensure 
appropriate use of our resources. 
 
If your MFP service numbers dip below a certain threshold for three months, your Programs & 
Partnerships Coordinator will initiate a conversation about the viability of the MFP site. FBST can provide 
outreach and marketing materials and we would encourage the site coordinator to publicize the site and 
connect with other service providers to ensure the community is aware of the MFP program. If after a 
few months of increased outreach without a needed increase in numbers, FBST will talk with the site 
coordinator about other options for the community. We would look at existing resources within the 
community, such as a nearby food pantry, as well as local data and statistics, including PantryTrak data 
from the site, and determine if the MFP site is still needed or should be closed or relocated to a place 
that better serves the clients. If this is the case, FBST will issue a letter to the site coordinator with 
information about changes or closure of the site at least 30 days in advance of the next distribution. 
 
As always, all site coordinator and volunteers are expected to treat clients and each other with dignity, 
compassion, and respect. FBST reserves the rights to remove and replace any site coordinator from this 
role if they fail to uphold our mission and values. 
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Part 3: Safety First 
 

Every organization must have a safety plan which fits their agency’s needs. Each site must have rubber 
gloves available for volunteers who will be handling fresh produce. Surface cleaner and paper towels are 
needed to wipe down contaminated surfaces, especially areas where meat products are being 
distributed.  

 
 
GENERAL SAFETY GUIDELINES 
 

 Children should remain with their parents, and be supervised at all times.  

 It is recommended to have one first aid kit available on site.  

 The Food Bank of the Southern Tier driver is responsible for the vehicle and may not be used to give 
out food in place of a volunteer. The driver will assist you in unloading the product from the truck. 
Provide an adequate number of adult volunteers to distribute the food.  

 Drivers may not intercede in disagreements. The MFP Site Coordinator should be designated and 
responsible for settling issues prior to and during the distribution. The MFP Site Coordinator 
should always be present and aware of the Food Bank of the Southern Tier policies and 
procedures.  

 The driver will establish the measures needed to control the flow of products and people 
throughout pantry setup and product distribution process.  

 
VOLUNTEER SAFETY 
 

 All volunteers should sign into a sign-in sheet that is kept by the site coordinator. 

 All volunteers should dress appropriately for the weather and wear close–toed shoes.  

 The food product on the truck is intended for clients only.  Volunteers should bring their own snacks 
and beverages if needed.  

 Volunteers can also receive food from the MFP but cannot go first. A standard operating procedure 
is to let ten clients go through the line, and then one volunteer, and then ten more clients, the next 
volunteer, etc. 

 During the hot summer months, providing water for your volunteers and clients is important.  FBST 
will provide water during the months of July and August. 

 Establish procedures to monitor and direct volunteer assistance at the MFP site, from site setup 
through distribution and site break down. 

 Evaluate volunteers to determine if they exhibit any health conditions that would prohibit them 
from handling food, such as a cold, flu, etc. prior to food distribution. 
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CLIENT SAFETY 
 

 Mobile Pantries bring a lot of excitement and clients may start arriving early.  Be aware of the 
additional traffic this creates.  Adults must keep their children attended at all times.  

 Entrance and Exit Points - Steps should be taken to control the flow of clients in and out of the 
distribution area. This can be accomplished by placing “barriers” (caution tape, cones, signs, etc.) 
that direct and control client flow, their vehicles, and other traffic. Volunteers can assist in directing 
clients to the proper areas. 

 Please recognize that many MFP clients are experiencing a variety of stress and may not be at their 
best while waiting in line to get food that they need for their families. Please treat everyone with 
dignity and respect and understand the complexities that many are facing in their day-to-day lives. 
One smile or frown can have a large impact. Any judgement or disrespect to our clients is 
completely unacceptable and can result in the termination of volunteers. Please refer to the Client 
Bill of Rights in Appendix F to learn more. 

 
 
FOOD SAFETY 
 

 MFP Site Coordinator will be provided with ServSafe Food Handler Guide. The MFP driver will also 
discuss food safety in the pre-distribution huddle. 

 Throughout product staging, loading and transportation, keep food protected from cross-
contamination. 

 Keep any cleaning and/or sanitizing chemicals transported and used at the distribution site separate 
from food. 

 FBST will provide disposable gloves to workers and volunteers. 

 Do not reuse boxes that show signs of contamination (wet, stained, dirty, or broken). 

 Provide enough single-use containers or grocery bags so that food can be safely segregated. 

 Keep meat and poultry separate from other refrigerated food and produce.  

 Avoid reusing packaging gleaned from the food in distribution (e.g., packaging from bulk repack 
items).  

 Collect and dispose of garbage onsite in suitable containers.  

 Maintain product integrity throughout distribution. Collect any damaged or compromised product 
and dispose onsite. Do not distribute damaged or compromised product.  

 Identify the steps needed for volunteers to safely handle and distribute food. Provide the means to 
wash hands with soap and hot water and provide single-use towels for hand drying, for example, 
have restrooms available for volunteers. Rely on hand sanitizer as a back-up. 

 Control access to the food to prevent any intentional or accidental contamination. 

 At no point is any food or the boxes they are stored in to be kept on the ground. 

 FBST has permission to distribute food that is past the Best Buy / Sell By Date. Please refer to 
Appendix  I- Is this Food Still Good to Eat – for more information.  

 
BI-ANNUAL SITE VISITS 
 
A requirement of hosting an MFP distribution includes a bi-annual site visit. Your Programs & 
Partnerships Coordinator will select an MFP distribution to come and check on various aspects of the 
program. Much of this includes food safety on our warehouse and driver end. See the Appendix D for a 
copy of our site visit form. 
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Appendix A: Mobile Food Pantry Agreement Example 
 

 
 
 
 
 
The following will serve as an agreement between the Food Bank of the Southern Tier 
(hereinafter called “FBST”) and ____________________________________Mobile Food Pantry 
Site Coordinator (hereinafter called “Site Coordinator”) and 
___________________________Sponsor Agency (physical location). This agreement sets the 
rights, responsibilities and conditions by which FBST, the Site Coordinator and the Sponsor 
Agency agree to provide food to low- and moderate-income individuals through Mobile Food 
Pantry (MFP) distributions. 
 
The purpose of the MFP distribution is to provide large quantities of mostly perishable food to low 
and moderate-income individuals. FBST will determine who is eligible to receive the food from 
MFP distributions. Items included on an MFP distribution are meant to be supplemental and may 
not constitute complete meals. 

 
All Mobile Food Pantries will be held in a location that is safe, accessible, provides ample space for 
foot traffic, parking, and distribution of large quantities of food. The Site Coordinator and FBST will 
agree to such location prior to any distribution. 
 
FBST agrees to the following:  

1. Provide a truck, driver, and tables during publicized times of distribution. 
 

2. Attempt to provide product in quantities that allow attendees to get an equitable share. 
 

3. Remove trash of distribution items. 
 

The Site Coordinator agrees to the following: 

1. Serve as the Site Coordinator and appoint a back-up who will oversee the 
distribution, supervise the volunteers, and serve as the primary contact with the Food 
Bank. 
 

2. The Site Coordinator will be responsible for recruiting at least 10-12 volunteers to assist in 
the set-up, distribution, PantryTrak registration, and break down.  
 

3. Volunteers should arrive one hour before the distribution shall sign in on a sign-in sheet. The 
sign-in sheet will be maintained by the Site Coordinator for a one-year period after the MFP 
distributions event. The Site Coordinator will provide the sign-in sheet to FBST upon request.    

 
4. Volunteers are permitted to take food, but not before the distribution begins. Volunteers 

should rotate through the line and need to register as per the preceding paragraph. 
Volunteers cannot selectively choose or “cherry-pock” food products.  
 

5. Mobile Food Pantry (MFP) food will be distributed freely to persons in need of food. Limits 
may be set on certain items if necessary, but no food will remain on-site after all clients 
have been served. The Site Coordinator will assist in communicating and enforcing the MFP 
ground rules posted on sandwich boards during distribution.   
 

6. The Site Coordinator and Volunteers agree to serve people regardless of race, family status, 
and gender, area of residence, disability, religious belief, or sexual preference. However, a 

Mobile Food Pantry  
Agreement 
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Site Coordinator can refuse service to anyone that is hostile, aggressive, or threatening to 
staff, volunteers, or other clients. 

 
7. A record of all individuals receiving food must be documented, including name, phone 

number, and address of residence, individual’s names, gender, and birthdates along with 
other PantryTrak (electronic check-in) standards. 
 

8. Notice of each MFP distribution will be made by the Site Coordinator locally, as far in 
advance as possible. The Site Coordinator must use the following language in all outreach 
materials: 
 

“All are invited to participate in a free Mobile Food Pantry Distribution sponsored by 
(SPONSOR AGENCY NAME) in partnership with the Food Bank of the Southern Tier. 

The distribution will be held on (DATE) starting at (TIME) at the (PLACE & ADDRESS). 
Please bring your own bags or boxes. Call (CONTACT NAME) at (PHONE) with any 

questions.” 
 

PROMOTIONAL FLIERS MUST NAME THE FOOD BANK OF THE SOUTHERN TIER AS 
THE ORGANIZATION PROVIDING THE DISTRIBUTION. 

 
Sponsor Agency agrees to the following: 

1. The Sponsor Agency agrees to maintain insurance as specified by attached Appendix “A” 
and shall Oakwood Ave, Elmira, NY 14903 as an additional insured. All certificates of 
insurance shall provide FBST thirty (30) days’ notice of any cancellation, change of coverage, 
or non-renewal.  Upon request, FBST shall provide Sponsor Agency with current certificates 
of insurance.  
 

Cancellation. In the event of inclement weather, the Site Coordinator or the Food Bank may 
initiate a cancellation at least three hours prior to the distribution. The Site Coordinator must alert 
their volunteers and community about the cancellation, and FBST will post information on the 
website and social media. 
 
Term. This Agreement represents the entire agreement and understanding between the parties 
with respect to the subject matter; it may not be amended, modified, or terminated except by the 
signed, written consent of all parties. The agreement may be immediately terminated in the 
unilateral judgment of FBST in the event the Site Coordinator or any volunteers are in violation of 
Food Bank policies such as charging clients for donated products, selling the donated products to 
the general public, using the donated products for banquets, parties, or fundraising events, or not 
adhering to any of the above criteria.  
 
     This agreement is valid for a two-year period after the date signed below.  This agreement will 
automatically renew for successive one-year terms absent a signed, written notice of termination 
sent to the regular business address of the other parties no less than 30 days prior to the end of 
the term. This Agreement shall be governed by and construed in accordance with the laws of the 
State of New York, without reference to principles of conflicts of law. 

  _____________________________________ 
Director of Community Impact   Site Coordinator / Date                                                      
Food Bank of the Southern Tier                             

 
____________________________________                
Sponsor Agency Representative / Date  
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Appendix B: Mobile Food Pantry Ground Rules  

 
1. All volunteers and clients will be polite and respectful to each other.  
 
2. All clients, including volunteers, must sign in to receive food.  
 
3. All clients will receive food regardless of race, family status, gender, residence, 
disability, religious belief, or sexual preference.  
 
4. The MFP driver or site Coordinator reserves the right to bring frail, elderly or 
disabled clients to the front of the line. 
 
5. Clients may pick up food for one other household. After getting their own food 
and fill out the orange sheet with the other household’s information. Then get in 
line for picking up for others. These clients must wait until the last 15 minutes of 
the distribution to pick up food for others. 
 
6. Each Household may visit one Mobile Food Pantry per day. 
 
7. Clients and volunteers are responsible for locking their vehicles. The Food Bank 
of the Southern Tier and the distribution site are not responsible for lost or stolen 
items.  
 
8. Volunteers will receive food in same manner as clients, however volunteers will 
not get their food first.  
 
9. Cherry picking of products is not allowed. No one will keep items for 
themselves or others on or under the truck or tables.  
 
10. Site Coordinator will determine whether there is smoking allowed on 
property. There will be NO smoking near Mobile Food Pantry truck.  
 
11. Volunteers and clients who do not follow these rules will be asked to leave the 
Mobile Food Pantry. 
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Appendix C: Distribution Day Timeline 
 

ONE HOUR PRIOR TO MFP 
 

MFP Driver, Site 
Coordinator, and 
Volunteers 

 Pre-distribution huddle with driver and volunteers: Instructions will be given 
on how to set out the food, distribute the food, and clean up after the 
distribution 

 Assign Volunteers to specific job duties. 

 Ensure all volunteers have signed in on Volunteer Hub and that everyone is 
signed out at the end of the shift. 

 Determine where to place each food item (with heavier items at the start and 
bread and pastries at the end). 

 Inform table helpers of limits for product distributed to each client / family. 

Set up Crew 

 Prepare room / parking site used for MFP (set up 3-4 tables along each side of 
the truck, set up “Ground Rules” sign, etc.). Set up tents or canopies if it is 
rainy or extremely hot / sunny. 

**Leave space for clients to slide their boxes along the tables as they walk about 
the tables. 

Table Assistants 

 Place like items together on the table and open the cases on top of the table.   
**Extra cases should be placed on a pallet behind the table so the product can 
be restocked throughout the event. 

 Empty boxes may be reused by clients.  Set up a space easily accessible to 
clients. 

PantryTrak 
Registration/Sign-in 

 Set up table with registration forms where the distribution begins. Have any 
relevant info on local events and services available. 

 Distribute numbers to clients 

 All clients and volunteers receiving food must sign in. This is for statistical and 
planning purposes and also for the unlikely case that there is a food recall. 
Clients getting food for another family must sign in to Pantrytrak and get back 
in line. They may get food for one other family in addition to their own during 
the last 15 minutes of the distribution. 

Community Partners 
sharing information 
or providing services 

 Set up table with relevant information – placed so that clients can get to it 
after going through line or while waiting in line. 

 
DURING MFP 
 

Greeters   Direct clients to the registration table and then to first product table. 

Registration/Sign-in 
 Register clients in PantryTrak and give out relevant information (SNAP 

information, Save the Date cards, etc.). 

Table Assistants 

 Product should be taken out of truck and placed on tables and restocked from 
the truck as necessary.   

 The driver is the only one who can climb into the truck bays to get more 
product.   

 Covers and cooler doors on chests should remain closed at all times unless 
product is being removed from the truck 

 Clients will generally take a limited amount of product. Limits are set by the 
driver based on the number of people in line. 
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 In cases where there is an excess of product such as produce or dairy, clients 
should be encouraged to take as much as they can use. The MFP driver will 
inform the volunteers of these unlimited items. 

Shopping Assistants 
 Offer to assist clients that need assistance with carrying boxed products 

through the distribution line and help carry the product to their car. 

 
 
CLOSE OF MFP 
 

 

  

All volunteers  Give all registration paperwork to the Coordinator. / DRIVER? 

 Distribute items not distributed to a partner agency identified by the Food 
Bank of the Southern Tier.   

 Clean up and wipe tables, return broken down cardboard and trash to the 
collection bin designated by the driver, the distribution room and the 
surrounding area to the condition in which it was found. 

 The Coordinator dismisses the volunteers. All volunteers must be signed out 
from Volunteer Hub at the end of the shift. The driver’s Chromebook, MiFi, 
and scanners will be returned. 
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Appendix D: Site Visit Monitoring Form 

Mobile Food Pantry Site Visit Form 
Food Bank of the Southern Tier 

Date of Visit: _____________________ Driver:_______________________________ 
 
Site Name: _______________________     Evaluator_________________________________ 

Site Grounds & Maintenance 
 Yes No 

Is area for clients accessible?   

Is area free of mud, ice or areas that could cause injury?   

Is area free of standing water?   

Is signage in place identifying program of FBST?   

Is this distribution held outdoors?   

Is site clean of all cardboard or other wrapping that may have been left?   

Is there any food, debris or other supplies left on site after the distribution? 
List any product left or brought back to warehouse. 

  

Comments:   

   

   

Truck Storage  
 Yes No 

Are all products off the floor?   

Are non-food items cleaning products, personal care, stored separate from 
food items? 

  

Are bay floors cleaned when truck arrives back to FBST?   

 Are cooler temperatures checked and recorded at the beginning and end of 
the distribution? 

  

 Do coolers hold products 40 degrees F or below? (check accuracy of 
temperature reading by checking temp with your thermometer) 

  

Frozen Temps                Beginning                        End   

Refrigeration Temps        Beginning                        End   

Comments:   

Volunteer Coordination 
 Yes No 

Are volunteers instructed on how to handle product?   

Are the volunteers treating clients with dignity and kindness?   

Is the site staffed with an adequate number of volunteers?    

Does MFP Coordinator or Driver do an orientation to volunteers?   

Are volunteers cherry picking products?   

Are volunteers receiving food in same manner as clients?   

Comments:   
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Food Distribution  
 Yes No 

In PantryTrak being utilized?   

Are phone numbers being recorded?   

      Are volunteers explaining this information will only be used for the       
unlikely instance of a food recall?  

  

Are the forms being filled out correctly for Food Bank reporting purposes?   

Is food being distributed equitably & proportionally to clients?   

Are there any instances of food being “horded” or clients taking more food 
than they can reasonably use? 

  

Are the pickup for others sheets being held back until the last 15 minutes of 
distribution? 

  

   

Comments:   

Repacking and Food Product Safety 

Repacking applies for produce only! Yes No 

 
Are gloves available for sanitation purposes? 

  

Are volunteers adequately trained for gleaning produce?   

Are contact surfaces (tables) cleaned and sanitized before distributing food?   

   

Comments:   

   

   

Safety Rules and Practices 
 Yes No 

Is there a fully stocked first aid kit and fire extinguisher on truck?   

Is fire extinguisher inspection current?   

Are any volunteers climbing on truck to get products off of truck?   

Are all volunteers wearing closed toe shoes?   

   

Comments: 
 

  

Noteworthy Circumstances 
_____________________________________________________________________________________
_____________________________________________________________________________________
___________________________________________________________  
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APPENDIX E: PantryTrak Quick Reference Sheet 
 

Set-up and Log-in: 

 Open PantryTrak.com 

 Click “Member Log-in” 

 Enter Username and Password given at training 

 Enter name and initials where prompted 

 Click “I Understand” 

 Click on yellow box that says “Pantry” (checking that date of service is correct) 

 Instructions in red apply when using barcode scanner and key tags (otherwise disregard) 

Check-in: 

 Put your cursor in the “Search for a Family…” box at the top of your screen 

 Enter the client’s last name (you can also search via address or phone number, just click on 

appropriate category under the search box before entering search criteria, and then place your 

cursor back in the search box) 

 If a client has a key tag, click on the Alt ID tab beneath the search box (Alt ID will turn orange 

after selected), click into search box so your cursor is blinking, then scan client’s key tag – this 

will bring up their household’s service record for the day 

 If a client is an EXISTING PantryTrak client: 

o Their name will appear on the list 

o Click on specific client name to open their service record for that day 

o Ask if any changes to their household – make changes as needed in field where 

information appears 

o Red/pink highlighted boxes will indicate where information is missing (birthdates/etc) – 

fill in if possible 

o Click “Not Required” for signature prompt – green circle will appear to confirm it’s saved 

o Click checkbox next to Yes for privacy policy confirmation 

o Click “Served” for service visit status – green circle will appear to confirm it’s saved – 

click “Close Window” or… 

o Click “Alt IDs to assign a key tag to an existing client 

 Click “Add Alt ID” for the head of household 

 In Add Alt ID box that appears to the right, select the ID Type from the drop-

down menu (Food Bank ID) 

 Place your cursor in ID box and scan new card to assign to that client 

 Click “Close Window” 

 Give the client their key tag 

 Next! 

 If a client is NEW to the PantryTrak System: 

o Their name will not appear after the search 

o Click “Add New Family & Visit” 

o Add all demographic information: 

 Last, First names 

 Street Address (Homeless check-box if needed) – no punctuation used in 

address abbreviations (i.e. St, Rd, Ln) 

 Apt/Lot (can use this also to distinguish if you have two households at the same 

address – for example: Room A, Room B) 
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 Housing Type (if client hasn’t specified a lot or apartment number select 

home/townhome) 

 Zip 

 Phone (No Phone Number check-box if needed) 

 DOB 

 Gender 

 Total number of people in household by Age Group (including head of 

household, put total numbers for Seniors, Adults, and Children – must enter a 0 

if none, system will not allow you to leave blank) 

o Click “Next” 

o If there were other household members, enter their Last Name, First Name, DOB, and 

Gender 

o Click “Next” 

o Click “Not Required” for signature prompt 

o Click box next to Yes for privacy policy confirmation 

o Click “Served” for service visit status – green circle will appear to confirm it’s saved – 

click “Close Window” or… 

o Click “Alt IDs to assign a key tag to new client 

 Click “Add Alt ID” for the head of household 

 In Add Alt ID box that appears to the right, select the ID Type from the drop-

down menu (Food Bank ID) 

 Place your cursor in ID box and scan new card to assign to that client 

 Click “Close Window” 

 Give the client their key tag 

 Next! 

Proxy Pick-up (persons picking up for client not present): 

 Put your cursor in the “Search for a Family…” box at the top of your screen 

 Enter the client’s last name, click on name once it comes up 

 Enter the Proxy’s name (if not already there) in the Proxy box to the right of the screen – this 

will stay on the client’s page until removed (does not to be re-entered every time) 

 In the “Family Notes” box to the right of the screen, please enter the word “Proxy” – this will 

signify to our MFP Manager that a Proxy picked up that day – this will stay on the client’s page 

until removed (does not to be re-entered every time) 

 PLEASE NOTE: The assigned Proxy will appear at other sites clients visit but the Family Notes is 

site specific and will only appear at the site where the text was entered 

 
Newly added Household Questions on PantryTrak: 
Existing users will notice there has been an addition made to the household’s daily service visit record 
screen. In addition to the existing household demographic questions we’ve been asking all along 
(Names, Address, Birthdates, etc) there is now an “Other Information” section which will capture the 
following services: SNAP, WIC, Medicaid, Child Health Plus, and Free School Lunch Program. Our hope is 
that by capturing these questions once a year (or whenever a change in services used occurs) we will be 
further connected in reducing the hunger gap in our communities. The data provided and the eventual 
referrals that can occur will be valuable tools in serving our client’s needs and building and sustaining 
hunger free communities throughout the Southern Tier. 

 During registration at your distribution, please ask clients what services they currently utilize 

and select Yes or No next to each service listed 
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APPENDIX F: Client Bill of Rights  
 
 
 
 
 

 
 

CLIENT BILL OF RIGHTS 
 

As a client of an Emergency Food Program, you: 
 

 Will receive food free of charge 

 Do not have to give anything or take part in religious 
services in order to receive food 

 Will be treated with respect at all times 

 Will receive food no matter what your race, family status, 
gender, disability, religious belief, or sexual preference 

 Will be provided with clear instructions for receiving food 

 Do not have to take any food items that do not meet your 
dietary needs or religious beliefs 

 Will receive food that is safe to eat 

 Will not be turned away on your first visit because of lack of 
identification. Documentation may be required at your next 
visits 

 Do not have to give any part of your Social Security Number 
to receive food 

 Will not have your name and personal information shared 
with other agency services, unless you give permission 
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Save the Date! 
 
 

The next Mobile Food Pantry will 
be held Day, Date at Time at 

Location. 
 
 
 

Save the Date! 
 

The next Mobile Food Pantry will 
be held Day, Date at Time at 

Location. 
 

Save the Date! 
 

The next Mobile Food Pantry will 
be held Day, Date at Time at 

Location. 
 

Save the Date! 
 

The next Mobile Food Pantry will 
be held Day, Date at Time at 

Location. 
 

Questions? Call the Food Bank of the Southern Tier 607-796-6061 
 

Questions? Call the Food Bank of the Southern Tier 607-796-6061 
 

Questions? Call the Food Bank of the Southern Tier 607-796-6061 
 

Questions? Call the Food Bank of the Southern Tier 607-796-6061 
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      Food Distribution 
Mobile Food Pantry 

Coming Soon 
Free food for those 

who need it. 
Held rain or shine. 

Please bring bags or boxes to carry your items. 
 

 

 
 
 
 
 

Mobile Food Pantry Distribution 
Hosted by:  A Program of:  

388 Upper Oakwood Avenue  
Elmira, New York 14903 
phone: 607.796.6061 • fax: 607.796.6028 
web site: www.foodbankst.org 

Proudly serving Broome, Chemung, Schuyler, Steuben, Tioga, and 
Tompkins counties since 1981 

CONTACT: 

WHEN: 

WHERE: 

http://www.foodbankst.org/
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 Appendix I: Is this food good to eat?  

 
 

Guidelines  
(The following guidelines assume proper storage and temperature control). 

 
Shelf-Stable Foods:  

                    Temperature kept between 50-70°F 

 Foods  Your Guidelines  

Canned food (fruits, vegetables, 
beans)  

If the can is not damaged, canned food will be 
safe for many months past the date. After 2 
years, taste may be off.  

Food in glass or plastic jars or bottles 
(salad dressing, mayonnaise)  

Throw away if color changes or separation 
makes product look questionable.  

Boxed food (cereal, macaroni & 
cheese)  

Throw away if there are signs of pest damage. 
Most foods are good at least 1 year past the 
date.  

Bread  Freeze bread close to sell-by date if longer 
storage is necessary.  

Baby food/formula Discard on expiration date. 

 
Refrigerated Foods: 
Temperature kept between 30-40 °F 

 

Foods  Your Guidelines  

Fresh Milk  Drink within 7 days past date printed on 
container 

Yogurt, Cheeses (Ricotta Cheese, 
Cottage Cheese)  

Eat up to 1 month past date printed on 
container 

Eggs  Eat up to 1 month past date printed on 
container 

 
Frozen Foods: 

     Temperature kept at 0 ° F or below 
 

Foods Your Guidelines 

Most meats (including beef, chicken, pork, 
hot dogs and sausage) 

Throw away 1 year after “Use by or Freeze by” date 
or if meat is discolored.  Taste maybe off if there 
are ice crystals present.  

Other frozen Foods (cakes, vegetables, 
etc.) 

Throw away 1 year after “Use by” date. 
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