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Operating Policy Three

DISTRIBUTION
1. PURPOSE

The following document will outline the guidelines for food distribution from the Food 4 All Northumberland (F4AN) warehouse:

· establish a framework for how food flows to F4AN and within Northumberland County;

· formalize the policies and procedures that exist for food distribution in Ontario;

· ensure effective working relationships between food banks and donors;

· establish a system that is easy to use and operationalize;

The policy covers areas including principles, system guidelines, network organization, acquisition, responsibilities, scheduled pick up days and a hunger count tracking system

.
2. PRINCIPLES

The following principles shall guide Northumberland County’s food distribution network:

2.1. Shared Responsibility.  Northumberland County’s food distribution network should be a model for collective ownership and responsibility.  Therefore, all network partners, including the Ontario Association of Food Banks (OAFB), F4AN and its Members, will share the costs associated with distribution (ie. Membership fees), participate in decision making and ensure that their activities meet the highest standards of quality, safety and ethical practice.

2.2. Equity.  Network partners will make every effort to ensure that major food donations acquired at a regional, local and national level are shared equitably within the network.  This does not mean that all donations are shared amongst all members, but that the network should ensure that on balance, all network participants will have access to a diverse range of high quality product.

2.3. Flexibility.  The acquisition and distribution of food to emergency food programs is a challenging endeavor, with limited human and financial resources, inconsistent supply and changing demand.  All network partners must be flexible and realistic in their expectations of one another.  The network must also make every effort to be flexible and responsive in order to meet the changing requirements of the food industry and clients.  Finally, the entire network must be flexible to recognizing certain differences in organization and approach amongst members.

2.4. Capacity.  F4AN has a finite and limited capacity.  Similarly, at a local level, Members have a finite and defined capacity to acquire, store and move product.  All partners will make every effort to ensure that the system capacity can meet demand.  However, partners must also recognize that at certain periods, and due to limitations, there will be occasions when product cannot be absorbed at a provincial, regional or local level, or that the transport of product becomes delayed. For example, during food drives space and transport are at a premium. 
2.5. Clarity.  All partners in the network must have a clear understanding of their roles and responsibilities, as well as their expectations of the network.  These roles, responsibilities and expectations are outlined in this policy.

2.6. Continuous Improvement.  The network must strive to continuously improve through mechanisms such as regular assessment, real-time tracking, feedback and evaluation.  This will ensure that partners are ensuring that they are meeting the changing needs of those they serve, and that the network continues to meet its mandate.

2.7. Quality & Safety.  Hundreds of thousands of Ontarians are served by food banks every month, receiving items from frozen soup to fresh milk.  Although the network is responsible for supporting emergency hunger relief programs, it must be supported to the highest standards.  Partners in the network will therefore strive to acquire and distribute high quality and safe food and consumer products for those in need.  Policies and procedures will also be put into place in order to maintain food quality and safety.
3. SYSTEM GUIDELINES

3.1. Basic Guidelines.  The following basic guidelines will govern Ontario’s food bank network:

a. Standards.  All members of the network will abide by the OAFB’s Standards of Operation as well as this policy.

b. Sharing.  All surplus and major donations to members should be shared at a regional, provincial or national level.

c. Solicitation.  Food solicitation will be coordinated at the provincial level and carried out at a regional level with agreement from local food banks.

d. Safety.  All members of the network will recognize and implement food safety and handling standards.
3.2. Product Refusal.  The following product will be refused by the network:
a. Baby food beyond code date;

b. Undocumented product which is of the variety that normally requires labeling as per Federal Guidelines;

c. Medicine, including therapeutic, over the counter or prescription drugs;

d. Product of unknown origin;

e. Potentially hazardous product, as defined by Federal Provincial Guidelines on Food Safety in Food Banks, beyond code dates unless accompanied by documentation from donor indicating that product is safe for consumption. 
4. ACQUISITION

4.1. Geography.  For the purposes of efficiency, clarity and equity, F4AN members will not solicit food donations in the communities of other F4AN members, without consultation and agreement from that member.  This guideline reflects a nationally agreed upon solicitation principle.

4.2. Coordination. F4AN will act as the lead and when necessary, assist local members in coordination and acquisition activities across the County through the sourcing of food products and logistics at a local level.  Food acquired by F4AN will be stored and if necessary sorted at the warehouse for redistribution to local members.
5. RESPONSIBILITIES

5.1. National Warehouse (Daily Bread Food Bank).

1.
Store provincial donations, for distribution across Ontario;
5.2. OAFB.

1. Source food products and transportation, and manage logistics at a provincial level through:

a. Allocation and coordination of the movement of product from the National Warehouse to OAFB members;
b. Provision of accurate information regarding product shares to hubs and distribution centres in a timely manner;

c. Coordination of shipping schedule for provincially donated product in partnership with distribution centres, hubs and members; and

d. Determination of enrollment in provincial programs including the Milk Programme and reclamation.

2. Coordinate acquisition efforts through:

a. the Food Acquisition and Distribution Committee;

b. Assisting with food sourcing and acquisition efforts at a regional and local level through prospect research
c. managing a food donor information management portal; and

d. the coordination of major donor recognition efforts.

3. Mediate any disputes between members regarding any of the topics outlined within this document;

4. Coordinate the provincial Food Acquisition and Distribution Committee;

5. Provide operations support in the form of resources and training;

6.  Share in costs of distribution through the provision of financial compensation;

7.  Report on food donations and distribution activities as outlined in reporting guidelines;

8.  Provide relevant information and instruction to donors;

9.  Report any suspicious activities regarding food donations or prohibited organizations to members.

5.3. Distribution Centres (Daily Bread Food Bank).
1. Schedule and execute deliveries in collaboration with zone members;

2. Distribute allocated product to predetermined locations within their distribution zone in accordance with distribution agreement;

3. Communicate the availability of additional product to OAFB; 

4. Abide by individual distribution agreements;

5. Store and coordinate the transport of regional food donations;

6. Report all donations;

7. Report on condition, quantity and delivery date of product received via the OAFB distribution network to OAFB;

8. Distribution centres must ensure fair and equitable food distribution within their regions as well as between regions;

9. Notify OAFB home office, zone hubs and member agencies of any changes that may influence the operation of the distribution network.  For example, shut-down periods, special holiday hours, etc.

10. Provide relevant information and instruction to donors. 

11. Report any suspicious donation activity or contact with prohibited organizations to OAFB home office.

5.4. F4AN.

1. Distribute product to F4AN members in their area according to individual groups’ hunger count* numbers;

2. Communicate the availability of fresh product when it is available to warehouse members;

3. Communicate the availability of additional product to OAFB;

4. Advise and consult with OAFB regarding food solicitation efforts within the local community;

5. Report on condition, quantity and delivery date of product received via the OAFB distribution network to OAFB within a reasonable timeframe
6. Notify OAFB home office and local distribution centre of any changes that may influence the operation of the distribution network.

7. Provide relevant information and instruction to donors.

8. Report any suspicious donation activity or contact with prohibited organizations to OAFB home office.
*In order to ensure product distribution is as fair as possible it is important that all members are tracking hunger counts in a consistent manner.   Please see section 7 of this document for a definition of how to track hunger counts.                                              
5.5. F4AN Members.

1. Ensure adequate storage space, appropriate hours of operation, and that representatives are available to pick up allocated product at predetermined times as determined by F4AN;

2. Report on condition, quantity and delivery date of product received via the F4AN distribution network to F4AN;

3. Adhere to Federal and Provincial regulations;

4. Members must share food equitably and fairly with their member clients;

5. Report any suspicious donation activity to F4AN office.

5.6.   Donors

1. Ensure safety and quality of donations,;

2. Notify OAFB of any food recalls as they pertain to donations;

3. Provide accurate information about donations

6. Pick Up Days

Warehouse  hours will be Monday to Friday from 9:00 am until 1:00 pm. 

Designated pick up days will be: 

Monday---------Food Banks


Tuesday--------Community Groups and Church’s

Wednesday---Schools

Thursday------Community Groups and Church’s

Friday-----------Food Banks and Schools
7. Hunger Count Tracking

1. Each F4AN member will be required to record every individual family that is assisted by them on a monthly basis.
2. Each member of the family also needs to be tracked by simply recording the total number of adults and children under the age of 18 that are living in that family.
3. Each new family assisted has to be recorded separately.
4. If a family returns more than 1 time during any month, they cannot be included as a new family, rather record the number of visits they made during that month.
5. Each hunger count submission needs to show the total number of individual families that were served by a member in a given month and the number of times each of those families was assisted during that month.
6. Each F4AN member will be required to submit monthly hunger counts to the F4AN office.  Accurate submissions will ensure that each member is receiving their fair share of products that are available in a given month.
8. REVIEW PERIOD

This policy will be reviewed on an annual basis by the Board of Directors of the NUW or F4AN’s steering committee.
