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	DEPARTMENT OF HEALTH SERVICES
Division of Public Health
F-01764 (12/2016)
	STATE OF WISCONSIN

	THE EMERGENCY FOOD ASSISTANCE PROGRAM (TEFAP) FOOD PANTRY REVIEW

	TEFAP review is required biannually for Wisconsin food pantries that are authorized to distribute USDA Commodity Foods to the public. The On-Site Review is completed by an external reviewer and is used in conjunction with the self-assessment that the Pantry has completed in advance.

	[bookmark: Text1]Pantry Name
	Review date

	     
	     

	Street Address
	City 
	Zip Code

	     
	     
	     

	Email Address for Pantry
	Phone Number 
	Emergency Phone Number

	     
	     
	     

	Reviewer
	Reviewer’s Agency

	     
	     

	

	A. Information and Communication

	

	For questions 1 – 6 check language(s) that apply
	English
	Spanish
	Hmong
	Not Posted
No Signage

	1. A “Pantry” sign is visible on the exterior.
Comments:      
	[bookmark: Check1]|_|
	[bookmark: Check2]|_|
	[bookmark: Check3]|_|
	[bookmark: Check4]|_|

	
	

	2. Operating hours are visible from the exterior.
Comments:     
	|_|
	|_|
	|_|
	|_|

	
	

	3. The Pantry’s emergency phone number is posted on the building exterior near the door. Check language(s.)
	|_|
	|_|
	|_|
	|_|

	
	

	4. The Pantry posts income eligibility by household size.
	|_|
	|_|
	|_|
	|_|

	
	

	5. The Pantry displays the poster “And Justice for All.” 
	|_|
	|_|
	|_|
	|_|

	Comments:     

	6. The Pantry posts the Participant Pledge in which language?
(Note: Pantries that keep electronic participant records must post the Pledge. All other pantries may post.)
	|_|
	|_|
	|_|
	|_|

	Comments:     

	For questions 7 – 10 check whichever applies
	Yes
	No

	7. The Pantry has selected a language interpretation service that is available by phone.
	[bookmark: Check5]|_|
	[bookmark: Check6]|_|

	Name of service provider
	Phone number

	     
	     

	Comments:     




	Continued - For questions 7 – 10 check whichever applies
	Yes
	No

	8. The intake person was able to provide the phone number for language interpretation.
	|_|
	|_|

	Comments:     

	9. The physical layout supports confidentiality in conversation with volunteers/staff.
	|_|
	|_|

	Comments:     

	10. Has the Pantry had any civil rights complaints?
	|_|
	|_|

	Comments:     

	

	B. Serving Participants

	

	For questions 1 – 10 check whichever applies
	Yes
	No
	Unable to observe

	1. Is walk-in service available during all distribution hours?
Comments:     
	|_|
	|_|
	[bookmark: Check7]|_|

	
	

	2. Do TEFAP applicants self-declare their income?
Comments:     
	|_|
	|_|
	|_|

	
	

	3. Does the Pantry post current income eligibility levels? 
Comments:     
	|_|
	|_|
	|_|

	
	

	4. Are interactions with participants respectful?
Comments:     
	|_|
	|_|
	|_|

	
	

	5. Are staff and volunteers trained annually in TEFAP Civil Rights requirements?
Comments:     
	|_|
	|_|
	|_|

	
	

	6. Are fees, donations or religious participation required?
Comments:     
	|_|
	|_|
	|_|

	
	

	7. Are applicants asked to document each household member?
Comments:     
	|_|
	|_|
	|_|

	
	

	8. Is identification requested from head of household at each distribution?
Comments:     
	|_|
	|_|
	|_|

	
	

	9. Does the Pantry accept a range of identification and confer with the EFO or State TEFAP Coordinator when unsure as to whether a form of identification is acceptable?
	|_|
	|_|
	|_|

	Comments:     





	Continued - For questions 1 – 10 check whichever applies
	Yes
	No
	Unable to observe

	10. Does the Pantry ask for information that is NOT required by TEFAP?
If yes, what are participants asked to provide and why?      
	|_|
	|_|
	|_|

	
	

	11. How does the Pantry track whether a household has presented its members’ documentation?
Comments:     

	12. How does the Pantry create and maintain participant records? (Check one)

	[bookmark: Check40]|_| Paper TEFAP forms
[bookmark: Check41]|_| TEFAP information is entered into a database or electronic spreadsheet.
[bookmark: Check42]|_| TEFAP information is electronic but the Panty also retains its original handwritten, signed TEFAP forms.

	Comments:     

	13. How does the Pantry maintain the confidentiality of participant information? (Check all that apply)

	[bookmark: Check8]|_| Paper forms are locked in a cabinet, box, room or the locked Pantry itself when it is closed.

[bookmark: Check9]|_| E-records are password protected.
a) For pantries that maintain electronic records, who has access to the password(s) and the data?
b) For pantries that maintain electronic records, how is the data backed up and how often?

	Comments:     

	

	
	Yes
	No

	14. Do TEFAP participant files contain personal documents of participants?
	[bookmark: Check10]|_|
	[bookmark: Check11]|_|

	Comments:     

	15. Does this Pantry offer other non-food services to low-income households: such as case management, transportation assistance, or housing?
	|_|
	|_|

	a) If yes, MUST households provide any of the following information for food or services other than TEFAP?

	[bookmark: Check12]|_| A consent waiver to share confidential information
	[bookmark: Check13]|_| Social Security Number
	[bookmark: Check14]|_| Proof of income

	[bookmark: Check15]|_| Sources of income
	[bookmark: Check16]|_| Amounts of income by source
	[bookmark: Check17]|_| Monthly expenses

	[bookmark: Check18]|_| Ethnicity or Race
	[bookmark: Check19]|_| Gender
	[bookmark: Check20]|_| Veteran status

	b) Does the Pantry offer these other services in a manner that does not impede swift and simple access to emergency food, and avoids coercion or the appearance of coercion in exchange for food?
	|_|
	|_|

	c) Does the Pantry store non-TEFAP information separately?
	|_|
	|_|

	If No, why not?      

	16. Does the Pantry distribute non-food products?
	|_|
	|_|

	If yes, what products?      

	17. May homebound participants (or with transportation challenges) obtain food by proxy?
	|_|
	|_|

	Comments:      




	
	Yes
	No

	18. May volunteers participate in TEFAP if they income eligible?
	|_|
	|_|

	a) If volunteers participate, are they treated the same as other participants and receive the same amount of food as all other participants?	
	|_|
	|_|

	b) If volunteers are not allowed to participate in TEFAP or food distributions, why are they not allowed?

	Comments:      

	19. Does the Pantry file its monthly participant report to the EFO by the required deadline?
	|_|
	|_|

	Comments:      

	20. Does the Pantry consistently place its food order with the EFO by the required deadline?
	|_|
	|_|

	Comments:      

	21. Does the Pantry adjust its food volume for household size?
	|_|
	|_|

	Comments:      

	22. Is this a “Choice” pantry that allows participants to choose their food?
	|_|
	|_|

	Comments:      

	

	C. Food Safety and Inventory Management

	
	Yes
	No

	1. Are the public areas of the pantry area clean?
	[bookmark: Check39]|_|
	|_|

	Comments:      

	2. Are dry storage floors, walls, ceiling and shelving clean?
	|_|
	|_|

	Comments:      

	3. Are there cleaning logs that record what was cleaned and when?
	|_|
	|_|

	Comments:      

	4. Does the review indicate the need for changes in cleaning or documentation?
	|_|
	|_|

	Comments:      

	5. Is there at least 4” between food and walls (both in all dry storage and in walk-in units)?
	|_|
	|_|

	Comments:      

	6. Is food stored at least 6” off of the floor (in both dry storage and walk-in units)?
	|_|
	|_|

	Comments:      

	7. Is food in dry goods areas stored at least 24” below the ceiling?
	|_|
	|_|

	Comments:      

	8. Are logged freezer temperatures at 0 degrees Fahrenheit or colder?
	|_|
	|_|

	Comments:      

	9. Are logged refrigerator temperatures between 34 and 40 degrees Fahrenheit?
	|_|
	|_|

	Comments:      



	
	Yes
	No

	10. Are logged dry storage temperatures between 50 and 70 degrees Fahrenheit?
	|_|
	|_|

	Comments:      

	11. Are pests controlled? 
	|_|
	|_|

	[bookmark: Check31][bookmark: Check32]|_| Contracted service   |_| Self-inspection/remediation

	Comments:      

	12. Are pest inspections logged or documented by a service?
	|_|
	|_|

	(If self-inspection, describe the actions the Pantry takes and at what intervals):
     

	13. Are cleaning supplies stored separately from food stocks?
	|_|
	|_|

	Comments:      

	14. Are non-food products separated from food stocks?
	|_|
	|_|

	Comments:      

	15. Are windows, doors, walls, and roof well-sealed to prevent pest entry or water damage?
	|_|
	|_|

	Comments:      

	16. Are storage areas free of freezer or refrigerator condensing units; uninsulated steam and/or hot water pipes, water heaters or other heat producing devices?
	|_|
	|_|

	Comments:      

	17. Does the Pantry ensure that food is protected from theft?
	|_|
	|_|

	Comments:      

	18. Is there sufficient parking for participants?
	|_|
	|_|

	Comments:      

	19. Does the Pantry practice “first-in, first-out” inventory?
	|_|
	|_|

	What does it take to accomplish this?      

	Comments:      

	20. How does the Pantry track its inventory? How does it know the amount (days/household) of supply it has?

	Comments:      

	21. Does the Pantry distribute food that is past its “use by,” “sell by” or expiration date?
	|_|
	|_|

	Comments:      

	22. Does the Pantry show how it meets the TEFAP match requirement with food of equivalent quality?
	|_|
	|_|

	[bookmark: Check33]|_| It weighs incoming food
	[bookmark: Check34]|_| It weighs outgoing food
	[bookmark: Check35]|_| It purchases food (and uses receipts)

	[bookmark: Check36][bookmark: Text2]|_| Other      

	Comments:      




	
	Yes
	No

	23. Does the Pantry re-package food? 
IF YES, skip to Question 24.
	|_|
	|_|

	Comments:      

	24. What types of food does it repackage, who repackages, where and when? 
Please describe in detail:      

	a.) IF the Pantry repackages food, is the repackaged product labeled with the following:

	1) The common name for the product? 
	[bookmark: Check37]|_|
	[bookmark: Check38]|_|

	2) The company name of product and place of manufacture?
	|_|
	|_|

	3) The net quantity of its contents?
	|_|
	|_|

	4) Common name of all ingredients, with allergens noted?
	|_|
	|_|

	5) Preparation instructions?
	|_|
	|_|

	b.) IF the Pantry repackages food, does the Pantry retain a record of all food that is repackaged, which includes a sample label from the original (bulk) food, the number of units packed, and approximately when the product was distributed?
	|_|
	|_|

	c.) IF the Pantry repackages food, is its authority (Board of Directors or equivalent) aware of this practice?
	|_|
	|_|

	d.) IF the Pantry repackages food, does the responsible authority know that the liability protection for TEFAP commodities does not extend to repackaged foods?
	|_|
	|_|

	25. Has the Pantry received spoiled, damaged or “shorted” commodities in the past 12 months?
	|_|
	|_|

	If Yes, describe:      

	Other Comments:      



