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	FOOD PANTRY SELF-ASSESSMENT TOOL

	This self-assessment tool is designed to help TEFAP pantry operators meet federal and state requirements for distributing USDA Commodity Foods to the public. Pantries may use this tool at any time, but they MUST use it at least 30 days before a TEFAP review. During self-assessment, a pantry operator may find the most accurate answer(s) is highlighted in grey this indicates a practice that requires adjustment.

Pantries should identify and correct issues BEFORE a formal TEFAP review. Once a pantry has identified and corrected any compliance issues, the operator should repeat the self-assessment so that the final version of the completed tool reflects the Pantry’s best effort. This will become part of the formal review. Operators should have two copies of the final version available during the review.

	

	Pantry Name / County 
[bookmark: Text6][bookmark: _GoBack]     
	Self-assessment date
     

	Food Pantry Operator(s) (person(s) completing self-assessment)

	     

	     

	

	Hours of operation are:
[bookmark: Check135][bookmark: Check136][bookmark: Check137]|_| weekly |_| biweekly |_| monthly

	Indicate the hours of operation below by day of the week:

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	     
	     
	     
	     
	     
	     
	     

	

	A. Public access and customer service

	

	1.  The Pantry defines its geographic service area as:      

	2.  As required, the Pantry keeps all of the following documents and records on site for use and inspection:

	[bookmark: Check1]|_|  Participant records for the current Federal Fiscal Year (on paper or electronic)
[bookmark: Check2]|_|  Current site agreement with the Emergency Feeding Organization (EFO)
[bookmark: Check3]|_|  Current version of Wisconsin TEFAP Outlet Operator’s Guide
[bookmark: Check4]|_|  Most recent review of the Pantry, with the response from the Pantry to any findings
[bookmark: Check5]|_|  Records of people who have had civil rights training and signed confidentiality agreements
[bookmark: Check6]|_|  Sample of civil rights training material
[bookmark: Check7]|_|  Outreach material used to promote public awareness of Pantry services/hours 
[bookmark: Check8]|_|  Signed receipts for USDA Commodity Foods received 
[bookmark: Check9]|_|  Temperature, pest control and cleaning logs for food storage rooms, refrigerators and freezers

	Comments:      
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	3.  The Pantry representative(s) who attended the EFO’s required TEFAP civil rights training, and date:
     

	4.  The name(s) of the Pantry representative(s) who conduct(s) civil rights training for pantry staff/volunteers:
     

	5.  The Pantry keeps its current TEFAP participant records accessible on-site (check one):
[bookmark: Check10][bookmark: Check11][bookmark: Check12][bookmark: Check13]      |_| Paper   |_|  Electronically   |_| Both paper and electronically   |_| The Pantry has no TEFAP records. 

	If records are electronic, what is the procedure for securing data, and for backing up data to preserve records?

	     

	     

	     

	[bookmark: Check14][bookmark: Check15]6.  The Pantry retains its TEFAP records for the current year, plus three additional years. These include participant records, EFO agreements, commodity receipts, inventory records, volunteer records, training records; and temperature, pest control, and cleaning logs. |_|  Yes   |_|  No

	Comments:      

	

	7.  In English, the Pantry MUST post:  
	Yes
	No
	N/A

	a) An exterior sign that identifies it as a food pantry.
	|_|
	|_|
	

	b) Days and hours of operation on/near the door.
	|_|
	|_|
	

	c) An after-hours, emergency phone number on/near the door.
	|_|
	|_|
	

	d) “And Justice for All” poster is displayed in a public area.
	|_|
	|_|
	

	e) Current eligibility levels (income by household size).
	|_|
	|_|
	

	f) If Pantry records are electronic, “Participant Pledge.”
	|_|
	|_|
	|_|

	g) If Pantry has a religious affiliation, a notice of an alternate secular pantry.
	|_|
	|_|
	|_|

	

	[bookmark: Text7]8.  Other than English, list the language(s) spoken by 5% of the residents, or by more than 1000 residents in service area. Required language(s):   				   

	a) If other LEP languages are required the Pantry MUST post:
	Yes
	No
	N/A

	b) An exterior sign that identifies it as a food pantry.
	|_|
	|_|
	|_|

	c) Days and hours of operation on/near the door.
	|_|
	|_|
	|_|

	d) An after-hours emergency phone number on/near the door.
	|_|
	|_|
	|_|

	e) “USDA Statement on Discrimination” displayed in a public area.
	|_|
	|_|
	|_|

	f) Current eligibility levels (income by household size).
	|_|
	|_|
	|_|

	g) If pantry records are electronic, “Participant Pledge” on file 
	|_|
	|_|
	|_|

	h) If Pantry has a religious affiliation, notice of an alternate secular pantry..
	|_|
	|_|
	|_|

	Comments:     




	
	Yes
	No

	9.  Does the Pantry have a provider for real-time language interpretation?
	[bookmark: Check17]|_|
	[bookmark: Check18]|_|

	Name of the language interpretation
     
	Phone number – language interpretation
      

	10.  When someone calls the after-hours phone number, who will answer and what will happen?      

	11.  To increase awareness of its location and days/hours of operation, the Pantry (check any that apply):

	[bookmark: Check19]|_| Has highly visible, exterior Food Pantry signage 
[bookmark: Check20]|_| Has a web site
[bookmark: Check21]|_| Is listed on our EFO’s web site
[bookmark: Check22]|_| Is on the county / city / tribal website (Circle one)
[bookmark: Check23]|_| Receives referrals through 2-1-1
[bookmark: Check24]|_| Posts fliers at senior center or meal site
[bookmark: Check25]|_| Is included in church bulletins 
[bookmark: Check26]|_| Posts fliers in our library/municipal building
	[bookmark: Check27]|_| Posts info at County/Tribal Offices
[bookmark: Check28]|_| Posts info at the WIC office
[bookmark: Check29]|_| Posts info at the Job Center
[bookmark: Check30]|_| Provides info to event calendars
[bookmark: Check31]|_| Provides info to other charities
[bookmark: Check32]|_| Includes info to students in backpack program
[bookmark: Check33]|_| Uses local radio stations to broadcast info
[bookmark: Check34]|_| Posts info on local cable TV station

	Comments:      

	
	Yes
	No

	12.  Does the Pantry have samples of some of its outreach material?
	|_|
	|_|

	Comments:     

	13.  As USDA requires, does outreach material contain  “This institution is an equal opportunity provider”?
	|_|
	|_|

	Comments:     

	14.  Does the Pantry offer current information for FoodShare, WIC and school nutrition? (Check all that apply):
[bookmark: Check39]|_| No
[bookmark: Check40]|_| Yes, we have current, printed material in the required languages of service.
[bookmark: Check41]|_| Yes, we refer people to FoodShare outreach workers when they seek assistance with enrollment.
[bookmark: Check42]|_| Yes, we (describe how you provide needy households with information):      		




	B. Food Distribution

	1.  As its usual practice, how often will the Pantry provide food to a household? (Check one):

[bookmark: Check43]|_| Once per month (or once every 30 days) as per TEFAP’s minimum requirement
[bookmark: Check44]|_| Twice monthly
[bookmark: Check45]|_| Weekly
[bookmark: Check46][bookmark: Text2]|_| Other (describe):      										

	Comments:     

	
	Yes
	No

	2.  For households that have greater need, will the Pantry provide food more often?
	[bookmark: Check138]|_|
	[bookmark: Check139]|_|

	Describe:      

	3.  Does the Pantry adjust its food allocations for household size?
	|_|
	|_|

	If No,describe:      

	4.  How many days of food supply does the Pantry provide participating households each month?      

	5.  Describe the amount of food the Pantry provides per person and per household (using pounds, bags or whatever measure you use).      

	6.  Does the pantry have enough food?
	|_|
	|_|

	Comments:      

	7.  May participants select their own food? (Check one):
[bookmark: Check51]|_|  Yes, within our guidelines and with our assistance, participants take food directly from our shelves.
[bookmark: Check52]|_|  Yes, we offer options on a menu and we pack some or all food based on the household’s preference.
[bookmark: Check53]|_|  No. We prepack food, but participants review their provisions before they exit.
[bookmark: Check54]|_|  No. We prepackage food. Participants take the entire package home intact.

	8.  In an average month, the Pantry serves:

	Number of households:      
	Number of individuals:      
	

	[bookmark: Check55][bookmark: Check56][bookmark: Check57]9.  Are there seasonal fluctuations in the number of Pantry participants?		|_| Yes   |_| No   |_| Don’t know
[bookmark: Text3]If yes, why?      

	10.  ALL of these conditions are requirements of TEFAP participation. May TEFAP participants obtain food:

	
	Yes
	No

	[bookmark: Check58]|_| At least once per month?
	[bookmark: Check70]|_|
	|_|

	[bookmark: Check59]|_| On a walk-in basis and without an appointment when the Pantry is open?
	|_|
	|_|

	[bookmark: Check60]|_| At no cost or obligation?
	|_|
	|_|

	[bookmark: Check61]|_| Without requirement for participation in any religious or program activity?  
	|_|
	|_|

	[bookmark: Check62]|_| Regardless of their participation in FoodShare, WIC, or in another food program?
	|_|
	|_|

	[bookmark: Check63]|_| The first time they come to the Pantry, even if they just moved to the county?
	|_|
	|_|

	[bookmark: Check64]|_| By self-declaring their income eligibility?
	|_|
	|_|

	[bookmark: Check65]|_| If they share an address but are economically and nutritionally independent?
	|_|
	|_|

	[bookmark: Check66]|_| Even if they don’t have required documentation on their first or second visit?
	|_|
	|_|

	[bookmark: Check67]|_| By proxy if they are homebound or are unable to obtain food during pantry hours?
	|_|
	|_|

	[bookmark: Check68]|_| By providing only the information required on the TEFAP form?
	|_|
	|_|

	[bookmark: Check69]|_| Without documentation; if they are homeless, migrant workers, undocumented workers, or who may be victims of domestic violence?
	|_|
	|_|

	

	11.  With the exceptions noted immediately above, the Pantry asks participants to provide all of the following:

	
	Yes
	No

	[bookmark: Check71]|_| A form of identification from the participant (or proxy) at each food distribution.
	|_|
	|_|

	[bookmark: Check72]|_| Proof of household address at application and ONCE annually.
	|_|
	|_|

	[bookmark: Check73]|_| Documentation of each household member ONCE, by the third visit following application
	|_|
	|_|

	[bookmark: Check74]|_| Other (specify):       

	[bookmark: Check75]|_| The Pantry does not require documents or identification.

	Comments:      

	
	Yes
	No

	12.  Does the Pantry retain copies of participant documentation?
	|_|
	|_|

	Comments:      

	13.  Does the Pantry have enough help?
	|_|
	|_|

	If not, what help is needed? (Check all apply):

	[bookmark: Check80]|_| Unloading trucks
	[bookmark: Check86]|_| Training volunteers
	[bookmark: Check92]|_| Raising money

	[bookmark: Check81]|_| Sorting/shelving food
	[bookmark: Check87]|_| Data entry
	[bookmark: Check93]|_| Monthly stats report

	[bookmark: Check82]|_| Assisting customers
	[bookmark: Check88]|_| Inventory
	[bookmark: Check94]|_| Succession planning

	[bookmark: Check83]|_| Procuring food
	[bookmark: Check89]|_| Cleaning
	[bookmark: Check95]|_| Engaging community

	[bookmark: Check84]|_| Shopping for food
	[bookmark: Check90]|_| Recruiting volunteers
	[bookmark: Check96]|_| Thanking donors

	[bookmark: Check85]|_| Food bank ordering
	[bookmark: Check91]|_| Public awareness
	[bookmark: Check97]|_| Space/traffic design

	[bookmark: Text5]List other needs for assistance:      

	
	Yes
	No

	14. Does the Pantry have space or equipment needs?
	|_|
	|_|

	If Yes, what is needed, why and when?      

	15.  How does the Pantry obtain its TEFAP Foods?
[bookmark: Check100][bookmark: Check101][bookmark: Check102][bookmark: Check134]|_| Picks up   |_| EFO delivers   |_| DPI delivers   |_| Other      

	16.  On what day each month does the Pantry typically obtain or receive its TEFAP allocation? 

	[bookmark: Text8]Comments:      

	17.  Are there any recent or recurring problems with TEFAP delivery?
	|_|
	|_|

	Comments:     

	18.  Have you received spoiled or damaged TEFAP product in the past 12 months?
	|_|
	|_|

	Comments:      

	19. Where does the Pantry obtain its non-TEFAP food? (Check all that apply):

	[bookmark: Check111]|_| A food bank - Specify:      
	[bookmark: Check117]|_| Donations from big box stores, grocery stores or bakeries

	[bookmark: Check112]|_| Postal food drive
	[bookmark: Check118]|_| Donations from growers

	[bookmark: Check113]|_| Boy Scout food drive
	[bookmark: Check119]|_| We grow a garden

	[bookmark: Check114]|_| Community food drive  
	[bookmark: Check121]|_| Donations from food processors

	[bookmark: Check115]|_| Purchase from grocery stores or wholesalers
	[bookmark: Check120]|_| Other:      

	[bookmark: Check116]|_| Prepared food donated by convenience stores
	

	

	C. Food Safety and Inventory Management

	
	
	
	
	

	Cleaning
	Yes
	Needs attention
	No
	Logs Missing

	
	

	1. Are the kitchen and food storage areas clean?
	[bookmark: Check122]|_|
	[bookmark: Check123]|_|
	[bookmark: Check124]|_|
	[bookmark: Check125]|_|

	Comment:      

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

	Comment:      

	3. Are there cleaning logs for each food storage appliance?
	|_|
	|_|
	|_|
	|_|

	Comment:      

	4. Are there cleaning logs for floors and dry storage areas?
	|_|
	|_|
	|_|
	|_|

	Comment:      



	Storage
	Yes
	No

	5. Is there at least 4” between food and walls in dry storage and in walk-in units?
	[bookmark: Check132]|_|
	[bookmark: Check133]|_|

	Comment:      

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

	Comment:      

	7. Are dry goods stored at least 24” below the ceiling?
	|_|
	|_|

	Comment:      

	13. Are cleaning supplies and non-food items stored separately from food stocks?
	|_|
	|_|

	Comment:      

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

	Comment:      

	

	Equipment Temperature
	Yes
	No

	8. Are all freezer unit temperatures logged and maintained at or below 0 degrees Fahrenheit?
	|_|
	|_|

	Comment:      

	9. Are refrigeration units logged and maintained at or below 40 degrees Fahrenheit?
	|_|
	|_|

	Comment:      

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

	Comment:      

	

	Pest Control
	Yes
	No

	[bookmark: Check126][bookmark: Check127][bookmark: Check128]|_| Contracted service   |_| Self-inspection/remediation    |_| No control

	11.  Are pest inspections either logged (dated, with actions taken) or documented by a service?
	|_|
	|_|

	Comment:      

	

	Miscellaneous
	Yes
	No

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

	Comment:      




	16.  How does the Pantry ensure that food is protected from theft?

	Comments:      

	17.  How does the Pantry manage its “first-in, first-out” inventory? Specifically, describe how the Pantry knows how long a product has been in inventory and how much of a food supply it has on hand.

	Describe:      

	[bookmark: Check129][bookmark: Check130]18.  Have any TEFAP commodities been stored longer than six months?			           |_| Yes   |_| No

	Comments:      

	19.  Contrary to USDA regulations, does the Pantry repackage USDA Commodity Food?             |_| Yes   |_| No

	Comments:      

	[bookmark: Check131]20.  Does the Pantry repackage purchased or donated food?		          |_| Yes   |_| No   |_| Don’t know
If yes, what items are repackaged, where, and who supervises this? Does it follow UW Extension safety guidelines?      

	21.  Are there successes or challenges related to operating the Pantry that you would like to discuss during the TEFAP review? Are there questions or issues that you would like assistance with from the EFO or the Wisconsin TEFAP Coordinator? 											|_| Yes   |_| No

	Comments:      



