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	DEPARTMENT OF HEALTH SERVICES
Division of Public Health
F-01769 (12/2016)
	STATE OF WISCONSIN
The Emergency Food Assistance Program (TEFAP)

	SOUP KITCHEN SELF-ASSESSMENT


	The TEFAP review process helps participating soup kitchens meet federal and state requirements for use of USDA Commodity Foods to provide meals to the public. Soup kitchens may use this tool at any time, but MUST use it at least 30 days before a TEFAP review. If, when using this self-assessment, a soup kitchen operator finds the most accurate answer highlighted in grey, it indicates a practice that requires adjustment. Soup Kitchens should identify and correct issues BEFORE a formal TEFAP review. Once any compliance issues have been identified and corrected, the operator should repeat the self-assessment so that the final version of the completed tool reflects the operation’s best effort. This will become part of the formal review. Soup kitchen operators should have two copies of the final version available during A TEFAP review.

	

	Soup kitchen Name / County 
[bookmark: Text6]     
	Self-assessment date
     

	Soup kitchen Coordinator(s) (person(s) completing self-assessment)

	     

	[bookmark: _GoBack]     

	

	What days does the soup kitchen serve meals:      

	Indicate the hours below by day of the week:

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	     
	     
	     
	     
	     
	     
	     

	

	A. Records, Posted Information and Customer Service 

	

	1.  The Soup kitchen has the following documents and records on site (current within the last 12 months):

	[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 TEFAP review of the Soup Kitchen, with findings and response from outlet
[bookmark: Check5]|_|  A copy of the most recent inspection by a local health department or the State of Wisconsin (if it exists)
[bookmark: Check160]|_|  Dated signatures of volunteers/staff for civil rights training and confidentiality agreements
[bookmark: Check161]|_|  Outreach material used to inform the public of Soup Kitchen services/hours 
[bookmark: Check162]|_|  Signed receipts for USDA Commodity Foods received 
[bookmark: Check163]|_|  Temperature, cleaning and pest control longs for food storage rooms, freezers and refrigerators.

	2.  The Soup kitchen’s geographic service area is:
     Comments:      




	3. The Soup Kitchen keeps the records (check one):
[bookmark: Check10][bookmark: Check13]|_| Three years plus the current year.   |_| Is missing records.

Comments:      

	4. Food is prepared by (Check all that apply):
[bookmark: Check164]|_| Paid staff
[bookmark: Check165]|_| A core group of volunteers 
[bookmark: Check166]|_| Volunteers from supporting organizations that rotate on a schedule
[bookmark: Check167][bookmark: Text13]|_| Other:   			   
Comments:      

	5. Signage posted (in English)

	a)  The building has exterior sign that identifies it as a meal site.
	Yes
	No

	b)  The days and hours of operation are posted on/near the door.
	[bookmark: Check168]|_|
	[bookmark: Check169]|_|

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

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

	

	[bookmark: Text14]6. Signage posted (non-English): List language(s) spoken by 5% of the persons residing in the service area or by more than 1000 residents in the service area:  			    

	a)  An exterior sign that identifies it as a meal site?
	Yes
	No

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

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

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

	

	7. When someone calls the posted, after-hours phone number, who will they reach and what will happen?
Describe:      

	8. In an average month, the Soup Kitchen serves approximately       individuals. 

[bookmark: Check170][bookmark: Check171][bookmark: Check172]Are there seasonal fluctuations in usage?						 |_| Yes  |_| No  |_| I don’t know.
If yes, what factors influence this?       









	9. To increase awareness of our location, days and hours of operation, the Soup Kitchen (check any that apply and be prepared to show examples of outreach material):

	|_|  Has signage that identifies us as a Soup Kitchen 
	|_|  Post info at County/Tribal Human Services 

	|_|  Has a web site
	|_|  Post info at the WIC office

	|_|  Is listed on the EFOs web site 
	|_|  Post info at the Job Center

	|_|  Are on a county/city/tribal website 
	|_|  Provide info to event calendars

	|_|  Receive referrals through 2-1-1
	|_|  Provide info to other charities

	|_|  Post fliers at our Senior or Community Center
	|_|  Post fliers in our library/municipal building

	|_|  Is included in church bulletins 
	|_|  Uses local radio station to broadcast information

	|_|  Post info on our local cable TV station 
	[bookmark: Text15]|_|  Other      

	Comments:      



	10.  Does “This institution is an equal opportunity provider” appear on the Soup Kitchen’s outreach material?

[bookmark: Check173][bookmark: Check174][bookmark: Check175][bookmark: Check176]|_| Yes, it is on all outreach material   |_| It is on some material   |_| It is not on outreach material   |_|Unsure
Comments:       

	B. Food procurement, management and safety

	1 How does the Soup Kitchen obtain its monthly TEFAP foods?

[bookmark: Check100][bookmark: Check101][bookmark: Check134]|_| Picks up   |_| EFO delivers   |_| Other  			    

	2. When does the Soup Ktchen obtain its TEFAP allocation each month?

	[bookmark: Check155][bookmark: Check156][bookmark: Check157][bookmark: Check158]|_| First week of the month	|_| Second week	|_| Third week         |_| Fourth week
[bookmark: Text8]Comments:      

	
	Yes
	No

	3. Are there any problems or concerns with TEFAP delivery? (example; damaged food, truck late; etc.)
	|_|
	|_|

	Comments:      

	4. Where does the Soup Kitchen obtain its 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: Check121]|_| Donations from food processors

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

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

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

	5. How does the Soup kitchen manage its “first-in, first-out” inventory? Specifically, how does the Soup kitchen know how long a product has been in its inventory? How does it track the food supply it has on hand?

Describe the inventory system:      

	
	Yes
	No

	6 Does the Soup Kitchen have any TEFAP commodities stored longer than six months
	|_|
	|_|

	Comments:      

	7. How does the Soup Kitchen ensure sanitary food preparation and storage?  (Check all that apply):

	[bookmark: Check177]|_| The local health department conducts an annual inspection.

	|_| The State of Wisconsin (Department of Ag, Trade and Consumer Protection) conducts an annual inspection.

	|_| The person responsible for food preparation has is licensed in food preparation or has obtained a Food Manager Certification.

	|_| Food preparation staff/volunteers have training in sanitation and food preparation.

	|_| The Soup Kitchen does not have a health inspection or a person credentialed in food preparation.

	|_| Other:      

	8. Who is responsible for ensuring that food is prepared, stored and serve in a safe and sanitary manner?

	Name
     

	Experience/credentials
     

	C. Food Storage and Inventory

	
	Yes
	Needs 
Attention
	No

	1. Are the kitchen and food preparation areas clean?
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:     
	|_|
	|_|
	|_|

	
	

	
	Yes
	No
	

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

	
	

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

	
	

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

	
	

	
	Yes
	No
	

	7. Do temperature logs regularly record interior temperatures of freezers and refrigerators?
Comments:     
	|_|
	|_|
	

	
	

	8. Are recorded freezer temperatures at 0 degrees Fahrenheit or colder?
Comments:     
	|_|
	|_|
	

	
	
	
	

	9. Are recorded refrigerator temperatures between 35 and 41 degrees?
Comments:     
	|_|
	|_|
	

	
	
	
	

	10. Are recorded dry storage temperatures consistently within 50-70 degrees Fahrenheit?
Comments:     
	|_|
	|_|
	

	
	

	

	[bookmark: Check40][bookmark: Check41][bookmark: Check42]11. How are pests controlled?  |_| Contracted   |_| Self-inspection/remediation   |_| No apparent pest control
(If self-inspection, describe the actions the Shelter takes and when):      

	
	Yes
	No
	

	12. Are pest inspections either logged or documented by a contracted service?
Comments:     
	|_|
	|_|
	

	
	

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

	
	

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

	
	

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

	
	

	16. How the Shelter ensure that food is protected from theft?
Comments:      
	|_|
	|_|
	

	
	





	C. OVERALL COMMENTS

	Comments:      





