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Emergency Notification Procedures 
If the Foodbank should experience an unscheduled closure or some type of safety 
concern, our member agencies will be notified in the following ways: 
 

 A general message will be placed on the main phone line (330.535.6900) 
explaining the type of emergency and the expected duration of the emergency 
situation. 
 

 Updates will be placed on the Home page of the Foodbank’s website 
(www.akroncantonfoodbank.org) and on the Agency Zone homepage of the 
website. 

 
 If warranted, the Foodbank may also use its automated voice messaging system 

to contact staff and volunteers of our member agencies. 
 
 

Tobacco-Free Campus 
The Akron-Canton Regional Foodbank is a tobacco-free campus, which means smoking 
and/or any use of tobacco products is not permitted in the facility or anywhere on the 
property including parking lots.   
 
Please make sure that all of your staff and/or volunteers are aware of this policy.  If your 
staff and/or volunteers must use tobacco products, please ask them to do so before 
arriving and after leaving Foodbank property. 
 
Anyone caught using tobacco products on the property will receive a verbal warning and 
be asked to dispose of their tobacco product, or leave the property immediately.  
Repeated violation of this policy by agency representatives may impact the agency’s 
membership at the Foodbank.  
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These requirements are reflected on the Membership & Liability 
Agreement as points 3, 4, 5, 6, 7, 8, 9 and 18. 
 

 

National Civil Rights Laws 
 

The purpose of Civil Rights policies are to promote fairness and equality of 
treatment for all people.  National Civil Rights law is provided under 
several federal provisions including: Title VI of the Civil Rights Act 1964, 
Americans with Disability Act, Title IX of the Education Amendments of 
1972, Section 504 of the Rehabilitation Act of 1973, Age Discrimination 
Act of 1975, The Personal Responsibility and Work Opportunity 
Reconciliation Act of 1996, Food Stamp Act of 1977, Executive Order 
13166, USDA Departmental Regulation 4330-2, and 7CFR Part 16, Equal 
Opportunity for Religious Organizations.  

 
These requirements are reflected on the Membership & Liability 
Agreement as points 13, 25 and 26. 
 
 

 

The Emergency Food Assistance Program (TEFAP) 
 

The Emergency Food Assistance Program (TEFAP) is funded under the 
U.S. Farm Bill and administered at the Federal level by the Department of 
Agriculture’s Food and Nutrition Service.  The USDA uses the funding for 
TEFAP to buy food, including processing and packaging.  This food is also 
known as commodities.  The amount of commodities allocated to each of 
the states is contingent on its amount of low-income and unemployed 
population.  
 
Each state designates a department or agency within the state to regulate 
the administration and distribution of the commodities. The supervising 
agency in Ohio for TEFAP Commodities is the Ohio Department of Job 
and Family Services (ODJFS). 
 
ODJFS provides all guidelines for agency eligibility, handling and storage 
of the commodities, distribution to clients, client record maintenance and 
all other program related materials.  All of these regulations are outlined in 
the Ohio Department of Job and Family Services Food Programs 
Manual for the Commodity Supplemental Food Program and The 
Emergency Food Assistance Program.  This manual, also known as the 
Ohio Food Programs Manual, is provided to all member agencies that 
are deemed eligible for TEFAP and State Commodities. 
 
These requirements are reflected on the Membership & Liability 
Agreement as points 15, 16 and 17. 
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Akron-Canton Regional Foodbank 
 

As a member of Feeding America, the Akron-Canton Regional Foodbank 
has the right to institute additional criteria for member agencies in an 
attempt to provide for the most efficient and safe use of the limited 
resources available to members.  In addition, the Akron-Canton Regional 
Foodbank may change or revise policies and guidelines when necessary 
to comply with changes in network policy or government oversight.  We 
promise to make every attempt to communicate these changes as quickly 
and efficiently as we can.   
 

 
These requirements are reflected on the Membership & Liability 
Agreement as points 10, 11, 19, 20, 21, 29 and 30. 
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 Your Full Stock Should Be Rotated Every 3 Months To Avoid 

Expired Product 
To help assure the quality of products, the First In – First Out (FIFO) practice 
must be followed.  Member agencies should never maintain more than a 
three-month supply of food. 

 
 

 Store Non-Food Items Separately 
All toxic items such as cleaning supplies and maintenance supplies must be 
kept away from food to avoid the possibility of cross-contamination.  Storing 
these products below food products is acceptable, but a separate cabinet, 
shelving unit or storage location is highly recommended. 

 
 

 Clean Floors, Pallets And Shelving Regularly 
All areas should be swept and mopped regularly.  Clean spills immediately 
and sanitize storage areas regularly.  Cleaning helps prevent possible cross-
contamination due to spills or leaks and helps to control any possible pests by 
eliminating possible food sources.  It is a best practice to establish a cleaning 
schedule listing the necessary frequency of cleaning for each location.  
Floors, including under pallets, should be swept and cleaned at least monthly.  
High traffic areas require more frequent cleaning. 

 

 Keep Doors, Windows And Roofs Well Sealed 
By maintaining the integrity of the seals, you can prevent pests from entering 
your storage area and prevent water damage from heavy rains or melting 
snow. 

 
 

 Maintain A Pest Control System 
Have a proper pest control plan in place or contract with a licensed pest 
control firm.  Poison must not be used due to possible contamination to the 
food.  Traps and glue boards are recommended.  If your agency chooses to 
handle pest control internally, please make sure to record and maintain the 
dates of inspection, the inspection results, any corrective actions taken and 
the name of the person(s) handling the pest control.  Pest control records 
must be kept for three years. 

 
 

 Maintain Equipment Regularly 
Check all refrigerator and freezer units on a regular basis for leaks or 
problems.  Gasket seals should be cleaned and checked for gaps.  If your 
equipment shows signs of moisture build-up or ice around the door gaskets, 
the gaskets should be replaced.  Maintaining a proper seal will help ensure 
proper refrigeration temperatures are maintained and help save money on 
your utility bills.  Air filters on the equipment should also be cleaned to help 
prevent the equipment from overheating. 
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 Maintain Proper Temperatures In All Storage Areas 

Thermometers must be kept in all storage areas.  Proper temperature ranges 
for each storage area are: 
 
 Refrigerated Units  330 – 400 F 
   

Freezer Units  00 F or below 
 

 Dry Storage Areas*  500– 700 F 
*This is the ideal temperature range.  Higher temperatures cause dry goods to degrade 
faster. 

 
 

 Maintain Temperature Logs For All Storage Areas 
Temperature logs can show variances in temperatures over a period of time.  
Fluctuating temperatures can be a sign that your equipment is malfunctioning 
and may need to be repaired or replaced.  Early detection of problems can 
save you money and prevent loss of food should the equipment break down. 
Temperature logs should be updated weekly with the date the temperature 
was checked, the thermometer reading and the initials of the person 
completing the log.  Temperature logs must be kept for three years. 

 
 

 Follow Basic Rules For Stacking Product 
Limit the height of the product stacks to protect food on the bottom layers 
from being crushed or the stack from toppling over.  As a rule of thumb, 
stacks should never be taller than the average human height.  Heavier items 
should always be stacked on the bottom and lighter items stacked on top.  
Cross-stack cases on pallets to ensure the stack will be sturdy and solid to 
avoid tipping.  Shrink-wrap stacks for stability if the product is to be moved.  
Remove any cases that are bent or damaged from the stack to avoid weak 
areas that could collapse.  These boxes can be placed on the top of the 
stack. 

 
 
 Report Damaged Product 

If you receive damaged or infested products from the Foodbank, please 
contact us immediately.  Any damaged or infested product should be moved 
from your secure storage location and saved until you have contacted the 
Foodbank for further instructions.  Foodbank staff may ask you to take a 
picture of the products to document the problem and you may be asked to 
complete a report.  We must receive notification within 48 hours from 
receiving your order to consider credits if applicable. 
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Additional Guidelines For On-Site 
Feeding Programs 
 
All on-site feeding programs, including residential programs, must follow the proper food 
storage and handling guidelines outlined in the previous section and the additional 
guidelines below:   
 

 All sinks, cooking equipment, utensils and serving ware must be clean, 
sanitized and well maintained. 

 
 Washing your hands is the most important thing you can do to prevent 

contaminated food.  Hand sanitizer can never replace hand washing.  Hand 
sanitizer may kill harmful germs but they do not remove allergens that may 
cause serious allergic reactions in some people. 

 
 Always wash hands with soap and hot water BEFORE handling food, 

preparing food, and serving food. 
 
 Always wash hands with soap and hot water AFTER preparing food, serving 

food, handling raw meat, handling dirty dishes or utensils, handling garbage, 
using the bathroom, eating, drinking and smoking. 

 
 When drying hands it is best to use a disposable single-use towel. 
 
 Avoid touching your mouth, face, hair or other body parts when preparing 

food.  Please wear hair nets when appropriate and always wash your hands 
after touching any part of your body. 

 
 Always cover any cuts with a bandage and disposable gloves and change 

gloves when they get soiled or contaminated. Wash hands BEFORE putting 
on disposable gloves. 

 
 When preparing food, make sure the food is cooked to the proper internal 

temperature to kill or neutralize harmful bacteria.  Use a stemmed-
thermometer or other food-grade thermometer to check for correct 
temperatures. 

 
 When serving, make sure the food is maintained at proper temperatures to 

prohibit bacterial growth and spoilage.  Hot meals should be hot and cold 
meals should be cold. Use a food-grade thermometer to check for correct 
food temperatures.  Cold food should be kept below 40o and hot food should 
be kept at 135o or higher. 

 
Any questions or concerns regarding the storage and handling of food should be 
directed to the Member Services Department at 330.535.6900. 
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CHURCH QUALIFIER FORM 
                                                                
Unincorporated churches can submit a letter on its letterhead which is signed by its Chief Executive Officer 
affirming that the organization is in fact, a church, and has not applied to the IRS for 501(c)3 status and been 
denied, or; has had its 501(c)3 status revoked by the IRS.  Said organization essentially meets the following 14 
criteria employed by the IRS in defining a church. 
 
In accordance with this provision, the Akron‐Canton Regional Foodbank established a policy, which requires 
that, an organization that functions as an independent, unincorporated church must certify that at least ten (10) 
of these characteristics are evidenced by their program.  (Check appropriate items.) 
 
The characteristics are as follows:

☐  A distinct legal existence.    ☐  A literature of its own. 

☐  A recognized creed and form of worship.    ☐  Established places of worship. 

☐ 
A definite and distinct ecclesiastical 
government. 

  ☐  Regular congregations. 

☐  A formal code of doctrine and discipline.    ☐  Regular religious services. 

☐ 
A membership not associated with any (other) 
church or denomination. 

  ☐ 
Ordained ministers elected after completing 
prescribed courses of study. 

☐  A distinct religious history.    ☐  Schools for the preparation of its ministers. 

☐ 
A complete organization of ordained ministers 
ministering to their congregations. 

  ☐ 
Sunday schools for the religious instruction of 
the young. 

 
As duly authorized officers of              (Insert Church Name Here)           , which operates the food program 
applying for membership at the Akron‐Canton Regional Foodbank, we certify that this organization meets the 
requirements indicated for identification as a church and has not applied to the IRS for 501(c)3 status and been 
denied, or has had its 501(c)3 status revoked by the IRS.    
 
In addition, we certify that above named organization accepts full and complete responsibility in regards to 
compliance requirements outlined in all agreement forms including fiscal responsibility of the food program. 
 
Signed by Chief Executive(s) or Senior Pastor(s):    
 

Name, Title and Date 
 

Name, Title and Date 
 

Name, Title and Date 
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