Food Pantry Policies

Note: A client intake area will be located near the entrance.  All clients will need to visit the client intake area before receiving food assistance.
[Inform clients of the intake area or area where they need to check-in]

Client Information Collected:
· Client Information Form (Completed once a year)
· Copy of Photo Identification
· Proof of Address (piece of mail bearing current address or updated driver’s license)
[List the information that will be collected from clients]

Each household may visit the pantry only once a month unless a crisis situation has occurred. (A household includes ALL individuals living in an apartment, trailer, house, or other form of residence)
[bookmark: _GoBack][Inform clients of how often they can visit the food pantry]

A crisis client will receive an emergency bag/box of food if they meet one or more of the following criteria:
· Recently lost a job
· Experienced a fire, flood, or other natural disaster
· Had a change in their household (divorce, death, hospitalization, etc.) that caused financial hardship
· Displaced from residence
[Inform clients about crisis situations. Crisis visits can be in addition to monthly pantry visits]

For New Clients:
After receiving food assistance for the first time through our food pantry, you will be asked to bring the appropriate materials (listed above) for your next visit.
[Let new clients know what information they will need to bring before being served again]

Note: We will not allow people to pick-up orders for other clients unless it is a social worker or if the client has called or sent a note with the person. 
[Include a policy on food being picked up by others]
 
