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November 5, 2017

Natasha K. Jackson
Grants Coordinator, PARD
City of Austin

Re: 2016-2017 Kids Cafe Letter of Agreement: Self-Prep
Dear Natasha,

Please allow this letter to serve as the Central Texas Food Bank's formal amendment to
the 2016-2017 Kids Café Letter of Agreement: Self-Prep. This letter of agreement
stipulates that the program will operate during the fall and spring semesters of the 2016-
2017 school year. The Central Texas Food Bank is extending this to include August and
September 2017. Additionally, if one of your sites has exceeded its budget but another
site has remaining budget to off-set those costs, then the Central Texas Food Bank will
reimburse PARD for those submitted costs,

Thank you and please feel free to reach out if you have any additional questions or
concerns. We greatly value the partnership with PARD and look forward to an

impactful FY18 partnership in service to our community.

Sincerely,

AT N~

Emily De Maria
Chief Program Officer

@3‘1 centraltexasfoodbank.org
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This Letter of Agreement (LOA) is between the Cendral Texas Food Bank and
the City of Avstin Poyky and Recreation Department (Poriner) for the 2017-
2018 Kidy Cafe Progrom.

Overview-

The Central Texas Food Bank U wovking withv community organizotions
providing afferschool programming fo- offer meals tHhiough the Kids Cafe
prograw The terms of agreement Hhot follow outline the Food Bankly and Hie
Partner's responsibilities in ensiiring @ sunecessful partnership ond program

yeor,

Progroawm Tiumeline:

The Central Texays Food Bank self-prep Kidy Cafe progrowm will operate diiring
fﬁ&ﬁﬂLaﬂddﬁYQ%S&m&%adwﬁ+h02017~2018y%wmbyuuzThbpﬂmnumdﬁw+
date and total nmmbper of Kidy Cafe operating dayy will depend on Hhe
sehedurde of each Kids Cafe Partner’s ofterseirool program.

PROGRAM DETAILS:

Program Posfnes: City of Avstin Parks and. Recreation Depasfment
Pavriner Leads Tiffany Cabin, Division Manager, Centralized
Prograwms
512-974-3903
Tiffany.Cobin@avstinteras.gov

Site 1: Dove Springs Recreation Center

Addyess: 5801 Alnez Drive, Avsting, TX 78744
Sufe Supervisor: D’'Wayne Anderson, Progrom Superyvisor
512-974-3840

DWayne. Anderson@avstintesas.goy-
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o
Kids Cafe Operating October 2, 2017 — September 28, 2018
Schedule: Monday ~Friday
3.45-4:45 PM
Estimated Daily 52
Affendaince:

Sule 2; Mowfopolisy Recreation Center

Address: 1200 Monfopolis Drive, Augting TX 78741

Sife Supervisor: Michelle Rojos, Program Supervisor
512-385-5931
MichelleRojas@anstinteras.gov

Kidsy Cafe Operating October 2., 2017 — September 28, 2018

Schedule, Monday-Friday
4:00-5:30 PM

Esfimated Daily 32

Atfendance:

Sife 3: Turner Roberty Recreafion Center

Address: 7201 Colovny Loop Drive, Austing TX7 8724
Sute Supervisor: Janet Moore, Progrowmw Supervisor
512-978-2690
Jonet:Moovre@Raumstintesas.gov
Kids Cofe Operafing October 2, 2017 — September 28, 2018
Sehedules Monday -Fridaey
330 — 4:30 PM
Estimated Daily g8
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Aftendance:

CENTRAL TEXAS FOOP BANK will:

1.

Appoint o primary contact fo- provide supportfo-the Kids Cafe program,
including training, oversight; and technical assistance. Train Kids Cafe
Partnery and volunteery on He program guidelines and reguiremendts:
Ensure that tie Partner meety national and Local Kids Cafe stondaids
thwough monitoring and periodic site visify as necessary. Any (53188
needing fo- be addressed will be communicated by e~mail to-Hhe Partner
within seven business dayy of these visit:

Provide food from Foud Bank inventory for all Kids Cafe meals with no-
handling fee.
Reimbuwse tihe Portner for program expenses, payable monthly, ag

outlined Ln the Program Budget (Attochwmment 1) and Kids Cafe Policies
and. Procedires Marunal,

Prmmmmrwmwwww tHhe montily
nutrifion education requirements of Kids Cafe. Provide feedback own one
execinted. two-weeks menn submitted: by tihe Partner duiing the fall
sewmester of tine prograwmw.

Provide monthly budget updates, other progrom information, and
technical assisfonce and support to- the Partner.

Meet withe Partner stoff as neeoed to- discinss project implementotion and
shoare feedbacik

FARTNER well:
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1. Appoint o Sife Supervisor who will bmplement program opevotions and
works directly withe program participonts ot tihve Pavtner sife(s).

2. Ensure the Sule Supervisor and ofiver key staff membery attend a Food
Bownde—Lled, Kidy Cofe Training and. comply with all guidelines and
policies outlined un Hhe tradning and fraining materials.

3. Engure program susfolnability by ovdering food from the Food Bank as
often as possibple.

4. Adirere fo- the Progrom Budget (AHfnchment 1) and communicate
proactively witiv e Food Bank regarding any budgetory Lssines.

5. Adirere fo- Hhe Foordl Bankls ordering and delivery/pick—wp guidelines
and sehedule (Atfachimenty 2 and 3).

6. Addere fo- all program guidelines owtlined tn the Kids Cafe Policies
and. Procedirres Manaold (Attochinent 4), bnelunding bt wot Luamifed to

Comply with- ol applicable federal, stofe, and local statutes,
ovdinancesy ands regulafions

- Offer all Kidy Cafe wmealy free of chorge.
Maintoin an adildtto- chidd ratio- of af least 2. adudity per 2.5
ehidldren

- Uphold adl ciril rights and regulations: Provide meals fo- childien
regoadless of race, colov, national origin, sex, age, or disability.

- Engure thot staff and volunteery who hoave repefuiive condact witiv
ehildren pass o National Backgrownd Check and maintain coples

- Limdt volunteer uwolyvement of one~Hime ov non—~regudor
volunteers wive hast not been subjected fo- a- national backgrouwnd.
check stricHy fo- open and. supervised activifies

- Submit a cirrent and valid copy of o Foodh Manager's Cerfificote

to-Hre Food Bande for tHhe stoff member responsible for fie
produrction of the meals
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- Subwmit dotumentation to-Hhe Food Bank of foord safety training,
suehe ay ServeSafe Foodl Handler fov Foool Banking developed by
Feeding America and five National Resfoumvant Assotiation, for of
least one sfoff member or regular volunteer supervising Hhe meal
services This docuwmendation shhould be a current and valid
training has been completed within the last year. This staff
or & persons wiho supeiryvises these actiaities:

- Offer academic and/or recveational activities every day Hiat Kids
Cofe operates

- Provide a nunfrifion education lesson af least onee every 4 weeks.

- Use thve Kidy Cafe loge i accovdance with He logo usage
guidelines outlined L the Kidsy Cafe Policies and Procedies
metiiial,

- ldentify on all outreach materials, medio releases, and otiver
marketing materials that the meal program iy a Kids Cafe that is
being offered Ln partnersivip withv five Centdral Texas Food. Bank
per Prograw Partner Outreacih and Mavketing Guidelines. Note:
Food Banle approval (s requived for usage Cendral Texas Food
Bank Logoy (Aftachument 6).

7. Comumunicote with the Food Bank in o timely manner any changes in
prograaw personnel, sift contfucts, sife operations, or program fumes.
Attend partner meetingy oy needed to- engive effective program
mplementation. Provide ongoing feedback to- Hhe Food Bank and report
oy Bsesy as they awrise.

8. Subwit required meol service reporting and relmbirserment
docuwmentation by 5:00 PM on the 5 day of Hhe montiv for Hhe prior
montidy Kidy Cafe operationy (eg., by October 5% for September expenses)
tor Allison Kiser ot akiser@centralfesosfoodboniuorg .
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9. Af progrowm end, refurin any remaining supplies/ woderiols provided by
Central Texos Food, Band

Cendrod Tewos Foook Bank and Partner agree that either porty may end fhis
poitnersiiip of any Hume for any reosony however, botfiv parties will sfrive o
provide of least two weeks notice i the event that elther wishes fo- ferminate
Hhe parfnersivip: Upon fermination of this agreesent; Portner will refurn any
eguipmendt andys or wmaterialy provided: by fhe Food Bank for the Kidy Cafe
Program wifivn 30 days of fermination date

SIGNED for Partwer SIGNED for Central Texas Food
Bank

Soara. Hengley, Divector Dewrrick Chanbbs, President & CEO

City of Avstin Parks and Cendtral Texay Foordl Bank

Recreatfion Dept:
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Daodte Date

Aftacirnentt

Aftachument 1: Program Budget
Attachiment 2: Kidy Cafe Ordering lnstructions

Attechument 3: Kids Cafe Pick Up Guidelines

Aftachment 4: Kidy Cafe Self~Prep Policies and. Procedires Manal

Attochuwment s: Backgrownd Check Verificotion

Atfochwment 6: Owtreacdv and Mavketing Guidelines
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Approved 2017-2018 Kidy Cafe Budget for the City of Austin Parky and Recreation
Deportvent (Paviner)

The budget owtlined below- iy based ow the Kids Cafe Partner’s progrowm seiedule and
estimate of the fotal number of children to- be served daily. The budget s approved.
fov spending only during the program agreement peviod and may be adjusted by
Central Texas Foorl Band during the program yeor Uf Partner's original estimates of
the number of optrating dayy and/or number of children fo- be served changes
considerably. The Footh Bank will provide Hhe Parbner with aduvance notice in the
event that any adjustments do- need fo- be made. The Parfner s responsible for
managing progdrom costs to this budget and commminnicoting proaetivedy with Hhe Food.
Bawndy reqovding any gurestions or concerns

Sufe 1: Dove Springsy Recreation Center

divectly in Kids Cafe foordl preparation and
service

Ouwtside Food 31,404 Ingredients purchased o supplement food

Costy obpfained from the Foorl Bank fo- prepare Kids
Cafe mealy thot align withv the prograam
natrition guidelines

New~Food. Costs | $300 Supplemental funding for non~food puwrchases

dixvectly relafed fo- Kidsy Cafe progroam
serving wiensily, covkmore, cleaning supplies,
ande mileage incurred wien shopping for
owfside foorl ingredients or picking wp food
frow e Food, Bank

Sufe 2: Mowntopolis Recreafion Center
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Sodory $36 per operating | Supplemental salarvy support for staff Lwolved
doy divectly in Kidy Cafe food preparation and

service

Owhiide Food $2,340 fngredients purchased fo- supplement food

Costy obtoined from the Food. Bank to- prepore Kids
Cafe mealsy that align with the program.
nirtrition. guidelines

Non~Food Costy | 3600 Supplemental funding for non—food purchases

directly related to- Kids Cofe progroam
operotions Eligible non—food. (fems Lnclude
and mileage lncunrreds whew shopping for
from Hhe Foool Bonk

Site 3: Turner Roberts Recreationy Center

Supplemental salary Wﬁfwmﬁwwvbvﬁdx
directy in Kids Cofe food. preparation and
searvice

Ouwtside Food 32,907 fngredients purcihased fo- supplement foorl

Costy obtained from tHhe Foor Bank to- prepose Kios
Cafe mealsy that align withe the progrom
nfrUlone guldelines

Nown~Food Costy | 3600 Supplemental funding for non~food purchases

dirvectly relatfed fo- Kids Cafe progromm
operotions: EUgibple non—food ifems Lnelunde
serving wiensidy, cookwoae, cleaning supplies,
ande mileage nerred when shopping for
frowe the Food: Bank
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Note: The Partner must provide doted receipty and/ov other supporiing decumenfotion
for all claimed expenses:
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ORDERING FOOD FROM CENTRAL TEXAS FOOD BANK

Kidy Cafe Partnery ovder food from Cendral Texas Food Bank Hhroughv o web—
based system called Agency Express. Agency Express enables Portners to- view-
ond seaviin fov produets that oae available Ln Hhe Foods Bandls inventory,
place ovders, and view the stofus of oviers: Kidy Cafe Partners should explore
Food, Bank: Lnventory on Agency Express prior to- their progromw start date in
ovier fo- get o sense of the types and quantities of foods Hhat will be available
fo- them

The Children’s Programs Tean works with Uy Kids Cafe Poartners fo- idenfify o
recuriring weekly ovder doy/tame and pick-wp day/fme. The deadline for
placing ovdery fo- be plcked wp atthe Foool Bank s 9 awm: two- days priev to-
the pre-defermined pick—~up tme: Kidy Cafe Partners may place an ovder as
tarly as 10 auwwv on Hhe day priov o theiv ovder deadline.

The weekly ovder and plek~up seiredude and deadlines are;

Pick~Up Ordexr Due By Window During Which Order May

Day Be Placed

Mownday 4 arme o tine Thauwsday | 10 s one Hhe Wednesday of Hhe
of the previows week previons weel unfil 9 aum

Thursday (2.3 -howr windew)

Tuesday q arme on fine Friday of | 10 awm on Hhe Thawsday of He

the previons weelk prestons weeks winfil 9 aame Friday
(23 ~howr window)
Wednesday | 9 aum one Monday 10 awm on the Friday of Hhe
previows week wnfil 9 aame Monday
Thursday 9 am o Tuesday 10 acm Monday wnfil 9 aame

Tuesday (23 -howr windew)
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Friday 9 am o Wednesoay 10 arme Tuesday wnfll 9 aomwm
Wednesdoy (23 -howr window)

*Noter The ovdering schedudle will change femporarily wiven the Food Bande (s
closed for holldays, bnventfory, or staff meetingy The Food Bank will send an
emadd fo- ald sifes U adivance of any closure to- et partnery kinow- when the
facility will be closed and how- closire will affect e ovdering selredule.
Powtners shoulds ensiire that Hre Food Bank hasy up~tfo-date evaail addyesses
for sife condocty.

Ordering lnsfructions

1. Log wv forthe Agency Express webside at hifps// www-agencyespress.ovy.
a. Enter Login nome
b: Ender Password
¢ Entfer Accouwnt Nuuwmber (OOO06pH CXXX)
o Click “Logiw’
e Select “Close’” wihew the Actinvity Status Alert box opens
Neote: Kids Cafe Portnersy may have one logunw and password that are
shared between staff members wio arve awthorized to- place ovders, or
Hiey may ereate o different logln and passwords for each tndividual
whom they have awthorized and trained fo- place Kids Cafe ovders.
2. Seleet “Shopping LUt from the “Ovder Optiony’ drop—down tab, fop left
3. The shopping Ust will now appear. For each e fo- be ovdered enfer
Hhe guantify needed in the bow Lotated to-Hhe Left of Hhe Ufem Please
columin For example, some produicts are pocked 24 to- oo bow ov 12 to- o
bow: If o Partner anticipates serving 24 cienty, the Partner should
ovder 2. boxey of the product that & packed 12 fo- o bow and 1 bow of
Hhe product Hhet iy packed. 24 to- a boxe For meat products (eg., frozen
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meat ov assorted meat) Partnery will need fo- enter the number of
pounds desired

4. Once fhe Pavtner has indicated the guontity of Uems desired for eacin
product; Hhe Partner mast select the “ Add to- cart’ buton at Hhe botom
of the page before proceeding to- the newt shopping List page. If“Add to-
cart’ wy not selected fhe shopping Ust page will be refreshved and the

5. Onee all shopping Lst pages hove been vigited and all desired tems
have been added fo-the shopping cart; select the “Check Out’ button at
the botfow of the page. The following information will be displayed in
the top Left covner of Hhe page:

My Appointment
Reference Number: PO1319356
Pickuwps/Delivery Pofts Tume:

l .Select- yz l i ] Lk

&. From fhe “Pickups/Delivery” diop—down menwn, select Pickup: Then
select the colendor Leon next to-the “Date’’ bow. The calendar will
display Hhe cuvrent montiv withe He Partner's pre—defermined delivery
date highlighted. Select that date. Then select the clock newt to-Hhe
“Time’ box: The clock will only disploay Hie Poartner’s pre—determined.
prek—up tume. Select Hat Hames

7. Affer completing these fleldy select the “Submif Cart’ button: Please
note that the order will not be complete wntil Hae “Subwmit Cort’ bufon
has been selected. Upow doing so the Partner will receive a message that
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the order hay been officially submdidted:. The Portner will also- receinve a

Ordering Tips

When “meat frozenw' or “meot assovied?’ arve availople, Hhe Food Bank
recommends ordering meat frozenw becavse U s packaged un larger
guantities (ot least SO Up/ o). If meat frozen iy not available Portners
showld opt for meat assorted. (typically 30 Us/boy).
lmportont note abowt produce: Although Kidy Cofe poartners will see
cearfolin produice ey Ln the dropping cart (eg., onions, cabboge,
grapefriid), these ems are not- avaidable to- ovder Huwough Agency
Express for Kids Cafes that pick wp their ovders from the Food Bank
Proturce moy be picked wp dusving “drhop for’’ visity See below for more
nformation abowt “shop for.” _

The Foool Bank servesy upwardsy of 250 portners v ovr 21 —county
service aveas and therefore vmust monifor ovders covefully before filling
thewmn to- engire Hhere Uy enoughv prodasct Un the warehouse fo- meet
portners needs. The Food Bank strives for comumumnicate withy portnersy
ahead of tlme Un the event Hhat ane ovder needs to- be adjusted and,
wherever possible, ldentfify potential reploacemendt teims

Supplementing Orders withv “Shop For”’ ltems

Kids Cafe Partrery are strongly encounvaged fo- fake advontoge of the free Uems
onaidople Huoughh the Foord Bandls “srhop for” progrow. Typical ufewms tnclude
Fresiv produnce, dairy, and breads The breadtiv and guantity of “shop fov’”’
ey varies doily depending on wirat the Food Bank receives through
donations and Uy Food Rescue program: Kids Cafe Partnery have the
opportunity fo- peruse “shop for”’ ems when they come fo- the Food Bank to-
plcks up their weekly order, oy well ay on o drop—in basis throughowt the
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weele_Pairtnery may conduet “dnop for” yvisity oy offen as tivey would Like, and
fewe G no it fo- the guantity of ey they moy fake:

e Kidy Cafe Partnery arriving withe their Food Bank (D card may
posrticipete e “dhop for’ withowt g appolntment anytime befween
8:00 avm ande Noow ov 1.:00 paw ande 3:30 pun. Monday ~Friday.

*  Partnery should bow ov bag “shop for” foods separately according +o-tire
following categories: dairy, produnce, and breads (wirich bnclunde
torflllay and pestries). Foode Bonk woavelhowse stoff will assist witiv
weighving the uewy before Partnersy Load them Unfo- Hhelr vehicles

o Inthe covler, Partnersy may select Uems only from the wive shelvesy in
the front of Hhe cooler or from Hhe pallefs on e floor L front of the
sihelwves: Partners showld not walk past or fake Uems from the blue
racis:

o “Shop for” visify showld be Limifed fo- 30 minates

Technicol Assistonece

If yow experience fechnical diffienlfies wiren placing an ovder ov have
guestiony abowt the Ufews thet are avodlable on the shopping Ust plesse call
the Foodl Bank Distribwtion Services Assistondt; 512.-684-2150. For other Klds
Cafe questions, please condoet Allison Kiser, Programs Coovdinator, ot 512 -
684-2131 ov akiser@centrolfexasfoodbonk.org
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Order Pick~Up Guidelines

* The Kidsy Cafe Partner showld designate an anthorized person(s) fo- pick
up Uy ovdery from the Food Bank: This tndisidual or these ndinvidunals
st bring the orgonizoflon’sy Kids Cafe Program Partnesr (D card wiren
they come fo-the Food Bank to- pick wp an ovder and/or poarticipate in
“thop for” (see Attachument 2 for more information abouwt “shop for’). If
a persov from Hhe ovganizofion orrives withowt Hus 1D card Hhe plek~
wp tume will need fo- be rescheduled accovding fo- CAFB availability.
Partnery should not arrive more than 20 minutes prior to- Hheir
seheduded pick-wp fme.

o Ifthe Kidy Cafe Portner's persovunel aviive on Hime, they should back wp
their vehicle (only one velhicle ot o time) fo- an emply spece af-the Food
Bank dock: After parking they should enter He Food Bank reception
avear and showthe receptionist thveir Kidy Cafe Progrom Powtnesr (D card
and sign n The receptionist will alert worehowse staff to- Helv awrival
ands asks them o- walt v the reception area wntil a member of the
warehouse sfaff greets them and shows fhem info- e wourehouse.

» f Partner pevsonnel arrive more than 20 minufesy early or Late for Hhelr
designated: appoinfment they should not park at Hhe dock: Instead, Hhey
shouddd parks bn the main Food Bank parking Lot and sign tn with the
receptionist and wold for fuwther nstrinctions

» If Kidy Cafe Portner pevsonnel know-fhey are going to- be late for their
appolntment fivey showld notify e Food Bank as soon ay possible: (f
they are more than 20 minuwtes Late and. do- not provide tHhe Food Bank
day and time at tHhe discretion of Food Bank staff If Partner personnel
ave more thoin 20 minudes Late and do- not notify the Food Bank the
Partner ovgandzation may be subjectto-a $35 restocking fee.



Shop~For Guidelines

Kidy Cafe Partners arriving withv heilr Food Bank (D card wmay condunct
& “shop for” withowt e eppoinfment angtime befween 8:00 auim. ands
Noow or 1.00 pum awnd 3:30 pime, Monday-Friday. If there Uy an emmply
spoce ot the dock they may back their velhicle wp to-the dock before
enfering the building fo- sign bn with the receptionist: If Hhere are no-
available spocesy ot the dock, Hhey showld park L Hie main Food. Bank
poiking Lot sign un wifhv the receptionist, and wolt wnfil Hhey ave
There s no- lmit fo- he nuwmber of Hmes a Kids Cafe Partner con
conduct o “shop for’ each week or fo-the gquantity or weight-of ems
thet they may pick wp:

lf o Kids Cafe Portrner wishes to- condact a “shop for’ on Uy regularly
seheduded plek—up doy, the Kids Cafe order shouwld be londed info-the
Poartner's velicles) prioy to- condueting tie “shop for”

Portners shouwld bow ov bag “shop for” foods sepavafely according to-the
following cafegories daivy, produsce, and breads (which nclude
fortillas and postries). Food Bank worehowse sfaff will assist with
weighing the Utms prioy fo- deporture.

lw the covler, Partners may select vems ondy frome the wive shelves (n
Hhe front of tihe covler ov from the pallety o tive floor v front of the
shelawes: Povtners shouwld not walk past ov fake (fews from Hae blue
roLks

“Shop for” visity sihould be Limitfed to- 30 minutes.

Warehouse Procedures

L2

Kids Cafe Portner persovunel mugt sfoy within tihve areas of the
worelouse accessible fo- those picking wp ovders: These areas include the
bread and: pestry roow, e front portiow of the cooler, the londing areor
o Hhe pothway leading fo-the restrooms Kidy Cafe Partner personanel
are not allowed: Un the maiiv area of the worehowse or b the freezer.

If an e g Listed one the “Add-Owe Boowrd?” U may be added to-the
ovier at Hhe fume of pick up: Ondy Ufems designafed as sieh may be
added.

While Hhe ovder is stll at e Foorl Bank, the Partner may reject fems
From the ovder f Hhey seenm nappropriote for the Partner.



Kidy Cafe Portner persovnanel must Lovd pre~ovdered protuscty priov fo-
selecting “shop for’ Uems sueh asy bread, dairy, and produrce.

Warehouwse Regulations

Arvive no-earlier than 20 minntes before the scheduled pick—wp time.
Only 3 people per Kids Cafe Partner ave allowed ow the dotk at one
tlme.

Only ndisidumals wiro-are 18 yeary of age ov older ave permitted wn the
worelhouse and. ove the Loading dock.

Childiren under the age of 18 must remain n the reception area under
Aotk

Eating and diinking are prohibifed in the warehowse.

Kids Cafe Portner personnel dhould not attempt fo- operate wevehouse
equipments only frained Food Bonk employees ove awthorized fo- do-so
Please be aware of special notices posted b and avomnnd fire warehouse.
Notify warehowse staff tmmediately of any rregularities or pofentiolly
Only Foods Bank personnel shouwld handle Hems that ave L the
restricted cooler avea: If Kidy Cofe Partners would Like an e from
this arvea of the cooler they showld ask Food Bank warehowse staff for
assistomnce.

Warethouwse howrs ave subject to- change at the Foods Banky discrefion.
Anyone planning to- access the loading dotk or the warehouse MUST
wear appropriofe, cosed—toe shoes. Flip-flops, sandals, and high heels
are wot permitted.

For food. safety and general safety reasons, dleeveless shivty ave not
permitted L the warehowse or on the dock.

Lovding Ordersy

Eaciv Kids Cafe Portner s respovsible for londing Uy oww ovder. Only
persons Londing tHhe velhicle should be on the dock; other personnel
showlds walt n the reception aveo. Kids Cofe Portner persovinel waist use
Hhe side ramgp or stains fo- get ondo-the dock. Jumping wp ondo- ands dowe
Frov the dock are drictly proibited: FPlease note that the Food Bank
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* The Ky Cafe Partner showld provide a vehicle or vehicles large
enough fo- trawnsport Uy ovder. The Partner may be chavged o $35 re~
sfotking fee of U cannot pick wp the entive ovder. The Food Bank
encourages Pavtners to- consudt-thelv ovder prior to- pick-up so- that they
have o sense of how muchv they will need to- transport:

o Food Bank personnel reserve the rightto- Limit Hhe amownt of prodaict
leaving the Food Bankly docks if they feel the load distribution of the
produrct exceeds the safety lmifotions of Hhe vehicley capacity.

o It the responsibility of Hhe Kids Cafe Pairtner to- ensine Hhot s ovder
U correct prior to- Leaning tive Foodl Bank: Eacih case or package should
be cirecked as U iy Londed, into-He velnicle.

o Kids Cafe Poartnery receiving daivy and/ov frozen tems must bring
coolers fo-fransport these Utems from the Food Bank to-their facilities if
travel fime gy more fhan 20 minutes The Portner may not receive these
ems without the appropriafe nswlated contniners or freezer blandeds.

o Please note that the Food Bank sciedudes two- plek~up appointrments
every 30 minfes, so- UF i bmportantthat Kids Cafe Partners arrive on
time and Lond thelr velhicles Ln a timely manner.

Checle Ouwt-

o After all food Ly lovded, the Kidy Cafe representotive showld bring Hhe
signeds copy of the “Plcking List” to the Warehowse Staff and refain the
“carbont’ copy for the ageney's recovis.

o The Kids Cafe representative must “sign-out’ in #he logbook in Hhe
lobby before leaving.
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Kids Cofe History and Overview - -

The Central Texas Food Bank welcomes yow to-the Kidy Cafe Program. Yousr
orgomnizofion hay been chosen fo- partner with the Food Bank as a Kids Cafe
Pavrtner becawse of our shared mission fo- provide childien witiv the
nouvishument ande resounrces they need fo- thaive and succeed. We look forward
fo- working witlv yow fo- feed and nanrture the children tn your commumnity.

Kidy Cofe Portners:

s Demonsfrade a commitment fo- serving childven wie are at- risk of food

s Serve popudations bn wiich 51% or wove of the dhildven are eligible for
free ov reduced priced: breakfost and lnnch

»  Howe dedicated and motiveted stoff commitied to- providing great
progroming, Service, madnfoining recorols, ands proper reporting to-
ernsire the contined urecess of the progrom.

o Provide prograwmming un conjunction witiv Kidy Cafe free of charge. */n
e case of FParinersy that offer mudfiple programs, mealy served fo-
childyen in programs thart charge an envollmenyt ov regisfrafion fee may
not make wp the magority of Kidy Cafe mealy serveds

Progrowm Background, Gools and Objectives

Kidy Cafe®, o progrowm of Feeding Americe, provides free, nfriflous offer
sehool meals fo- Low—income children thaougiv o variety of existing community
Locations where children congregate. These lotationy include buf ave not
lmitfed fo- Boyy and Gurlsy Clbs, recreaflon cenders, housing aunthorities,
charrehes, and public sehools e addidion fo- providing meals to- kids, all Kids
Cofe progromy also offer edivcational, recreational, and social activifies L o

Kids Cafe wos storfedl by the Second Harvest Food Bank of Coasfol Georgiar v
1989. w1993, Feeding America lannched five notional Kids Cafe program.
Today there are more than 1,500 Kids Cafes un operoflon thiroughout the
Unifed States



The mission of Hhie Kids Cafe Progrowm Ly to- help alleviate child hanger in
America tharoughv the provisiow of nartritious mealy served to- childyen at-risk
of hinger in safe, accessible sifes: The Kids Cafe Program elso Lncludes

The Food Banils Kids Cafe Program Objectives
Serve nfriflons meals and snacks to- childven at-rishk of hnger

Provide progroams at easily accessible, safe sites
Supplementthe meal service with enpichument activities

SR S

'STANDARDS & GUIDELINES

Standards

Feeding Americos supporty the Food Bank in providing the Kids Cofe Program.
The Food Bank iy requived to- enforee Feeding America guidelines, as well as
those approved by the Food Bank leadership: Kids Cafe st meet e
MMW\@W*M
Approved agency tn goods standing or o program ov project of thve Foods
Bank,
*  Healflvy, nutritions mealsy wust be served. to- chhildiren. Al meals must be
offered free of chavge. Mealsy can be hot or colds
»  Staff and volwnfeersy withv diveot repetitive condoct with childien must
pass a- national backgrouwnd check.
*  Recommended adult~fo-chidd ratio- for Kids Cofe programming is 2
aduddty per 2.5 children,
*  Enrichiment activifies must be offered, incliding: Nutrifion Education,
ar miniwvnsiw of once per montiv ov od- least nine lessons per year;
academic ond/or recreational activity each day the Kidsy Cofe is serving.

Guidelines




OUTREACH AND MARKETING

Kids Cafe Partners should Ldentify on all owdreacih materials, media releases,
and ofher marketing collaferal Hhat the meal program s o Kidy Cafe that iy
being offered Ln partnersivip wiliv fire Central Texas Foods Bank of Texes: The
Foode Bonk approval Uy reguived for wsage of Hhe Kids Cafe and Hre Food Bank
Logos.

KIDS CAFE STYLE GUIDE

When “Kids Cofe?’ (s wseds v a senfence or navrative, the following guidelines
wuist be adinered fo:
o The flrsf reference will be followed by five “® registration symibol.
o The afflliafion asy “A progrom of Feeding Americe’’ y clearly noted n
the flrst reference fo- Kids Cafe.
o The words Kidsy Cafe alwayy appeor as one wnif e Hheir entfivety.
o The leffer K7 L Kids y alwayy capifolized and Hhe leffer “C7 un Cafe
s adwoys capifolized.
o There b no- prncfuetion for e word Kids Cafe in text: Theve s no
apostropie L Hhe word “Kids? as Ut s nsed ay a pliral, nwot o possessie
noun and Hiere b no occent morks over the ¢ Ln “Cafel’.

LETTER OF AGREEMENT

A signed Ledter of Agreement must be ove file wifiv the Foodl Bank: A new- Leffer
of Agrecment must be signeds annually. The Letter of Agreement will specify:

| e Beginning ond ending dotes of prograwm operations

o Doyy and howry of optrotion .

o Estimated, number of childeen fo- be served

o Progrom budget

Dayys ande Howrs of Operafion
o Partners must adiere fo-the days and howrs of operation set b their
Letter of Agreement
o Portnery are responsible for notifying five Food Bank witihvin 24 howry Uf
oy adjustments fo- the seihedule are necessory.
¢ Partners may not exdende the service period ov add/subtract days
withowt the approval of the Food. Bank.



*  For Partners that are approved fo- serve thaoough the simamer, siumamer
mealsy may not accovnd for more thaw 50% of the totel mealy served in
anniral condtract

o Kidy Cafe mealsy waust be served divectly beforve ov divectly affer
progrosnimning.

o Children ghould be allowed a minimumm of 20 minuntes fo- eat Kids Coafe
meals.

PROGRAMMING

o Kids Cafe Partnersy must offer free supervised envichwment progromming.

*  Sowme Partnery may offer mudtfiple programs, some of wicd are free and
otinery of wiich are fee~based. For these sites, meals served fo- yowtr wiro-
ot envolled e paid programining moy not make wp Hhe majority of
meals served

o Acceptable programiming cowld lnclunde bt iy not Limited tor tuforing,
sports, leadersivip skilly training, and art progroms:

ol accordance withv Feeding America guidelines and as ovdlined in Hhe
Letter of Agreewment; Kids Cafe meals nust be served in conjunction witiv
errLeiment progroananing.

o Kidy Cafe Partnery are responsible for providing Hhe Food Bank withe a
Lst of enwichument programiming including any participotion or
envollmendt fees

Programaning — Nuwfriion Educetion Reguivrement

Kidy Cafes are move Han a soup kitthen for children: Thevefore, envichment
activities thet support otiver facets of Hhe development; of the wirele chidd, are
o bmportant port of Kids Cafes: Feeding Americo guidelines mandate that
Kidys Cafe Poartnery must offer nautriflon eduication activities once ar month or
& mdiniimidine of G Himes per year.

The ndrition education component of Kids Cafe provides parficipating
children an opportunity fo- learn more about the food. Hhey eat ands how-to-
make healthy choices: The nutrifion education standerd was not desveloped
withv the infent Hhat the Foods Bank staff would provide the mudrition
education rother, the adults or o yvolunteer at Hie site should fulfill Hhis
reguripesnent:



Inferoctivity witiv the children af-fhe Kids Cafe Ly the goal, so- thve educational
component does not- need fo- be exfensive or lengtihy. Any activity Hhat

sty flon edincation foolkitsy will be provided fo- eaci Partner sife. The toolkit
wag designed. to- be faught by anyone bwvolved withe a Kids Cafe, regardless of
his or her level of formal nufrition fralning. Angone witiv enthusiosm for

Eaci lesson Lnclinodles:
o Stafement of gouls and objectives
o Ouwtline withv tollving poinfsy
o Warm—up activity
o Main lesson
o Activifley and supporting educotional props
s Recipe
¢ Evaluafion
o lncentive
o Supplemenfol referencess/ resounrces
o  Evaluafion Reguivement

STAFF AND VOLUNTEER SUPERVISION

o  To ensure adequate adult supervision during the Kids Cafe meal service
and progrovmming, Feeding Americe and the Food Bank requive sites fo-
malinfoin o adudt—to-childl rotilo of o minimamn of 2. supervising
adudtsy per 2.5 children.

o  Each Partner agrees that all sdtoff ond volunteers wio are bn regulor
condoet witiv children must pass o national background check:
Dotumentotion of complefed backgrownd checks must be kept on-site.

o  The Partner must sign a Backgrovunds Check Verificofion Form verifying
that all staff withe reguloar covdact witiv the chaldren (as Wsfed on Hre
form) hawve passed a national backgrownd check before assumming Kidy
Cafe dutfies andys/ or sipervising children. See Attachunent 5 fo-the Letfer
of Agreemendt:

o Cook(s) prepering Kids Cafe mealsy wmust have o Food: Manager

o The Pavtner must submlt to- fhe Foods Bank Hhe valid Food Manager



REPORTING AND COMPLIANCE

Partner sifes must submit a monthly report using Hhe form provided by
the Foorl Bank.

Kids Cafe Pavtners must report any changes in stnffing, scheduling ov
progromining to-tihe Food Bank within 24 howry Failure fo- do- so- coudel
resudt b fermination of the progra.

the agreewent period.

Sifes will implement changes recommended by Hhe Food: Bank sioff
durving monifors ands vislly o ensire complionce with natfional and
lotal Kids Cofe stondards,

lneluded in each Pavtner's Letter of Agreement (s o budget Listing tHhe
Povrtner's gront allotment: This budget also includes e maximimm
samount eaciv Partner sife may spend on salaries, owiside food expenses,
ot any other approved expenses. Eaciv Pavtner site s responsible for
reviewing Uy budget and ensuring that they spend no more than fieir
grownt allocation.

Receipty for expenses and proof of cooks’ salaries wust be submitted
montily.

Rewmbusement will be sued only affer monthly reports and all
ERPenSL receipts have been received and approved by Hie Food Bank,

Montily Reports

Partnery are requived to- submid o monthhly report for cach side on the
form provided by the Food Bank:
Monthhly reporty include the following datn for the month:
Nuwmber of chhildren served
Nuwmber of meals served fo- chiloren
Nuwmber of meals served to- parents and. siblings (f applicable)
Nuamber of meals served: to stoff-(if applicable)
Salory expense for cooks
Expense of foool puwrchased from owhside vendors
Othher approved expenses, if applicable (e.q., mileage, paper
produscts, deaning products, utensils, efe.)
lvw ovder fo- receine reimbprrsement each site must submit the following,
odong with the monthly reports

o Receipty for food and otiher expenses

o Proof of payment for cooks

O O 0 0o O O ©



Food. Log including meninsy and food femperatures
o  Nuwfrition education activity log and evelunation form
o Reporty and reimbirrsement dotumentotion are daie ove te St of
the montiv for the prior montiv (eg., deadline of May 5t for Kids
Cofe operationy and expenses un April).
e Relmbursement will be sued only upon receipt of He montily report
and. supplemental decwmentotion.

Moniforing

Ay a Kidy Cafe Partner, your site(s) will be monifored annvally and vigited
periodically. The purpose of moniforing U for engure that your sife s tn
complionce with all federal and local regulations: Visids are also- o woy for
the Foool Bank fo- gounge your satUfaction withv e progrom and fo- see of we
casv assist yow L bmproving the progrow ot your sife.

What is He Food Bonk looking for during a moniforing visif?

o Site i b compliance withv all federal and local regulations

o Sife condarets backgrownde checks on all staff and volunteers

o Accurate recovds of daily meal service ave mainfained

o  Monfhly reportsy ove submifted covrectly and on time

o Sufficient vloff and volunteers ave available to- spervise poartlcipating
childrren (2 adulty fo- every 25 children)

o Al meals served meet USDA'y recommended guidelines (National School
Luwneh Progrow guideliney) for o meal

o Academic and/or recireational activifies ove offered each day

o Nufriflon educotion lessons are offered montilly

o  Evaluations Reqguirements

o Kifthen by clean and ovganized

o Current Healfin lngpeciion displayed tn ar visible location

o Coovk hoy Food Manager cevfificotion

o Food (s heated and served occording to-the covrect safedy precantlons

What should your site hane prepoared for the visit un advance?
o Accuyate child fo- adudt rotio
o Dotuwmentafion showing that backgrownd checks are conducted
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Documentotion showing that cooks have obfained Food Manager
Current HealbHn tnspection

Accwrote gt of available programming inclunding any fees chharged for
progroams

Menars

Nutrition education activity log

Feedback: ow the program and possible ways to- lmprove U
Feedback on the Foor Bank invenfory

KIDS CAFE MEALS

Serving mealy that have nufriflonal valie, meet progrom meal patfern
requirements, and faste good fo- children requives careful menw planning.
Each sife iy encovraged fo- identify o feam of individuals wio cam assist with
edarcotfors.

Meals must be provided. free of charge to- any child who- wishes fo- eat
To encowrage poyental vwolyvement and creafe o family enyivovument,
mealy may be served: fo- powents andy/ov siblings.
MWWWWMWMWWWKW%
Nutriflon Standards section.

Menug showld be planned. in adionce and: be made available wien
requested by the Food Bank staff: Copies should be kept on-site for 3
yeary and 90 days

Food: fov Kids Cafe meals showld be ovdered. from the Foods Bank
wienever possible. Kids Cafe Portners showld only ovder foods from e
Foorl Bawnde Hhat can be used to- prepare meals fhat meet the Kids Coafe
nfrifiove guddelines:

Foud may be prurchased from owtside vendors wien necessary fo- provide
a- healtivy voriety of meals. Please review Hhe owtside food expense
budget in your Leter of Agreement Partners are responsible for the
moniforing of their budgels to- stay within their grant allocation:

Kcdy Cafe Mealy — Trangporfation fo- Other Sifes
I the event that o Kidsy Cafe kitthen prepares meals for multiple sites, if will
bt the responsibility of the progrom host sife fo- swrange for secure
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trowmsporiafion of meals: Approval to- serve wudlfiple lotations will be
Aocmenteds b the Letter of Agreemendt of eligible sifes: Sites that do- ot haxe
pricr approval frow Hhe Foodl Banks moy wot transport meals fo- other sifes or
progrows. AW food safety guidelines and fomperoture condrols wmust be
followed. Proper equipment must be used to- assinre foodl safety. Al site stoff
respovsible for tramsporiotion of mealsy must howe ar minimaumn of a Food
Managers certification prior fo- the progroww storting.

Menw Analesis

Kidy Cafe Portners showld adirere fo-the National School Luncdr Prograw’s
(NSLP) foor-based menww plarwing guidelines when plonning and execting
menins (See Attachument 1 for the Kids Cafe Nutrifional Guidelines) An
executed 2 ~weeks menan st be subwmitted to- e Food Bank Registered
Diefifian dusring the first montiv of the fall semester. Menuy should tnelude
ol serving sizes ands specifics of eacl food Uem, as well as the recipes for any
“homemade’’ food. Uems: The diefition will analyze Hhe 2 -weeks menin for
components (whole graing, voriety of fruifs and vegefables, low—fot daivy, Lean
profein, efes), calovies, sodivm, safurated fot ond frans faf: Sifes should
covusdt the ndrition stondards and: weekly servingsy per grode level b the
Kids Cafe Nufrition Guidelines section of this manual (Aftachument 1). The
Food: Banils Regustered Dietifion s happy fo- provide guidance ow the
mfrifional value of the Foool Bandly naentory and (deas for how-fo-
ncorporate speiifie Lngredients Lnfor tasty, nwfridlouny meals.

FACILITIES

o  Kidsy Cafe Portner Agencies must provide and mainfoin o safe, secuye

o The facllity showld be accessible to-a large number of chuildren:

e  The building must haxve heating, covling, restrooms and sfaff or
properly traineds volunteers fo- ensiire ongoing mainfenance and
cleaning.

o The facility wmust have an existing kifchen that meety Cuty, County
ov Stote Healtiv ands Fire Depowtment codes, witihv minimaim food
preparotion equipment to- nclude an oven, refrigevotfor and kifehen
sk
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o Tabley and chaivy must be aveilable fo- accommeodate the maximumm
number of children expected at any one fume, alfhough feeding

¢ Aw aninual healtiv bnipection cerfilficate must be provided fo-the
Foordl Bawnde and kept on—site for 3 years and 90 days.

FOOD STORAGE

o The fovd sforage area must be clean, witiv no holes Un e wally,
ceilings, or floory There should be no gaps oromnd the windows or
Foorbonsds that could allow enfry of rodents or nsects:

» The food sforage area showld be Locked wien not supervised fo-
prevent possible theft: Refrigevatory and freezers should either be in
o locked avea, o Hhiey waust be lockable.

o A thermometer must be positioned b eaci cooler and freezer.

o Temperature logy ove kept for 3 years and 90 days.

*  Non—foodd articles such ay cleaning produncts, detergendts, sonps,
Hems or L o separode storage aven

» Food Uewms must be stored af least six bnches above the floor. Food
showld not be sfored: on pollety Ln an area withv open confainers ov
wihere foorl s prepared: Palletsy provide o dark, warm habifot for
pests: e rave coses, the wse of pallety may be used Ln Hae slnging area
of the pondtry, bt may not be the primary method of storage.

o Shelvesy showld not be lined with contact paper as tive glne attracts
wsects: Bufther paper s a good aliernative.

»  Sufe showld rotadte, label ov fuke periodic Lnventory of the food: Ufems
to- ensure fresiuness. Remember, FIFO (Flrst ln Flrst Oud).

*  Sufe must fake adequate steps to- ensuwe that food tems obtained from
sovrees other thow the Food Bank hewe odequote labeling and are
free of seriows defects that wmay pose a healtiv hezard to-He kios:

o Foodl may wot be stored in o commercially opervated storage facility
(eg., Public Storage, U-Lock~It, efe).

ORDERING & PICKING UP FOOD FROM THE FOOD BANK
Kids Cafe Partrersy should ovder as many of their tngredients as possible from
the Food Bank. However, Hhe Foorl Bank undersnnds Hiat many of Hhe Ufems

Pavtners requive ave not available un Hhe Food Bandls narendfory. The Food
Bank provides an owtside food budget tor Partners fo- enable Hiem fo- puarchase
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these ingredients from lotal vendors: The Food Bank will reimburse funos
used: for those Uems f receiptsy are presended along witiv the monthly report: I+
W resporsibilify of the sife fo- stoy within Uy budget for owiside food costs: See
Aftochwent 2 to-the Letter of Agreement for furtihver Lnstructions for ordering
and pleking up foodd from Hie Food Bank.

e AW Kidy Cafe orders must be complefed on-line using “Agency Express
3" website Witpa// wwwagencyerpres.ovg. Training for fhis will be
gvew prior fo- your first ovder. If yow ever have Bsunes witiv your online
ovder, confoct tive Dutribution Services Aslstont at (512) 684-2150 or
Childyen’s Progrows Supervisor (512 -684-2514).

o Who ordery food? It (s important that the food. being ovdered for Hhe
Kids Cafe site iy done by the persow prepaving the meals and/or
creating the menias:

e Food ordered for Kids Cofe should be limited fo- foods that are
appropriofe to- make meals that fit tihve nutritional standardy of Hhe
USDA National Scihool Luneir Program. Foodl ovdered for Kids Cafe
shoudd not be wsed for any otiver purpose fhan preporofion of Kids Cafe
meals: Ordering non—foodl vemy should be limifed fo- paper products
ands cleaning dems useds L serying and cleaning up affer Kids Cafe
meals.

Ordering Produce from the Food Bank: the Food Bank Ly unable to- singe
produice ovders n (B worehowse; thervefore, Kidy Cafe Partrners are not able to-
wnclude fresiv producce v the ovders they place on Agency Express: lnstead.,
Portnery are encounraged fo- foke adaandoge of Hre Food Bandkls “shop for”
progroavn, wherein they may pick wp as wmany freshe fruidy and vegetobles
Aunring visify to- e Food Band To ensure that o local Kids Cafe receinves
produsce, the person placing the food order and designing the men st
commmnicate with the persow picking up the order fo- Let them kinow- wivadt
fypes and quandily of produsce (s needed. See Shopping — Selecting “Shop For”
Hems below ande Attochwments 2 and: 3 for more informafion about “shop fov.”

Note: Kids Cafe sites that plek wp off-sife af a regional delivery Location (e,
Hhat do not piek wp their ovdery from the Food Bandly main focility) must add
perishables o thelr on-line ordery as they are unable to- come to-tive Foods
Bank to- do- o “shop for’.

wek U e — ional, Food Dels D
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Ovdery for Regional Food Delivtry must be placed by 9:00 aum two-
business days befove Hhe scheduled delivery day.

Pick up- fumey and: Locationy can be found: on Hhe tromsportation
celendar located on tive Partner Agency websife ov by contacting Hhe
Foodl Bank Distribution Services Assistont ot 282-2111 exk 150

Toxit or polsononsy Ufems sueh as bleach, insecticides, efe: may not be
tromsported and should not be ovoered for delivery.

Sufe representotives must be at the distribution site prior fo- distribution
tume. The driver s not obligated fo- wait for late arrivals and Late
arrivels will pe served. Lost:

Ne-children wnder He age of 18 showld be brought fo-the RFD dvop
e

Tobacco products should not be used at#he RFD deop site.

AW safety procedires must be followed: Site representatives should not
enfer the Food Bank frick unless instructed fo- do- so- by the driver. The
rail Uft and pallet jock may only be operated by the Food Bank duriver,
it w the responsibility of He site to- provide o velicle and necessary
volunteery to- accommodate iy ovder. Agencies are encovuaged to- help
eath otiner.

The sife should practice good howsekeeping. Trashv sdhowld be put L
confainers and boxes and pallets neatly stocked.

Sites receinving dairy and/ov frozen Hems must bring covlery to- tromsport
these Uems: The Site will not receive Hiese tfems withowt the
appropriate nswlated confainers:

The Site mustcheck Us ovoer againsttie Pick List as Hhe ovder s
londed intfo-the velicle. Any discrepancy must be brought1o-He
affention of the driver atfthe fime of Hhe delivery.

Proceduiresy ot the pick-up site are subjectfo- change by the driver. Sifes
will be notified n writing before new policies tuke effect

Advrerse weather conditionsy may prolong or delay distribution

Sites ave respovasible for bringing necessary equipment fo- accommodate
AW Sites mangt checks v withe the driver upon arrival aind showHheir
Agency cord,

AW diry goody must be distributed: and. lovded onto agency vehicles
before distribution of covler and frozen items,

Average digtribution time cowld range from one fo- firee howrs.
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Seheduled Pick Ups af Hhe Food Bank - Local

Plek up times arve determined by tie Kids Cafe sife and. the Food Bank
Dustribution Servicesy Assistont (512~684-2150).

Eacin Kids Cafe site will be given two- membersihip (D cords. The site
showdde appoint an autihorized person(s) fo- pick wp ovders. The
owthorized person(s) shouwld be given the ID cord(s) to- bring with them
when fhey come fo-the Food Bank fo- collect an ovder. Sifes must provide
tHhe Foorl Bank witiv the name of the awfiiorized pick wp person(s). If
someone arrives withowt o membership D cord, the pick-up tme will
be rescheduled: If arvangements to- rescihedude five piek—up have not
been made within 24 howrs, and/or the cards s not present od-the
rescheduled Hume your ovder will be resfocked. Ay o Kids Cafe site, yow
showld not let- this happen.

Upow arrival, e Kids Coafe persorunel will be asked fo- sign (i and
sivow their membership (D card fo-the receptiondist: They shouwld Hen be
seateds L the reception avea and: wold for the worehouse assistont fo- coll
for thew: For Usues of flre sofety, eacl Partner representative entfering
Hhe worehovse must sige L ands ot

If oo site iy late or early, the sife personmnel will follow-fhe same sign-in
proceduipes Usted above; however, they must walt b the reception area
witle ofrer agencies are serveds Any sife that s move Hion 20 minantes
late may not be allowed fo- add: “shop for” Uems fo- Uty ovder. Ang sife
that knows U s going fo- be late should call the Food Bank as sovw as
possible: If Hhe site Uy move Hhan 20 mintes lafe without prior
notification, Hiey may be asked fo- rescihredude Hhe pick~up doy and Hine
at tihe discrefion of the Food Bonk worehowse stoff.

The site)s velnicle may then be backed up to- an empty dotk: Only one
(1) vehicle moy be backed wp to-the dock at o tiame.

Sifes receiving dairy and/ov frozen Ueims munst bring coolery fo- transport
Hrese ems: The side will not receive these ems withowt the appropriafe
nsulated confainers

Warehouse Procedures

Kids Cofe Partner personimnel must sioy within the aveas of the
warehouse accessibple fo- those picking wp ovders. These areas inclunde the
bread and pastry roow, the front portiow of the cooler, the londing area
and. the pathuway leading fo-the restrooms:. Kids Cafe Portner personinel
are not allowed L fhhe main areo. of the worelhowse or v the freezer.
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[f e Utean Uy Listeds o fhe “Add—On Boowrd?’ (F may be added to- He
ovder at the time of plck up: Only fems designated as snch may be
adoeol.

While Hie order Uy stll at the Food, Bank, the Agency may reject items
frovww the ovder Uf they seew Lnappropriate for the Agency, (L. sharing
ereamw for child care centfer).

Kids Cafe Partner personnel mist Lond pre—ovdered provuscty priov fo-
selecting “shop- for” Utems suchv oy bread, daivy, and prodace.

Warehowse Requlafions

Arrive no earlier than 20 minutes before the scheduled pick—wp time.
Ondly 3 people per Kids Cafe Partner are allowed on Hie dotk at one
e,

Only individuals wiro-are 18 yearsy of age or older are permitied in e
warehouse and on the londing dock.

Childven wnder the age of 18 must remain in the reception area vnder
ootk

Eating and drinking are projibited Un five warehouse,

Kldsy Cafe Poartrner personnel should not attempt to- operote warthouse
equipment; only trained the Foud Bank emplogees ave authorized +o-do
30

Please be amware of special notices posted: n ands around. the worehouse,
Notify warehowse staff imwmediately of any rregulavities or potentially
Only the Food Bank personnel showld handle items Hhat are i e
restricted cooler area. If Kids Cafe Partners would Like an item from
this avea of the cooler fhey should ask the Food Bonk warehevse siaff
Warehowse howry ave subfectto- change ot the Food Bankls discretion:
Angone planning to- access the loading deck ov the worehouse MUST
wear appropriate, closed—toe shoes Flip-flops, sandaly, and. high heels
ave not permiffed.

For food safety and general safety reasons, sleeveless shivrty are not

Londing Orders
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Each site s responsible for Londing iy own ovder. Only persony loading
the velicle should be ove the dock: AW ofirers shouwld wodid L Hre
recephlone area. Please note that the Wavehowse Ayicstand reserves e
righd-fo- Limdd the nwmber of people on the dock at hisryher discredion.
The sife showld provide a velhicle or velhicles lorge enoughv to- transport
the ovder. To help the site judge the size of Uy ovder, Hhe sife may ask
the Distribution Services Assistant for the esfumated weight: This
estimated povindage inclides all ovdered items bt does not Lnclude
“Uhop- for by weight' Uems for Local sites: For reglonal sifes, Hhe
estimated, poundage does include “shop for by welght' Utems.

It U the respovsibillidy of the sife fo- ensuire Uy ovder (s covrect Eacl case
ov pockage should be checked agy i iy lovded ndo-the velricle. When o
site represendfotive sgns fire work flcket; e ov she accepts U as printed.
Sifes receiving daivy andy/ or frozen dems must bring coolers fo-fransport
Hhese ey fromw the Food Bank fo- their focilifles Uf fravel fume Ly more
Hian 20 minunfes: The Parfner moy not receive these dems withowt fhe
appropriate nsulated: confainers.

Please note: He Food Bande scihhedundes two appointments every thisty
mlnaites, so- UF Uy bmportant thet Partners lovd. their velhuicle(s) o

After lovding erders, site personnel may “shop for’ certoin bread,
postries, produce, and dairy. Breads, torttllas and pastries fall under
one cofegovy (breads) and do not hoave to- be separateds from one anotirer.
The “shop for” tems must be boxed separvately and weighed by
warehowse vaff Sandwiches should be weighed witiv dairy producty
b tHhe cooler, sifes may select Uems only from fire wive shelves un fhe
front of the cooler or from the pallety on tihe floor Ln front of the
shelves: Partners arve not permifted to- walk pagt the “No- Agencies
Beyond This Polnt’ dgw or blune racks, nor are they permitted fo-take
vfems frome Hhe blue racks.

ondy by the Foods Banks stoff.

Portner personnel should stack any trays they may have emptied tn
botiv the cooler and the bread rooww
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o When londing uncased product; care should be faken Hiot heary
produrcts (eg., meat; cheese) are not londed on lighter, more fragile
producty (eg., postries, bread).

*  Eating and drinking are not permiffed in the cooler ov the bread room.

* There ua 30-minude tme Lt for “shop for”’ Any site exceeding Hiis
fume Lmit will be asked to- Leave.

Check Owf
¢ After all food s Londed, the Kids Cafe represendotive showld bring the
signed copy of Hhe “Pleking Lt to- the Warehowse Staff and retoin Hre
“carbon’’ copy for Hie agency’s recoros.
o The Kidy Cafe representotive must “sign-out’ in the Loghook in e
lobby before leaving.

Budgeting

The Food: Bank provides each Kidy Cafe Partner site witiv a program budget;
Attochament 1 fo- Hie Letter of Agreement: The budgetr s based on five nimber
of chaldren (e, meals) the sife anticipotes serving and Hhe nsmber of serving
dayy b fie agreement period. Budgeted covty nclude

e Salory
e Ouhside food coptsy
s Nown—food costy

Unfortunately, e Food Bank iy not able o~ cover all of He covls assotiated.
withe Kidy Cafe meal preparation and service. Kids Cofe Partners ave
responsinle for managing program expenses to- their budget and ensuring they
have adequate funding from alternate sources to- cover any costs that exceeds
the support provided by the Foorl Bank: It is essential that Pastners conduact
periovie reviews of their Kidy Cafe ypending and expense accownts fo- ensure
that expenses ave not only appropriote but also- justifiable in ferms of Hhe
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organizofion’y mission and financesy Poartners miist communicate proactively
wifiv five Foodh Bank regoarding any concernsy ov questions relafed. to- He budget
and progrown operating covty:

Sadary

The Food Bank provides some salary support to- help sites offset Hhe cost of
stoffing Kids Cofe meal preparation and seryice. The Foodl Bank works witiv
each site indinidually o determine sinffing and. support for the Kids Cafe
progroim: The Food. Bankly stondord. fixed rode for salary support (s 336 per
day ($12/ hovwr for one sfoff membey, based ow the assmmption thot the
anverage tume fo- prepoare onds serve Kids Cofe meals i tharee hours).

Note: Some Kidy Cafe sites wmoy requinve oo revision to- Hhe sfandard solary
reimbirseimendt rofe. The Foodh Bank works withv Partners fo- develop Hielr
budgets and may make adjustments on a case~by-case basis

Eaciv Kids Cafe site’s budget will owtline s salory sipport structure,
o The Food Bank will reimbiiise $36.00 per doy wndessy otherwise
outined Ln the budget:
o Montily salary relmbursement will depend on the actual nuwmber of
doys Kids Cofe operated that month

Note: The salary budget s based o this flot rate. The sife s resporgible for
covering any additional saffing costs associated with Kids Cafe. While the
Kids Cofe Powrtner hay flexibility bn determining how-to- use e flat vafe
salary reimbursement (Le., Uf there ave muldiple stoff working on Kids Cafe,
deciding wirichh stoff member's ov membersy salaries fo- support using the Food
Bonk grownd), Hhe Poartner s sl respovnsible for mainfaining an adudf-to-
child rotio of o minimuim of 2 adadty per 25 children providing supervision
dunring Kids Cafe meal service.

Qutside Food

Kids Cafe Powrtners showld ovder oy many of thelr ingredienty as possible from
Hhe Foods Bownk: However, the Foods Bank wndersfonds that senveral of the ems
Partners requive ore not ovailable (i the Food Bankly inyendory. The Foods
Bank provides an owtside food budget to- Partnery fo- enable thevm fo- prrthase
Hhese ngredients from Local vendors: The amount allocated to- outside foodk
spending depends on the number of children o site serves and the lengthe of
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Uy Kidy Cafe Program: The Foodk Boank will reimburse fuindys wsed for those
ey Uf recelpty arve presended along witiv e montilly report I s the sife’s

Now~Food Supplies (for sites withe an approved: “Non—Food, Costy?’ line ifem tin
their budget)
Acceptoble non~food tems tnclude but are not Limitfed to
o  Mileage (reimbursable of the prevailing federval vote) fov Hhe following
fravel
o Pitking wp food ovdery from the Food Bank ov the Foorl Bank
Reglonal Driver
o Trips fo-the grotery stove fo- prathase ingredients that supplement
food acquived Hiroughh the Food Bandls naentory
o Delivery of mealy fo- o site Uf Hhey are preporved i an aliernate
location
o Paper and plagtic supplies (serving frays, wiensils, efc)
o  Cleaning supplies
o Covking supplies/tools (poty, pong, can opener, efes)

The Food Bonk moy allocate addifional funds to- purchase supplies Uf Hhe
Foodl Bank and fhe site deem the ifem iy needed. for a successful program.

"Some Kidy Cafe sites may reguive a slight revision of the standarol
breakdown.: The Foor Bank will review-site budgefs and may make
adfugfmenty on a cage by case bagis

TECHNICAL ASSISTANCE & COLLABORATION

The Food Bank iy committed fo- doing everytiving Ln (3 power fo- sipport Kids
Cofe Partnery un fulfilling their responsibilities and providing Hie best
service possible fo- childien b thelr communities: The Food Bandly gool Ly to-

21



ensire sife capacity and guality progroamming by working cdosely with Kids
Cafe Portnery to- resolve Usunes ay they arise, os well as plaw proactively for
Technical Assistonce 7

The Food Bank w net ondy avaidable butf eager to- provide fechnical assistonce
fo- sites as neededs Kidy Cafe Parfrury and the Food Bank vaff should use
ongoing communicofilon thaough the monthly reporfing process, annuial
fralnings, sife meonifors, and perlodic site visity to- dentify and respond. fo-
progrosunatic challenges ond opporfunifies for growt.

Collaboration

Collaborotion between Kid Cafe Partners and thve Foorl Bank s critical fo- the
success of Kids Cafe. The Food Bank encouvages Kids Cafe Partners to-
commmiinicatt withv the programy feam Of they experience any issies ov have a
comploint abouwt Kids Coafe or the Foodk Bank stoff: The Food: Bawnk will make
every effort fo- addiess e ssne b a fimely manner and follow- wp withv He
site for ensure resolinflon: If the sue remaing wnresolveds, Kids Cafe Poartners
may fake more formal steps to- communicate tveir concerns to-tive Food, Bank
Leadersiip: The protocols for flling a formal grievence are Usted on the et
poge.

Similarly, the Food Bank strves o maindoin reguloar and divect
communication witiv Kids Cofe Partners: If o Kids Cafe Partner iy found fo-be
noncompliant withv any of the program guidelines, the Food: Band will work
withv fhe ovganizatiow fo- diagnose the problem and devise a solution. If the
Kids Cafe Partner connot or chovses not to- toke covrective action, the Food
Bownd will Hhen consider pursining move formal channels, the process for

vspensions Teruminadi

A Kids Cafe Partner may be placed on suspersion by the Food Bank wntil a
reporied problew or Bsue Uy corrected: Whhile vwnder suspension, Hhe Kidsy Cafe
Partner will Lose s Hhe Food Bank privileges, including thve rightfo- receive
food A Kids Cafe Partner wnder suspension may be ferminated: by e Food
Bande Uf U foils fo- covrect Hhe problem leading fo-the suspension

Growndy for sugpension andy or fermination cclude bt are not lomdited fo:
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Failure to- comply withv the Kidy Cafe Portner’y local Healthv Department
regulofions ands witiv The Food Bank food storage regirivements ov
foilvwre to- covrect food stovage problems found. during aan nspection
Vst within o certain number of days (specified by the Food Bank) of
the ingpection If, at the tume of the inspection, the Kids Cafe Partner is
found to- be n gross violation of healfiv and. the Food Bank standards,
stondardy ave not met within the fimeframe specified by Hhe Food Bank.
Evidence that the actions of Kids Cafe Partner stoff andy/ov volindeers
represent unprofessional belhowior Hhat s bnconsistent with the Food
Baink, stomnoorols.

Indication or reportthat the Kids Cofe Partner sells, transfers, or bowrters
for money or services any Uems obtnined frowe Hie Food Bank, ov Hat
the Kids Cafe Partner charges or iy rebmbursed for the items.
Indication or report that the Kidsy Cafe Povtner denies services adilts on
the basis of race, color, age, religion, national oviging sex, sexual

The proveduse for fermonation of a Kidy Cafe Partnesr s ag follows:

The fermination decision will be based o a Hhe Foool Bank staff sty
and recommendation,

A letter will be sentto-tihe Kids Cofe Partner explaining the specifle
reasons for termination and o deseription of the appeals procedise.

A Kidy Cofe Partner may appeal the decision fo-the Food Bank
President and CEO by submitting a letter reguesting an appeal heoring
before the Food Bank Board of Divectors within 10 working days of the
date of the notice of fermination. If a leHer (s not received within 1.0
The Food: Bank: Bouwds of Directors will schedule a time during ity nest
regularly seheduled meeting to- hear Hhe appeal., The Kids Cafe Portner
will be notified Ln writing of when to- appear.

The Food: Bavde membership privileges of Hhe Kids Coafe Poytner may be
suspended pending the decision by the Food Bank Boowd of Directors.
The decision of the Food Bank Board of Divectors regavding the appeoal
A lefter stating Hhe decision by the Food Band Board of Divectors will be
sent-to-tihe appealing Kids Cafe Partner witivin 7 working days of the
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Grieyonct Procediries

Greevances against- Programe Fasfners

The Foorl Bank wmust respond to- complainty by the public abouwt any Food.
Banks Pavrtner Agencies and Program Partners: ln the case Hhat Hhe Food, Bank
fields a complaint abowt o Kidy Cafe Partner side, the Food Bank will carry
out the following procedinre:

The Senior Director of Prograwms will nofify the host site by telephone of
Hre specifie complaint receined.

The phone conwersation will be followed by a leffer ov a visit-fo- the
host site by o Food. Bank representfofive.

The results of any Lnvestigodion ands subsequent recomumendotions will
be presented fo- the Foodh Banks President and CEO and dotuwmented
the host's flle.

actions fo- be foken. '

Cirvil Righty complaints by the cient regording Hhe distribution of
USDA comumodities should be docwmented. L wriding. The cliemt maust
addresy Hhe Civil Righty Offwee divectly as ndicotfed ow the “Justice For
AL poster.

Grievances agoinst-The Food Bantk

I Hhe evendtHhot oo Kids Cafe sife hasy complaint about the Food Bank, Hee
following procedure dhould be corried owtf:

L]

A host side moy sibwdd a wrltten sfafement of grievance addvessed fo-the
Food. Bonk President and CEQ. The stodemendt must include the reasons
for the grievonce, pertinent facts, and: wirat tihve host believes wounld be
an acceptobple soltlon to- tihe problem.

The Food Bank President and CEQ, following study and
recommendation from the Food Bank stoff, will defermine fhe plaw of
acAlon and decision o Hie grievance withisn fen working days of
receining the grievoence letter. The host site will be nofifled: in writing
The host site may appeal Hhe decision fo- the Food Bank Bovrd of
Divectors as owtlined above. The decision of the Boord of Divectors is
final,

A host site will not be discriminated agoinst; harassed: or siffer any reprisals
by the Foord Bank as o resudt of flling a grievance.
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Thantk yow for your dedicafion fo followtng the policies and procedures
defailed in this manval, The Cendral Texas Food Bank of Texas (s pround fo-
collabovarte with your ovganizafion fo-achieve Uiy misgion of novwrishing
hungry ptople and leading Hhe community in ending hunger, The Food Bank
deeply values iy parfnershop withe your ovganizafion and looks forward fo-
supporiing yovur efforts fo- be a successfid Kidgy Cafe Parfner. Please do-not
hesifarde fo- condtact the Programs Deparfment for assisiance:
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Attacihment 1. Kiuds Cafe Nutrifion

Guideli

The Kids Cafe Progroam nastriflon guidelines will follow USDA National
School Lunciv Program (NSLP) Standards
(It wwrwsfrsansdengovy/ endy/ L uncin/). Ay port of e Healfivy, Hunger Free

Kidsy Ackof 2010, changes to- NSLP comtinue fo- be phased in: The goal is fo-
ensiire chuldrven have access to- mdfritlonally balanced mealsy every day.
The current regqulatfory reguirements wnder Final Rule “Nutrition
Stondardy in the

Naflonal School Luncv and Schhools Breakfost Programs?’ Jon, 2012 axe
sthmamarized belows Wmove/mlwuwfovwm#wwwwb@fowme,

MPR%zowwwwwmdF

Kids Cofe menuns shovdo offer all flve foool Uewms (Meot/ Meat Alfernate,
Groins/ Breads, Vegetobles, Fruits, MUK). Under Offer vs: Serve (OVS), a
One selection wust be ot least 72 cup from either the fruid or vegetable
component: Childien shouwld be encowraged to-try all food. fems served.
Childuren should be givesn ot least 20 minuntes fo- eat each Kids Cafe meals
Kids Cafe will follow the Food-Based Menww Planning Approonciv See meal
poftern below:

Sawmple Kids Cafe K-8 Meal:
1 owince of Meat/ Meat Alternate
1 ovunee of Groins/ Breads

% e Vegetfole
%o camp Frdt
8 ownces of Milk

Example,

2 ounce hamburger potty (2 cunces Meat/ Meat Alfernate)

1 whole wheat bun (2 Grains/ Bread)

%% e cawvoty (3/4 cup Vegetnble)

Vo cugpr pracines (1/2 cip Frudf)

8 ownces of lLow—fat (1 percent i fat or Less, wnflavored) ov fof~free
(vnflavoved or flavored) and/or and lactose—free fluid milk.
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Groing

» AW graing offered wust be wivele grain—rich. Whole grain—rich prodarets
confoin ot least 50% whole graing and any otiver groin ngrediendts ore
enyiched OR all graing ave 100% wirole graing Exoawmples nclude wihole~
wiheat bread, broww rice, wheole wheat tortillas, whole wieat pastn, efe.

A produetf i considered whole grain—richh U U meely at least one of Hhe
following criteria:

o The product Listy o whele grain as the flrdt one the Lngredients Lk
For mixed dishes, a wiole grain must be e primary ngrediesst by
welgiht: Use Exduibit A bn the Food Buying Guide fo- defermine ovnce
equivalenty:

Wttpe// wwweazed.govy healtivntrition/ fles/2013/07/2 —jrow—to-
credif—graing—for-sy~2013 -1 4 —wsing ~Hhe—~fbg.pof

o The produret inclundes Hhe FDA-approved wiole grain health claim
o Uy pockaging:

= "Dledy riche v whole grain foods and other ploant foods and
Low- L fofal fatf; sefuroded fot, and cholestereol may reduce five
risks of heart digease and some concers’’

= USDA hay released o Whele Grain Resowrce fo- help witiv
meeting Hhe new wiole groin rich requdrement:
Wit/ / wwrw: frsansdes govy sitesy defoaddy Fles/ Wiole GroinResovre
epof

Vegetables/Eruity

Whole fruify and vegetables ave preferved. AL judice minst be 100% fruit
ov vegetnble julice

Offer o variety of vegefonbles from the five sub-growps: darle green,

reds/ ovange, beans/ peas, starcivy and otiver vegetables (onions,
cacinbers, misirooms, efe:).

Fresiv vegetnbley may be served wn combination withv ofiver food Utems
(eg., lLettuce/fomatoes con be served ngide the hamburger).

Offer conned fruit packed Ln Uy own juice ov Ught syrugp:

Offer fruidy and vegefables rich bn Vitoming A & C, wirich tnclude
confoloupe, grapefriit, honeydew wmelon, kiwl fruit, mandarin orange
secflong, mango, papoya, strowberries, fongerines, asparogus, broteoli,
brussels sprowts, cabbege, conliflower, kale, red bell peppers, sweet
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pototoes, broceoll, spinach and otiher green leafy vegefables, carvots,
Caloyies
The average number of calovies per meal served b o given week must fit Lnfo-
the following ranges:
e Grades K-5. 550-650 colovies

» Grodes 6-8: 600-700 colories
» Grades 9-12: 750-8350 colories

Sefuyated Fot:
Less than 10% of total calovies may be safuvated fat, averaged over Hhe week.

Trems Fot:

Kids Cofe meals may confoin no oriificiod travs—fat: Ciheck the Lngredient List
on the ntfrifiow facts label for the presence of frans—fot If presendt; U will be
labeled as “partiolly ov fully hydrogenated oll.’ The consmmption of frowns—
fot; Like saturated fot; ineveases the rigk of dewveloping heort disease and. other
diet-relafed diseases dunring one's Ufefime.

Sodimm
A sodiwm (mg) weekly average requirement meels Tavget 1 reduction based on
NSLP standards.

s Grades K-5: <=1230 mg

o Grades 6-8: <=1360 mg

o Gradesy 3-12: <=1420 wmg

o Canned vegetfolles
o Other comnned Uems
o Soups
o Brotihs
o Beans
o Frozew dinnery
s Pizza
o Packaged mires
o Swnack foodly scin as chips and prefzels
o Sauces ands condimenty suciv ay kefchup and musford
o Processed foods and fast foods
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s Cold ety of meats

Tupyforomym‘gfwd&mwmwudm
Select freshv, frozen or canned vegetabley and beans withowt added salts.
If that by not possible, draining and ringing canned food reduces
soddumn by wp-o- 41%. Draining olone redinces sodim by 36%.
+ Select unsalied nnty ov seeds, drried beans, peas ond Lentily.
© Seleot wnsalted, fat-free brothy, bowillony or soups.

Resoupees:

o Menw Planning wnder the National School Lunciv Progrowmm (NSLP):
Attt v fngevsdagoys endy mency/mensplanning nale ot

o USDA, Chovse My Plate: Wip// wwwscheoosemuplotde.aoyv/

e USDA, Dittary Guidelines:
htter/ L wwwienppwsdaigovy Dietory Guidelines vt
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Backgrouwnod Check Verifiecation

The purpose of Hhe Backgrownd Chheck policy iy to- ensinre the safety of all
childiren that participate un Hhe BackPock Programn and Kids Cafe of the
Cendtral Texas Foorl Bank

BackPack and: Kidy Cafe Povtnersy st ensiire fuat all sfaff ond voluingfeers
ot odl sifes wio have “divect repetifive contact witiv chvildven’’ wndergo o
national backgrovnd checi.

Some examples of who- s reguired to- hawve a backgrouwnd check performed
ave:
o Stoff wiho work divectly withv the kidy v the program daily
o Voluwnfeersy wior work divectly withe the kids un thve program daily
o Angone wio hay ongoing, frequent- ov recirring Lnferactions witiv ov
around: Hhe kids wivo participode v Hhe program (eg. once eaciv week
ov several fumes over the covrse of o summer)

Partners must Limit five volundeer nvolvement of any one~time or non~—
regular volundeer wive has not beew subject to- o national backgrouwnd check
strictly fo- open and supervised activifies: A child should never be alone with
a single vtaff member ov volunfees.

It iy the responsibility of Hhe Portner fo- perform and verify Hre following
background checks at o minimuim

» Social Security History to- assive proper Ldentification
»  Naflonal Sexumnal Offender searcin



" CEMNTRAL
. TEXAS

L Backgrouwnd Clheck Verification
 Criminal History record seowcin

The Food Bank reserves the right fo- see proof of the completed backgromwnd
checks ow Partner stoff and volunteery during rowtine sife unspections The
Food Banl will perform all necessary bockgrownd checks on sfoff and.
volundfeery of the Foodl Bank sent fo- the Partner side ov sites

By signing this form the Partner acknowledges Hiat U understondsy and
agrees to- the Backgrownds Check Policy. The Partner verifies that all staff
with BackPack andd/ov Kids Cafe duties tiat have divect repetitive contact
with the children howve wndergone and possed the backgrownd checks as
Aeseribed above.

AW current sife stoff and regudar volunfeersy thot have BackPack and/ov Kids
Cafe dutiesy wivo- ave not Site Leads (Lsted below) are also subfect to- e
backgrovwnd checks: The Partner conunify fo- ensining thot stoff and
volunteers withv BackPack and/or Kidy Cofe dutfies Hhat ave not Site Leads
hawve passed. He above backgrouwnd checks prior to- assumnming any BackPack
ond/ or Kidy Cafe respovsibilities and/or superviging childyen. The Portner
also- agrees to- provide an wpdated List of Site Leads to- Cendral Texas Fooo
Boank on a guarterly basis: Any new staff or voluunteers have to- pass e
backgrouwnd checks ay specified above prior fo- assuming BackPack andy/ ov
Kids Cafe durfies and/ ov supervising children.



CENTRAL

Backgrouwnd Check Verification

Portner Name

Partner Representative Name (Pring)

Parfner Representfative Signafire
Dafe



Backgrouwnd Clheck Verificotion




Attachment 6 rogrom Pavtner Guidelines

OUTREACH AND MARKETING

The Central Texas Foorl Bank (Foorl Bank) volues Uty relotionsiiips witiv
Uy progrowm poartnery U Hie fight agoivst huunger tn Cendrol Texas: I
ovder to- put forthe o uniform message v this fight, we encowrage
consistent messaging and branding. This protects the nfegrity and
supports the mission of bothv thve Foodh Bank and our progrowm poavtners.

Withe that i mind, we have devised these helpful guidelines for owr
progroww parfnirs.

Acknowledging Affiliation with the Central Texas Food Bank

Progrown partners shouwld ldentlfy ow adl owtreach materiols, media
releases and otiver marketing collaterals that Hhe progrom is being
offeveds i partnership wit He Cendval Texas Food Bank.

Food Bank review- and approval iy requived for any public relotions or
marketing materiols to- be distributed that include tHhe Food. Bank Logo-
or make reference tor the Food Bank. For progrom cancellation ov

date/ move notices, partnery shouwld use appropriote signage provided by
the Food Bank.

Logo

Central Texas Food Bank logosy are available for program portner nse.
When using any Foodl Bank logo- along with a prograw loge for
owtreach materialy or marketing collaterals, partners should wse files
provided by Hie Fooo Bank,

Foool Bamd Llogoy and usage guidelines com be found at
www:cendvedfexasfoodbank.org/ brond -essets

Feeding America Programs

Edited by Paul Gaither 08/16/2016



Programw Paytner Guidelines

Feeding America supporty the Central Texas Food Bank in providing
Lotal prograwmming, including the Kids Cafe Progrom. When combining
the Feeding America Logo- witiv the Food Bank logo, portners shoulod
place tHhe Feeding Americar logo below Hhe right corner of the Central
Texas Food Bank Logo-

Media

If oo progrown partner s contocted by the press for a statement; nferview-
or e vt L regards fo- o Foodl Bank—sponsored progrom, e program
Attachment 3 &fthe Food Bank ummediotely. If o progrom
o e e o —e e oW fO any media owtlet for publicity vie phone
nfervienws Un—person Uiftrview or press release Un regoads to- ar Foods
Bank~sponsored progrom, Food Bank approval (4 requived. If o povtner
U Unferviewed by any media outlet; e partner should say the program
U being offered Un partnership with the Central Texas Food Bank.

Before pihotoy of clienty and children younger than 1.8 ave taken or
wsed, Hiere st be a signed Central Texas Food Bank wmedioa release one
file.

I tihe event of o crisis, the Cenfrol Texas Food Bank follows o
commpmnication plan fo- addiessy media relotions and commmnication
Ussines: [+ s Hie indent of Food Bank fo- provide employees, volnteers,
e media and five public witiv the facty concerning a crisis as
information becomes available. lw spealking witiv the media and
public, Food Bank commumnicotions feam representotives will work
provide information and messages most beneficial fo-the ovganization
ool poirtners

Edited by Paul Gaither 08/16/2016



Progrowm Portner Guidelines

For marketing owtreaciv material approval, medio inguivies or
communication emergencies, contoct Food: Bank Marketing and.
Cormmunicationsy Divector, Paul Gaither, by phone af 512-684-2528
or by email at pgaither@centroliesasfoodbankiory.

Edited by Paul Gaither 08/16/2016






This Letter of Agreement (LOA) s between the Cendral Texas Food Bank and
City of Awglin Parky and Recreation Deportment (PARD) for the 2017-2018
Aftersehool Backpack Program.

BockPack Progrom Overviemw:

The Centrol Tewas Foodl Bank iy working withe schovlsy and community
ovganizations that provide affersciool progromming fo- provide meals for
children for the weekend. thuough the BackPack: program. The terms of
agreeiment that follow owtine Hhe Food Banils and. the Partness
responsibilifies n ensunring a successfuld, partnership and program year.

Prograwm Timeline:

The Afterseihool BackPack Program will ruun Ln conjunchion with e Portner’s
sehool sehedule ov the Partner'y 2017-201.8 Kids Cafe progrowm seihedule,
wiehever applies: BockPacks will be distributed by Partner to- childien on a

PROGRAM DETAILS:

Prograw Postner: City of Auwstin Pavks and Recreation Departiment
Partner Lead Tiffany Cabin, Division Manager, Centralized
Progroms
512-974-3903
Tiffany.Cobin@avstintexas.goyv

Site: Dove Springs Recreation Center

Agreement Period October 1 ,2017 — Sepfember 28, 2018

Weekly Distribuwtion Day: Friday

Delivery Schedule: Weelly
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Letter of Agreemendt
Anticipoted Average Daily 52
Parficipation:

Site 2: Mownfopolis Recreation Center

Agreement Period: Ocfober 1 , 2017 — September 28, 2018
Weekly Dustribufion Day: Friday

Delivery Schedude: Weelkly

Anticipoted Average Daily 32

Porticipotion:

Sute 3: Turner Roberts Recreation Cender

Agreement Periods Ocfober 1 ,2017 ~ Sepfember 28, 2018
Weekly Distribwtion Day: Friday

Delivery Schedule: ' Weekly

Anficipatfed Average Daily 88

Partieipatfion

CENTRAL TEXAS FOOP BANK will

1. Puwrchase ond deliver BackPacks divectly to- Portner's location on a
weekly basis or ow anotiver pre—determined delivery sehedule (see
above) at no- chavge to- Partner.

2. Place weekly ov monthly (es applicable) BockPoack ovdersy withe Vendor.

3. Train key Portner stoff member(s) on all aspects of the prograsw.
Delinvery, lmplementotion, Storage, Tracking and Reporiung.
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2017-2018 Afterschool BackPack

Letter of Agreemendt

4. Peritodically monifor BackPack vtovage ond distribution fo- ensiue
progrom compliance. Any Bsues needing o be addressed will be
communicated by e~mail fo-the Partner within seven business days.

5. Provide overall support ond fechunical assisfonce.

FARTNER will:

1. ldentify a Partner Lead to- oversee Hhe 2017-2018 BackPack Prograam
for Partner.

2.

Ensure key staff members, nclnding Paviner Lead Listed abeve,

porticipate i o Foods Banks Afterscihool BackPack Program Training
and commply witiv all guidelines ond policies owtlined i fhe fraining
and training materials.

Adipere to- all program guidelines ouwtlined in the 2017-2018

Afterseirool BackPack Program Policies and Procedures Manunal
(Attechament 1), Lnclinding but not Limited to-

Evgure that key staff attend o Food Bank~led Afferschool
BoclkPocks Progrow fraining.

Comply withe all applicable federal, stote, and local votutes,
ovdinances and regulotions

Offer all BackPacks free of charge.

Dutribwie BackPacks o minimumn of once o montiv wivile the
progrom Uy un operation.

Uphold all cinil rights ond regulations: Provide meals to- childien
regavdless of vace, color, national oviging sex, age, or disability.



Ensure that staff ands volunteersy wiio have repefitive condoct witiv
ehildren passy o Notional Backgrownd Check and maintoin copies
on~sifes

Sign ar Backgrovwnd: Check Verificotion Form (Affacihunent 2)
certifying thot all stoff ande volunteers with: repetubive contack
with the children have passed a naflonal backgrownd checks
before assuiniing any Kids Cafe dartfies.

Limit volunteer vnvolyvement of one—tume or non~regular
volunfeers wio have not been sbjected. to- ar national backgrovnd

Maintfoin ain adadt—to-ciilol ratio- of o minimun of 2 saperyising
adulty per 25 children,

Subit dotmmentotion to- the Foord Bank of foorl safety training,
suche as ServeSafe Foord Hondler for Food Banking developed by
Feeding America and. Hhe National Restavvant Associotion, for af
Least one sfoff member or regulor volunteer. Thiy dotivmentotion
shoudde be o current and valid certificate of completion or should
be docnmendotion thot fraining has been complefed withvin the
last yeowr. Thiy staff wmember or volundeer must be responsible for
Hre foorl distribution or a person who supervises these activities

ldentify on all owtreacih materials, media releases, and other
markefing maferials that the BackPack Programw iy being offered
v parfnersivip withe the Cendral Texas Foodl Bank of Texas per
Prograwm Pavrtner Outreach anol Marketing Guidelines Notfe: Food.
Bawnk approval W reguived. for vsage of the Central Texas Fooo
Bonks Logo (Attachiment 3).



TS 2017-2018 Afterschool BackPack
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Letter of Agreement

. Covrdimnate witiv the Food Bank to- ovrder and receive BackPacks G
accordance with agreeds upon sehedule outlined tn e Progrom Defoils
sectiove of this Agreevnendt:

. Ow each BackPack distribuwtion day, supmit completed: BackPack
Dutributfion Report Form fo- kids@cendraliesasfoodbanki.ovg (emall) ov
888-966-7428 (far). If sites do- not suhwmit Hidy form, the Foodl Bank
connot guosantee delivery of BoackPacks for Hhe nwewt distribuwtion.

. Communicate withvfive Foorl Bank Un a fimely maininey any changes Ln
progroan persovawel, st contocty, sife operations, or progrovn fumes
Atend portner meetingy as needed fo- ensre effective program
umplementation. Provide ongoing feedback fo- tive Food. Bank and. report
any Usunes o they arise:

- Nmplement voluntary porticipant (child and parent) survey to- solicit
pertieipant feedbacle and dhore complefed surveys with Hhe Food Bank.
The Foork Bank will provide the survey Unstrimei

. Store leflover BackPacks o o weekly basis for use the following week
ainde accovnt for all BackPacksy on the BackPock Distribution Report
Form. Partner must follow all Food Storage Guidelines owtlined Ln e
Afterschool BackPack Progrom Policies and Procedwses Manmal, At
progroaw ends, refurn tor the Foorl Bank any BackPacks Hhat lhasve not

. Work witiv Hhe Food Bank to- determine outcomes of Hidsy progroan
through bnereased selhool aftendance, shadent disciplinary recovds,
and/or other mutually agreed upon measires.

Central Texas Foodr Bank and Partner agree thot eithver party may end Haiy



2017-2018 Afterschool BackPack

Foad Bank

Letter of Agreemendt

portnership ot any tume for any reason: Both partles will strive fo- provide at
Least two- weeks notice n the event that either wishes fo- ferminate the
portnersivip: Any remaining BackPacksy st be returned. to- Hie Food Bank
ot the fermination of Hhe poirtnersiiip.

SIGNED for Portner SIGNED for Centfrol Texas Foodl
Bank

Savo Hevrusley, Divector Emily De Movia, Cihief Progrowm

O

City of Austin Parks and Central Texas Foord Banik

Recreation Dept:

Date Dodte

Attachwents:

Attachaent 1: Backgrownd Check Verification

Attachument 2: OQutreaciv and Marketing Guidelines



Backgrovwnd Check Verifitecation

The pwrpose of the Backgrownd Check policy s to- ensire the safety of all
chiddren that porticipote i the BackPack Progrom and: Kids Cafe of te
Central Texasy Food Bank.

BackPack and: Kids Cafe Partnery miist evsiire ot all shoff and volunteers
ot all gites who have “divect repetitive confact withv childeren’’ undergo o
natlonal backgrovne checi

Some examples of wio s required to- have o backgrownd clheck performed
aires
o Staff wio work directly with Hee kids in the progrowm daily
o Volunteery who works divectly withv the kidsy in the program deily
o Anyone who has ongoing, frequent or recurring inferactions with or
around the kids wive participetde bn tihve program (e.g. once each weeks
ov sexvetral tumes over tHhe course of a suummer)

Partners maurst Limit the volunteer bwolvement of any one~fme or non-
regudar volunteer wio has not been subfectto- a national backgrouwnd check
strictly fo- open and supervised activities: A child showld never be alone with
o single staff member or volunteer.

it s the responsibility of Hhe Partner to- perform and verify the following
backgrownd checks at a minimmmn:

* Sotial Seewrity History to- assurre proper Ldenfification
= Notflonal Sexuial Offender searcie



| CENTRAL

B Backgrouwnd Clieck Verification
" Criminal Hutory record seawrcin

The Food Bank reserves the right fo- see proof of Hhe completed backgrownd.
checks on Partner stoff ond volunteers during rowtine site bngpections: The
Foodl Bande will perform oll necessory backgrovund checks on stoff and
volunteers of the Food Bank sentto-the Partner site or sites

By sigring this form the Partner acknowledges Hat U wnderstands and
agrees o Hhe Backgrovnd Check Policy. The Partner verifies that all staff
willv BackPock and/or Kidy Cafe duties Hhot have divect repetibive condfact
withv the children have undergone and poassed the backgrovnd checks as
described above

AW cuvrent sife staff and regular volunteers that have BackPack and/ ov Kids
Cofe duties wino are not Sife Leads (Listed below) are also- subject fo- the
backgrownd: checks: The Partner commifs fo- ensinring that staff ands
volunteers withv BackPack andy/ ov Kidsy Cafe duwfies Hhat are not Site Leads
haat passed the above backgrownd checks prior to- assmming any BackPoacks
andy ov Kids Cofe responsipllities and/or supervising children, The Poartner
also- agrees to- provide an wpdoted Lst of Sute Leads to- Cendral Texas Food
Boank on o gurarterly basis: Any new staff or voluwindeers have fo- pass e
backgrouwnd. checks oy specified abpove priov fo- ossmwming BackPack ond/or
Kids Cafe duties ands/ or supervising childyren



CENTRAL
?ﬁé’é’? Backgrouwnd Check Verification

Payrtner Name

Partner Representotive Name (Pring)

Portner Represendotfive Signafure
Date



Backgrouwnd Check Verification




Attachment3 ., ., Partner Guidelines

OUTREACH AND MARKETING

The Central Texas Food Bonk (Foode Bank)) values Uy relationships withv
Uy progrowvn poifners n the fight against hanger n Central Texas: ln
ovder to- put forb a winiform message Un iy fight, we encourage
consistent messaging and bronding. This profecty Hie infegrity and
supporty the mission of botiv the Food: Bank and owr progromn partners.
Wit that v mind,, we have desised these helpful guidelines for our
prograw paitners.

Acknowledging Affiliation with the Central Texas Food Bank

Progrow partners shouwld Ldentify ow all owfreaci materiols, media
releases and othver marketing collaterals tHhat He program (s being
offered i partnersiip witiv e Central Texas Food Bawnk.

Food Bank rewiew and approval (s requiied for any public relations or
mavketing wmaterialsy to- be dustributed tHhat nclnde te Fooo Bank logo
or make reference fo-the Food Bank: For programw cancellation or
date/ move notices, portners sihowld use appropriate signage provided by
tHre Foodl Bank.

Logo

Central Texos Food Bank logey are availalple for program pariner use.
When using any Food Bank logo- along with o program logo- for
owtreach motferialy or marketing collaterals, partnery should wse fles
provided by Hhe Food Bank. |

Food. Banio logoy and vsage guidelinesy can be fouund at
wwwicentralieyasfoodbonkiorg/ brand-ossets

Feeding America Programs

Edited by Paul Gaither 08/16/2016



Progrow Pourtner Guidelines

Feeding America supports the Central Texas Food Bank n providing
lotal programming, ncluding the Kids Cafe Program. When combining
the Feeding Americor Logo- withv the Food Bank loge, partners showlo
place e Feeding America logo below-the right corner of Hhe Central
Texas Food. Bank Logo:

Media

If oo progrown poatner iy condacted: by the press for o statement; Uuferview-
or sife visit L regards fo- ar Foode Bank—sponsored: program, Hhe progrom
Attachment 3 fret the Foorl Bank bmmediately. If a progrom
e re e e o oo oUF fOr Ay meddar outlet for publicity via plhone
nferview; Un—person niftrview ov piress release Ln regard fo- a Food
Bank~sponsored progroaw, Food Bank approvel (s requived. If a postner
U Underviewed by any media owtlet, the partner should say Hhe progrom
4 being offered v pavrtnersivip witiv five Central Tewxas Food Bank.

Before photos of clients and children younger fhan 18 are fake ov
wsed, Hheve must be a signed Central Texas Food Bank media release on
file.

ln the event of o crisis, the Cendrol Texos Food Bank follows o

Usnes: It Ly tihe bntfendt of Foodl Boank fo- provide employees, volunteers,
Hie medior and Hhe public withv the focfs concerning o crisis as
Unformation becomes available. In speaking withv five media and
public, Food Bank communicotions team representatises will works
with Hhe partiner fo- designate an appropriotfe spokesperson wito- will
provide unformation and messages most beneficial to- the orgonization
and. poifnersy

Edited by Paul Gaither 08/16/2016



Progrowm Portner Guidelines

For marketing owtreach meterial approvel, medio inguiries or
commmnication emergencies, confact Food Bank Marketing and
Comumunicationsy Director, Paul Gaither, by phone af 512 -684-2528
or by email at pgeither@centroliesosfoodbonk.ova.

Edited by Paul Gaither 08/16/2016






