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Who We Are

Our Vision & Mission

No one should go hungry. River Bend Food Bank, a non-profit 501(c)(3) organization, feeds people
experiencing hunger by rescuing, safely storing, and distributing nutritious food. River Bend Food Bank
leads the community-wide effort to end hunger in eastern lowa and western lllinois, by:

- Leveraging partnerships to help people in need stabilize their lives;

« Educating and engaging the public in hunger issues;

« Advocating on behalf of people facing hunger;

« Distributing surplus food through a network of hunger-relief agency
partners and programs; and

+ Striving to end hunger.

RIVER BEND
FOOD BANK

Our History

River Bend Food Bank has a long history of commitment to feeding our communities. The Food Bank
was founded in 1982 and was housed in a small space at 1209 4th Avenue in Moline, IL and
distributed 190,000 pounds of food in the first year with the help of Partner Agencies. In 1990, the
Food Bank moved to 309 12th Steet in Moline, IL with 20,000 sq. ft. of warehouse space to meet the
growing number of pantries in our network and the community need for food support.

In 2020, River Bend Food Bank moved to its current location at 4010 Kimmel Drive in Davenport, IA.
The 64,000 sq. ft. warehouse houses a 10,000 sq. ft. cooler and freezer. With the addition of the
Dubuque-area partner, St. Stephen’s Food Bank in 2019, and the Galesburg Food Bank in 2022, River
Bend Food Bank distributes food to more than 400 Hunger Relief Partners (HRPs) in 23 counties in
eastern lowa and western lllinois.
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Our Locations

River Bend Food Bank operates three warehouse facilities to distribute food to more than 400 Hunger
Relief Partners across eastern lowa and western Illinois. Davenport, IA is home to the primary location

and two branch locations in Dubuque, IA and Galesburg, IL.

DAVENPORT DUBUQUE GALESBURG
River Bend Food Bank St. Stephen’s Branch Galesburg Branch
4010 Kimmel Dr. 3145 Cedar Crest Ridge 876 W. Main Street
Davenport, IA 52802 Dubuque, IA 52003 Galesburg, IL 61401
563.557.7474 309.343.7807
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Solving hunger will not happen overnight and it will not happen if we work alone. We depend on a
strong network of Hunger Relief Partners (HRPs) to ensure the food distributed gets into the hands of

We Need You!

our guests facing food insecurity. We work hard to provide our HRPs with resources that will help

them achieve success. We encourage you to communicate with us about any ideas, observations, or
needs that may help in our joint efforts to solve hunger in our area. We strive to be more than your

food provider. We want to be your partner. Together, we can solve hunger.

Becoming a Hunger Relief Partner

Evaluating Eligibility

To be eligible for membership with River Bend Food Bank, an agency must meet the following
criteria:

All Hunger Relief Partners receiving donated products from River Bend Food Bank must be
a tax exempt 501(c)(3) organization or qualified religious organization. The HRP certifies
that it meets the IRS eligibility requirements for receipt, transfer, and use of donated food
under section 170(e)(3). The HRP certifies that, if its 501(c)(3) status is cancelled or expires
or if it no longer meets the eligibility requirements of section 170(e)(3), the HRP will notify
River Bend Food Bank and stop distributing Food Bank products immediately.

HRPs will be in operation at least six months prior to applying for membership.

HRPs must serve the ill, needy or children and serve directly in the form of meals and/or
provide emergency or supplemental food assistance monthly. Fifty-one percent of food
recipients must be financially needy individuals.

HRPs must not solicit fees, donations, or volunteer services in return for food assistance.
HRPs must not compel guests to attend religious, political, or extra services. This includes
the waiting time before the food pantry is to open or during the time the food pantry is
open, and the guests are receiving food.

Required Documentation

Hunger Relief Partners will also need to provide River Bend Food Bank with the following
documentation that will be kept on file:

Completed application for membership.

Documentation from the IRS of 501(c)(3) status or a 14-point qualifier determination.
Documented monitoring visit by River Bend Food Bank during which compliance with all
Food Bank policies and procedures will be evaluated. During this visit you will be asked
the following:



Show where food for guests is safely stored.

Explain and demonstrate how food will be distributed to guests.

Show and explain how guests are served and the amount of food provided.
Give a tour of the facility where you provide resources for guests.

Explain details of the programs and services you provide to your guests.
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Food Safety Training Documentation — HRPs must take the ServSafe Food Handler’s
Course and post the Food Handlers Certificate. The HRP agrees the course will be taken
by at least one volunteer or paid employee who participates in the day-to-day food
distribution and inspection of food. If the certificate holder is no longer at the agency,
another individual who is a volunteer or paid staff must take the course.

HRPs must have documentation of a good pest control system, evidenced by a contract
with a licensed firm to manage pest control management, an invoice from a recent
inspection, or a qualified person on staff.

Application Process

Organizations who are interested in becoming a Hunger Relief Partner of River Bend Food Bank should
first apply online at https://riverbendfoodbank.org/becomeapartner. The Partnerships Team will reach
out to discuss basic eligibility requirements and determine whether the organization is a suitable
candidate for application and complete a monitoring visit of the site. Partnerships will complete a new
member orientation with the organization.

Keeping your Food Bank Partnership in Good Standing

To maintain Hunger Relief Parther membership status, the following must be done:

The HRP will order food from River Bend Food Bank a minimum of every six months and
distribute at least 2,000 pounds of food per fiscal year. Note: River Bend Food Bank is on
a fiscal year of July 1 through the following June 30.

The HRP will submit monthly statistics by utilizing their agency profile on the River Bend
Food Bank website. The monthly statistics will be submitted under the statistics tab and
will document the total number of monthly guests who visited the agency and total
number of monthly meals served, whether a meal site or shelter, and pounds of food
received from sources OTHER than River Bend Food Bank NOT already reported on Meal
Connect. Partnership with River Bend Food Bank will be placed “on hold” if statistics are
not reported for any three-month consecutive period of the fiscal year. “On hold” status
means the HRP will not be able to place orders or pick up miscellaneous or cooler items
until all outstanding statistics are submitted.

The HRP enters monthly statistics to the MealConnect website if picking up food from
retailers.
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The HRP will cooperate with all onsite monitoring visits. These visits are to help and
support as well as encourage open communication that will create an atmosphere that
will strengthen the partnership.

The HRP will complete all necessary documentation sent by River Bend Food Bank.

The HRP will not sell food received from River Bend Food Bank under any circumstances
or conditions.

The HRP submits updated agency days and hours of operation and all contact
information to the Partnerships Manager and adds updated information to their Vivery
profile if applicable.

The HRP adheres to federal laws pertaining to Civil Rights. The HRP will not engage in
discrimination, in the provision of service, against any person because of race, color,
citizenship, religion, national origin, ancestry, marital status, disability, sexual orientation
(including gender identity), unfavorable discharge from the military, or status as a
protected veteran.

The HRP maintains and operates all aspects of their food distribution site in accordance
with the safe food and handling standards outlined by this manual.

The HRP agrees to follow all food safety storage and handling guidelines as put forth by
the state the agency is located in.

If the HRP is participating in TEFAP (The Emergency Food Assistance Program), the HRP
will follow the food safety, storage, and all standards identified by the USDA when
distributing USDA Foods to guests.

Storing and Handling Food

Basic Food Safety Requirements

To establish and maintain River Bend Food Bank’s Partnership status, HRPs are required to
comply with the following requirements pertaining to food safety:

All food must be distributed in its original packaging.

All food must be stored 6 inches off the floor by means of pallets, platforms, or shelving.
All food must be stored far enough away from walls to allow for good air circulation, pest
control, and cleaning around and under shelves.

All food must be stored with adequate ceiling clearance (2 feet from the ceiling) to avoid
high temperatures, interference with sprinkler systems, and a means to allow for easier
rodent descent from above.

All non-food items must be stored separately from food products. Toxic items (soap,
bleach, cleaning supplies) should always be kept away from food items.

All food storage areas, including refrigerators/freezer units, floors, pallets, and shelving
must be clean.

All doors, windows, and roofs must be well sealed to provide protection from weather,
fire, theft, pests and to maintain proper temperatures.



HRPs must maintain a good pest control system. This can be proven by a contract with a
licensed pest control business or a recent invoice from a licensed business showing pest
control treatment on a quarterly basis.
HRPs must maintain food storage equipment by regularly checking for leaky compressors
in freezer and refrigeration units.
HRPs must keep thermometers in the freezers and refrigeration units and demonstrate
weekly temperature checks to ensure proper storage conditions.

a. Dryfoods must be stored in a dry location, away from direct sunlight, and at

temperatures of 35to 75 F.

b. Refrigerated foods must be kept in a cool unit at temperatures of 35-40 F.

c. Frozen foods must be stored in a freezer at temperatures O F or lower.
HRPs must maintain the exterior of the building to prevent fire, pest infestation, security
problems or weather damage.
HRPs must dispose of garbage, waste, or rubbish frequently to deter nesting areas for
pests.
Upon request, HRPs must provide River Bend Food Bank copies of inspection reports,
valid licenses, and certifications.

Repackaging - Know the Risks

The Food and Drug Administration (FDA) prohibits the distribution of any food item
(except fresh fruit and vegetables) without a label. The label must be clearly displayed
and easily understood by the average person.

Labels must have the following information:

Common name of product.

Name and place of business of the manufacturer, packer, or distributor.

Net quantity of the contents.

Ingredients listed by their common or usual names in decreasing order of their
predominance by weight (a complete list of ingredients).
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Safe food handling and storage requirements are aimed at keeping foods free of pathogens and
preventing food borne illness. Opening manufacturers’ packaging and putting food into plastic
bags or other containers can expose food to potential contaminants and cause the items to be
unsafe for distribution and consumption. For this reason, repackaging products requires clean
rooms - the ability to repack using preapproved machines and personal protective equipment
(PPE) and maintaining food temperatures during the repacking process.

Food packaging facilities must be regularly inspected by the health department and may
require special licensing. The packaging itself must meet certain requirements to protect the
product from the following hazards: dirt, germs, insects, rodents, bacteria, yeast, mold,



sunlight, gases (such as oxygen, carbon dioxide and ethylene), aroma and flavor compounds,
fat, oil, and/or grease, physical, cosmetic, or functional damage and product tampering.

**USDA Foods are not to be repackaged under any circumstances.

**River Bend Food Bank does not support repackaging of any foods.

Receiving and Distributing Food

River Bend Food Bank is committed to obtaining, warehousing, and distributing food for our
guests in the most efficient, cost-effective, equitable, safe, and expedient manner possible. Each
HRP shares the savings of donations received and bulk purchases made.

Ordering

All orders are placed via our online system called Primarius that will help you shop for and manage
your orders. You can use the system to search for items, view item details, submit orders and review
your order’s status. Refer to our Online Ordering System Guide for step-by-step instructions. If you
have questions, please email: orders@riverbendfoodbank.org.

e All orders must be submitted by Noon, 2 days prior to pick up.

e Orders cannot be placed more than 2 weeks (14 days) in advance.

e Business days are usually Monday-Friday, when the Food Bank is not closed. Weekends
and any weekday when the Food Bank is closed (e.g., holidays) are not considered
business days. When planning and creating orders, non-business days must be
considered.

**In the event of unforeseen circumstances, River Bend Food Bank reserves the right to make
exceptions to these procedures should it be in the best interest of providing food assistance to
people in need.

Pickup
To pick up an order, HRPs must follow the guidelines outlined below:

e At the time the order is placed, the HRP should indicate the order will be for pickup, as
well as which Food Bank location from where they will pick up.

e HRPs are cautioned to consider the capacity of the vehicle being utilized to transport the
items when placing orders for pickup. Please limit the order to the size and pound capacity
of the vehicle. River Bend Food Bank will not be responsible for damage to vehicles utilized
by an agency to pick up and transport orders.



e Pickup times are assigned on a first-come, first-serve basis and assigned at the time the
order is placed.

e The Partner Agency must provide an adequate number of physically able people to load
their vehicle within the allotted, scheduled time frame.

e During pickup, agencies may add products to their order from areas designated by the
Food Bank or other products identified or approved by Food Bank personnel.

e Prior to leaving the Food Bank premises, the HRP representative must present the filled
order form to the Food Bank customer serve representative so additional products may
be added to, or missing items deleted from an invoice which will specify total pounds and
shared maintenance fees due.

e Partner Agency representatives are prohibited from walking through the Food Bank
warehouse unless accompanied by a staff person. This is a required safety precaution.

e All food safety and handling guidelines apply during pickup and transport of distributions.
Temperatures must be maintained respective to food type.

Delivery

To receive direct delivery Partner Agencies must adhere to the following requirements
and specified guidelines:

e Once a month delivery of USDA Commodities through TEFAP is scheduled by River
Bend Food Bank.

e River Bend Food Bank drivers will unload products off the truck and safely place food as
close to the pantry’s door as possible but will not move products into an agency’s
building (due to liability concerns) nor should it be expected drivers wait while food is
moved inside.

e Products are delivered on pallets. River Bend Food Bank will take back pallets on the day
of delivery only if the Partner Agency has emptied them by the time the driver is ready
to leave. Otherwise, the pallets are to be stored by the Partner Agency. The Food Bank
will pick up empty pallets at the next delivery at the same location as they were dropped
off. If a member agency does not have proper or adequate equipment for pallet storage
or transport, they may give the pallets away.

e The agency is required to sign an invoice provided by the driver to show receipt of the
delivery.

e The driver does not need to be present while the order is being reconciled.

e Discrepancies with the order, delivery, or problems with a product must be reported to
the Food Bank by email as soon as possible.

e Partner Agencies must make every effort to completely review every order received
within 24 hours.

e HRPs may cancel or request a change in delivery dates or times by emailing
orders@riverbendfoodbank.org. We maximize limited resources when establishing
delivery schedules. Therefore, requests for a change in delivery date or times will be

thoughtfully considered but may not be able to be fulfilled.
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e River Bend Food Bank reserves the right to change the terms and conditions of delivery
at any time, based on economic or other unforeseen factors.

**In keeping with our commitment to efficiency and maximizing resources, we establish a
monthly delivery schedule by geographic distribution areas and order size. HRP deliveries are
pre-set and scheduled in advance. Typically, the HRP will have the same delivery day and time
each month. We request that you please inform us if a regularly scheduled delivery will not be
needed.

Product Distribution

Sites must adhere to the following rules and policies when distributing food:

e Food must be distributed free of charge to guests in need. River Bend Food Bank strongly
encourages all Hunger Relief Partners to allow people to self-attest to their needs;
meaning, neighbors vocalize their need for food without requirement of proof or
evidence.

e HRPsin lllinois & lowa who receive TEFAP/USDA Commodities can share TEFAP/USDA
Commodities with another lllinois Partner Agency who also receives TEFAP/USDA
Commodities after notifying the Partnerships Manager by email. This email will list the
specific food and total weight of each food shared.

e HRPs are welcome to re-distribute non-food items at their discretion.

e HRPs are not allowed to use food received from River Bend Food Bank or a Food Bank
affiliated program such as Meal Connect for any programs or purposes not expressly
approved by the Food Bank. This includes fundraising efforts, community events, and
volunteer snacks. An example of wrong use would be a church whose food pantry and
soup kitchen are HRPs using food received from or through the Food Bank to supply
snacks for a daycare or preschool program. Food can only be distributed/used by
approved agencies or programs.

e HRPs are required to distribute food at least once a month. However, lllinois agencies
who receive USDA Commodities through TEFAP are required to distribute at least two
hours per week unless receiving a rural exemption from the state.

e HRPs may distribute food based on specifications of their own choosing if those
specifications do not violate River Bend Food Bank’s policy of non-discrimination.

e Guests must be allowed to visit food pantries at least once every 30 days.

e HRP volunteers are allowed to utilize the food pantry where they are volunteering; this
means following the same food pantry steps and income eligibility guidelines as guests.

e Volunteers and paid staff at the food pantry cannot take any non-food product or food
off the shelves without following the food pantry steps for utilizing the pantry.
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Receiving Food Through MealConnect

Created by Feeding America, MealConnect instantly connects those with excess food with local food
shelves that are ready to accept, manage, and distribute safely prepared food in the community. HRPs
never have to pay to use MealConnect.

Please contact Gretchen Nollman, Vice President of Operations at gnollman@riverbendfoodbank.org
or 563.345.6490 ext. 2010 if interested in becoming a part of MealConnect.

Agencies must apply to be part of the program, and agree to comply with all the following
guidelines:

e HRP must have a current and posted ServSafe Food Handler’s Certificate.

e HRP will weigh all donated food by category and enter pounds in the MealConnect database.

e HRP will transport food safely; this includes using coolers, freezer blankets, and refrigerated
vehicles if necessary.

e HRP will pick up food on the assigned date and time at the area designated by the donor site.

e HRP will pick up all food; choosing only certain food items will result in termination of
partnership with donor sites.

Fees & Payments

River Bend Food Bank is committed to working diligently and efficiently with our agencies to maximize
resources available to feed hungry people. To do so, we make food and products available to agencies
at the lowest cost possible. River Bend Food Bank does not sell or re-sell products.

HRPs contribute to the cost of purchasing, receiving, sorting, cleaning, warehousing, and delivering
inventory by paying a shared maintenance fee based on the weight of individual products. As a
member of Feeding America, the Food Bank limits the shared maintenance fee to a maximum rate of
$.19 cents per pound, although many products are offered to network members at a much lower fee.

HRPs also share the savings of desired options purchased at bulk rates and discounted prices. These
items are available to HRPs at purchase price plus a small handling fee.

To establish and maintain partnership status with River Bend Food Bank, HRPs must agree to
contribute to the shared maintenance and fee structure, as well as to adhere to the following
standards governing financial management and payment:

e HRPs must have a checking account established with a bank or financial institution. The account
must be in the name of the 501(c)(3) organization approved for the agency’s membership with
River Bend Food Bank.

e River Bend Food Bank will send a monthly statement to each HRP after the end of the month
for the month’s activity. This statement will list by order number outstanding balances.
Payment for the total outstanding balance should be paid immediately.
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Payment must be made by HRP check only and mailed to River Bend Food Bank located at 4010
Kimmel Drive, Davenport, IA. 52802. River Bend Food Bank or any of its representatives cannot
accept cash, money order, personal or cashier’s checks.

HRPs that cannot provide payment within 30 days must notify the Finance Department of River
Bend Food Bank.

HRPs are required to maintain electronic or paper copies of all invoices and documents relating
to receipt of products and financial transactions with River Bend Food Bank for a period of at
least 12 months.

TEFAP (The Emergency Food Assistance Program)

TEFAP is a federal program that helps supplement the diets of low-income recipients by providing
them with emergency food and nutrition assistance at no cost. lowa and lllinois TEFAP are USDA Foods
allocated to counties at the federal level and provided to River Bend Food Bank by the respective
state. HRPs who participate in TEFAP are eligible to receive delivery of a TEFAP product order once per
month.

TEFAP Eligibility

HRP agrees to operate the program in accordance with the requirements of 7 Code of Federal
Regulations Part 521, and as applicable 250. Food Safety guidelines including A. USDA foods
may not be distributed beyond their BIUB date. B. Food storage requirements and
temperatures. C. USDA foods may not be re-packaged. D. Compliance with civil rights.

HRP agrees to follow TEFAP guidelines outlined by the Illinois Department of Human Services or
the State of lowa Department of Health and Human Services and understands these entities
have jurisdiction of repackaging of food.

HRP must have six consecutive months of statistics entered into their online agency profile.

HRP agrees that USDA foods may not be sold, exchanged, or otherwise disposed of.

HRP agrees to be responsible for any improper distribution, use or damage caused by their fault
of negligence.

Viewing TEFAP Orders Online

Delivery of orders is only available to Hunger Relief Partners participating in TEFAP.

Deliveries are scheduled by the Operations Department once per month.

USDA Food orders are delivered on the same day and time every month, except if the day is a
holiday.

USDA Food orders are available to view through the online ordering system after the 25th of
each month. If the 25th falls on a weekend, the orders will be available to view by the following
Monday.

12



Troubleshooting/Questions for Ordering

Orders are reviewed, processed, picked, and prepared by the Operations Department. For questions
about placing an order, or for issues with existing orders, please contact:
orders@riverbendfoodbank.org.

Useful Resources

A portion of River Bend Food Bank’s website is solely devoted to Hunger Relief Partners. At
https://riverbendfoodbank.org/partners/ you will be able to get copies of forms and important
documents, food safety information, contact information, and more. This is also where you will find
Online Ordering-PWW.

Vivery

Vivery is a fully funded and supported tool offered to food pantries who partner with River Bend Food
Bank. Vivery saves you time and effort by making it easier for neighbors to find comprehensive and
accurate pantry and program information online and keeps them updated about important
information through text messaging. With Vivery, pantries can:

1. Create a profile with up-to-date information: location, hours, programs, photos, etc. making it
easier for clients to receive services.

2. Launch a modern, intuitive website in a few clicks (no development skills required).

3. Connect with the people they serve via text messaging.

For more information and to claim your Vivery account, see information in your yearly packet or
contact your Partnerships Manager.

Link2Feed

Link2Feed is a free and easy-to-use online neighbor intake system available to all HRPs of River Bend
Food Bank. RBFB uses Link2Feed to promote a uniform set of questions asked at intake and to
electronically manage the program requirements. The data that is collected and summarized helps
RBFB identify insights into contributing factors of food insecurity to address the underlying issues.

For more information on Link2Feed, contact your Partnerships Manager.
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Signature Sheet

Agency #

Agency Name

Thank you for all you do each year to assist the communities we live in to end hunger. Your hard work
and dedication are valued and appreciated!

Please sign below to verify that the Policy & Procedure Manual was read in its entirety.
After reading and signing, keep the manual for your reference and return only this signed page.

1. Scan and email to nnoriega@riverbendfoodbank.org

2. Return directly to your Partnership Manager

3. Mail to River Bend Food Bank, 4010 Kimmel Drive, Davenport, IA 52802

Hunger Relief Partner signature Date
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