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Introduction: The OSU Emergency Food Pantry

 The idea for our campus food pantry, the OSU Emergency Food Pantry, 

originated with a local nonprofit, Ten Rivers Food Web (TRFW), which works to provide 

the strategic leadership necessary for a robust and resilient food system in a three county 

area in Oregon's Mid-Willamette Valley1.  Members of the TRFW board wanted to map 

areas of food insecurity, or the experience of lacking the resources to fully meet basic 

needs.  In addition to places far away from grocery stores and farmer's markets and 

places with high concentrations of low-income housing, they speculated that a circle of 

food insecurity likely surrounded Oregon State University (OSU), reflecting the presence 

of an underserved population in the emergency food system, low-income college 

students.

 Two members of the TRFW board were also professors in the Department of 

Anthropology at OSU and they shared this idea a then new Ph.D. student, who 

investigated further.  As it turned out, previous and existing campus programs that had 

already found evidence of food insecurity in the campus-community.  In spring of 2005 

the Student Committee on Hunger and Poverty, a committee of the student government, 

the Associated Students of Oregon State University (ASOSU), began the Escape Hunger 
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Program.  The purpose of this program was to serve free lunch to low-income students 

struggling to meet the expenses associated with education and proper nutrition.  In an 

effort to avoid the 'soup-kitchen' stigma that might otherwise have been attached to the 

program, lunches were made available to all students, not just those experiencing food 

insecurity, on Tuesdays, Wednesdays and Thursdays. According to a survey done in the 

fall of 2005 the program served 660 lunches in one week.2

 ASOSU later revamped the Escape Hunger Program into a food subsidy program.  

This was called the Meal Bux Program and operated much like a regular meal plan.  The 

Meal Bux plan would offer more flexibility for students compared to the Escape Hunger 

Program and its prepared meals.  It would also save money by providing a service only to 

qualified persons. The Meal Bux Program also required fewer staff or volunteers 

compared to a prepared meal program.  Under this program students filled out an 

application evaluating their financial aid, income and expenses.  If they qualified they 

were awarded up to $250 each academic term, which was credited to their student 

identification cards and could be used at campus food establishments. As of 2007 an 

estimated 600 students per term received aid from Meal Bux.3

 The Escape Hunger Program and the Meal Bux Program provided both evidence 

of food insecurity among low-income college students in the OSU area and lessons for 

how to address it.  With the 2007 economic downturn, work began on planning, opening 

and operating a food pantry on campus.  This manual details these efforts; we its contents 

will be useful to you in starting your own campus food pantry.
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Notes:

1. Home Page, Ten Rivers Food Web, Retrieved from: http://tenriversfoodweb.org 
2. Da Rosa, Jeremy (2006, January 13). OSU Continues Escape Hunger: Program 
 returns to aid students during the third week of this term; funded by donations. 
 The Daily Barometer. Retrieved from: http://www.barometer.orst.edu  
3. Bidiman, Craig (2007, October 19). Feeding the Hungry Gets Harder Annually:  
 Local food bank struggles to keep shelves full in face of cuts from federal 
 government. The Daily Barometer. Retrieved from: 
 http://www.barometer.orst.edu 
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Chapter I: Food Insecurity Among College Students

 If you are reading this manual about starting a campus food pantry, you are 

probably already aware that food insecurity exists in many places among many different 

people.  You probably also know that food banks and food pantries are parts of the 

emergency food system, which provides short-term food relief for those experiencing 

food insecurity.  A food pantry is a place that distributes emergency food directly to 

households; it is distinct from a food bank, which is a larger facility that distributes food 

to pantries.

 If you are reading this manual you may also know that among those who 

experience food insecurity there are low-income college students.  Unfortunately, there 

are many who are unaware of this fact and others who do not accept the reality of it.

With this manual you will learn about the experience of food insecurity among college 

students and what it takes to open and operate a food pantry on campus.  In this chapter 

you will read about low-income college students, the challenges they face and the reasons 

why they have been an underserved population in the emergency food system.

Low-Income College Students   

In recent history and perhaps increasingly so in light of recent economic 

downturn, it is an accepted fact of life that a college education is a prerequisite to 

economic and social advancement1.  Today more and more people are focusing on 

college.  For those of sufficient economic means the college years are a time to establish 
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direction and set out on a path to opportunity and success, but for those of lesser 

economic means the college years are often a struggle for the same goal. 

 Tuition is a large expense and the most obvious cost associated with higher 

education, but there are also other expenses associated with college.  On average, four-

year public colleges charge in-state students $7,605 per year for tuition and fees and out-

of-state students $11,9902.  In addition, there are the 

expenses of room and board, which can vary greatly 

depending on the plans offered by the institution and 

whether or not students live on or off campus.  There are 

also the expenses of books and supplies, which average 

$1,137, personal expenses for things like laundry and cell 

phone service, which average $1,989 and transportation 

expenses either for commuting to campus or going home 

to visit on breaks, which average $1,0733.  Add up these average expenses and you get 

$11,804 per year for in-state students and $16,189 for out-of-state students.  If students' 

homes and families are very far from their college these expenses can be even greater.

Depending on one's major, the expenses for books and equipment can also be greater.   

 Yes, need-based financial aid is available from colleges and universities, but 

unless a student is viewed as truly exceptional by the college or university, the financial 

aid offered is not likely to cover the entire cost of the student's education.  Yes, there are 

loans the student can take out to pay for college, but these must be paid back and given 

current economic conditions and uncertain job markets, students may find it challenging 

to do so.



9

‘Typical’ college students not only face the expenses of obtaining a college 

education, but as emerging adults4 they face consumer pressures of exploring and 

constructing new identities. Low-income college students are subjected to these 

pressures, just like their relatively wealthier peers.  They 

too are exploring and constructing identities for themselves 

and so may feel compelled to spend some of their money 

on goods and activities that reflect this.   

Of all the expenses of living today, food budgets are most flexible5.  If a student 

does not pay rent (s)he gets evicted, if a student does not pay utility bills the utilities get 

shut off.  If a student does not have much money for food one week (s)he can either buy 

cheaper less nutritionally valuable foods and/or eat less of the more expensive and 

healthier foods.

Lucky is the student wealthy enough to pay for tuition and room and board in a 

university housing and dining facility.  If the cost of university room and board is simply 

something a student cannot afford, then the only remaining options are commuting to 

school from wherever (s)he lives or trying to find a low-rent housing option near to 

campus.  For low-income students not living in university housing with a dining plan and 

not living with a parent, there is the likely the added responsibility of monitoring a food

budget.  A student can provide these things for (her)himself by taking student loans, 

working, or some combination thereof.

Maslows’s (1943) theory of the hierarchy of needs6 situates physiological needs, 

i.e. what the body needs to maintain itself, like food, water and sleep, at the base of the 

needs pyramid.  A sense of safety and security can grow from this and provide the 
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opportunity for being accepted and esteemed by others.  The last of Maslow’s needs, 

hierarchically on top, is self-actualization.  This is precisely what the college education 

means today, key to both success and fulfillment.  Just getting into college, however, is 

no guarantee of such an outcome.  If a student's basic needs are not met, (s)he will not be 

able to realize self-actualization.

Self-care during the college years can take a backseat to long hours studying and 

socializing in equal measure.  Add work or childcare to these and the college student is 

left with even less time and energy for self-care, often at the expense of a good night's 

sleep.  Another area important for self-care, which is often not prioritized in the college 

years, is diet.

An Underserved Population

When you hear the phrase college student diet what comes to mind?  Top Ramen?  

Beer?   Pizza?  Maybe each of this is a significant part of your impression of the college 

diet.  If you went to college, maybe you were wealthy enough to consume pretty much 

whatever you wanted, food and nonfood.  Maybe you sometimes had to make a tough 

choice between buying fresh fruits and vegetables or buying a cup and participating in the 

college social ritual known as the kegger.  

Have you ever heard the phrase, poor college student?  If so, it might reinforce for 

you the idea that everyone in college has lots of expenses with which to cope.  It might 

similarly reinforce the idea that people in college make poor choices when spending 

money.  By reinforcing underlying assumptions about college students and the college 

experience, the idea of the poor college student masks the existence of food insecurity 
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among low-income college students; thus it remains an under recognized problem. The 

poor college student experience is realized to varied degrees and its expectation and 

acceptance reinforces it as part of the college experience, even a rite of passage. 

Although more and more people today see and seek a college education as a key 

to social and economic success the popular assumption continues to be that those who 

attend college are at least middle-class, otherwise how could they afford the expense of a 

college education?  With recent economic downturn college education can seem even 

more important and desirable, both for getting through the present and making it in the 

future.  Scholarly literature shows that lower-income individuals are attending college, 

often making extraordinary sacrifices such as working long hours7, to meet the financial 

demands that accompany a college education1.  Colleges and universities often have 

policies and programs aimed at supporting and thus retaining, low-income students8 and 

yet programs specifically designed to support low-income college students' food security 

have, until very recently, been quite rare.9

Food insecurity of primary and secondary school students is a recognized 

problem; more than 30.5 million children received free and reduced meals in 2008 

through the National School Lunch Program10.  Food insecurity is also a recognized 

problem in rural populations5, among the elderly, minorities and in single-parent 

households, especially those headed by women11.  And yet despite literature on low-

income college students and college student diets broadly, very little literature on food 

insecurity of college students exists; there is even less literature on what to do about it.  

This is why we have written this manual: to increase awareness of food insecurity among 
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low-income college students and to provide information on one strategy, the campus food 

pantry, for addressing it.
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Notes:

1.  Pg. 60, Arzy, M.R., Davies, T. G., & Harbour, C.P. (2006). Low-Income  
Students: Their Lived University Campus experiences Pursuing Baccalaureate 
Degrees With Private Foundation Scholarship Assistance. College Student 
Journal, 40(4), 750-766.

2.  The College Board (2011).  "What It Costs to Go to College" Retrieved from: 
 http://www.collegeboard.com/student/pay 
3.  The College Board (2011).  "Break Down the Bill." Retrieved from:  
 http://www.collegeboard.com/student/pay/ 
 4.  Arnett, J.J. (2004). Emerging Adulthood: The Winding Road from the late Teens 
 through the Twenties. New York, NY: Oxford University Press.
5.  Gross, J. & Rosenberger, N. (2005).  Food Insecurity in Rural Benton County: An  
 Ethnographic Study. Rural Studies Paper 05-02. Rural Studies Program, Oregon 
 State University. Retrieved from: 
 http://www.ruralstudies.oregonstate.edu/publicaitons
6.  Maslow, A.H. (1943). "A theory of human motivation." Psychological Review,
 50(4):370-96. 
7.  Adam, M. (2007). Re-Claiming an Old Social Contract: College for Low-Income  

Students. Education Digest, 72(7), 60-66.
8.  Dalton, D. and Moore, C., & Whitaker, R. (2009). First-Generation, Low-Income  

Students. New England Journal of Higher Education, 23(5), 26-27.
9. Michigan State University Food bank. https://www.msu.edu/~foodbank/ 
10.  United States Department of Agriculture. (2009). National School Lunch Program 
 Fact Sheet. Retrieved from: http://www.fns.usda.gov 
11.  Pg. 50-51 Poppendieck, J. (1998). Sweet Charity: Emergency Food and the End 
 of Entitlement. New York, NY: Penguin Books.    
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Chapter II: Opening a Campus Food Pantry

 Before you can open a campus food pantry you must research your options and 

develop detailed plans.  In this chapter we discuss specific elements that should be 

addressed prior to opening a campus food pantry.  These include supportive memberships 

and partnerships, the pantry's operating style and associated space and equipment needs, 

the organizational reporting structure, risk management and certifications and reaching 

potential clients.

Memberships

 Perhaps the most important partnership for any campus entity looking to start a 

campus food pantry is with a state hunger relief organization.  Through such 

organizations pantries can access all sorts of resources including information on 

fundraising avenues, how to structure and organize a pantry, how to protect client 

confidentiality and practice nondiscrimination and how to ensure food safety.  Such 

organizations are often a food pantry's main link to food distribution chains and can also 

sometimes provide financial support for basic equipment like shelving and refrigeration 

and freezer storage; they will also be your key source of food.  Often you will not work 

directly with your state hunger relief agency, but through a regional food bank.   

 It is often essential, in order to belong to a state's hunger relief network, to acquire 

a particular type of nonprofit, tax-exempt status know as 501(c)3.  Maintenance of this 

status is of vital importance for a food pantry because many sources of funds and food, 

such as state hunger relief organizations and granting agencies, do not make donations 
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except to organizations with this status.  A campus pantry can apply for its own 501(c)3 

status, but acquiring this status independently status is not ideal.  Applying for and 

maintaining this status requires payment of a filing fee and a responsible party to 

regularly re-file paperwork with the Internal Revenue Service.  When students are 

responsible for the organizational maintenance of a campus food pantry, there is a risk 

that the requirements of 501(c)3 status may not be sufficiently addressed in a timely 

fashion, especially given that students in leadership positions will graduate and move on 

to other places and things.

 Instead, it is simpler and safer for campus food pantries to find an existing 

501(c)3 organization to be their fiscal sponsor.  There are several kinds of organizations 

that may have this status and be willing to partner with you, including churches and 

charitable organizations. Start with those already involved in food somehow; perhaps 

they already run a soup kitchen or offer cooking classes or garden space. There may also 

be professors at your university with interests in food and social justice that are on the 

boards of nonprofits that could sponsor the pantry; you can find out who these people are 

by browsing department websites and schedules of classes.  You may also be able to find 

a fiscal sponsor in the foundation that supports service learning and research at your 

university.

 Once you have identified several potential fiscal sponsors, find out who is in 

charge of those programs and schedule a time to speak with them.  Tell them who you are 

and who you work with and about your vision for a campus food pantry.  Tell them that 

what you are ultimately looking for is a 501(c)3 fiscal sponsor for the project but that you 
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would also like to learn whatever you could about their organization's involvement in 

food at present.

 Once you have found a willing fiscal sponsor you will need to formalize the 

arrangement.  Typically the relationship between the campus food pantry and the 501(c)3 

fiscal sponsor will be formalized with a Statement of Fiscal Responsibility and a 

Memorandum of Understanding.  (See Appendix A for Sample Documents)  The sponsor 

typically has a lawyer that can review these documents, but the campus entity that will 

operate the pantry, especially student groups, should seek counsel from a student or 

campus legal advocate as well.  

Partnerships

 Partnerships are also hugely important to the success of a campus food pantry.  If 

you want to open a campus food pantry you will probably need to partner with a 501(c)3 

organization.  You will also need to partner with organizations that can help you access 

volunteers and others to help you access space in which to house the pantry.   

 A campus food pantry cannot serve anyone without a team of capable and 

dependable volunteers. All of your planning and preparing will come to naught without 

dedicated and skilled people to implement the plans.  There are several ways to cultivate 

a workforce like this. Especially early on, before the pantry becomes known in the 

campus-community and volunteers begin to seek it out, it is a good idea to form some 

sort of partnership for the purpose of recruiting volunteers, organizing fundraisers and 

spreading word about the pantry.  Student groups can often fulfill this role.  Perhaps you 



17

are part of a student group that wants to open the pantry, in which case your volunteer 

pool is ready made.

 There may also be an office on your campus that recruits and organizes volunteers 

for various projects that you can partner with.  If not, you might consider starting a 

volunteer organization.  This might be a group that comes together specifically for 

volunteer activities; or it might be a group organized around a common interest, such as 

food issues, which happens to volunteer together.  If an appropriate organization does not 

already exist to partner with and you choose to form one, be prepared to do a fair amount 

of recruiting for the organization.  New members will need to be recruited at least 

annually (such as through student orientations) and you would be well advised to recruit 

on an ongoing year-round basis at different events on campus.  There will be plenty of 

preparation work to do for the pantry and just as much work in operating it, so partnering 

with existing organizations that have networks of volunteers to draw from will save you a 

lot of effort and free you up to focus on other things.

 If a campus volunteer organization does not already exist or is unwilling to 

partner with you and you choose not to found one, be sure you have an organized and 

outgoing person who can serve as a volunteer recruiter.  In this case, consider partnering 

with instructors on a short-term basis; try 

recruiting through classes with community 

service requirements or extra credit 

opportunities.  Chances are good that the 

instructor will ask you to make a short 

presentation to the class; you may want to 

Try making announcements 
through email listservs and doing 
short presentations to classes and 
groups.  Both are great ways to 

reach a lot of potential volunteers 
with relatively little effort.
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suggest this if the instructor does not as it will be the best way to ensure that volunteers 

know what they are signing up for.  You might also consider short-term partnerships with 

fraternities and sororities or religious groups, which often have certain philanthropic 

goals you can tap into. 

Lastly, you may be able to recruit volunteers through partnerships organizations 

that support the pantry in other ways.  Campus and community organizations that 

fundraise or hold food drives benefitting the food pantry may have members that would 

be willing to volunteer at the pantry too.  Dedicated and capable volunteers may be found 

in organizations committed to student health, social justice and food issues among many 

others.  As you recruit volunteers through other service organizations, be careful not to 

steal volunteers that are already doing good work elsewhere and be mindful of the needs 

of the organization(s) from which you borrow volunteers.  Be prepared to partner with 

them in ways that enhance the programs of both organizations, such as when a group 

interested in cooking prepares a meal for clients or does cooking demonstrations while 

the pantry is distributing food.

 A campus pantry needs a place to house it. The basic requirements are a secure 

space for dry stock, refrigerated and frozen storage plus a comfortable welcoming and 

waiting area.  (See Appendix B for 

Sample Layouts)  A campus 

kitchen is a good option, as they 

have spaces designed for food 

storage, maybe even walk-in 

refrigerators and freezers, 

By housing the pantry in a certified 
kitchen, you may also be able to 
involve other students groups in 

cooking and providing snacks or meals 
for clients as they wait, hosting 

cooking classes or doing cooking 
demonstrations.
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equipment to wash dishes if you plan to serve prepared meals on site, laundry service for 

cleaning rags after spills and pest control measures already in place. The trick is finding a 

kitchen that is not too busy to also house a pantry.  This means that kitchens preparing 

food for campus dining facilities or catering services may be too busy to accommodate a 

pantry as well.

 You should also try to schedule pantry hours of operation, at least for food 

distribution, at times when the kitchen is not otherwise in use.  By doing so, you are more 

assured that only people who are volunteering (and thus trained in matters of 

confidentiality) will be around.  Certain groups may not need to use the kitchen 

frequently, but just for the few big events they hold each year.  Other groups may make 

regular use of the kitchen on certain weekday nights, leaving the kitchen available for 

pantry use during the day or on weekends.  Talk to the kitchen manager and ask about 

current trends in use of the space; (s)he should be able to advise you on other groups and 

activities you will need to work around.
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 Some campuses have kitchen facilities specifically intended for use by student 

groups who wish to prepare food to serve or sell to the public; such a facility is ideal for 

housing a pantry, but it is not ideal to have the pantry welcoming area in the kitchen 

itself.  There are hazards in kitchens, especially if your pantry shares the space with other 

organizations that may be using ovens or other equipment when the pantry is in 

operation.  Kitchens can also be hot and noisy places, not the most comfortable setting 

for clients to receive their food.  Try and find a kitchen space to house the food pantry 

that has an adjacent large and comfortable room in which clients can comfortably wait 

(and eat if you are serving food).

Operating Style

 The simplest type of food pantry is one in which pre-prepared food boxes are 

distributed.  There are pros and cons to a food pantry of the pre-prepared box sort.  On 

the one hand, this type of pantry can operate efficiently with fewer volunteers; clients 

sign in, are handed a box and leave.  This type of pantry can also guarantee that all clients 

receive an assortment of nutritionally complete foods; every box will have fruits, 

vegetables, proteins and carbohydrates.  But including items in boxes does not guarantee 

that people will eat them.  You can distribute all the butternut squash you like, but if 

people do not care for it or do not know how to prepare it, then they will not eat it.  You 

may find that instead of taking such unwanted items home clients simply remove them 

from their box before the leave.  While this may be a good thing in terms of discouraging 

waste, it is not the most effective way to ensure that clients get their full allotment of 

food.   
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 The shopping style pantry does not share the drawbacks of the pre-prepared food 

box style of pantry.  In this style of pantry items are set out much like they are in a 

grocery store so that clients can choose for themselves the things they and their families 

will eat.  In this type of pantry it takes more time to serve clients.  Rather than simply 

handing them a box, clients need time to browse the shelves and make their selections.

The shopping style pantry has one big advantage over the pre-prepared box pantry; it 

gives clients choice in the items they take home and because of this comes closer to the 

grocery store experience that food secure people enjoy.  

Space and Equipment

 Space requirements for a pantry will vary somewhat depending on the type of 

pantry you want to operate.  The pre-prepared box type of pantry requires less space 

overall, basically just enough to store the food and sort it into boxes.  In a shopping style 

pantry on the other hand, you need enough space to display available items, much in the 

way a grocery store does.



22

 If your pantry has shared walk-in refrigerators or freezers, or if you have 

difficulty discouraging frost build-up in freezers, you may want to keep lists and photos 

of refrigerated and frozen items rather than allowing each client to physically select these 

items themselves.  If this is the case, it is a good idea to make this the last stop of the 

client's trip through the pantry and to have a volunteer or two whose job it is to retrieve 

and box or bag these items for the client.   

  

  

  

 In the shopping-style pantry you will also need to make clients comfortable as 

they wait their turn to make their selections.  This means you will also need a space large 

and welcoming enough to accommodate the clients you will receive on any particular 

occasion.  This space should have enough chairs so that all clients may be seated.  Tables 
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are also a good idea and serve a variety of purposes.  They accommodate students who 

want to do homework while they wait; they facilitate socialization among clients; and 

they useful if the pantry offers refreshments or a meal when distributing food.  It is also a 

good idea, while clients wait, to have materials available about other resources that might 

benefit them, such as recipe cards, nutritional and food safety information and 

information on other programs campus and community.  It is even better if you can have 

a volunteer there to answer questions about these.   

How much and what type of 

equipment you will need depends 

both on what sorts of food you plan 

to offer and how clients many you 

expect to serve.  If you have no 

refrigeration or freezer storage, then 

all you will need are shelves to keep 

dry stock goods off the floor and 

away from the walls.  Given that 

regional food banks deliver by the 

case, you may want to have one shelving unit for each category of item you stock (one 

for canned vegetables, one for canned and dried fruits, one for grains, one for proteins 

and one for other miscellaneous items like oils, condiments or snacks).  This way of 

organizing panty offerings is both familiar to clients as it is similar to the grocery store 

and helps make the distribution of food a smooth endeavor.  If possible, you will also 

want to have at least one shelf for non-food items. 
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 If you plan to offer refrigerated and 

frozen items you will want to be sure you 

have room for the basics that are typically 

available through your regional food bank.

Refrigerated items usually include eggs and 

cheese.  Often the milk available is shelf-

stable, though you may want refrigerated space for that too, especially if you are short on 

dry stock space.  Fresh produce is also usually available in season from regional food 

banks.  And depending on your location and the time of year, you may be able to get 

produce and other items like bread or preserved foods from local bakeries and farmer's 

markets.  If you can procure donations of produce directly from these community 

sources, then you will need extra space for refrigerating produce.  A wide variety of 

frozen items are usually available from regional food banks and include vegetables and 

fruits, meats and also packaged foods, like frozen 

pizza, which is always popular with college 

student clients.  It is a good idea to have a 

separate freezer for meats and non-meats, both so 

you will have enough on hand at any given time 

and to prevent cross contamination.

 You may find that clients ask you for help acquiring basic kitchen equipment.  

Storage and cost can be a challenge in meeting this need; try to find a partner 

organization that is willing to purchase and donate cutting boards, skillets, sauce pans, 

stew pots or slow cookers, whatever people tell you they need.  A service organization 
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with money to spend is the ideal partner here.  The donor organization does not even 

have to be present when the pantry is open; you can develop a form for clients to fill out 

with their name, kitchen equipment need, and preferred mode of contact for the partner 

organization to use when the item has been acquired.  Anything else you can do in the 

space you have to make the welcoming and waiting area more comfortable, like putting 

out snacks and beverages, magazines or a television--perhaps playing documentaries 

about food or the news--are also good ideas. 

Reporting Structure

 The 501(c)3 organization, as fiscal sponsor of the pantry, is ultimately responsible 

for its operation.  This organization can, however, delegate day-to-day operations of the 

pantry to others, like a student organization or some other campus entity.  Those 

responsible for day-to-day operations will typically be required to submit resource and 

distribution reports to the fiscal sponsor.  Talk with your fiscal sponsor to see how often 

they would like these reports; monthly reports will mean a lot of work for you in addition 

to serving clients; quarterly or biannual reports are more manageable for you and will 

likely satisfy the fiscal sponsor too.  These reports should include numbers served, 

numbers of volunteers and volunteer hours, expenses, donations (monetary and in-kind) 

and any other facts relevant to the operation of your campus food pantry.  You can expect 

more concise monthly reports to also be required by your state hunger relief network; 

generally you will submit these through your regional food bank.  (See Appendix C for 

Sample of Form)
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 The reporting structure and procedures for the pantry ought to be outlined in the 

Statement of Fiscal Responsibility and Memorandum of Understanding between the 

fiscal sponsor and those who will be running the pantry day-to-day.  If those running the 

pantry day-to-day are part of an existing office on campus (as opposed to a student 

organization) there will likely be additional lines of reporting to whomever the office 

reports to.  This sort of shared reporting may seem complicated, but is made less so by 

well thought out planning and reporting documents. 

 In addition to the leadership of the fiscal sponsor, it is a good idea to create some 

sort of leadership positions within the group that will be running the pantry day-to-day.

We recommend three leadership positions including a Coordinator, Volunteer 

Coordinator and an Outreach Coordinator.  (See Appendix D for Position Descriptions)

This way no one person is responsible for too many tasks and whenever activities of the 

pantry take place, at least two, if not all three of the collaborative leaders can be present.  

Ideally the persons filling these roles will collaboratively lead operations of the pantry 

day-to day.  The Coordinator might be primarily responsible for reporting to the fiscal 

sponsor, writing grants for the pantry, keeping records, drafting and submitting reports 

and placing food orders with the regional food bank.  The Volunteer Coordinator might 

spearhead efforts to recruit volunteers, oversee the training of volunteers and makes sure 

there are enough volunteers scheduled whenever the pantry receives a delivery or 

distributes food.  The Outreach Coordinator could then manage correspondence for the 

pantry and facilitate ongoing direct donations. 
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Risk Management

 You may find even with all your hard work planning and partnering that your 

college or University's Office of Risk Management has some concerns. These concerns 

are likely to be about the degree of entanglement the pantry has with an outside 

organizations, particularly the 501(c)3 sponsor and liability regarding volunteer injuries; 

they may also be concerned that someone who receives food from the campus pantry 

might have an allergic reaction or contract a food-borne illness and then sue the 

institution.  While this may seem unlikely, indeed your regional food bank representative 

may tell you they know of no cases where food recipients sued emergency food 

distributors, the institution still has its name to protect and must take such risks seriously.

By working closely with risk management officials you can overcome the risk obstacle to 

opening a campus food pantry.

 It is a good idea to talk to a risk management official early in the process.  Tell 

them about the plans and preventative measures you have developed and ask about other 

issues you should address.  It may be helpful to ask representatives of your partner 

organizations and agencies, particularly your regional food bank and the 501(c)3 fiscal 

sponsor, to attend these meetings with you.  Be prepared to describe safety and security 

measures in place and to share volunteer liability waivers and confidentiality contract.  

(See Appendix E for Sample Documents)  Representatives of the fiscal sponsor can speak 

to the providers of insurance they may carry to cover volunteers; representatives of the 

regional food bank can address the food safety measures taken for the food they distribute 

and the food safety measures passed along to you so that you will be well prepared to 

receive and screen direct donations.  The bottom line with regard to risk management is 
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to have these conversations early.  You do not want to have done so much preparatory 

work just to be told that the project is too risky and therefore cannot be allowed on 

campus.  Even if risk management obstacles can be overcome (and, as we learned, they 

can) they can still cause delays in the grand opening of the pantry.  So recognize that your 

college or university has a name and reputation to protect, expect them to have some 

questions and concerns about the proposed campus food pantry and plan on addressing 

them early.

Fundraising   

Startup Funds   

Another important part of the initial planning for a campus food pantry is 

fundraising.  In all likelihood, the 501(c)3 fiscal sponsor will have other projects to which 

their funds are committed.  Still, they or their members may be able to make some 

smaller donations to help get the pantry up and running.  In general though, you will need 

to seek out additional funding sources specifically for the pantry.  Often startup funds, 

such as for equipment purchases, can be accessed through offices of your university.  Ask 

around.  What other campus projects or services are also aimed at helping low-income 

students?  How did they get their start-up funds?  There may be an administrative or 

community benefactor who helped them get up and going.  Maybe that person can help 

you too.  You may even find, as you are planning for the pantry and talking to people 

about it, that some such donors find you, especially if you have a student newspaper that 

is willing to do an article about the plans for a campus food pantry.  Keep in mind 

though, that these kinds of donations are generally a one-time-only thing.
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 Applying for grants may seem like a good way to obtain startup funds, but you 

will want to carefully research the organizations you submit applications to.  Often 

granting agencies prefer to give funds to established projects; they 

may not even consider proposals for start-up funds.  Whatever 

strategies you undertake for initial fundraising, you will need to 

estimate your initial equipment costs and the monthly costs 

associated with acquiring food.  This will depend in part on how you are acquiring food 

and how many you expect to serve.  For both of these figures, talk to your regional food 

bank representatives; as in so many other areas, they have knowledge of and experience 

in fighting food insecurity in your area.  They will likely be familiar with programs 

through which you may be able to get funds for equipment.  They will also likely be 

familiar with the experiences of other local food pantries in terms of the costs acquiring 

food and numbers served over time.  Keep in mind though, that in addition to budgeting 

for these expenses, if at all possible, you should also budget for increasing service levels.

You will want to have the funds to support increasing demand as word of the campus 

pantry and the quality service it provides spreads.    

Types of Fundraisers 

 It is also a good idea to participate in fundraisers throughout the year, especially 

fundraisers that raise both funds and awareness to fight hunger and food insecurity. Ask

around to see if there is an existing fundraiser you can be part of.  If the group that 

organizes the fundraiser likes the idea of supporting the campus food pantry, you may 

just find the pantry as a regular beneficiary of an annual fundraiser.  Even if there is not 
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an existing hunger-fighting fundraiser on your campus, start one.  It will help to spread 

the word about the need for a campus pantry and the services it can (and someday will) 

provide.  You may also want to share the wealth and invite a national or global hunger-

fighting organization to be the campus food pantry's co-beneficiary.  You can choose a 

regular partner or pick a new one each year.  Either way, you will be doing more than 

simply raising funds for the campus food pantry; you will be helping to inform the public 

about hunger and food insecurity as it happens in other places, which will in turn add to 

the sense of urgency for policymakers to address their root causes.   

 There are a number of different kinds of fundraisers you could host.  Some are 

more costly than others.  For example, showing food films (both documentaries and 

feature films) is a great way to get people thinking about food issues, including food 

insecurity, but you have to pay for the rights to show such films, more if you plan to 

charge admission when showing them.  The rights to show films are still pretty expensive 

if you plan to ask for donations, but make the showings free.  Still, films can be a really 

good way to spread word out about the pantry.  If you choose to go the film route, it is a 

good idea to partner with a group or organization that has funds that they regularly use 

for such educational events.  Find out who these folks are and see if they would be 

interested in helping you put on a film series fundraiser.

 One fundraiser we have participated in is an Empty Bowls event1.  In this type of 

fundraiser you sell tickets to a simple meal, often soup, bread and 

desert; see if you can get area farmers, grocery stores and bakeries 

to donate these items, or the ingredients to make them.  Ideally you 

will have made or otherwise acquired ceramic bowls so that each 
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person who buys a ticket for the meal can be handed an empty ceramic bowl upon arrival 

at the event.  This bowl is theirs to take home as a reminder of hunger and food insecurity 

in their community and beyond.  The bowl is also what you serve their soup in.  If you 

have trouble acquiring enough ceramic bowls for everyone, you can set them out for 

people to purchase in silent auction instead, along with other goods and services that have 

been donated from local businesses and individuals.  Pairing the silent auction with the 

ticket sales is a great way to raise even more money.      

 Another kind of fundraising dinner can also help raise awareness about hunger 

locally or abroad.  At this type of dinner everyone buys tickets, but not everyone gets the 

same meal.  The food a person is served depends on where they are seated.  Some will 

receive a lavish meal, others a modest meal and still others a very meager meal or no 

meal at all.  The different meals served can represent different countries or cultures and 

thus represent disparities in food security between groups.  This type of fundraising 

dinner is usually accompanied by a short talk explaining why people were served 

differently and where and why people in the area or around the world have to eat 

differently.  As with the Empty Bowls dinner, try and get the food donated from area 

restaurants and stores so that you do not have to incur huge costs just to raise more funds.

Financial Stability  

Fundraising is an ongoing necessity of running a campus food pantry.  Of course, 

the more direct donations of food and supplies you can get the lower your costs of 

acquiring food will be, but even with lots of direct donations you will still probably need 

to get some items from your regional food bank, which means you will still need to 
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contribute to their overhead costs.  Regional and state food bank representatives may be 

able to direct you to special funding programs of various organizations, such as United 

Way or the Federal Emergency Management Agency.  Your fiscal sponsor may also be 

able to direct you grant programs that might match the funds you have already raised.

Once the pantry is well established it may even be possible to have the pantry listed as an 

option for regular automatic charitable deductions from faculty and staff at your college 

or university.  

     

Certifications

 With space secured, a strategy for recruiting volunteers in place and initial funds 

raised, the pantry can then officially seek membership in a state hunger relief network.

Typically this involves filling out an application that documents the pantry's contact 

information, 501(c)3 status  and describes the basic operations and record keeping for the 

pantry.  Your state hunger relief network will provide this application to you, typically 

through your regional food bank.  If food is to be prepared and served on site, additional 

certifications, such as food handlers' certifications, will likely be required.  Following the 

submission of this paperwork a representative of the state hunger relief network (often 

through a representative of the regional food bank) will conduct a site inspection to check 

on and, if appropriate, approve the pantry facility and procedures.   

Reaching Clients 

As you prepare to open your campus food pantry you should advertise its 

existence.  Start by distributing a basic flier (try to limit this to a half sheet to minimize
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your printing costs and conserve paper) to organizations on campus and in the 

community where people experiencing food insecurity might turn for help.  Be sure to 

include on the flier a map, days and times of operation, eligibility and mission statement.   

You might begin by distributing this flier to those organizations that have identified 

challenges for and are already providing services low-income people.  On campus these 

might include the Financial Aid Office, the Work-Study Office, the Health Center, 

Cultural Centers, the Women's Center, University Housing and Dining, the Office of the 

Dean of Student Life and any others you can think of.  Look for similar assistance 

organizations in the community to help spread the word too.  It is also a good idea to give 

some fliers to academic departments; students may feel most comfortable in their home 

departments and turn to them for help first.  In addition to these stacks of fliers to be 

handed out by various offices, consider hanging fliers in dining halls, dormitories, 

apartment complexes and laundromats. If your student or local newspaper has not already 

heard about your efforts, contact them about doing an article publicizing the opening of 

the pantry.2,3  The more ways you can get the word out, the better.
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1. Empty Bowls. Retrieved March 4, 2011 from http://www.emptybowls.net/ 
2. Odegard, Kyle (2009, March 31). OSU food pantry opens today. Gazette-Times, 
 Retrieved from: gazettetimes.com 
3. Bishop, Makenna (2009, April 22). Starving? Emergency Food Pantry can 
 provide help. Daily Barometer, Retrieved from: barometer.orst.edu 
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Chapter III: Operating a Campus Food Pantry

 Once you have done all of the research and planning and partnering necessary to 

open a campus food pantry there is still work to be done.  Fortunately this work can also 

be fun, despite the unexpected hurdles you might encounter.  In this chapter you will read 

about the work of getting food, staffing, maintaining safety, serving clients and protecting 

their confidentiality. 

Getting Food 

The cheapest way to keep pantry shelves stocked is through direct donations, but 

relying entirely on direct donations may mean that from time to time you will not be able 

to offer some items.  The most expensive way to stock shelves is buying things directly 

from stores; while you can acquire almost any item this way, you will find your funds 

rapidly depleted.  The most affordable and reliable way to keep the pantry shelves 

stocked is to acquire food and other supplies from your regional food bank.

 Regional and state food banks purchase items in bulk, receive large donations and 

have various funding streams supporting 

them so they can provide pantries with 

products relatively cheaply.  The US 

Department of Agriculture donates certain 

items to state and regional food banks, 

which in turn make these available to local 

food pantries free of charge.  (See 
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Appendix F for Sample Order Form)

 Other products from your regional food bank will require some money; these are 

not technically payments for the food, but share contributions to cover the overhead costs 

incurred by the regional food bank: things like supplying their warehouse with the 

products they make available to food pantries and electricity and keeping their trucks 

running. You are not "buying" food from a regional food bank because as nonprofits they 

cannot "sell" anything; what you contribute is a share to offset the costs of getting food to 

pantries.  Your regional food bank representative will explain what you need to know 

about ordering the free products and those that require a share contribution.  

 Ordering food from the regional food bank can be tricky, but your regional food 

bank representative will guide through the process.  Depending on how often your 

campus food pantry distributes food and how many people it serves you may have a 

regular ordering schedule.  Since the regional food bank has to deliver food to a number 

of pantries, they may only be able to deliver to your pantry a couple of times per month, 

so be prepared to order as much as will be needed, as space allows, to serve pantry clients 

in that time.  This will take some practice and your regional food bank representatives 

will be glad to work with you as you figure out a good system.  If you need to place 

orders with less frequency (especially early in the life of the 

pantry while word of it is still spreading) you may be able to 

simply contact your regional food bank representative and 

ask for the current order form whenever supplies are running 

low.
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 Visit your regional food bank prior to placing your first order to get an idea of 

how much space is required to store and/or display a case of a certain item. At first glance 

order forms seem quite complicated; they generally have columns for the names of 

available items, numbers associated with those items, quantities and unit costs.  Regional 

food banks will have different forms and systems for allocating and distributing food to 

local pantries.  Some may not take orders at all, but allocate poundage of food.  Other 

food banks' forms and systems may be more complicated allowing each pantry to 

customize its orders.  The latter is the approach taken by our regional food bank.  (See 

Appendix F for Sample Form)  Expect order forms and systems to vary widely between 

regional food banks, as they will be based on the system that has worked best for them.   

 If you have the option of customizing your pantry's orders, you may notice that 

some items may be similar or even the same except for the number of units per case or 

the pricing associated with them; items 

acquired by the state food bank are often a 

bit more affordable because they have been 

acquired in larger quantities.  As 

complicated as all this sounds, fear not, 

because your regional food bank 

representative will gladly assist you in 

figuring out the ordering process and the quantity and frequency of your orders. You 

should expect to provide clients with (at minimum) 3 to 4 days of food per person in the 

household, where a member of one's household is a person for whom one shares or has 

financial responsibility.  If space and numbers allow, you might consider providing more 
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food per visit, say 5 to 7 days of food per person in the household.  (See Appendix G for 

Sample Food Box Guide) 

 Once you know how and when to order, you will need to figure out what to order.  

This will depend in part on what pantry clients prefer, but until you meet the clients and 

gather information about their preferences you will not know what to acquire.  So for 

starters you should order staples to meet basic nutritional needs; order pasta, rice, dry and 

canned beans, frozen and canned vegetables and fruits, canned tuna, peanut butter, soups 

and eggs, milk, cooking oil and frozen meats.

Once the pantry is open and you have clients 

you can talk to, consider holding a few focus 

groups to get an idea of additional products 

that clients need or prefer. You can also ask 

clients about their dietary needs and 

preferences when they first visit the pantry; 

this can be as simple as compiling and adding to a list of requested items.   

 When the pantry first opens you might find yourself feeling worried about 

whether or not you have ordered enough food.  Try not to worry too much; you will learn 

as you go how much product you can accommodate and how much product the pantry 

will go through on a given occasion.  And until you are confident about ordering enough, 

but not too much you can always call upon your regional food bank representative and 

ask them to sit down with you, your food allotment guide and the order form and help 

you sort it all out.  In the beginning, it is best to err on the side of having ordered too 

much food.  Non-perishable items can be help over until the next time the pantry is open.
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Perishable items, if they will not last through the next time the pantry is open or if they 

will last that long, but would need to be consumed by clients almost immediately, 

consider donating your surplus to other food pantries or soup kitchens in the area.   

 If you can, also stock non-food items like personal care/hygiene and household 

cleaning products.  When people experience food insecurity, they are likely to have 

difficulty acquiring both food and these non-food necessities.  It is always a good idea, if 

your pantry has space to do so, to provide things like household cleaning supplies, toilet 

paper, soap, shampoo, toothpaste and feminine products in addition to food.  

 Client preferences can vary widely.  Some may have allergies or aversions to 

certain foods such as dairy, wheat or nuts.  Some may be practicing vegetarians or vegans 

or prefer local and organic foods.  All clients have cultural and class backgrounds and 

may prefer certain types of food or ingredients because of these.  Some may want to 

prepare dishes from scratch, while others may prefer the convenience of packaged foods 

owing to limited time or food preparation skills.  Some may have limited kitchen 

equipment, even be homeless with no way to store perishable items.  While it will be 

impossible to stock products that meet every preference of every client, you can still do 

your best to learn about these provide as best you can.  You may also want to have recipe 

cards (we recommend displaying them right next to the items they feature) available for 

clients; some may be interested in trying a particular ingredient but not sure how to 

prepare it.  Having recipe cards available is also a good way to help clients meal-plan as 

they make their selections.  You might also put out a suggestions box so that clients can 

request particular items as they occur to them while shopping.
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 Acquiring food from the regional food bank is an affordable and reliable way to 

keep pantry shelves stocked, but you will likely still want to seek direct donations to keep 

costs down. Your regional food bank may already have made donation arrangements with 

local grocery stores, gardeners who plant a row 

for the hungry, farmer's markets and restaurants; 

if not, you should seek these out as they are all 

good ways to acquire food and to reduce waste 

at the same time.  In particular, you should seek 

out direct donations of things that are not 

frequently available through your regional food 

bank.  Jam and jelly may not often be available, though peanut butter likely will be, so 

see if there are food preservation or canning groups that can supply these to the pantry.

This is a great way to make use of local seasonal fruit and the product is typically much 

healthier than store brands.

 You can also seek out groups to help with direct donations by holding food 

drives.  You may find some groups that already participate in annual food drives through 

state agencies or in food drives around Thanksgiving and Christmas.  See what people are 

doing already and ask how your campus pantry might be involved.  Be prepared to 

suggest additional times of year when food drives can also occur.  Building food drives 

around existing events or holidays is a good idea; maybe instead of (or in addition to) 

giving out treats at Halloween a group could go door to door collecting nonperishable 

food items.
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 Typically food drives bring in an array of items, but many of these may be things 

you can also acquire through the regional food bank.  This will help keep your costs 

down somewhat, but will not necessarily help you to acquire items your clients may want 

but that you have difficulty getting through the regional food bank.  To remedy this 

problem, you can ask interested groups to hold themed food drives collecting things you 

need at the pantry such as organic foods, jam or jelly, sauces and spices, personal care 

and hygiene items, household cleaning products or anything else you have difficulty 

acquiring through other means.

 Think about people in your community who could possibly donate things you 

need.  Ask farmers and gardeners to donate fresh produce, hopefully they are not already 

donating all they can to another such organization.  See if there are food preservation 

groups who can make jams, jellies or 

sauces for the pantry.  Ask dentists if 

they can donate things like toothpaste.

Ask grocery stores to donate grocery 

bags: paper, plastic, even reusable 

bags.  Ask if you can keep a brightly 

colored and clearly marked box or bin 

(plain boxes and bins will quickly 

become trash bins) in department 

offices, and ask for help in calling for steady donations of unopened/unused hotel 

toiletries.  Whether you are acquiring products through the regional food bank, direct 

If you have an office on campus 
(or can find one that is willing to 
lend you a little space) try setting 

out a box with a list of needed non-
perishable foods and personal 

care/hygiene items for the pantry.  
This is a good way to keep people 

thinking about the pantry and a 
good way to get things that may 

not always be available through the 
regional food bank.
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donations or a combination, be mindful of the needs and wants of the clients and do your 

best to meet these.

Staffing

 However you choose to recruit your volunteers, communicate early and often with 

those through whom you are recruiting (i.e. instructors, leaders of organizations) so that 

they are fully aware of the time and task requirements of volunteers. As you identify 

volunteers, keep good records (and update them each academic term) of what volunteers 

are interested in doing and how much time they can commit.  It is a good idea to keep 

volunteer names, preferred modes of contact, availability (or alternately, their class and 

work schedules) and whether or not each is willing and available to be on-call should 

another volunteer not be able to fulfill their commitment at the last minute. Be advised 

that if your pool of volunteers is so large that few volunteer with great frequency, you 

will need to have people scheduled for each given date of operation well in advance.  Be 

prepared to contact volunteers a couple of weeks in advance and to follow up with and 

remind them a couple of days before they are needed. 

 The number of persons you will need to schedule for any given pantry activity 

will depend on the size and layout of your pantry.  Staffing needs will also vary 

depending on whether the day's activity is receiving a delivery or 

donation, distributing food or perhaps fundraising.  The number of 

volunteers you will need to receive a delivery or donation depends 

on both the size of the delivery or donation and amount of space it 

takes up.  On the surface 'the more hands the better' seems the best 
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strategy in these cases, but some smaller pantry spaces can get quite crowded when there 

are too many volunteers on hand at once.  Quality of service and volunteer retention both 

depend on proper staffing procedures.  Estimate as best you can and then learn from 

experience and adapt to find the optimal number of volunteers for each activity; consider 

the potential foot traffic and the temporary clutter of boxes being packed and unpacked.

The goal is to accomplish the task as smoothly and quickly as possible.

Staffing at the OSU Emergency Food Pantry

Our pantry operated on the third Wednesday and fourth Thursday of every
month, with an additional day at the start of each academic term to meet the 
need of students, totally dependent on financial aid checks that had yet to be 
deposited.  Delivery days might occur on the day of the pantry's operation 
day or up to two days prior.

Early on, many of our volunteers came from the student-led OSU Food 
Group so it was fairly easy to gather volunteers for upcoming pantry 
activities just by passing around a sign up sheet at meetings.  By doing this 
about a week in advance, there was plenty of time left to contact other 
volunteers to fill in the gaps, either directly or via the OSU Food Group 
listserv.

As our need for volunteers grew along with the number of clients at the 
pantry, we expanded our volunteer gathering range.  We found it particularly 
helpful to contact professors of courses that had a food and/or service 
component.  These professors were only too happy to make volunteering at 
the food pantry an option for their students either for a grade or as extra 
credit, who would then complete so many hours and usually write a paper 
about the experience.

In addition to the volunteers scheduled at a particular time, we also had a 
couple of on-call volunteers, just in case another volunteer could not make it 
or some unforeseen incident meant we needed more people on hand.  It was 
rare we needed to call in our on-call volunteers, but felt better off being over 
prepared.

With practice we found that for our pantry (with its particular activities and 
setup) particular staffing patterns were optimal.  When the pantry was 
distributing food there should be coordinators and 4 to 5 volunteers.  On 
delivery days there should be coordinators and 2 to 5 volunteers.
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 The most dedicated service pool will be rendered ineffective without proper and 

regular training.  Even the most experienced volunteers will benefit from training specific 

to the operations of your campus food pantry.  When all volunteers are knowledgeable 

about pantry policies and procedures, situations that arise in the course of service can be 

dealt with smoothly by any volunteer present.  The following sections describe the areas 

in all persons involved in the operation of the pantry should be trained.  (See Appendix H 

for Sample Volunteer Manual)

Safety 

Perhaps the most obvious area for volunteer and staff training is with regard to 

food safety.1 (See Appendix I for Food Safety Documents)  Depending on your state and 

regional food bank's rules and what type of pantry you are operating, you may have to 

have someone with a food handler's card on site whenever you are distributing food, but 

even if so, everyone helping at the pantry should be trained in issues of food safety.  This

includes things that may seem obvious, but are nevertheless important to cover; hands 

should be washed upon arrival and again after eating, drinking, smoking, sneezing, 

coughing, using the restroom and also after touching one's face or handling any food 

items whose packaging has been breeched. 

 Training should also include how to approve food for stocking on the shelves.  

Check dates printed on packages.  Some of these may be "best by" dates, while others 

may be "expiration" or "use by" dates.  Ask your regional food bank representative for 

guidance, because the shelf life of foods and drinks differ.  These dates are meant to 

guide you with regard to the recommended amount of time that different products can be 
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stored in their recommended conditions for optimal taste and safety.  Some foods may 

still be perfectly fit for human consumption despite being past their "best by" date but 

foods past their "expiration" or "use by" date should not be distributed.  Items with "sell 

by" dates or "open by" dates from local grocery stores or the regional food bank should 

be distributed promptly; you will have a bit more time to get these out if they are frozen.

Any cans that are swollen, leaking, or show signs of rust should not be distributed as the 

product inside is likely contaminated.  Dented cans, while they look less appealing are 

fine to distribute as long as there are no signs that the packaging has been breached.   

 With regard to food recalls, you can generally count on the regional food bank to 

inform you whenever items they distribute have been recalled. You can expect the 

regional food bank to notify you of food recalls, especially for items that may have been 

distributed through their channels. It is still a good idea, however, to keep track of these 

on your own; for food that does not come directly from the regional food bank you will 

need to be especially vigilant. 

 Food safety continues to be a concern once foods have been approved for 

distribution.  So food safety training should also cover proper storage procedures; items 

should be rotated so that those that are distributed first are those that were the first to be 

stocked.  Non-food items (such as personal care/hygiene items or household cleaning 

products) should be stored separately from food; check with your regional food bank, but 

in general keeping these items on their own lowest shelf is sufficient.  Temperatures in 

storage areas should also be closely monitored.  Dry stock goods should ideally be stored 

at 50 degrees Fahrenheit, but realistically not above 70 degrees Fahrenheit; dry stock 

goods should also be stored up off of the floor and in such a way that they are not in 
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direct contact with walls.  Refrigerated items should be kept between 34 and 40 degrees 

Fahrenheit; and frozen items should be kept at 0 degrees Fahrenheit or lower.  Ensuring 

foods are stored at proper temperatures is important so that you can control the growth of 

microorganism and to prevent food-borne illness.  This is easy to do just by keeping up 

with the temperature logs as will likely be required by the state hunger relief network.

(See Appendix J for Sample Logs)

 Products that have been donated by grocery stores either in refrigerated or frozen 

form and distributed through your regional food bank will likely also come with 

instructions for safe thawing and use of those items.  You should not only provide such 

information sheets to people receiving these products, volunteers should also verbally 

inform and remind recipients of these safe procedures.  Food safety should also be 

considered when volunteers are packing up a client's selections.  Think about how 

grocery stores do this; non-food items are packaged separately and products (like meat or 

dairy) that could leak or contaminate other products are packed at the bottom of bags or 

boxes and products without packaging (like fresh fruits and vegetables) are packed on top 

where things cannot drip onto them.  

 Training should also include information about the facility in which the pantry is 

housed and how it is to be used.  This includes basic things like what to do in 

emergencies.  Each volunteer and staff person should be able to identify emergency exits 

and know how to direct people toward them in case of fire or some other emergency 

requiring evacuation of the space.  In case of a localized or campus-wide power-outage, it 

is a good idea to train staff and volunteers about what to do in such cases.  When the 

pantry's electrical power has failed, it is best to leave refrigerators and freezers closed to 
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protect the product inside.  The more they are opened the faster their temperatures will 

rise.  Once the power comes back on quickly open the refrigerators and freezers to check 

that their internal temperatures have not risen above safe levels.  If temperatures for safe 

food storage have not been maintained, you will need to throw out the product in 

question.  If you have any doubts or concerns, as always, ask your regional food bank 

representative.

  

  

  

  

  

  

Dana's Surprise Encounter with the Power Outage Problem:

Just before the pantry opened one evening, as I was about to give volunteers the 
‘okay’ to open the doors and start taking clients through the pantry, all of the lights 
went out.  I expected the lights to come back on momentarily.  I thought surely the 
university electrical system that supported the pantry and the entirety of campus 
would not be out too long.  So I asked everyone to just sit tight, thinking we would 
just delay the opening of the pantry that evening.

After 15 minutes and still no power, I ran to neighbouring buildings to see if they 
were also still without power or if the problem was something localized to the 
building that houses the pantry.  When I asked around I learned that power was 
expected to be out for the next 4 hours.  This meant that by the time the power was 
back on the pantry hours of operation would all have passed.

I borrowed a few flashlights and began to work out a plan of action as I quickly 
made my way back to the pantry.  When I arrived, I asked volunteers for 
suggestions as to how to proceed.  Together we decided to do a quick needs-
assessment of the pantry clients that had already arrived.  We had to work around 
three major concerns: keeping the refrigerator and freezers closed so the product 
inside them would not go bad, the safety of volunteers and clients in the dark 
space and the pressing food needs of the clients who had come to the pantry that 
evening.

I explained the current situation to the clients who had arrived (in greater number 
now than when the power first went out) and asked if there were people among 
them who did not have enough food for their household to get by for the next 
couple of days.  Most clients felt they could get by just fine and left, seemingly 
satisfied with the way we had handled this unexpected situation.  Some of the 
clients present had more immediate food needs, which could not be ignored just 
because of a power outage.
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 In the event of a power outage, it may also be quite dark in the pantry and 

navigation in the space may be unsafe.  And yet, some of those clients who have shown 

up at the pantry on such an occasion may be in dire need of food.  It is a good idea to 

develop your plan for action for this scenario with whoever is in charge of the space 

housing the pantry.  Hopefully you will be able to identify those clients in desperate need 

and those able to come back the next day or the day after next.  For those with immediate 

need, a pair of volunteers may be able to safely navigate the dark space with flashlights, 

pulling items from the dry stock shelves that can help the client get by until power has 

been restored and the client can return to the pantry.   

 Volunteers should also be trained on whatever equipment they will be using.  For 

almost every campus food pantry, this will include refrigerators and freezers. In addition 

to simple rules like, avoid leaving the door open longer than necessary and follow the 

first-in-first out rule when stocking, there are other considerations.  For instance, each 

freezer (and possibly refrigerator) your pantry uses will require regular cleaning and 

So the volunteers and I took these folks through the food pantry so that they could 
select, by the glow of a flashlight, the non-perishable food items that would help 
them get by until the next time the pantry was open when they were welcome to 
come back and get refrigerated and frozen items. To notify clients who might 
arrive later in the evening and find the pantry dark and empty, I posted a sign on 
the entrance door, explaining the situation and leaving contact information so that 
those clients who could not get by until we were next open could contact us about 
coming to the pantry in the next day or two (when the pantry was not scheduled to 
be open) and get their food.

We placed an extra big order before the pantry was open next, anticipating that we 
would be seeing no only the usual number of people, but also those that had not 
been able to get food on the previous evening of operation. The power outage was 
not an event we had planned for, but by keeping the pantry's mission in mind, the 
volunteers and I were able to adapt and by going the extra mile in the days that 
followed, we achieved that mission despite the darkness.
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defrosting.  Consult owner manuals for procedures specific to the equipment you are 

using.  It is also a good idea to train staff and volunteers as to what to do in case of 

refrigerator or freezer failure, which can result from a failed motor or user error.  If a 

refrigerator or freezer door is left ajar or otherwise fails to keep food cool it is important 

that volunteers know to throw out all items that have been stored outside the 

recommended temperature range and to sanitize the interior of the refrigerator or freezer 

promptly before filling it with new product.  This may seem like an odd recommendation, 

but it can and did happen to us and it is best to be prepared.

Sarah's Surprise Freezer Meltdown

Early one morning, when I was at the pantry to do some paperwork and 
prepare to receive a delivery mid-afternoon, I discovered that one of our 
freezers was ajar.  It was the meat freezer and the product had to go.  The 
contents of the freezer were not only thawed, they were no longer cool.

Apparently that freezer didn't get locked when the pantry was last in use and 
it had since been bumped ajar or opened and not completely closed.  I was 
frustrated, but knew this was a mess to be dealt with quickly: the product 
disposed of, the refrigerator cleaned and sanitized and the door closed and a 
safe temperature re-established.

I quickly called in some backup and got right to it.  There was work to be 
done if we were going to be able to accept our full order of frozen product 
later that day, but we were lucky that we discovered the meltdown in time; 
we were also lucky that this was not our only freezer and that we also had 
refrigeration space. 

That night as we distributed food at the pantry we had less frozen product to 
offer clients.  We did our best to help them make other selections: things like 
dry beans, nuts and canned fish instead of frozen meat.  If these were not 
satisfactory, we also invited clients to come back the next time the pantry 
was distributing food to get those items.  We made notes of this on the 
clients' intake records and placed an extra large order for frozen food the 
next time.  We also tended to triple-check the freezer locks from that point 
on.
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Refrigerators and freezers with locks can still suffer motor failure and those who are 

supposed to make sure they are latched and locked might still fail to do so, though it is a 

mistake they are likely to only make once.  Hopefully the space in which your campus 

pantry is housed has its own pest-control plan.  If not, you will likely need to perform 

some regular maintenance (cleaning primarily) to keep pests away and document those 

efforts.  (See Appendix J for Sample Log)  Even if there is a pest control plan in place, 

you should still make sure to keep the pantry area floors and shelves clean and keep an 

eye out for signs of pests.

 If your campus food pantry is open after dark, you may want to have a policy in 

which volunteers walk each other out to their cars or bikes. Ask about partnering with 

your campus bus or shuttle service.  They may be able to provide rides for clients who 

find it difficult to transport so much food home on foot and help volunteers get home 

safely after dark.  There may be other personal safety considerations depending on the 

type of space you have acquired for the pantry.  If you use a walk-in refrigerator or 

freezer, it is a good idea to have a policy where volunteers retrieve items for clients, 

rather than having volunteers and clients proceed together behind the closed doors.   

 You will likely find, once your campus pantry has been open for a while, that a 

fair number of your clients have children.  Occasionally and especially at times when 

school is out, you may find there are lots parents who bring their children to the pantry 

along with them.  So it is a good idea to train volunteers about where children are allowed 

to be and how they are to be supervised when they are at the pantry.  If you have 

sufficient volunteers, you may be able to offer short-term childcare in the waiting area, 

thus keeping children out from under foot in the food storage area.  If you go this route 



51

however, you should be prepared to require volunteers to have childcare-specific training 

and to have clients sign a waiver releasing the pantry and its volunteers from liability in 

the course of the short-term childcare.  (See Appendix K for Sample Childcare Waiver)

It is also a good idea, if you are providing short-term childcare, to have a number system, 

wherein each child wears an identifying number (such as on a stick-on name badge) and 

parents present a matching number before the child is released back to them. 

Service

 There are a number of important areas to consider with regard to service training.  

(See Appendix L for Sample Operations Timetable)  Volunteers need to be made aware 

of procedures and expectations beyond those of food safety when the pantry is in 

operation.  When the pantry is receiving a delivery or donation, staff and volunteers 

should plan to arrive at the pantry a bit earlier than the expected delivery time; you do not 

want to keep a current (and potentially future) donor waiting around for you to arrive at 

the pantry.  Although your regional food bank will schedule deliveries for a particular 

time, in reality they have many deliveries to make on any given day and depending on 

how quickly those can be made they may arrive early or late.  It is a good idea to have 

some other organization tasks for staff and volunteers to work on while waiting to receive 

a donation or delivery.  Fresh, refrigerated and frozen product should be put away as 

quickly as possible so that these items do not get too warm before being properly stored.

Be prepared to reorganize the dry stock area with each delivery.  Although the regional 

food bank can generally provide the staples you will need, other items will have much 

more widely varied availability.  Depending on what you were able to order you may 
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need to shift product on your shelves so that like items are displayed together and clients 

can see them easily and make their selections.  

 Staff and volunteers should also be trained on the intake procedure of your pantry, 

which is basically welcoming people, assessing whether or not they qualify to receive 

food and if so, documenting the visit.  Your regional food bank will typically provide you 

with income guidelines to assess need (See Appendix M for Sample Documents), though 

you may also be able to set your own eligibility requirements based on your knowledge 

of need in the local population.  For instance, you may want to specify that educational 

loans do not count against the low-income college student's eligibility.  That money is not 

really income after all; it will eventually have to be paid back.   

 There are many ways to conduct the intake process and many kinds of 

information you can collect; the goal here is to create a simple and secure system that 

allows you to serve clients efficiently.  The specific procedure will also vary slightly 

depending on whether or not this is the client's first visit to the pantry.  If it is the client's 

first visit you will collect your basic intake information.  Find out what languages are 

spoken on your campus besides English and tailor the form(s) to be easily read by those 

for whom English is not a first language.  Alternately this could be done on computer 

with the assistance of a staff person or volunteer.  At minimum this should record the 

client's name, their address (if your campus pantry requires clients to show proof of 

address within a certain area) and the number of adults and children in their household.   

 You may also want to leave space on this form for clients to indicate any special 

food requirements or preferences; these may include allergies and intolerances and 

personal or cultural preferences.  This form should also have space for you to record the 
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date of each visit to the pantry.  If a client has been to the pantry before, you can then 

look up the client's form or computer entry and record the date of the current visit.  Your 

state hunger relief organization will likely require clients to sign some official statement 

of need on the first visit and on each subsequent visit; your regional food bank should 

provide this form to you. 

 Beyond the intake procedure, the procedures of the pantry will differ depending 

on whether or not your campus pantry is of the pre-prepared box or shopping-style type.

In general, you will need more volunteers for the shopping-style compared to the pre-

prepare box style.  Service training must therefore cover the role the volunteer is 

expected to play.  In a pre-prepared box style pantry volunteers may perform limited 

roles.  One may check a client in (following the pantry's intake procedures) while another 

may make a record of the food distributed; yet another person may actually hand the 

box(es) of food over to the client and maybe even help carrying them out.  In a shopping-

style pantry things can be more complicated.  To begin with there is the waiting area to 

manage.  Hopefully, if you plan to operate a shopping-style pantry, you will be able to 

offer snacks and beverages to clients as they wait.  If so, you' will need to have a 

volunteer monitoring those offerings to keep them full enough to offer each client choice 

in terms of this welcoming gesture.

 Whatever the style of food-pantry on your campus, it is a good idea to have on 

hand, whenever the pantry is distributing food, staff or volunteers who can speak 

different languages.  This may be a good use of your on-call volunteers; those with the 

linguistic skills to help you serve a client whose English skills are limited can make 

themselves available on an "as-needed" basis.  Talk to people in offices that assist 
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international students so that you can be informed about the linguistic backgrounds of the 

international students on your campus.  There are likely tremendous linguistic resources 

available on campus; you just have to do a bit of work to seek them out.  Whatever style 

of pantry you choose, you will not be able to properly serve people of diverse 

backgrounds without some linguistic flexibility.   

 It is also important to have volunteers to assist clients who have questions about 

other campus and community resources.  Clients, particularly new clients, may not feel 

empowered to seek out someone to answer a question they have about these resources, so 

having a volunteer just to talk about these with clients is both a more effective way of 

getting the information out there and of building rapport with clients.  Whoever fills this 

role, it is important to be knowledgeable about available programs and resources with 

regard to food insecurity and other symptoms of poverty.  It is particularly important to 

be able to share the names of key contacts for these resources and to be willing to make 

calls on behalf of a person in need if they cannot or do not feel comfortable doing it 

themselves.

 It is equally important to foster an environment in which volunteers are 

encouraged to participate in poverty training workshops wherever possible.  Educational 

and practical seminars on poverty and food insecurity can help you build a deeper 

theoretical understanding of poverty and food insecurity, which will help you keep your 

skills fresh.  You will also find that in attending such events as a group fosters greater 

cooperation and camaraderie amongst your pantry's volunteers and reduce the chance of 

discrimination.  Doing so will help volunteers to contribute even more valuable feedback 

about their experience as volunteers and provide all the more caring service.  You can 
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further encourage your staff and volunteers to use this information by asking them to 

make regular entries into a pantry journal.  Documenting situations as they occur (without 

names and identifying information of course) is a great way to let everyone affiliated with 

the pantry (even those not present at the time) to learn from them.  Similarly, you may 

want to consider leaving a feedback journal out for clients to write in.  

 Another important element of training for the shopping-style pantry is the process 

of guiding clients through the food area as they make their selections.  If your pantry's 

refrigerators and freezers are not in the same large room in which dry stock is kept, then 

you will also need to train volunteers on how to write out and fill clients' refrigerated and 

frozen orders.  When guiding clients through the pantry, staff and volunteers should 

consider themselves shopping assistants.  Their job is to describe the shelving layout and 

describe particular items, while ensuring that each client takes their full household 

allotment as supplies dictate; if you have chosen the shopping-style pantry, you will find 

it is very helpful to have the shopping assistant present to assure clients that those coming 

after them will also have plenty to select from.  Ideally staff and volunteers will be 

knowledgeable about what offerings are like, how they are used/prepared and what they 

are made of.

 If you can find the space to house it and the volunteers to support it we would 

recommend the shopping-style pantry.  Yes, clients who visit these pantries are receiving 

food and yes that is substantially the same thing that happens at pantries that distribute 

pr-prepared boxes.  It is the shopping-style pantry though that offers clients choice. 

Poppendieck (1998) writes in Sweet Charity? Emergency Food and the End of 

Entitlement,
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 In the most typical form of pantry, bags are packed for the client, the contents 
 determined by the available supply, the size of the household, and the whims of 
 the packers.  If the client cannot use or does not like some of the foods included, 
 well, too bad…In a shopping pantry, however, the available foods are displayed 
 on shelves or tables and clients are provided with a shopping list indicating the 
 quantity they may select from each category—grains, proteins, fruits and 
 vegetables, etc….to preserve dignity through the exercise of choice.2

 When you help clients make their way through the pantry you need to be able to 

correctly interpret the client's comfort level and sustain pleasant chitchat where 

appropriate.  It is a good idea to have new volunteers practice this.  Role-play with them; 

you be the client (practice serving both first time and return clients) and let them guide 

you through the pantry.

Greeting a Client: What to say?

"Hi my name is _________________.  [Pause to see if the client introduces her/himself.]

Have you been here before?  [Pause to wait for answer.]  No?  Well.../Yes?  Oh, well then 

you know... I'm here to guide you through the pantry to make sure you get your full 

allotment in each category and to answer any questions you might have about the 

products we offer.  Hopefully I can guide you toward things your household prefers.  Are 

there any foods that are either important or avoided in your household?"



57

Confidentiality and Non-Discrimination 

 Chief among the topics for volunteer training are non-discrimination and 

confidentiality.  Your campus food pantry will likely have a non-discrimination statement 

(see sample in Appendix B) as part of its basic literature, but it is important that staff and 

volunteers understand this statement so that they can implement it. Depending on the 

requirements of your state food bank, volunteers may be required to undergo training 

specifically on civil rights issues following prepared materials provided by the regional 

food bank.  Equally important with non-discrimination is the ability to protect client 

confidentiality; this begins with the intake process and continues indefinitely.  If your 

state food bank requires clients to sign a statement of need, you should cover the names 

of previous signatories as each client signs.  If you use a computerized intake system, a 

volunteer or staff person should operate the computer. 

 In general volunteers should know to strictly follow the confidentiality safeguards 

of the intake procedures and to never identify a pantry client to an outside or third party.

What to do as a Shopping Assistant

Refer to the food box guide (for what and how much a client should get) and direct clients 

to different kinds of product, one at a time.  As you do so, take a step back and invite them 

to physically select items from the shelves for themselves.  Do what you can to make the 

experience like that in a grocery store.  If you have the space for it make use of carts to keep 

client hands free so they can pick up and examine particular items (again, like at the grocery 

store).  If you can use carts, and box/bag selections when the client is finished shopping you 

can be more sure of food safety as it heads out the door and will go through fewer boxes 

and bags.



58

This can be challenging on a university campus; it is quite likely that volunteers may see 

clients out and about and feel the need to greet them; pantry volunteers must therefore 

walk a fine line between potentially seeming cold or unfriendly when they encounter 

clients outside the pantry setting and protecting their confidentiality. While it is fine to 

smile and say hello to a pantry client outside the pantry setting, a good rule of thumb it to 

wait for the client to initiate the greeting.
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Notes:

1. USDA Food Safety and Inspection Service (2010). Safe Food Handling Fact 
 Sheet. Retrieved from: http://www.fsis.usda.gov 
2. Pg 240.  Poppendieck, Janet (1998).  Sweet Charity: Emergency Food and the 
 End of Entitlement. Penguin Books.
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Chapter IV: The Future  

Of Low-Income College Students 

 The nation may or may not be well on its way to economic recovery.  Many 

colleges and universities will likely increasing tuition to make up for the reduced state 

support due to budget problems.  While jobs are few and far between people will likely 

continue to enroll in college in the belief that such education is a sure strategy for 

economic and social success.  This is partly what explains the spreading popularity of the 

campus food pantry idea.

 Colleges and universities everywhere can and should develop and implement 

more supports for low-income college students.  A campus food pantry is only one such 

support, but it can be a very important one; it provides food and other necessities to 

people already working as hard as they can, but still struggling to get by.  When students 

serve students at a campus food pantry, they raise awareness of the problem of food 

insecurity and resist the social gap between those who have much and those who have 

little.  The futures of low-income college students remain as uncertain as ever, perhaps 

more so in the current economic climate.  But if the number of people who have asked for 

guidance starting their own campus food pantry is any indication, there are many 

individuals and groups willing to work for low-income student food security.  
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Of the OSU Emergency Food Pantry 

The number of people served by the OSUEFP has grown since the opening in 

2009. It now serves between 100 and 200 people per month, representing between 50 

and 100 households.  Additional shelving and cold food storage has enabled more things 

to be stocked at any given time, increasing both choice for clients and the amount of food 

they can take home (5 to 7 days of food per household member now, compared to 3 to 4 

days of food when the pantry first opened).  Through people involved with and press 

about the pantry, many campus and community groups have learned about and found 

ways to support the OSU Emergency Food Pantry; they help make people in need aware 

of its existence, they hold food drives, collect monetary donations from their members, 

make jam and donate fresh produce.  New partnerships are being cultivated all the time; 

two are particularly exciting. One is with a new fiscal sponsor.  TRFW got the pantry off 

the ground and saw it through its infancy.  In order to promote the pantry more widely, 

facilitate donations from alumni and further secure the pantry within its institutional 

home, the OSUEFP is transitioning its fiscal sponsorship from TRFW to the OSU 

Foundation.  The other exciting new partnership is with the ASOSU Human Services 

Resource Center, through which the pantry now has three paid staff persons: Coordinator, 

Volunteer Coordinator and Outreach Coordinator. 

Building a Sustainable Program

 Now you know how to research, plan, network and fundraise to successfully 

launch a campus food pantry program.  What will happen to the program when the 



62

volunteers and coordinators graduate and move on?  As we prepared to pass the torch of 

responsibility to a new generation of food pantry coordinators, we wanted the pantry to 

be structurally secure enough so that it would continue operating smoothly and 

effectively well into the future.  So we worked hard to mobilize and sustain the 

enthusiasm of different partner organizations.  And we worked hard to cultivate a 

volunteer pool such where lots of people have had the pleasant experience of 

volunteering, making ongoing recruiting work just a bit easier.  We applied the same 

principle to donations; we worked hard to make sure people that organized food 

collection events found the experience enjoyable and not only wanted to do it again, but 

wanted to share the experience with others as well.  

 We advertised job descriptions for our replacements widely in our campus-

community and interviewed several people; some had experience as a volunteer at the 

pantry, some did not, although they had other experiences to offer.  We invited applicants 

to apply for more than one of the coordinator positions, which gave us greater flexibility 

to select the right person for each position.  The Coordinator had organizational skills and 

experience with both the pantry and community food issues.  The Volunteer Coordinator 

also had experience with the pantry and an easy and effective communication style.  The 

Outreach Coordinator was also had organizational skills and program development ideas.

It is in their capable hands that we have left the OSU Emergency Food Pantry.  
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Appendix: Sample Documents
A Statement of Fiscal Responsibility and Memorandum of Understanding  

~These samples come from the OSU Emergency Food Pantry records 
    
B Pantry Layouts 

C Monthly Report to Regional Food Bank 
 ~This sample comes from the Oregon Food Bank Emergency Food Assistance Program Handbook 

(2010)

D Staff and Volunteer Position Descriptions 
~These samples come from the OSU Emergency Food Pantry records

E Volunteer Waivers and Confidentiality Contracts 
 ~These samples come from the Oregon Food Bank Emergency Food Assistance Program 

Handbook (2004, 2010) and from the records of the OSU Emergency Food Pantry

F Order Forms: USDA and Regional Food Bank 
 ~These samples come from the records of the OSU Emergency Food Pantry but originated with 

Linn Benton Food Share and Oregon Food Bank

G Food Guides: 3 to 4 days and 5 to 7 days 
~The 3 to 4 day guide was provided by Linn Benton Food Share; the 5 to 7 day guide comes from 
the records of the OSU Emergency Food Pantry

H Volunteer Manual 
~This sample comes from the records of the OSU Emergency Food Pantry

I Food Safety Documents 
~These documents were provided by Linn Benton Food Share and originated with Oregon Food 
Bank

J Facilities/Equipment Logs 
~These sample documents come from the Oregon Food Bank Emergency Food Assistance 
Program Handbook (2010)

K Childcare Waiver 

L Pantry Operations Task Timetable 

M Intake Forms: Collecting Client Information and Establishing Eligibility 
~These sample forms come from the Oregon Food Bank Emergency Food Assistance Program 
Handbook (2010) and from the records of the OSU Emergency Food Pantry

N Frequent Asked Questions 
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Appendix A
Sample Memorandum of Understanding and Statement of

Fiscal Responsibility 
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Appendix B
Sample Food Pantry Layout

Intake/Waiting Area

Hi! Welcome to 
the food pantry!

This way for food!

Table with other resources for 
clients

Client sign-in
tableEntrance/Exit

Client

Volunteer to 
sign clients in

Hi, my name is 
___ and I will 
be helping you 
get your food 

today!

Table

Chair
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Food Storage Area

Walk-in refrigerator

Dry goods! 

Client

Volunteer

Freezers!

71717171

Table with bags and boxes for 
clients to put their groceries 

i
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Appendix C
Sample Monthly Report to Regional Food Bank
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Appendix D
Sample Staff and Volunteer Position Descriptions

Pantry Coordinator:

The Coordinator oversees and facilitates cooperative leadership and operations of 

pantry

o Follow basic food safety guidelines 

o Facilitate and oversee operations whenever the pantry is open   

o Advise and encourage Volunteer and Outreach Coordinators and all other 

affiliated persons

o Prepare and submit regular food orders from the regional food bank 

o Maintain operations handbook to ensure continuity of operations 

o Maintain financial records and donation records 

o Prepare and submit monthly reports to regional food bank 

o Prepare and present reports to fiscal sponsor

o Work to diversify funding of services through grant writing, private donations, 

and other means 

o Attend meetings of the fiscal sponsor and partner organizations 

o Maintain clear professional and personal boundaries with students served 

o Maintain the highest levels of confidentiality when dealing with student 

information and sensitive situations 

o  Treat all persons associated with the pantry in a positive and professional manner 
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Volunteer Coordinator:

The Volunteer Coordinator cooperatively leads operation of the pantry by training, 

scheduling, and supervising volunteers and also maintaining volunteer records

o Follow basic food safety guidelines 

o Organize and lead volunteer training sessions 

o Schedule sufficient volunteers to receive deliveries and assist clients whenever 

pantry is open 

o Supervise volunteer activities 

o Facilitate deliveries from regional food bank 

o Respond to communication from volunteers and fellow coordinators in a timely 

manner

o Maintain volunteer records and manuals 

o Attend meetings of the fiscal sponsor and partner organizations 

o Maintain clear professional and personal boundaries with students served 

o Maintain the highest levels of confidentiality when dealing with student 

information and sensitive situations 

o  Treat all persons associated with the pantry in a positive and professional manner 
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Outreach Coordinator:

The Outreach Coordinator cooperatively leads and engages the campus-community 

in order to promote and sustain operation of the pantry

o Follow basic food safety guidelines 

o Advertise and promote food pantry project through fliers, website, and media

o Encourage and maintain partnerships with campus-community  

o Manage pantry communications: e-mail, phone, and post

o Respond to communication from potential volunteers, clients, and donors in a 

timely manner 

o Maintain current knowledge of local food issues 

o Attend meetings of the fiscal sponsor and partner organizations 

o Maintain clear professional and personal boundaries with students served 

o Maintain the highest levels of confidentiality when dealing with student 

information and sensitive situations 

o  Treat all persons associated with the pantry in a positive and professional manner 
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Volunteers:  

Volunteers follow the directions of coordinators in the day to day operation of the 

pantry

o Support the mission of the OSU Emergency Food Pantry 

o Participate in Orientation and training programs 

o Be punctual, dependable and reliable 

o Follow basic food safety guidelines 

o  Unpack cases and stock dry goods, frozen and refrigerated items in grocery store-

type displays

o  Greet donors as they arrive and assist them by weighing their donation and 

providing a receipt if desired 

o  Greet clients as they arrive, record date of visit and, for new clients, collect intake 

information

o  Keep track of the order in which clients arrive and will be served using a number 

system

o  Monitor and replenish beverages and snacks  

o  Assist clients by guiding them through the pantry as they make their selections, 

answering any questions they may have and ensuring they get their full allotment 

with the food box guide 

o  Direct clients toward and answer questions about resource materials    

o  Treat all persons associated with the pantry in a positive and professional manner 
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Appendix E
Sample Volunteer Waivers and Confidentiality Contracts

I acknowledge and understand there are risks of personal injury involved with this 

activity for which I have agreed to accept responsibility.  I have been briefed about the 

dangers and perils involved and safety precautions and rules I am to follow to minimize 

the chance of injury.  I agree to follow these rules.  In consideration of being allowed to 

participate in any and all of these activities, I for myself, my heirs, executors, 

administrators, and assigns, do waive, release and discharge any and all rights, demands 

or claims for damage and cause of suit or action, known or unknown, that I may have 

against the State of Oregon, Oregon State University, Ten Rivers Food Web, or their 

employees or agents for any or all injuries in any manner resulting from such 

participating.  I attest and verify that I have full knowledge of all risks involved in this 

activity and will through my own resources, including insurance benefits, assume and pay 

my own medical and emergency expenses in the event of an accident or illness, 

regardless of whether I have authorized such payments.

___________________________________ ____________________________________ 
Sponsoring Organization   Event Name 

___________________________________  ____________________________________ 
Event Location    Event Date(s) 

___________________________________  ____________________________________ 
Student Name     Address 

___________________________________  ____________________________________ 
Phone      E-mail

___________________________________  ____________________________________ 
Emergency Contact    Emergency Contact’s Phone   
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I, ____________________________, do hereby acknowledge that I have been briefed on 

the volunteer expectations of the OSU Emergency Food Pantry including, but not limited 

to regular operations, personal and food safety, and client confidentiality.  I fully 

understand my responsibilities to recipients of emergency food and their civil rights.   

_______________________________________  ______________________ 
Signature         Date   
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Appendix F
Sample Order Forms

USDA Commodity Order Form
OSU food 

pantry

SOURCE
II Product Name Unit Product Description unit2wt share

2 USDA Peanut Butter - 18 oz CS 12/18 oz.; "Algood" or "Sunland" label 16 0
2 USDA Sauce - Tomato - 15 oz CS 24/15 oz cans; label = USDA 28 0

2 USDA Beans - Vegetarian - USDA CS
24/15 oz; Hart brand beans in tomato 
sauce 29 0

2 USDA Pasta - Macaroni CS 24/1# pkg; Label - "Pasta USA" 25 0
2 USDA Applesauce - can CS Label: USDA or Snokist; 24/15 oz 28 0
2 USDA Juice - grapefruit - can CS 8/46 oz; "Yakima" or USDA 44 0
2 USDA Peas - canned usda CS 24/15 oz; Tendersweet label 27 0
2 USDA Tuna Fish - canned - usda CS chicken of the sea label; 24/12 oz 24 0
2 USDA Corn - canned - 15 oz CS 24/15 oz; label: "Staco" 28 0

2 USDA Pasta - Spaghetti - 2# CS
12/2# plain pasta or 24/16 oz; Pasta 
USA or Sanita label 26 0

2 USDA Sauce - Spaghetti CS
24/15 oz; Label: "Vine Ripe" or Del 
Monte 27 0

2 USDA
Potatoes - sweet canned 
usda CS 24/15 oz; Bruce's label 27 0

2 USDA Carrots - canned usda CS 24/15 oz; "Flav R Pac" 28 0
2 USDZ Pork Patties - frozen usda CS pork patties 42 0
2 USDZ Meats - Chicken - Leg Qtrs CS chicken qtrs 40 0



81

Regional Food Bank Order Form 
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Appendix G
Sample Food Box Guidesp
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Appendix H
Sample Volunteer Training Manual

Oregon State University Emergency Food 
Pantry

Volunteer Orientation Manual

2011
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Welcome!

The Oregon State University Emergency Food Pantry welcomes you as a volunteer and 
hopes that your time spent at the Food Pantry will be an exciting and fulfilling 
experience. We thank-you for your time and dedication for helping to eliminate hunger in 
the Oregon State University community! This pamphlet was designed to help familiarize 
your with this program at OSU. It will serve as your guide to the procedures, expectations 
and operations involved with the OSU Emergency Food Pantry.

OSU Emergency Food Pantry
Mission Statement and Vision 

Mission: To supply the Oregon State University campus and community with healthy, 
culturally appropriate emergency food. 

Vision: No person living in the OSU community goes hungry due to lack of food. 
Everyone will have access to quality and nutritious food.  

Background on the OSU Food Pantry: The OSU Food Pantry aims to complement the 
existing community food security efforts by offering evening hours for emergency food 
pickup. They aim to target a critically underserved population, low-income university 
students, in addition to serving the general public. Funds have been raised to supply food 
for the first year of operation and avenues continue to be sought for additional funding. 
The OSU Food Pantry intends to provide nutritious, culturally appropriate, local, 
seasonal, emergency food to people in need that live in the OSU community.  

The OSU Food Pantry is a critical part of the efforts to support community values like 
local food security, community health, and institution-citizen partnership as it brings 
students and community members together.

Oregon State University Food Pantry

Snell Hall Kitchen 
Memorial Union East 

SW Jefferson Way & SW Benton Place 
Oregon State University 

Corvallis, OR 97331 
541.737-3473
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Important Contact Information:

Coordinator:    541.737.3473 hsrc.foodpantry@oregonstate.edu 

Outreach Coordinator:  541.737.3473 hsrc.foodoutreach@oregonstate.edu 

Volunteer Coordinator:  541.737.3473 foodvolunteercoord@oregonstate.edu 

Emergencies:    9-1-1 

Program Dates and Hours of Operation

The OSU Food Pantry will be open from 5-8pm on the following dates: 

March 16th, 2011 
March 24th, 2011 
April 20th, 2011 
April 28th, 2011 
May 18th, 2011 
May 26th, 2011 
June 15th, 2011 
June 23rd, 2011 

(Please arrive 15 minutes for first shift and plan to stay 15 minutes late when closing) 

Non-Discrimination Policy for the 
OSU Emergency Food Pantry

It is the policy of the OSU Food Pantry to provide equal and consistent treatment to 
all clients and persons associated with the pantry regardless of race, ethnicity, sex, 
age, disability, religion, political affiliation, familial status, sexual orientation, gender 
identity, military status, marital status.  It is our policy to avoid differential treatment 
and discriminatory impact including that which is unintentional.   

It is the policy of the OSU Food Pantry that there is no discrimination or harassment 
in its program. Questions or concerns relating to this policy can be directed to a 
student, volunteer, or faculty coordinator.  
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Volunteer Responsibilities

o Support the mission of the OSU Emergency Food Pantry 

o Participate in Orientation and training programs 

o Be punctual, dependable and reliable 

o Follow basic food safety guidelines 

o  Unpack cases and stock dry goods, frozen and refrigerated items in grocery store-

type displays

o  Greet donors as they arrive and assist them by weighing their donation and 

providing a receipt if desired 

o  Greet clients as they arrive, record date of visit and, for new clients, collect intake 

information

o  Keep track of the order in which clients arrive and will be served using a number 

system

o  Monitor and replenish beverages and snacks  

o  Assist clients by guiding them through the pantry as they make their selections, 

answering any questions they may have and ensuring they get their full allotment 

with the food box guide 

o  Direct clients toward and answer questions about resource materials    

o  Treat all persons associated with the pantry in a positive and professional manner 
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General Policies
Services to clients 
Speak to all clients with respect. Help new clients feel comfortable and at ease. Don’t 
rush clients while they’re walking through and selecting food. Be courteous, cordial, 
and attentive and alert while interacting with clients. Pay attention to specific needs of 
each client. For example, if someone is homeless, give them more prepared foods, 
rather than foods that need to be cooked. 

Confidentiality
As volunteers, you’re responsible for maintaining confidentiality in terms of any 
information relating to clients that utilize the Food Pantry. The intake cards are to be 
kept on file and to remain confidential. Information such as phone numbers and 
addresses of all clients and volunteers should remain confidential. You may discuss 
the Food Pantry, but you may not give out any personal information regarding the 
clients that use the Food Pantry. 

Donations from clients 
You are not allowed to accept ANY monetary donations from clients. Donation of 
food is allowed. 

Dress Code 
All volunteers are expected to dress neatly and appropriately. Please be conscious of 
personal hygiene and any potentially offensive clothing while you are volunteering at 
the Food Pantry. You MUST wear closed-toe shoes at ALL times. 

Drug and alcohol use 
Volunteers will be immediately dismissed if they are found to be under the influence 
of any illegal drug or alcohol while performing their duties as a volunteer. You may 
not bring any drugs or alcohol to the premises under any circumstances. Clients that 
are under the influence of any drugs or alcohol may be refused service. 

Hand washing 
Volunteers must wash their hands prior to beginning their shift and after every time 
they use the bathroom. Wash hands with soap in warm water thoroughly for 20 
seconds and rinse well.

Lobbying
The OSU Emergency Food Pantry condemns lobbying of any kind in order to 
persuade people and their voting decisions. 

Smoking
Smoking is prohibited within the building and directly outside of the door.  

Theft
Any theft committed on the premises of the OSU Food Pantry is considered a serious 
offense and should be reported immediately.
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Procedures

Child abuse, sexual assault and all forms of harassment
Volunteers that witness any form or harassment or abuse must report it immediately. 
The OSU Food Pantry does not condone this behavior and such persons will be 
prosecuted.

Safety
Safety is off the utmost importance to the OSU Food Pantry coordinators. If any of 
the work that you are asked to do is unsafe, please let a coordinator know 
immediately. We encourage any ideas or suggestions about how we can create an 
even safer work environment. Please report all personal injuries incurred while 
volunteering on the premises. Do not attempt to lift any box that you feel is beyond 
your ability.

Interacting with clients
The most important work that you will do as a volunteer is showing genuine concern 
for the clients that you serve. Listen and be cordial to all clients while they are 
utilizing this service. Even if a client is rude, or having a hard day, you must remain 
cheerful, friendly, and helpful. Please be patient and understanding to all clients and 
their needs.

Delivery Procedures
The Food Pantry coordinators will schedule deliveries of food and arrange for 
volunteers to help unload the truck and sort the food.   

1. Sign in as a volunteer. 
2. Wash hands. 
3. Log the temperatures of the dry stock, refrigerator, and freezer.   
4. Non-food items are to be stocked on bottom shelves. 
5. Food should be stocked in first in-first out fashion.

Opening Procedures
1. Sign in as a volunteer. 
2. Wash hands. 
3. Log the temperature of the freezer and refrigerator. 
4. Pull dry-stock shelves out into the main room. 
5. Put the “open” sign out. 
6. Set up the intake table with necessary paperwork. 

Closing Procedure
1. Put dry-stock shelves away. 
2. Take down the “open” sign. 
3. Pick up the paperwork on the intake table and put it into the assigned binder. 



92

Client Sign-In Procedure

 The income guideline for eligible households is 185% of the current federal 
poverty guidelines.  See eligibility form for income levels by number in 
household.

 Self- declaration of need is sufficient to receive emergency food. 
 When clients first come to the food pantry they are required to provide their 

name, address, phone number of people in their household for whom they are 
responsible and proof of their address. (The following items qualify: driver’s 
license, rental receipt or utility bill). Those that say that they are homeless 
should not be asked for ID.

 Also during the first visit clients are asked to fill out the short service survey.
Volunteers should then record the date on the survey and file it in the binder. 

 At each subsequent visit when clients receive food from the food bank they 
must sign the USDA income guidelines form.

In Closing

We appreciate your willingness to volunteer with the OSU Emergency Food Bank 
and hope you will enjoy your experience as a volunteer. Feel free to ask questions 
and voice your concerns to the coordinators.

Thank-you,

OSU Food Pantry
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Appendix I
Sample Food Safety Documents
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Appendix J
Sample Facilities/Equipment Logs
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Appendix K
Sample Childcare Waiver

Child's name: ___________________________________________ 

Age: _____________   Birthday:_______________ 

Parents'/Guardians' names:__________________________________________________ 

Emergency contact: _______________________________________________________ 

Notes: __________________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

I/We, the undersigned, as parent(s)/guardian(s) of the above named child in taking 

advantage of this childcare service, release and discharge any and all rights, demands or 

claims for damage and cause of suit or action, known or unknown, against the State of 

Oregon, Oregon State University, Ten Rivers Food Web, the OSU Emergency Food 

Pantry or their employees or agents for any or all injuries in any manner resulting from 

such participation, for myself, my heirs, executors, and administrators.   

I attest and verify that I have full knowledge of all risks involved in this activity and will 

through my own resources, including insurance benefits, assume and pay my own 

medical and emergency expenses in the event of an accident or illness, regardless of 

whether I have authorized such payments. 

_____________________________________________________ _______________ 

Signature of Parent/Guardian     Date 
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Appendix L
Sample Pantry Operations Timetable

Delivery

Remember that your regional food bank makes deliveries to other locations too.  They 
will do their best to schedule a time for delivery, but depending on how the rest of their 
stops go, they may be a little early or a little late.  So be patient and be as flexible as 
possible on delivery days.

45 Minutes Before Delivery
 ~Coordinators arrive at pantry 
  ●turn on lights 
  ●unlock storage areas
  ●record storage temperatures 
  ●set out carts for moving cases of product

30 Minutes Before Delivery
 ~Volunteers arrive  
 ~Coordinators review confirmed order with volunteers, mindful that last minute 
 substitutions by the regional food bank may occur 
 ~Shift shelves so that what was first is in first out and to make room  
 for expected products  

Delivery Arrives
 ~Put away frozen and refrigerated product first in an assembly line fashion 
  ●some  cart boxes to appropriate storage space 
  ●others open boxes and place items on shelves
 ~Save larger boxes in which to send food home with clients and smaller boxes in 
 which to display small items on shelves 

When Done
 ~Stack boxes one inside another to store until the next time food is distributed  
 ~Make sure freezers, refrigerators and dry stock areas are locked 
 ~Turn off lights 
 ~Lock main doors behind you 
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Food Distribution

1 Hour and 15 Minutes Before Opening
 ~Coordinators arrive at pantry, turn on lights, unlock storage and welcoming 
 areas, record storage temperatures, sets out donations log and scales  
   

1 Hour Before Opening
 ~Coordinators and at least one volunteer receive donations from the public and set 
 up for food distribution 
  ●Record temperatures of walk-in refrigerator, freezers and dry goods
  room 
  ●Prepare list available items that clients will not physically select for  
  themselves 
  ●Prepare carts for clients to use when making their selections 
  ●Set out volunteer check-in sheet 
  ●Set out food box guides 
  ●Set up the boxing/bagging station 
  ●Set up client intake station
  ●Set up resources station 
  ●Set up snacks and refreshments station 
  ●If time, do one final check of the shelves and straighten/tidy up displays 

15 Minutes Before Opening
 ~First group of volunteers arrive 
  ●Delegate tasks     
   ◦ Intake Table: signs clients in and assigns them a number which
   will be  called when it is their turn to select food 
   ◦ Shopping Assistants: guide clients through pantry making sure
   they get their full allotment according to the food distribution  
   guide 
   ◦ Floater: assist in various capacities as necessary
   ◦ Cold Food Runner: to box/bag refrigerated and frozen foods if
   clients  will not be selecting these items from shelves for   
   themselves 
   ◦ Resource Specialist: stationed near resource area to answer  
   questions clients may have and direct them to resources and  
   information  

Pantry Opens
 ~Expect a large number of clients to be lined up by the time the pantry opens 
 ~Begin intake procedure and assign numbers to clients so they can be called as 
 soon as a volunteer becomes available 

Halfway Through Hours of Operation
~Second group of volunteers arrive, relieving the first group 
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Closing
~ Expect some people to arrive that have had class or other obligations earlier and 

 thus were only able to come to the pantry as it is closing  
 ~Put away all tables, chairs, bags, handouts etc.   
 ~Stack any leftover boxes one inside another to store until the next time food is 
 distributed  
 ~Make sure freezers, refrigerators and dry stock areas are locked 
 ~Turn off lights 
 ~Lock main doors behind you 
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Appendix M
Sample Forms Intake and Eligibility

Date of First Visit:______________ 

Last Name:______________________________________________________________ 

First Name:______________________________________________________________ 

Address:________________________________________________________________

City: ___________________________________________________________________ 

Phone:__________________________________________________________________

# of Adults:_______________________     # of Children:_____________________ 
*Note: #s of adults and children in household includes only those for whom you are financially responsible 
and who have critical need of emergency food assistance. 

Culturally/Religiously Important Foods:_______________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

Food Allergies:___________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

Subsequent Visits
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Appendix N

Frequently Asked Questions

Most of what we learned in the course of running the OSU Emergency Food Pantry was 
through trial and error.  We hope we can spare you some of the error with this manual.
Of course you will run into situations that we did not, as we ran into circumstances that 
you will not.

Since the OSU Emergency Food Pantry first opened in March of 2009 we have been 
contacted by people, many of them students, on college campuses across the country who 
wanted to ask us questions about opening their own campus food pantry.  Of course we 
were happy to help them and we are grateful to them for helping to frame the content of 
this manual.  It is with these questions and our responses that we wish you good luck. 

How can I be sure clients are taking enough food?  

We found that unless we prompted some clients to take their full allotment, the would not 
do so in order to be sure there was enough for the people who came after them. If you 
notice such a trend, assure the clients that you have plenty of food on hand. 

How can I be sure I won't run out of food?

In the beginning the number of clients at the pantry may be small enough that you can 
easily order enough food without it seeming like you have ordered a lot.  As the number 
of clients increases and you make adjustments in your orders you are bound to make 
some mistakes.  You may run out of certain items before the pantry has served everyone.
If this happens, make a note of the event on the clients' intake forms and invite them to 
come back to get what they could not this time.  If you have to make appointments or 
open for a brief period to accomplish this do so.  Then be sure and place a bigger order 
the next time around.

Do not stress too much if you have run out of food; you will learn from your mistakes.
Over time you will develop a sense of the most preferred foods and how much to order, 
so unless the number of clients suddenly spikes it will be unlikely that you will run out of 
food.  Even if it does happen remember that people like to be kept informed. Let clients 
know what is going on and then do your best to put it right. 

If you are worried you will run out, particularly early on as the number of clients 
increases, stock up on non-perishable food and reassure clients that as you figure out 
what to expect in terms of numbers you will be ordering a wider variety of fresh and 
perishable foods.
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How do I assess what the clients will want in a shopping-style pantry?

Start out by getting as wide a variety of foods as you can in all the basic food groups.
Try to leave your own food preferences out of it.  Although it is great to include what you 
see as healthy food choices and even greater to have cooking demonstrations to educate 
people about new foods, remember that the pantry's goal is not just to provide food, but 
to provide the particular foods people want.

When clients come to the pantry, ask them about foods they would like to see on the 
shelves.  You might also put a comment box in the shopping area so that as clients think 
of things they can request them.  Not all client requests will be easy to fulfill.  What is 
available from the regional food bank varies depending on what is available to the
regional food bank.  Over time you will start to notice trends in client preferences and 
order accordingly.  If you notice trends in what the clients want and you have trouble 
acquiring, consider asking a particular partner organization to help meet that need.     

When should the food pantry be open?

If you have enough people and do not have to share your space with other groups, then 
you can have the pantry open every day if you want.  If so, you are advised to stagger the 
hours somewhat; have some daytime hours and some evening hours to make it easier for 
people to get food around their school and work schedules. 

If your volunteer pool is too small to support being open that often or if you share the 
pantry space with other groups, you will probably have to limit the hours of operation for 
the pantry.  Since we expected (and found) that the majority of the pantry's clients were
students and knowing that many students (both clients and volunteers) have class during 
the day we decided to have only evening hours of operation for the pantry.   

We concentrated operation of the pantry at the end of each month so that the pantry could 
pick up the slack when other resources, like paychecks and food stamps, were more likely 
to have run out. We added one more evening of food distribution at the start of each 
academic term, to support students who found that their financial aid checks had been 
delayed. We opted to spread service out these two days in case clients had to work or had 
night class on one day and to keep clients' waiting time short.      

How do I decide who qualifies to receive food?  

The hunger relief network you join will likely have its own guidelines for who qualifies 
for food based on federal estimations of poverty.  You may also want to limit those who 
qualify at your pantry based on where the client lives.  If your community is large enough 
that there are several emergency food outlets clients may already be inclined to go to the 
pantry closest to where they live.  A good rule of thumb is that if someone has shown up 
looking for food chances are they really need it so go ahead and help them. 
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How do I get word out about the pantry?
  
We asked our clients how they heard about the pantry and many people said they had 
learned of it by word of mouth.  This mode of advertising, though effective, is quite slow.
If you want to try and get the word out faster, consider distributing a flier with map, dates 
and times and eligibility.  Post the flier around campus and in the community, especially 
at places food-insecure people might go looking for help.  Gives stacks of fliers to people 
working at these locations and ask for the help distributing them.  You can also make 
short announcements in classes, send notices out via listservs and see if local newspapers 
will run a story on the pantry.

How do I know how many clients will show up?

When your campus food pantry is first open you really have no way of knowing how 
many people will show up, but you should expect those numbers to rise, slowly at first 
with a potential spike at any time.  If there are other well-utilized services for low-income 
students on your campus and you have advertised through them, you may have a large 
crowd at the grand opening.  You may also have only a few clients on each of the first 
few occasions the pantry is in operation, but in a matter of months be seeing dozens of 
people on each occasion.

How much food do I give to each person? How do I prioritize? 

As a member of a hunger relief network you will have easy access to resources about 
who qualifies for food and how much they get.  As you begin to get a sense of how many 
people are coming to the pantry between orders try to place orders so that you have 
plenty of food on hand for those you expect.  At minimum you should provide 3 to 4 days 
of food per member of the household. 

How often can clients come to the pantry?

Restrictions on how frequently clients can visit the pantry are usually related USDA 
commodity regulations.  Otherwise you are free to set your own frequency of visit 
guidelines.  We asked clients to come to the pantry once a month.  Our goal was to 
connect them with enough other resources that they did not need to visit the pantry more 
than that.
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What if the client does not want certain categories of food? 

The beauty in a shopping style pantry is that it allows for individuals to select those foods 
they prefer.  Food box guides can help clients to make selections from all of the basic 
food groups.  Sometimes clients will say they do not care for a certain item; this is easy to 
work around if you stock several varieties of each item.  Every once in a while you will 
have a client who does not want anything in a particular food guide category.  When you 
encounter such a person, offer them an equal amount of food that they will eat instead.  

Be attentive to the reasons why clients do not want particular items.  Do they not know
what it will taste like?  Do they not know how to cook it?  If so, share what you know 
about the flavor and preparation of the item.  

Can I get food for someone who is not here?

College students often have roommates, but food pantries usually distributed food based 
on numbers in a household; this can sometimes be a source of confusion.  We ask our 
clients to define their household as including only those people for whom they have or 
share full financial responsibility.  Sometimes this includes roommates, if the roommates 
pool all their resources; more often this consists of couples and families.  If a roommate 
has scheduling conflicts or otherwise cannot generally come to the pantry themselves 
they can make a note on their intake form indicating that the roommate is authorized to 
receive food in their stead.

What do I do if volunteers are late or no-show?

Hopefully your pool of volunteers if filled with dependable people, but it can happen that 
a volunteer is late or no-shows, particularly at the beginning of a school year or term 
when people are still settling in to their schedules.  It does make a difference in how 
quickly clients can be served if volunteers are late or you are short-staffed.  This is when 
on-call volunteers are especially important.  If needed, you can always call other 
volunteers who were not scheduled and see if they can come in too.   

If you still find yourself short-staffed try to stay calm and inform the clients of the 
situation then reassure them that you will still do your best to help everyone.  It is 
especially helpful in this situation if you can guide groups of friends/acquaintances that 
arrived together through the pantry at once.  If clients are going to have a longer wait than 
is typical, refreshments are especially nice.

Over time you will get a sense of how long it takes a volunteer to guide one client 
through the pantry.  As you learn this, you will be able to provide clients with ever more 
realistic waiting times, something especially important if the pantry is understaffed.     
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Can volunteers also be clients?

Absolutely!  We often had clients see how volunteers enjoyed working at the food pantry 
then ask us if they could volunteer too.  People can accept emergency food and still wish 
to give in whatever way they can.

How can I preserve client confidentiality if I see a client outside of the 
pantry? 

This is can be a tricky situation, but we found that the best approach is to just smile like 
you might to anyone you passed on the street and vaguely recognized, leaving it up to the 
client to take the interaction any further.  Follow the client's lead and you can be 
confident you have respected their boundaries.    

What do clients have to do to prove are in need of food?

We opted not to require clients of the OSU Emergency Food Pantry to provide proof of 
income or address because if the client was unemployed or homeless (s)he would not 
have such documentation.  For us, walking in the pantry doors seeking food was enough 
demonstration of need.  However, our state hunger relief organization did require that 
clients sign a form each time they received food. 

What do I do if I sense that a client is facing issues other than food 
insecurity?

If someone comes to the pantry because they are having difficulty meeting their food 
needs, changes are they are struggling to meet other needs as well.  Be knowledgeable 
about other resources in the area so that you can inform clients about them.  Be willing to 
go the extra mile; sometimes people need someone to reach out on their behalf.     

What do I do if I'm unsure about the safety of an item?

If you have any doubts about the safety of a particular food item ask yourself, "Would I 
eat this?"  If not, dispose of it.  If you are still on the fence about it, refer to the materials 
from your state hunger relief agency about food safety and call a regional food bank 
representative if you cannot find the information you need.   
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How can I enhance the environmental sustainability of the pantry?

 Try to get local stores to donate reusable bags and ask clients to bring them back 
each time they visit the pantry 

 If you have product on the shelves that will be past their use dates before the 
pantry is next open, take the product to other area pantries or soup kitchens  

 Compost produce that is no longer fresh 
 Partner with campus and community transportation programs to encourage clients 

to use public transportation
 Encourage clients to carpool with friends and acquaintances  
 If you have a bicycle trailer, volunteers can ride along and transport food to 

clients' homes 


