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	 Agency/Staff (Y = present; N = not present; N/A = not applicable)

	1
	
Current license for food distribution/preparation is prominently displayed at the site
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	2
	
Latest food safety inspection conducted by local health department is on file.
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	3
	
Agency has policies/procedures for each of the following:
· Patient rights and responsibilities, including confidentiality guidelines
· Patient grievance policies and procedures
· Patient eligibility requirements
· Data collection procedures and forms, including data reporting
· Guidelines for language accessibility 
· Collection of patient satisfaction and methods to address
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	4
	
Inventory of food in the pantry is maintained.

	     

	5
	
The amount and use of funds for purchase of non-food items, including use of funds for only allowable non-food items is tracked.

	     

	6
	
Agency has a written policy to provide food on an emergency basis outside of regular distribution times.
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	7
	
Director possesses a valid Service Safety certification and is current within last 3 years.
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	8
	
Confidentiality statements have been signed by employees and all volunteers.
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Client satisfaction surveys are obtained on a routine basis according to agency policy.
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	10
	
Documentation that staff and volunteers have received required training on food safety.
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	11
	
All drivers have a valid driver's license and automobile insurance documented in their personnel files.
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	12
	
Documentation that Ryan White/State Services funds are used as a payor of last resort.

	     

	13
	
Documentation of actual services provided by type of service, number of clients served and level of services is available.
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	 Eligibility Determination (Y = present; N = not present; N/A = not applicable)

	14
	Eligibility documentation is located at the referral/funding source or in the client primary record and includes any additional regional financial criteria.
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	        Services (Y = present; N=not present; N/A = not applicable)

	15
	Written schedule for distribution of food pantry items and home-delivered groceries/meals.
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	Agency adheres to all food safety requirements as listed in the Standards.
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	Access to the food pantry is controlled/limited.
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	Nutrition Guidance  (Y = present; N = not present; N/A = not applicable)

	18
	Documentation that guidance has been received from a licensed dietician regarding dietary issues of person with HIV.
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	19
	There is recorded evidence that attempts are made on a regular basis to provide choices on food items that meet individual nutritional needs of persons
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	Home Cooked Meals (Y = present; N = not present; N/A = not applicable)
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Documentation that volunteers cooking meals in private kitchens meet the same standards of hygiene as required for cooking meals on-site.
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Documentation that cooks possesses a Food Handling Card.
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	Documentation (Y = present; N = not present; N/A = not applicable)

	22
	.A written record of the date of each food distribution is maintained in the client primary record.
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