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Program Type 
�  Day Care – Adult    �  Soup Kitchen  �  Main Office   �  Youth Program  
�  Senior   �  Emergency Pantry  �  Day Care - Child  �  Emergency Shelter  
�  Other   �  Rehabilitation  �  Summer Feeding Program  
  
�  Residential (please fill in type. Ex: disability housing) ____________________________________________________ 
 

�  Multi Service ____________________________________________________________________________ 
Contact Information  
 
Date: _________________________________ 
 
Agency Name: ______________________________________________________________________ 
 
Parent Company: ______________________________________________________________________ 
 
Mailing Address:______________________________________________________________________ 
 
Delivery Address:______________________________________________________________________ 
 
Phone: ___________________ Alternate phone:  ___________________ 

Fax:  ___________________ e-mail: ___________________ 
 
Executive Director:  ______________________________________________________________ 
 
Food Program Contact:  ______________________________________________________________ 
 
Additional/ Alt Contact: ______________________________________________________________ 
 
Days & Times of Operation: ______________________________________________________________ 
 
Geographic Area Served:       ______________________________ 
  
Total clients served per month:    ______________________________ 
 
Population Served (i.e. singles, families, seniors):  ______________________________ 
 
Ethnicity of Population (for grant purposes only):   ______________________________ 
 
Full Time Staff ___________________ Part Time Staff ___________________ 

Full Time Volunteers  ___________________ Part Time Volunteers ___________________ 
For office use: Assembly  District ________________________ Senate  District 
__________________________

 

1 - Agency Monitoring Information 
 Form 
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Program attributes  
 
What additional Services does your agency provide? 

 
�  Adult Education Classes    �  Food Stamp Outreach  �  Social Services/Case Management �  Legal Services 
�  Advocacy   �  Health Insurance Outreach  �  Medical/Dental/Vision Services �  ESL 
�  Clothing Distribution  �  Immigration Assistance             �  Other Entitlements/Benefits Outreach �  Advocacy 
�  Vocational/Job Training  �  Housing Assistance  �  Family Services_______________________________________  
�  Counseling: _____________________________________________ �  Referrals: ____________________________________________ 
 

     
If none, what type would you like to have? _______________________________________________________ 
 
Which services would you like more information about?   __________________________________________ 
(see list above for options) 
 
Does agency receive food from other sources?    _________________________________________  
 
Does agency operate in multiple locations?   Yes No    If yes, please list: _________________ 
 
If yes, are they part of the IH network?   Yes No If no, why? ____________________ 
 
Food 
 
What Food can your agency accept?   ��� �  All  �  non-perishable �  fresh produce  
        �  snacks  �  personal care  
        �  non-foods  �  juices 
        �  baby food  �  prepared/perishable   
        �  Other  ____________________________ 
 
Do you request anything from your clients in  Yes No 
exchange for Island Harvest food? 
 
Does the food provided by Island Harvest    Yes  No 
remain on Long Island? 
 
What are the food eligibility requirements for clients?  _______________________________________ 
 
Distribution  
 
Does agency participate in Central Distribution?  Yes  No 
  
If not, why?    _____________________________________________________ 
 
Assigned Site :   Coliseum Central Islip A  Central Islip B  Riverhead Manhasset  
  

 

2 – Operation Information 
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  North Fork  South Fork   Bellport Elmont 
 
Storage 
 
Number of refrigerators: __________    Number of freezers: __________ 
 
Is food covered and stored properly in refrigerators/freezers? Yes  No 
 
Are refrigerators/freezers clean, odor and frost-free?   Yes  No 
 
What is storage capacity (cubic feet) for freezers?  ___________________________________________ 
 
Type of  non- perishable storage    ___________________________________________ 
(i.e. shelving, cabinets,etc) 
 
Food Safety Checklist 

 Y N N/A 

Hair Restraints �  �  �  
Plastic Gloves �  �  �  
Separate hand washing station for staff �  �  �  
Hand-Washing sign in bathroom �  �  �  
Single-use paper towels in bathroom �  �  �  
Surfaces Clean �  �  �  
Separate storage for toxic substances �  �  �  
Garbage cans 10’ away from food �  �  �  
Food Safety certification displayed �  �  �  
Proof of extermination �  �  �  
FIFO (first in, first out) method of food distribution �  �  �  

  
Comments 
 
Is your agency meeting the demand in the area?   

__________________________________________________________________________________________

_________________________________________________________________________________________ 

 
How can Island Harvest help you make your program more successful? 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
________________________________________________________________________________________ 

 

3 -  Site Inspection 
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NO DEFICIENCIES :  As a result of this visit it has been determined that our agency is compliant and 
therefore in good standing with the Island Harvest network.   
 

 
GENERAL DEFICIENCIES :  I understand that my agency must correct the following general food safety 
deficiencies in order to remain compliant.  By signing below I agree to correct the general compliancy issues 
within the next two weeks.  

           
1. Accurate thermometer  present in freezer    �    
2. Accurate thermometer present in refrigerator    �     
3. Draft strips on outer doors      �     
4. Food is 6” from floor and 18” from wall    �   
5. Fire extinguisher (with updated inspection tag)   �   
6. Smoke detectors present      �  
7. FIFO (first in, first out) method of food distribution   �     
8. Walls checked for leaks and cracks near food storage area  �   
9. Floors checked for cracks and spills in food storage area  �   
 

 
CRITICAL DEFICIENCIES:   I understand that my agency is not compliant due to the critical issues listed 
below and must be re-inspected once these issues are corrected  in order to receive food from Island Harvest.  
 

1. Food received protected from contaminates   �    
2. Chemicals and pesticides properly labeled   �    
3. Sufficient space to accommodate operation   �    
4. Adequate ventilation and lighting    �   
5. Adequate freezer space     �    
6. Adequate storage space     �   
7. Hot and cold running water provided    �    
8. Rodents/vermin found at location    �    

 
 

By signing below, I confirm that this information above is true to the best of my knowledge. 
 
 
____________________________    ____________________________  
Authorized Agency Representative    Date 
 
____________________________    ____________________________  
Agency Relations  Manager     Date 
 
        ____________________________  
        Date of Next Monitoring  
 
�

 

4 -  Compliancy 
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ACCEPTABLE FOOD SAFETY TRAINING CERTIFICATION SOURC ES 
 

·  Island Harvest Soup Up Food Safety In Your Kitchen Certificate 
·  Nassau County Department of Health Food Managers Certificate 
·  Suffolk County Department of Health Food Managers Certificate 
·  ServSafe Certification – The Educational Foundation of the National Restaurant Association 

 
 
Local Contact Numbers: 
 

·  Island Harvest      (516) 294-8528 
 
·  Nassau County Department of Health:  (516) 571-3680 
 
·  Suffolk County Department of Health:  (631) 852-5997 
 
·  Long Island Cares     (631) 582-3663 

 
 
 
Important Information 
 
Island Harvest Member Agencies are required to have a least one staff person or volunteer trained in safe food 
handling.  When a community based non-profit agency joins Island Harvest as a Member Agency, they have a 
one month window in which to obtain this certification, if they do not already have it.  In addition, Island 
Harvest requires that Member Agencies update their certification every three years, or immediately when 
certified person of record is no longer with the agency. 
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Basic Food Storage Guidelines 
 

1. Store food in a clean, dry, secure, and well-ventilated place. Dry goods should be kept at 50-70 degrees F. 
 

2. Store all products at least six inches from the floor and away from the wall in order to deter insects and/or 
rodents. (You may obtain pallets free of charge from Island Harvest to assist you.) 

 
3. Do not stack case lots of food up to the ceiling. 

 
4. Be sure to keep food storage areas clean. Floors should be swept and shelves should be washed regularly, as 

bacteria tend to flourish in dust and dirt. 
 

5. Rotate your stock, and institute a FIFO (“first in, first out”) system. Be sure to check dates, especially on items 
such as baby food and infant formula. 

 
6. Keep your refrigerator and/or freezer clean, defrosted, and in good working order. All refrigerators, freezers, and 

walk-ins must have thermometers. Refrigerators should be kept at 35-41 degrees F. Fr eezers should be kept 
at 0 degrees F or below. 

 
7. Store non-food items separately from food items in order to avoid contamination or spills. If a separate area or 

room is not available,store nonfood items on shelves below the shelves holding food. In the refrigerator, store raw 
foods on shelves below cooked foods. 

 
8. If necessary, wash cans and jars before distributing or opening. 

 
9. Throw away anything that is infested, is discolored, smells bad, bulges, leaks, is rusty, has mold on it, or just 

doesn’t seem right to you. “When in doubt, throw it out.” 
 

10. Do not access more food than you can safely distribute or use within 60 days. 
 

11. If your agency prepares meals on site, you are required to have a staff member have A New York Food 
Managers Certification . Call Island Harvest to learn how this can be acquired. All staff or volunteers who 
prepare meals should have basic safe food handling skills.  Island Harvest periodically offers Safe Staff training. 
Call for the next class date or to reserve a space. Laurel Klayman @ 516-294-8528 ext. 13 or 
laurel@islandharvest.org.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   

Page 12 of 13 
199 Second Street,  Mineola, NY  11501 · Phone (516 ) 294-8528 *(631) 831-5388 · Fax (516) 747-6843 · www.islandharvest.org  

 
 

 
$�	���������

�
(� ����'��&
����
�&
�������
������
��
�2

������
�2 �����&
����# ���.������������
�2����

��������## �� ��������
����.�
���������8���
�����#��.���������>����������%����(� ����2����������� �.������##��������
 #���
����
���& ����������
��.�
����
������������������
�9��(� ����'��&
��������
�� �
���&
��@F���  ����#�������.�.�������## 
�
�������  ��
����==���  ����
�
� �������
��������
#������������9��$������������� �D���
�������
�������
���
�.����2���
����%����(� �� �93�
�

!���'����
�

·  531/444�&�����������	� ������������#�:����
����.����#�����
����������
��
� 
��
����#��������
�����
��9��
4�����

��'���
�������
��������F���%��� �1
#����.�� �%����(� ���5�

�
·  $.���������� �� 16/444��	�������	�������61/444��	�������	�2 �

�
·  '��	������� ���
�.����.��� �
��2���� ��������������������������� 9��)�������
�����
����.��
�������
�9��0�
�

��?������?��� 
����
��������.�����������
� ������
� ������#�������������.���;���
�.��������
������.�
�� ��
�.�����
���������9�

�
��7���������������	
�������������8�
�

·  (� ����'��&
����
 �&
���.�����.�

��.������
����� 394: ����#�:����
����.����#�����
����������
��
�
��
���� ����
���8
�
��
����.����#������������������������������" �..� :�������
�9��

�
·  (� ����'��&
������..�����&� ���

����
���
�.����.�� �� ;44� ��#
����:
�����
 �������
�
�������&
��
��
�����
��� ����

���
�������
��
���������%����(� ���9�
�

·  (�����<��(� ����'��&
����
���
�� <25�����������������������/ ���## 
�
������� ��
���� 3��������������= ���
�

·  0�
��
 �&
����.������.�����2��������������:
��&� �
 ��.��&
�� > 5��������/ ��  �2��.������
���
�������
���
��������
�
.��������
�����
�#�������������
�&��
�9�

�
·  (� ����'��&
�������  /444�����
�������	������
�������	� 9��(�����
��.�&� ���

�������
�����������8:�����
�& ��
��

��&
��(� ����'��&
��������#�
���&
������������
��� 14:?��	��	������������������	����2���
�

·  (� ����'��&
�������������2��2

: ��.��������������� ������ *���	�� �(� �#;�2

: ��.���������������������)������
���
@�������� �� "����� ������ #�
�	���� ;���������� ������������������� ��������� ����� A�������� 9���0��
��
���
��
�
��
�&
��##�������
 ��  <4�������	��	���2�

�
·  (� ����'��&
���#��&��
��������
��.���.������������� �����  44/444������� �������������
������������#�������

��� ������ 34/444��������� ���� ;B�������� ������������������ ������'��&
������#����9�
�

·  (� ����'��&
���������
��#�
����.���
� '�7�,�	��������&���	���
7�	� �.��������
�#���
������
�'�������
�G�������
������
�9��$��
������������������ ��

�

��
H� C�������
��	����'������	�����C�����	�
D� %��	����	�*��	���/�*��	����'�
�����	�

D� '�7�����*���������*��������
D� &2��2�
����������������)�������������	�
D� &2�2��	����C�������&�����������

 
 
I��������������.���� ���
������

�������
����� � � � � � �#���
���#�� �������
�
�



   

Page 13 of 13 
199 Second Street,  Mineola, NY  11501 · Phone (516 ) 294-8528 *(631) 831-5388 · Fax (516) 747-6843 · www.islandharvest.org  

 
 

 
�����������	
�����
�
������
 �

*Information is required 
Report must be submitted by the 10th of each month to avoid SUSPENSION 

�
����������	��	� � � � � 
��
����������
�����
����������� ������������
 
���������	�
��
������������������������������������ ��������������������������������������������������� ����
�
��
���������
�������������������������������������� �������������
������������������������������������� �������
�
��������������
������������������������������������ ���

����������������������������
����������������� 
���������
�
�	�
������
�
����������������	�
������
������������ ����	�
��������
���� ��!"����
��������������������� ����������
�
���������	�
��
����
�
�����������	����� ��#��$�����
� %��������&����������� #��'� �������
���� ��
���� � (�#���
� � �

�������� � )�����
����� )���*��������
�� +������������� ����������������������������
�
%�����
�������������������
������������������������ ��������������������������������������������������� ������
�
��������
�������	�
����	��������������������������� ���� !�
�

�#�*����������
���
�� � � � �
�
��� ,�����������
����-�������������������
�

� � ,������#�������-���������������������
�

,������
��������-��������������������
�

� ,������#���������������������������
�
�

� � ���������������������
��������������������
�
������
#�*���������������-���#��
	�����������-����� ���.���
��/��-������������������������

������
#�*�������
��0�����-���#��
	�����#���������- ��������.���
��/��-�����������������������

1���������
��	�������#���#������
�������������#���� �����*#�����������
�����������.���
��/��-���2������ ��������������

%�����#������-���
�#	�������������3#��������������� ��������#���
����������-�2��(������������� � �������� �����

� .��
�4��������������
����������������������������� ���������������������������������������������������

� �������������������������������������������������� ���������������������������������������������

����
���������
�����*�����������-�������-���������5 � ���� ����
���������
������*�-��������-�������-����� ��������5�

�����������#�����
����-���&������
���������������
' ��������������������������������������������������� ������������

�+66!���������������������������������������������� ��������������������������������������������������


