BackPack Program
District Handbook
Operating and partnership guidelines for administering the BackPack Program
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388 Upper Oakwood Ave Elmira NY 14903 • Phone (607) 796-6061 • Fax (607) 796-6028 • www.foodbankst.org

Welcome!
We are very pleased to be working with all the school districts across our six-county
service area to administer the BackPack Program! We know we are making a significant
difference in the life of children and their families throughout our region. We believe that
the Food Bank of the Southern Tier and our schools are partners in every sense of the
word; it takes all of us to ensure this work is done well. We know that school staff are
often already stretched thin, and we want to thank you for your tireless efforts on behalf
of your students.
Please do not hesitate to reach out via phone or email at any time with concerns of
questions. Our goal is to have a program that works well and impacts lives. We are
deeply grateful for your commitment to making this program a reality and a resounding
success.
Thank you,
Programs & Partnerships Team
Community Impact Department
Food Bank of the Southern Tier
programs@foodbankst.org
607-796-6061

BP Manual Version 1 Updated 10.2.19
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Part 1: About the Food Bank of the Southern Tier
Vision and Mission
________________________________________________________________________________________________________________________

Our Vision
The Food Bank of the Southern Tier is committed to creating a future without hunger
where access to healthy food by all is recognized as fundamental to the well-being and
success of individuals and the foundation of a strong, vibrant society.
Our Mission
Working together to build and sustain hunger-free communities throughout the Southern
Tier.

What We Do
The Food Bank of the Southern Tier maintains a 65,000 square foot distribution center
in Elmira. We serve over 160 partner agencies, 90 Mobile Food Pantry sites, and 41
school districts in 6 counties out of this facility.
One in seven people in the Southern Tier face food insecurity, which can range from
families struggling with grocery funds to individuals who don’t know where their next
meal is coming from. This is a problem of both today and tomorrow, and the Food
Bank’s goal is to feed people who are hungry now while also working to address the
long-term causes.

Our Service Area
The Food Bank covers six counties in the Southern Tier region: Broome, Chemung,
Schuyler, Steuben, Tioga, and Tompkins. The region is mostly rural and covers about
4000 square miles.
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Part 2: BackPack Program Overview
What is the Backpack Program?
The BackPack Program is a program of Feeding America, the nationwide network of
over 200 food banks, that provides children with nutritious, easy-to-prepare, kid-friendly
foods to take home on weekends and school breaks, when they may be at most risk of
being hungry. The bag contains enough food for one child for two days. Bags of food
are discreetly placed in a child’s backpack each week, during the school year. The
program is offered in all 41 school districts in our service area and would not be
possible without the district coordinators and school personnel.

What does each pack include?
Each BackPack bag weighs 4-5 pounds and contains enough food for one child to have
three meals for two days. Items in the packs are kid–friendly, shelf stable, easy to
prepare, and nutritious.
Each the following food groups are represented:
• Fruits and Vegetables
• Grains
• Protein (tuna, chicken, or peanut butter)

Where does the food come from?
The majority of the food is purchased by the Food Bank through generous donations
and other fundraising efforts. Some of the food is donated through campaigns like "Fill the
Bus," a partnership with Wegmans. Other food comes from community food drives. Each
pack is approximately $3. To feed one child for one year costs $120. Each BackPack is
packed by one of our dedicated volunteers.
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How the Program Works
•
•
•
•
•

The Food Bank assigns your school district with a specific allocation of BackPack
slots. The number can change each year depending on past years’ participation.
The school identifies children to be in the program.
Your school’s allocated number of BackPacks will be delivered according to your
site’s delivery schedule.
District Coordinators facilitate delivery of packs to each school’s Site Coordinator,
who then discreetly distribute them to participating children each week.
Schools report participation and distribution stats monthly to the Food Bank.

Role of the BackPack Site Coordinator
Commitments you can expect:
• 1-2 hours beginning of the school year to set-up program and select participants
• 20 minutes each Thursday or Friday to distribute the food
• 8 minutes a month to submit monthly statistics
• 1 hour a year to complete program evaluations

How to Identify Food Insecure Children
This part of the program is so important that we dedicated a whole section on pg. 8 to it.
Food insecurity is defined as limited / uncertain availability of nutritionally adequate and
safe foods or limited / uncertain ability to acquire acceptable foods in socially acceptable
ways.
•

Site Coordinators oversee approving referrals from staff and ensuring that
BackPacks are only going to the children in highest need.

•

Food Insecurity can be a short-term or a long-term issue. Some students
participate in the program for the full year; others might participate only for a few
months.

Monthly Reports and Annual Evaluations
•

Site Coordinators are required to submit monthly recap reports electronically to
the Community Impact Department by the 5th of each month via the Food Bank
website. See Appendix G for instructions.

•

The Food Bank asks each district coordinator to assist in the distribution of
annual evaluations and surveys to children, parents, and school staff.
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Part 3: Getting Started
Assign a District Coordinator
Each school district will have a designated District Coordinator to act as a liaison
between the Food Bank and each school site. The District Coordinator will implement
the BackPack Program and ensure program compliance at each school site. The
complete duties of the coordinator are outlined in the Program Agreement.

Paperwork and Approval
The Program Agreement and District Application will need to be reviewed and
signed by the district superintendent or another suitable district authority.
The Food Bank will need to meet with the District Coordinator to review the BackPack
Program Agreement and Application and approve the location where BackPack cases
will be stored prior to the first delivery of cases. The Food Bank's ability to take on new
sites is limited by the availability of food and funding.

Selecting School Sites
The Food Bank is able to provide a limited number of packs. Packs are intended for
those students most at risk of being hungry over the weekend and on school breaks.
School nurses, social workers, classroom teachers and cafeteria workers are useful
resources when determining need.
Questions to consider
• Will you concentrate on a specific school?
• Will you concentrate on a specific grade or will you open referrals to all
grades?

Selecting School Site Coordinators
Once school sites are designated and the District Coordinator has worked with each
school principal to determine Site Coordinators, the Site Coordinators will need to
attend an orientation training with the Food Bank. This orientation training will review
the referral, enrollment and weekly distribution processes as well as monthly reporting
and site planning. The duties are outlined in the Program Agreement.
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A Site Coordinator is a "BackPack Champion"! They should be passionate about helping
children in need. They are responsible for the following:
•
•
•
•
•
•
•

Completing Food Bank Training before beginning site distribution.
Taking student referrals from other school staff and identifying participants.
Communicating the program to parents.
Obtaining annual enrollment forms from the District Coordinator.
Ensuring the confidential distribution of packs at each site.
Submitting monthly statistics to District Coordinator.
Participating in an annual program evaluation.

It is the Site Coordinator’s responsibility to ensure that all faculty and staff are aware of
the program. It is important that the entire staff understands the program, because
insight into a child’s home situation may come from a teacher, counselor, coach,
cafeteria worker, teacher’s assistant, or custodian. Each will interact with children in a
different way. To inform other staff members about the program, you can make a
presentation at a staff meeting, send an all-staff email, or put together a bulletin board in
the teacher’s lounge.
Questions to Consider
•
•
•

Who would be a good fit for the position at each participating site? Discuss any
possibilities with the building principal.
When can training be conducted with the site coordinators and the Food Bank?
Does this person have time and capacity to fill this position?

Orientation
All new District Coordinators are encouraged to meet face-to-face with their Programs &
Partnerships Coordinator to learn more about the Food Bank and the BackPack
Program. The Food Bank also offers orientations as needed.
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Part 4: Identifying Children for the BackPack Program
This program is specifically targeted toward food insecure students. The Food Bank
must set a cap on the number of children it can serve in each school district. Please
determine, to the best of your ability, which children are most in need of the program, and
are not getting sufficient food outside of school on a regular basis. You may want to ask
other staff to make referrals to the program. The Referral Form is available for this
purpose. At this time, there are no income or eligibility guidelines for participation in this
program.

What is food insecurity?
If children do not get enough food outside of school, they are considered "food insecure."
The U.S. Department of Agriculture defines food insecurity as households that are
uncertain of having, or unable to acquire, enough food to meet basic needs of all their
members because of insufficient money or other resources. When the guardian of a child
has to choose between food and other necessities, e.g., having electricity shut off because
they don't have enough money, it is an indicator of food insecurity.
Being food insecure may be a short-term or long-term issue, depending on the child’s
home situation. Some children may need a boost to help a family through a hard time,
while other children may participate in the program for multiple years. In both situations
the children are at risk of food insecurity.

Why is this program only for food insecure children?
The Food Bank has made a commitment to provide food to those who are in the
greatest need first. There are many children across our region that come to school
hungry on Monday morning, having eaten only a few bites of food since Friday – or
perhaps nothing at all.
You can help ensure more food insecure children in the Food Bank’s service area
receive food on the weekends by making sure that children who are not food
insecure do not take home BackPacks.
In addition to helping food insecure children across our region, effective targeting will
ensure the program runs more smoothly. Unfortunately, the Food Bank cannot provide
enough BackPacks for each student that is in need at your school. Therefore we want to
ensure the children most in need are receiving BackPacks and other resources are
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shared with Site Coordinators. This way you can inform families of other resources they
can utilize for food assistance.

How to Identify Food Insecurity
A food insecure child is one who is not getting enough nutritious food on a regular
basis. It’s not always easy to identify a child who is food insecure. After all, most
growing children complain about being hungry! Some behaviors though will set food
insecure children apart.
Food Insecurity can often be identified by observing a child’s interaction with food.
The child may:
• Try to stash, pocket, or hoard food on Fridays to store up for the weekend.
•

Eat anything placed before them.

•

Linger around food and asks for seconds.

•

Be anxious for meals to be served.

•

Rush to the cafeteria line or show up early for breakfast.

•

Exhibit extreme hunger every Monday morning.

In addition to the behaviors above, you may see an impact on the child’s ability to
function at the school, such as those listed below. Note that the behaviors listed below
can also be signs of other conditions…
•
•

Excessive absences (unexcused or due to sickness)
Difficulty in forming friendships

•

Hyperactive, aggressive, and irritable behavior —or withdrawn, distressed, and
passive

•

Excessive sickness—sore throat, common cold, stomach ache, ear infection, and
fatigue

•

Short attention span, inability to concentrate

Please note that the weight of a child isn’t always an indicator of food insecurity. Obesity
and thinness can both be signs of poor nutrition in the child’s diet.
Home environment
Sometimes children will be very open about what is going on at home. For example, a
child may say that their dad has lost a job and that the mother doesn’t work. By listening
to your students and by being in contact with parents, the needs of the family can be
assessed, which in turn can help determine whether or not the child needs to be
receiving a BackPack weekly. BackPacks are designed for children who are not able to
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get sufficient food at home due to factors out of their control. These circumstances
include but are not limited to regular lack of food resources and a parent or caregiver
that is unable to prepare meals.
•
•

•

Any child with multiple risks as listed above should be considered for the
BackPack program.
If there are multiple students from one household and any of the students show
signs of food insecurity, then all students in that household (at your school)
should be in the BackPack program.
This program is designed to serve the students that attend your school.
Allocations are based on the number of students at your school and not
additional family members at home.

How to respond to children who say they are hungry
A child who complains about being hungry is not necessarily a child who automatically
qualifies for the BackPack Program. Growing children have an appetite and will say they
are hungry at periods throughout the day. However, in the case of a chronically hungry
child, certain questions can be asked to assess need. In the morning children may say
they are hungry. Ask them if they ate breakfast. If they are eligible for free or reducedprice breakfast, then make sure they are taking advantage of this program. If they
say they skipped breakfast, try to find out why. Ask if they had enough food in their house
or if it was just the case that they woke up late and didn't have time for breakfast. If they
did eat breakfast, ask what they ate and if it was enough to make them full. You may also
ask if they ate dinner the previous night. Once again, ask what they had for dinner and if
it was enough to fill them up.
By asking a few questions, you should be able to assess whether this is just a case of
normal hunger (where your stomach growls in anticipation for food not because of a series
of involuntary missed meals) or whether this seems to be a frequent incident that results
because of food insecurity (the inability to afford enough food). Obviously, a child who
says there is never enough food in the house or that all they had for dinner was
nutritionally deficient food is the child who is considered chronically hungry. If ever a child
worries that there will not be enough food at home, this is a cause for concern.
Food insecurity is the main reason for the Backpack Program. Any child
who exhibits this behavior should be considered a candidate for receiving a
BackPack.
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Children who are not food insecure may:
•
•
•

Complain about the flavor or variety of foods (e.g., likes strawberry jelly not
grape).
Routinely forget to pick up their BackPacks on Friday afternoon.
Routinely leave food in a desk or locker or eat the food on the bus on the way
home.

If you see a child displaying these behaviors, he or she may no longer need the
BackPack program.
Children should not automatically be enrolled in the program simply based on having
participated in the previous year. Likewise, children should not be automatically enrolled
because they receive free or reduced meals. Throughout the year, each child’s situation
should be assessed, and the child should be enrolled in the program only if he or she is
determined to be food insecure.
How do I remove a child from the program?
If a child has demonstrated signs of not needing the program or you feel that the
situation with the family has changed, you may consider removing the child from the
program. We recommend talking to the parent and child about your decision. You then
can add a child on the waitlist to be enrolled in the program.

What if a family needs more help?
If a child or their family needs more food, you can use the Food Bank’s Food Finder or
contact our staff to find emergency food pantries and other resources in your
community. In the Southern Tier, residents may call 211 from any phone to inquire
about assistance or services for any need. Families that may be eligible for SNAP can
contact their county Nutrition Outreach Education Program (SNAP Outreach Worker) for
assistance: https://hungersolutionsny.org/find-a-noep/
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Part 5: Program Implementation
Communication with Parents
Before a child can begin participation in the BackPack Program, their parent or
guardian must be sent a letter explaining that the program is optional. They must
consent to participation by completing and returning an enrollment form.
Attached are templates of an appropriate Parent Letter and enrollment form that
can be updated for use in your school. Although the Food Bank does not need
copies of enrollment forms, they should be kept on site.

Communication to Student Participants
After the enrollment form is returned and before the first pack is sent home, make sure
the following is communicated to the child:
•
•
•
•

Explain how the child will receive the pack: when and where to pick up the pack
or if it will be placed in the student's backpack for them.
Tell them that the food is for them to eat when they get hungry throughout the
weekend.
Communicate that they should not open the pack until they get home (to cut
down on the number of children who may want one but might not be eligible).
Explain that if things improve at home and they do not need the food any more
they can tell the Site Coordinator.

Notification of Principal and Classroom Teacher
Each classroom teacher (if applicable) should be notified of which students are
participating in the program. The building principal should be copied on all notifications.
An appropriate sample memo is attached. The memo should include the following
information:
•
•
•
•
•

Explanation of the BackPack Program
Name of participants that are in teacher's class
Notice of program confidentiality
Any applicable instructions to ensure that the child receives the pack
Year-end program evaluation requirement
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Deliveries and Logistics
Before the beginning of each school year, the school will complete a renewal application
that includes information on how and where BackPacks will be delivered, as well as
your school’s Delivery Contact. This information will facilitate the ease of delivery by
providing necessary information to the Food Bank’s Logistics Manager / Driver. The
Food Bank will provide the school with a delivery schedule at the beginning of the
school year. The school will be given an agreed upon date for delivery. Time windows
will be communicated to schools on the morning of the delivery, and the school should
be available to receive it at that time.
The Food Bank Driver will unload the boxes at the drop location designated by the
school. Site employees are responsible for getting the food stored in a secure location.
Someone must sign for the delivery; that person should count and inspect the
boxes and make sure they match the quantity specified on the Delivery Invoice.
Please maintain a copy of each Delivery Invoice for your records.

Receiving and Storing BackPacks
•
•

•

•

Packs must be stored 6 inches off the floor, 6 inches away from an outside wall,
in an area that is dry, secure, and free of pests.
Packed cases should arrive at your site ready for distribution. However, it is
always a good idea to do a scan of the packs to ensure that there are enough
and are in good condition. Any problems should be communicated to the
Food Bank.
Food should be stored in a way that makes it easy to use the oldest food first.
For example, if food is stored on a cabinet with shelves, it should be loaded from
bottom to top as food is delivered. Food on the bottom will then be used before
food at the top of the cabinet.
The food in the BackPacks is only to be used for the BackPack program.
The food is not to be used for staff meetings, fundraisers, PTA events, or any
purpose other than providing food to food insecure children when they do not
have access to school meals. The Site Coordinator and back-up staff involved in
the BackPack program are responsible for ensuring all food is used for this
purpose.

Questions to Consider
• Where should the packs be dropped off?
• Where will they be stored?
• Who needs to be made aware of the delivery day so the packs can be put
away?
• Who will be in charge of reviewing the packs before they are distributed to
the children?
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•

If there are any problems (not enough packs, packs with damage, etc), what
is the procedure for communicating to the District Coordinator?

Weekly Distribution to Students
BackPacks need to be distributed weekly to children at participating schools. The
District Coordinator will arrange for the delivery of packs to each school site.
Packs should be distributed as follows:
•
•

Pack type should be rotated each week (Peanut Butter, Tuna, Chicken)
One pack is distributed every Friday during the school year. Please make
accommodations for earlier distribution if there is a chance school will be
cancelled due to weather or if there is no school on Friday.
• Two packs must be distributed prior to a break that is four days or longer.
It is recommended that packs be distributed over the 2 days prior to these breaks
so the children are able to manage the weight of the bags; 1 on Thursday and 1
on Friday.
• The method of distribution in your school must strive to guarantee the
confidentiality of all participants. Please use your judgment to determine the
best distribution method. At some school sites, children pick up packs at a central
location. At other sites, teachers place the packs in the child's backpack while the
class is not in the room (out at a 'special').
• The preferred distribution method is for packs to be slipped into child's
backpack while students are out of the room. Another option is to have
students stop at the guidance or nurses office at the end of the day on Friday.
• At no time should recipients be publicly identified as a BackPack
participant near their peers. We do not want to inadvertently harm a child or
lead to any social pressure or bullying for participating in the program.
Questions to consider
•
•
•
•
•

How will packs be transported to each site from the main storage area?
What is the best way to get the packs to participants confidentially?
What will the process be for getting two packs to children before breaks longer
than 4 days?
If school is closed Friday (planned or due to weather), how will you ensure
children get packs?
How will you ensure packs are only going to enrolled children?
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Reporting Statistics
The Food Bank wants to ensure that this program is working well for the school staff
who administer it and the children we serve. Site Coordinators need to get their monthly
report to their District Coordinator by the 3rd of each month for the prior month. The
District Coordinator will then compile those statistics into school district numbers and
will get them to the Food Bank by the 5th of the month.
The BackPack Program is funded entirely through donations and grants. These reports
allow us to track the number of children the program serves. Any and all comments are
welcome and we appreciate your feedback. Stories of how this program has helped
children and their families are invaluable when we report back to our funders and
pursue additional funding.
Please see Appendix G for instructions on how to enter statistics through the
Food Bank website.

End-of-Year Evaluations
To ensure that the Food Bank is meeting program objectives and providing a beneficial
service to your school, families and children, we require that schools assist us with annual
evaluations at each program site. The Food Bank may request feedback from participant
children, their parent/caregiver, their classroom teacher, the site coordinator, and / or the
district coordinator. The site coordinator or building principal can submit an evaluation
from any other school personnel who facilitates the onsite program as they see fit.

Site Visits
The Feeding America Program requires that the Food Bank of the Southern Tier visits
all schools where BackPacks are stored overnight once every two years. Your
Programs & Partnerships Coordinator will set up a site visit to review BackPack storage
and distribution process and learn more about the school, as well as hear any
suggestions or improvements to the program. Please see Appendix H for an example
of our Site Visit Form.

Media Coordination
The Food Bank recognizes the need to keep the public informed of the work of both
organizations (the Food Bank and the school) as we strive to meet the needs of our
community. Occasionally, the Food Bank or the media may contact schools about the
BackPack program. If schools are asked by to participate by Food Bank staff, Site
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Coordinators are responsible for following the media procedure of both your school and
district. While we appreciate your participation very much, at any time you may
refuse to do an interview. The school will make every effort to ensure that the
messages communicated to the media are consistent with the goals of both
organizations. The school agrees to inform the Food Bank whenever the Food Bank’s
name is mentioned in a media context.

Additional Items
There are occasions when additional non-food items may be available and included in
food packs. These are items that the Food Bank has determined would be helpful to
low-income children, such as nutrition education material, SNAP (food stamp) outreach
materials, summer food service information and various other items. Anytime anything
is included in the food bags, it is left to the discretion of each Site or District to decide
whether to send it home with children. If you have questions or concerns, please
contact your Programs & Partnerships Coordinator.

Staying in Touch
This program would not be possible without the dedication of our school partners.
Please think about other ways to be connected to the Food Bank. We are always
looking for volunteers to come repackage food in our warehouse in Elmira. You are also
welcome and encouraged to come visit us for a tour.
Please like us on Facebook at www.facebook.com/foodbanksoutherntier/
Check out our website at www.foodbankst.org
We also encourage school partners to become advocates for their families and child
nutrition programs. Please let us know if you are interested in getting more involved with
advocacy.
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Appendix A: Program Agreement
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Appendix B: Application / Renewal Form
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Appendix C: Parent Letter
388 Upper Oakwood Avenue, Elmira, New York 14903
P: 607.796.6061 F: 607.796.6028 www.foodbankst.org

Date _______________________

Dear Parent,

Your child has been invited to participate in a program called the BackPack Program™.

This program is a partnership between the ______________________________________ School
District and the Food Bank of the Southern Tier.

The BackPack Program™ will provide a bag of non-perishable food* to your child each week for him
or her to eat over the weekend and during school breaks. The program is scheduled to begin
___________________ and will continue throughout the school year.

We hope that you will tell us how this program is working out for you. We ask that you complete a brief
survey once per year to help us evaluate food choices and determine if this program is helpful to you
and your child.
Please feel free to contact us at any time with any thoughts or suggestions that you might have.

To enroll your child in the program, please fill out the enclosed sheet and return it to
______________________.

*When the Food Bank of the Southern Tier receives donations from manufacturers and distributors, items may
be near or past their “USE BY”, “BEST IF USED BY”, or “QUALITY ASSURANCE” date. These dates refer to the
last date the product is likely to be at peak flavor and quality; it doesn’t mean the food is unsafe after that date. In
general, these items are still of acceptable quality up to one year from this date. For the purpose of the
BackPack Program™, we may use food up to 6 months past this date.
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Appendix D: Enrollment Form
BackPack Program
Enrollment Form

Name of Child: ____________________________________________ Age: _________________________
Teacher: _________________________________________________ Grade: ________________________

Yes, please enroll my child in the BackPack Program™
Signature: ________________________________________________ Date: _________________________
Please list any food allergies your child has:
_______________________________________________________________________________________
_______________________________________________________________________________________

No, please do not enroll my child in the BackPack Program™ for the following reason:
_______________________________________________________________________________________
Signature: ________________________________________________ Date: _________________________
Please let us know any questions or comments:
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

Please return this form by ___________________________ to _____________________________________

21

Appendix E: Referral Form

BackPack Program Referral Form
Child’s Name: _________________________________________________
School:____________________________

Age: _______

Grade: _______

Teacher:_____________
Behavior that demonstrates Food Insecurity
□Rushing food lines
□Extreme hunger on Monday morning
□Eating all of the food served
□Lingering around for or asking for seconds
□Comments about not having enough food at home
□Other___________________________________
Check any other factors that apply to this child:
School Performance
□Excessive absences and/or tardiness
□Repetition of a grade
□Chronic sickness
□Short attention span/inability to concentrate
□Chronic behavior that leads to disciplinary action (hyperactive, aggressive,
irritable, anxious, withdrawn, distressed, passive/ aggressive)
□Other___________________________
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Home Environment
□Often cooks own meal, or has another sibling who does
□Moves frequently
□Often spends the night away from home (primary residence)
□Loss of income
□Family crisis
□Other__________________________
Are there other children in this household?
Yes
If yes, please list their ages:
______________________________________
______________________________________
______________________________________
______________________________________

No

Name/title of person referring the student: ____________________________________
Date of referral: _________

Date Approved: ________ Approved by: __________
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Appendix F: Sample Letter to Teachers
and Staff
Hello colleagues!
I am the Site Coordinator for _______________ school for the Food Bank of the
Southern Tier’s BackPack Program.
The BackPack programs provides students who are at risk of food insecurity with a
bag of non-perishable food items every Friday during the school year.
Your classroom has ___ number of students participating in the program.
Their names are:

Please ensure that the child receives their pack each Friday in a discreet way.
Program participation is confidential. Bags can be placed directly in a child’s
backpack while students are not in the classroom, or they can be picked up from
____ office.
The Food Bank also asks us to coordinate end-of-year evaluations, which can
include surveys, etc. I ask with your assistance on this.
Please let me know if you have any questions or would like to refer a student to
potentially participate in the program.
Thank you,
BackPack Site Coordinator
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Appendix G: How to Enter Statistics through
the Food Bank Website
•
•
•
•
•

•

Step #1- Go to the Food Bank's website: www.foodbankst.org
Step #2 - Click on "For Partners" in top right corner
Step #3 - Click on "Online Ordering & Statistics"
Step #4 - Click the orange “Order / Stats” button
Step #5- Log in by putting your Agency Ref # in the box marked "Agency Ref #",
your "Agency Ref #" again in the box marked "Username", the name of your
county in the "Password" box.
Step #6 - Once you've logged in, click on the Statistics tab.

•

Step #7 – Scroll down to the bottom of the page and click “Enter Statistics”

25

Step #8 – Enter your data, including:
• Date: Enter the last day of the reporting month (i.e. if you are reporting stats
for October, then enter the last day of October).
• Meals: SKIP THIS
• People: SKIP THIS
• Males: SKIP THIS
• Females: SKIP THIS
• Comments: SKIP THIS

Under Category:
• B.1. # Children Enrolled: Enter the number of children enrolled in the
back pack program for the re- porting month.
• B.2. # Back Packs Distributed: Enter the TOTAL number of bags
handed out for the reporting month
• B.4. # Damaged and/or Missing Backpacks: Enter the total number of
bags that were dam- aged or missing from your delivered cases.
• B.5. Please feel free to add any comments, stories, notes, etc that
you might have. This helps us when we write grants for BackPack or
report to BackPack funders!
Step #9 - Once you have entered the statistics, click "Submit Statistics".
That's it! You're all done for this month!
Please contact the Food Bank with any questions: 607.796.6061
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Appendix H: BackPack Site Visit Form
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Site Visit Form continued
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Site Visit Form continued
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Site Visit Form continued
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