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KCCSAC FARMER RESOURCE LIBRARY
FORMING A  SEQ CHAPTER \h \r 1CSA
—  Logistics of Distribution  —
(adapted from Just Food’s CSA Toolkit)

Distribution logistics can be managed by members of the CSA’s Core Group, with CSA members signing up to help on various weeks.  Below are some of the things to consider when choosing and setting up your distribution site.
Things to Look when Choosing a Distribution Site:

· A space for you to park your truck to unload the produce each week where you will not get a ticket. 

· A minimum number of stairs from the street to the distribution location.  The fewer stairs, the easier it will be for you and any volunteers to unload and for members to pick up.

· A secure storage space to keep vegetable bins, distribution supplies, tables, tent, etc. between distributions.

· A space to store the produce in the time between when you drop it off and when your distribution begins. You do not need a refrigerated space for this but the produce will need to be safe and out of the sun.

· A space that you can clean easily.  

Possible Distribution Locations:
· Church/Synagogue — Churches or synagogues often have a space suitable for distribution and a large recruitment base.  Clergy will be most likely be interested in the community building aspects of CSA.  If the church or synagogue has a soup kitchen, it could benefit from the leftover produce each week.

· Community Center — Community centers also offer a distribution space and a large recruitment base. They may also be interested in community-building activities — social functions and increasing community knowledge about food and nutrition.  Community centers with health programs might be especially interested in CSA projects.

· Community Development Organization — While community development organizations usually do not have space for distribution, they should offer a wealth of contacts in the community among individuals, businesses, and organizations that may be willing to provide a distribution site.  Community development organizations may be most interested in CSA putting power back into the hands of individuals, especially in communities that don't offer many food choices.
· Schools — Contact the principal of the school as a starting point.  Schools can be difficult locations because of security and staffing issues, but the principal can help you to navigate the Board of Education.

· Community Gardens — Community gardens can offer both great spaces for distributions and community members who may be interested in joining your CSA.  Talk with community members who organize or run the garden being clear about how many people will be entering the garden space each week.  If the garden is owned by another organization, make sure they have given their permission for use of the garden as well.
Distribution Set-Up
· Meeting the Delivery

· It is usually necessary for at least one person to meet the farmer or delivery person to help unload the truck. 
· As this is the only regular face-to-contact with the farmer, this time is often used to exchange materials (newsletters, crates/bags, payments) or simply for conversation.
· Setting up the Shares

· For ease of distribution for group CSA’s, we encourage the farmers to pre-package the shares in individual boxes or bags.  Arranging the boxes/bags on a table will make pick-up more convenient — to avoid confusion, it is best to put all the boxes/bags for full shares together, and the same for the partial shares, with signs noting each.  
· Rather than trying to cater specifically to each member’s food palate preferences, some group CSA’s offer a swap box at the end of the table, where members can swap out veggies they don’t like for ones they’re more likely to use.  The farmer should put some veggies in the swap box at delivery, so there are swapping options available for members throughout the distribution time.  
· If any members have purchased extra food as bulk orders, make sure those are readily displayed with the member’s name on the box/bag.  You should have a cash box available to collect the bulk order payments in as well as a list of the bulk-ordering members which can be checked off as the orders are picked up.

· Other Materials

· Before CSA members arrive, make sure you have pens, paper, announcements of special events, and a list of members’ names to check off as they pick up their shares.

· Just in case members need an extra bag, keep some on hand to share at distribution.

Member Sign-In
· Greeting

· As people arrive, check their names off the distribution list to indicate that they have picked up their share.  

· Ask whether they have bulk orders to pick up; if so, collect their payment and check their name off of the bulk order list before giving them their order.

· Be sure to distribute any materials (newsletter, recipes), encourage members to sign up for work or for special events (farm trips, potlucks), and inform them of any news.

Distribution of Shares

While one volunteer works the sign-in desk, another should monitor the share boxes/bags and swap box, politely making sure that each member picks up the proper share and answering any questions.

Clean-Up

· Any food remaining in the swap box should be made available to those people who volunteered to help with distribution that day.  

· Members whose shares remain after the close of distribution should be called to see if they can pick up their share yet that day.  If they are not available, this food can be added to the food pantry donation.

· Light cleaning supplies might be needed to clean the tables and floors.

Donations

· What to Donate

· Leftovers at the end of your distribution, including shares that are not picked up and extra brought by the farmer, are ideal for donating to a local food pantry or emergency food provider.
· Some groups/companies purchase extra shares specifically for donation.

· Communication and Transportation

· A member of the Core Group should be designated to manage the donation (“Donation Coordinator”).  This person should be able to make the delivery each week at a specified time, or, if arrangements can be made to have the recipient organization pick up the donation, a good time is usually 15 minutes after the end of distribution so that the food is still fresh and appealing. 

· The Donation Coordinator should have a backup contact person available, and both names, phone numbers/email addresses should be kept at both your CSA and the donation site.  If your donation responsibilities change each week, have the contact information for the donation recipient available for your volunteer CSA members.
Keep track of your donations by recording the information with your share list or in another form.
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