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For your reading ease, new or revised information has been highlighted in RED. 

The 2017 edition of this guidance can be on the USDA FNS Summer Food Service Program web 
page at: https://www.fns.usda.gov/sfsp/handbooks. 

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations 
and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering 
USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, 
or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. 

Persons with disabilities who require alternative means of communication for program information (e.g. 
Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) 
where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may 
contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be 
made available in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, 
(AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or 
write a letter addressed to USDA and provide in the letter all of the information requested in the form. To 
request a copy of the complaint form, call (866) 632-9992. 

Submit your completed form or letter to USDA by: 

MAIL: 
U.S. Department of Agriculture 
Office of the Assistant Secretary for Civil Rights 
1400 Independence Avenue, SW 
Washington, D.C. 20250-9410 

FAX: 
(202) 690-7442 

EMAIL: 
program.intake@usda.gov 

This institution is an equal opportunity provider. REVISED FEBRUARY 2017 

mailto:program.intake@usda.gov
http://www.ascr.usda.gov/complaint_filing_cust.html
https://www.fns.usda.gov/sfsp/handbooks
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Introduction
 
In this guidance, you will find information on: 

• HOW THE SUMMER FOOD SERVICE PROGRAM (SFSP) IS ORGANIZED. 

• YOUR RESPONSIBILITIES AS A MONITOR FOR THE SPONSOR. 

• THE RECORDS THAT YOU ARE REQUIRED TO COMPLETE AND 
INSTRUCTIONS ON HOW TO FILL THEM OUT. 

• THE MEAL PATTERN REQUIREMENTS FOR MEALS BEING SERVED. 

• SAMPLES OF THE FORMS YOU’LL NEED TO COMPLETE. 

This guidance is designed to give you, as a monitor for a Program sponsor, a 
working knowledge of the SFSP and your duties and responsibilities as the 
sponsor’s representative. 

The Summer Food Service Program (SFSP) provides nutritious meals to children during vacation 
periods that are similar to those offered under the National School Lunch and School Breakfast 
Programs during the school year. Meals are provided to children 18 years of age or under, and to 
individuals over 18 who have been determined by the State to be mentally or physically disabled 
and who participate in a public or nonprofit school program established for the disabled. Meals are 
served at open, restricted open, or closed enrolled sites in areas where poor economic conditions 
exist. Meals also may be served at migrant meal sites, National Youth Sports Program (NYSP) sites, 
and residential and nonresidential camps. 
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SPONSOR MONITOR 

organizational
structure 
UNDERSTANDING 

Your Role as an SFSP Monitor 
SFSP sites are operated by public or private nonprofit sponsors - these are school food authorities, 
colleges and universities, or residential summer camps; by units of local, municipal, county, State, or 
Federal government; and private nonprofit organizations that meet certain legislative and regulatory 
criteria. The SFSP is administered within each State by the State education agency, or by an alternate 
State agency. 
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 SFSP SITE 

As a key link between the sponsor and the site personnel, you play an important role in ensuring that sites operate in 
accordance with program guidance and requirements. This direct link between the sponsor’s office and the food service 
sites is essential to ensure that the program functions properly. As the sponsor’s representative, you must develop and 
maintain open communications and cooperative relationships with site supervisors and staff. You will also work with the site 
staff to correct any problems and provide additional training as necessary. 

Communication is essential so that the sponsor is aware of any site problems and what is being done to ensure they are 
quickly resolved. This will also provide opportunities for the sponsor to provide you with any additional guidance you may 
need. If the sponsor and site are the same entity, work on addressing issues together. If in need of additional guidance, 
reach out to the State agency. 

The sponsor is financially responsible for any meals served incorrectly or served to ineligible people. This could mean 
a substantial loss of money to the sponsor if problems at the sites are not corrected. Your responsibilities as a monitor 
will differ depending on whether meals are prepared on site or delivered to the site(s) by the sponsor or a food service 
management company (or vendor). This guidance covers monitoring of both types of operations: where the vendor delivers 
meals to the sponsor’s sites and where sponsors prepare their own meals. 

NOTE: 
As the key link between the sponsor and the site personnel, you must make sure that the sites operate in 
accordance with program guidance and requirements. 
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Training 
The sponsor is required to hold annual training sessions on program 
duties for monitors and other sponsor personnel. 

Training Sessions
 

•	 Explain monitor duties and responsibilities. 

•	 Distribute monitor review forms and any other records you may need 
to keep, such as mileage records. 

•	 Train on procedures for monitoring meal counts, adjusting meal 
preparation or deliveries, reporting complaints to the vendor, and collecting 
site records. 

•	 Discuss how leftovers are to be handled. 

•	 Assign the sites for which you will be responsible (the sponsor may choose 
to do it at the training or at some point before you begin your duties). 

•	 Share best practices, such as improving meal quality through local foods or 
attracting participants with engaging programming. 

You also may be asked to attend the training session required for site supervisors. This meeting will familiarize you with the 
specific duties of site supervisors and allow you to meet the site supervisors with whom you will be working directly. 

Many people working at sites may not be familiar with operating food service programs or they may not be accustomed 
to maintaining records. During your reviews and visits, you may find it necessary to explain the importance of following 
program rules and show how operations can be improved. This type of ongoing training of site personnel is a basic 
responsibility of each monitor. You may decide that it is necessary to give new site workers additional training in program 
and Civil Rights requirements. It is important to document this training in your report. 



 

 

 

 

 

  

  

  
 

 
 

 

 

 
 

 
 

  
 

 

 

 

monitor 
responsibilities 
Effective monitoring is necessary for many reasons. Monitoring ensures that sites operate according 
to program rules and that accurate site records are available to justify payment to the sponsor. Most 
importantly, monitoring ensures that eligible children in the community are getting nutritious meals. 
To be an effective monitor, you will be required to spend enough time at each assigned site to observe 
the meal service operation. Therefore, you must know the program requirements so you can identify 
problems at the sites quickly and recommend solutions. 

Monitor Responsibilities 

• Monitoring site operations to make sure that 
the sites maintain adequate records and that 
the program is operating in accordance with 
the requirements. 

• Conducting site training as necessary, 
including training on Civil Rights requirements. 

• Conducting pre-operational visits for new 
and problem sites. 

• Visiting all assigned sites within the first week 
of operation to ensure that the food service 
is operating smoothly and that any needed 
adjustments are made or problems resolved. 

• Reviewing food service operations of all 
assigned sites within the first 4 weeks of 
operation to thoroughly examine the meal 
service from start to finish, correcting 

problems and providing additional training 
where necessary. 

• Reconciling any discrepancies in meal counts 
and records with the site supervisor. 

• Suggesting corrective action to the site 
supervisor for problems encountered. 

• Revisiting sites for follow-up as necessary 
to ensure corrective action has occurred. 

• Preparing reports of your site visits and 
reviews and ensuring that copies of the 
reports are included in an official file 
for each site. 

• Informing the sponsor about problems found 
at a site and ensuring that corrective action is 
completed and documented. 
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Visits 
and 
Reviews 
When monitors observe program operations at 
sites, they will usually make either a “visit” or a 
“review.” A site “visit” requires a monitor to ensure 
that the food service is operating smoothly and that 
any apparent problems are immediately resolved. 
A site “review” requires the monitor to determine 
if the site is meeting all the various program 
requirements. To accomplish this, a monitor will 
have to observe a complete meal service from 
beginning to end. All visits and reviews must be 
conducted as required and documented. 

Sample Pre-operational, First Week Site Visit, and Site 
Review Forms may be found at the end of this manual. 
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TYPE OF VISITS AND REVIEWS REQUIRED ARE:
 

PRE-OPERATIONAL VISITS 
Pre-operational visits are conducted for new 
sites and those that experienced operational 
problems the previous year before a site operates 
the summer program. These visits are required 
to determine that the sites have the facilities to 
provide meal service for the anticipated number of 
children in attendance and the capability to conduct 
the proposed meal service. 

SITE REVIEWS 
Sponsors must conduct a review of each site at 
least once during the first four weeks of program 
operations. If a site operates less than four weeks, 
the sponsor must still conduct a review. You will 
have to observe delivery or preparation of meals, 
service of meals, children eating the meals; clean 
up after meals, and completion of site meal count 
paperwork. During each review you should discuss 
any concerns or problems with the site supervisor 
and other site staff. You also should instruct the site 
supervisor to call the sponsor’s office immediately 
when help is needed and you are not there. As the 
sponsor monitor, you should document everything 
on the site visit/review form, including technical 
assistance and training you provide. 

FOLLOW-UP VISITS 
Sponsors must conduct follow-up visits for any 
serious deficiencies that were identified during 
a site visit or review to ensure that permanent 
corrective action has been implemented. 

Generally, sponsors are required to visit all sites 
at least once during the first week of operation. 
However, a waiver to the regulation requirement to 
visit all sites was established by FNS for sponsors 
of sites that operated successfully in the previous 
year. The first week site visit requirement is waived 
for returning sites that operated successfully 
during the previous summer in the SFSP (or other 
most recent period of operation) and had no serious 
deficiency findings, or that participated successfully 
in the Child and Adult Care Food Program or the 
National School Lunch Program. Sponsors of these 
sites are still required to review the site within the 
first four weeks of operation. 

SITE VISITS 
Sponsors must conduct visits to all new sites and 
sites that were previously found to be seriously 
deficient at least once during the first week of 
operation. These visits are required to make sure 
the food service operation is running smoothly 
and to verify information such as the site address, 
storage, holding and preparation facilities, and 
serving capacity.

 State agencies may also conduct site visits. 

If a site and sponsor also participate in the the at-
risk afterschool care component of the Child and 
Adult Care Food Program (CACFP), they can follow 
the CACFP review schedule year-round (the SFSP 
review counts as one of the three annual CACFP 
reviews), see memorandum CACFP 12-2013, 
SFSP 14-2013, Transitioning from the Summer 
Food Service Program to Child and Adult Care Food 
Program At-risk Afterschool Meals, May 31, 2013 
found at https://www.fns.usda.gov/transitioning­
sfsp-cacfp-risk-afterschool-meals. 

https://www.fns.usda.gov/transitioning%C5%81sfsp-cacfp-risk-afterschool-meals
https://www.fns.usda.gov/transitioning%C5%81sfsp-cacfp-risk-afterschool-meals


Review 
Procedures 
Before reviewing the sites, you should be familiar with the site information sheets that your sponsor 
will give you. These sheets include the meal delivery schedules (time of delivery, types of meals, and 
number of meals), name of site supervisor, type of site (i.e., closed enrolled, open, etc.) and menus for 
each site. The site information sheets describe the staffing pattern, method of meal preparation, meal 
services and times, and the approved level of meal service at the sites. 

Sponsors of most sites may be approved to serve up to two meals daily. There are several allowable meal combinations 
such as breakfast and lunch, breakfast and supper, breakfast and snack, or lunch and snack. Please check with your 
sponsor for other allowable meals. This does not apply to sites where meals are served primarily to children of migrants or 
to residential camps. These sponsors may be approved to serve up to three meals 
or two meals and one snack with State agency approval. 

As the summer progresses, you should be familiar with the records submitted by each site and any corrective action taken 
on any prior reviews or visits. 
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conducting
the review 

BEFORE THE MEAL SERVICE BEGINS 

•	 Plan to arrive at the site before food is delivered 
or meals are prepared. 

•	 For open sites, check to make sure that there 
are no barriers preventing all children from 
receiving meals offered at the site (e.g. locked 
doors, fees for meal service, etc.). 

•	 Check to make sure that the assigned site 
supervisor or at least one alternate supervisory 
person who has been trained in program 
requirements is on-site. This person must be 
present during the meal service. 

•	 Observe food delivery or meal preparation. Are 
meals handled according to local health codes? 
For example, does the refrigerated truck 

operate at the correct temperature? Are meals 
delivered on time? If the sponsor prepares 
the meals, are the facilities and equipment 
adequate for the number of meals needed? 

•	 For sites with delivered meals, observe if the 
site supervisor is counting the number of meals 
delivered. Does the number delivered equal 
the number ordered? Does the delivery receipt 
show what meal is being delivered and the 
delivery date and time? 

•	 Observe whether the site supervisor signs 
only for delivered meals that are complete 
and wholesome and does not accept poor or 
incomplete meals or meals that are wholly or 
partially spoiled. 

10 
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•	 Compare the number of meals delivered 
or prepared on-site with the daily 
participation records; observe trends and, 
when appropriate, advise the sponsor and 
site supervisor to adjust the meal order to 
prevent excessive leftovers or excessive 
service of second meals. 

•	 Make sure the site supervisor signs 
only accurate delivery receipts, making 
corrections as necessary on the slip before 
signing or refusing to sign if an entire 
delivery is rejected. 

•	 If the site has refrigeration, check to see if 
there are left over components, and if so, the 
number and date of each. Make note if the 
site is using the first in-first out procedure. 

OBSERVE MEAL PREPARATION 

•	 Compare a meal delivered or prepared with 
the planned menu. Did the meal delivered or 
prepared that day include the items in the 
planned menu? 

•	 Observe the preparation of a meal if meals 
are not delivered. 

•	 Are the portion sizes correct? Were all 
components included? 

•	 Observe whether workers meet the health 
standards set by State and local authorities. 

•	 Check to see if any problems found by health 
officials have been corrected. (Are raw fruits 
and vegetables thoroughly washed before 
cooking and serving? Are hot and cold foods 
kept at the proper temperatures?) 

OBSERVE THE MEAL SERVICE 

Observe the entire meal service from delivery/ 
preparing meals to clean up after the meal service. 
Does the meal service occur within the approved 
time frame? 

•	 Are children served complete meals? 

•	 Is only one meal served to each child? 

•	 Are non-Program adults served? If yes, do the 
adults pay for the meals or are non-program 
funds used to pay for the meals? Do the funds 
cover the entire cost of the meal? Is there 
a system in place for collecting and storing 
payments? 

•	 Are all meals eaten at the site? Do the State 
agency and the sponsor allow a piece of fruit/ 
vegetable/grain to be taken off-site? If so, is 
the site supervisor able to manage this optional 
policy adequately? 

•	 Is a site worker counting the meals as they are 
being served? 

•	 Check plate waste (trash) for acceptability of 
menu items. 

•	 Check to see that trash is being removed from 
the site on a regular basis. Are garbage bags 
and cans closed securely? 

•	 Does the site comply with sponsor and local 
health department procedures for handling and 
storing extra food? 

•	 Does the site use a sharing table and if so, 
is the site supervisor maintaining proper 
temperatures? 

11 
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CIVIL RIGHTS 

•	 Check to see if the site’s “And Justice for All” 
poster is displayed in a prominent place. If not, 
the sponsor should provide the site supervisor 
with the poster. 

•	 Determine if meals are served to all attending 
children, regardless of the child’s race, color, 
national origin, sex, age, or disability. 

•	 Make sure that all children have equal access to 
services and facilities at the site regardless of 
race, color, national origin, sex, age, or disability. 

•	 Observe whether or not informational material 
in the appropriate languages and translations 
are accurate and available concerning the 
availability and nutritional benefits of the 
program. 

•	 Complete the racial and ethnic data form. 

•	 Observe whether reasonable steps to ensure 
meaningful access to services for limited 
English proficient persons by providing 
information in the frequently encountered, non-
English languages of individuals eligible to be 
served or likely to be affected by the program 
are being taken. 

•	 Make sure that there are reasonable 
modifications in policies and procedures to 
ensure individuals with disabilities have equal 
access and effective communication when 
accessing the Program. 

MEAL COUNTS 

•	 Count the number of first meals served to 
children. 

•	 Count the number of second meals (if any) 
served to children. When seconds are served, 
check to make sure that they are only served 
after all children present have received their first 
meal. Determine if the number of seconds being 
served appears excessive. Remember that all 
reimbursable meals must be complete meals. 

•	 Count the number of ineligible meals served and 
note the reason. For example, incomplete meals 
served or meals served to adults. 

•	 Your sponsor may be approved to use 
“offer versus serve” (OVS). This means that 
participants may choose not to take one or more 
items that are offered. At these sites, a complete 
meal would be a meal that meets the OVS rules 
established by your State agency and sponsor. 
Check with your sponsor to make sure you 
understand the OVS rules. 

•	 Do your counts and the site supervisor’s counts 
match? 

•	 Some sites you review may have been approved 
to serve a maximum level of meals at each meal 
service. Check with your sponsor to make sure 
that sites with such approval do not claim meals 
in excess of the maximum number approved for 
each meal service. 
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•	 Review daily records kept by the site supervisor. 
Determine whether they are complete and 
accurate records. Determine whether meal 
count records are being completed at the time of 
meal service. Meal count records should not be 
completed in advance before the meal is served. 

•	 Check meal count records for three or more 
days prior to the visit. 

•	 If the meal count records are inconsistent with 
the number of meals served on the day of 
review, please seek clarification to explain the 
differences in meals served (this could indicate 
a block claiming error). 

•	 If the clarification is insufficient, technical 
assistance should be given and a follow 
up review should be scheduled to ensure 
compliance. 

•	 If meals were served outside the approved 
time frame, were they disallowed? Determine 
whether the approved meal service time needs 
to be changed to better accommodate the 
schedule of meal delivery or other activities at 
the site. The sponsor will need to submit the 
meal service time request to the State agency 
for approval. 

•	 Are there many leftover meals? If adjustments 
are not being made, instruct the site supervisor to 
make adjustments in the meal order as necessary. 

•	 How are seconds being recorded? 

•	 Compare all counts and calculations with the 
site supervisor’s corresponding records and 
resolve any discrepancies. 

•	 If any additional foods were served, were 
they foods creditable under the meal pattern 
requirements? 

BEFORE YOU LEAVE THE SITE 

•	 Complete the monitor’s review form. Record 
your arrival and departure times. Record all 
violations and any corrective action taken. 

•	 Make corrections on site, if possible. Be sure to 
document all corrective action. 

•	 Report problems to the sponsor. 

•	 Conduct another visit, if necessary. 

MONITOR SITE REVIEW FORM 

You must complete a monitor site review form after 
each review. 

Your sponsor will provide you with these forms. 
The form includes your arrival and departure times, 
the site supervisor’s name, certification statement 
of violations found, corrective action taken, and 
time and number of meals served. These forms are 
required records for the sponsor. 

You must thoroughly explain the specific nature and 
extent of any problems and the action to be taken to 
correct these problems. 

For example, for meals observed to be missing a 
required component (such as milk) served at a site 
not implementing the offer versus serve provision, 
record “19 meals served without milk” and then 
document the action the site supervisor agreed to 
take to correct the problem. 

For example, “those 19 meals will not be claimed 
for reimbursement for today”. 
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additional 
responsibilities 

RACIAL AND ETHNIC DATA FORM 

You must complete a racial/ethnic data form to 
report the categories of participating children 
at each site. This form must be completed at 
least once during the site’s operation or once per 
session for camps. A sample Racial/Ethnic Data 
Form is included at the end of this guide. 

You should determine a child’s racial and ethnic 
categories visually using your best judgment. 
Ethnicity according to this data form consists 
of two categories - Hispanic/Latino and not-
Hispanic/Latino - while the racial categories 
include a more specific breakdown. Because 
you should complete both a racial and ethnic 
categorization for each child, the total number 
of children in the two different categories should 
match. A child may be included in the racial and 
ethnic categories to which he or she appears 
to belong, identifies with, or is regarded as a 
member of by the community. Racial and ethnic 
categories should be identified for each child. 

POTENTIAL MEAL SERVICE PROBLEMS 

Experience has shown that monitoring the food 
service at sites is necessary to ensure good meal 
quality. Problems need to be solved quickly and 
routinely. As a monitor, you need to remind site 
supervisors often of their responsibility to promptly 
report changes in participation (up or down) to the 
sponsor. You also may need to explain to the site 
supervisor how to report participation changes. 

If a site has a maximum approved level for meals, 
you should emphasize that your sponsor will not 
receive reimbursement for the meals that exceed 
the maximum approved level for each meal service. 

Sometimes participation at sites drops during the 
summer and the sponsor is not notified. When this 
happens, either too many meals are delivered or too 
much food is prepared and both food and money are 
wasted. The site supervisor should guard against 
ordering or preparing too many meals. This is a 
serious violation. If a site is receiving or preparing 
too many meals, you should emphasize to the site 
supervisor that the meal order must be adjusted 
and report that need to your sponsor. 

This is especially important because excessive 
leftovers or seconds or the number of meals 
prepared may affect the sponsor’s claim (second 
meals served in excess of two percent of first 
meals for the claiming period are not reimbursed). 
You must follow your sponsor’s procedures for 
transferring the extra meals to another site, 
returning meals to the vendor, or stopping the meal 
service. Keep in mind food safety rules, including 
temperature requirements. 

14 
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SITE ACTIVITIES 

As the monitor, you are responsible for staying 
informed about the plans of each site supervisor. 
Know the activity schedule of each assigned 
site. If the site will not be open on a certain day, 
the sponsor must be alerted in advance so meal 
deliveries can be cancelled and reviews are not 
scheduled for that day. 

If the site is planning a field trip that will affect 
the time or location of meal services, the sponsor 
must notify the vendor, if applicable, and should 
inform the State agency. The State agency also 
should be notified of any changes (additions and/ 
or cancellations) to scheduled field trips. Care must 
be taken to ensure the safety and quality of the 
meals during field trips by using adequate storage 
equipment to transport them. 

Sometimes sponsors experience problems because 
sites stop operations earlier than originally 
scheduled. As the monitor, you should ensure your 
sponsor is promptly notified if the site decides to 
close earlier than the date indicated on the site 
information sheet. 

On-site activities encourage kids to keep coming 
back and to bring along their friends. Therefore, let 
your sponsor know if you observe any activities at 
sites that could be used to help promote the SFSP 
and increase participation at other sites. 
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BREAKFAST LUNCH OR SUPPER SNACK

•   One serving of milk.

•   One serving of a vegetable or 
fruit or a full-strength juice.

•   One serving of grain or bread.

•   A meat or meat alternate 
is optional.

•   One serving of milk.

•   Two or more servings of 
vegetables and/or fruits.

•   One serving of grain or bread.

•   One serving of meat or 
meat alternate.

• Two food items from 
different components.

•   Juice cannot be served when 
milk is served as the only other 
component.

  

 

 

 

 

 
 

  
 

 
 

 
 

 

  

 

 

 

  

 

  

 

  
 

  

 

 

 

 
 

 
  

 
  

 
 

 
 

 

 

  

    

RECORDKEEPING
 
DAILY MEAL COUNT RECORDS 

Sponsors will provide site supervisors with a supply 
of daily record forms. This form is very important 
and must be completed each day. Sponsors will 
not receive money for the meals served at their 
sites if the sites do not keep this daily record. This 
record must be accurate, and site staff must enter 
the appropriate information at the end of each meal 
service. You may be required to collect this record 
daily or weekly from each site, and return them to 
the sponsor’s office. A frequent regular method of 
collection is necessary to minimize the possibility 
of losing these records, since sponsors receive 
reimbursement for the meals they serve based on 
this daily record. 

This record must include the number of meals 
delivered or prepared by type (breakfast, snack, 
lunch, supper). Vended programs must support 
this information with a signed delivery receipt. 
Programs with a central kitchen also should support 
this information with a signed delivery receipt. A 
designated member of the site staff must verify the 
adequacy and number of meals delivered by checking 
the meals when they are delivered to the site. 

The record also must include the number of: 

•	 Complete first meals served to children, by type. 

•	 Complete second meals served to children, by type. 

•	 Extra meals or meals left-over. 

•	 Non-reimbursable meals. 

•	 Meals served to program adults, if any. 

•	 Meals served to non-program adults, if any. 

•	 Meals leftover from previous day, if any. 

•	 Meals discarded (i.e., dropped, spilled, test 
meal, etc.), if any. 

•	 Meals transferred to another site or meals 
transferred in, if any. 

DAILY RECORD REVIEWS 

Review the daily records kept by the site supervisor. 
Check to make sure forms are completed and 
signed. If meals are not prepared on site, the 
information on the delivery receipts should match 
the information on the forms. Site supervisors 
should have a signed delivery receipt available 
to show the deliveries for all meals served. The 
delivery receipt should at a minimum indicate 
what meal has been delivered, the number of 
meals delivered and the delivery date and time. If 
the number of meals delivered is the same as the 
number served each day, or the same number of 
meals is recorded each day, this may mean that 
no one is actually counting the number of meals 
received and served. Be sure to observe and take 
appropriate corrective action. 

ACCURACY OF RECORDS 

Remind site supervisors that complete and 
accurate daily records at the site level are the 
only way to document program performance and 
guarantee the sponsor’s reimbursement. The only 
basis for reporting the number of meals served is 
accurate daily records. These records account for 
all categories of meals served and are signed by 
the site supervisors. Familiarize yourself with the 
forms to be used for this purpose since you will 
be assisting site supervisors in the proper use of 
these forms. 

COLLECTION OF SITE FORMS 

If your responsibilities include collecting site 
forms and delivery receipts, be sure to stick to one 
collection schedule. If records cannot be obtained 
from a particular site, this is a serious problem that 
your sponsor should know about immediately. 
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As a monitor, you will check meals at sites to see that the meal pattern 
requirements are being met. These requirements ensure well-balanced, nutritious 
meals that supply the kinds and amounts of foods that children require to meet 
their nutrient and energy needs. You must make sure that meals served at your 
assigned sites meet the meal pattern requirements. 

MEAL PATTERN 
REQUIREMENTS 

MONITORING MEALS 

Compare the menus of the meals to be served at children sick. Make sure site personnel do not 
each site with the meal pattern requirements and serve any spoiled food to children. 
learn to recognize meal problems. Remember that 
each meal must contain all required components If meals are delivered by a vendor, the site 
and that the served quantity of each component supervisors should record any deficiencies on the 
must meet the minimum portion size. If meals are delivery receipts and discuss any problems with 
incomplete, if portions are too small, or if the food you. You should immediately report any problems 
is spoiled, children are not getting a nutritious with deliveries or meals to the sponsor so that the 
meal. Spoiled food, juice, or milk can make the vendor can be promptly notified. 

REIMBURSABLE MEALS 
FOR MEAL TO BE REIMBURSABLE IT MUST CONTAIN:
 

BREAKFAST LUNCH OR SUPPER SNACK 

• One serving of milk. 

• One serving of a vegetable or 
fruit or a full-strength juice. 

• One serving of grain or bread. 

• A meat or meat alternate 
is optional. 

•  One serving of milk. 

• Two or more servings of 
vegetables and/or fruits. 

• One serving of grain or bread. 

• One serving of meat or 
meat alternate. 

• Two food items from 
different components. 

• Juice cannot be served when 
milk is served as the only other 
component. 

* At sites where “offer versus serve” is allowed, meals that are offered to participants must meet the meal patterns as shown in the chart above. 
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FOOD COMPONENTS AND FOOD ITEMS BREAKFAST 
Serve all three 

LUNCH OR SUPPER 
Serve all four 

SNACK 
Serve two of the four 

Milk Required Required 

Fluid milk (whole, low-fat, or fat-free) 
1 cup1 (� pint, 
8 fluid ounces)2 

1 cup (� pint, 
8 fluid ounces)3 

1 cup (� pint, 
8 fluid ounces)2 

Vegetables and Fruits - 
Equivalent quantity of any combination of... 

Required Required 

Vegetable or fruit or � cup � cup total4 � cup 

Full-strength vegetable or fruit juice 
� cup 
(4 fluid 
ounces) 

� cup 
(6 fluid ounces)5 

Grains/Breads6 -
Equivalent quantity of any combination of… Required Required 

Bread or 1 slice 1 slice 1 slice 

Cornbread, biscuits, rolls, muffins, etc or 1 serving7 1 serving7 1 serving7 

Cold dry cereal or � cup or 1 ounce8 � cup or 1 ounce8 

Cooked cereal or cereal grains or � cup � cup � cup 

Cooked pasta or noodle products � cup � cup � cup 

Meat and Meat Alternates - 
Equivalent quantity of any combination of… Optional Required 

Lean meat or poultry or fish or 1 ounce 2 ounces 1 ounce 

Alternate protein products9 or 1 ounce 2 ounces 1 ounce 

Cheese or 1 ounce 2 ounces 1 ounce 

Egg (large) or � 1 � 

Cooked dry beans or peas or � cup � cup1 � cup1 

Peanut or other nut or seed butters or 2 tablespoons 4 tablespoons 2 tablespoons 

Nuts or seeds10 or 1 ounce=50%11 1 ounce 

Yogurt12 4 ounces or � cup 8 ounces or 1 cup 4 ounce or � cup 

1 For the purposes of the requirement outlined in this table, a cup means a standard measuring cup 
2 Served as a beverage or on cereal or used in part for each purpose 
3 Served as a beverage 
4 Serve two or more kinds of vegetables or fruits or a combination of both. Full strength vegetable or fruit juice may be counted to meet not more 

than one-half of this requirement. 
5 Juice may not be served when milk is served as the only other component 
6 Bread, pasta or noodle products, and cereal grains (such as rice, bulgur, or corn grits) shall be whole-grain or enriched. Cornbread, biscuits, rolls, 

muffins, etc, shall be made with whole-grain or enriched meal or flour. Cereal shall be whole-grain, enriched or fortified 
7 Serving sizes and equivalents will be in guidance materials to be distributed by FNS to State agencies 
8 Either volume (cup) or weight (ounces), whichever is less 
9 Must meet the requirements of 7 CFR 225 Appendix A 
10 Tree nuts and seeds that may be used as meat alternate are listed in program guidance 
11 No more than 50 percent of the requirement shall be met with nuts or seeds. Nuts or seeds shall be combined with another meat/meat 

alternate to fulfill the requirement. For purposes of determining combinations, one ounce of nuts or seeds is equal to one ounce of cooked lean 
meat, poultry or fish 

12 Plain or flavored, unsweetened or sweetened 

SUMMER FOOD SERVICE PROGRAM MEAL PATTERNS 
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DELIVERY OF MEALS 

Make sure the site supervisor and designated site 
personnel know that meals must be delivered 
within one hour before each meal service if proper 
facilities do not exist on-site for storing the food. 

MEALS SERVICE TIMES 

Sponsors are required to establish meal times for 
each site. Therefore, in addition to making sure that 
meals served meet the meal pattern requirements, 
you must ensure that the meals are served at the 
times approved by the State agency. 

UNITIZED MEALS 

All meals must be served as complete units, except 
at sites with Offer versus Serve (OVS). This means 
that every component of the meal must be served 
to the child at the same time. The nutritional value 
of the meal depends on each child receiving all the 
components. Serving incomplete meals or serving 
components separately are serious violations. 
Your sponsor cannot receive reimbursement for 
incomplete meals served to children. 

MEAL PATTERN EXCEPTIONS 

Substitutions or modifications to the meal 
patterns must be given to participants with 
disabilities who are unable to consume the 
regular program meals. These substitutions must 
be supported by a statement from a licensed 
physician or a licensed health care professional 
who is authorized to write medical prescriptions 
under State law. The medical statement must 
identify the disability, why the disability restricts 
the child’s diet, the major life activity affected 
by the disability, the foods to be omitted and the 
foods that can be substituted. 

In some cases, sponsors may be approved 
to serve meals that meet the meal pattern 
requirements of other Child Nutrition Programs 
instead of the SFSP meal pattern requirements. 
Variations in the meal patterns may also be 
approved where there is evidence that the 
variations are nutritionally sound and are 
necessary to meet ethnic, religious, economic, or 
physical needs. 

OFFER VERSUS SERVE (OVS) 

OVS is a serving option for sponsors. At OVS 
sites, a complete meal that meets the SFSP meal 
pattern requirements, as shown on page 17, must 
be offered to participants. However, participants 
may choose not to take one or more of the food 
items offered. 

Your sponsor will provide you with the appropriate requirements for the sites you 
are monitoring that have been granted any exception to the SFSP meal patterns. 
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• Bacteria can grow rapidly between 40°F and
140°F, which includes room temperature.
This is known as the danger zone.

• Avoid holding foods in this temperature
danger zone. Do not hold a food in the
temperature danger zone for longer than
two hours. After two hours discard the food.

• Keep meals and milk not being served at
the time in the refrigerator or cooler at a
temperature of 40°F or below. Hot meals
should be in a warming unit or insulated box
at a holding temperature of 140°F or more.

• Remember that you cannot determine food
safety by sight, taste, odor, or smell. If there
is any doubt, throw the food away.

• Train food service employees on safe food
handling, on the safe use of all types of
equipment, and on personal hygiene.

• Keep a fire extinguisher and first-aid kit
handy and instruct all personnel in their use.

The four core messages of Clean, Separate, Cook 
and Chill will help you keep your food safe to eat. 

CLEAN 

• Wash hands frequently and properly, for at
least 20 seconds with soap and hot water.
Do not wash hands in the same sink used for
food preparation or dish washing. Always
wash hands after touching hair or face.

• Use disposable towels when drying hands.
Discard disposable towels after each use.

• Cough or sneeze into disposable tissues
ONLY, and wash hands afterwards. If you
sneeze on food or food production areas,
discard the food and clean and sanitize the
food production area.

• Persons with colds, or other communicable
diseases should not be permitted to work in
food preparation areas.

• All superficial cuts should be covered with a
bandage and a disposable glove.

• Any person with an infected cut or skin
infection should not be permitted to work
with food.

• Use disposable gloves properly. Wash hands
before putting on gloves, avoid touching
skin, carts, refrigerator, freezer, oven doors,
money, or any unclean surfaces. Throw the
gloves away after using or touching anything
other than food.

• Follow instructions exactly on how to use
and clean kitchen equipment.

• Keep all equipment such as cutting boards, can
openers, grinders, slicers, and work surfaces
clean and sanitized. Sanitize equipment
and work surfaces between use with raw
and cooked foods. Check with local health
department codes for a list of sanitizing agents.

• Use plastic cutting boards. Purchase
adequate number of cutting boards to
prevent cross contamination during
food production.

• Empty garbage cans daily. They should be
kept tightly covered and thoroughly cleaned.
Use plastic or paper liners.

SEPARATE 

• Avoid cross-contamination.

• Use appropriate utensils to pick up and 
handle food. 

• Never touch ready-to-eat foods with your 
bare hands. 

• If using hands, wear disposable plastic
gloves and do not touch anything unclean
with the gloves. Throw the gloves away after
using or touching anything other than food.

KEEP THESE FOOD SAFETY RULES IN MIND 
DURING TRANSPORTATION, PREPARATION, AND SERVING 

SAFETY 
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• Keep cold foods COLD! (Refrigerate or chill
food at 40 °F or below)

• Keep frozen food in a freezer at 0 °F
or lower.

• Cool hot food from 140°F to 70°F within two
hours. If during the cooling process food
temperatures do not reach 70°F immediate
action is required or food must be discarded.
Cool foods from 70°F to 40°F or below within
four hours. DO NOT ALLOW ANY FOODS TO
COOL AT ROOM TEMPERATURE.

• Refrigerate or freeze properly cooled leftovers
in covered, two inch shallow containers.

• Divide large containers of soups, sauces, or
vegetables so that the smaller portions will
cool more quickly. Stirring throughout the
chilling process will shorten the total cooling
time. An ice paddle or ice bath will also help to
rapidly cool foods.

• Leave airspace around containers or packages to
allow circulation of cold air so that rapid cooling
is ensured.

• Once cooled, tightly cover and date leftovers.

• DO NOT THAW FOODS AT ROOM TEMPERATURE.
Thaw poultry and meat in a refrigerator and
not on counters. Refreeze only if ice crystals
are still present.

165°F for 15 seconds Poultry, stuffing, stuffed fish, pork or beef; pasta stuffed with eggs pork, 
casseroles, reheating leftovers. 

155°F for 15 seconds Ground meats, beef, lamb, veal, pork, pasteurized eggs held on steam 
table, cubed or Salisbury steaks, fish nuggets or sticks 

145°F for 15 seconds Seafood, beef, pork, veal steaks, & roasts (medium rare), eggs cooked to 
order and served immediately. 

140°F for 15 seconds Fresh, frozen, or canned fruits and vegetables that are going to be held 
on a steam table or in a hot box. 

MINIMUM INTERNAL TEMPERATURES FOR SAFETY 
(BASED ON THE 2005 FDA FOOD CODE) 

COOK 

• Be sure thermometers are available and use them properly. Calibrate thermometers on a
regular basis.

• To make sure that meat and poultry are cooked all the way through, use a food thermometer.

• Cook foods to minimal required internal temperatures for safety.

• DO NOT partially cook foods. Partial cooking may encourage bacteria to grow before cooking is
completed.

• If the serving of a hot food must be delayed, keep it at a holding temperature of 140°F or above.

CHILL 

• Prepare sandwiches and salads with a
minimum amount of handling.

• As a food safety precaution, you may want
to use two sets of cutting boards: one for
meats, and one for vegetables and fruits.
Buying plastic cutting boards in different
colors will help to keep them straight.

• Prevent juices from raw meat, poultry,
or seafood from dripping on ready-to­
eat foods, such as salad greens, either
in the refrigerator or during preparation.

• Store ready-to-eat foods above raw
uncooked foods.

• 
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QUESTIONS
AND ANSWERS 

WHAT IS THE DIFFERENCE 
BETWEEN A SITE “VISIT” 
AND SITE “REVIEW”? 

When you monitor program operations at a site, 
you will make either a “visit” or a “review.” A 
site “visit” requires you to make sure that the 
food service is operating smoothly and that 
any problems are immediately resolved. A site 
“review” requires you to determine if the site is 
meeting all program requirements. To accomplish 
this, you will have to observe the entire meal 
service from beginning to end. All visits and 
reviews must be documented. You will find a 
sample visit and review forms at the end of this 
handbook, but you should use the forms provided 
by your sponsor. 

AS A MONITOR, WHAT ARE SOME 
OF MY MAJOR RESPONSIBILITIES? 

You are the direct link between the sponsor 
and the sites – the official representative of 
the sponsor. It is your responsibility to ensure 
the sites operate smoothly and in accordance 
with program guidance and requirements, by 
checking site operations, conducting training 
with site personnel when necessary, conducting 
pre-operational visits for sites, and conducting 
visits and reviews of all your assigned sites. 
You also must reconcile meal counts, prepare 
accurate reports of your visits and reviews, 
and inform your sponsor and site supervisors 
of any problems found. A description of your 
responsibilities can be found in the Introduction 
section of this guide. 
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WHAT ARE SOME OF THE 
THINGS I SHOULD LOOK 
FOR DURING THE MEAL 
PREPARATION OR MEAL SERVICE? 

On the day of your visit, you should observe the 
meal preparation and if meals are delivered, 
note if they were delivered on time. If prepared at 
the site, note if the meals were prepared within 
the health and safety standards required by the 
sponsor and the local or State health authorities. 
When observing the meal service, note the 
number of meals delivered or prepared, the 
number of complete meals served to children and 
program adults, the number of leftover meals, the 
number of non-reimbursable meals served, if any, 
whether meals are served within the approved 
meal time frames, and whether or not the meals 
are being counted accurately by site personnel. 
You also should ensure that nondiscrimination 
posters are in place and that all children have 
access to and are being served meals. Finally, you 
should complete your forms before you leave, and 
make corrective actions on site, if at all possible. 
A full listing of what to look for can be found in 
the Visits and Reviews section of this guide. 

SHOULD I BE CONCERNED 
WITH FOOD SAFETY, OR IS 
THAT THE RESPONSIBILITY 

OF THE WORKERS AT THE SITE? 

Although it is a primary responsibility of site staff 
to ensure meals are being safely prepared, it is 
your responsibility to report whether they are 
taking appropriate steps to make sure the foods 
they receive or prepare are safe for children to 
consume. Determine whether staff checks the 
temperature of foods they receive from a central 
kitchen, or whether they check the temperature of 
foods they prepare on-site. Note where and how 
they store foods, and check that the temperatures 
on refrigerators or freezers are adequate. During 
food preparation, check to see if staff is following 
local or State health and safety standards.  Also 
ensure that there are fire extinguishers and first 
aid kits nearby and available for use. 

WHAT IS A MEAL PATTERN 
REQUIREMENT? 

A meal pattern is a listing of required food 
components that must be served to the children 
participating in the SFSP. Each component in each 
meal must be present in order for your sponsor 
to receive reimbursement for that meal. When the 
meal pattern requirements are followed, not only 
does the sponsor receive proper reimbursement, 
but the child eating the meal receives a well-
balanced, nutritious meal that supplies the kinds 
and amounts of foods that will meet their nutrient 
and energy needs. You can find the SFSP Meal 
Pattern Requirements in this guide. 
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Sample 

Forms
 
The forms the monitor receives may be different 

depending on the State. Check with your State agency 

or monitor on what forms you should be using. The 

following forms are samples only. 
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Sample Pre-Operational
Visit Form 

Site name: Site number: 

Site address: 

Site telephone number:
 

Person to contact for use of site:
 

Type of site (check appropriate type): 

 Recreation center  Residential camp 
 School  Play street 
 Church  Playground 
 Park  Settlement house and Urban Development (HUD) 

 Healthcare
 Libraries 
   Rural Development (RD)/Housing 

 Other 

Estimated number of children the site could serve: Estimated number of needy children in area: 

Estimated number of personnel needed to adequately control the food service:
 

Are the present facilities adequate for an organized meal service?  Yes          No
 

If answer is no, comments:
 

For the estimated number of children, does the site have: Yes No 

Shelter for inclement weather?  

Adequate cooking facilities (if applicable)?  

Adequate storage for prepared or delivered food?  

Storage space for records at site?  

Adequate refrigeration?  

Access to a telephone?  

Is this site for-profit?  Yes          No 

What types of organized activities are possible or planned at this site? 

Improvements or corrective actions needed before site operates: 

Did the site have any deficiencies in the previous summer? 

Monitor’s Signature Date 
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Sample First Week Visit Form
 

Date of site visit: 

Site name: 

Discussion with sit

Monitor’s arrival time: 

Site addres

e staff (list names): 

s: 

Departure Time: 

Areas of Discussion Notes and Observations 

Has the site supervisor attended training session? 

Are meals being counted and signed for? 

Are all required records being completed? 

Are meals served as second meals excessive? 

Do meals meet meal pattern requirements? 

Is there proper sanitation/storage? 

Is the site supervisor following procedures established to make 
meal order adjustments? 

Are meals served at the time approved by the State agency? 

Are all meals served and consumed on-site? 
(Note if State agency and sponsor allow fruits/vegetables/ 
grains to be taken off site). 

Is each meal served as a unit? 

Are there any problems with delivery? 

Is there documentation of children's income eligibility, if applicable? 

Is there an “And Justice for All” poster, provided by the sponsor, 
on display in a prominent place? 

List any problems that were noted, and any corrective actions that were initiated to eliminate the problems: 

Monitor’s Signature                                                              Date 
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Sample Site Review Form 
NOTE: To be completed during first four weeks of operation 

Sponsor: Site: 

Site Contact Name: Title: 

Site Address: 

Date of site visit: 

Site Supervisor: 

 

 Open site  Camp site 

Today’s attendance: 

Telephone: 

Monitor’s arrival time: Departure Time: 

Average daily participation (if applicable): 

Approved meal service time: 

Types of meals reviewed: 

Approved level of service: 

 Breakfast            AM Snack  Lunch  PM Snack  Dinner 

Day of visit Breakfast AM Snack Lunch PM Snack Dinner 

# Meals delivered (if applicable) 

# Meals/milk from previous day 

Time meals delivered (if applicable) 

Time meals served 

# First meals served to children 

# Second meals served to children 

# Meals served to Program adults 

# Meals served to non-Program adults 

Discarded meals (dropped, spoiled, 
incomplete meal, test meal*, etc.) 

# Meals leftover 

* Test meal cannot be claimed for reimbursement but should be recorded. 
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Sample Site Review Form, Continued 

Site Review Questions Yes No 

 1 Does the staffing pattern correspond to that listed on the approved site sheet? 

 2  Has the site supervisor attended training session? 

 3  Does the site have sufficient food service supervision? 

 4  Are meals counted/checked before signing delivery receipt? 

 5 Are accurate meal counts taken of meals served? 

 6 Are meals served as second meals excessive? 

 7 Are records of adult meals being kept? 

 8 Do meals meet approved menu? 

 9 Do meals meet meal pattern requirements? 

 10 Are meals checked for quality? 

 11 Is there proper sanitation/storage? 

 12 Is the site supervisor following procedures established to make meal order adjustments? 

 13 Are meals served within approved time frames? 

Are all meals served and consumed on-site? (Note if State agency and sponsor allow 
 14 

fruits/vegetables/grains to be taken off-site.) 

 15 Does site have a place to serve children meals in case of inclement weather? 

 16 Is each meal served as a unit? 

 17 Is the meal delivery schedule followed? 

 18 Are there provisions for storing or returning excess meals? 

 19 Is there documentation of children's income eligibility, if applicable? 

Is there an “And Justice for All” poster, provided by the sponsor, on display in a 
 20 

prominent place?
 

Are meals served to all attending children regardless of the child's race, color, national 

 21 

origin, sex, age, or disability? 

Do all children have equal access to services and facilities at the site regardless of the 
 22 

child's race, color, national origin, sex, age, or disability? 

Is informational material concerning the availability and nutritional benefits of the 
 23 

Program available in appropriate languages and translations are accurate? 

Are there reasonable modifications in policies and procedures to ensure individuals with 
 24 

disabilities have equal access and effective communication when accessing the Program? 

Are there reasonable steps in place to ensure meaningful access to services for limited 
25 English proficient persons by providing information in the frequently encountered, non­  

English languages of individuals eligible to be served or likely to be affected by the program? 
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Sample Site Review Form, Continued 

Explain any “No” answers below: 

Program Violations Actual Count Type of Meal 

1 Adult meals included in count of meals served to children. 

2 
Offsite consumption. (Do not include fruits/vegetables/grains 
if allowed by State agency and sponsor). 

3 More than one meal served at one time to children. 

4 Meal pattern not met (specify): 

5 Meals not served as a unit. 

6 Meal serving times not met. 

7 Other Program violations (specify): 

Check and explain if any of the following apply: 

   No records Explanation: 

 Incomplete records            Explanation: 

 Poor sanitation                   Explanation: 

 Other Explanation: 

Corrective action discussed with (Name and Title): 

Corrective action taken: 

Site supervisor’s comments:
 

Further action needed by (date):
 

I certify that the above information is correct:
 

Monitor’s Signature Date Site Supervisor’s Signature Date
 

Sponsor Representative’s Signature Date
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Racial and Ethnic Data Form** 

Sponsor: Site: 

Site Contact Name: Title: 

Site Address:	 Date of visit: 

Site Supervisor: 

Ethnic Categories	 Number or Participating Children 

Hispanic or Latino 

Not-Hispanic or Latino 

•	 Hispanic or Latino: A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or 
origin, regardless of race. The term “Spanish origin” can be used in addition to “Hispanic or Latino.” 

Racial Categories	 Number or Participating Children* 

American Indian or Alaska Native 

Asian 

Black or African American 

Native Hawaiian or Other Pacific Islander 

White 

•	 American Indian or Alaska Native: A person having origins in any of the original peoples of North and South America, 
(including Central America), and who maintains tribal affiliation or community recognition. 

•	 Asian: A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent, 
including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and 
Vietnam. 

•	 Black or African American: A person having origins in any of the black racial groups of Africa. Terms such as “Haitian” 
can be used in addition to “Black or African American.” 

•	 Native Hawaiian or Other Pacific Islander: A person having origins in any of the original peoples of Hawaii, Guam, 
Samoa, or other Pacific Islands. 

•	 White: A person having origins in any of the original peoples of Europe, the Middle East or North Africa. 

Monitor’s Signature                                                              	 Date 

* The total number should equal or be greater than the number for ethnicity.
 
** Note: Based on OMB Notice, Revisions to the Standards for the Classification of Federal Data on Race and Ethnicity, published 10/30/97 and in FNS 

Instruction 113-1, Civil Rights Compliance and Enforcement Nutrition Programs and Activities, published November 8, 2005. See Back for Instructions.
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Racial and Ethnic Data Form Instructions
 

•	 The sponsor should complete this form for each site under its jurisdiction each year. Sponsors of residential 
camps must collect this information for each camp session. For all other sites, the sponsor must count the 
participating children at least once during the site’s operation. 

•	 The sponsor may use visual identification to determine a participant’s racial and ethnic category or the 
parents of a participant may be asked to identify the racial and ethnic group of their child(ren). A participant 
may be included in the group that he/she appears to belong, identifies with, or is regarded as a member by 
the community. 

•	 To provide flexibility and ensure data quality, separate categories shall be used when collecting and reporting 
race and ethnicity. Ethnicity shall be collected first. Respondents shall be offered the option of selecting one 
or more racial designations. 

•	 The sponsor must retain racial and ethnic data, as well as documentation for the data for 3 years and must 
safeguard this information to prevent its use for discriminatory purposes. Access to Program records 
containing racial and ethnic data should be limited to authorized personnel. 
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  Food and Nutrition 
Service Regional Offices 

Mid-Atlantic Regional Office 
Mercer Corporate Park
 
300 Corporate Boulevard
 
Robbinsville, NJ 08691-1518
 
(609) 259-5025
 

Delaware, District of Columbia, Maryland,
 
New Jersey, Pennsylvania, Puerto Rico, Virgin Islands,
 
Virginia, West Virginia
 

Midwest Regional Office 
77 West Jackson Boulevard
 
20th Floor
 
Chicago, IL  60604-3507
 
(312) 353-6664
 

Illinois, Indiana, Michigan, Minnesota, Ohio, Wisconsin 

Mountain Plains Regional Office 
1244 Speer Boulevard
 
Suite 903
 
Denver, CO 80204-3581
 
(303) 844-0354
 

Colorado, Iowa, Kansas, Missouri, Montana, Nebraska, 
North Dakota, South Dakota, Utah, Wyoming 

Northeast Regional Office 
10 Causeway Street
 
Room 501
 
Boston, MA 02222-1069
 
(617) 565-6370
 

Connecticut, Maine, Massachusetts, New Hampshire, 
New York, Rhode Island, Vermont 

Southeast Regional Office 
61 Forsyth Street SW
 
Room 8T36
 
Atlanta, GA 30303-3427
 
(404) 562-1801/1802 

Alabama, Florida, Georgia, Kentucky, Mississippi, North 
Carolina, South Carolina, Tennessee 

Southwest Regional Office 
1100 Commerce Street
 
Room 522
 
Dallas, TX 75242-9800
 
(214) 290-9925
 

Arkansas, Louisiana, New Mexico, Oklahoma, Texas 

Western Regional Office 
90 Seventh Street
 
Suite 10-100
 
San Francisco, CA 94103
 
(415) 705-1310
 

Alaska, Arizona, California, Hawaii, Idaho, Nevada, 
Oregon, Washington, Guam Trust Territories, 
Commonwealth of the Northern Mariana Islands, 
American Samoa 
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State Agency Contact Information
 

Alabama Department of Education 
http://www.alsde.edu/ 

Phone: 334-242-1988 

Fax: 334-353-5388 

Alaska Department of Education & Early 
Development 
http://www.eed.state.ak.us/tls/cnp/ 

Phone: 907-465-4788 

Fax: 907-465-8910 

Arizona Department of Education 
http://www.azed.gov/health-nutrition/ 

Phone: 602-542-8700 

Fax: 602-542-3818 

Arkansas Department of Human Services 
https://dhs.arkansas.gov/dccece/snp/ 

WelcomeSNPM.aspx 

Phone: 800-482-5850 ext 28869 

Fax: 501-682-2334 

California Department of Education 
http://www.cde.ca.gov/fg/aa/nt/ 

Phone: 800-482-5850 ext 28869 

Fax: 501-682-2334 

Colorado Department of Education 
http://www.cde.state.co.us/index_nutrition.htm 

Phone: 303-866-6934 

Fax: 303-866-6663 

Connecticut Department of Education 
http://www.sde.ct.gov/sde/site/default.asp 

Phone: 860-807-2050 

Fax: 860-807-2127 

DC Office of the State Superintendent 
of Education 
http://www.osse.dc.gov 

Phone: 202-741-5252 

Fax: 202-724-7656 

Delaware Department of Education 
http://www.doe.k12.de.us 

Phone: 302-735-4060 

Fax: 302-739-4654 

Florida Department of Agriculture & 
Consumer Services 
http://www.freshforfloridakids.com/ 

Phone: 800-504-6609 

Fax: 850-617-7402 

Georgia Department of Early Care 
and Learning 
http://decal.ga.gov/ 

Phone: 404-656-5957 

Fax: 404-651-7184 

Hawaii Department of Education 
http://ohcnp.k12.hi.us/programs/index.htm 

Phone: 808-587-3600 

Fax: 808-587-3606 

Idaho Department of Education 
http://www.sde.idaho.gov/site/cnp/ 

Phone: 800-432-4601 

Fax: 208-334-2228 

Illinois State Board of Education 
http://www.isbe.state.il.us/nutrition/default.htm 

Phone: 800-545-7892 

Fax: 217-524-6124 

Indiana Department of Education 
http://www.doe.in.gov/student-services/ 

nutrition 

Phone: 317-232-0850 

Fax: 317-232-0855 

Iowa Department of Education 
http://educateiowa.gov/ 

Phone: 515-281-4757 

Fax: 515-281-6548 

Kansas Department of Education 
http://www.kn-eat.org/CNW/CNW_Menus/index. 

htm 

Phone: 785-296-2276 

Fax: 785-296-0232 

Kentucky Department of Education 
http://education.ky.gov/federal/SCN/Pages/ 

Summer-Food-Service-Program-(SFSP).aspx 

Phone: 502-564-5625 

Fax: 502-564-5519 

Louisiana Department of Education 
http://www.louisianabelieves.com/ 

Phone: 225-342-3720 

Fax: 225-342-3305 

Maine Department of Education 
http://www.maine.gov/doe/ 

Phone: 207-624-7909 

Fax: 207-624-6841 

Maryland Department of Education 
http://marylandpublicschools.org/MSDE/ 

programs/schoolnutrition/index.html 

Phone: 410-767-0199 

Fax: 410-333-2635 

Massachusetts Department of Elementary 
& Secondary Education 
http://www.doe.mass.edu/cnp/nprograms/sfsp/ 

Phone: 781-338-6480 

Fax: 781-338-3399 

Michigan Department of Education 
http://www.michigan.gov/mde/0,4615,7-140­

66254---,00.html 

Phone: 517-373-4013 

Fax: 517-373-4022 

Minnesota Department of Education 
http://education.state.mn.us/MDE/JustParent/ 

SchSummerMeal/ 

Phone: 651-582-8543 

Fax: 651-582-8501 

Mississippi Department of Education 
http://www.mde.k12.ms.us/OCN/SFSP 

Phone: 601-576-5005 

Fax: 601-576-1417 

Missouri Department of Health & 
Senior Services 
http://www.dhss.mo.gov 

Phone: 573-751-6269 

Fax: 573-526-3679 

Montana Division of Health 
Enhancement and Safety 
http://opi.mt.gov/Programs/SchoolPrograms/ 

School_Nutrition/Summer.html 

Phone: 406-444-2501 

Fax: 406-444-2955 

Nebraska Department of Education 
http://www.education.ne.gov/NS/index.html 

Phone: 402-471-3566 

Fax: 402-471-4407 

Nevada, Department of Agriculture 
http://nutrition.nv.gov/Programs/Summer_ 

Food_Program_(SFSP)/ 

Phone: 775-353-3600 

Fax: 775-353-3661 
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http://www.sde.ct.gov/sde/site/default.asp
http://www.osse.dc.gov
http://www.doe.k12.de.us
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http://decal.ga.gov/
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New Hampshire Department of Education 
http://education.nh.gov/program/nutrition/ 

food_svc.htm 

Phone: 603-271-3494 

Fax: 603-271-1953 

New Jersey Department of Agriculture 
http://www.state.nj.us/agriculture/divisions/fn/ 

Phone: 609-984-0692 

Fax: 609-984-0878 

New Mexico Children Youth & 
Families Department 
https://cyfd.org/family-nutrition 

Phone: 505-827-9961 

Fax: 505-827-9957 

New York Department of Education 
http://portal.nysed.gov/portal/page/portal/CNKC 

Phone: 518-473-8781 

Fax: 518-473-0018 

North Carolina Department of 
Public Instruction 
http://childnutrition.ncpublicschools.gov/ 

programs/summer-nutrition-opportunities 

Phone: 919-807-3507 

Fax: 919-807-3516 

North Dakota Department of 
Public Instruction 
http://www.dpi.state.nd.us/child/programs. 

shtm 

Phone: 701-328-4565 

Fax: 701-328-2461 

Ohio Department of Education 
http://education.ohio.gov/Topics/Other­

Resources/Food-and-Nutrition/Summer-Food-

Service-Program/2015-Summer-Food-Service-

Program 

Phone: 877-644-6338 

Fax: 614-752-7613 

Oklahoma Department of Education 
http://sde.ok.gov/sde/summer-food-service­

program 

Phone: 405-521-3327 

Fax: 405-521-2239 

Oregon Department of Education 
http://www.ode.state.or.us/search/ 

results/?id=208 

Phone: 503-947-5600 

Fax: 503-378-5156 

Pennsylvania Department of Education 
http://www.education.pa.gov/Teachers%20 

-%20Administrators/Food-Nutrition/Pages/ 

Summer-Food-Service-Program.aspx#. 

VtmbRFVOmpo 

Phone: 800-331-0129 

Fax: 717-787-7698 

Puerto Rico Child Nutrition Program 
150 Federico Costa St. 

Phone: 787-773-6273 

Fax: 787-753-8155 

Rhode Island Department of Education 
http://www.ride.ri.gov/cnp/NutritionPrograms/ 

SummerFoodServiceProgram.aspx 

Phone: 401-222-4253 

Fax: 401-222-6163 

South Carolina Department of Education 
http://ed.sc.gov/districts-schools/nutrition/ 

summer-food-program/ 

Phone: 803-734-8194 

Fax: 803-737-4148 

South Dakota Department of Education 
http://doe.sd.gov/cans/sfsp.aspx 

Phone: 605-773-4746 

Fax: 605-773-6846 

Tennessee Department of 
Human Services 
http://www.tn.gov/humanservices/article/css­

summer-food-service-program 

Phone: 615-313-4749 

Fax: 615-741-4165 

Texas Department of Agriculture 
http://www.squaremeals.org 

Phone: 877-839-6325 

Fax: 888-203-6593 

Utah State Office of Education 
http://www.schools.utah.gov/cnp/ 

Phone: 801-538-7513 

Fax: 801-538-7883 

Vermont Department of Education 
http://education.vermont.gov/nutrition/ 

summer-food-programs 

Phone: 802-479-1207 

Fax: 804-479-1822 

Virgin Islands Department of Education 
http://www.vide.vi/ 

Phone: 340-774-0100, ext 2811 

Fax: 340-774-9705 

Virginia Department of Health 
http://www.vdh.virginia.gov/livewell/programs/ 

sfsp/ 

Phone: 804-864-7800 

Fax: 804-864-7853 

Washington Office of Superintendent of 
Public Instruction 
http://www.k12.wa.us/childnutrition/ 

Phone: 360-725-6200 

Fax: 360-664-9397 

West Virginia Department of Education 
http://wvde.state.wv.us/child-nutrition/ 

Phone: 304-558-2708 

Fax: 304-558-1149 

Wisconsin Department of 
Public Instruction 
http://dpi.wi.gov/community-nutrition/sfsp 

Phone: 608-266-7124 

Phone: 608-267-9123 

Wyoming Department of Education 
https://edu.wyoming.gov/beyond-the­

classroom/nutrition/summer-food/ 

Phone: 307-777-7168 

Fax: 307-777-8924 

35 

http://education.nh.gov/program/nutrition/food_svc.htm
http://education.nh.gov/program/nutrition/food_svc.htm
http://www.state.nj.us/agriculture/divisions/fn/
https://cyfd.org/family-nutrition
http://portal.nysed.gov/portal/page/portal/CNKC
http://childnutrition.ncpublicschools.gov/programs/summer-nutrition-opportunities
http://childnutrition.ncpublicschools.gov/programs/summer-nutrition-opportunities
http://www.dpi.state.nd.us/child/programs.shtm
http://www.dpi.state.nd.us/child/programs.shtm
http://education.ohio.gov/Topics/Other-Resources/Food-and-Nutrition/Summer-Food-Service-Program/2015-Summer-Food-Service-Program
http://education.ohio.gov/Topics/Other-Resources/Food-and-Nutrition/Summer-Food-Service-Program/2015-Summer-Food-Service-Program
http://education.ohio.gov/Topics/Other-Resources/Food-and-Nutrition/Summer-Food-Service-Program/2015-Summer-Food-Service-Program
http://education.ohio.gov/Topics/Other-Resources/Food-and-Nutrition/Summer-Food-Service-Program/2015-Summer-Food-Service-Program
http://sde.ok.gov/sde/summer-food-service-program
http://sde.ok.gov/sde/summer-food-service-program
http://www.ode.state.or.us/search/results/?id=208
http://www.ode.state.or.us/search/results/?id=208
http://www.education.pa.gov/Teachers%20-%20Administrators/Food-Nutrition/Pages/Summer-Food-Service-Program.aspx#.VtmbRFVOmpo
http://www.education.pa.gov/Teachers%20-%20Administrators/Food-Nutrition/Pages/Summer-Food-Service-Program.aspx#.VtmbRFVOmpo
http://www.education.pa.gov/Teachers%20-%20Administrators/Food-Nutrition/Pages/Summer-Food-Service-Program.aspx#.VtmbRFVOmpo
http://www.education.pa.gov/Teachers%20-%20Administrators/Food-Nutrition/Pages/Summer-Food-Service-Program.aspx#.VtmbRFVOmpo
http://www.ride.ri.gov/cnp/NutritionPrograms/
http://ed.sc.gov/districts-schools/nutrition/summer-food-program/
http://ed.sc.gov/districts-schools/nutrition/summer-food-program/
http://doe.sd.gov/cans/sfsp.aspx
http://www.tn.gov/humanservices/article/css-summer-food-service-program
http://www.tn.gov/humanservices/article/css-summer-food-service-program
http://www.squaremeals.org
http://www.schools.utah.gov/cnp/
http://education.vermont.gov/nutrition/summer-food-programs
http://education.vermont.gov/nutrition/summer-food-programs
http://www.vide.vi/
http://www.vdh.virginia.gov/livewell/programs/sfsp/
http://www.vdh.virginia.gov/livewell/programs/sfsp/
http://www.k12.wa.us/childnutrition/
http://wvde.state.wv.us/child-nutrition/
http://dpi.wi.gov/community-nutrition/sfsp
https://edu.wyoming.gov/beyond-the-classroom/nutrition/summer-food/
https://edu.wyoming.gov/beyond-the-classroom/nutrition/summer-food/


36 
2017
 


	Sponsor Monitor’s Guide 2017
	MAIL:
	FAX:
	EMAIL:
	CONTENTS
	Introduction
	organizational structure
	NOTE:

	Training
	Training Sessions

	monitor responsibilities
	Visits and Reviews
	TYPE OF VISITS AND REVIEWS REQUIRED ARE:
	PRE-OPERATIONAL VISITS
	SITE REVIEWS
	SITE VISITS
	FOLLOW-UP VISITS


	Review Procedures
	conducting the review
	BEFORE THE MEAL SERVICE BEGINS
	OBSERVE MEAL PREPARATION
	OBSERVE THE MEAL SERVICE
	CIVIL RIGHTS
	MEAL COUNTS
	BEFORE YOU LEAVE THE SITE
	MONITOR SITE REVIEW FORM

	additional responsibilities
	RACIAL AND ETHNIC DATA FORM
	POTENTIAL MEAL SERVICE PROBLEMS
	SITE ACTIVITIES

	RECORDKEEPING
	DAILY MEAL COUNT RECORDS
	DAILY RECORD REVIEWS
	ACCURACY OF RECORDS
	COLLECTION OF SITE FORMS

	MEAL PATTERN REQUIREMENTS
	MONITORING MEALS
	REIMBURSABLE MEALS
	BREAKFAST
	LUNCH OR SUPPER
	SNACK


	SUMMER FOOD SERVICE PROGRAM MEAL PATTERNS
	DELIVERY OF MEALS
	MEALS SERVICE TIMES
	UNITIZED MEALS
	MEAL PATTERN EXCEPTIONS
	OFFER VERSUS SERVE (OVS)

	KEEP THESE FOOD SAFETY RULES IN MIND
	SAFETY
	CLEAN
	SEPARATE
	COOK
	CHILL

	QUESTIONS AND ANSWERS
	1 AS A MONITOR, WHAT ARE SOME OF MY MAJOR RESPONSIBILITIES?
	2WHAT IS THE DIFFERENCE BETWEEN A SITE “VISIT” AND SITE “REVIEW”?
	3 WHAT ARE SOME OF THE THINGS I SHOULD LOOK FOR DURING THE MEAL PREPARATION OR MEAL SERVICE?
	4 SHOULD I BE CONCERNED WITH FOOD SAFETY, OR IS THAT THE RESPONSIBILITY OF THE WORKERS AT THE SITE?
	5 WHAT IS A MEAL PATTERN REQUIREMENT?

	Sample Forms
	Sample Pre-Operational Visit Form
	Sample First Week Visit Form
	Sample Site Review Form
	Racial and Ethnic Data Form Double Asterisk
	Racial and Ethnic Data Form Instructions
	Food and Nutrition Service Regional Offices

	State Agency Contact Information




