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Part 2:  Administering 

the Summer Food 

Service Program -

Monitoring

Oregon Department of Education 
Summer Food Service Program

 

Welcome to the Oregon Department of 
Education Child Nutrition Program’s 
(ODE CNP) training on Administering 
the Summer Food Service Program.  
This training will discuss the SFSP 
Sponsor’s requirement to monitor sites 
serving meals to children.  The SFSP 
monitoring requirements are the same 
for all SFSP Sponsors regardless of  
whether they operate a single site or 
multiple sites. 
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• Monitoring Requirements

• Monitoring Reports

• Reviewing Monitoring Reports

Objectives
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A monitor serves as a direct link 
between the sponsor's main office and 
the actual food service sites. 
Establishing an effective monitoring 
system will help prevent problems from 
occurring and will make it easier to 
correct any problems that arise during 
the summer. The size of the monitoring 
staff will, of course, depend on the size 
of the sponsor's program (For further 
information please review the training -
Administering the Summer Food 
Service Program Part 1 – Staffing).  
 
The sponsor must ensure that the 
authority and responsibilities of its 
monitors are clear to the monitoring 
staff, site supervisors, and office 
personnel.  
 
Monitors must ensure that the site 
operates the program according to 
program guidelines. Monitors must 
understand program requirements, 
including civil rights requirements, be 
able to train site personnel when 
necessary, and spend enough time at 
each site to ensure proper program 
operations. The monitor also should 
have a supply of all necessary forms. 



 
This session will cover monitoring 
requirements, monitoring reports, and 
reviewing monitoring reports. 
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• Pre-operational Visits
• Conducted before operations begin

• Ensure that sites have facilities to provide meal service 
for number of participants expected

• Site Visits
• First week of operation

• First week visit may be waived for returning sites

• Site Reviews
• Once during first four weeks of operation, 

even if operating less than four weeks

• “Reasonable” level of monitoring

Monitoring Requirements
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Sponsors must ensure that the 
following minimum monitoring 
requirements are met: 
• (click) Pre-operational Visits – (click) 
Sponsors must visit all new and 
problem sites before they begin 
operations. These visits are required to 
make sure that the sites have facilities 
to provide meal services for the 
number of children expected to attend. 
• (click) Site Visits – Generally, sponsors 
are required to visit all sites (click) at 
least once during the first week of 
operation. However, the first week site 
visit requirement is waived for 
returning sites that operated 
successfully during the previous 
summer (or other most recent period 
of operation) and had no serious 
deficiency findings. Sponsors of these 
sites are still required to review the site 
within the first four weeks of operation.  
•(click)  Site Reviews –(click)  Sponsors 
must review all sites at least once 
during the first four weeks of program 
operations. After this initial period, 
sponsors must conduct a “reasonable” 
level of monitoring. If a site operates 
less than four weeks, the sponsor must 
still conduct a review. Also, monitoring 



must continue throughout the duration 
of the program at a level sufficient to 
ensure that sites comply with program 
regulations. 
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• Visit

• The monitor ensures food service operating smoothly 
and apparent problems are resolved 

• Typically during the 1st week of operation

• Not a pre-operational visit

• Review

• Includes observation of complete meal service from 
beginning to end

“Visit” vs “Review”
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When monitors observe program 
operations at sites, they usually make 
either a (Click)  "visit" or a (Click) 
"review."  
 
(Click) A site "visit" requires a monitor 
to ensure that the food service is 
operating smoothly and that any 
apparent problems are immediately 
resolved.  For a “visit” a monitor does 
not need to be present during the 
entire meal service. (Click) A site visit is 
typically done during the first week of 
operation. These site visits must not be 
confused with the pre-operational 
visits. (Click) A pre-operational visit is 
conducted before the site begins food 
service operations. Pre-operational 
visits must be conducted for new and 
sites that had problems during the 
previous year. 
 
(Click) 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.  
A “review,” requires a monitor to be 



present before, during and after the 
meal service to observe all aspects of 
the site's operations. This includes 
delivery or preparation of meals, the 
meal service, and clean up after meals.  
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• Prompt action

• Follow-up

• Document

Problems
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If any problems are found at the sites, 
prompt action must be taken to correct 
the problems. Monitors must follow-up 
on problems found in previous reviews 
and inspections by the health 
department.  All problems and actions 
taken to correct the problems must be 
documented. 
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• Sample Pre-Operational Worksheet (attachment 13)

Monitoring Reports
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All Pre-operational visits, site visits and 
reviews must be documented. 
Attachment 13 in the USDA 2015 
Administrative Guidance for Sponsors is 
a sample Pre-Operational Worksheet 
that can be used to document the Pre-
Operational visit.   
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• Sample First Week Visit Form (attachment 29)

• Sample Site Review Form (attachment 30)

Monitoring Reports
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Attachments 29 and 30 in the USDA 
2015 Administrative Guidance for 
Sponsors are a sample first week visit 
form and a sample site review form 
respectively.   
 
Records of pre-operational visits, site 
visits and reviews will help sponsors 
assess the operation of sites.  Each form 
shown in this slide and the previous 
slide have a place to document 
problems and corrective actions to be 
taken.   Records are only useful, 
however, when they are carefully 
reviewed by the sponsor personnel and 
when follow-up monitoring is 
scheduled to ensure that any corrective 
actions have been taken to improve site 
operations. 
 
Each sponsor must, therefore, design a 
system for handling monitor reports. 
Sponsors must have a system that will 
ensure that monitors return reports 
frequently – if possible every day.  
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• Review problems identified

• Call site supervisor if necessary

• Document corrective action taken

• Schedule follow-up review – based on 
severity of the problem

• Sign and date report

Reviewing Monitoring Reports
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The pre-operational visit, site visit and 
site review reports must be 
immediately reviewed by a specific 
member of the sponsor’s staff other 
than the monitor.  The Sponsor’s staff is 
responsible for following up on any 
problems. The staff member should: 
• review any problems found by the 
monitor; 
• contact the site supervisor, if 
necessary; 
• document corrective action taken at 
the site; 
• schedule a follow-up review, if 
necessary; and 
• sign and date the report. 
The Sponsor’s staff must base the 



timing of a follow-up review on the 
severity of the problem 
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Some Indicators of Monitors’ lack of program 
knowledge and responsibilities

• All questions on report are not answered

• Problems and comments are rarely documented

• Monitor does not follow-up when number of meals 
delivered or served and the number of participants in 
attendance are always the same

• Other indicators - see USDA 2015 Administrative 
Guidance for Sponsors page 84

Reviewing Monitors Reports
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When sponsors or their staff review 
monitor reports, they also should pay 
attention to the quality of the reports. 
There are several indicators that may 
be apparent in the monitors’ reports 
that may suggest the monitor’s lack of 
program knowledge or the monitor’s 
misunderstanding of his or her 
responsibilities. Some indicators that 
may indicate the monitor needs 
additional training are: 
• the monitor did not answer all 
questions on the report; 
• the monitor rarely notes problems 
and does not include comments in the 
remarks section of the report; 
• the monitor observes that the 
number of meals delivered or served 
and the number of children who are in 
attendance are  always the same and 
yet does not follow-up on this 
suspicious pattern to see if meal counts 
are being taken appropriately; 
• Other indicators that monitors may 
need additional training are located on 
page 84 of the USDA 2015 
Administrative Guidance for Sponsors.  
This guidance manual is located on the 
ODE CNP SFSP web site and listed on 
the resource slide. 
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• Sponsor’s monitoring requirements

• Types of monitoring visits or reviews

• Sponsor’s review of the reports and follow-up as 
necessary

Summary
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In summary, this session covered the 
sponsor’s monitoring requirements, 
types of monitoring site visits or 
reviews, and reporting and follow-up of 
site visits or reviews.  Sponsors must be 
sure that monitors schedule visits and 
reviews so that they can meet the 
program requirements. A good 
monitoring schedule and an efficient 
system for the review and follow-up on 
the monitor's reports are necessary for 
effective program operations. 
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The following USDA SFSP guidance materials are available to assist sponsors with program 
implementation. 

• Administrative Guidance for Sponsors 

• Monitor’s Guide 

• Site Supervisor’s Guide 

• Nutrition Guidance for Sponsors 

• Food Buying Guide 

• Food Buying Guide Calculator 

The USDA SFSP guidance materials are available on the USDA’s SFSP Resource Web page 
under “Handbooks” at http://www.fns.usda.gov/sfsp/sfsp-faqs-about-sponsors-0. 

The Food Buying Guide is available on USDA’s Web page 

at http://www.fns.usda.gov/tn/foodbuying-guide-child-nutrition-programs. 

The Food Buying Guide Calculator is available on National Food Service Management’s 
(NFSMI’s) Web page at http://fbg.nfsmi.org/. 

 

An in-depth discussion of monitoring 
requirements is located in Part II – 
Administering the Program, Chapter 2 
in the USDA SFSP 2015 Administrative 
Guidance for Sponsors.  Sponsors are 
encouraged to review this chapter to 
understand the SFSP monitoring 
requirements. 
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If you have any questions regarding this 
session please contact your assigned 
specialist. 
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The U.S. Department of Agriculture prohibits discrimination against its customers, employees, and 
applicants for employment on the bases of race, color, national origin, age, disability, sex, gender identity, 
religion, reprisal, and where applicable political beliefs, marital status, familial or parental status, sexual 

orientation, or all or part of an individual’s income is derived from any public assistance program, or 
protected genetic information in employment or in any program or activity conducted or funded by the 

Department.  (Not all prohibited bases will apply to all programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete 
the USDA Program Discrimination Complaint form, found online at 

http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, 
or call (866) 632-9992 to request the form.  You may also write a letter containing all of the information 

requested in the form.  Send your completed complain form or letter to us by mail at U.S. Department of 
Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-

9410, by fax (202) 690-7442 or email at program.intake@usda.gov

Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the 
Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish). USDA is an equal opportunity 

provider and employer.

 

Thank you for participating in the ODE 
CNP SFSP training on Monitoring 
Requirements. Oregon Department of 
Education and USDA are equal 
opportunity providers and employers.  
 
Thank you for all that you do to fuel 
Oregon’s future.  
 
 
 

 


