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Summer Food Service Program

Monitor’s Training

 

Welcome to the Monitor’s training for 
Summer Food Service Program hosted 
by Oregon Department of Education 
Child Nutrition Programs 
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• Monitor’s Responsibilities

• Recordkeeping

• Meal Pattern Requirements

Topics Covered 

 

This training is designed to give the 
monitor a working knowledge of the 
Summer Food Service Program (SFSP), 
and the duties and responsibilities as 
the sponsor's representative. 
 
The following topics will be covered in 
this session: 
• Monitor’s Responsibilities 
• Recordkeeping 
• Meal Pattern Requirements 
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Goal

To serve fresh, well-balanced meals that are 

appetizing to children, come rain or shine

 

The 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.  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 feeding sites, 
National Youth Sports Program (NYSP) 
sites, and residential and nonresidential 
camps. 
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The Monitor’s Role

• Key link: sponsor and site personnel

• Maintain open communication and 

cooperative relations with site supervisors 

and staff

• Work with site staff to correct problems 

and provide additional training if 

necessary

• Maintain open communication regarding 

site problems and the resolution

 

The role as an SFSP monitor is of 
particular importance. (click) As the key 
link between the sponsor and the site 
personnel, the monitor must make sure 
that the 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. (click) 
As the sponsor's representative, the 
monitor must develop and maintain 
open communications and cooperative 
relationships with site supervisors and 
staff. (click) The monitor will also work 
with the site staff to help correct any 
problems and give additional training as 
necessary. 
 
(click) Open communication with the 
sponsor is essential so they are aware 
of any site problems and what is being 
done to resolve them. This also will 
provide opportunities for the sponsor 
to provide the monitor with any 
additional guidance needed. 
 
The sponsor is financially responsible 
for any meals served incorrectly or 
served to ineligible people. This could 



mean a substantial loss of 
reimbursement to the sponsor if 
problems at the sites are not corrected.  
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Sponsor’s Training Responsibilities
Monitors are trained on:

• Duties and responsibilities

• Review forms and records

• Procedures for 

• monitoring meal counts, 

• adjusting meal preparation or 

deliveries, 

• reporting complaints to vendors, 

• collecting site records

 

The sponsor is required to hold annual 
training sessions on program duties for 
monitors and other sponsor personnel. 
At the training session, the sponsor will 
do the following: 
• (click) explain monitor duties and 
responsibilities; 
• (click) distribute and review monitor 
site visit and  review forms and any 
other records, such as mileage records; 
• (click) train on procedures for 
monitoring meal counts, (click) 
adjusting meal preparation or 
deliveries, (click) reporting complaints 
to the vendor, and (click) collecting site 
records; 
The Sponsor will assign the sites for 
which monitors will be responsible (the 
sponsor may choose to do it at the 
training or at some point before the 
monitor begins duties). 
Monitors may be asked to attend the 
training session required for site 
supervisors. This meeting will 
familiarize a monitor with the specific 
duties of site supervisors and allow 
them to meet the site supervisors with 
whom they will be working directly. 
Many people working at sites may not 
be familiar with operating foodservice 



programs or they may not be 
accustomed to maintaining records. 
During the many reviews and visits, a 
monitor will 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.  It may 
be necessary to give new site workers 
additional training in program 
requirements. It is important to 
document this training in the report. 
 
 

Slide 6 

Oregon Department of Education – Child Nutrition Programs
6

Effective Site Monitoring
• Children in the community are getting 

nutritious meals.

• Ensures that site operating according to 

program rules

• Accurate site records are available to 

justify payment to the sponsor

 

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. But most importantly, 
monitoring ensures that children in the 
community are getting nutritious 
meals. To be an effective monitor, it will 
be necessary to spend enough time at 
each assigned site to check the meal 
service operation. Therefore, it will be 
important to know the program 
requirements so problems at the sites 
can be identified quickly and solutions 
recommended. 
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Monitor’s Responsibilities

• Checking site operations 

• Adequate records

• Site is operating in accordance with 

requirements

• Conducting site training 

• Conducting pre-operational visits 

• Visiting sites within first week of operation

• Reviewing food service operations with first 4 

weeks of operation

 

As an official representative of the 
sponsor, the monitor will be 
responsible for: 
• (click) checking site operations to 
make sure that the sites maintain 
adequate records and that the program 
is operating in accordance with the 
requirements; 
• (click) conducting site training as 
necessary, including training on the 
nondiscrimination policy; 
• (click) conducting pre-operational 
visits for new and problem sites; 
• (click) 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; 
• (click) 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; 
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Monitor’s Responsibilities Cont.

• Revisiting sites as necessary

• Reconciling any discrepancies in meal 

counts and records with the site supervisor

• Suggesting corrective action for problems

• Preparing reports of site visits and reviews

• Informing the Sponsor about problems and 

ensuring that corrective actions are 

completed and documented

 

Additional responsibilities include: 
• revisiting sites as necessary; 
• reconciling any discrepancies in meal 
counts and records with the site 
supervisor;  
• suggesting corrective action to the 
site supervisor for problems 
encountered; 
• preparing reports of the site visits and 
reviews and ensuring that copies of the 
reports are included in an official file 
for each site; and 
• 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

Visit –

• Monitor ensures food service is 

operating smoothly and problems 

are resolved

Review-

• Monitor determines if the site is 

meeting all program requirements

• Observe complete meal service 

from beginning to end

 

Now we are going to talk about site 
visits and site reviews.  When monitors 
observe program operations at sites, 
they will usually make either a “visit” or 
a “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. (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.  
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Types of Visits 

Pre-operational Visits

• New sites

• Sites with operational problems the 

previous year

 

There are three type of visits and 
reviews required are: 
1. The first type is the Pre-operational 
Visits: Pre-operational visits are 
conducted for all new sites and those 
that experienced operational problems 
the previous year The pre-operational 
visit is conducted 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. 
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Types of Visits  Continued

Site visits

• Once during first week of operation

• Facilities adequate

• First week visit may be waived for sites 

successfully operated previous summer, 

in CACFP or NSLP

 

The next type of visit is the  
2. Site Visit: 
•  All sites must be visited 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. 

Please note:  Sponsors are required to 
visit all sites at least once during the 
first week of operation. However, the 
first week site visit requirement may be 
waived for returning sites that operated 
successfully during the previous 
summer in the SFSP and had no serious 
deficiency findings.  It also may be 
waived for sites that participate 
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. 
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Types of Reviews

Site Review 

• Required during first four weeks of 

operation

• Observation of delivery or preparation of 

meals, service of meals, children eating 

meals, and clean-up

• Discuss concerns or problems with site 

supervisor or staff

 

3. The third type of visit is the Site 
Review:  
• All sites must be reviewed 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 before the site’s 
operation end.   

• During the site review delivery or 
preparation of meals, service of 
meals, children eating the meals, 
and clean up after meals will be 
observed.  

• The monitor should discuss any 
concerns or problems with the site 
supervisor and other site staff. 
Additionally, the monitor should 
instruct the site supervisor to call the 
sponsor's office immediately when 
help is needed and the monitor is  
not there. 
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Conducting the Review 

• Arrive before the meal service begins

• Observe the meal service

• Civil Rights

• Claiming Meals

• Completing the form

Review pages 6-13 of the USDA 2015 Monitors 

Guide

 

In conducting the site review plan to 
arrive before the meal service begins 
and plan to observe the entire meal 
service.  Check to see that the site’s 
nondiscrimination poster is placed in a 
prominent place and that all children 
have equal access to meals served.  
Conduct a point of service meal count 
and compare your counts with those of 
the site supervisor's meal count.  
Complete the site monitoring form and 
obtain the site supervisor’s signature.  
On the form thoroughly explain the 
specific nature and extent of any 
problems observed and the action to 
be taken to correct the problem. 
 
An in-depth discussion on conducting 
the site review  is located on pages 6-13 
of the USDA 2015 Monitor’s Guide.  



Pages 10-13 of the 2015  Monitor’s 
guide describes the additional 
responsibilities that monitors have. The 
Monitor’s Guide is located on the ODE 
CNP SFSP webpage. 
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Reimbursable Meal

 

The monitor will check meals at the site 
to see that the meal pattern 
requirements are being met.  These 
requirements ensure well-balanced, 
nutritious meals that supply the kinds 
and amount of foods that children 
require to meet their nutrient and 
energy needs.  The monitor must make 
sure that the meal or snack service 
contains the required components for 
that meal or snack. 
 
At sites where “offer versus serve” is 
allowed, the meals offered to 
participants must meet the meal 
pattern requirements shown in the 
chart on this page.  Part 1 of Planning 
the Program – Meal Service provides 
additional information on Offer Versus 
Serve. 
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Summer Food Service Program Meal Patterns 

 

The monitor must make sure that the 
meals served at the sites meet the meal 
pattern requirements for components 
and portion sizes listed on this chart.   
 
Pages 14-16 of the USDA 2015 
Monitor’s Guide provide additional 
information to evaluate during a site 
review 
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Four core messages:

• Clean

• Separate

• Cook 

• Chill

Know Basic Safety Rules 

 

When observing the meal service at the 
site, keep in mind food safety rules, 
including temperature requirements.  
Knowing the four core messages of 
Clean, Separate, Cook and Chill will 
help keep the food served safe to eat. 
 
For more information on sanitation and 
food safety contact your local health 
department. 
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Summary

• Monitor’s Responsibilities

• Recordkeeping

• Meal Pattern Requirements

 

During this session the monitor's 
responsibilities, recordkeeping 
requirements and monitoring the meal 
pattern was discussed. 
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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 the Monitor’s 
responsibilities is located in the UDSA  
2015 Monitor’ s Guide.  Sponsors and 
monitors are encouraged to review this 
manual to ensure staff are trained in 
compliance with USDA regulations and 
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 complaint 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 
Monitor’s training for Summer Food 
Service Program hosted by Oregon 
Department of Education Child 
Nutrition  
 
Thank you for everything you do to fuel 
Oregon’s future! 
 
 

 


