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Summer Food Service Program  

Site Supervisor 
Training

 

Welcome to the Site Supervisor training 
for Summer Food Service Program 
hosted by Oregon Department of 
Education Child Nutrition  
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• What you can expect from your sponsor

• Your responsibilities as a site supervisor

• The meal pattern requirements for the meals 
you serve

• Safety rules to keep in mind

• Official visitors

• Some do’s and don’ts while running your site

Objectives

 

The objectives of this training is to 
discuss the following topics: 
 
• What you can expect from your 
sponsor  
• Your responsibilities as a site 
supervisor  
• The meal pattern requirements for 
the meals you serve  
• Safety rules to keep in mind  
• Some do’s and don’ts while running 
your site  
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Goal

To serve fresh, well-balanced meals that are 
appetizing to children, come rain or shine

 

During the school year, many children 
receive free and reduced-price 
breakfast and lunch through the School 
Breakfast and National School Lunch 
Programs. What happens when school 
lets out? Hunger is one of the most 
severe roadblocks to the learning 
process. Lack of nutrition during the 
summer months may set up a cycle for 
poor performance once school begins 
again. Hunger also may make children 
more prone to illness and other health 
issues. The Summer Food Service 
Program is designed to fill that nutrition 



gap and make sure children can get the 
nutritious meals they need. 
 
A smoothly run site for the Summer 
Food Service Program for Children 
(SFSP) is something that every sponsor 
and site worker hopes to achieve. 
Everyone wants an organized, well-
supervised program that meets the 
goal of the SFSP: to serve fresh, well-
balanced meals that are appetizing to 
children, come rain or shine. Working 
toward that goal, each site's staff uses 
the same key ingredients: lots of 
dedication, time, and know-how. 
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Site Supervisor's Responsibilities
• Serve meals
• Clean up after meals
• Ensure safe and sanitary conditions at the site
• Receive and account for delivered meals
• Ensure that children eat all meals on-site
• Plan and organize daily site activities
• Implement alternate food service arrangements 

during inclement weather
• Take accurate meal counts at point of service 

 

Site Supervisors play an important role 
in the Summer Food Service Program.  
Site Supervisors maybe assigned the 
following responsibilities: 
(Click) Serve meals 
(Click) Clean up after meals 
(Click) Ensure safe and sanitary 
conditions at the site 
(Click) Receive and account for 
delivered meals 
(Click) Ensure that children eat all 
meals on-site 
(Click) Plan and organize daily site 
activities 
(Click) Implement alternate food 
service arrangements during inclement 
weather 
(Click) Take accurate meal counts at 
point of service  
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Pre-operational Training

• Kind of meal service

• Types of meals your site will serve 

• Times meals are delivered and served

• Recognizing and serving a complete meal

• Proper method for counting meals

 

Sponsors are required to arrange a pre-
operational training session for you.  
 
The training should cover: 
• the kind of meal service (self-
preparation or delivered) your site will 
have, 
• the types of meals your site will serve 
(i.e., breakfast, lunch, snack, and/or 
supper), 
• the times meals are delivered and 
served, 
• recognizing and serving a complete 
meal, 
• the proper method for counting 
meals, 
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• Record-keeping requirements for your site’s food 
service

• When and where to call about problems

• Local health and sanitation standards

• Local security and safety considerations

• Nondiscrimination policy

Pre-operational Training

 

• record-keeping requirements for your 
site’s food service 
• who to call about problems and when 
and where to call them 
• local health and sanitation standards 
• local security and safety 
considerations, and 
• the nondiscrimination policy 
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What You Must Do for Your Sponsor?

• Attend the training session provided by Sponsor

• Order or prepare only the number of meals that 
you need

• Count the number of meals delivered, and check 
them thoroughly each day

• Keep a copy of the delivery receipt and meal 
count record with your daily report

• Count meals at the point of service

 

What You Must Do for Your Sponsor? 
• (Click) Attend the training session(s) 

provided by your sponsor before 
your site begins its summer food 
service operation. Someone who has 
received program training must be 
present at each site when meals are 
being served. 

• (Click) Order from your sponsor, or 
prepare at your site, only the number 
of meals that you need. Even with the 
most carefully planned programs, sites 
occasionally have more meals than they 
do children to eat the meals. Discuss 
with your sponsor if seconds may be 
served and what to do with leftovers, if 
you have ordered or prepared too 
many meals. Contact your sponsor to 
change the number of meals delivered 
if you have many meals leftover, or if 
you do not have enough meals to serve 
all of the children by the end of the 
meal period. If you prepare the meals 
at your site, plan to change the number 
you prepare to meet the needs of your 
site. 
• (Click) Check with your sponsor to see 
how meals will be delivered to your 
site.  
• (Click) Count the number of meals 
delivered, and check them thoroughly 
each day. Meals delivered should also 
be counted and checked for good 
program management. It is important 
to check food on delivery for proper 
temperatures. Make sure 
thermometers are available to check 
the temperature. Sign only for the 
number of acceptable meals delivered 
and write the time of delivery on the 
receipt. If everything has been 
delivered correctly, sign the receipt. If 
the delivery is NOT correct, do NOT sign 
the receipt without clearly writing on 



the receipt the problems with your 
site's delivery. You should immediately 
notify your sponsor of the problems 
you had that day. 
• (Click) Keep a copy of the delivery 
receipt and meal count record with 
your daily report. The delivery receipt 
should identify what meal was 
delivered, the number of meals 
delivered, the date and time of delivery 
and match the menu for the day the 
meals were delivered and served. Your 
sponsor will let you know how and 
when your receipts and daily meal 
count forms will be submitted.  
• (Click) Count meals at the point of 
service. This helps to make sure that 
the meal counts are accurate. At the 
end of each meal, record on the daily 
report form provided by the sponsor 
the number of complete breakfasts, 
lunches, snacks, or suppers you served 
as first meals and as second meals. 
 
 
 

Slide 8 

Oregon Department of Education – Child Nutrition Programs
8

What You Must Do for Your Sponsor?

• Make sure the meals served meet the meal pattern 
requirements

• Serve one complete meal to each child, unless 
instructed differently by your sponsor

• Be sure that children eat the entire meal at the site

• Do not allow parents to eat any portion of the 
child(ren)'s meal

• Serve meals to children 18 years of age or younger

 

• (Click) Make sure the meals served 
meet the meal pattern requirements.  
• (Click) Serve one complete meal to 
each child, unless using offer vs serve.  
Your sponsor also may choose to use 
“offer versus serve” or OVS at your site. 
This means that children do not have to 
choose every component of the meal 
that is offered to them. In an OVS meal 
service, you have to offer a complete 
meal to each child, but the child can 
refuse one or more of the components. 
In a non-OVS meal service, you have to 
serve the complete meal. Each meal 
you serve must contain the correct 
portions of each of the components 
included in the meal pattern. 



• (Click) Serve only one meal to each 
child during approved meal service 
time. After all children receive one 
complete meal, you may serve a limited 
number of second meals if permitted 
by your sponsor. 
• (Click) Be sure that children eat the 
entire meal at the site, unless the 
sponsor allows one item, either a fruit, 
vegetable, or grain, to be taken off-site. 
Check with your sponsor to find out if 
this is allowed. 
• (Click) Do not allow parents to eat 
any portion of the child(ren)'s meal. 
• (Click) Serve meals to children 18 
years of age or younger, or people (of 
all ages) with physical or mental 
disabilities who participate in special 
school programs for the disabled. 
 
 
 

Slide 9 

Oregon Department of Education – Child Nutrition Programs
9

• Never serve spoiled food or incomplete meals to 
children

• Allow all children equal access to services and 
facilities at your site

• In a prominent place, display a nondiscrimination 
poster provided by your sponsor

• Make program material provided by your sponsor 
available to the public upon request.

• Comply with any guidance provided by the   
monitors.

What You Must Do for Your Sponsor?

 

• Never serve spoiled food or 
incomplete meals to children. Contact 
your sponsor immediately if you 
receive spoiled or incomplete meals so 
that the sponsor can resolve the 
problem. 
• Allow all children equal access to 
services and facilities at your site 
regardless of race, color, national origin, 
sex, age, or disability. 
• In a prominent place, display a 
nondiscrimination poster provided by 
your sponsor. If your site is outdoors, 
you may want to take the poster back 
and forth each day or attach it to the 
coolers or warming units. 
• Make program material provided by 
your sponsor available to the public 
upon request. 
• Comply with any guidance provided 
by the monitors. 
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What Participants Should Know?

• Who may eat at the site?

• When the meals will be served?

• Where the meals will be served when the weather is 
bad?

• What type of meals will be served?

• Why meals must be eaten at the site?

 

It is very important that participants 
understand the rules for Summer Food 
Service Program. Although signs and 
posters around the site will help both 
children and neighborhood adults 
remember the rules, you should make 
sure they understand the rules. Before 
mealtime of your program, take time to 
talk with the children about the 
following: 
 
• Who may eat at the site: Children 
who are under 18 or younger (or others 
who are physically or mentally disabled 
and who participate in a special school 
program for the disabled); 
• When the meals will be served; 
• Where the meals will be served when 
the weather is bad; 
• What type of meals will be served; 
and 
• Why meals must be eaten at the site: 
Unless your sponsor allows one item, 
either a fruit, vegetable, or grain, to be 
taken off-site, all food must be eaten by 
the children at the site. This is to ensure 
the safety of the food and that the food 
is consumed by the child. 
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Reimbursable Meal

 

The meal pattern requirements assure 
well-balanced, nutritious meals that 
supply the kinds and amounts of foods 
that children require to help meet their 
nutrient and energy needs. You must 
make sure that meals served at your 
site meet the meal pattern 
requirements listed  
on the following page. Compare the 
menus of the meals to be served at 
your site with these requirements and 
learn to recognize incomplete meals. 
 
(Click) For a Breakfast Meal to be 
Reimbursable, it Must Contain: 
– (Click) One serving of milk; 
– (Click) One serving of a vegetable or 
fruit or a full-strength juice; and 
– (Click) One serving of grain or bread. 
– (Click) A meat or meat alternate is 
optional. 
 
(Click) For a Lunch or Supper Meal to 
be Reimbursable, it Must Contain: 
– (Click) One serving of milk; 
– (Click) Two or more servings of 
vegetables and/or fruits; 
– (Click) One serving of grain or bread; 
and 
– (Click) One serving of meat or meat 
alternate. 
 
(Click) For a Snack to be Reimbursable, 
it Must Contain: 
– (Click) Must contain two food items 
from different components. However, 
juice cannot be served when milk is 
served as the only other component. 
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Food Safety
• Bacteria can grow rapidly between 40°F and 

140°F

• 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

 

Here are some basic Food Safety Rules 
to keep in mind: 
• 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.  
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Do’s
• Prepare or order only the number of meals needed

• Count the meals as they are received

• Check the meals to be sure you have received all the 
menu items and that none of the items are damaged 
or spoiled

• Clean the site before you serve the meal

• Put up the approved nondiscrimination poster

 

Now lets review the Do’s of Summer 
Food Service Program: 
� Prepare or order only the number of 
meals needed. 
� Count the meals as they are received. 
� Check the meals to be sure you have 
received all the menu items and that 
none of the items are damaged or 
spoiled. Note any problems directly on 
the delivery receipt and sign the 
receipt. 
� Clean the site before you serve the 
meal. 
� Put up the approved 
nondiscrimination poster. 
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Do’s
• Serve the meal only during assigned time 

• Prepare and serve the meal according standards

• Serve the children in an organized manner

• Serve each child all menu items at one time

• Count and record the number of complete meals as 
they are given out

• Count complete second meals separately if your 
sponsor allows seconds

 

� Serve the meal only during the 
assigned time period. 
� Prepare and serve the meal according 
to State and local health and safety 
standards. 
� Serve the children in an organized 
manner at mealtimes. 
� Serve each child all menu items at 
one time. 
� Count and record the number of 
complete meals as they are given out. 
� Count complete second meals 
separately if your sponsor allows 
seconds. Second meals must be served 
as complete units. 
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Do’s

• Complete the daily records in a timely manner

• Encourage the children to try new foods

• Clean the site after the meal

• Have fun!

 

� Complete the daily records in a timely 
manner.  
� Encourage the children to try new 
foods. 
� Clean the site after the meal. 
� Have fun! 
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Don’ts
• Serve second meals until all children at the site have 
been served one complete meal

• Serve meals with missing components

• Serve meals to parents or other adults from the 
community

• Allow any part of the meal to be taken offsite

 

Don't. . . 
� Serve second meals until all children 
at the site have been served one 
complete meal. 
� Serve meals with missing 
components, unless your site is 
approved to serve “offer versus serve” 
(OVS) meals. 
� Serve meals to parents or other 
adults from the community, unless 
allowed by your sponsor. 
� Allow any part of the meal to be 
taken offsite, unless your sponsor 
allows a fruit/vegetable/grain to be 
taken off site. 
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Don’ts
•Sign meal receipts until all meals are carefully 
counted and checked

• Allow discrimination against any child because of 
race, color, national origin, sex, age, or disability

• Forget to have each meal service supervised by a 
person trained in the operation of the program

• Hesitate to contact your sponsor if you have 
concerns

 

Don't. . . 
� Sign meal receipts until all meals are 
carefully counted and checked. 
� Allow discrimination against any child 
because of race, color, national origin, 
sex, age, or disability. 
� Forget to have each meal service 
supervised by a person trained in the 
operation of the program. 
� Hesitate to contact your sponsor if 
you have concerns. 
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Questions?

 

If you have any questions 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 Site 
Supervisor 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! 
 
 

 


