
Sponsor Training for SFSP Staff 
During COVID 19



Training Sections

Site Staff

Site Supervisors

Site Monitors

We are all a piece of the puzzle!



What is SFSP?

The Summer Food Service Program is a federally funded and regulated 
program that provides free meals to children and teens age 18 and 
under during the summer months when school is not in session. 



SFSP Program 
More pieces to the puzzle…

USDA
ÅFunds the program

ÅCreates the program regulations

ÅOversees KDE in the administration of program requirements

State Agency
ÅApproves sponsor participation and meal service sites

ÅProvides training to sponsors

ÅMonitors sponsors for compliance

ÅProvides technical assistance to sponsors

Sponsor
ÅProvides free meals to children and teens age 18 and under

ÅFollows the meal pattern requirements

ÅEnsures daily compliance with all USDA regulations

ÅTrains site staff, supervisors, and monitors



Site Staff, Supervisors and Monitors



Site Rules
Meals may be provided to 

ÅChildren and teens 18 and younger

ÅA person age 19-21 who has a mental or physical disability and still participates in a school 
program

SFSP programs may provide meals to program adults, free of charge.  

ÅThese meals may not be claimed for reimbursement

Non-program adult meals must be purchased by the adult or paid for with funds other than SFSP 
funds (donations, grants, etc.)

These meals may not be claimed for reimbursement.



Program Adult vs. Non-Program Adult

Program adult

Å An employee or volunteer who works with SFSP
ÅA monitor, kitchen staff, supervisor, etc.

Non-program adult

Å A person over the age of 18 who does not work with SFSP
ÅParents, guardians, staff that doesn’t work with meal service



Site rules

Meals must be served during approved meal service times

ÅAny change in meal service time must be approved by KDE prior to meal service.

ÅAny meals served outside of the approved meal service time may not be claimed for 
reimbursement.



Site Rules
If a child has a special dietary need

ÅYour sponsor will determine when and what substitutions will be made due to an intolerance or 
disability.  

ÅIf you are given any special dietary forms or information, immediately pass this on to your 
sponsor.  

ÅIf a doctor or other who can write prescriptions completes the form that confirms achild has 
adisability, required omissions and substitutions must be made.  This does not have to meet the 
meal pattern. 

ÅIf doctor marks that the child hasspecial dietary needs butdoes not have a disability, it is up to 
the sponsor’s discretion to makeaccommodation or not.These meals must still meet the meal 
pattern. 

ÅIf a child never brings a doctor’s note, you are not required to make a substitution.

ÅIf a child is lactose intolerant and does not bring a note, they must still be served milk.  They are 
not required to drink it, but they must take it. 



Meal Pattern

All meals must meet the meal pattern requirements!

Breakfast: 
1 serving grain/bread
½ cup fruit or vegetable
8 oz. milk

Lunch/Supper: 
2 oz. meat/meat alternate
1 serving grain/bread
¾ cup total fruit and/or vegetable

(2 different items)
8 oz. milk

Snack: 
(must include 2 components, 
any combination except milk and juice) 
1 oz. meat/meat alternate
1 serving grain/bread
¾ cup fruit or vegetable
8 oz. milk 



Meal Counting: Daily Meal Count form 

Each meal served that meets the meal pattern is to be documented on the daily meal count.

The count is to be taken as the children go through the line at the point of meal service.

The count can’t be completed before or after meal service, it must be completed during the meal 
service.

Accuracy of meal count is very important!



Daily Meal Count Form

Site name is 
important!! 

Meal Type is 
required for 
claiming! 

This should be the address 
of the site, not the 
sponsor!

Phone number 
for the site, not 
sponsor.  This 
may be the 
phone number 
of the site 
supervisor.  

This person must be a trained site 
supervisor.  

Delivery time (if applicable) and 
date are important to ensure food 
safety.  If the site is self-prep, you 
won’t have a delivery time.  

The number of meals available must be 
completed on a daily basis. You can not 
claim more meals than are listed here.  

5



Daily Meal Count Form
Only first meals are counted here!  Each meal must 
be marked individually.  Do not draw a line through 
multiple numbers.  The meals must be marked at 
the time of meal service.

This number must match the number of 
individual meal count marks.  

Daily Meal Count Form Extension is 
available for meals over 250.



Daily Meal Count Form
Individual meal counting is still required. These must be 
complete meals, not only one component or leftovers.

The totals must match the 
individual meal count marks. 

Total all meals served, damaged/incomplete/other and left 
over.  This total should match the number of meals available 
for the day.

This section is not required, but is a good way to 
check your counting.  The total here should match 
the number of meals available for the day.  



Daily Meal Count Form
This section is not required to be completed!  Count meals here if additional 
children request a meal after all meals were served.  This will assist in 
determining how many meals are needed for the next meal service. 

Signature and Date are REQUIRED. The form should be signed by the person 
counting meals on the day of meal service.  All forms should be signed by a 
trained staff member.  The signatures will be compared to training sign in 
sheets if the sponsor is reviewed.  



Daily Meal Count Form
For meals to be reimbursable

ÅMeals must be counted individually, not one line through many numbers

ÅAll required information must be completed

ÅCan’t claim more meals that the number of meals available

ÅThe meal count shouldn’t repeat daily with no variation. 



Site Staff Questions? 



Civil Rights Training for 
Frontline Staff



USDA Non-Discrimination Statement
SCHOOL AND COMMUNITY NUTRITION

USDA Nondiscrimination Statement

Published: 6/27/2018 8:27 AM

​USDA Nondiscrimination Statement

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:

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

(2) fax: (202) 690-7442; or

(3) email:program.intake@usda.gov.

This institution is an equal opportunity provider.

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov


What is discrimination? 

Discrimination is defined as different treatment which makes a distinction of one person or a 
group of persons from others; either intentionally, by neglect, or by actions or lack of actions 
based on any persons or group who has characteristics for which discrimination is prohibited 

based on the law, regulation, or executive order.  



FNS-113: Civil Rights Compliance 
ÇLimited English Proficiency

ÇEqual Opportunity for Religious Organizations

ÇReasonable Accommodation

ÇPublic Notification

ÇAssurances

ÇCivil Rights Training

ÇData Collection and Reporting

ÇCompliance Reviews

ÇResolution of Non-Compliance 

ÇComplaints of discrimination

ÇGuidelines for Processing Civil Rights Complaints/ Conflict Resolution/ Customer Service 



What are the 6 protected classes? 
Any person or group of people who have characteristics for which discrimination is prohibited 
based on a law, regulation, or executive order.  

Protected classes in child nutrition programs are

ÇRace

ÇColor

ÇNational origin

ÇAge

ÇSex

ÇDisability



Goals of Civil Rights
Equal treatment for all applicants and beneficiaries

Knowledge for rights and responsibilities

Elimination of illegal barriers that prevent or deter people from receiving benefits

Dignity and respect for all



Limited English Proficiency
Sponsors must ensure that individuals  who do not speak English as their primary language and 
have a limited ability to read, speak, write, or understand English, still have access to the 
program.

Recipients of Federal financial assistance have a responsibility to take reasonable steps to ensure 
meaningful access to their programs and activities by persons with Limited English Proficiency 
(LEP)

Do not use children as interpreters.  

Ensure that adult interpreters understand the critical importance of confidentiality. 

Document any instances of providing SFSP information for LEP families or those with disabilities.  



Reasonable Accommodation
Ensure access for all people with disabilities

Reasonable, alternative arrangement for service must be made for children with disabilities to 
have access to SFSP.  

Must have access to 

ÇParking lot

Çentrance and exits

Çhalls

Çelevators

Ç rest rooms

Çsign language interpreters

ÇBraille signage 

Çservice animals
Ç Service animals must be permitted to accompany children with disabilities in all areas where participating 

children are allowed.



Public Notification
Include the full USDA Non-Discrimination on all 
materials

Prominently display the “And Justice For All” 
poster in the food service area.  The full size 
11”x17” poster must be used.  



Customer Service
Remember to be conscious to treat all participants and parents/guardians with dignity and 
respect.  They are the customers!

Also ensure that:

You do not discriminate by providing different foods or different size portions to participants 
based on the protected classes.  (Ex: It would be discriminatory to give only boys larger size 
portions.)

All participants are included in meals, snacks, activities, and discussions.

Participants with special needs will have their needs addressed based on the severity of the 
need.

Standards of behavior are not based on membership in a protected class.  



Conflict Resolution 
Skills can help staff provide good customer service and avoid potential civil rights complaints

Avoid the desire to blame

Have positive intent and be understanding

Talk calmly and slowly to help relax the other person

Do not interrupt

Be patient and give the person the opportunity to explain the situation

Avoid repeating the situation



Reporting a Grievance
Accept either verbal or written grievances

Complaint must be made within 180 days of the alleged discriminatory action

Keep grievance procedures and report forms at every site and sponsor office

Once a civil rights grievance is issued or stated, never try to impede or try “work it out.”

Grievance forms and instructions can be found on the KDE SFSP website

Complaint goes directly to USDA

Contact information is on the form



Grievance Form



Where to send Civil Rights complaints…
Send the form directly to USDA.   

Mail:

Email:

Telephone Numbers:

USDA
Office of the Assistant Secretary for Civil Rights
1400 Independence Ave, SW, Stop 9410
Washington, D.C. 20250-9410

program.intake@usda.gov

Local Area: (202) 260-1026
Toll-free: (866) 632-9992
Local or Federal relay: (800) 877-8339
Spanish relay: (800) 845-6136
Fax: (202) 690-7442



Civil Rights Questions? 



Supervisors and Monitors



Site Supervisors

A trained site supervisor must be present during meals service each day!

Serve meals to all children who come to your site!

Ensure Civil Rights compliance is met daily for each site that you supervise

Ensure all meals served meet the appropriate meal pattern

Maintain accurate meal count documentation

Submit all appropriate forms to the sponsor once a week (or when requested)  

Inform the sponsor of the need for any changes

Ånumber of meals, meal service times, dates, or meal types 



Ensuring Reimbursable Meals

Each meal claimed must contain the minimum required components/items according to the site 
service method

Only meals served to children may be claimed for reimbursement



Maintain Meal Count Documentation 

Meals must be counted at time of service

One person is to be designated to take the meal count in the service line

The designated person is to be trained on how to accurately complete the daily meal count form

Look over meal count forms to ensure completeness and accuracy before signing

Complete site record of meals served (if applicable) 

Site record will stay at the site (if applicable)

Daily Meal Count Forms are to be given to the sponsors once a week (or when requested) 



Supervisor Questions? 



Monitors



Monitors
ÅEnsure compliance of all SFSP regulations through site visits

ÅMust be knowledgeable of all requirements and regulations

ÅThe role of a monitor may be quite different during COVID-19 meal service, but these staff must 
have ability to objectively monitor sites, answer questions about requirements, and provide 
technical assistance as needed. 



Monitor Questions? 


