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Outline
• General overview of program
• How sites operate
• Record keeping requirements
• Monitor’s responsibilities
• Civil Rights
• Food Safety Review
• Other policies/issues
• Questions
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General Overview of SFSP

• Summer Food Service Program (SFSP)
– Purpose of the program
– Program requirements
– Site type

• 5 OPEN SITES
• All other schools – CLOSED SITES

– Importance of accurate records especially 
meal counts 
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Presentation Notes
Well trained staff understand the “why’s” and “where’s” of site procedures and rules.  Having this understanding empowers site staff to perform their jobs with pride and confidence.Site staff have many responsibilities and truly work on the “front lines” to ensure the success of the SFSP.  Let’s look at some of the responsibilities of the site staff in more detail:Purpose of the Program:  All site staff are responsible for knowing and understanding the purpose of the Summer Program.  The SFSP was established to make sure that low income children continue to receive nutritious meals when school is not in session.Program Requirements:  Sites may only serve meals to children 18 years and younger;  all food must be consume on site, with the exception of a single fruit, vegetable, or whole grain component, which may be consumed off site, if the site is participating in the off-site consumption waiver.  Only complete meals can be served to children – site staff must be trained to recognize a complete, reimbursable meal.Site Type:  In order to effectively perform their job duties, site staff must be knowledgeable about their site type and responsibilities.  Staff must understand the type of SFSP sites that exist, such as open, open-restricted, and closed enrolled and operate as such.  •In Florida, we refer to the Summer Food Service Program as Summer BreakSpot. This is a branding tool that we use to promote summer feeding. •The Summer Food Service Program is a program administered by the USDA at the State level. This program provides meals and snacks to children 18 years of age and younger at approved feeding locations. •The purpose of the program is to ensure that children in low-income areas receive nutritious meals while school is not in session. •Students who participate in the National School Lunch and School Breakfast Program and receive free and reduced-price meals during the school year often lose access to these nutritious meals during the summer. The Summer Food Service Program is meant to bridge that gap. For SY 2020-21 we have received waivers to allow non-congregate feeding, serving outside regular meal service times and parent pick up with proper verification. This allows us to serve both breakfast and lunch together and for multiple days. Children and families are allowed to take meals off site. Open sites- any child 1-18 can eat for free during the curbside pick up times.Closed enrolled sites- all of our schools this year during their regular school day breakfast and lunch times are eligible to serve free for all based on 50% or more qualifying for free and reduced price meals. The state received a waiver to allow closed enrolled sites to use this eligibility for all students.



How Sites Operate

• On site (self-prep)
– All schools – regular serving line or Grab & Go 

• Curbside pick up (self-prep)
– All grab & go pre-packaged meals
– 5 sites - BE, CE, HMS, YH, FBM
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On site (self-preparation, i.e. schools)For records) 4. Meal preparation adjustments self-preparation sites:1. Meal pattern requirements 2. Inventory (use inventory forms) 3. Meal adjustments (use production Other site responsibilities include:Meal Count Requirements:  The Meal count sheet must be on site during the meal service. The Site Supervisor’s Record of Meals Served form must be maintained at the site level. During each meal service, a meal count sheet must be completed at the Point of Service and signed by the site supervisor or alternate contact. The meal count sheet should then be reviewed by a second party for accuracy. Special attention should be directed to the meal type, date, and total meals served and that they have been accurately recorded. Site Supervisors:  All site staff should have the site supervisors and their alternate contacts information in case they can’t make it to the site.  All staff should have a way to communicate with the site supervisor and alternate contact.  Site supervisor must also have an understanding of how the meals will be delivered and must actively participate in the meal service.Site Activities:  Site staff are responsible for site activities, including field trips.  Site activities are encouraged, as they are a great way to attract more children to the feeding site.  As a reminder, the State Agency requires 48 hours notice for all field trips, if applicable.  This helps to ensure that health inspectors and stat monitors won’t schedule a site visit on a field trip day.  Remember, any meals served during unauthorized field trips will be disallowed.Other site responsibilities include:Supervising Children:  Site staff must supervise children at all times to make sure they do not leave the site with food, with the exception of the off-site consumption of a single fruit, vegetable, or bread grain component.Supervising Meals:  Site staff are responsible for confirming that all meals provided to children are complete and safe for consumption.“And Justice for All” Poster:  The SFSP “And Justice for All” poster must be posted in a prominent place at the site.  All staff should understand the information provided in this poster.Ethnic and Racial Data Form:  The Ethnic and Racial Data form is a visual report of each participant.  This form can be completed at any time during site operation, but must be completed at least once.  It is highly recommended that sites complete this form as soon as possible, as some sites have been known to close prior to the originally planned ending date.



How Sites Operate cont.

• Types of meals to be served
– Breakfast
– Lunch 
Meal pattern requirements 
– Required food groups/components

• Meat or meat alternates
• Vegetables and/or fruits
• Grains and breads
• Milk 
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How Sites Operate cont.

• Offer versus Serve (OVS)
– Permits children to decline a certain 

number of menu items 
– Simplifies program administration and 

reduces food waste and costs, while 
maintaining the nutritional integrity of meals

• Curbside – non-OVS
– All required components must be taken. All 

meals will be pre-bagged for Grab & Go

Florida Depart of Agriculture and Consumer Services

Presenter
Presentation Notes
Offer versus Serve (OVS) is extended to all sponsors. OVS permits children to decline a certain number of menu items they do not intend to eat. It simplifies Program Administration and reduces food waste and costs, while maintaining the nutritional integrity of program meals. 



How Sites Operate cont.

• SFSP BREAKFAST: OVS 
Offer 4 components and children may 
decline one 

For SY 20-21, all school sites should 
continue following SBP rules at the POS
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NEW POLICY FOR BREAKFAST: must now offer four components and children may decline one. The required components include the following: •One serving of fruit/vegetable •One serving of bread/grain •One serving of fluid milk Non-OVS- All in one meal packed in bag for curbside. 



How Sites Operate cont.

• SFSP LUNCH: OVS
• Offer 5 components and children must 

take 3

For SY 20-21, all school sites should 
continue following NSLP rules at the POS
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Lunch or Supper must offer five components and children must take three. The five components include the following: •One serving meat/meat alternate •Two different servings of fruit/vegetable •One serving of bread/bread alternate •One serving of fluid milk Non-OVS- All in one meal packed in bag for curbside. 



How Sites Operate cont.
• Curbside

– Schedule
• Tuesday pick up at 5 schools

– Equipment for storing meals/milk
• Ice cream box or milk box for cold storage
• Most items need to remain frozen until time of 

pick up
– Food safety

• Keep HOT foods HOT (135oF or above)
– No hot foods are being served curbside to start.

• Keep COLD foods COLD (40oF or below)
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How Sites Operate cont.

• Leftovers
– Manager adjust meal numbers accordingly 

based on participation
– All leftover food can be utilized the next day 

or next week’s meal service
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•Leftover meals: Sponsors are charged with planning, preparing and ordering meals to provide one meal per child per meal service. •If you have leftovers, please be mindful of the following: •Adjust meal orders based on site history of attendance. •Transferring meals: if one site runs out of meals, leftover meals from one site can then be transferred to the site with too few meals. Please note however, that serving transferred meals that are over the maximum approved site cap will result in disallowed meals. •Second meals: After all the children have received first meals, second meals may be claimed for reimbursement. Remember, second meals are limited to no more that 2% of the total number of first meals served in a claim period. 



How Sites Operate cont.

• Adult meals
– All children must be served first. 
– Program adults can receive a free meal and must be included 

on the meal count sheet or POS daily for all schools

• Second meals
– Limited number – 1% of total program enrollment – not 

allowed in our program
– Meals served to children (including second meals), program 

and non-program adults must be counted and recorded 
separately on the Meal Count Sheet. 
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Adult Meals consist of program and non-program adults. •Program Adults: are adults that work directly with the meal service at the site and they may be a volunteer or a paid employee. The meals served to program adults may be served for free and considered as operating costs, but they may not be claimed for 32 reimbursement. •Non-Program Adults: are adults that do not work in any direct way with the meal service at the site. In order to track and claim non-program adult meals as part of the sponsor’s operating costs, non-program adults must pay a minimum of the full cost of the meal. •If adult meals are served, the following rules apply: •All children must be served first. •Income from the sale of adult meals, and non-program funds used to pay for adult meals, must be documented as income to the program to offset documented costs. •Meals served to children (including second meals), program and non-program adults must be counted and recorded separately on the daily meal count form. •Leftover meals: Sponsors are charged with planning, preparing and ordering meals to provide one meal per child per meal service. •If you have leftovers, please be mindful of the following: •Adjust meal orders based on site history of attendance. •Transferring meals: if one site runs out of meals, leftover meals from one site can then be transferred to the site with too few meals. Please note however, that serving transferred meals that are over the maximum approved site cap will result in disallowed meals. •Second meals: After all the children have received first meals, second meals may be claimed for reimbursement. Remember, second meals are limited to no more that 2% of the total number of first meals served in a claim period. 



Recordkeeping Requirements

• Required Forms
– Daily Meal Count Sheet or submission of 

meal count in the POS 
• SFSP Lunch Meal and/or SFSP Breakfast Meal

– Ethnic and Racial Data Form-will be 
completed by the Monitor during site review

– Sponsor Monitor Site Visit or Review Form
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Complete, accurate, and daily recordkeeping is required for program operations and is the second key to success.Document everything. Accurate and thorough recordkeeping procedures and maintenance of documents ensures accurate meals are claimed for reimbursement.All documentation must be kept for three years plus the current year.Recordkeeping requirements A. Daily recordkeeping requirements B. Delivery receipts C. Seconds, leftovers and spoiled meals D. Daily labor – actual time spent on food service and time and attendance records E. Collection of daily record forms F. Maintain copies of meal service formsSite Supervisor Record of Meals Served Form: •This form must be completed for each meal type per site. For example if your sponsorship offers breakfast and lunch, you will complete one form for breakfast and one form for lunch per site. •This form is mandatory. Please train your site staff on completing this form correctly and in a timely manner. This form will be requested during the State Monitor and Administrative Review portion of the program. Site Supervisor’s Record of Meals Served Form: This form is to be completed monthly, but should be updated daily for accuracy. You will use one form per meal service. For example, if you are serving breakfast and lunch, you will need to complete one form for breakfast and one form for lunch. Please keep in mind that this is a mandatory form, one that the Accountability team will request to see when they come to conduct an on-site visit. •Ethnic and Racial Data Form: We discussed earlier that the Pre-Award Nondiscrimination Compliance Review Form must be completed prior to approval of your sponsorship and is an estimate as to the population that you will serve. The Ethnic and Racial Data Form is a more accurate representation of the population that you are serving and must be completed one time for every site in a sponsorship once your program has begun. This form must be completed yearly for all sites. Please note that when completing this form, your value for ethnicity cannot be higher than your value for race; however due to multiracial children, the race value can be higher than the ethnicity value. 



Recordkeeping Requirements
cont.

• Daily Forms
– Production record to track food 

items served and temperatures
– Daily Meal Count Sheet

• Breakfast & Lunch separate
– Daily Meal Count Sheet- 7 days

• Breakfast & lunch combined
• Used for curbside weekly 

delivery
– Daily Meal Count Sheet- 5 days

• Breakfast & lunch combined
• Used for curbside weekly 

delivery if food supply is limited 
or unavailable
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Daily Meal Count Sheet: The Daily Meal Count Sheet is completed during each meal service. When you submit your claims for reimbursement, you will claim meals based on this form, so it is very important that it is completed correctly. Once the form has been completed, the site supervisor or alternate contact will sign and date the form each day for each meal service. As mentioned earlier, the State Agency will now be offering two different Meal Count Forms. In so doing, all sponsors are now required to submit meal counting procedures for approval, regardless if you are using a state prototype or a form designed by your sponsorship. You will need to submit your meal counting procedures as part of your renewal application documentation to your Specialist. Your procedures will be reviewed by your Specialist and then forwarded for final approval to the SFSP Supervisor. When the Accountability Team comes out to conduct a site review, they will verify that your sites are following the approved meal counting procedures. 



Recordkeeping Requirements
cont.

• On site
– Daily Meal Count Sheet
– BSR report to show total meals served 
– Production Record
– Mileage Record (for monitors and office 

staff only)
– Time Sheets
– Inventory
– Menu
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In order to maintain accurate documentation and recordkeeping, each site should complete the following documents:Delivery Slips:  Vended sponsors and satellite self-prep sponsors will be required to maintain delivery slips for the previous five days on site.  This documentation will be used to validate the number of reimbursable meals served and guarantee that sponsors receiving vended meals do not pay for items that were not ordered.  Production Records:  Production records are no longer required, but are strongly encouraged for  all sites.Site Supervisor Record of Meals Served:  The information collected in the daily meal count form should be entered into the Site Supervisor’s Record of Meals Served form.  This form should be kept at the site at all times and updated daily.Menu:  While copies of menus are not required, they are also highly encouraged.  The menus do not have to be posted, but they should be available for parents or community members who may be interested.  Posting menus can also be a marketing tool for your sites.



Monitor’s Responsibilities

• Sponsor Monitoring
– Preoperational Visits
– Site Visits
– Site Reviews

• Who is your monitor?
– Jenny Carter
– Trevor Kennedy
– Tom Chapp
– Sherryl Sims
– Sherry Bell
– Lauren Jones
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4. Monitors’ responsibilities (use site visit and review forms) A. Duties and authority B. Introduce monitors and discuss areas of assignment Sponsor monitors are the link that bridges the gap between sponsor administration and site operations. The USDA recommends that sponsors have one monitor for ever 15-20 sites in urban areas.  The number of monitors necessary for rural sites may increase depending upon the geographic area to be covered.Sponsor Monitors must have sufficient training in order to offer technical assistance and recommend corrective action, as necessary.Sponsor Monitors should attend all site staff trainings.  The site staff should know and understand who their monitors are, what they will be doing, and why they are there.Sponsor Monitors will also complete preoperational visit, site visit, and site review forms as necessary:Preoperational Visits:  conducted prior to operation and conducted prior to opening a new site.Site Visits:  conducted within the first week of operation for all new or problematic sites; sites that are returning to the program and are in good standing do not require a site visit.Site Reviews:  conducted within the first four weeks of operation on ALL sites.  The Site Review can be conducted on the same day as a site visit, as long as they are completed at two different meal services.Sponsor Monitoring: •Site visits are to be conducted within the first week of operation. Site visits are required for all NEW sites and PROBLEMATIC sites. •If you have a new site that opens on a Wednesday, you have until that Friday to complete your site visit, in order to be compliant. •If you have a new site that only opens for three days, you are still required to conduct a new site visit on that site as well. 36 •Site Reviews are to be conducted within the first four weeks of operation. Site reviews are required for ALL sites under your sponsorship. •Please note all weeks count; if you are closed during the week of July 4th, that counts as one of your four weeks of operation. •Again, if you have a site that is only open for one week, you are still required to conduct a site review on that site. •Please remember that site visits and site reviews may be conducted on the same day, but NOT for the same meal service. •If you have a site that is only open for one day, you may conduct your new site visit on the breakfast meal service and then your site review on the lunch meal service. 



Civil Rights Review

https://vimeo.com/thenameisframe/review/362895
385/3bb6ee74c1
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6:39 minuteshttps://vimeo.com/thenameisframe/review/362895385/3bb6ee74c1



Webinar Training, Day 2

Food Safety Review

Florida Depart of Agriculture and Consumer Services

https://www.fdacs.gov/ezs3download/download/91169/2585351/
Media/Files/Food-Nutrition-Wellness/FoodSafety-Animation-

2020.mp4

https://www.fdacs.gov/ezs3download/download/91169/2585351/Media/Files/Food-Nutrition-Wellness/FoodSafety-Animation-2020.mp4





Other Policies/Issues
• What to do inclement weather?

– All curbside sites have a covered area to serve from. 
– In the case of severe weather warnings, contact the FNS 

office immediately to request approval from the state to 
extend meal serving times. 

• Main FNS office 904-491-9924

• Who to contact?
– Contact Trevor Kennedy 

• Menu changes/substitutions/production records
– Contact Tom Chapp or Area Manager 

• Food safety/equipment concerns
– Contact Jenny

• POS or meal count sheet concerns
• Changes in time of meal service

Florida Depart of Agriculture and Consumer Services
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A. What to do in inclement weather and alternate service areas?B. Who to contact?



Webinar Training, Day 2

Other Policies/Issues Con’t
• Review of Menu Changes
• Review of Serving Instructions

– Curbside- use meal count sheet- 7 or 5 day
– Breakfast grab & go carts- use meal count sheet
– Regular breakfast and lunch

• K-8 – eat and repeat – no student ID
– If student wants ala carte- look up by name or scan ID

• 9-12 – look up student by name if wanting ala carte 
Can use meal count sheets at carts if needed

• All meal count sheets must be compiled for each meal 
type daily

Florida Depart of Agriculture and Consumer Services



Webinar Training, Day 2

Questions/Concerns?
• Call the FNS Office at 904-491-9924 or 

email us at:
– mckennaje1@nassau.k12.fl.us
– carterje1@nassau.k12.fl.us
– kennedytr@nassau.k12.fl.us
– lauren.jones@nassau.k12.fl.us

Florida Depart of Agriculture and Consumer Services
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