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SFSP Basics

Carolyn Miller

Education Service Center - Region 11

TEXAS DEPARTMENT OF AGRICULTURE

COMMISSIONER SID MILLER

Participants will recognize and discuss the following basic 

requirements of the Summer Food Service Program :

Site Eligibility

Pre-operational Requirements

Meal Requirements

Site Training

Monitoring

Recordkeeping
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Sites - Actual locations where meals 
are served to children who eat at the 
location in a supervised setting.

➢Open

➢Closed (Will need applications)

➢Camps (Will need applications)

01Site 

Types

in low-income areas or those that serve 
specific groups of low-income children

★Open Sites

✓50% or more of children residing in 
an area are eligible for free or 
reduced-price school meals

✓Meals are made available to all 
children on a first-come, first-serve 
basis

✓Document site eligibility with 
■ School Data
■ Census Data: FNS or FRAC

Mappers

01Site 

Eligibility
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Table Talk

Site Eligibility
➢ What are your best 

practices

➢ Policies & 

Procedures

➢ Documents

Pre-Operational 

Requirements

➢ Sponsor/Site Agreement - for sites 
not legally affiliated➢ Health and Sanitation  - notify the 
Health Department of sites and 
submit the notification letter to TDA➢ Extreme Weather - arrangements for 
extreme weather➢ Pre-Operational Site Visits- all sites 
must be visited prior to operation
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Table Talk
Pre-operational 

Requirements
➢ What are your best 

practices

➢ Policies & Procedures

➢ Documents

Meal 

Requirements
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PROVIDING PROVIDING PROVIDING PROVIDING 

APPEALING AND APPEALING AND APPEALING AND APPEALING AND 

NUTRITIOUS NUTRITIOUS NUTRITIOUS NUTRITIOUS 

SUMMER MEALSSUMMER MEALSSUMMER MEALSSUMMER MEALS

Meal PatternMeal PatternMeal PatternMeal Pattern

• Follow components of the meal 

pattern to assure variety and 

compliance

• Purchase local foods to ensure 

freshness

• Know the limitations of your 

program and plan appropriate 

food selections

Boost AppealBoost AppealBoost AppealBoost Appeal

• Offer a variety of textures, 

temperatures and flavors

• Do taste testing and try new 

recipes

• Include familiar or favorite foods

• Use packaging and serving 

dishes that add to overall appeal 

of food

UTILIZE RESOURCES UTILIZE RESOURCES UTILIZE RESOURCES UTILIZE RESOURCES 

FROM FROM FROM FROM 

SQUAREMEALS.ORG SQUAREMEALS.ORG SQUAREMEALS.ORG SQUAREMEALS.ORG 

FOR TIPS ON FOR TIPS ON FOR TIPS ON FOR TIPS ON 

“BOOSTING MEAL “BOOSTING MEAL “BOOSTING MEAL “BOOSTING MEAL 

APPEAL”APPEAL”APPEAL”APPEAL”

Table Talk
Meal 

Requirements
➢ What are your best 

practices

➢ Favorite Foods

➢ Documents
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Site 

Training

EFFECTIVE EFFECTIVE EFFECTIVE EFFECTIVE 

SITE SITE SITE SITE 

TRAININGTRAININGTRAININGTRAINING

Prior to site openingPrior to site openingPrior to site openingPrior to site opening

All staff MUST be trained in program 

regulation and food safety prior to 

operating an SFSP site.

Training should address:

• Reimbursable meal requirements

• Completion of Food Production 

Records

• Counting and Claiming forms

• Food Safety (specific to needs of your 

site)

• Must be documented for each staff 

member

“Everyone has the fire, but 

the champions know when 

to ignite the spark.” 

Ongoing trainingOngoing trainingOngoing trainingOngoing training

Training of staff should occur whenever a 

need arises.  Staff may need additional 

training based on:

• Results of site reviews

• Addition of new employees

• Inaccuracy in record keeping

• Observations by supervisors

• Change in requirements
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01010101

Provide an environment that Provide an environment that Provide an environment that Provide an environment that 

promotes learning.  promotes learning.  promotes learning.  promotes learning.  

• Comfortable space with no Comfortable space with no Comfortable space with no Comfortable space with no 

distractionsdistractionsdistractionsdistractions

• Staff should have no other duties Staff should have no other duties Staff should have no other duties Staff should have no other duties 

while attending training while attending training while attending training while attending training 

First First First First 

StepStepStepStep

03030303

Be sure to monitor program Be sure to monitor program Be sure to monitor program Be sure to monitor program 

activities to be aware of areas activities to be aware of areas activities to be aware of areas activities to be aware of areas 

where staff may need where staff may need where staff may need where staff may need 

additional training on tasks.  additional training on tasks.  additional training on tasks.  additional training on tasks.  

MonitorMonitorMonitorMonitor

05050505

ReReReRe----train, retrain, retrain, retrain, re----train, train, train, train, 

rererere----traintraintraintrain

02020202

Confirm Confirm Confirm Confirm 

understandingunderstandingunderstandingunderstanding

04040404

Give employees feedback in Give employees feedback in Give employees feedback in Give employees feedback in 

areas of concern and explain areas of concern and explain areas of concern and explain areas of concern and explain 

the importance of accurately the importance of accurately the importance of accurately the importance of accurately 

completing tasks according to completing tasks according to completing tasks according to completing tasks according to 

deadlines.deadlines.deadlines.deadlines.

Follow UpFollow UpFollow UpFollow Up

TRAINING PROCESSESTRAINING PROCESSESTRAINING PROCESSESTRAINING PROCESSES

Ensure staff grasps Ensure staff grasps Ensure staff grasps Ensure staff grasps 

concepts by:concepts by:concepts by:concepts by:

• Providing activities Providing activities Providing activities Providing activities 

• Answering questionsAnswering questionsAnswering questionsAnswering questions

• Allowing time to practice Allowing time to practice Allowing time to practice Allowing time to practice 

taskstaskstaskstasks

Timely monitoring and follow up Timely monitoring and follow up Timely monitoring and follow up Timely monitoring and follow up 

provide time to reprovide time to reprovide time to reprovide time to re----train employees train employees train employees train employees 

as needed to ensure program as needed to ensure program as needed to ensure program as needed to ensure program 

compliance.  compliance.  compliance.  compliance.  

Table Talk

Site Training
➢ What are your best 

practices

➢ Documents

➢ Training Tools
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01
Monitoring

➢Pre-operational Site Visits

➢First-week Site Visits

➢Reviews within first four weeks 

01Monitoring

Documents

No Blanks! 
➢Prepare reports of visits and reviews 

➢Site Supervisor Responsibilities

➢Ensure civil rights is properly 

implemented

➢The entire meal service

➢Report unresolved or critical issues 

to the Director 

➢Revisit sites as necessary 

➢Suggest corrective actions for 

problems encountered

➢Ensure that sites take corrective 

actions 

➢Conduct on-site training as necessary
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Table Talk

Monitoring
➢ What are your best 

practices

➢ Documents

➢ Training Tools

Record

Keeping
IM

Important Records to Keep

➢ Meal Production Worksheets

➢ Recipes, CN Labels, and PFS

➢ Temperature Logs

➢ Deliver Receipts 

➢ Meal Counts

➢ Site Review Documentation

➢ Receipts & Invoices for Purchases

Recordkeeping
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1, 568k 5, 258k

MEAL MEAL MEAL MEAL 

PRODUCTIOPRODUCTIOPRODUCTIOPRODUCTIO

N N N N 

WORKSHEEWORKSHEEWORKSHEEWORKSHEE

TSTSTSTS

Search: Squaremeals > Programs > Summer Feeding Programs > 

Summer Feeding Administration & Forms

Resources➢AGS Attachments➢Nutrition Guidance Handbook➢Site Supervisor’s Guide
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DailyDailyDailyDaily
• Food Production Food Production Food Production Food Production 

RecordsRecordsRecordsRecords

• Temperature LogsTemperature LogsTemperature LogsTemperature Logs

• Meal countsMeal countsMeal countsMeal counts

TasksTasksTasksTasks

• Site Review reportsSite Review reportsSite Review reportsSite Review reports

• Documentation of Documentation of Documentation of Documentation of 

trainingtrainingtrainingtraining

MonthlyMonthlyMonthlyMonthly
• Review of daily recordsReview of daily recordsReview of daily recordsReview of daily records

• Review of purchase receiptsReview of purchase receiptsReview of purchase receiptsReview of purchase receipts

• Reconcile expenses with Reconcile expenses with Reconcile expenses with Reconcile expenses with 

general ledgergeneral ledgergeneral ledgergeneral ledger

WeeklyWeeklyWeeklyWeekly
• Receipt of Receipt of Receipt of Receipt of 

PurchasesPurchasesPurchasesPurchases

• Review of daily Review of daily Review of daily Review of daily 

record record record record 

requirementsrequirementsrequirementsrequirements

Accurate and timely record keeping 

requires that each staff member 

completes their responsibilities in a 

timely manner.  Remember, your records 

tell the story of what your program is 

doing to maintain compliance to 

regulation.  

SUCCESSFUL RECORD SUCCESSFUL RECORD SUCCESSFUL RECORD SUCCESSFUL RECORD 

KEEPINGKEEPINGKEEPINGKEEPING

Daily Records to keep

Weekly record keeping

Task Specific Record Keeping

Monthly Recap of Program

Table Talk

Recordkeeping
➢ What are your best 

practices

➢ Documents

➢ Training Tools
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Promoting Your 

Program

04040404

WHAT ARE YOUR WHAT ARE YOUR WHAT ARE YOUR WHAT ARE YOUR 

AUDIENCE’S AUDIENCE’S AUDIENCE’S AUDIENCE’S 

MOTIVATORS AND MOTIVATORS AND MOTIVATORS AND MOTIVATORS AND 

BARRIERS?BARRIERS?BARRIERS?BARRIERS?

Parents/GuardiansParents/GuardiansParents/GuardiansParents/Guardians

• I want to make sure my kids are 

getting healthy, nutritious meals 

from a safe and reliable source

• I want to make sure my kids are in 

a safe place and environment

• I can’t afford to go to far from 

home

KidsKidsKidsKids

• I want to hang out with my 

friends and have fun

• I don’t want to feel embarrassed

• I want to eat food that I like

TRY TO UTILIZE IMAGES TRY TO UTILIZE IMAGES TRY TO UTILIZE IMAGES TRY TO UTILIZE IMAGES 

THAT HELP OVERCOME THAT HELP OVERCOME THAT HELP OVERCOME THAT HELP OVERCOME 

THOSE BARRIERS BUT THOSE BARRIERS BUT THOSE BARRIERS BUT THOSE BARRIERS BUT 

DON’T OVERPROMISEDON’T OVERPROMISEDON’T OVERPROMISEDON’T OVERPROMISE
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01

03

02

• Promote your sites 

locations and take 

photos to promote 

your sites visual 

appeal. 

Find A Site Near Find A Site Near Find A Site Near Find A Site Near 

YouYouYouYou

Promote unique items at your 

site.

• Educational Activities, fun 

buckets containing games 

(sidewalk chalk, jump 

ropes, deck of cards)

• Fresh Foods on the Menu 

or a cookout (BBQ)

• Every communication 

with the target 

audience should have a 

call to action. 

• Examples: Find a Site, 

Share Now! and Watch 

Call to ActionCall to ActionCall to ActionCall to Action

Your marketing materials, imagery, and your 

voice should work together to achieve your 

goal, which is to gain a following and goal, which is to gain a following and goal, which is to gain a following and goal, which is to gain a following and draw 

more people to your site.

This helps:This helps:This helps:This helps:
• Reinforce your message and brand.

• Build brand trust which in turn builds site 

trust.

• Alleviate your Primary Targets 

fears/barriers.

HAVE A STRONG VOICE: HAVE A STRONG VOICE: HAVE A STRONG VOICE: HAVE A STRONG VOICE: 

• Remember to always promote family, 

health, nutrition, fun, safety, and fresh food

CALL TO ACTIONCALL TO ACTIONCALL TO ACTIONCALL TO ACTION

BE CONSITENTBE CONSITENTBE CONSITENTBE CONSITENT

As a sponsor new to SFSP be aware 

there are many resources to help 

your program succeed.  Utilize these 

resources to set you on the right 

track for program success.

• Attend Training 

• Community Partnerships

• USDA’s Summer Meals Toolkit

New Sponsors New Sponsors New Sponsors New Sponsors 

Training
Attending training BEFORE 

starting a summer program is 

mandatory (Texas).   This 

training will prepare you for the 

expectations of a Sponsor in 

the SFSP program.

02020202 0303030301010101

BEST PRACTICES FOR BEST PRACTICES FOR BEST PRACTICES FOR BEST PRACTICES FOR 

SPONSORSSPONSORSSPONSORSSPONSORS

Community 

Partners

Partner with schools, 

camps,  summer programs, 

or local churches to 

provide their attendees 

meals. 

Summer Meals 

Toolkit

USDA’s Summer Meals 

Toolkit provides and 

abundance of resources 

for new and current 

sponsors.  



2/11/2019

14

COMMUNICATION IS THE COMMUNICATION IS THE COMMUNICATION IS THE COMMUNICATION IS THE 

KEY TO SUCCESS IN YOUR KEY TO SUCCESS IN YOUR KEY TO SUCCESS IN YOUR KEY TO SUCCESS IN YOUR 

PROGRAMPROGRAMPROGRAMPROGRAM

• Communicate changes and updates to your State 

Agency

• Provide follow-up and an open communication line 

between management and sites

• Include parents as well as kids in promotions, 

activities and the great things happening at your site

• Ensure staff is aware of the importance of food safety 

and accurate record keeping

• Your records “communicate” what is happening in 

your program during an Administrative Review

• Use tools provided by USDA and/or your State 

Agency

Record Record Record Record 

KeepingKeepingKeepingKeeping

Safe, Quality Safe, Quality Safe, Quality Safe, Quality 

MealsMealsMealsMeals

Promotion and Promotion and Promotion and Promotion and 

CommunicatioCommunicatioCommunicatioCommunicatio

nnnn

Effective Effective Effective Effective 

TrainingTrainingTrainingTraining

As an SFSP sponsor you have access to 

numerous tools and trainings to guide 

you through the process of running a 

successful program.  Four key steps to 

program success are:

SFSP SPONSOR SUCCESS!!!SFSP SPONSOR SUCCESS!!!SFSP SPONSOR SUCCESS!!!SFSP SPONSOR SUCCESS!!!

Record KeepingRecord KeepingRecord KeepingRecord Keeping

Effective Site TrainingEffective Site TrainingEffective Site TrainingEffective Site Training

Meal Quality and Food SafetyMeal Quality and Food SafetyMeal Quality and Food SafetyMeal Quality and Food Safety

Promoting Your Program and Promoting Your Program and Promoting Your Program and Promoting Your Program and 

CommunicationCommunicationCommunicationCommunication
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Table Talk
Choose a Topic
➢ Site Eligibility

➢ Pre-Operational 

Requirements

➢ Meal Requirements

➢ Sponsors’ 

Responsibilities

➢ Monitors

➢ Record Keeping

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:

mail:
U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW

Washington, D.C. 20250-9410;

fax: (202) 690-7442; or email: program.intake@usda.gov.

This institution is an equal opportunity provider.

TEXAS DEPARTMENT OF AGRICULTURE

COMMISSIONER SID MILLER
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Sites

AGS - pp. 12-17

TDA Supplemental Handbook - pp. 12-15

Meal Requirements

AGS - pp. 58-60, Attachment 3 - p. 154

Nutrition Guidance for Sponsors

Site Training

AGS - pp. 109-111, Attachment 15 - p. 177-178

Nutrition Guidance for Sponsors

Monitoring

AGS: pp. 106, 117-119, 124

Sponsor Monitor’s Guide

Recordkeeping

AGS - pp. 139-144 & 190-198

Checklist of Records- Attachment 22 - pp. 190-191


