
Module 2: Applications, Training, and Civil Rights 
Sponsors must apply and sign a contract to participate in SFSP. Sponsors 
are also required to complete state agency training and train their staff prior 
to operating. 

• Application Process and Deadlines
• New Application Checklist
• Site Operation Checklist
• Sponsor Annual Checklist
• Meal Preparation and Contracting for Food Service
• Making Changes
• USDA Donated Food
• Procurement of Goods and Services
• Training Requirements and Documentation
• Civil Rights Requirements
• Outreach and Beneficiary Data Survey
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Application Process 
To apply for the program, potential sponsors must complete the Summer Food Service Program 
(SFSP) Potential New Sponsor Questionnaire and the SFSP Site Eligibility Questionnaire for 
each site to determine eligibility for the program.  The sponsor will also complete a Network 
User Access Request form.  A sponsor that meets the eligibility requirements will be given 
online access to complete the SFSP application in the CNP web-based system located at 
https://mo.cnpus.com/cnp/Login.  

Please note that the sponsor is not approved for SFSP operations until the application has been 
approved by the Department of Health and Senior Services-Community Food and Nutrition 
Assistance (DHSS-CFNA).  CFNA will not pay for meals served prior to approval. 

Steps to the application process are outlined on the SFSP website under the heading, 
Application Process.   

Returning sponsors should update the application on the CNP web-based system at 
https://mo.cnpus.com/cnp/Login.  

On the CNP web-based system, Sponsors must complete the Sponsor Information Sheet, 
Budget, and Site Information Sheets prior to completing the Management Plan.  Please ensure 
that all information is accurate.  

Budgets should include all reasonable uses of the funds and must include the cost of those 
doing the paperwork and those cooking/serving the meals and the cost of the Food Service 
Management Company (FSMC) and/or the cost of food.  If a cost is not on the budget, it is not 
an allowable cost and may be disallowed.   

Management Plans must include your plan of how you will run the program and who will be 
assigned as responsible individuals.  Please note that those listed to Monitor SFSP Sites are 
those that will be doing the formal monitoring at the sites and cannot be the Site Supervisor 
listed for that site. 

Direct questions on the application process to DHSS-CFNA at SFSP@health.mo.gov or (888) 
435-1464. 

 

Application Deadlines 
(For complete applications only) 

 April 1-May 1, if you are interested in receiving commodities.  
 By May 1, if requesting a June advance. 
 The final deadline for a completed application is May 15 or at least 30 days prior to the 

first day of operation, whichever comes first.  For example, if SFSP operations are to 
begin June 2, a completed application is due no later than May 1. 

Be sure to retain a copy of the SFSP uploaded documents for your records! 
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New Application Checklist  

Use this checklist to ensure all required items are complete for application to the Summer Food 
Service Program (SFSP).  New sponsors will be required to complete questionnaires prior to 
gaining access to the CNP web-based system; the completed questionnaires must be emailed 
to SFSP (SFSP@health.mo.gov).  Upon receipt, the Department of Health and Senior 
Services-Community Food and Nutrition Assistance (DHSS-CFNA) will provide Network User 
Access or follow-up if needed.  The sponsor will complete additional information directly on the 
CNP web-based system.  Some forms must be downloaded from the Checklist Tab, completed 
and then uploaded to the system.  This is outlined below: 
  

Forms on the SFSP website that the applicant will complete and email to DHSS-CFNA:  
 SFSP Potential New Sponsor Questionnaire 

 SFSP Site Eligibility Questionnaire (one for each meal site) 
 Network User Access Request  

 

Forms completed directly in the CNP web-based system: 
 Sponsor Information Sheet 
 Site Information Sheet (one for each meal site) 
 Sponsor Budget 
 Sponsor Management Plan 

 

Additional forms needed to complete the application for new sponsors: 
If you are a returning sponsor, you will only need to upload items that are checkmarked 
on the Checklist Tab as required. 

 Policy Statement for New Sponsors 
 Vendor Input/ACH-EFT Application (for direct deposit) 
 Annual Subrecipient Information Form (ASIF) 
 Unique Entity Identifier (UEI Screenshot form SAM.gov) 
 Sponsor/Site Agreements with each meal service site (required if the sponsor does not own 
location)  

 Food Service Management Contract for vended sites (templates on the SFSP website) 
 Documentation of IRS section 501(c)(3) Status  
 Copy of IRS tax-exempt letter for Nonprofit Religious Organizations (if not a 501(c)(3) status) 
 Financial Documentation/Bank Statements 
 Date of attendance to the DHSS-CFNA provided SFSP training (Certification of Completion) 
 E-Verify Memorandum of Understanding 
 Verification of Vendor No Tax Due (if applicable) 
 Rural Designation Documentation 
 Site Preapproval Documentation 
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Site Operation Checklist 
 
Use this checklist to ensure sites are ready for SFSP operations. 
 

 Documentation of Training to Program Personnel:  Required before start of program 
operations and kept onsite for DHSS review. 

 Pre-Operational Site Review:  Completed for each new site prior to site application 
submission and kept onsite for Department of Health and Senior Services-Community Food 
and Nutrition Assistance (DHSS-CFNA) review. 

 “And Justice For All” Poster:  Must be displayed in a prominent location at each site where it 
can be easily viewed. 

 Sponsor/Site Agreement:  Must be completed before adding a site at a location the sponsor 
does not own. 

 Daily Meal Count Form:  Completed at the point of service for each meal.  Must be dated 
and kept with monthly records. 

 Medical Food Substitution Form:  Have a few copies available for participants with allergies 
and or special dietary needs.  Must be signed by a physician. 

 2nd & 4th Week Monitor Site Review Form for Self-Preparation Sites or Vended Sites:  
Sponsors are required to conduct reviews within the first two weeks of operation and again 
within the first four weeks of operation.  There is also space to record your beneficiary data, 
which is required once per year. 

 Attendance Records:  Required for Closed Enrolled Sites, Rural Non-Congregate Sites 
(including Conditional Non-Congregate Sites), and Camps.  Must have an attendance 
record for each day of operation. 

 Enrollment Form:  Required for Closed Enrolled Sites and Camps.  Must have an enrollment 
form for each child. 

 Income Eligibility Forms:  Required for Conditional Non-Congregate Sites, Camps, and 
Closed Enrolled Sites (when applicable).  Must be completed and approved for all children 
who qualify for free and reduced-price meals. 
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MISSOURI DEPARTMENT OF HEALTH AND SENIOR SERVICES
COMMUNITY FOOD AND NUTRITION ASSISTANCE (CFNA)
SUMMER FOOD SERVICE PROGRAM (SFSP)
SPONSOR ANNUAL CHECKLIST

MO 580-3409 (4-2024)	 SFSP-644 (09/22)

SFSP Sponsor checklist. This is a guide and is not all inclusive. Consult SFSP Manual.

What to do When to do it

 Complete a Sponsor/Site Agreement with each site. Before adding a new site, ensure you obtain a sponsor 
site agreement to provide meals at this location.

 Complete and document staff training. Required before start of program operations. Keep 
documentation on site for DHSS-CFNA review.

 Complete a Pre-Operational Site Visit

Before adding a new site or changing a site from 
congregate to rural non-congregate. Must also be 
completed for any site that experienced operational 
problems the previous year.

 Complete Daily Dated Menus Before preparing and serving the meals.

 Collect and file CN Labels or PFS

When purchasing any commercially prepared, 
combination food items. CN Labels should be removed 
and filed from the original food packages. May also print 
and file CN Labels and PFS.

 Document program costs (receipts, etc.) After every purchase for SFSP Operations.

 Civil rights beneficiary data Gather the data one time each summer.

 Post the “And Justice for All” poster at all sites and at 
the main sponsor location.

Must be displayed in a location at each site where it can 
be easily viewed. To receive a copy of the “And Justice 
For All” poster, please contact DHSS-CFNA at  
SFSP@health.mo.gov

 Complete Daily Meal Count Forms for each site. Complete meal counts at the point of service for each 
meal. Must be dated and kept with monthly records.

 Complete 2nd Week Site Review for each site.
Sponsors are required to complete a site review 
within the first two weeks for each site and keep 
documentation on site for DHSS-CFNA review.

 Complete Weekly/Monthly Consolidation Form for 
each site.

Add up the meals served for the week/month and keep 
documentation on site for DHSS-CFNA review.

 Complete 4th Week Site Review for each site.
Sponsors are required to complete a review within the 
first four weeks of operation and keep documentation 
on site for DHSS-CFNA review.

 Review/update your online applications to ensure 
meals, meal times, capacity, and meal locations are 
correct.

Anytime there is a change in a site meal service, 
that information must be updated on the online site 
application immediately to ensure meals will not be 
disallowed.
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 Complete monthly claim online. Complete the claim after the end of the claim month in 
the online claiming system.

 Complete any follow up site reviews as required. Sponsors are required to follow up on any site reviews 
that had findings.

 File records monthly.

Monthly, compile a file that includes all meal count 
sheets, menus, receipts, CN labels/Product Formulation 
Statement, and any other pertinent documentation to 
support the claim for that month including production 
records if you have a Food Service Management 
Company (FSMC) and delivery and temperature logs 
if you have a central kitchen or an FSMC. Camps, 
Conditional Non-Congregate Sites, and Closed Enrolled 
Sites must also include Income Eligibility Forms 
(IEFs), attendance records and/or enrollment forms as 
indicated below.

 For Camps, Conditional Non-Congregate Sites, 
and Closed Enrolled Sites – Keep Income Eligibility 
Forms (IEFs) up to date and filed accordingly.

At each meal service, ensure that children who are 
served have an IEF on file.  Attendance records and 
meal counts must be dated and filed with monthly 
records.

 For Camps, Conditional Non-Congregate Sites, 
and Closed Enrolled Sites – Attendance must be 
recorded daily, and meal counts must include the 
names of each child that is provided the meal.

Attendance must be recorded daily.  Record meal 
counts that include each child’s name at the point of 
service for each meal. Attendance records and meal 
counts must be dated and filed with monthly records.

 For Camps and Closed Enrolled Sites – Keep 
Enrollment Documentation up to date and filed 
accordingly.

At each meal service, ensure that children that are 
served have an enrollment form on file. Must be filed 
with monthly records.
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Meal Preparation and  
Contracting for Food Service 

 
The best method of meal preparation will depend upon factors such as the type of menu 
desired, the availability of food service equipment, space and personnel, and the budget of the 
organization. 
 
Meal Preparation Methods 
 
 Self-prep:  Self-prep, also referred to as on site preparation, means a site that prepares 

the majority of meals that will be served at its site or receives meals that are prepared at 
its sponsors’ central kitchen.  The site does not contract for unitized meals, with or 
without milk, or for management services.  This is the most economical method when 
the center has a kitchen, sufficient food preparation equipment, and available staff.  The 
sponsor will follow the basic recordkeeping requirements of the Summer Food Service 
Program (SFSP).   
 

 Central Kitchens:  Meals are prepared in a kitchen at one of the sponsor’s physical 
locations or sites by the sponsor’s employees and delivered to another one or more of 
the sponsor’s sites.  The sponsor will follow the basic recordkeeping requirements of the 
SFSP plus daily meal delivery tickets, where applicable.  Contact the Department of 
Health and Senior Services-Community Food and Nutrition Assistance (DHSS-CFNA) 
for specific requirements for your circumstances. 
 

 Vended:  Vended site means a site that serves unitized meals, with or without milk, that 
were procured through a formal agreement or contract with: (a) public agencies or 
entities such a as a school food authority; (b) private, nonprofit organizations; or (c) 
private, for profit companies such  as a commercial food distributor or food service 
management company (FSMC). This includes an FSMC that operates within a school. 
 

o Purchasing from a School:  Meals may be purchased from a public or private 
nonprofit school that participates in the National School Lunch Program (NSLP) 
or the School Breakfast Program (SBP), either in bulk or as individual packaged 
units.  A sponsor that receives meals from a school must enter into a written 
agreement with that school or district.   

 
This annual agreement must contain the basic provisions of the program 
requirements, non-competitive bid process.  A sponsor may use the Sponsor 
Agreement with a School or Affiliated Organization to Furnish Food Service 
for the SFSP located on the SFSP website.  Federal regulations exempt 
organizations from having to competitively bid for catered meals when those 
meals are purchased through schools participating in the NSLP or SBP.  Signing 
an agreement with a school to provide meals does not relieve the independent 
center of its program responsibilities for monitoring and recordkeeping.  
Additional recordkeeping is required when a sponsor obtains meals from a 
school; recordkeeping requirements are listed below. 
 

o Purchasing from another Department within the Organization: Organizations 
who receive meal services obtained through a competitive process by another 
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department of the same organization, such as a university child care center 
whose meal services are provided by the campus dining hall or campus student 
union, may also use a non-competitive process to obtain SFSP meals.  Such 
organizations may sign an agreement with the food service caterer contracted by 
the organization to provide meals for the entire organization.  This type of 
situation is common in large organizations such as hospitals, nursing homes, 
schools, governmental entities, and universities where food services are 
centralized.  As long as the meals provided to the centralized food service were 
obtained through a competitive manner within a formal bid process, those same 
services may be used by the SFSP organization.  A sponsor may use the 
Sponsor Agreement with a School or Affiliated Organization to Furnish 
Food Service for the SFSP located on the SFSP website when obtaining meals 
in this manner. 

o Purchasing from a Food Service Management Company:  Food service
management companies are organizations that prepare and deliver meals.  An
independent center that purchases meals from an FSMC must enter into a
written contract with the company.  The bid prototypes and SFSP guidance on
meeting procurement standards are located on the SFSP website.  Ensure that
there is no conflict of interest with any FSMC contracts as required in regulation.
Signing a contract with an FSMC does not relieve the center of its program
responsibilities for monitoring and recordkeeping.  Regulations require that a
copy of the contract be submitted to DHSS-CFNA before the beginning of
program operations under the contract; and all bids totaling over $250,000 shall
be submitted for state agency approval before the sponsor accepts and signs
any contract.  In addition, all bids shall be submitted to the state agency for
approval before accepting a bid which exceeds the lowest bid.  DHSS-CFNA
shall respond to any request for approval within ten working days of receipt (7
CFR 225.15).

o Purchasing from a Commercial Vendor:  Commercial vendors are public
organizations, hospitals, college cafeterias, etc., private commercial enterprises,
caterers, or individuals that provide non-food items or individual food items but
not complete meals.  A sponsor that purchases from a commercial vendor must
enter into a written contract with the vendor following the guidelines for the formal
or informal competitive bid process, depending on annual meal expenditures.

Additional recordkeeping is required when a SFSP sponsor obtains meals from a school. 
The school or school district that provides meals to sponsors under an agreement must provide 
the following documentation to the SFSP contractor on a weekly or no less than a monthly 
basis: 

 Food costs to substantiate the reimbursement.
 Daily dated menus using a minimum of a two week menu cycle.
 Daily meal delivery tickets to verify the amount of food and/or number of meals provided

to the center.
 Production records.

In addition to the records required under the agreement, the commercial vendor must 
provide the following documentation to the SFSP sponsor on a daily, weekly, or no more than a 
monthly basis: 

27



 
 Documentation of paid invoices to verify contractual accountability. 
 Meals per labor hour recordkeeping to document staff allocation. 

 
While completing your Management Plan, keep in mind that Federal regulations prohibit 
sponsors from contracting out the management responsibilities of the SFSP, including but 
not limited to: 
 
 Ordering meals. 
 Maintaining program records. 
 Submitting claims for meal reimbursement. 
 Training and monitoring. 
 Determining eligibility for free or reduced-price meals. 

 
The sponsor must monitor the conditions set forth in the food service contract and compliance 
with SFSP requirements.  The DHSS-CFNA will not intervene in contract disputes. 
 
It is the responsibility of the sponsor to monitor the requirements of the agreement for 
compliance with the SFSP requirements.  First occurrence meal disallowances will be taken at 
the SFSP monitoring reviews in the following instances when: 
 
 There is no or inadequate processed food documentation, such as CN labels. 
 There are no production records. 
 The production records indicate that the caterer did not provide enough food to meet the 

minimum portion requirement. 
 

The procedures for the informal and formal bid processes are available on the SFSP website at:  
http://health.mo.gov/sfsp - Food Service Management Contracts.  These include: 
 
 Bid Packet for Contracts $250,000.00 or less 
 Bid Packet for Contracts greater than $250,000.00 
 Annual Extension for Contracts greater than $250,000.00  
 Sponsor Agreement with a School or Affiliated Organization  
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Making Changes 
Sponsors are required to contact the Department of Health and Senior Services-Community 
Food and Nutrition Assistance (DHSS-CFNA) to report any site changes.  Site changes can be 
entered online in the CNP web-based system (https://mo.cnpus.com/cnp/Login).  Submit into 
Pending Approval status. 

Prior to starting operation of your program and periodically during operation, check all 
information on the site forms and correct if there are any changes. 

The sponsor must notify DHSS-CFNA if any of the following occur prior to 
implementing: 

 Changes in meal service times.
 Changes in meal types.
 Increases in estimated attendance (i.e., number of children to be served at each meal or

snack service).
 Changes in operations such as site temporarily closed, field trips, etc. Note:  Field Trip

with meals served off site must be documented and approved online in order to claim the
off-site meal.

 Start/stop date changes.
 Extending site operations.
 Permanent site closing.
 Sites that were approved for operation but never opened.
 Changes in personnel.  Report changes to DHSS-CFNA of administrative personnel who

serve as contacts.  Site supervisory personnel changes must also be reported to DHSS-
CFNA.

 Changes in central kitchen.  Central kitchen changes require an inspection and approval
prior to use of the new kitchen.

 Changes in food service management companies.  These changes require contract
approval.

This information must be updated online and submitted into Pending Approval status.  Failure to 
update this information could cause a claim for reimbursement to be rejected by the claims 
payment system and result in delayed and/or reduced payment. 

The sponsor must notify DHSS-CFNA by 2:00 p.m. the day before the anticipated change is to 
take place.  Failure to meet this deadline may result in disallowed meals.  If a change is to occur 
on a Monday, the sponsor is required to notify DHSS-CFNA by 2:00 p.m. on the preceding 
Friday. 

In emergency situations, such as fire, flood, or transportation breakdowns, contact DHSS-CFNA 
at 888-435-1464 as soon as possible, once the situation has been assessed. 

New site opening – The sponsor must submit an SFSP Site Eligibility Questionnaire.  New 
sites may not operate until the site has been approved by DHSS-CFNA.  This approval may 
include a review of the food service management company to ensure additional meals can be 
prepared. 

If the site location changes – If the location of a site changes, the sponsor must submit an 
SFSP Site Eligibility Questionnaire.  Meals served at the new location may not be claimed for 
reimbursement until the new site location has been approved by DHSS-CFNA. 
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USDA Donated Food (Commodities) 
A complete Summer Food Service Program (SFSP) application must be submitted on-line and 
approved by the Department of Health and Senior Services-Community Food and Nutrition 
Assistance (DHSS-CFNA) before the United States Department of Agriculture (USDA) Donated 
Foods Agreement/Offer Notice will be issued to the sponsor.  The sponsor may request 
commodities starting April 1 through May 1. 

Sponsors are encouraged to read the Food Distribution Unit (FDU) Commodity Newsletter for 
guidance when ordering commodities for the summer.  Sponsors may scan and email or fax the 
USDA Donated Foods Agreement/Offer Notice to the FDU.  Do not mail the original form.  The 
email address and fax number are listed on the notice. 

Due to the limited number of commodities, FDU will contact sponsors who order less than eight 
cases to make special delivery arrangements.  If you have questions or need additional 
information, please contact a Food Distribution Representative at 573-751-4328. Please note 
that sponsors are required to pay FDU for delivery of the commodities. 

Using National School Lunch Program (NSLP) 
Commodities in the  

Summer Food Service Program  
 

Schools participating in the NSLP now operate under single inventory rules, meaning 
commodities are no longer distinguishable from purchased food items.  Accordingly, during the 
SFSP, schools may use NSLP commodities.  However, schools that use a Food Service 
Management Company (FMSC) to prepare meals cannot use the NSLP commodities separately 
from purchased food items in order to credit back the value of commodities to schools.  
Examples of FSMC’s are Opaa! and Aramark. 
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Procurement of Goods and Services 
Sponsors participating in the Summer Food Service Program (SFSP) who plan to 
purchase meals or services from outside sources must follow proper procedures in 
purchasing these services.   

All procurement of food, supplies, goods, and other services with program funds must 
comply with procurement standards in 7 CFR 225.17, 2 CFR 200.317-326, and Food 
and Nutrition Services (FNS) Instruction 796-4, Rev. 4.  These standards ensure that 
such materials and services are obtained for the program efficiently and economically 
and in compliance with applicable laws and executive orders.   

Important Terms 

 Bid means an offer to perform for a fixed price in accordance with the specifications
and conditions set forth in an invitation for bids.

Food Service Management Company (FSMC) Under the SFSP, an FSMC means any 
commercial enterprise or nonprofit organization with which a sponsor may contract for 
preparing unitized meals, with or without milk, for use in the Program, or for managing a 
sponsor's food service operations in accordance with the limitations set forth in SFSP 
regulations. Food service management companies may be: (a) Public agencies or 
entities; (b) private, nonprofit organizations; or (c) private, for-profit companies. 
(7 CFR 225.2). 

 Procurement means the process of obtaining goods and/or services in accordance
with applicable rules and regulations.

 School Food Authority (SFA) means the governing body that is responsible for the
administration of one or more schools and has legal authority to operate the National
School Lunch Program (NSLP) or School Breakfast Program (SBP) therein or be
otherwise approved by FNS to operate the program.

 Vendor means a merchandiser of complete meals, meal components, or raw
materials.

Methods of Procurement 

 Micro-purchases are those purchases that do not exceed $10,000 per
transaction.  These purchases can be awarded without soliciting competitive
quotations if the price is reasonable based on research, experience, purchase
history, or other information and the sponsor maintains related documentation on
file.  The sponsor should also equitably distribute purchases among qualified
suppliers rather than buying all supplies from one source.
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 Small purchases are those between $10,000 and $250,000 per transaction.  
These purchases can be made using informal methods, such as price or rate 
quotations for securing products or services.  The methods used must ensure 
free and open competition.  The sponsor must contact at least three reputable 
companies to obtain price quotations on the meals they plan to serve.  This 
information must be documented. These bids must meet all federal regulations 
including not contracting with a company that poses a conflict of interest. 
 
A bid packet that includes the competitive bid procedures and forms for meal 
service contracts $250,000 or less is available at the following link:  
https://health.mo.gov/living/wellness/nutrition/foodprograms/sfsp/pdf/bid-packet-
contracts-250-or-less.pdf.  
 

 Large purchases or Competitive Sealed Bids:  When purchases are estimated 
to exceed the small purchase threshold of $250,000, a sponsor must conduct a 
price analysis and follow a formal competitive sealed bid process.  Bids are 
publicly solicited from two or more responsible bidders, and a bid opening 
evaluation must be completed by the Department of Health and Senior Services, 
Community Food and Nutrition Assistance (DHSS-CFNA).  Competitive sealed 
bid procedures include preparing the invitation for bid, publicly announcing not 
less than 14 days before bids are opened, notifying the DHSS-CFNA of the time 
and place at least 14 days before bid opening, publicly opening all bids, and 
submitting a selected bid to the DHSS- CFNA before accepting the bid. These 
bids must meet all federal regulations, including not contracting with a company 
that poses a conflict of interest. 
 

A bid packet that includes the competitive bid procedures and forms for meal 
service contracts greater than $250,000 is available at the following link:  
https://health.mo.gov/living/wellness/nutrition/foodprograms/sfsp/pdf/bid-packet-
contracts-greater-than-250.pdf.  
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Training Requirements 
Training is one of the sponsor’s major administrative responsibilities.  Sponsors are required to 
train all staff in Summer Food Service Program (SFSP) requirements each year, prior to 
operation of their program or any site.  Training must be documented with a sign-in sheet of 
attendees and an agenda showing topics covered.  Depending on the size of the organization, a 
sponsor may have to conduct different types or numbers of trainings.  Trainings should be 
conducted and documented for administrative staff, monitoring staff, and site staff.  If a sponsor 
is collecting an advance from the SFSP, submission of proof of training is required before a 
second advance will be paid. 

Additionally, all staff must be trained in Civil Rights.  Online Civil Rights training is available at:  
www.health.mo.gov/sfsp.  

Available for your use in this Summer Food Service Program Manual is the Documentation of 
Training to Program Personnel form to document training of staff. A personnel training checklist 
is included on the back of the form. Be aware that all sites operated by the sponsor must have 
at least one trained staff person at every site, every day during the meal service.  For this 
reason, it is best to train at least two individuals for each site, if not more, in case one is not 
available.  Sites that operate without at least one trained staff person on site during the meal 
service will not be able to receive reimbursement for the meals served on that day. 

SFSP sponsors must train all site supervisors! 

An SFSP sponsor is required to train the site supervisors for all their sites. The site supervisor is 
the individual on site for the duration of the meal service, who has been trained by the sponsor, 
and is responsible for all administrative and management activities at the site, including, but not 
limited to: maintaining documentation of meal deliveries, ensuring that all meals served are 
safe, and maintaining accurate point of service meal counts. 

Required Training Topics 

• Purpose of the Program 
• Meal Pattern Requirements 
• Site Eligibility 
• Site Operations 
• Difference Between Congregate and Non-Congregate Meal Service 
• Recordkeeping  
• Duties of a Monitor 
• Civil Rights 
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MISSOURI DEPARTMENT OF HEALTH AND SENIOR SERVICES
COMMUNITY FOOD AND NUTRITION ASSISTANCE (CFNA)
SUMMER FOOD SERVICE PROGRAM (SFSP)
DOCUMENTATION OF TRAINING TO PROGRAM PERSONNEL

MO 580-3404 (3-2024)	 SFSP-662

NAME & ADDRESS OF SPONSOR	 DATE OF TRAINING

NAME OF TRAINER(S)	 LOCATION OF TRAINING

Check the topics covered and list any 
additional. Topics listed here are the 
minimum required.

 Purpose of the Program

 Meal Pattern Requirements

 Site Eligibility

 Site Operations

 Recordkeeping

 Duties of a Monitor

 Civil RIghts

  Difference between Congregate and 
      Rural Non-Congregate Meal Service

Training Participant (Print Name) Participant’s Signature Participant’s Title Name of Participant’s Site
Attach additional pages if necessary or attach a copy of the training program outline.
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Personnel Training Checklist
Manuals available at www.health.mo.gov/sfsp

MO 580-3404 (3-2024)	 SFSP-662

Administrative Personnel:
 Refer to all SFSP Guidelines
 Purpose of the Program
 Difference between Congregate and Rural 
  Non-Congregate Meal Service
 Site Eligibility
 Recordkeeping Requirements
 Organized Site Activities
 Meal Requirements
 Nondiscrimination Compliance
 Meal Service
 How meals will be provided
 The delivery schedule
What records must be kept
What forms to use
Duties of the Monitors
 Conduct site reviews
 Site assignments
 Monitoring schedule
 Reporting procedures
 Follow-up procedures
 Office procedures

Monitor Personnel:
 Training for Administrative Personnel
 Monitoring Duties/Responsibilities
 Assignment of sites
 Conducting the site visits
 Monitoring schedules
 Reporting/recordkeeping requirements
 Follow-up procedures
 Local sanitation and health laws
 Civil Rights
 Ethnic and racial data collection
 Personal safety precautions

Site Personnel
 Purpose of Program
 Difference between Congregate and Rural 
  Non-Congregate Meal Service
 Site Eligibility
 Accurate Point of Service Meal Count Records
 Organized Activities at Sites
 Recordkeeping Requirements
 Daily recordkeeping requirements
 Delivery receipts
 Second meals, leftovers, spoiled meals
 Daily labor documentation, time sheets
 Daily meal service forms
 Camps and Closed Enrolled Sites Only
Vended Site Operations
 Meal pattern requirements
 Delivery schedules
 Adjustments in meal delivery
 Facilities available for storing meals
Who to contact about problems
 Approved level of meal service
Self-Preparation Site Operations
 Meal pattern requirements
 Production records
 Meal preparation adjustments
Duties and Authority of the Monitors
Civil Rights Requirements; Posters Displayed
Miscellaneous Policies/Issues
 Inclement weather and alternate service areas
 How to address non-program adult meals
 How to address discipline problems
 Review equipment, facilities, and materials

available for recreational activities
 Review trash removal requirements
 Discuss corrective action
 Nutrition education

*Attendance records are applicable for Camps and Closed Enrolled Sites only.
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Civil Rights Requirements 

 
All participating sponsors must inform potential participants of the availability of the Summer 
Food Service Program (SFSP).  In addition, all sponsors and their sites are required to: 

 Annually, train all staff on the Civil Rights requirements for the SFSP.  For your use and 
convenience, Civil Rights training is available online at www.health.mo.gov/sfsp. 
 

 Display in a prominent place at the site and in the sponsor’s office, the “And Justice For 
All” poster developed by the United States Department of Agriculture (USDA) and 
approved by the Food and Nutrition Service (FNS).  Please contact our office for 
additional posters. 
 

 Make program information available to the public upon request. 
 

 Take reasonable steps to ensure meaningful access to services for limited English 
proficient persons by providing information in the frequently encountered, non-English 
language of individuals eligible to be served or likely to be affected by the program.   
 

 Ensure that translations are accurate concerning the availability and nutritional benefits 
of the program. 
 

 Make reasonable modifications in policies and procedures to ensure individuals with 
disabilities have equal access and effective communication when accessing the 
program. 
 

 Include the nondiscrimination statement, and instructions for filing a complaint, in your 
public release and in any program information directed to parents of participants and 
potential participants.   
 

o Complaint procedures:  All civil rights complaints, written or verbal, shall be 
accepted and forwarded either to the Department of Health and Senior Services-
Community Food and Nutrition Assistance (DHSS-CFNA) or directly to the USDA 
at the address provided in the nondiscrimination statement.  Anonymous 
complaints should be handled as any other complaint.  Civil rights complaints 
should include as many details as possible. 

o Right to File:  Any person alleging discrimination in one of the protected classes 
has the right to file a complaint within 180 days of the alleged action.     
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 Ensure that meals are served to all attending children, regardless of their race, color,
national origin, sex (including gender identity and sexual orientation), age, or disability.

 Ensure that all children have equal access to services and facilities at the site regardless
of race, color, national origin, sex (including gender identity and sexual orientation), age,
or disability.

Ethnic and Racial Data 
Sponsors are required to collect ethnicity and race data once a year for the SFSP.  Sponsors of 
residential camps must collect and maintain this information separately for each session of the 
camp.  Visual observation and identification is not an allowable practice to use to collect the 
data.  The preferred method is self-identification and self-reporting.  SFSP sponsors should 
explain the importance of this data to participants as they encourage them to self-identify and 
self-report.  SFSP sponsors may also obtain ethnicity and race data from other sources in which 
the respondent has self-identified ethnicity and race such as school databases. For sponsor 
ease, the Monitor Site Review Form has a section for the collection of the required ethnic and 
racial category data. This data can also be used to complete the Sponsor Information Sheet and 
Site Information Sheet(s) Ethnicity and Race Data sections. 

Outreach and Beneficiary Data Survey 
One method that a SFSP site may use to gather the required ethnic and racial data in which the 
participant or parent of the participant provides this data is by completion of the Outreach and 
Beneficiary Data Survey.  Completion of the survey is voluntary.  The data collected is used to 
improve outreach efforts and to ensure compliance with USDA nondiscrimination requirements.  
The completion of or lack of completion has no impact on program participation 
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The completion of this survey is voluntary.  The data collected is used to improve outreach efforts and to 
ensure compliance with USDA nondiscrimination requirements ONLY.  Your participation is voluntary and 
failure to report will not impact eligibility for meals.  Please complete one survey per child in attendance.  
Names are not needed; this is an anonymous survey. 

How did you learn about the program? 
 Newspaper 
 School newspaper/letter/flyer 
 Program website 
 Other (please specify) 

What activities would you like to have available at the site? 
 Homework assistance 
 Physical activity 
 Educational activities 
 Other (please specify) 

What (if any) barriers do you face in participating in the child nutrition program? 

Ethnic and Racial Data 

Ethnic Category 
 Hispanic or Latino  
 Not Hispanic or Latino 
 Undeclared 

Racial Category (may mark one or more categories) 
 American Indian or Alaskan Native 
 Asian  
 Black or African American 
 Native Hawaiian or Other Pacific Islander 
 White 
 Undeclared 

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this 
institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual 
orientation), disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative 
means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should 
contact the responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and 
TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination 
Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA 
office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, 
address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant 
Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter 
must be submitted 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; or
fax: (833) 256-1665 or (202) 690-7442; or

email: Program.Intake@usda.gov

This institution is an equal opportunity provider. 

OUTREACH AND BENEFICIARY DATA SURVEY 
COMMUNITY FOOD AND NUTRITION ASSISTANCE 
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