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INTRODUCTION

The Summer Food Service Program (SFSP) was established to ensure-that low
income children continue to receive nutritious meals when school is not in
session. Free meals, that meet Federal nutrition guidelmegravided to all
children at approved SFSP sites in areas with significant concentrations of low
income children.

The SFSP operates during school vacations, primarily in the summer months
from May through September.disomay provide meals during gation breaks
where schools are operated on a yreand basis or a continuous school calendar,
or during emergency school closures from October through April.

Who Administers The Program?

The U. S. Depar t nf@gSDA) Fand andANptritiort Seicet (RNS)e 6 s
administers the SFSP at the national level. Within each State, the Program is
administered by the State department of education, an alternatel&tapeated
agency, or the appropriate FNS Regional Office.

Locally, public or private noprofi t or gani zati ons that wan:
Program apply and are approved by the State agency to operate the Program.

These sponsoring organizations sign Program agreements with their State agency

and are responsible for overseeing Program operationas8ys receive Federal
reimbursement frorthe State agency to cover théministrative and operating

costs of preparing and serving meals to eligible children at one or more feeding

sites.
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ABOUT THIS GUIDANCE

This publication provides informationrfataff of all local organizations that participate
or plan to participate &8FSPsponsors. It consists of the following parts:

PAGES 117 57

PAGES58-91

PAGES92-110

PAGES 111- 156

PLANNING THE PROGRAM provides information to help

guide potential sponsors through the early stages of program
planning. This part includes information on eligibility requirements
for sponsors, sites, and participants; evaluating and selecting
feeding sites; determining the type of meal service to offer; staffing
needs; andpplying to operate the SFSP.

ADMINISTERING THE PROGRAM outlines the administrative
responsibilities of a sponsor in the areas of training, monitoring,
civil rights, program payments, recdeeeping, reviews, and
evaluations.

FOOD SERVICE MANAGEMENT COMPANIES discusse
how a sponsor can contract with a food service management
companya commercial foprofit companya school or a private
non-profit organizatiorto obtain meals. This part includes
information on theesponsibilities of the sponsand bod service
manaement companids relation to the food serecoperations at
feeding sites.

REFERENCE SECTION provides sample copies of forms,
worksheetsFederal guidancé€SFSP regulation definitioresnd

listings of USDA regulatioms, Office of Managemet and Budget
(OMB) Circulars,FNS Instructions and numbered and unnumbered
policieg, and other reference materials that may be helpful to
sponsors in administering tipepogram.

8 About this Guidance



SUMMER 2010

FNSand State agencies are engaged in a continued effodréase participation
in the SFSP. Did you know that the SFSP is one of the most needed but
underutilizedrederalutrition assistance programg®hough 18.5million

eligible childrenreceivediree or reduce-price school meals durirfgscal year
2008, only 2.1 million participatel in the SFSPand an additional 4 million
participatel in the National School Lunch ProgrgidSLP)during the summer
monthsTh a t & s 5 millioh gligibde.children receiving meals during the
summer months. Aere are manyungry children thatve need to reach with this
program!

As an organization interested in administering the SFSP, you are the link that
translates this Federal benefit into meals for childifeyou are new to the

program, please consider participatingaasite or a sponsan this important

mission If you are a returning sponsor, please consider adding sites and activities
that will help draw children to your existing program.

9 Summer 2010



PART | - PLANNING THE PROGRAM
Chapter 1 - Eligibility

In this chapteryou will find information on:

1 how to determine the eligibility of a child
1 how to determine the eligibility of a sponsor
1 the different kinds of Summer Food Service Program (SFSP) sites

Participant Eligibility

(7 CFR 225.2 Definitions, Attachment 1)
Children age 18 and under may receive meals through Sk¥Bé&son 19
years of age and over who has a mental or physical disability (as
determined by a State or local educational agency) and who participates
during the school year in a public or private fpyofit school program
(established for the mentally or physically disabled)ss aligible to
receive meals.

In certain circumstances, pregnant women who receive Early Head Start
services are also eligible to receive meals through SFSP. To establish
eligibility, prospective mothers must be enrolled in Early Head Start and
be eligible to receive school meals through the NSLA or another child
nutrition program.

Sponsor Eligibility

(7 CFR 225.14(b), (c), and (d))
Every potentiabr currently participtingsponsor must meeertain
requirements. These requirements are discussed below:

Types of Organizations
Only certain types of organizations can sponsor the Program. Sponsors
must be:

1 a public or private noprofit school food authority

1 a public @ private norprofit residential camp

1 a public or private noprofit college or university participating in
the National Youth Sports Program

1 aunit of local, county, municipal, State or Federal governnoent

1 any other type of private ngprofit organization

Note: Special rules apply to private nqmnofit organizations. They are
limited as to the location of their sites, the total number of sites they may
operate, and the maximum number of participants they may. $&ivate
non-profit sponsors mudie tax exempt under the Internal Revenue Code
of 1986 Although churches must be taxempt, there is no Federal

1C Part | Planning the Program
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requirement that they provide documentation of theketeempt status.
Therefore, burchesarethe onlyprivate nonprofibrganizations thanay
beexempedfrom obtainingdocumentation ofFederal tax exempt status;
all otherprivate nonprofit organizations mugirovide documentation
from the IRS of theitax-exemptstatus For purposes oprogram
participation achurchcould be its integrateauxiliaries, or a convention
or association of churches, synagogue, religious order, or religious
organization that is an integral part of a church, and that it is engaged in
carrying out the functions of a churglrs Publication 557, TaExempt Status
for Your Organization)Y our State agencgan provide more specific details
about the participation @l private norprofit organizations.

Simplified Summer Food Program (formerly the Lugar Pilot Project)

The Fiscal Year 2008 Omnibus Appropriations Awjch was signed into

law December 26, 2007, extezasimplified cost accounting procedures
commonly known as the ASimplifiedo S
all sponsors in albtates nationwide.

Under these procedures:

1 Sponsors do not have to reptmeir costs to the State agency,

although they must maintainrecerd f or t he St ate age
T Costs do not havepetroathieo ncaaltoe goorr i z
Aadmi niostrati ve
Rei mbur sement is ba8ed on fimeal s
Sponsors mustontinue to maintaiand documenrd nonprofit food
service for children as required by the lamgd
1 Sponsors musiseSFSPfunds only for allowable costs, as defined

in the SFSP regulations and applicable FNS Instructions

E

Sponsor Responsibilities
Sponsors must:
Demonstate Financial and Administrative CapabilitiPotential and
returning sponsors are required to demonstrate that they have the
necessary financial and administrative capability to comply with Program
requirements. They must accept final financial and adnative
responsibility for all of their sites.

Not Have Been Declared Seriously Deficiélrd be approved, applicants
must not have been declared seriously deficient in operatiygederal
Child Nutrition Program in previous years.

Serve Lowincome Ciidren: Sponsors must agree to provide regularly
scheduled meal service for children in designateditmeme areas
(call ed fnareas in which poor economi

11 Part | Planning the Program
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agree to serve louncome children. Camps do not need to meet this
criterion.

Conduct a Nonprofit Food Servic8ponsors must conduct food services
through SFSP that are not for profit. A sponsor is operating a nonprofit
food service if the food service operations conducted by the institution are
principally for the benefiof participating children and all of the program
reimbursement funds are used solely for the operation or improvement of
such food serviceThis does not mean the program must break even or
operate at a loss, but that all income must be used for tn@wgose of
operating a nonprofit food service.

Provide YeatRound ServiceSponsors must provide a yeaund public
service to the area in which they intend to provide the SFSP. State
agencies may grant exceptions to this yeand service requireent for
sponsors of residential camps, migrant sites and in certain other limited
circumstances.

Exercise Management Control Over Sitdew applicants and returning
sponsors (not exempted by the State agency) must demonstrate in their
application thathey will exercise management control over the meal
service at all of their sites. Management control of the meal service means
that the sponsor is responsible for maintaining contact with meal service
staff, ensuring that there is adequately trained weaice staff on site,

and monitoring site operations throughout the period of program
participation. At their discretion, State agencies also may require
experienced sponsors to demonstrate in their application that they will
exercise management contosler the meal service at all of their sites.

Management responsibilities cannot be delegated below the sponsor
level. The quality of the meal service, the conduct of site perspand

the adequacy of recdcdeping reflect directly upon the sponsor's
performance. This performance is subject to audit by the State agency, by
the USDA Office of the Inspector General, and by@oyernment
AccountabilityOffice.

Conduct PreOperational Visits Sponsors must certify that all new and
problem sites have beersited and are capable of providing meal service
for the number of children as planned.

Sign Written Agreementépproved sponsors must sign a written
agreement with the State agency.

Note: Certain sponsor types will have to provide more specific
information to be approved (7 CFR 225.14(d)). Interested organizations

12 Part | Planning the Program
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should consult the State agency for more detailed information. Attachment
8 contains a chart that compares the Federal application requirements for
new (firsttime) sponsors and experiencetlrning sponsors.

Site Eligibility

(7 CFR 225.6(32) and (3))
Sponsors may operate the SFSP at one or si@gwhich are the actual
locations where meals are served and children eat in a supervised setting.
Eligible sites are those that serve cteldin lowincome areas dhose
that servespecific groups of lowncome children. Sponsors must provide
documentation that proposed sites meet the income eligibility criteria
required by lawThere are three common types of sites: open siéesps
(resdential and nonresidentiaBnd closed enrolled sites.

There are also sites that serve special populations of children or have
unique characteristics. These inclubdat may not be limited taestricted
open sitesmigrant sites, and National Youth SgoProgram (NYSP)
sites. In the following section, we describe thigpes ofsites and discuss
how sponsors can document their eligibility. See Attachment 6 for a
summary of site descriptions and ways to document site eligibility.

Open Sites(7 CFR 225.2efinitions, Attachment 1)

Mostsponsore st abl i sh site eligibility on
located in a needy aagéwhere 50 percent or more of the children residing

in the area are eligible for free or redugette school mea)sand meals

are male available to all children in the area a firstcome, firstserve

basis, these sites are considered ofponsors of open sites must take the
necessary steps édlow meal service access atl children residing inhe

area served by the siténformationregarding the meal service at open
sitesmust be publicized in the communggrved See below for

information on how to document that a site is eligible to be open.

Restricted Open Siteg7 CFR 225.2 definitions, Attachment 1)

On occasiona sponsor that would normally operate an openi site
meaningnitially open to broad community participatiormustrestrict or
limitt he f e e dtiendghcedor reasanssgacesecurity, safetyor
control.In recognition of these circumstanctgse types of sites operate
as restricted open sites. The sponsors magie knovn publicly that the
site is open on a firgtome, firstserve basis to all children of the
community at large, but th#tte meal servicwill be limited asstated
above.

In addition, some sites may be located outsidenarea eligble
neighborhood scho@indchildrenare transported or bussed to those
restricted sites. For example, a site could be locategide the city in a

13 Part | Planning the Program
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nonneedy areaandthe children from the citywho are eligible based on
school enrollment or census dagéae bused to the sitén the noAneedy
location withoutcost to the children.

Both goen and restricted open sitasistservechildrenwho residen
geographical areaghere 50 percent or moré thie children residing in

the area are eligible for free or redugette school reals. This
percentage must lmocumented by data provided by pulditd norprofit
private schoobfficials, census data, welfaoe education agencies, zoning
commissionsor other appropriate sources.

NOTE: To qualifyasarestricted open sitethe site must:

1 Draw children exclusively from eligible areas;

1 Be open to broad community participation from eligible areas: the only
limits that can be imposed on participation dady limits for reasons
of security, safety, or control;

1 Not charge a fee for children to atteadd

1 Not allow children froma surrounding nomeedy area to attend.

Camps(7 CFR 225.2 definitions, Attachment 1)

Camps can be resident@i nonresidentiatlay camps which offer

regularly scheduled food service as part of an organized program for
enrolled childrenln residential camps, participants spend the duration of
the organized program in a-Bur supervised care setting and receive a
regularly schduled food service as part of the progr&ponsors of
nonresidential camp sites must offer a continuous schedule of organized
cultural or recreational programs for enrolled children between meal
servicesUnlike open, rstricted open and closethrolledsites, sponsors

of both residential and nonresidentiaimps do not have to establetea
eligibility. However theymust collect and maintain individual income
eligibility forms Campsare reimbursednly for those enrolled children
who meet thdéree andér reduced priceligibility standards.

Closed Enrolled Site(7 CFR 225.2 definitions, Attachment 1)

Closed enrolled sites are usually established where:

1 anidentified group of needy children live in a "pocket of poveérty

1 identified lowincome childra are transported to a congregate meal
site located in an area wilss tharbO percent eligible children; or

1 a program providsrecreational, cultural, religious, or other types of
organized activities for a specific group of children.

Thesetypes of sites are operonly to enrolled children oto an identified
groupof children, as opposed to the community at la@jesed enrolled
sites must alsestablisitheindividual incomeeligibility of the children
attending the sitby collectingincomeeligibility forms. At least 50
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percent of the enrolled children at the site must be eligible for free or
reducedpriceschool

Instead of determining the individual income eligibility of each enrolled
child, a site maylocumenits status as a closed enrollec il using area
eligibility information, as described in the next section. This may only be
used if the site is serving children that live in the ameahichthe site is
located. (SFSP Policy; Closed Enrolled Sites, November 17, 2002)

The site infomation sheethatsponsors submib the Statevith an
applicationto participate in the SFSRust include the projected number of
children eligible for freer reducedprice school mealand the projected
total enrollment for each sitéf site eligibility is based omdividual
eligibility forms, the State agency must carefully monitor actual
participationduring the earlyrogram visits to ensure that the 50 percent
level is actuallyeached(Refer to thdncome Eligiblity Guidelines,
Attachment 3).

Accredited summer schools do not quatibclosed enrolled sites and
should obtain reimbursement for meals undeiNB&P. In addition
residentialandnonresidentiacampsmaynotuse area eligibility to
establish site eligibility.

Documenting Site Eligibility
Documenting AreaEligibility for Open or Restricted Open Site
The two primary sources of data that may be used to detewhither
the area that will be served is eligible are school data or census data.

A. School Data Generally, sponsorsilivfind it most helpful to directly
contact their local school district in order to obtain the currenby&ae
and reducegbrice data to document the need of the area they wish to
serve.This data should be based on the percentage of children irethe a
that arecertified eligible for free or reducegbrice school meals, not the
actualschool meaparticipation ratesIn most cases, curregear school
data provide the most accurate representation of an area's current
economic circumstances.

Thelocd public school district and neprofit private schoolserving the
areain which a sponsor intends to offer the SFSP prayide sponsors

with the number of children who are eligible for fimeeducedprice
schoolmeals and the total enrollment(s) o thchool(s). Sponsors may

use data from nearby elementary, middle, or high schools to qualify sites.
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As part of the application process, the sponsor must submit the following
information tothe State agency substantiate eligibility for each site they
intend to serve:

1 the names of the public and nprofit private schools used to establish
eligibility;

1 thenumber (but not names) of all children eligible for foeeeduced
price meals who are enrolled in those schools; and

9 the total number of chilén enrolled in those schools.

The State agency will determine the eligibility of each proposed site
located in the area based on the data submitted by the sponsor. Since the
local school or district offices must certify that the data is accurate,
sponsos should ask local schools or districts to provide the necessary
figures on school or district stationery, with the signature of an authorized
school official.

Bussing based on school attendancén certain situatiog children in

public school systemsr e r oudssiem®| y ridmut hei r nei
school to schools outside the attendance area of their neigbborho

school. Therefore, bussing may cause aledated in an area in which

poor economic conditions exist be designated as ineligible based

enrollment datahathas been adjusted to reflect studeatssignment.

This situation may occur in any program in which site eligibility is based

on the percentage of children eligible for freeducedprice meals in

the NSLP.

In this scenario, @gram sponsors may determine site eligibility based on
theeligibility data of either
1 the school the ¢hiren attend and are being lealdo, or
1 the school the children would have attended were ifardahe
school 6s btheneighlgprhgodchoolwhgre the children
live (SFSP Policy; Effects of Bussing on Area Eligibility, May 20, 2003)

B. Census Data Sponsoralsomay document the area eligibility of their
proposed open or restricted open sites on the basis of census data.
However, sponsorare encouragetb use school data rather than census
data because it is usually more current, and more accurately represents
current neighborhood economic conditions.

There may be certain circumstances that warrant the use of census data to
establish arealigibility even when currenyear local school data is
available. Some of these circumstances include:
1 The potential site is located in a ruraéarwhere geographicallgrge
el ementary school attendance areas
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p o v e r ticl cabe wiéntified through the useGednsus Block
Group CBG) data.

1 Available currentyear school data shows an area to be close to, but
under, the 50 percent threshold, and the CBG data may reveal specific
portions of the school's attendance areaalaSFSP eligible.

1 Mandatory busing has affected the percentagdiédren in the
neighborhood schools who are eligible fime and reducegrice
meals and the school is unable to "factor out" the pupils bused in from
other areas and provide the spansth data on the percentage of free
and reducegprice eligiblechildrenliving in the school's immediate
neighborhood.

In any of these circumstances, use of the local CBG data contained in the
computerized special tabulation may help the State agesisy sigonsors
to more precisely document the area eligibility of their proposed sites.

Upon conclusion of the data collection efforts for the 2000 decennial
census, the Census Bureau was asked to provide FNS with a special
tabulation of population datasing specific SFSP criteria. The criteria
included the 2000 income eligibility guidelines, the total number of
children 18 years or younger within a CBG, aoidthose children, the

total number at or below 18%ercentof poverty. The Census Bureau also
calculated the percentage of children 18 years or younger at or below 185
percentof poverty compared to the total number of children 18 years or
younger. One of the more critical pieces of information incéresus data

is the calculated percentage. Ther@ased level of detalvailable using
CBG data can help to more clasther | vy
National School Lunch Adhtended. Sponsors wishing to use census data
to determine site eligibility should request assistance and spsteifiby-

step guidance from their State agency.

Documenting Camp Site Eligibility

Sponsors that operate residential summer camps and nonresidential day
camps offeing both organized programming aadegularly scheduled

food service mayparticipatein the SFSPNonresidential day campsay
participateonly as sites under eligible sponsoring organizations.

Unlike other types of sites, camps do not have to establish income
eligibility at the 50 percent level. Insteaymps are reimburseuhly for

meds served to children who meet the income eligibility critdriaorder

to determine eligibility for children, camp sponsors may used the Income
Eligibility Form (Attachment 10) or rely on list(s) of income eligible
children provided by the school systdrAawever,State agencies may
require camp sponsors to use the Income Eligibility Form (Attachment 10)
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or a State agency equivalent forlflease see the discussairout income
eligibility forms at theend ofthis chapter

Sponsors of camps are not reqdite submit thepproved individual
eligibility forms or school lists of eligible childreto the State agency.
However, they must maintain thists ororiginal approved forms for all
eligible children in separate files foaeh camp session, atite
docunentsmust be available for review by tis¢ate agency.

Documenting Closed Enrolled Site Eligibility
To qualify as a closed enrolled site, at least 50 percent of the enrolled
children must be from households that meet the income eligibility
guidelinesSponsor s can document an enroll e
1 Obtaining listdby name and eligibility status @nrolled children for
free andreducedprice meals from schools where the children receive
school lunch or breakfagearental consent forms are netuired in
order for the local School Food Authority (SFA) to provide this
information to SFSBponsors;
1 Asking the parent or guardian of each enrolled child to complete an
income eligibility form. (See Attachment 10);
T Using fAar eaod e klobcgtiorbof theisiteyrathgrahara f or t
using the income eligibility fornto documenmthat at least &f of the
enrolled children atach site are eligible for free or redugatte
meals. (This option is not available for camp&FSP PolicyClosed
Enrolled Sites, November 17, 20Q2pr
1 Using census data when the site is located outside of an ehgdzle

As part of the application process, sponsors of closed enrolled sites must
provide the State agency with:

1 a statement of how they intend to documerBBEligibility, using oa

of the methods listed above;

an estimate of the total number of children enrolled at the site; and

an estimate of the number of children enrolled at thetlsétare
documented as eligible for free or reduced price school medéss

using area eligible data

il
T

Sponsors of closed enrolled sitehh at ar e n omustihaveteea el i1 ¢
following information on filefor eachsite:

1 records of the total number of children enrolled at the site; and

1 list(s) of income eligible chilém provided by the school system; or

1 the actual eligibility forms for income eligible children

Sponsors of c¢closed enrolled sites th
guidance for documenting area eligibility for open or restricted open sites.
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IncomekEligibility Forms (IEF)
Using the Income Eligibility Form
The SFSPIncome Eligibility Form (IEF)prototype waslesigned by
USDA/FNS to determine the incomaégibility of enrolled childrerfor all
camps (residential and noasidential) and closedmlled sitesThe
information collected on the IERcludeshousehold size and income
the case number for benefits reaawnder th&upplemental Nutrition
AssistanceProgram(SNAP, formerly the Food Stamp Program
Temporary Asstance to Needy Farres (TANF),or the Food
Distribution Program on Indian Reservations (FDPIR). Sporasmsnay
use alternate forms developed either by themselves or the State agency, as
long as the forms request the same information as is found on the IEF in
Attachment 10 Forms developed by sponsors must be approved by the
State agency before use.

Using Head Startand Early Head Start Eligibility Forms

In some cases, sponsors can use documentatenwafedHead Starbr
Early Head Stamparticipants provided and céied by a Head Staur

Early Head Stamgrantee to document the eligibility of the SFSP closed
enrolled sites. Sponsors should contact their State agency if they have
guestions on the use of Head Startl Early Head Staeligibility forms

for this purmse.

Workforc e Investment Act Participation
Applicants that participate in the Workforce Investment Act (WIA)

program are considered categorically incesligible for the SFSIPSFSP
Policy: Categorical Eligibility of Job Training Partnership Act/Worlkinvestment Act
Participants; May 23, 2000

The WIA, which replaced the Job Training Partnership Act (JTPA)

program in July 2000, is designed to link local labor market needs and

community youth programs and service. For purposes of establishing

SFSPeligibility, sponsors must obtain either:

1 asigned free and reducpdce SFSP meal application with a notation
that the applicant is a WIA participant; or

1 alist containing the names and ages of individual WIA participants
enrolled at that site and signleg a WIA official.

Military Privatized Housing

The housing allowance for military personnel living in privatihedsing

has been permanently excluded froomsideration amcomewhen

determining household eligibility fdreeor reduceéprice meas.
APrivati zed hoMilgary Hagusing Prevdtizatios t o t he
Initiative, a program operating at a nber of military installations|t is
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important to note that this incarexclusion is only for serviecmembers
living in housing covered undéhelnitiative. It is not arallowable
exclusion for households livingfebase in the generabmmercial/private
real estate markésFSP Policy:Reauthorization 2004: Implementation CN 1, July 1,
2004)

Military Combat Pay
Military combat pay has been dxded from consideration as income
when determining household eligibility for free or redupede meals.
Combat pay is defined as an additional payment made under Chapter 5 of
Title 37 of the United States Code, or as otherwise designated by the
Secretay to be excluded, that is received by the household member who is
deployed to a designated combat zone. Combat pay is excluded if it is:
AReceived in addition to the service
AReceived as a result of tototserviceer vi ce
in an area that has been designated as a combatarahe;
A Not received by the service member prior to his/her deployment to or
service in the designated combat zoAecombat zone is any area that
the President of the United $a designates by Executive Order as an
area in which the U.S. Armed Forces are engaging or have engaged in
combat.

Armed ForcesFSSA

The Department of Defengeovidescertain members of the Armed
Forces and their families a Family Subsistence Suppitzhallowance
(FSSA) designed to brithefedaral poveays e hol d
line and decrease the relianceSMMAP for affected members arideir
families. The amount of the FSSA, basedhousehold size and income
may not exceed $500 per ntbnPreviously, the Child Nutrition
Program@éeligibility determinationsounted the FSSA payment as earned
income for household#n 2004, Congress established thay FSSA that

a household receives mumit be treated as income in determining
eligibility for free and reducegrice meals under any of théii

Nutrition Prograns (U.S. Armed Forces Family Supplemental Subsistence
Allowancei Excluded from Incom€onsiderationAugust 30, 2005; U.Armed Forces
Family Supplemental Subsistence Allowaiidéermanently Excluded from Income
Consideration for the Child Nutrition Programs; August 25, 2006)

Other Data

If sponsors are unable to document the need of their area orlsyte(s)

using sources such as currgefir school data, recent census tract ochkl
group data, enrollment data, migrant childrerstatus they should

consult with their State agency about the possibility of using other types of
data (e.g., local zoning data, housing authority information, eci@gno
surveys, etc.) to document sekgibility.
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Also, sponsors offering the program at sites located on Indian reservations
may obtain and submit statistics on the population from one of the 12
Bureau 6 Indian Affairs area offices.

Frequency of Site Eligibility Determinations

(7 CFR 225.6€)(3)(1)(B))
In an effort to provide consistent administration across Program lines to
State Agencies and SFSP sponsoring organizations, sponsors of sites
determined to be area eligible based upon school datengreequiredo

submit documentation ewefive yeargSFSP Policy #02007: Area Eligibility
Duration in the Summer Food Service Program, April 20, 2007)

If a sponsor has used census data in previous years, then documentation
need only be submitted when new census data is available, udeisitih
agency requests more recent data from another source. Sponsors using
other data sourcemcluding income eligibility formsmnust document site
eligibility annually.

SpecialTypes of Sites

(7 CFR 225.2 definitions, 225.6{d2) (i) (J), and 225.6(c)(3)(i)(D))
Migrant Sites (7 CFR 225.6(c) ((2) (i) (K))
To confirm migrant status, sponsors must submit information obtained from
a migrant organizatiothatcertifies that the site serves a majority of children
of migrant workers. If the site alserves normigrant children, the sponsor
must certify that the site predominantly serves migrant childreis. status
information must be updated annuall@ontact your Statagency to be put

in contact with you local migrant cent@FSP Policy 02007 Migrant Site
Eligibility Determinations, February 23, 2007)

Migrant site eligibility is based upon a determination that the site
predominantly serves children of migrant workers. The sites operate like
areaeligible open, or restricted open sites ar@lr@imbursed for meals

served to all attending children. Migrant sites may participate in the SFSP for
the duration of the Program year for which they have been approved as a
migrant site. However, the determination of eligibility based upon migrant
statts must be updated annually.

Continuous School Calendar / YeaiRound Sites (7 CFR 225.2

Definitions)

Afconti nuous s c h eddnthe SESP eegutatioms@sa s def i |
situation in which all or part of the studdyody of a schodk (a) on a

vacaton for periods of 15 contuous school days or more duri@gtober

through April and (b) in &ndance at regularly schedulgddsses during

most of May through September.
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Some school districts use a calendar that provides less than 15 dafys for
trackperiods. In these situations, State agencies may waive the 15
continuousschootday requirement praded that the school system is
operating regular class sessions (net summer school or remedasses
for a portion of the student body) on a yeaund basis.

When schools operate ory@arroundor continuous school calendar, the
SFSP may offer eals throughout the year to pohool children and off
track students (i.e., yeaound students on vacation at times other than the
summer). These sitesay be open or closed enrolled sites, located in the
school or at other locations.

If operated as an open site at a location other than the school, the meal
service must be open to the entire community and must be eligible based on
school or census daté/hile the meal service is intended to servetdtk
students, it is possible that anwack student may show up at the site. In
these situations, sponsors are not expected to identify or exclideckn
students.Sponsors should plan for or prep&readditional meals and

consider adding more site staff to supervise the meal service.

If the site is operating as closed enrolled, meals may be served only to
enrolled preschool children and @fick students (at least 50 percent of
enrolled participnts must be eligible for free or reduced price school meals).

If a yearround site is located in the school, sponsors must be careful not to
Adoubl e clai mo meals or cl| draclh SFSP
students participating in the NSLP. Schablst operate both yeaound

SFSP and school lunch or school breakfast should establish different meal
services for the yeaound and oftrack populations, keep separate meal
counts, and develop cost allocation plans for proper proration of overhead
andadministrative costs between the programs.

NYSP Sites (7 CFR 225.2 definitions and 225.6() (i) (1))

A National Youth Sports Programlf SP) site may qualify for thprogram

by:

1 determining that 50 percent of the children enrolled reside in
geographickareas where poor economic conditions exist;

1 determining that 50 percent of the children enrolled meet the income
eligibility guidelines for free or reducgarice school meals; or

T certifying in writing that it meets the income eligibility guidelines o th
Department of Health and Human Services (DHHS), which is the

primary grantor foNYSP (SFSP Policy 13999; Certifying Eligibility of National
Youth Sports Program (NYSP) Sites to Participate in the SB&&mber 4, 1998
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The DHHS income eligibilitytsndards for participation in NYSP are stricter
than those used to determine eligibility for free or redyméce meals. To
qualify for participation in NYSP under DHHS rules, at least 90 percent of
the enrolled children must be at or below the Fedecalnme poverty
guidelines. Thus, if a site meets this standard and qualifies for DHHS
funding, then it will qualify for partipation in the SFSP as welln addition

to written certificationthat the site meets DHHS income eligibility
guidelines, sponsoraust review NYSP records to verify that the
information is correct.

Other Income Eligible Programs

Sponsors may utilize income eligibility forrfrem other programithatbase
their eligibility on the same criteria as t&#SP, but should contact tBeae
agency to verify that the same thresholds and definitions are used for both
programs.

For example, gonsors can use documentation of inceshgible Upward

Bound participants, provided and certified by an Upward Bound grantee, to
document the eligibily of closed enrolled sitesy residential or non

residential camps. Upward Bound income applications may be used in lieu of
the SFSP application to determine income eligibility for all SFSP participants
sinceboth programs have an income eligibilityebhold of 18%ercentof

the national poverty guidelingSFSP Policy: Eligibility of Upward Bound Sites; May

26, 2004) Sponsors should contact their State agency if they have questions on
the use of Upward Bound eligibility forms for this purpose

Sponsor Patrticipation in Other Child Nutrition Programs
The Special Milk Program (SMP)
Sponsors may elect to operate the SFSP at some of their sites while operatil
Special Milk Program (SMP) at other sites. However, a single site cannot
simultaneously péicipate in the SFSP and the SMP.

Sponsors electing to administer the SMP must enter into a separate agreem
the State agency to operate the SMP at those sites or at those timéisisuien
participating in the SFSP. The State agency can peaafdrmation on operating
the SMP.

Child and Adult Care Food Program (CACFP)

CACEFP institutionshat have sufficient changesautivities or enroliment, or
develop a separate food service program for children who are not emndied
CACFP, and mdaeSFSP eligibility criteria, may be approved to participate in tt
SFSP. Institutions that are approved for both the CACFP and the SFSP must
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ensure that the same children are not served meals in both programs. Sepat
records must be kept for each progrénstitutions may not switch back and fort
between participation in CACFP and participation in SFSP to serve the same
children.

Institutions may not establish separate entities using separate tax identificati
numbers to serve the same children urttiéerent child nutrition programs in
order to avoid the program restrictions or to earn higher reimbursement. Ho
if there is a legitimate need for a separate organizationt meets the
requirements in the preceding paragraph, then it mayresd to participate in
SFSP if it meets SFSP eligibility criteria.

For more information about child nutrition programs, visit the FNS Web site
at: www.fns.usda.gov/cnd.

SFSP andSummer School
If a sponsor intends to operate thregram at a sitevhere an accredited
summer school program is in session, the sponsor must ensure that the
food service is open to all children residing in the area served by the site.
If a summer school site is not open to the children of the community and
provides mealsnly to enrolled summer school students, the site is not
eligible to participate in the SFSP. In this situation, the meals may be
reimbursed through theLPand BP.

If a school is only offering enrichment courses that are not considered part
of the acdemic curriculum and do not require mandatory attendance, the
school may be eligible to participate in the SFSP as an open or enrolled
site.
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Chapter 2 - Evaluating and Selecting Sponsors and Sites

In this chapter, you will find specifics on:
1 what to lod for when selecting program sites;
f operating limitations;
1 thesponsorsite agreement; and
f requirements to meet before opepsites.

Priorities for Selection of Sponsors
(7 CFR 225.6(b)(5))

Evaluating an Area

Confusion and waste result when two or more sponsors compéie feame
sites ortargetchildren in the same geographical area. Since such an overlap
in service conflicts with program objectives, the State agency usually
approves only one sponsor to sermeagea When determining which of the
competing sponsors Wierve a areatheNational School Lunch Act

requires théState agencto give priority to:

1. local school food authority sponsors;

2. government and private ngmofit organization sponsors that have
successfully operated the SFSP priar year;

3. new government sponsoring organizations; #ueah

4. new private nosprofit organization sponsors.

To support the greatest summer meal participation and access it may be
appropriate for States to allow sites in relatively close physical prigxim

to operate in the community, each serving its own participants. Sponsors
should be able to explain why differences in the population of children
they intend to serve require multiple sites in close proximity to each other.
Sites may also be closepnoximity but separated by a physical barrier

that limits accessuch as a busy highway.

Note: If you feel you have a unique situation, conthetState agency for
additional assistance when competition poses a significant problem in
your area.

It is important that a sponsor adequatelgleate the needs anesources

of the area(s) it hopes to seeforemaking final plans for site

operations. In particular, a sponsor should try to determine the type and

size of the program #t would best meet the needs of the community. As

part of the inquiry into the community's needs, a spomsyr contact

1 parks and recreation centers about their summer recreation programs;

1 youth organizations, includg YMCAs, YWCAs, Boys and Girls
Clubs,and scout troops about their summer plans;

1 thelocal food bank or pantry to ask about opportunities to partner in
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the community;
1 minority referral sources and relevant minority organizations in the
prospective site area;
1 other groups and organizationglire area that may be planning to
participate in the SFSP;
local parent groups to determine the level of parental sugputt;
local church or faitthased organizations about th&immer
programs

=a =4

After sponsors have made these initial contacts in ag(gythey hope to
serve, they will have an easier time evaluating diffepetgntialsites and
deciding on the size of their operations. Sponsors will have to make three
especially important decisions. They must:
1 decide how many sites they will sponsioiring the summer,;
1 determine how many children they will serve at each site they sponsor
and
1 select the particular sites where they will serve meals to children,
closely examining the circumstances if they plan to have sesitrsl
in the same neighborbd.

Takingparticular care in making these decisions befoograms stannay
prevent problems that could arise lat@onsult with theState agency if you have
further questions.

Selecting Sites
Since sponsors must assume administratiadiaancial responsibility for
total SFSPoperations at all sites under their supervision, they must be certain
that a site can offer a quality meal service before they decide to sponsor that
site. Sponsors should not select sites where site supervisorsdthagyoor
performance record in past summersvhere supervisors were unable to
institute timely corrective actiomn addition, &pending on the nature of
these problems, the State agency may choose not to approve such sites for the
Program.

The following paragraphs outline several major issuesghauld be
considered when theponsor evaluates sites. A Site Selection Worksheet is
included in the Reference Section as Attachment 13 and may be useful to
sponsors in determining a site's suitability.

Meal Service Facilities

Sponsors are responsible for choosing the most appropriate facilities

available for food service. If sponsors prefer onsite meal preparation, they

should visit all sites to:

1 ensurehat sites are pperly equipped with the appropriaf&cilities and
equipment for meal preparation and service for the anticipated number of
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children; and

1 check that sites can meet State and local public health standards and have
or can obtain any required health deparitrertification. The sanitation
or health inspector from the local health department can assist in
complying with State and local rules and regulations.

Because of the many variables at different sites, the kinds of equipment that
will be needed will vay based on the number of children being served and
the type of menu being prepared. Attachment 9 provides a chart to assist in
determining whether the equipment available is adequate. During the visit,
determine the condition of the equipment and, if appate, delegate
responsibility for maintenance and repairs.

If a sponsor plans to have the mgalkspared or delivered by a foedrvice
management company, school food service, or a central kitchen, the food
preparation, holding and delivery capalskt should be checked.

Sponsors should determine whether meals will be served and consumed
inside or outside. If regular meal service is outdoors, sponsors must make
sure there is adequate indoor space for meal service during inclement
weather.

Mobile Feeding Sites in Rural Areas

Traditionally, urban SFSP sites are located in schools, playgropsuds,
faith-based organizationsommunity buildings, or similgslaces. However,
it can be difficult for SFSP sponsors to locate their sitssioh places in
rural areas. Rural populations may be very disperseal, schools are less
likely to be open during the summer monthsd organizations often cannot
utilize traditional spaces usedunban settings.

Even though the regulations permit the use of dpgydunds to transport
children in rural areas to rural sites, it is not always-eéfsttive to transport
children fromoutlying areaso a site located in a rural towim. these cases it
may be more cost effective to transport the meals to the children

Therefore, FNS has permitted and even encouraged the usetditional
means of feeding children in rural aseH you plan to operate the SFSP in a
rural area, please check with your State agency for innovative and effective

pracicesof provil i ng A mo b i loreother pnactichl tecdhniques s
(Policy#1799; AMobile Feeding Sitesa in Rural Ares

Site Supervision

According to program meal service requirements, sponsors should assess
how much supervision will be necesg#o ensure proper program
operations. These supervisory needs will differ from site toFsitemobile
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feeding sites, extra precautions shoulegebseblishedo ensure the safety of
the food being provided to children. Proper holding temperatures must b
maintained along the entire meal delivery route, and State and local health
and safety standards must be met.

Serving Capacity
Sponsors need to determine the maximum number of children who can be
served at any of their sites. When estimating the nuwiftarildren to be
served at each site, consider
T the sitebds admi;ni strative capabilit:i
1 the physical capacity at each site for serving chiloaed
1 the number of children living in the area of each wit® are likely to
participate.

The importance ofsgtimating as accurately as possible the number of
children each site will serve cannot be overemphasiéequatgrogram
planning requires an accurate estimate of the number of children that will be
served so that thetal potential reimbursemeoén becalculated An

excellent way te@stimatehe potential number of participating childrernas
contact schools and other children's organizations in the ardassitesto
determine the number of needy children within a short walking distance of
the sie.

Site Activities

Children are drawn to locations that offer educational, enrichment and
recreational activities, as well as sites that provide meals. Therefore, we
strongly encourage you to select sites or plan your program in order to offer
such orgaized activities. The following are examples:

9 local libraries

1 swimming pools

i faith-basedrganization®r churcheshat offerreligiousstudy camp
sessions

schools that offer various activities

Boys and Girls Cluhs

Programs at colleges and univeesiti

4-H Clubs

Y MCA,awd

National Youth Sportsriegrams.

= =4 =4 -4 -8 -9

In addition, you should determine whether there are anyrgead public
service programs in the community that might serve as sites. These sites
usually have facilities that can be used forrtieal service and have a
permanent staff.
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Although it is not encourage8FSP sites may charge a fee to participate in
the activity portion otheir prograns. However, the fees must be reaable
and not restrict access flow-income children. Also, @aess tahe meal
service at open sites must always be free.

Number of Sites

In addition to selecting the sites at which meals will be served, you have to
decide how many sites you will administer. This decision will depend

greatly on the need for asiin the area, your administrative capabilities as a
sponsor, and the size of the programs at the sites. You must be sure to plan
to operate programs that are consistent with the size of your administrative
staff and the extent of your expertise. A smpdrssor with limited
administrative experience should carefully place limits on the number of
sites where it will offer meals.

Operating Limitations

(7 CFR 225.6(b)(6))
All sponsorsgexcept private nonprofit organizations, may be approved for
a maximumof 200 sitesanda maximumtotal average daily attendance at all
sites of 50,000 children.

The State agency may approve exceptions if the sponsor can demonstrate that
it has the capabilities of managing a program larger than these limits.

Private non-pr ofit organizations may be approved to operate up to 25 sites:
urban, rural, or both. They may serve up to 300 children at an approved meal
service at any one site. TiState agency may grant a waiver to allow private
nonprofit sponsors to serve up to 5€@ildren served at any one sifi be
approved for the waiver the sponsor must demonstrate that it is fully capable
of managing sitewith more than 300 childreand that there are no other
sponsors capable of serving the children in excess oflf3®@onsor plans

to operate more than 25 sites, only BNdS RegionalOffice may approve the
waiver, and theponsor is limited to serving up to 500 children at any one

site.

Sponsor/SiteAgreement
If a sponsoplarsto administer aneal program amultiple unaffiliatedsites
(for example, at recreation programs or vacaBdie schools)the sponsor
should enter into an agreement with the site supervisor or responsible site
official. The agreement should list, in specific terms, the responsibilities of
thesite supervisor for the food service program, which will make it easier for
the site supervisor to understand his/her duties.

However,the agreement does not relieve the spoattinal administrative
and financial responsibility for operating the SR&Rhe siteincluding its
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responsibility to maintain contact with meal service staff, ensure that there is
adequately trained meal service staff on site, and monitor site operétions
sample Sponsor/Site Agreement form is included in the Referencerbasti
Attachment 14.

Permanent Agreements

Thelaw governing the SFSRequires that, when a singleat agency
administers th&lSLP and any othahild nutrition program, the te agency
must have a single agreement and claim form for any School Fobdriyt
thatadministers any combination of thepgrams. In addition, t8te agencies
have the option to execute permanent agreements with thEIFE
institutions.

Therefore, m an effort to provide admisiirative relief to &ate agencieand
SFSPsponsos, States have the authority to develop a permanent agreement
applicable to any SFSP sponsor, including those that operate only the SFSP.
Althoughpermanent agreements are permittethenSFSPIt is important to
understand that describing the agreemsenta@iper manent 06 i s s ol
communicatehat the agreemehis no predetermined expiration déiaeder

certain circumstances, these agreements may still be cancelled,remday

does this feature of the agreement create contractual obligations beysad tho
described in the SFSP regulations.

This adlitional flexibility provides $ate agenciewith an effective tool to
reduce paperwork at all levadsdreaffirms the commitmerio simplify

program management, while mi&ining the integrity of thempgram(srsp
Policy Memorandum #032007; Permanent Agreements for All Summer Food Service
Program Sponsors, February 23, 2007)

Pre-operational Requirements
Health and Sanitation
When sponsors have chosen their prospective sites, theyatifigthe
health @&partment in writing of all prospective site locations anmdnge for
prompt and regular trash removal.

Pre-Operational Site Visits
Prior to approval, sponsors must visit all new sites and any sites that had
operational problems in the previous yéldrese visits are to determine that
the sites have the facilities to provide meal service for the anticipated
number of children in attendance and the capability to conduct the proposed
meal service. Sponsors should note the date of thegaetional vidito
each site and the name of the person who visited each site. Attad8nent
provides a sample form that can be used to recordpg®eational visit
information. Whera sponsor appliger the SFSPit will have to certify that
all required site visitsdwve been conducted. If sponsors wish, monitors may
complete the required pperational visits. These poperational visits
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must not be confused with required site visits during the first week of
program operationsée Part Il, Chapter 2- Monitoring for a further
discussion of these site visifs
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Chapter 3- Meal Service

In this chapter, you will find information on:

different methods to provide meals

meal pattern requirements for the meals you serve
what to do with leftovers

meal service reqeementsand

food safety rules.

= =4 -8 —a -9

Beforethe State agency approves tlegvam application, a sponsor will have
to indicate the method it will use to provide meals to children. Several factors
such as the cost of food, the number of meals required, theftypeal

service, the number and type of sites, and the facilities available at each site
will influence the sponsor's choice.

Sponsors may choose from several methods of providing mealsmigey
1 prepae and assemble their own meals

1 obtain meals from achool food authorityor

f obtain meals from a food service management company

Sponsor MealPreparation
(7 CFR 225.2 definitions)

Many sponsors choose to prepare their own meals, ywiishdes them with
maximum control over the quality of preparatiored@nding on the facilities
available at its sites, a sponsor may prepare meals at each site location or at a
central kitchen. Preparing meals at the site requires that each site have adequate
kitchen and storage facilities. Sponsors preparing meals atraldatchen

must deciddowto distribute the meals from the central kitchen to the sites,

and safely store them until meal service. Sponsors preparing or assembling
meals either at each site or at a central kitchen receive higher administrative
reimburgment rates.

Purchasing MealsFrom Schools

(7 CFR 225.15(b))

If sponsors choose not puepare meals faites, they magnter into a
noncompetitiveagreement to purchase meals from a school $eodce

facility that does not obtain meals or managemsentices from a food service
management company. Most schools have meal preparation and service
facilities since they serve meals to children during the school year. Also,
experienced school food service personnel are often available for summer jobs.
Spamsors that wish to obtain SFSP mealsrifr@ school should contact thoeal
superintendent of schools, or the principals of localmaiit private schools.

(See Part Il - Food service management companies, for additional

information on soliciting local schools)
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If meals for the summer program will be prepared in schools that participate in
NSLP or SBP, the State agency can permit the service of meals that meet the
requirements of these programs rather than the SFSP meal patterns. If a
sponsor wishesotexercise this option, a request for permission should be
submitted to the State agency along with the application for program
participation.

Such an arrangement will require either a written agreement or a contract
between the sponsor and the schoobffauthority(Attachment 7 in the
Reference Section includes a sample agreement between the school and
sponsor to furnish prepared mehpls.

Purchasing MealsFrom a Food Service Management Company
(7 CFR 22515(m))

In the SFSPthe term "food sercie management companyo me
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 sponsorods f
with the limitations set forth in the program regulationsy@anagement

responsibilities of sponsardhis definition is slightly different than in other

Child Nutrition Programs.

All SFSP sponsors may choose to contract with a food service management
companyor with aschool to obtain their meal&enerally, sponsors manpt

contract with a school using a food service management company. However, it
may be per mi s s Rdaguest foi Pfoposdhwitation éohBido | 6 s
and/or the contract with tifeod service management company included the
provision of SFSP mealBlease contact the State agency with questions.

Consult Part Ill - Food service management companies this guide, for
additional information . Part Ill explains the various requiremts and
procedures that such sponsors must follow when they are contracting with a
food service management company

Commodities
(7 CFR 225.9(b))
Sponsors eligible to receiveSDA Foods donated commaoditi@sinder the
SFSPinclude
1 sponsors preparing mkseonsite or at a central kitchien
1 sponsors purchasing meals from a school food authority that participates in
the NSLP and
1 school food authority sponsors that procure their SFSP meals from the
same food service management company that competitivelydpbtheir
most recent NSLP and/or SBP meals
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Unitized Meals

The State agency will provide information about currently available
commodities to all eligible sponsors.

(7 CFR 225.6(h(3))
Food service managemeargmpaniesand school food authorities mivacting

to prepare SFSP meals must provide unitized meals to the sponsors'’ site(s)
unless the State agency has approved a waiver of the unitized meal
requirement. The unitized meal requirement specifies that the meal
components (except milk or juice) nile packaged, delivered, and served as
a unit. Milk or juice, which may be packaged and provided separately, must
be served with the meal and only such complete meals are reimbursable.

Number and Type of Meals

(7 CFR 225.16(b))

Reqular Open Restricted Open, and Enrolled Sites

Sponsors may serve lunch and either breakfast or a snack. With State agency
approval, sponsors may serve up to two meals or one meal and one snack each
day. Allowable meal combinations include:
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Breakfast only

Lunch only

Lunch and sack
Breakfast and lunch
Breakfast and supper
Snack only

Supper only
Breakfast and snack
Supper and snack
Two snacks

Camps and Migrant Sites

With State agency approvaiamp or migrant siteponsors may serve up to
three meals each day or two meals anel @mack. Allowable meal
combinations include:

T
il
T
T

Breakfast, Lunch, and Supper

Breakfast, Lunch, and Snack

Lunch, Supper, and Snack

Any combination of meals or snacks that is ksg the maximum number
allowed.

Meal Pattern Requirements

(7 CFR 225.16(d)

It is important for the success of 8RSPprogramto serve nutritious meals
that meet meal pattern requirements and that are appetizing to children. Careful
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menu planning is necessary to meet this goal. The meal pattern requirements
assure wetbalanced mals that supply the kinds and amounts of foods that
children require to help meet their nutrient and energy needs. The meal patterns
establish the minimum portions of the various meal components that must be
served to each child in order for the participgtsponsor to receive

reimbursement for each meal

For a breakfast to be a reimbursable meal, it must contain:
1 one serving of milk

1 one serving of a vegetable or fruit or fatkength juice; and
1 one serving of grain or bread.

A meat or meat alternats optional.

For a lunch or supper to be a reimbursable meal, it must contain:
1 one serving of milk;

1 two or more servings of vegetables and/or fruits;

1 one serving of grain or bread; and

1 one serving of meat or meat alternate.

For a snack to be a reimbursalpheal, it must contain two food items. Each
item must be from a different food component. However, juice cannot be
served when milk is served as the only other component.

Please refer tdhe SFSP Meal Pattern Qart, Attachment 4 in the Reference
Sectionof this guide which shows the required food components for each meal
type with the nmimum required serving sizes.

Dietary Substitutions/Modifications

Sponsors are not required to accommodate dietary preferences, but are
encouraged to do so within theigting meal patterns. Howevyeponsors are
required tamake substitutions or modifications to the meal patterns for
participants with disabilities who are unable to consume the regular program
meals when such substitutions are supported by a statemena frecognized
medical authority that includes the required alternate foods [7 CFS
225.16(f)(4); FNS Instruction 783, Rev.2, 1619-94].

Additionally substitutions may be made if individual children are unable,
because of medical or other special dieteeedqnot disabilities) to consume

the foods required by the meal patterns. Such substitutions may only be made
when supported by a statement from a recognized medical authority that
includes recommended alternate foods [7 CFR 225.16(f)(4)].

Schoolgparticipating in SFSP or Seamless Summer have the option to offer a
nondairy milk substitute to a student with a medical or special dietary need

35 Part I Planning the Program
Chapter 3 Meal Sevice



other than a disability. Schools choosing to offer this option must follow a
parent 6s r e q ukesbstitute servédaowis or hen ahild.mSchools

must receive a written request from a medical authority or parent/guardian that
identifies the studedt medical or dietary reason for needing a milk substitute

in order to serve the child that substitufmy reasonable reason for requesting

that a milk substitute be served will be acceptable. Only milk substitutes that
meet USDAOGS nutrient requirements may
reimbursements for these meals. Schools that decide not to ofter mil

substitutions for children with medical or special dietary needs must

communicate this decision to all households.

Meal Pattern Exceptions
SFSP sponsors may be appraovedcertain caseso serve mealthat meet the
meal pattern requemerts d other Child Nutrition lPograms

Infant Meals (7 CFR 225.16(f)(2))

Because an infant 0s babedonandividpad ar di et ar
developmenand may be more complicated than those for toddlers and older
children, sponsors must receive prior appitdvom the State agency to serve

meals to infants 1 year of age and younger. All meals served to infants must
comply with infant meal pattern requirements in Section 226.20(b) of the

CACFP regulations. Your State agency can assist you in making suyeuhat

meals comply with these requirements if you serve infants.

Meals for Children Aged 1 to 6 (7 CFR 225.16(f)(2))

SFSP regulations allow for the adjusting of meal portion sizes for younger
children. The sponsor must demonstrate to the State agendycdratontrol
portion sizes and follow the aggpropriate meal pattern requirements for
children in Section 226.20(c) of CACFP regulations.

Meals for Children Aged 12 to 18 (7 CFR 225.16(d))

The meal patterns specify the minimum portion of each foogoasnt for

each meal or snack. Because teenagers have greater food needs, sponsors may
serve adulsize portions to older childreAdult-size portions may be found in
Section 226.20(c) of CACFP regulations. Also, as a reminder, extra food may
always be swed to improve the nutrition of participating children (that is, in

addition to the food necessary to meet the meal pattern requirerremndts)
Memo #399, Issues Related to Meal Service at Sites, December 4,.1998)

Meals Prepared in Schools (7 CFR 2256(f)(1)(i))

Schools participating in NSLP or SBP are accustomed to preparing meals that
meet Federal nutritional requirements. Sponsors serving meals that are
prepared in schools may, with prior State agency approval, use the meal
requirements of those@yrams instead of the SFSP meal patterns. Sections
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210.10 and 210.10(a) of NSLP regulations and Sections 220.8 and 220.8(a) of
SBP regulations describe requirements for school meals.

Offer Versus Serve (7 CFR 225.16(f)(1)(ii))

Using dfer versus serve (@S) meal servicen SFSP can simplify Program
administration for schoedponsored sites while maintaining the nutritional
integrity of the SFSP meal that is served. All sckspmnsored sites, regardless
of the location of the sites, may use OVS in SFSP.

When utilizing the OVS provision in the SFSP, the SFA must comply with the

same rules provided in theS\P regulations. The following rulegpply:

1 Depending on which menu planning system is used during the school year
(NuMenus, Assisted NuMenus, or fobdsed menu systemt)e
appropriateOVS rules musbe followed

1 OVSmaybe implemented for breakfast, lunches, or suppers only (i.e., the
implementation of OVS does not apply to snacksnagsks only contain
two components

1 The school must have utilized @Wuring the school year when serving
the NSLP meals; and

1 The school must offer a complete meal to SFSP participants (i.e., all
required food items/components must be offered and children must not be
urged to decline components).

School sponsors operatibgeakfast programs at school sites that want to
implement OVS must follow SBP meal requirements. Otherwise, the
nutritional content of the breakfast may be compromisesP Policy#7-99:

Meals Prepared in Schools aRdrmissible Use of Offer Vers@&erve December 4, 1998;
Welfare Reform Advisory Mem#3: Changes to SFSP Mandated by the PRWO Act of 1996;
January 27, 1997)
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Leftover Meals or Components

(7 CFR 225.15(b))
All sponsors must plan, prepace order meals with the objectivoé
providingone meal per childt each meal service, and must ensure that entire
meals and food components are not often left over and unuSabolesors
shouldminimize the amount of waste and unusable leftovers. Some
suggestions for avoiding loss or at least regigithe amount of loss are
discussed below:

1 Sponsors should be monitoring site reports on the number of attending
children and the number of delivered meals to reduce waste and cost
1 A limited number of second measrved as a unitan be claimed for
reimbursement, as long as the total number of second meals does not
exceed 2 percent of first meals served by the sppfsall sites during
the claimingperiod.

9 Extra meals can be transferred, if allowed by the local health code, from a
site with too manynealsto a site with a shortage, keeping in mind that
mealss n excess of the receiving siteods
reimbursable.

1 Sponsors mayasignate disharing tabléor stations where children may
return whole items that they choose not tf peovided that this is in
compliance with local and State health and safety codes. These items are
then available to other children who may want additional helpings. This
practice may be facilitated by serving meal components so that they can be
easilyfirecycledo For example, if sandwich halves are wrapped
separately, a child can return an uneaten half to the sharing &iblese
check with your local health department or food service codes regarding
Asharing tabl es. o

1 Where equipment is available, cplate meals and nonperishable
components that remain on a sharing table can be stored under
refrigeration for subsequent service. Please note that all recycled food
items must be stored in accordance with local health codes, and must be
documented.

1 The fom of the food should be suitable to the age of the children so that it
canbe easily consumed within the meal service period. For example, if
fruit is cut into smaller pieces, it is easier for young children to eat.

Keep in mind that the safety of thett®fer meals must be maintained. Meals
or components that are transported or
with all local health and safety standards.

Despite diligent efforts to prepare or order the appropriate number of meals,
adjust portion sizg encourage consumption of all meal components, and
refrigerate leftovers for later servicstes still may have leftover meals or

food items In these casestlwer options for avoiding waste and disposing of
leftovers should be explored. If health andd service codes permit, such
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options could include donations to homeless sheheos, pantries, or other
types of facilities that serve meals or distribute food to needy persons.
Donated meals cannot be clainfedreimbursement.

Requirementsfor Meal Service

(7 CFR 225.6(e), 225.15(b), and 225.16)
In addition to serving meals that meet meal pattern requirenspoissors
must comply with the following rules when serving meals at each of their
sites:

‘IT
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Serve he same meal to all childrefhis meansll children receive a meal
meeting the meal pattern requirensgmiot that all meals must be identical
in every componen{Children with disabilities must be accommodated

and therefore may not receive the same meal. See Dietary
Substitutions/Modificatios section on page 35 for additional

information)

Except where permitted by the State agency, ensure that children eat all
mealsonsite Your State agency may allow items from the fruit/'vegetable
component of the meal pattern to be takersd#. Sponsorshould check
with State agency staff before allowing any fruits or vegetables to be taken
off-site. If the State agency permits this practice, sponsors may allow this
option for sites. However, sponsors should altbis only at sites where
there is enoug staff to monitor this practic&ite personnel must

supervise all children on the site while they are eating nerRd® #39;
Issues Related to Meal Service at Sites, December 4,.1995)

Ensure that all children in attendance at the site receigenebbefore

any child is served a complete second meal, or any adult meals are served.
Adhere to local health and sanitation regulations.

Make adequate arrangements for food service during inclement weather if
meals are usually served at an outdoor site.

Sene meals during the times of meal service submitted on the Site
Information Sheet and approved by the State agency. The State agency
must approve any changes in meal service times.

Supper Meal Service Exceptions
State agencies have been permitted to agp8RSP sponsors to serve suppers
in place of lunches inertain circumstancescluding where:

T
T

an area is eligibléor the progranbut sites, meal preparation facilities, or
staff are not available for a lunch meal service; or

an organization has develapkateafternoon or evening programs for
children in lowincome areas to keep them occuprethe summer
months,but do not have sufficient resources to provadidren with
meals.

Therefore, State agencies may apgravsponsor to servesapper in face of
a lunch when it is feasible and appropri&®cept for campand migrant
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sites,sponsors araot allowed to serve a supper and a lunch at the same site
(SFSPPolicy # 1599; SupperMeal Service; February 2999)

Serving Meals Family Style

Sening family style meals can help children develop good eating habits
through the personal example provided by supervising adults. A family style
meal service can work well at camp sites if adults are available to assist
children during the meal and if stafihd children are together for an extended
period of time to provide a relaxed, stable environment conducive for teaching
good eating habits. Family style service should not be used at other types of
sites.

If a family style service is allowed by Statgencies at camp sites, sponsors
shouldensurehat:
1 enough food is placed on each table to provide minimum portions of all
required meal components
1 some amount of each required comporiept| aced on each chi
and the minimum amount required thye meal patteris offered and
1 daff actively encourage children to accept the full portion during the meal.

For more information on family style serviamnsult FNS Instruction 783,
Rev. 1, Family Style Meal Service in the Summer Food Service &rogr

Field Trips in the SFSP
Sponsors are required to notify, aslstainapproval from, the State agency for
all field trips that affect the time or location of meal service. Sporassos
should notify thdood servicevendor in advance of any trips,applicable. It
may be helpful fosponsors to provide a calesadof scheduled trips with the

programapplication iftrips are scheduled in advan@Esp Policy; Field Trips in
SFSP; February 3, 2003)

Further, ponsors mustotify the State agency of ashpanges (additions

and/or cancellations) to scheduled field tripshe State agency is not
notified prior to the field trip, mea
s i t emayribd reimburse®ponsoralsomust carefully ensure the

safety ad quality of the meals by using adequate storage equipment to

transport them.

Time Restrictions
(7 CFR 225.16(c))
In addition to making sure that meals served meet the meal pattern
requirements, sponsors should be aware of time restrictions for maeése
A sponsor must ensure that:
1 threehours elapse between theginningof one approved meal service
(including snacks) and theeginningof another
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i four hours elapse between lunch and supper when a migrant or day camp
site serves lunch and supperth no afternoon snack between the two
meals

1 supper begins before 7:00 p.m. (unless the State agency grants a waiver)
and, inall cases, ersby 8:00 p.m.

1 the serving periagifor lunch and suppeto not exceed 2 hourand

1 the serving pericglfor breakést and snacks dwt exceed 1 hour.

Note: These time restrictions do not apply to residential carrjusvever,
residential camps must ensure that the service period of the different meals
does not coincide or overlap [7 CFR 225.16(b)(1)]

There are noegulations restricting meal service on weekentserefore,
sponsorare allowed tservemeals through SFSP on the weekewith State
approval

In addition, all sites participating in tipeogram mustrrange for delivery if
the meals are not preal at the site and arrange for storing the meals
according to standards prescribed by local health authorities until mealtime. If
the meals are not prepared onsite, the State agency will not approve meal
service at that site unless either:
1 meals can bdelivered no more than 1 hobeforethe beginning of the

meal servicgor
1 proper facilities exist onsite for storing the food.

Note: If any of these time restricins present a barrier to participation in SFSP, please

contact the State agency to determine whether an exception request to the general rul
appropriate. The State agency must always ensure that food safety and oversight are 3
(SFSP Policy: Fleikility of Time Restrictions on Meal Service, January 29, 2002
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Keep These Food Safety Rules in Mind

Bacteria can grow rapidly between 40°F and 140°F, which includes room teunpeTdtis is known
as thedangerzone

Avoid holding foods in this temperatudangerzone Do not hold a food in the temperatutanger
zonefor longer thartwo hours. After two hours discard the food.

Keep meals and milk not being served at the tintbérrefrigerator ocooler at a temperature of 40
or below.Hot meals should be in a warming unit or insulated dtcx holding temperature of 140or
more.

Remember that you cannot determine food safety by sight, taste, odor, otfgimeié isany doubt,
throw the food away.

Train food service employees on safe food handling, on the safe use of all types of equipment
personal hygiene.

Keep a fire extinguisher and firatd kit handy and instruct all personnel in their use.

The four ore messages of Clean, Separate, Cook and Chill will help you keep your food safe to eat.
CLEAN

T
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Wash hands frequently and properly, for at least 20 seconds with sohptarader. Use aeparate
handwashsink, not sinks used for food preparation or diabling. Always wash hands after
touching hair or face.

Use disposable towels when drying hands. Discard disposable towels after each use.

Cough or sneeze into disposable tissues ONLY, and wash hands afterwards. If you sneeze o
food production aas, discard the food and clean and sanitize the food production area.
Persons with colds, or other communicable diseases shoulg: permitted to work in food
preparation areas.

All superficial cuts should be covered with a bandage and a disposawée gl

Any person with an infected cut or skin infection shaudtlbe permitted to work with food.

Use disposable gloves properly. Wash hands before putting on gloves, avoid touching skin, ¢
refrigerator, freezer, oven dograoney,or any unclean staces. Throw the gloves away after usin
or touching anything other than food.

Follow instructions exactly on how to use and clean kitchen equipment.

Keep all equipment such as cutting boards, can openers, grinders, slicers, and work surfaces
sanitized. Sanitize equipment and work surfaces between use with raw and cooked foods. Ch
local health department codes for a list of sanitizing agents.

Use plastic cutting boards. Purchase adequate number of cutting boards to prevent crossation
during food production.

Empty garbage cans dailhey should be kept tightly covered and thoroughly cleddse .plastic or
paper liners.
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Keep These Food Safety Rules in Mind

SEPARATE
1 Avoid crosscontamination.
1 Use appropriate utensils to piak and handle food.
1 Never touch readjo-eat foods with your bare hands.
1 If using hands, wear disposable plastic gloves and do not touch anything unclean with the glo
Throw the gloves away after using or touching anything other than food.
1 Prepare sadwiches and salads with a minimum amount of handling.
1 As afood safety precaution, you may want to use two sets of cutting boards: one for meats, a
for vegetables and fruittlsingdifferent colors will help to keep them straight.
1 Prevent juices dm raw meat, poultry, or seafood from dripping on retdgat foods, such as sala
greens, either in the refrigerator or during preparation.
Store readyto-eat foodsaboveraw uncooked foods.
COOK
1 Be sure thermometers are available and use them pyroPafibrate thermometers on a regular ba
1 Use a meat thermometer@énsurehat meat and poultry are cooked all the way through.
1 Cook foods to minimmrequired internal temperatures for safety.

Minimum Internal Temperatures for Safety
(based on th@005 FDA FoodCode

165'F for 15 seconds | Poultry, stuffing, stuffed fish, pork or beef; pasta stuffed with eggs
pork, casseroles, reheating leftovers.

155 F for 15 seconds Ground meats, beef, lamb, veal, pork, pasteurized eggs held on s
table, cioed or Salisbury steaks, fish nuggets or sticks

145'F for 15 seconds | Seafood, beef, pork, veal steaks, & roasts (medium rare), eggs cc
to order and served immediately.

140 F for 15 seconds | Fresh, frozen, or canned fruits and vegetables thatoamg tp be held
on a steam table or in a hot box.

1 DO NOT partially cook foods. Partial cooking may encourage bacteria to grow before cooking
completed.

1 If the serving of a hot food must be delayed, keep it at a holding temperature of 140°F or abov

CHILL

1 Keep cold foods COLD! (Refrigerate or chill food at 40 °F or below)

1 Keep frozen food in a freezer at O °F or lower.

1 Cool hot food from 14T to 70F withintwo hours. If during the cooling process food temperatur
do not reach 7 immediate actiors required or food must be discarded. Cool foods froti 70
40°F or below withinfour hours. DO NOT ALLOW ANY FOODS TO COOL AT ROOM
TEMPERATURE.

1 Refrigerate or freeze properly cooled leftovers in covdmatinch shallow containers.

9 Divide large contaiers of soups, sauces, or vegetables so that the smaller portions will cool m
quickly. Stirring throughout the chilling process will shorten the total cooling time. An ice padd|
ice bath will also help to rapidly cool foods.

1 Leave airspace aroundrttainers or packages to allow circulation of cold air so that rapid coolin
ensured.

1 Once cooled, tightly cover and date leftovers.

i DO NOT THAW FOODS AT ROOM TEMPERATURE haw poultry and meat in a refrigerator a

not on counterRefreeze only if icerystals are still present.
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Staff Duties

Chapter 4 - Staffing

In this chapter, you will find information on:
1 determining the staff members needed to effectinamtheprogram; and
T staff membersd responsibilities.

The size and type of a sponsor's SFSP will ceataény of the sponsor's
staffing needs. Depending on a sponsor's program, many positions will
require only partime employment, particularly in the planning and closé
phases. The need for reckegping personnel varies according to the size of
the prgram. To meet program monitoring requirements, USDA recommends
no less thammne monitor for every 15 to 20 sites in urban areas. The number
of monitors necessary for rural sites may increase depending upon the
geographic area to be covered. dAlgariedopening and closing dates of
individual site operations affect staffing needs. In every case, however, the
sponsor must provide adequate personnel for overall program management
and monitoring.

The following are examples of duties and regplitities by positionSmall
programamaynot need a different person for thiaff positionglescribed.
Sponsors needing more specific staffing guidance should cavigulihe
State agency.

Director's Responsibilities

Attend State agency training

Provde overall management and supervise the SFSP

Select sites

Submit applications/agreements to State agency
Correspond with State agency

Coordinate with other agencies and conduct outreach efforts
Hire, train, and supervise staff

Arrange for food preparatioor delivery

Ensure that all monitoring requirements are met

Adjust meal orders

Submit reimbursement vouchers

Ensure civil rights compliance

Handle all agreements and contracts, bidding, and negotiations with
vendors for purchased meals
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Assistant Director's Responsibilities

= =8 =4 =4 -8 -4

Provide initial and ongoing training for sponsor and site personnel
Design forms for recoikgeping purposes

Maintain liaison with vendor to adjust meal delivery

Check reimbursement vouchers

Maintain time and attendance recordstaffs

Maintain records on number of meals served

Area Supervisor's Responsibilities

= =4 =8 =8 =8 -4 -4
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Schedule monitors' visits

Check monitors' reports

Prepare weekly summaries of monitoring efforts

Provide ongoing training for monitors

Visit sites with monitors

Determineneed for and following through on corrective action
Review the meal counts submitted by sites for unusual meal count
patterns, e.g., first meals always or usually equals meals delivered
Overseeseveral monitors

Report site problems to tHairector or Assstant Director

Bookkeeper's Responsibilities

T

)l
T
)l

Maintain records on the following:
o Daily site reports, invoices, and bills
o Food costs
0 Labor costs
o Administrative costs
o Other costs
o Program income
Prepare reimbursement vouchers
Prepare payroll
Purchase oftie supplies

Monitor's Responsibilities

= =4 =4 =4
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Check onsite operations to ensure that site personnel maintain records
Ensure the program operates in accordance with the requirements

Visit all siteswithin the first week of food service operations

Review food seree operations of all g&s within the first four weeks of
operation

Prepare reports of visits and reviews

Report unresolved or critical issues to the director

Revisit sites as necessary

Suggest corrective actions for problems encountered

Ensure that sitetake corrective actions

Conduct onsite training as necessary
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The monitor visits sites on a regulzasis and observes meal service
operations. At a minimum, one monitor is needed for every 15 to 20 sites.
See Part Il, Chapter 2-- Monitoring of this guide, for more details

Monitors are critical to the successful operation of your SFSP $heg.are
thei e y e s ,apravidirg satuable feedback about how the sites are
operating by visiting sites on a regular basis and observing meal services.

Site Supervisor's Responsibilities

Serve meals

Clean up after meals

Ensure safe and sanitary conditions at the site

Ensure the safety of food, and comply with local health and safety
standards

Receive and account for delivered meals

Ensure that children eall meals onsite

Plan and organize daily site activities

Implement alternate food service arrangements during inclement weather
Take accurate meal counts at point of serfucgess an alternate system
that provides an accurate count has been approveState agency)

=A =4 = =4
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Chapter 5- Application

In this chapter, you will find specifics on:

applying to become a SFSponsor

how applications are approved

what to check for on the program agreement before signing
what happens if an applicatiemdenied

what a sponsor may appgahd

a planning checklist.

= =4 =4 =4 -8 -4

Potential sponsors must submit an application to the State agency
before the agency's deadline date. Applicants should be certain that
they have filled out the application completely and thay have
forwarded all of the necessary supporting documentation to the State
agency. Incomplete applications will cause a delahéapproval of

the sponsor.

Requirements

(7 CFR 225.6(c))
State agenciemayexempt standard application proceduastfiose
sponsors that want to provide program benefits in times of
emergencies (i.e., unanticipated school closures from October through
April or at any time during the year for an area with a continuous
school calendar). These sponsors may be exemmedfifing an
application if they have participated in the SFSP in the current year or
in either of the two previous calendar years.

State agencieglso mayvary application requirements based on their
assessment of sponsor si@ngtheper i ence o
program. For new sponsors or those sponsors that have had
operational problems, a State agency will require more detailed
information on the site information sheets. For other sponsors that the
State agency considers to be experienced in opgridité program,

less information may be geired. Since this regulatory provisien
optional, not all State agencies adopt this variation in application
processing. (See Attachment 8, which shows how the regulatory
requirements for site information shediffer between new and
experienced sponsors/sites.)

A list of application requirements cannot beiafllusive, since
variations occur with each State agency and with the nature of
different food services. However, the following list indicates the basic
application requirements that sponsors must satisfy
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