Welcome
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Purpose of the Program: The Summer Food Service Program (SFSP or Summer BreakSpot)
was established to ensure that low income children, 18 years of age and younger, continue
to receive nutritious meals when school is not in session, primarily in the summer months.
The meals are provided by way of the sponsor to the site(s).

Who Administers the Program: This program is administered by the United States
Department of Agriculture’s Food and Nutrition Services at the national level and
the Florida Department of Agriculture and Consumer Services, Division of Food,
Nutrition and Wellness (FNW) at the state level.
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• Training is very important to ensure a successful program. In this training, we
hope to convey open lines of communication between us, the sponsor, and you,
the sites, the importance of accurate record keeping, and accountability for
required job duties.
• Who must be trained?: All site supervisors and alternate contacts must be
trained prior to program operations; also, anyone that will have supervisory
responsibilities at the site should be trained.
• Sign‐In Sheets: Attestation sheets posted in the previous email, serve as
documentation of timely trainings. Training records are maintained at the
sponsor level. If your site experiences staff turnover or you hire new personnel,
be sure to share this PowerPoint and request they submit the Attestation Form
as well.
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Sites are physical locations at which a sponsor provides a food service for children
and at which children consume meals in a supervised setting.
Three common site types are Open Sites, Open Restricted Sites, and Closed Sites.
Open Sites are located in an area where 50% or more of the children residing in the
area are eligible for free/reduced‐price school meals and meals are made available
to all children on a first‐come, first‐serve basis.
Open Restricted Sites are located in an area where 50% or more of the children
residing in the area are eligible for free/reduced‐price school meals and meals are
made available to all children on a first‐come, first‐serve basis but feedings are
limited by the site’s attendance for reasons of space, security, safety, or control.
Please note for sites listed with an “open restricted” status, an explanation as to
why must be provided to your sponsor.
Closed Enrolled Sites are located in a area where 50% or more of the children
residing in the area are eligible for free/reduced‐price school meals or where
household applications are required and the locations are only open to an identified
group of children.
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The Site Supervisor responsibilities are as follows:
Complete sponsor training
Ensure civil rights is properly implemented
Stay at the site for the entire meal service
Inform sponsor of field trips
Communicate with sponsor on meal service times and changes
Serve meals
Clean up after meals and implement trash removal requirements
Ensure safe and sanitary conditions at the site
Ensure food safety and comply with local health and safety standards
Receive and account for delivered meals
Ensure that children eat meals on site (N/A under Grab and Go meal service)
Plan daily site activities and nutrition education to keep children interested (N/A under
Grab and Go meal service)
• Implement alternate food service arrangements during inclement weather
• Accurate meal counts at point of service
•
•
•
•
•
•
•
•
•
•
•
•

Site Supervisors are overseen by Monitors.
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Understanding the meal pattern and requirements for each meal is crucial to the operation
of the site. Only complete meals may be claimed for reimbursement and recorded on the
daily meal count sheet. Let’s look at what is required for each meal service:
Breakfast is a three component meal made up of grains and breads, vegetables and/or
fruits (including juice), and milk. Sponsors can choose to add a fourth component, the
meat or meat alternate component; but, this is optional. The required portion size for
grains and bread is 1 serving; for vegetables and/or fruit it is one‐half cup, and for milk the
required portion is 8 ounces.
Lunch and Supper meals are made up of four components, however five items are
required. They are meat or meat alternate, two vegetables and or fruits (including Juice)
components, grains and bread, and milk. The required portion size for the meat or meat
alternate component is 2 ounce equivalents, two different servings of vegetables or fruits
must be offered to equal a minimum of a three‐quarter cup, one serving of grains and
bread must be offered, and milk should be 8 ounces.
Snack is a two component meal and must be made from two of the four components. The
required portion size for meat or meat alternate is 1 ounce equivalent, for vegetables
and/or fruits it’s a three‐quarter cup, the grain and bread requirement is 1 serving and the
milk requirement is 8 ounces. Milk and juice cannot be served together as a snack.
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Once we have established meal serving times, your site will be added to the delivery
schedule. Please keep the following points in mind when establishing your meal times:
• We will schedule delivery as close to the meal service period as possible.
• Upon delivery, check the temperatures of both frozen and refrigerated foods
before accepting.
• Conduct random sampling of food packages and containers to check for possible
contamination, damaged or unacceptable food items.
• Spot check and reject products when packaging or containers appear to be
damaged, broken, crushed, bulging or leaking.
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• Only two meals, or one meal and one snack can be served at each site; the only
combination that is not allowed is lunch and supper.
• Meals must meet the required meal pattern; if your meals are delivered and do not
meet the minimum requirements, please contact your sponsor monitor immediately.
• Meals must be served during the designated times submitted to the state agency. If
your meal service times need to be updated, please contact FLIPANY so that we can
make the required changes online and with the vendor. All changes must be approved
by the State Agency before the site can implement them.
• Meals must be checked off at the Point of Service; we will discuss the topic in detail later
in the presentation and go over the meal count sheet that we will utilize.
Meal Service Adjustments
• If your site is serving less meals than are being delivered, you will need to contact your
sponsor monitor and notify them of a decrease in attendance.
• If you find that you are experiencing higher attendance than the number of meals being
delivered or prepared, you also need to contact your sponsor monitor as you are not
allowed to serve more than what we have been approved for with the State Agency.
• In addition, at the sponsor level, we will review your meal count sheets and make
adjustments as needed. These changes must be reported as soon as possible to your
sponsor monitor so that we can in turn notify the State Agency and the vendor.
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As a site supervisor, your dedication to your job will have a major impact on the success or
failure of this program. For example, because our reimbursement is based on the daily
records you keep of the meals prepared or delivered and served, how well you keep those
records will directly affect our Summer BreakSpot program.
Sites must be able to access at least 5 operating days of all the documents we will discuss
today.
Collection of daily forms:
• All documents will be collected in a manner that will allow five previous days to
be maintained on site. *****Monitor from Sponsor’s office will be requesting to
see your records during each visit. He/She will also be collecting last month’s
paperwork no later than the 5th of each month, including Meal Tracking Records
for each meal type, and all delivery slips for the previous month*****
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Meals delivered from a vendor should be counted and checked for good program
management. It is important to check food on delivery for proper temperatures. Make sure
thermometers are available to check the temperature. Sign only for the number of
acceptable meals delivered and write the time of delivery on the receipt. If everything has
been delivered correctly, sign the receipt. If the delivery is NOT correct, do NOT sign the
receipt without clearly writing on the receipt the problems with your site's delivery. You
should immediately notify your us of the problems you had that day.
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The Meal Tracking Sheet must be completed daily for each meal served within one hour of
completion of each service. Each meal type is recorded on a separate Sheet.
Complete the Sponsor specific information at the top.
Record the DATE of meal service next to the corresponding day.
Record the number of MEALS DELIVERED for the current day of meal service. Refer to the caterer’s
delivery slip. (Column A)
Record the number of meals (if any) that were LEFTOVER FROM THE PREVIOUS DAY that were
available to serve. Always record zero (0) for hot lunches. (Column B)
Record the total number of meals available for that day, by adding column A and B. (Column C)
Use a Tally Clicker to actively count FIRST MEALS served as you hand each child all components of
the meal simultaneously. Click as each child receives a complete meal. Record the number of FIRST
meals served to children, as 1 per child. (Column D)
Record the number of SECOND meals served to children (if any), up to 2% of that day’s delivered
amount and no more than 5 second meals total. Second meals are only allowed once all children
have received a first meal. (Column E)
Record the number of DISALLOWED meals, which were damaged, incomplete or non‐reimbursable
and were thus not able to be served. (Column F)
Record the number of meals that are LEFTOVER from today’s meal service that you plan to serve
the next day. (Column G)
The Site Supervisor must sign and date the bottom of this form.

13

Non‐profit locations must provide copy of IRS issued 501c3 tax exempt letter to sponsor office.
State agencies may approve meal service sites that are not identified as non‐profit locations if the
sites:
• Are operated under the sponsorship of an eligible public or private non‐
profit service institution
• Operate as open sites or restricted open sites
• Are located in an area in which at least 50 percent of the children are
from households that are eligible for free or reduced‐priced school meals
• Make meals available to all children in the area and serve meals to
children on a first come, first served basis
• Serve all meals at no charge.
Enrolled for‐profit sites and for‐profit camps are not eligible to participate. If approved to operate
the meal service at a for‐profit site, a sponsor must maintain operational control over the meal
service at the site and must ensure that no SFSP funds are provided to the site. The site operators
may not prepare the meals, and funds may not be provided, given or otherwise paid to the site to
employ site staff. Only the sponsor’s trained staff and volunteers and sponsor‐trained site staff
serving as volunteers are permitted to distribute the meals.
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Single Point of Service
• Utilizing a clicker or tally sheet, as the kids pass through the point of service, and you
have verified that the meal contains all required components, you will cross one number
off the meal count sheet and so on until the meal service is complete. If you serve a
second meal to a child, please mark it in the second meals served section, not in the first
meals; marking meals incorrectly can lead to a discontinuation of services at your site.
You may not serve any second meals until every child has received a first meal. After the
meal service has concluded, complete the remaining portion of the form, including the
signature of the site supervisor during the meal service. Remember, the site supervisor
that signs the form must have attended this sponsor training.
Multiple Points of Service (N/A for Grab and Go meal distribution)
• When utilizing multiple points of service, meaning the children may eat at the same
time but at a different location on site (i.e. one in the cafeteria and another group in the
classroom), each place where the meals are being served will utilize the meal count
sheet just discussed and will still ensure that each child passes through the point of
service and that their meal contains all components prior to marking them off on the
meal count sheet. At the end of the meal service, the meal count sheets will be
gathered and the total meal counts for each location will be input on the front page.
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Let’s look at a detailed depiction of an accurate point of service:
• The children walk in, or drive through with their families
• They get their meal
• The meal is marked off on the meal count sheet by the site supervisor or other trained
site personnel, also making sure that all components were received prior to marking off
the meal; remember if all components are not received, the child must go back through
the line and get the required components and pass through the point‐of‐service again
before the meal can be marked as served.
• The child takes a seat and consumes the entire meal on‐site, with the exception of a
single fruit/vegetable/grain component that can be taken off‐site and consumed at a
later time. (N/A for Grab and Go meal distribution)
So in essence, the point of service is the point where meals are verified as having all
required components and marked off on the meal count sheet. If a child is missing an item,
they should be sent back to get that item and then return to the point of service before the
meal is marked off on the meal count sheet.
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Sponsors assign sites to monitors and monitors check on site operations to ensure the
Program functions in accordance with the requirements.
Within the first week of operations the monitors will conduct unannounced Site Visits. At
this visit the monitor will correct deficiencies and perform necessary training on‐site.
Within the first 4 weeks the monitor will conduct unannounced Site Reviews. After the
review the monitor will prepare feedback to report to the sponsor and suggest corrective
action if needed.
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We will be conducting pre‐operational visits for new sites and those that experienced
operational problems the previous year before your site operates the summer program.
These visits are required to determine that your site has the facilities to provide meal
service for the anticipated number of children in attendance and the capability to conduct
the proposed meal service. You can see the form we will be using on the screen.
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Conducting site visits during the first week of operation for all new sites and any
problematic sites from the previous years is one of the responsibilities for a sponsor
monitor. Here are the items that the monitor will be observing on site visits:
• The number of children in attendance
• Are meals being counted appropriately?
• Is the area safe and adequate for storage and serving?
• Are meals being marked off as they pass through the point of service and the
way that the site was trained on?
• Are meals being served during the allowed and approved serving times?
• Is all documentation up to date and on site as required by the State Agency?
If any corrective action is required, it will be discussed on site between the monitor and the
trained site supervisor; both will sign the form.
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Here is what the monitor will use to evaluate the site’s operation on a site review. The
notes taken will be used to prepare feedback for the sponsor.
Lets look at the form so that you are aware for what each site is accountable for:
1. The Sponsor Name, Number, Site Name, and Number should be correct.
2. Site address, city, state, and zip code should match what’s in FANS.
3. Sponsor Email, Site Email, and Date should be accurate.
4. Arrival Time should be set so that the monitor is able to observe proper food
preparation for self prep meal types or procedures for receiving meals from venders or
central kitchens.
5. Departure Time will be after the meal service to include observation of clean up, trash
removal requirements, policy for leftover meals, filing of daily records.
6. Approved Site Supervisor and Alternate that are listed in FANS.
7. The General Information will be completed accordingly.
8. Meal Delivery and Meal Service Observation: Serving times that the sponsor has in
FANS will be compared to the actual time that the meal service operates. The Max will
be +20% of the projected number of kids thought to be served.
9. The menu will be compared to the meal being served. The meal being served must
contain the correct components and portions to be reimbursable.
10. Vended or Central Kitchen meals may not be delivered more that one hour prior to
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11.
12.
13.
14.

15.
16.
17.
18.
19.
20.
21.
22.

service if temperature holding equipment is not being used at the site.
Meals can only be counted as reimbursable when marked off at the Point of Service.
The number of meals counted at the Point of Service will be compared to meals counted
by the monitor.
The monitor will list if any meals are disallowed and why.
The monitor will request the last five meal counts and delivery receipts to complete the
Number of 1st Meals Served. This is why a copies of meal counts and delivery receipts
must be kept at the site.
Also, the monitor is able to calculate the ADA and adjustments that may be needed from
the meal counts.
Accurate record keeping will result in your sponsor’s accurate reimbursement.
Site Supervisor or Alternate must be approved and on site during the entire meal service.
Site Supervisor or Alternate must be trained.
Health and sanitation requirements must be fulfilled.
“And Justice For All” poster must be visible at the meal service and the Civil Rights will be
completed by the monitor accordingly.
Feedback is prepared.
The monitor and site supervisor will sign and date.
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Your monitor will discuss any findings with you after each site visit or review and will
request the appropriate corrective action. Your monitor will be scheduling a follow‐up visit
to ensure that any corrective actions have been taken to improve site operations.
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Your site can also expect to receive other unannounced visit from the Florida Department
of Health and a food safety inspector.
The food safety inspector will perform inspections to ensure sites are within sanitary
guidelines. Things that they will look at include but are not limited to the following:
• Food protection – whether you are maintaining temperatures of your hot and cold food
items
• Waste disposal – whether you have a clean site where garbage cans have lids and
garbage is disposed of daily
The Florida Department of Agriculture and Consumer Services also has monitors that will
make unannounced visits to your site. They will arrive prior to meal delivery/service and
will stay through the entire meal service and review all documentation on site.
USDA at both the national level and regional level may make unannounced visits to your
sites as well.
Please be prepared for these visits and report them to your sponsor monitor as soon as
possible.
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Now we will talk about food safety in the SFSP.
As a Summer Food Service Program site supervisor, you work very hard to
serve healthy, nutritious meals to children when school is not in session.
Food safety is a priority when serving these children. Thousands of children
participate in summer programs around the state every year in schools,
parks, community centers and at camps.
The safety of the food you serve should be your top priority. As much as you
want foods served through the program to contribute to their well-being; you
also don’t want them to cause harm.
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(click) Foodborne Illnesses with nasty bacteria can creep in very slowly. It
doesn’t matter if the food is hot or cold, the potential is there for food safety
incidents. If you are not careful, bacteria will grow without your permission,
which could cause someone to get sick. When these incidents happen, there
can be serious consequences, and severe illnesses can even cause death.
Even with all of the training and awareness available to us, these things still
happen all the time.
(click) And think of the negative publicity that could come out in that event,
which could undermine the confidence of parents, children, and the
community at large. All of which could jeopardize the future of your program.
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Let’s quickly look at some of these nasty bacteria that we don’t want to talk
about.

25

Could this happen in your program? Are you sure your site is operating
safely? Let’s look at one of the most common causes.
(click) Temperatures. Keeping food out of the danger zone is the #1 goal. As
some of you know, the temperature danger zone is above 41 and below 140.
That’s the zone where bacteria multiply at the fastest rate. Keeping cold
foods below 41 and hot foods above 140 is the best way to keep food safe.
(click) So make sure your site has a thermometer. You should always have
thermometers in your refrigerators and even in your hot boxes. But there are
several ways that your food temperatures can be compromised.
(click) As we look at these, think about your site, and if there is a chance it
could apply to you.
(click) Deliveries. What was the temperature when the food was loaded onto
the delivery vehicle? How long is the trip to your site, and how long will food
be inside the vehicle on a hot summer day? Temperatures could be
compromised.
(click) Cambro boxes. These are excellent resources, but if you have them
at your site or in your delivery vehicle, they don’t keep food above 140
forever. Especially if the door is opened frequently. Temperatures could be
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compromised.
(click) Warming units. What temperature is the dial set to? Even if it’s set to
140, it doesn’t mean that your hot food will be actually held at that
temperature.
(click) Refrigerators & Coolers. Again, be sure they are working properly, and
don’t try to cram too much food inside, because they will definitely lose their
efficiency. And be sure to put good-working thermometers inside.
(click) In some cases, you may pour a ton of ice inside a cooler. That is good
for a short while, but please don’t try to keep milk in there overnight. You will
need a refrigerator for that.
(click) Be sure your staff understands what the temperature danger zone is,
and how to keep food safe at all times.
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Time and Temperature is the key.
Again, cold food must be kept at 41 or below. When you are serving cold food, and you are
not able to put it in a refrigerator, just make sure you serve it within the hour or so. If you
are not serving it right away, keeping it in a room with the air conditioner on full blast will not
work. Gotta have a better plan.
Hot food must be held at 140 or above. Again, set your warming unit above 140 for
optimum efficiency, and turn it on an hour before you need it. And similar to what we
already said, if you are not able to put your hot food inside a warming unit, just make sure
you serve it quickly.
We understand that not everyone has this capability, but the only real way to turn chilled
cooked food into hot food is to put it in the oven and heat it to 165. Heating it to 165 or
above will kill most of the bacteria.
The best food safety tip is to monitor the temperatures of your equipment and record it on a
log sheet. This proves that you understand food safety, and that you are monitoring the
efficiency on a regular basis.
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How about when you get food deliveries?
(click) If your site gets food deliveries, the safest procedure you can follow,
especially because they usually arrive when you’re busy, is to get the
refrigerated foods put away first. After that, concentrate on frozen foods, and
then the dry storage. This system is the safest.
(click) If your site receives food from a vendor or a main kitchen, you should
be recording temperatures on the delivery slip. This is one of the things the
state will look for. The temperature should be recorded when it leaves the
production kitchen, and checked again when it’s delivered. If you ever did
encounter a foodborne illness issue, accurate temperature recording will help
back you up.
(click) Your site should have a probe thermometer like this so that they can
check for themselves any potentially hazardous items.
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Let’s talk about another common cause of foodborne illness.
(click) That’s right, many times food can get contaminated by not washing
your hands often enough. So now let’s learn how to wash our hands.
(click) To be most effective and to kill most of the germs, make sure you wet
them and lather them sufficiently. But before you rinse, sing happy birthday,
to yourself or out loud. That will take about 20 seconds. Then you can rinse
and dry with a paper towel.
(click) Remember, when you are working in food service, there’s no such
thing as washing your hands too often And always wash before working with
food, before putting on food service gloves, and before handling clean
serving ware.
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And even more importantly, always wash your hands after….
(click)Using the toilet
(click) Sneezing or coughing.
(click) Touching your hair or face (which you shouldn’t do anyway).
(click) After you have something to eat or drink, or after chewing gum
(which you shouldn’t be doing either).
(click) After cleaning up the mess you just made.
(click) After handling dirty serving ware.
(click) After taking out the trash.
(click) After using your cell phone.
And some people still don’t know that if you use your cell phone with
your gloves on, that is not a safe practice.
If you have new staff on board, or if they are not accustomed to working
around food, please be sure you train them on these basics.
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Here are some common hygiene issues that are often overlooked.
(click) Your clothes should be clean, and sleeveless shirts are not permitted when
working in foodservice.
(click) You should wear shoes that are safe, with socks, and closed toed – no
sandals.
(click) If you are working around open, unpackaged food, you should always wear
hair restraints.
(click) Nail polish should not be worn, or false nails.
(click) Jewelry should be modest.
(click) If you have a cut or abrasion, be sure to put on a bandage.
(click) Beyond that, make sure your sites are aware of the local health department
guidance. Some sponsors operate in different counties, and it could vary a little.
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(click) You can expect the health department to visit at least once during the
summer.
(click) Their purpose, as always, is to ensure safe food practices are being
conducted in your sites. They will be checking food temperatures, observing
if food has been out of holding long enough to allow it to get into the
temperature danger zone, and looking at food storage practices. If you follow
the guidance that we are discussing here, you should have no problems.
(click) Another thing that we are doing today, is providing you with some food
safety resources to help guide you along the way.
(click) Our goal is your goal – to prevent foodborne illness from affecting your
program.
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Here are some additional resources with good information that you can write down.
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Part of the annual required training is Civil Rights. Anyone that will operate any aspect of
the Summer Feeding Program must be trained on Civil Rights. We will now go over Civil
Rights and it’s importance.
*The civil rights slides are pre‐recorded. Once you switch through the slides, the recording
will start automatically.
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Civil rights protect people from discrimination. Civil rights ensures that each individual has
the same opportunity for equal treatment and that certain groups of people do not take
advantage of others. The term civil rights is often used when referring to rights applied to
minority groups.
The goals of civil rights training in the Summer Food Service Program are to:
Assure equal treatment for all applicants, customers, and employees
Provide information regarding personal rights and responsibilities
Eliminate illegal barriers that could prevent or deter people from receiving the benefits of
the Summer Food Service Program
Assure dignity and respect for everyone involved in the program
The Civil Rights training materials in this offering are derived from the:
United States Department of Agriculture’s Food and Nutrition Service Instruction 113–1
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Discrimination is defined as different treatment which makes a distinction of one
person or a group of persons from others; either intentionally, by neglect, or by the
actions or lack of actions based on one or more of the six protected bases which are:
Race
Color
National Origin
Age
Sex, and
Disability
Sometimes discrimination is very easy to spot. Refusing to serve someone because of their
color or gender is a clear example of discrimination. However, sometimes discrimination is
more difficult to identify, and a person, or group of persons, may not even be aware that
they, or the group, is discriminating against another person or group of persons.
Intentional discrimination is discrimination in which one person (or group of people) is
treated differently because of her/his race, color, national origin, sex, age, or disability.
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Some examples of intentional discrimination are:
Refusing to serve someone based on her/his race
Denying someone with a disability a necessary accommodation
Serving females smaller portions than those that are served to males
Unintentional discrimination refers to situations in which the system, rules, regulations,
policies, or arrangements have not taken into account the needs of a group protected under
the law, or the system has not evolved with our changing society. An example of
unintentional discrimination is:
Restricting services to certain places or times that are not accessible to certain groups of
people
Unlawful discrimination, intentional or unintentional, is strictly prohibited, regardless of
whether a program is fully or partially federally funded.
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To qualify for Federal financial assistance, the program application must be
accompanied by a written assurance that the program or facility will be operated in
compliance with the Civil Rights laws and implementing nondiscrimination
regulations.
A Civil Rights assurance statement must be incorporated in all agreements between
Federal & State agencies, State & SFSP sponsors, and SFSP sponsors & their sub
recipients.
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A sponsor must have a public notification system to operate the Summer Food Service
Program. The purpose of this system is to inform the public of the program benefits and
services, program availability, program rights and responsibilities, eligibility, the policy of
nondiscrimination, and the procedure for filing a complaint.
The basic elements of the Public Notification System are:
• Program availability, Complaint Information, and the Nondiscrimination Statement
Methods of Public Notification must include:

• Program information available to the public upon request;
• Prominently display of the “And Justice for All” poster;
• Inform potentially eligible persons, applicants, participants and grassroots
organizations of programs or changes in programs;
• Convey the message of equal opportunity in all photos and other graphics that
are used to provide program or program‐related information;
• Provide appropriate information in alternative formats for persons with
disabilities and in the appropriate language(s) for LEP persons.
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SFSP Sites must share all information with the public. The information should include the
benefits and services of the Summer Food Service Program, as well as the dates, times, and
locations of the meal services. The information can be communicated via news releases,
radio and television announcements, and letters or bulletins. Please remember that if you
are operating open or open restricted sites, the state will issue a media release on your
behalf, however it is still encouraged to promote your program at the local level in the areas
in which you serve.
Sites must advise participants at the service delivery point of their right to file a complaint,
how to file a complaint, and the complaint procedures. This complaint information is located
on the bottom of the “And Justice for All” poster.
The “And Justice for All” poster must be displayed in a prominent place. These posters are
made available to all sponsors once they are approved to operate the Summer Food Service
Program.
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All informational materials must contain the most current nondiscrimination statement.
The nondiscrimination statement must also be included on any web‐based informational
material. At a minimum, the statement, or a link to it, must be placed on the sponsor’s
main web page, in the section related to food service.
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If the material is too small to permit the full statement to be included, the material
will, at a minimum, include the following statement in print size no smaller than the
text:
“This institution is an equal opportunity provider.”
“Esta institución es un proveedor que ofrece igualdad de oportunidades.” (Spanish)
Other languages are forthcoming.
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Even when providing good conflict resolution tools, there may be times when a customer still feels that
her/his civil rights have been violated. Although your program cannot process a civil rights complaint,
you must be aware of the correct procedure in order to transfer the complaint to the appropriate
agency.
How should a complaint be documented?
Complaints may be made in written or verbal form. When a complaint is received, the sponsor should
collect the following information:
• The complainants contact information (Name, address, and telephone number)
• The site at which the alleged incident or action took place (name and address)
• The nature of the incident or action that led the complainant to feel discrimination had occurred.
• The names, titles, and business addresses of the persons who may have knowledge of the
discriminatory action.
• The date(s) during which the alleged discriminatory actions occurred
• The basis for the alleged discrimination.
How should a complaint be filed?
Food, Nutrition and Wellness has a prototype Complaint of Discrimination form that should be used for
this purpose. An individual has 180 days to file a complaint from the date of the alleged discriminatory
incident or action. The sponsor must notify Florida Department of Agriculture and Consumer Services,
Division of Food, Nutrition and Wellness office immediately. The Civil Rights Coordinator is available by
phone. The U.S. Department of Agriculture will be notified within three days.
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Civil rights training is required for all staff, in all aspects of civil rights compliance, on an
annual basis.
Topics to be covered in the sponsor’s training for staff should include:
Collection and use of data
Effective public notification systems
Compliant procedures
Compliance review techniques
Resolutions of noncompliance
Requirements for reasonable accommodation of persons with disabilities
Requirements for language assistance
Conflict resolution and customer service
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All state and local agencies that receive federal dollars are required to collect race and
ethnic data on potentially eligible populations, applicants, and participants in their
respective service areas. This data is used to determine:
How effectively the program is reaching potentially eligible children
Areas where additional outreach is needed
The selection of locations for compliance reviews and complete reports, as needed
Providing this information will assure that this program is administered in a
nondiscriminatory manner.
What data is collected?
For the purposes of this collection process, the ethnic and racial data is reported in its own
section.
Ethnicity data is collected first, and each person is reported as being in one of the following
two categories:
Hispanic or Latino
Not Hispanic or Latino
Race data is collected next, and each person is reported as being in one or more of the
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following five categories:
American Indian or Alaskan Native
Asian
Black or African‐American
Native Hawaiian or other Pacific Islander
White
Please note that individuals are not required to furnish this information to the sponsor.
Visual observation may be used.
All individuals counted in the ethnicity section must also be counted in the race section.
The totals for the ethnicity section and the race section must either match or the race
section may be higher. The reason the race section may be higher is to account for bi‐ or
multi‐racial individuals.
If a child is considered bi‐ or multi‐racial, they can be counted in all of the appropriate race
categories. For example, a child with a mother from Puerto Rico and an African‐American
father would be counted a Hispanic in the Ethnicity section and as both Caucasian and
African‐American in the Race section.
How is data collected?
Sponsors will use the Civil Rights Module in FANS to report the anticipated population to be
served. Once operating, sponsors are required to collect the same data for each site using
the Sponsor Site Review form. This form should be kept with the sponsors’ records.

44

Sponsors have a responsibility to take steps to ensure meaningful access to their programs and
activities by persons with Limited English Proficiency (LEP)
• LEP describes individuals who do not speak English as their primary language and who have a
limited ability to read, speak, write, or understand English.
Factors to consider in addressing LEP:
• Number or proportion of LEP persons served or encountered in the eligible population.
• Frequency with which LEP individuals come in contact with the program.
• Nature and importance of the program, activity, or service provided by the program.
• Resources available to the recipient and costs.
Please refer to these population data sources (if needed):
Interagency LEP Website – Mapping Tool
• http://www.lep.gov/maps/
US Census Data
• http://www.census.gov/2010census/data/
• https://www.census.gov/hhes/socdemo/language/data/language_map.html
American Community Survey
• http://www.census.gov/acs/
Migration Policy Institute’s National Center on Immigrant Integration Policy
• http://www.migrationpolicy.org/
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The Americans with Disabilities Act –prohibits discrimination based on a disability in all services,
programs, and activities provided to the public by State and local governments, except public
transportation services. This means that agencies must ensure persons with disabilities have:
• Program Accessibility (phone, mail, etc.)
• Effective Communication with agency staff
• Easy access to the buildings/SFSP sites
Disability refers to a person who has a physical or mental impairment which substantially limits one or
more major life activities, has a record of such an impairment, or is regarded as having such an
impairment.
• Major life activity means functions such as caring for one’s self, performing manual tasks, walking,
seeing, hearing, speaking, breathing, learning and working. *functions of the immune system,
normal cell growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory,
cardiovascular, endocrine, and reproductive functions. (ADA Amendments Act of 2008)
The ADA requires public entities to make “reasonable modifications” in their usual ways of doing things
when necessary to accommodate people who have disabilities. (e.g. provide Braille, large print, audio
tape, other auxiliary aids or services)
For example: Providing qualified sign language interpreters for persons with hearing disabilities may be
necessary to effectively communicate with these participants.
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7 CFR Part 16:

Ensures a level playing field for the participation of faith‐based organizations and
other community organizations in USDA programs.
Please refer to 7 CFR Part 16 for more information.
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If meals are served outdoors, make adequate arrangements for food service during
inclement weather, such as rain or extreme heat. This could include an alternate indoor
site, a shady spot for hot days, or, if necessary, discontinuation of meal service.
Options include:
• Discontinuing the meal service, if safety is a concern
• Using a tent to provide extra shade on extremely hot days
• Partnering with a housing community to use an air conditioned lobby or community room
on extremely hot days
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Children are drawn to locations that offer educational, enrichment, and recreational
activities. If possible, organize site activities so that your staff and the children have
interesting things to do when it is not mealtime. Boredom and idleness often result in
changes in attendance by the children. When this happens, you and your site are at a
disadvantage. Your site can provide an activity along with the meal, such as an art project,
game, school or community garden, or nutrition lesson. This can boost participation and
overall enjoyment at your site. On the screen, are some resources you can use to research
and plan your own activities.
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Constant Communication With Your Sponsor: communication is vital when operating a summer
feeding site. Here are some examples:
• Meal service adjustments – change in meal times, operating dates/days or number of needed
meals
• If you’re experiencing issues with the vendor
• If you experience unauthorized adults trying to eat meals
• If a child develops a food borne illness
• If issues with staff arise
• When you don’t know what to do next
• Positive comments and feedback from participants
• Any feedback that you feel the sponsor needs to know
Having a folder/binder for documents: to make sure that all of the required documentation is in
one place, have a binder with separators that lay out all of the required paperwork; this makes site
reviews easier on the state agency as well as on sponsor monitors.
Ensuring an accurate point of service: again, this is crucial to the success of your operation. Make
sure you have a defined point of service located at the end of the meal service line. Remember,
only reimbursable meals can be claimed, so position yourself at the end of the meal service line and
visually verify that all required components have been received prior to marking the meal off on
your meal count sheet.
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Please feel free to contact us with any questions you may have.

52

