
ADMINISTERING THE SUMMER FOOD 
SERVICE PROGRAM:  MONITORING 

 



  OBJECTIVES 
 

• Monitoring Requirements 
• Monitoring Reports 
• Reviewing Monitoring Reports 
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 MONITORING REQUIREMENTS 
Pre-operational Visits  

• Conducted before operations begin 
• Ensure that sites have facilities to provide meal service for number 

of participants expected 
Site Visits 

• First week of operation 
• First week visit may be waived for returning sites 

Site Reviews 
• Once during first four weeks of operation, even if operating less 

than four weeks 
• “Reasonable” level of monitoring 
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“VISIT” vs “REVIEW” 
Visit 

• The monitor ensures food service operating 
smoothly and apparent problems are resolved  

• Typically during the 1st week of operation 
• Not a pre-operational visit 
 

Review 
• Includes observation of complete meal service from 

beginning to end 
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                   PROBLEMS 

• Prompt action 
• Follow-up 
• Document 
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Monitoring Reports 
Sample Pre-Operational Worksheet 
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MONITORING REPORTS 

• First Week Visit Form  
• Site Review Form  
 
Located on the webpage under 
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 REVIEWING MONITORING REPORTS 

• Review problems identified 
• Call site supervisor if necessary 
• Document corrective action taken 
• Schedule follow-up review – based on 

severity of the problem 
• Sign and date report 

 
8 



REVIEWING MONITORS REPORTS 

Some indicators of a Monitor’s lack of program knowledge and 
responsibilities 

• All questions on report are not answered 
• Problems and comments are rarely documented 
• Monitor does not follow-up when number of meals 

delivered or served and the number of participants in 
attendance are always the same 

• Other indicators - see USDA Administrative Guidance for 
Sponsors 
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SUMMARY           

• Sponsor’s monitoring requirements 
• Types of monitoring visits or reviews 
• Sponsor’s review of the reports and follow-up as 

necessary 
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GUIDANCE MATERIALS  
The following USDA SFSP guidance materials are available to assist sponsors with program implementation:  
• Administrative Guidance for Sponsors  
• Monitor’s Guide  
• Site Supervisor’s Guide  
• Nutrition Guidance for Sponsors  
• Food Buying Guide  
• Food Buying Guide Calculator  

 
The USDA SFSP guidance materials are available on the USDA’s SFSP Resource Web page under “Handbooks” at:  
• http://www.fns.usda.gov/sfsp/sfsp-faqs-about-sponsors-0.  

 
The Food Buying Guide is available on USDA’s Web page  
• at: http://www.fns.usda.gov/tn/foodbuying-guide-child-nutrition-programs.  

 
The Food Buying Guide Calculator is available on National Food Service Management’s (NFSMI’s) Web page at: 
http://fbg.nfsmi.org/.  
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Contact the State Agency @ 
405-521-3327 
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NON-DISCRIMINATION STATEMENT 

For all other FNS nutrition assistance programs, State or local agencies, and their subrecipients, must post the following Nondiscrimination 
Statement: 
  
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and 
employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, 
disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.   
  
Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, 
etc.), should contact the Agency (State or local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may 
contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made available in languages other than 
English. 
  
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at 
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information 
requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:  
  
(1) mail: U.S. Department of Agriculture  
Office of the Assistant Secretary for Civil Rights  
1400 Independence Avenue, SW  
Washington, D.C. 20250-9410 
  
(2) fax: (202) 690-7442; or  
  
(3) email: program.intake@usda.gov. 
  
This institution is an equal opportunity provider. 
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