Vermont Department of Education


2012 SFSP

STAFF TRAINING AGENDA
Vermont Department of Education, Child Nutrition Programs
120 State Street, Montpelier, VT 05620
Remember, training must be completed prior to any SFSP staff working at a site.  Failure to conduct training and complete and submit this form will result in loss of reimbursement.

INSTRUCTIONS:  Prior to the first day of operation all sponsors are responsible for training persons who will be working with the Summer Food Service Program.  This form is for submitting the training agenda for each type of training conducted (food service staff, site supervisors, monitors, etc.)   Topics to be covered are outlined on the next two pages. 
1. One outline is for sponsors of sites that are not residential camps; 
2. The second outline is for sponsors of residential camps.  
Training must take place even if the person has been trained in previous years.
NOTE: Please keep in mind that if a new site supervisor (or other staff working with SFSP) comes on board during the summer, that person MUST receive training prior to assuming responsibilities as site supervisor (or other role working with SFSP).
	Sponsor:  
	LEA#: 

	SFSP Group(s) to be Trained:  

	Training Date:

	Person(s) who will conduct training:

	Agenda: Provide details of your planned agenda below (or on a separate page).  Refer to outline on next page for topics that need to be covered by training.  



Training Topics to Cover
for Sponsors/Sites other than Residential Camps

Training others who will be working with the Summer Food Service Program is an extremely important task for the sponsor.  Staff must be trained prior to starting to work.  How well site staff and administrative staff know the program can make or break the program financially.  The outline below lists topics that should be covered in training for individuals with different responsibilities.  If everyone is attending the same session, all material should be covered.  
	For everyone

1. Purpose of the program

2. Site eligibility and what it means

3. Importance of accurate and up-to-date records
4. Civil Rights
For food preparers (including vendors)

1. Meal pattern requirements

2. Meal planning forms

3. Keeping accurate meal production records

If meals are satellited to sites:

4. Delivery schedules

5. Procedures for packing and transporting meals

6. System for sites to make adjustments in the number of meals to be delivered

For site supervisors

1. Site supervisor responsibilities

2. Types of meals to be served, meal pattern requirements, knowledge of what and how much is to be served for each meal delivered

3. Other meal service requirements (time frame, serving all components at once, etc.)

4. Sponsor’s policies on leftovers, seconds, serving/selling meals to adults
5. Facilities for storing leftover food.

6. Who to contact about food problems

7. Who to contact about other problems at the site

8. Site recordkeeping requirements

9. How to take the meal count, what to do with daily meal count sheets

If meals are delivered to sites:

10. Delivery schedules

11. Procedures for receiving meals

12. How to make adjustments in the number of meals to be delivered

For administrative staff

1. Purpose of the program

2. Site eligibility

3. Recordkeeping requirements

4. Meal requirements

5. Nondiscrimination compliance

6. How meals will be provided

7. What records are kept and what forms are used

Monitors

1. How to conduct site visits and reviews, what needs to be evaluated
2. Monitoring schedule

3. Reporting procedures

4. Follow-up procedures for corrective action


Training Topics to Cover
for Sponsors of Residential Camps

Training others who will be working with the Summer Food Service Program is an extremely important task for the sponsor.  All staff must be trained prior to starting to work.  How well counselors, food service staff, and administrative staff know the program can make or break the program financially.  The outline below lists topics that should be covered in training for individuals with different responsibilities.  If everyone is attending the same session, all material should be covered.  
	For everyone

1. Purpose of the program and reasons the camp is participating

2. Meal pattern requirements

3. Managing family style meals

4. Importance of accurate and up-to-date records

5. Civil Rights

For food preparers (including vendors)

1. Meal pattern requirements

2. Meal planning forms

3. Meal production record requirements

4. Procedures for packing and transporting meals going off site

5. Civil Rights

For counselors

1. Purpose of the program and reasons the camp is participating

2. Meal pattern requirements

3. Managing family style meals in relation to meal pattern requirements

4. Importance of accurate reporting of attendance

5. Civil Rights

For administrative staff

1. Purpose of the program and reasons the camp is participating

2. Recordkeeping requirements

3. Meal requirements

4. Civil Rights







Due June 1


Send to:


Vermont Department of Education


Child Nutrition Programs SFSP


120 State St., Montpelier, VT 05620-2501
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� HYPERLINK "mailto:nancy.lewis@state.vt.us" �nancy.lewis@state.vt.us� 
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