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Sponsor Staff Trainings 



Agenda

In this presentation we will cover:

• Training Agendas

• Site Operations

• Approved Meal Sites & Service Times

• Recordkeeping/Documentation

• Training Monitor Staff

• Point of Service (POS) Meal Counts



Purpose and Eligibility in the SFSP
   Regulation 7 CFR Part 225.1

“The primary purpose of the SFSP is to provide food service to children from needy 
areas during periods when area schools are closed for vacation.”

Site Eligibility
o Open sites – qualified using school or census data for the area of the site

o Closed enrolled sites – qualified using school or census data for the area of the site

Participant Eligibility 
o Open sites – any child 1-18 years at the site and in the serving line

o Closed enrolled sites – only enrolled children 1-18 at the site and in the serving line

o Camp sites – all camp enrollees are served but only the meals served to those eligible 
for free or reduced school meals are reimbursed to the sponsor



Regulation, 7 CFR 225.15(d)(1)

“Each Sponsor shall hold training sessions for its administrative and site personnel and 
shall allow no site to operate until personnel have attended at least one of these 
trainings sessions.”

                               IMPORTANT!

Each meal site must always have at least one staff member who has been trained in 
meal site operations. 



First Steps

Attend State Agency (SA) annual training required for Program Directors, 
Coordinators, Monitors and any supervisory staff 

Develop a training agenda for your staff

Assign roles to staff and train accordingly

Document, document, document!



What must a training agenda 
include?

• Purpose of the Summer Food Program

• Civil Rights

• Meal Site Operations

• Monitor Duties

• Recordkeeping

• Miscellaneous Policies 

• Sample Agenda Provided 



Site Operations

• Serve children first, adults afterward

• Maintain an organized and supervised meal service

• Ordering meals

• Accurate meal counts

• Share table/box

• Offsite consumption policy

• Food safety before and during meal service

• Notify organizational monitor of any issues, complaints, or needed changes



Approved Meal Sites & Service Times

• Where is the approved meal site located?

• What is the name of the approved meal site?

• What is the approved time frame to serve meals?

• Utilize reports from EPCIS ONLY as it is the most up to date record of approval status 
for meal sites. If there are any approved changes to mealtimes or locations, please 
reprint for the most up to date information.



Recordkeeping, Meal Counts and 
Monitoring Best Practices
• Utilize sponsor-provided resources - follow templates, guidance 

documents, and required forms to ensure compliance. 

• Keep documents organized - maintain a clear filing system 
(digital or physical) so records are easy to locate during reviews.

• Be consistent - complete forms the same way every day to avoid 
discrepancies and audit findings

• Record information in real time - enter meal counts, delivery 
logs, and temperature checks as they happen to prevent errors. 

• Maintain required retention timelines - store all SFSP 
documentation for the full period required by your state agency.

• Ensure meal counts reflect point-of-service - count only eligible 
meals served at the moment they are given to participants.

• Document any issues immediately - note shortages, late 
deliveries, corrective actions, or site concerns on the appropriate 
forms.



Training Monitor Staff
• Site Monitors are an administrative position and the organization monitor = State 

Reviewer
• Hold more responsibility than other staff
• Eyes and ears for the organization
• Primarily tasked with overseeing and assessing program operations and compliance

o Site supervision and meal service requirements
oCivil Rights training of participants
oCan easily identify a non-reimbursable meal
oKnowledge of site locations and delivery 
oConsider holding a more in-depth training for Monitor staff



Consider Multiple Training Sessions

11

• Admin Staff and Monitors
o All aspects of Program Operations

• Site Supervisors
o Meal Site Operations

• Food Service Staff
o Food Production Amounts and Components 
o CN Labels

• Utilize separate training sign in sheets 
o SFSP Form 8.2 – Directors, Coordinators, Monitors
o SFSP Form 8.2 – Site Supervisors
o SFSP Form 8.4 – Food Service Staff



POS and Documenting Meal Counts Correctly 

• Each of the numbered sections of SFSP form 6.4, represents a specific category

o 1st eligible

o 2nd meals

o Meals to non-program adults (NPA)

o Meals to program adults 

• A legible slash, circle or tick mark must be placed through each number to indicate a 
meal was served

• Point of service (POS) Meal counts – Each meal type served must be recorded on the 
form as the meal is given out

• Counting meals at the POS ensures accuracy



New this 
Summer!

Our new Learning 
Management System (LMS) 

is coming soon, giving 
sponsors an easy, 

user-friendly way to train 
their staff. Courses are 
simple to navigate, and 

completion certificates can 
be printed for your binders 

and records.

LMS Explainer 
EnhancedAudio

https://www.youtube.com/watch?v=Lovfpt60vQg
https://www.youtube.com/watch?v=Lovfpt60vQg


Summer Food Service Program 

For more information about the New Mexico Early Education and Care Department 

Programs for Parents and Professionals 

https://nmececd.org

Program Resources for SFSP Sponsors

https://summerfoodnm.org/sponsors

https://summerfoodnm.org/sponsors/program-resources

https://nmececd.org/
https://summerfoodnm.org/sponsors
https://summerfoodnm.org/sponsors/program-resources
https://summerfoodnm.org/sponsors/program-resources
https://summerfoodnm.org/sponsors/program-resources


FNB Summer Food Service Program Contacts

FNB Summer Food Service Program Contacts
Loren Miller
Family Nutrition Bureau Chief 
Email: 
loren.miller@ececd.nm.gov
Ph: 505-660-0864

Laura Spencer
Nutrition Program Manager 
Email: 
laura.spencer2@ececd.nm.gov
Ph: 505-946-8558

Brianna Castillo
Nutritionist II
Email: brianna.castillo@ececd.nm.gov
Ph: 505-699-0277

Vacant
SFSP/CACFP Compliance Officer
Email: Vacant
Ph: Vacant

Ronna Faris
Nutritionist II 
Email:ronna.faris@ececd.nm.gov
Ph: 505-690-6362

Cathy Lubold
Executive Administrative Assistant 
Email: cathy.lubold@ececd.nm.gov
Ph: 505-231-4703

Cassie Martinez
SFSP Compliance Officer
Email: cassie.martinez@ececd.nm.gov
Ph: 505-637-1440

Debra Candelaria
SFSP Program Manager
Email: debra.candelaria@ececd.nm.gov
Ph: 505-699-2596

Christine Juancho
SFSP Lead Compliance Officer
Email: christine.juancho@ececd.nm.gov
Ph: 505-699-2627

Program Resources for SFSP Sponsors-
https://summerfoodnm.org/sponsors/
program-resources

More information about the New Mexico 
Early Childhood Education and Care 
Department-Programs for Parents
and Professionals
https://nmececd.org
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