
TRAINING TOPICS
	No site may operate until personnel at the site have been to at least one training session.  Sponsors must document attendance and plan sessions for those personnel who were absent.  The training must be sufficient so that the program instructions are known and carried out.  At a minimum, one trained supervisor must be present at every meal service.


TOPICS






REFERENCE
1. GENERAL PROGRAM EXPLANATION

Sponsor Handbook

   a. Purpose of the program

   b. Site eligibility

   c. Necessity for accurate records

   d. Organized activity at site

2. SITE OPERATION
   a. Vended/delivered meals



Menus

      1. Meal pattern requirement

      2. Delivery schedules

      3. Adjustments in the delivery amount

      4. Facilities available for storing meals

      5. Who to contact about problems


Name, Phone

      6. Level of approved meal service

   b. Self-preparation

      1. Meal pattern





Production Forms

      2. Inventory





Form

      3. Menu adjustments

3. RECORD KEEPING
   a. Meal count with signature



Forms

   b. Delivery






Ordering & Purchasing Instructions

   c. Special problems

      1. Seconds

      2. Leftovers

      3. Spoiled food

   d. Labor - actual time spent on meal service

Payroll Record

   e. Collection of all completed forms

4. MONITORS
   a. Duties and authority




Monitoring Forms

      1. Sites responsible




Monitoring Handbook

      2. Assign visits

      3. Report procedures

      4. Follow-up procedures

      5. Office procedures

      6. Sanitation and health code

      7. Personal safety

      8. Civil Rights compliance

      9. Reports of beneficiary data

   b. Review of programs




Visit Record

5. CIVIL RIGHTS





Site Supervisors

   a. Poster displayed




Handbook

   b. Check need for language assistance

   c. Make information available to the

       public on request

   d. Include nondiscrimination statement

       and instruction for filing complaints

       in material directed to parents or

       potential beneficiaries

   e. Assure service to all attending children

   f.  Assure all children have access to service

   g. Determine participants racial/ethnic

       category by area and program

6. MISCELLANEOUS
   a. Change of site location



Field Trip Approval

   b. Problems due to inclement weather

   c. Problems with unauthorized adult meals

   d. Problems with discipline

   e. Organized activities and meal times

   f.  Trash removal

   g. Corrective action time frame
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