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Child & Adult Care Food ProgramChild & Adult Care Food ProgramChild & Adult Care Food ProgramChild & Adult Care Food Program

Monitoring & Monitoring & Monitoring & Monitoring & 
Annual Training Annual Training Annual Training Annual Training 

For Sponsors of For Sponsors of For Sponsors of For Sponsors of 
Multiple SitesMultiple SitesMultiple SitesMultiple Sites
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Monitoring & TrainingMonitoring & TrainingMonitoring & TrainingMonitoring & Training

“I h hi“I hope this 
doesn’t mean 

more paperwork!”
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RequirementsRequirementsRequirementsRequirements

MonitoringMonitoringMonitoringMonitoring
Enrollment forms Enrollment forms –– annual updateannual update
Monitoring requirementsMonitoring requirementsMonitoring requirementsMonitoring requirements
55--day reconciliationday reconciliation
Block claimingBlock claimingBlock claimingBlock claiming
Parent contactsParent contacts

S ffS ffStaff TrainingStaff Training

44



Enrollment FormEnrollment Form -- AnnualAnnualEnrollment Form Enrollment Form AnnualAnnual
Child’s NameChild’s Name
Date of BirthDate of Birth
Date Care BeganDate Care Begangg
Signature of Parent or Signature of Parent or 
GuardianGuardian
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Review RequirementsReview RequirementsReview RequirementsReview Requirements

Conduct 3 reviews perConduct 3 reviews perConduct 3 reviews per Conduct 3 reviews per 
year as per CACFP year as per CACFP 
applicationapplication
Conduct 2 of 3 reviews Conduct 2 of 3 reviews 
unannouncedunannounced
Review all meals service Review all meals service 
unannouncedunannounced
No more than 6 months No more than 6 months 
between reviewsbetween reviews
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Review RequirementsReview RequirementsReview RequirementsReview Requirements

Sponsor must inform  Sponsor must inform  
sites that they may be sites that they may be 
reviewed by NDE USDAreviewed by NDE USDAreviewed by NDE, USDA reviewed by NDE, USDA 
& sponsor.& sponsor.

Monitoring Staff:Monitoring Staff:
1 FTE for 25 sites or 1 FTE for 25 sites or 
more (centers)more (centers)
1 FTE f 501 FTE f 50 150 it150 it1 FTE for 50 1 FTE for 50 –– 150 sites 150 sites 
(day care homes)(day care homes)
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Review RequirementsReview RequirementsReview RequirementsReview Requirements

Sponsor must present Sponsor must present 
h t ID hh t ID hphoto ID when photo ID when 

conducting monitoring conducting monitoring 
reviewsreviewsreviewsreviews
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Review RequirementsReview RequirementsReview RequirementsReview Requirements

Preapproval review prior to new site participationPreapproval review prior to new site participation

Requires reviews ofRequires reviews of allall new facilitiesnew facilitiesRequires reviews of Requires reviews of allall new facilities new facilities 
within first 4 weekswithin first 4 weeks

Allows review averaging forAllows review averaging for allall sponsorssponsorsAllows review averaging for Allows review averaging for allall sponsors sponsors 

Allows sponsors to decide about review Allows sponsors to decide about review 
i i h NDE li i h NDE laveraging without NDE approvalaveraging without NDE approval

Document! Document! Document!Document! Document! Document!
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“If it’s not 
written downwritten down, 
it didn’t 
h ”happen.”
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Average of 3 ReviewsAverage of 3 ReviewsAverage of 3 ReviewsAverage of 3 Reviews

2 unannounced visits2 unannounced visits 
with no serious 
deficiencies
3rd review not 
required
Sponsor conducts an 
average of 3 reviews 

f ll i f ili i hof all its facilities that 
year
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Challenges for SponsorsChallenges for SponsorsChallenges for SponsorsChallenges for Sponsors
Tracking facility Tracking facility g yg y
reviewsreviews

Adjusting review Adjusting review 
plans for block plans for block 
claims or serious claims or serious 
deficiencies deficiencies 
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Four SuggestionsFour SuggestionsFour SuggestionsFour Suggestions

U th h d l i CACFP “A lU th h d l i CACFP “A lUse the schedule in your CACFP “Annual Use the schedule in your CACFP “Annual 
Documents”.Documents”.

Develop review plan that tracks reviewsDevelop review plan that tracks reviews

“Frontload” the plan with unannounced “Frontload” the plan with unannounced 
and meal service reviews and meal service reviews 

Anticipate changesAnticipate changes
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Follow Your Review PlanFollow Your Review PlanFollow Your Review PlanFollow Your Review Plan

You selected a review plan when you You selected a review plan when you 
submitted your CACFP “Annual submitted your CACFP “Annual yy
Documents”Documents”
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Tracking ReviewsTracking ReviewsTracking ReviewsTracking Reviews
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FrontloadingFrontloadingFrontloadingFrontloading

ScheduleScheduleSchedule Schedule 
unannounced and unannounced and 
meal service reviews meal service reviews 
early in the year.early in the year.
Remember! All sites Remember! All sites 
must have 2 must have 2 
unannounced visits.unannounced visits.
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Anticipate ChangesAnticipate ChangesAnticipate ChangesAnticipate Changes

R d dj t i lR d dj t i lReassess and adjust review plans Reassess and adjust review plans 
as neededas needed
If you change a review to a If you change a review to a 
different month update thedifferent month update thedifferent month update the different month update the 
schedule by contacting the State.schedule by contacting the State.
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Who does the site review?Who does the site review?Who does the site review?Who does the site review?

Representative of sponsoringRepresentative of sponsoringRepresentative of sponsoring Representative of sponsoring 
organization, central office, nurse or health organization, central office, nurse or health 
practitioner, area representatives …practitioner, area representatives …p pp p
It does not have to be the same person It does not have to be the same person 
every time.every time.yy
Employees/directors of site cannot review Employees/directors of site cannot review 
their own site.their own site.
This is a management function that cannot This is a management function that cannot 
be subbe sub--contracted.contracted.
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Site ReviewsSite ReviewsSite ReviewsSite Reviews

Before the reviewBefore the reviewBefore the review . . .Before the review . . .
Have a monitoring form Have a monitoring form –– use NDE form or use NDE form or 
one of your own approved by NDEone of your own approved by NDEone of your own approved by NDE.one of your own approved by NDE.
Know enrollment & licensed capacityKnow enrollment & licensed capacity
Know times of meal servicesKnow times of meal services
Look at records from prior week if Look at records from prior week if pp
submitted to central office weekly submitted to central office weekly ––
5 day reconciliation5 day reconciliation
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Site ReviewsSite ReviewsSite ReviewsSite Reviews

During the reviewDuring the reviewDuring the review . . .During the review . . .
Photo IDPhoto ID
M l b tiM l b tiMeal observationMeal observation
Count number of participants being servedCount number of participants being served
Compare your count to the center’s Point Compare your count to the center’s Point 
of Service countof Service count
Compare meal count to time in & out Compare meal count to time in & out 
records & enrollmentrecords & enrollment
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records & enrollmentrecords & enrollment



Site ReviewsSite ReviewsSite ReviewsSite Reviews

During the reviewDuring the reviewDuring the review . . .During the review . . .
Is meal pattern being met?Is meal pattern being met?
Is enough food being prepared?Is enough food being prepared?Is enough food being prepared?Is enough food being prepared?
Are menus followed & Are menus followed & 
substitutions recorded?substitutions recorded?
Are delivery slips on file if meals            Are delivery slips on file if meals            

/ ?/ ?are vended/catered?are vended/catered?
Are enough meals being delivered?Are enough meals being delivered?

2121
Is ‘And Justice for All’ poster displayed?Is ‘And Justice for All’ poster displayed?



55--Day reconciliation:Day reconciliation:
d id idocumentationdocumentation

Compare time in/out to meal counts Compare time in/out to meal counts –– by participantby participantpp y p py p p
for the 5 days prior to the day of the review.for the 5 days prior to the day of the review.

Compare meals claimed to number of enrolled Compare meals claimed to number of enrolled 
children for each day (if applicable children for each day (if applicable –– child care child care 
centers & homes)centers & homes)
Complete 5Complete 5--day reconciliation chartday reconciliation chartComplete 5Complete 5--day reconciliation chartday reconciliation chart
If not reconciled, reviewer determines if establishment If not reconciled, reviewer determines if establishment 
of over claim is necessaryof over claim is necessary
55--day reconciliation must be done as part of EVERY day reconciliation must be done as part of EVERY 
site review.site review.
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Monitoring ReviewsMonitoring ReviewsMonitoring ReviewsMonitoring Reviews

CompareCompareCompareCompare
Enrollment formsEnrollment forms
Ti i / t h tTi i / t h tTime in/out sheetsTime in/out sheets
Meal count sheetsMeal count sheets
Make notes of discrepancies & meals to Make notes of discrepancies & meals to 
be deducted.be deducted.
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Quincy Adams & Zoe MeyerQuincy Adams & Zoe MeyerQuincy Adams & Zoe MeyerQuincy Adams & Zoe Meyer

Enrollment form is not signedEnrollment form is not signedEnrollment form is not signedEnrollment form is not signed
Claimed breakfast on Thursday and Claimed breakfast on Thursday and 
Friday; sign in sheet says MondayFriday; sign in sheet says MondayFriday; sign in sheet says Monday, Friday; sign in sheet says Monday, 
Tuesday, WednesdayTuesday, Wednesday
N t l k d i Th d F idN t l k d i Th d F idNot clocked in Thursday or Friday Not clocked in Thursday or Friday 
Deduct Breakfasts Thursday and FridayDeduct Breakfasts Thursday and Friday

2424



Max CooperMax CooperMax CooperMax Cooper

Not clocked in or out on Monday or Not clocked in or out on Monday or 
ThursdayThursday deduct Breakfast and Snacksdeduct Breakfast and SnacksThursdayThursday–– deduct Breakfast and Snacksdeduct Breakfast and Snacks

S h lS h l l i d ll d F idl i d ll d F idSchool age School age –– claimed all day on Friday, claimed all day on Friday, 
nonnon--school day??school day??
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Questions?Questions?Questions?Questions?

????
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Corrective Action & FollowCorrective Action & Follow--upupCorrective Action & FollowCorrective Action & Follow upup

What corrective action will the reviewerWhat corrective action will the reviewerWhat corrective action will the reviewer What corrective action will the reviewer 
prescribe for the center?prescribe for the center?
Will the sponsor do any followWill the sponsor do any follow up?up?Will the sponsor do any followWill the sponsor do any follow--up?up?
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Center Submits ClaimCenter Submits ClaimCenter Submits ClaimCenter Submits Claim

Compare 5Compare 5--day reconciliation to claimday reconciliation to claimCompare 5Compare 5 day reconciliation to claim day reconciliation to claim 
when submittedwhen submitted
Is the information consistent?Is the information consistent?Is the information consistent?Is the information consistent?
Are parent contacts needed?Are parent contacts needed?
Corrective action for centerCorrective action for center
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Block ClaimingBlock ClaimingBlock ClaimingBlock Claiming

The same numberThe same numberThe same number The same number 
of meals claimed of meals claimed 
for one or morefor one or morefor one or more for one or more 
meal types is meal types is 
identical for 15identical for 15identical for 15 identical for 15 
consecutive days consecutive days 
in the monthin the monthin the month.in the month.
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Block ClaimingBlock ClaimingBlock ClaimingBlock Claiming

PM Snack 
is an 
exampleexample 
of Block 
ClaimingClaiming
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Block ClaimingBlock ClaimingBlock ClaimingBlock Claiming

If block claiming is detected:If block claiming is detected:If block claiming is detected:If block claiming is detected:
Unannounced visit within 60 daysUnannounced visit within 60 days
C t b t f i ( t l t 3C t b t f i ( t l t 3Cannot be part of averaging (at least 3 Cannot be part of averaging (at least 3 
reviews must be done)reviews must be done)
If there is a logical explanation for the If there is a logical explanation for the 
block claim, the sponsor notes this on the block claim, the sponsor notes this on the 
review formreview form
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Parent ContactsParent ContactsParent ContactsParent Contacts

If you suspect meal count records are notIf you suspect meal count records are notIf you suspect meal count records are not If you suspect meal count records are not 
being falsified, follow the guide on being falsified, follow the guide on 
household surveys in the Document andhousehold surveys in the Document andhousehold surveys in the Document and household surveys in the Document and 
Reference Library.Reference Library.
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Staff TrainingStaff TrainingStaff TrainingStaff Training

Site reviewers mustSite reviewers mustSite reviewers must Site reviewers must 
be trained  be trained  
Other staff must be Other staff must be 
trained based on trained based on 
their duties & their duties & 
experienceexperience
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Staff TrainingStaff TrainingStaff TrainingStaff Training

Training topics must include:Training topics must include:Training topics must include:Training topics must include:
•• meal patternmeal pattern
•• accurate meal countsaccurate meal counts•• accurate meal countsaccurate meal counts
•• submitting claimssubmitting claims

claim review proceduresclaim review procedures•• claim review proceduresclaim review procedures
•• record keepingrecord keeping

l ti f t tl ti f t t•• explanation of payment systemexplanation of payment system
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Staff TrainingStaff TrainingStaff TrainingStaff Training
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