


Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent use of outdated content.



Ntended Audience

This training is intended for organizations operating
the Child and Adult Care Food Program (CACFP).

. This training is required for all new organizations

'~ operating more than one site who will be applying to
participate in the CACFP.

Opjectives

At the end of this training, attendees should be able to:

e identify what qualifies as a multi-site institution and
successfully comply with monitoring requirements; and,

e locate online resources to efficiently administer and operate
the CACFP at multiple sites.

TRAINING HOURS

Information to include when documenting this
training for Continuing Education and Training
Credit:

Training Title: Monitoring
Requirements for Multi-Site CACFP
Sponsors

Hours of Instruction: 0.25 Hours

This training counts toward Empower Program
training requirements. It is listed on the Arizona
Early Childhood Workforce Registry. If you want
this training to appear on your Registry transcript,
please provide your ID in the completion survey.
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SECTION 1 DEFINING A MULTI-SITE INSTITUTION

NMuUltl-Site
‘Nstitution

CHILD AND ADULT CARE FOOD
PROGRAM

e A multi-site institution is one that
has two or more sites under a single
ADE Permanent Agreement (PA)
and all sites are part of the same
legal entity.

e |[f you have more than one site but
each is on a separate ADE
Permanent Agreement, you are not
a multi-site institution because the
sites are separate legal entities.

MULTI-SITE INSTITUTION

UNDER SAME
ADE PA

SITEA&SITEB

SLIDE 7

SINGLE SITE INSTITUTIONS

UNDER SINGLE UNDER SEPARATE
ADE PA

SITE A SITE B
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Multl-Site Institution

REQUIREMENTS FOR MULTI-SITE INSTITUTIONS

To ensure adherence to monitoring requirements, multi-site operations must uphold the following:

e A monitoring schedule
e A 5-day reconciliation process
e A monitoring policy

Furthermore, it is essential to establish a recordkeeping policy that clearly outlines the locations where
records from each site are stored.

By adopting these practices, multi-site operations can foster a streamlined approach that promotes
transparency, accountability, and compliance throughout all locations.
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Monitoring Regulirements

MONITORING SCHEDULE

When developing a monitoring schedule, you'll want to consider the following:

e All multi-site operations must complete three monitoring visits per program year (October 1 -
September 30) at each site.

e |f a site participates under both At-Risk and the Summer Food Service Program (SFSP), only three
Visits are required (ex., two visits at the At-Risk site and one visit at the SFSP site).

e Two of the three visits must be unannounced (at least one must include a meal observation;
however, best practice is to review meal service at all visits).

o |f a serious deficiency is identified, the next visit must be unannounced.
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Monitoring Regulirements

ADDING A NEW SITE

When adding a new site, a pre-approval visit must be conducted G s

Manitor Mame. Job Title:

e
B
e Fatn,
ey

2
- Date of Visit

Rt 4 Date of Previous Visit
et

Monitoring Visit Form

anization Mamelddress

Persan inlerviewed al Sia: Job Ttk

to ensure the site can adequately operate CACFP.

Wul-Sde Sponsors ane requined o conduct ol beast [heee wikds every year al each sde, with no more than six months alapiing betveeen
MROAAONNG ViSRS, AT Huast BwD of the thiess Waits Must be UNBRNCUNCED BNd one of e BRENNOUNCEE WSt Mus inCluds & meal obisnaton

Oannounced CUnamnouncsd ClPre-approvalNew Sk CIFirst Week28-day/initial Review
CIFirst Visit Osecond Visit IThird Visit CIFourth Visit {if using averaging)
L] Faciity License ClCument WAC infarmartion Ol euitding o the Future Dlind Jestice for sl | Clater | Dlictchan Parmit
3 ] ] . L[] . . . Mth e afrmk emengency with Curvert CACFP Offoal Must be 11X17 nohes.
Capacty ahoters & adut day terders Ciartact irformation -
° -aday reconciiiation Is Nnot reqgulirea a IS VISIL. = G

Enrallmant Yes Mo MA

Emergency Shaitars: 5 a st of paricipants Mantanad and does £ ConNtan the nams, date of Bith, and dases of
eESIncy Confrming oo algbity?

Haad Stamd: 1§ & Wil of paebaipals Mantaned b conlem Mie shpbilly, Bddad on Hesd S oF Eally Head Sian
SUBIICASONS BRY 2003 & SONLN 0 Hewd Star oMCials Sgnature?

[Conlers: Based on 107 of anrcied PAIDOEARES, AN INCOMD A PRECALDNS COMPHt &7 CUNGNE o7 parlopants
claimed '\-t‘\_r_f_uio' Reduced-Prce c._:.:ig-:rcs"

$Canbers: Are parbicipants wathowt inoome elkgibdly fonms or wilth incomplete incoma slgiblity fonms on the paid

New sites are required to conduct at least one site visit during the e

anralty?

first four weeks of Program operations to correct any findings -

Does the time of the meal or snack comespond with the approved mealtime ksfed on the CACER S‘.c;‘-pp’(a‘.cr"_i ves [T Wo

1 shdarving lunch of Supped, i e insubon Taliwing o l8ast one of the famiy style meal DHS requirerssnts? T ves Olrs Clran

Id e n tifi ed d u ri n g t h e p re _ a p p rova | . tyes, whicn cme(s 7 [IFood served fram  sening container on tasie []Chkdren sesve temseives or with help of a sta¥ mesrses

:3"-"1?‘:"‘ L R R e Y :5'-1-!1 membor 141 04 8% lunch sndior dnnar with the chddran
Food ltems Served to Pamicipants
12-23 Months 24 Months and Up Posgted Meng

Milk {indcate Tyes)
MeatMeat AHemate
Deain

Vegotablo
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e Must conduct a 5-day reconciliation

Monitoring Visit Form



https://cms.azed.gov/home/GetDocumentFile?id=5d49a1571dcb2516ac6d1110
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Monitoring Regulirements

TIMING OF MONITORING VISITS

When planning the schedule for the three monitoring visits throughout the program year, keep these
two important points in mind.:

e No more than six months should pass between visits.
e Visits need to be diverse and unexpected.



Quliz Time

A third and final monitoring visit for the previous Program Year took place in April. We are
planning to conduct visits for the current Program Year in December, April, and July. Is this
permissible?

A Yes

BNo



Quliz Time

A third and final monitoring visit for the previous Program Year took place in April. We are
planning to conduct visits for the current Program Year in December, April, and July. Is this

permissible?

A Yes

@

No, this would not be permissible. No more than six months should pass between visits. A
total of eight months will have passed from April of last year to December of this year. To stay
within six months of the April visit, an initial visit during this program year must take placein

October.



Quliz Time

A final monitoring visit for the previous Program Year was conducted in August. We are
scheduled to carry out visits for the current Program Year in October, January, and March. Is this
allowed?

A Yes

BNo



Quliz Time

A final monitoring visit for the previous Program Year was conducted in August. We are

scheduled to carry out visits for the current Program Year in October, January, and March. Is this
allowed?

A Yes

@

No. Over six months will elapse between the last visit in March and the earliest possible visit
in October of the following Program Year. Shifting the March visit to May will allow visits in
both October and November and remain in compliance.

f)



Quliz Time

| reqgularly carry out my monitoring visits every four months; does this keep me in compliance?

A Yes

BNo



Quliz Time

| regularly carry out my monitoring visits every four months; does this keep me in compliance?

A Yes

@

No. Visits need to be diverse and unexpected. The schedule lacks variety and is overly
predictable.
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5-Day Reconciliation

PROCESS

The 5-Day Reconciliation Process involves reviewing five
consecutive operating days and comparing meal counts to
attendance figures to verify that attendance sheets support the
meals recorded. Meals should only be recorded for present
participants, meaning the total number of meals served must not
exceed the attendance figures or the licensed capacity.

W a3

Each monitoring visit must include a 5-Day Reconciliation. A
designated table has been incorporated into the form to minimize
the chance of oversight.

Ev ack
Are there any discrepancies between the numbsers claimed and the numbers in atlendance? [0 Yes [
If yes_ assess sign-infout and point of service meal count processes. Assign cormeclive action to resolve the issue

For all site types, except for at-risk programs, you may conduct a
10% sample of the total enrolled participants. It's essential to select
participants from each room to ensure that all teachers accurately At-Risk Monitoring Form
record meal counts only when participants are present.

Monitoring Visit Form



https://cms.azed.gov/home/GetDocumentFile?id=5d49a1571dcb2516ac6d1110
https://cms.azed.gov/home/GetDocumentFile?id=5dd2c76503e2b30098119b84
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5-Day Reconciliation

AT-RISK SITES

At-risk afterschool meals are typically tracked using a daily meal
count sheet whenever a participant takes a reimbursable meal.
However, since these counts are not always recorded by
iIndividual participants, it becomes challenging to correlate

specific counts with participant attendance. \/\/\/\/\/

INn this scenario, examining just 10% of the data would not provide
sufficient insight to identify any issues.
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5-Day Reconciliation

AT-RISK SITES

e To review a site, pull meal count sheets for 5 consecutive days (e.g., from 6/4 to 6/10).

e Track attendance using logs or sign-in sheets; for instance, 115 children attended on 6/10 and 6/9.
Compare attendance with meal counts to identify discrepancies.

e |f meals exceed attendance, for example June 8, investigate with site staff to determine the cause
and implement corrective action, which should be followed up on during the next visit.

5-Day Meal Count Reconciliation: Choose 5 consecutive operating days from the current or previous month

Date | Meal/Snack Counts _ Attendance Total
6/10 | 115 _ 115
6/9 | 110 _ 115
6/8 | [ 114 13
6/5 | 95 _ 95
| 6/4 ] 105 ] 110 |
The number of meals served during the meal observation is reflective of the meal counts for the AY ON

five preceding serving days. If no, document the reason:

| The meal counts for one or more of the days exceeds the number of ﬁhlldren n attendance dunng AYQNQANA
one or more of the five preceding serving days. © Counts ware 1 4ntin. Sasd they Sard & Sacond mea Othat dayi. not 4 iy tosk 3
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5-Day Reconciliation

TRADITIONAL CENTERS

e The 5-day reconciliation process for traditional centers involves comparing sign-in and sign-out times
to meal counts. It is recommended to select a 10% sample of participants from various rooms to gain
better operational insight. In the example below, 14 of the 136 participants were selected.

e Start by tracking meal counts and sign-in sheets for the selected participants over five consecutive
days, noting how many were accounted for at each meal. For example, on June 10, 12 out of 14
participants were counted and signed in for breakfast. Identify any discrepancies in the data.

e |[f sign-ins exceed meal counts, it's acceptable; however, if meal counts exceed sign-ins, investigate
the reasons and implement corrective actions for discrepancies. Follow up to ensure corrections are

effeCtlve. Total Enrolled (based on most recent site claim): 136 _10% of Total Enrolled: 14 _
) 1 Day Before 2 Days Before 3 Days Before l 4 Days Before [ S Days Before
AEE::;:dT:j::“ Meal 11_-m- E.r_h? _ lmxfta-:ﬁ{'g l1_.m.-:ﬁ,_'3 ‘ _l:mt-«:ﬁxﬁ _ - | Date EM' | __
Claimed |Signed-In| Claimed [Signed-In| Claimed |Signed-In| Claimed |Signed In[ Claimed |Signed-In
?'.!-I:I-B 30 .-Fm-{arr 12 it .12 14 14 11 11 ‘ F.3 13 i 14 B [E]
901000  [AMSnack | 12 | 12 w [ D] [ o | = [ o [ DS][ w | w
12:00-1:00 Lunch 2 | 1 14 14 12 2 | 13 13 | W |
200-2-30: 3:00-3:30 | PM Snack 4 | 1 14 14 13 Gz] [ 1 4| 1w |
5000-5200 Dinner T | A g 10 10 | g 8 i 12 12
NA_ | Eve Snack | | — | | |
Are there any discrepancies between the numbers claimed and the numbers in attendance ? i‘r’-"_. D No If yes, assess sign-infout
and point of service meal count processes| Assign corrective action to resolve the issue
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NVonitoring Policy ®

Date

UNANNOUNCED REVIEW

City, State, Zip Coda

RE: CACFP Site Monitoring — Unannounced Reviews

Your unannounced review policy, which provides on 5t

. . . . . . . Thea spansoring organization, the Arnzona Departmeant of Education (ADE), the United States Departmeant of Agriculture
(USDA), and other State and Federal officials have the right to make announced or unannounced reviews during normal
ertten notlflcatlon to a | | you r Sltes, I nforl I lS Slte Staff Of businass hours. Anyane making such reviews must show a photo 1D that demonstrates that they are employees of one of
these agencias.

L] L] L]
t h e r I h t fo r O u A D E l ' E DA a n d Ot h e r Off I C I a | S to ADE is raquired to conduct a parcentages of unannounced reviews. Federal regulations do not require advance notification.
g y ) ) Tha Sponsor, . is required to conduct at least three visits every year at sach site,

with mot mors than six months elapsing betweasan manitoring visits. Af least two of tha three visits must ba unannounced and

ona of the unannounced visits must include a meal obsarvation. It is best practice to observe a meal during each review.

conduct announced or unannounced reviews. It will CHGEP ok vt o o s

As a raminder, please retain the following additional items onsite in your CACFP filas:

also state that reviewers must show photo ID. s Rt -G o TS 7 S ot e

Dwatailed job descriptions for amployees with CACFP duties

Title XX attendanca/billing records Policies for collection'mainienance of CACFP records

Food Service Cost Reparts (starting with 15t claim maonth) Annual Civil Rights Training Records

Monthly Expense Worksheet (sfarting with 1st claim month) Procedures for Complaints of Discrimination

ADE has made this notification easy for you by e o o GGt o
providing a Sample Unannounced review policy for you e — P ki e
to customize, but you may write your own as long as it

Title

contains the required language outlined in the o
template.

Sample Unannounced Review Policy



https://cms.azed.gov/home/GetDocumentFile?id=5bbf76531dcb250b5897eccb
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SECTION 1 MULTI-SITE MONITORING REQUIREMENTS

Monitoring Regulirements

MONITOR: SITE RATIO

e Regulations stipulate that for every 25 to 150 facilities, there must be at least one full-time equivalent
position dedicated to monitoring.

e Your monitor should examine the files prior to the visit to identify any previously flagged issues,
ensuring that corrective actions have been effectively implemented. This information must be

recorded on the monitoring form.
e The monitor will carry out the visit, compile the report, and offer technical assistance regarding any

findings to ensure that site staff fully understand the issues and their solutions. Additionally, the
monitor will need to follow up on any corrective action assigned during the current visit.
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Monitoring Regulirements

WHO SHOULD CONDUCT MONITORING VISITS?

e |t isrecommended that the person who conducts monitoring visits is not involved in the daily
operations of the CACFP. If you manage only 2-3 sites, you may opt to conduct the monitoring
yourself.

e Alternatively, you could assign the director from each site to perform monitoring visits at one of the
other locations. For larger organizations, having a dedicated individual responsible for CACFP
compliance, including monitoring, may be beneficial.

e Regardless of who conducts the monitoring, it's essential to identify a backup person who can step in
to complete visits if the primary monitor is unable to do so as scheduled.
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Recordkeeping Policy

WHO SHOULD CONDUCT MONITORING VISITS?

e Program records should be kept for a duration of five years, unless there are unresolved audit
findings.

e These records must be made accessible upon request to ADE, USDA, and other authorized agencies.

e Not maintaining records may result in the denial of reimbursement for any meals and expenses
related to those records during that period.
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MUIt-Site w

Rm:nrﬂmupmg: TCFR 28 10 dd), 7 CFR 22818 =), T CFR 206 16 {e]; ARS %35-2”. 35218

Operators of the Child and Adult Care Food Program {CACFF) must comply with retenbon requinements: outined in the

Code of Federal Regulation ({CFR) and Anzona Revised Stalutes (ARS). Furthermore, operators must have a wiithen

recorduesping policy that describes where specific reconds are siored, how lang recornds are stored, and who has access

CACFP operalons are encouraged 1o utite fis Recorckeeping Policy femplaie o sassfy these requirements. Please nole
° e information provided in this policy may be used by a Stale or Federal CACFP audior

°
Eponsoring Organization Mame: ‘Sponsoring Onganization Physical Addness: sing Palicy
zars must complete ane abie for each operating ste
E ; C Q ‘ E ? E ; p m 9 R —_— e Primary Site Contact Name and Phone Mumbaor:

¥ a key or password és nesded io acoess any CACHP

Cortfication of Understanding:

[y crecking this bax., the Sponsoring Organization named above certifies an understanding that all recoeds must be
rmmediately avaiable %o the Anzona Department of Education (ADE), the Unfisd States Depariment of Agriculiure S
[US0), and other Saale and Federal officials immediately upon request. A1 CACFE records must be kepd for at voords: if CACFP recomds ane remaved fram fhe st

least five years and made immeadixtsly awailable upon reguest o e iocanon(s) in wiich fhese records Wil be found.
oifice, sfc

Location of Forms (Mul-5Site Sponsors musl compleds this sacson for each operating siei
Eite Name and Address: Primary Site Contact Name and Phone Mumber:

fo: Srefly descnbe whene CACEP records ane sfoned.

A D E p rOVi d es a reCO rd kee pi n g po | icy te m p I a te fo r Eiie Reprosentatie]s) wilh Access to CACFE Bocards: 73 ke o paseword 1= nessed 1o access any CACTE Tm&ﬁiﬁ’ﬁfﬁf&fi’”?ﬁfﬂﬁﬁ |

recards, please spectfy who has access wiakist or revise CACFP fraining(s).

M ° M M M M ° Addross of Secondary Storage Location(s) for CACFP Records: ¥ CACFF rmoands ans remaved fram e site
sinale-site an Multil-site institutions our acklous ot above, plamm cleioms e e ackbuss o S locations) it which theus recorde il e e
® This may molude @ siorage unithome office. acministraive offce. sfc

recordkeeping practices differ by site, this form e e A e

For example, "Enmlmant necord's are mantained in the dreclor's affice. Records supporing meal padem and many
compilance ane mantaned by kichen staff and stoned in the affioe area by e kfchen.” (f you ane pnsune what
recort’s are reguind, please connect with your assigned specialist or revise CACFE tmunng(s)

enables you to specify which sites the policy pertains e ————
to. Additionally, it encourages you to complete as il

roords: Hf CACFP reconds ane removed from fhe ot

many forms as needed to address the unique SETen———
practices of each location. et

ofice area by the faichan.” i you s cnsune Rhat
rakist or newrsd cﬂ-ﬂt £ iraingisl

Recordkeeping Policy Template



https://www.azed.gov/sites/default/files/2022/09/Recordkeeping%20Policy.pdf

CONTACT US



https://www.azed.gov/hns

Congratulations

You have completed the training: Monitoring
Requirements for Multi-Site CACFP Sponsors

ADHS Empower Program
This training counts toward Empower Program
training requirements.

Arizona Early Childhood Workforce Registry

This training is listed on the Arizona Early Childhood
Workforce Registry. If you want this training to
appear on your registry transcript, please provide
your Workforce Registry ID when completing the
survey.



CertiTicate

Requesting a training certificate
Please click the button to complete a brief

survey about this online training. Once the
survey is complete, you will be able to print your .4/

certificate of completion from Survey Monkey.

Training Title: Monitoring Requirements for Multi-
Site CACFP Sponsors

Length: 0.25 Hour

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/CACFPOnlineTraining

In accordance with federal civil rights law and USDA civil rights regulations and policies, the
USDA, its agencies, offices, employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, religion, sex,
disability, age, marital status, family/parental status, income derived from a public assistance
program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or
activity conducted or funded by USDA (not all bases apply to all programs). Remedies and
complaint filing deadlines vary by program or incident.

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
state or local agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may
be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint 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, Mail Stop 9410, Washington, D.C. 20250-9410;

2.Fax: (202) 690-7442; or

3.Email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.


https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov

