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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training library to prevent use of outdated content. 

Disclaimer 



TRAINING 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.

Training Title: Monitoring
Requirements for Multi-Site CACFP
Sponsors

Hours of Instruction: 0.25 Hours

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

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

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

identify what qualifies as a multi-site institution and
successfully comply with monitoring requirements; and,
locate online resources to efficiently administer and operate
the CACFP at multiple sites.

This training is required for all new organizations
operating more than one site who will be applying to
participate in the CACFP. 



Throughout this guide, there will be
comprehension quiz questions to test
your knowledge and help you apply
what you’re learning. Be sure to
review these quiz questions and
answers available within the guide. 

The question mark icon below will
indicate a comprehension quiz
question.

Quiz Time
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Defining a Multi-
Site Institution

SECTION 1
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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. 
If 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
CHILD AND ADULT CARE FOOD
PROGRAM

MULTI-SITE INSTITUTION SINGLE SITE INSTITUTIONS

UNDER SAME
ADE PA UNDER SINGLE

ADE PA
UNDER SEPARATE

ADE PA

SITE A & SITE B SITE A SITE B
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Multi-Site Institution
REQUIREMENTS FOR MULTI-SITE INSTITUTIONS
To ensure adherence to monitoring requirements, multi-site operations must uphold the following:

A monitoring schedule
A 5-day reconciliation process
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.



SECTION 2

Multi-Site
Monitoring
Requirements
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Monitoring Requirements
MONITORING SCHEDULE
When developing a monitoring schedule, you’ll want to consider the following:

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

If 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).

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).

If a serious deficiency is identified, the next visit must be unannounced.
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Monitoring Requirements
ADDING A NEW SITE
When adding a new site, a pre-approval visit must be conducted
to ensure the site can adequately operate CACFP.

A 5-day reconciliation is not required at this visit.

New sites are required to conduct at least one site visit during the
first four weeks of Program operations to correct any findings
identified during the pre-approval.

Must conduct a 5-day reconciliation

Monitoring Visit Form

https://cms.azed.gov/home/GetDocumentFile?id=5d49a1571dcb2516ac6d1110
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Monitoring Requirements
TIMING OF MONITORING VISITS
When planning the schedule for the three monitoring visits throughout the program year, keep these
two important points in mind:

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



Yes

No

A

B

Quiz 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?



Yes

No

A

B

Quiz 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?

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 place in
October.



Yes

No

A

B

Quiz 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?



Yes

No

A

B

Quiz 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?

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.



Yes

No

A

B

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



Yes

No

A

B

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

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.

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

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
record meal counts only when participants are present.

Monitoring Visit Form

At-Risk Monitoring 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
individual participants, it becomes challenging to correlate
specific counts with participant attendance.

In 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

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

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.
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.
If 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
effective.
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Monitoring Policy
UNANNOUNCED REVIEW
Your unannounced review policy, which provides
written notification to all your sites, informs site staff of
the right for you, ADE, USDA and other officials to
conduct announced or unannounced reviews. It will
also state that reviewers must show photo ID. ​

ADE has made this notification easy for you by
providing a Sample Unannounced review policy for you
to customize, but you may write your own as long as it
contains the required language outlined in the
template.​

Sample Unannounced Review Policy

https://cms.azed.gov/home/GetDocumentFile?id=5bbf76531dcb250b5897eccb
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Monitoring Requirements 
MONITOR: SITE RATIO

Regulations stipulate that for every 25 to 150 facilities, there must be at least one full-time equivalent
position dedicated to monitoring.
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.  
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 Requirements 
WHO SHOULD CONDUCT MONITORING VISITS?

It is recommended 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.
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. 
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. 



Recordkeeping
Policy

SECTION 3
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Recordkeeping Policy
WHO SHOULD CONDUCT MONITORING VISITS?

Program records should be kept for a duration of five years, unless there are unresolved audit
findings.
These records must be made accessible upon request to ADE, USDA, and other authorized agencies. 
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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ADE provides a recordkeeping policy template for
single-site and multi-site institutions. If your
recordkeeping practices differ by site, this form
enables you to specify which sites the policy pertains
to. Additionally, it encourages you to complete as
many forms as needed to address the unique
practices of each location.

Multi-Site
Recordkeeping Policy
ADE TEMPLATE

Recordkeeping Policy Template

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


CONTACT US

602-542-8700

www.azed.gov/hns

ContactHNS@azed.gov

If you have a question or require additional
assistance, please contact your assigned
specialist or contact HNS.

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.



Certificate
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
certificate of completion from Survey Monkey. 

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

Training Title: Monitoring Requirements for Multi-
Site CACFP Sponsors

Length: 0.25 Hour

Take Survey

TAKE SURVEY

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

