
CHILD AND ADULT CARE 
FOOD PROGRAM

Site Monitoring Training for 
Sponsors of Centers 
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Presenter
Presentation Notes
Welcome to the Child and Adult Care Food Program site monitoring training for Sponsors.  Sponsoring organizations must provide regulatory supervision over their sponsored sites. 
The primary way of accomplishing this is through site monitoring. 




Learning Outcomes
• Discuss the importance of site monitoring

• Discuss monitoring requirements

• Provide instruction on how to conduct a site monitoring 
review 

• Best practices 

2

Presenter
Presentation Notes
Today we will discuss the importance of site monitoring and discuss program requirements.  We will also go step by step through a site monitoring form.  Lastly, we will discuss some best practices. 



Why is Monitoring important? 

• It ensures that facilities comply with CACFP requirements

• It helps identify potential problems

• It provides oversight and training to site staff
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Presentation Notes
Sponsoring organizations are required to monitor the entire CACFP operation, identify problems, recommend effective solutions and require corrective action for Program noncompliance.

The purpose of monitoring is to ensure facilities comply with CACFP requirements. 





Monitoring Requirements

• What is an active site?
• New sites
• Sites operating 10-12 months
• Sites operating 4-9 months
• Sites operating less than 4 months
• FY 2015 Operational Memo #31
• Contact your Program Analyst
• No more than 6 months between reviews
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Presentation Notes
A site is identified as an active site listed in the MEGS+ application.   

For new sites- the first monitoring review must occur within the first four weeks of CACFP operation.   Another important requirement is that staff must be trained before beginning CACFP operations.
For sites operating 10-12 months, 3 site visits are required.  For sites operating 4-9 months must be reviewed at least 2 times annually.  
Sites operating less than 4 months must be reviewed at least once a year.  Please refer to FY 2015 Operational Memo #31- Monitoring Requirements for Sponsors of Centers and Homes.  This discusses site monitoring required in more detail including how often a meal or snack must be observed and whether the review can be announced or unannounced.  

If you are unsure of how often a site must be monitored, please check with your program analyst.  Another important requirement is that there cannot be more than 6 months between each monitoring review.    






How to conduct an on-site 
monitoring review
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Conducting a Site Monitoring Review
Location of Forms
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MDE has monitoring forms available on their website @ www.michigan.gov/cacfp

To locate the forms on the website, click on Forms & Instructions. 



Conducting a Site Monitoring Review
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Presentation Notes
Next, you will click on Independent Center/Sponsor of Centers.




Conducting a Site Monitoring Review
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Presentation Notes
Scroll down to the pages.  Make sure to select the appropriate form depending on the type on program or programs you will be monitoring.  

Be sure to check with your analyst if you are unsure of which form to use. 




Conducting a Site Monitoring Review
General Information
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Presentation Notes
The site monitoring review form we will be reviewing today is for licensed childcare organizations including Head Start and GSRP.  

Be sure to answer all questions and complete all fields!

Check if this is an announced or unannounced review and list the meal observed.  This can be left blank if a meal or snack is not observed.  

Add the sponsor agreement number, the date of the review, your arrival time, the name of the facility, (or site), and the license number.  

Section 100 asks about general information about the site’s license and also asks if drinking water is available to participants throughout the day.




Conducting a Site Monitoring Review
Training and Civil Rights
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Presentation Notes
Section 200 talks about Training.  During each monitoring review, the monitor must check to ensure that all staff with CACFP responsibilities have been trained at least annually.  Staff must be trained up to their level of CACFP responsibility.  For example, if they are taking meal counts, have they been trained in this area?
 
Section 300 is on Civil Rights. The monitor must check to see that: 
there is no separation by race, color, sex, age, disability or national origin in the classroom or institutional records of the facility
the site has displayed the USDA nondiscrimination “And Justice for All” poster in a place where everyone can see
that potentially eligible persons and households have an equal opportunity to participate in the CACFP
That the most current USDA nondiscrimination statement is printed on all materials, including applications, pamphlets, forms or other program materials distributed to the public or on websites.



Conducting a Site Monitoring Review
Records and Record keeping
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Presentation Notes
Section 400 discusses Recordkeeping.  The monitor must document and verify that:

a daily count is kept for all meals served to program adults, (if adults are not served, simply mark N/A)
the facility claims that no more than two meals and one snack or one meal and two snacks is claimed per participant per day, (if the site is an emergency shelter the site can claim up to three meals per participant per day, and at-risk afterschool programs can claim no more than one meal and one snack per participant per day)   
Verify that meals are only claimed for participants within the CACFP age requirements
Verify that facility attendance records are maintained
Verify that meal attendance is taken at the point of service
Review meal attendance records to verify they are available and up to date





Conducting a Site Monitoring Review
Menus
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Presentation Notes
Section 500 is about menus. 
Site Monitors must be trained on the CACFP meal pattern!!  

The monitor must assess if menus meet program requirements and include the month and date and list specific components.
Are menus available for all age groups, (i.e. infants and older children) 
Question #503 asks about nutritional labels to verify meal pattern requirements are met
There must be a procedure in place  for site staff to record menu substitutions. 
100% juice cannot be served more than one time per day
At least one serving of grains per day must be whole grain-rich.  
Grain based desserts cannot be served as credible components at meals or snacks. 
A meat or meat alternate cannot be served more than three times a week to replace the entire grain component at breakfast.  
Yogurt must contain no more than twenty-three grams of sugar per six ounces
Breakfast cereals must contain no more than six grams of sugar per dry ounce. 
At lunch and supper at least one vegetable and one fruit or two vegetables are being served. 
Appropriate milk variety is served 
CACFP request for special dietary needs accommodations forms are available for participants with medical or other special dietary needs. CACFP request for special dietary needs accommodations forms are available for participants receiving nutritionally equivalent milk substitutions. 
An infant formula or food sign off form is on file for each child for whom the parent provides formula, breast milk or infant foods. 

If the monitor discovers menu problems, corrective action must be requested, and the meals served that did not meet meal pattern requirements must be disallowed.






Conducting a Site Monitoring Review
Meal Observation
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Presentation Notes
Section 600 is for the meal observation.  

If a meal or snack was not observed during the monitoring visit, this section is non-applicable (N/A).

Check the meal or snack that the monitor observed
Complete the chart by listing what food items were served
Complete the chart by recording the number of participants observed during that meal or snack.  If there are more than eight classrooms, please complete the additional classroom worksheet.




Conducting a Site Monitoring Review
Health and Safety
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Presentation Notes
Question #701 asks if there are imminent threats to the health and safety of the participants observed.   If a threat was observed, you should notify the appropriate state or local licensing and health authorities.



Overcapacity and Health and Safety 
Issues
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Presentation Notes
This chart lists information regarding who to contact for Neglect and Abuse and for Overcapacity/Health & Safety Issues.



Conducting a Site Monitoring Review
Enrollment
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Presentation Notes
Section 800 discusses enrollment documentation.  

Enrollment documentation is not applicable for ARAS programs and Emergency Shelters.   When reviewing the enrollment forms, the monitors should verify the following:  
Current enrollment documentation is on file for each participant claimed.
Enrollment forms are updated annually
Enrollment forms must contain the participant’s first and last name, a dated participant, parent or legal guardian signature, the normal days and hours in care and meals normally received while in care. 
Other questions under this section include:
Are the enrolled participants informed of WIC benefits?  (If yes, document how in the comments section)
Is the Parent Information Sheet distributed to enrolled participants?




Conducting a Site Monitoring Review
Meal Count Reconciliation
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Presentation Notes
Section 900 is Meal Count Reconciliation.  These questions can be answered after a 5 Day Meal Count Reconciliation is completed.  There are 2 options for completing the 5 Day Reconciliation.
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Conducting a Site Monitoring Review
Five- Day Aggregate Reconciliation 

Presenter
Presentation Notes
Option #1 is the 5-Day Aggregate Reconciliation.  This form helps to determine whether the reported meal counts are consistent with daily attendance and enrollment for all meal types for the selected 5 Day operating period. This form should be used for at-risk afterschool programs and emergency shelters that do not require enrollment.  It can also be used for day care centers if enrollment is less than 70.
   
Instructions on how to complete the form are listed at the top.
You may pick the 5 previous days of consecutive food service or 5 consecutive days from the previous month.   Do not include the day of review as one of the 5 days. 
If discrepancies are found, Attachment A must be completed.




Conducting a Site Monitoring Review
Attachment A 
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Option #2- Attachment A is used for enrolled sites and is completed using participant name.  At least 10% or a minimum of 5 participants must be reviewed.

Instructions on how to complete the form are listed at the top.
You may pick the 5 previous days of consecutive food service or 5 consecutive days from the previous month.   Do not include the day of review as one of the 5 days. 



Meal Count Reconciliation
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Now that you have completed the 5 Day Meal Count Reconciliation, you can answer questions 901 and 902.



Conducting a Site Monitoring Review
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Question 1001 asks if there were any findings from the previous monitoring review.  You will need to access the previous review in order to be able to answer this question.  If this is a new site and this is the first monitoring review, simply mark N/A. 

Question 1002 asks if findings from the previous review, were they corrected?  Again, mark N/A if this was a new site.  Lastly, question # 1003 asks if there have been any changes to the site’s administrative staff.   Next, summarize all the findings from the current review and list any findings and recommendations for corrective action.  
Signatures are required for the site monitor and the facility representative. The facility representative must be someone who can ensure the corrective action will be completed.  There is a separate signature line for a second person to double check that the form is complete.  This is a best practice.




Best Practices 

• Designate staff member to oversee monitoring reviews

• Monitoring tool recommended

• Complete all reviews unannounced 

• Include a meal observation during all reviews 

• Review forms for accuracy and completeness
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MDE recommends that sponsors have a designated staff member to oversee the monitoring of facilities. 

MDE also recommends that sponsors use a spreadsheet or other tracking tool to plan your reviews for the year.  This allows you to record them as they are completed and to ensure that you remain in compliance with all monitoring requirements.  MDE has a template that you may use located inside the MEGS+ application under downloadable required documents.

A best practice is to make all reviews unannounced. 

Another best practice is to observe a meal during all visits, (this is the food Program…) 

Having a second person double check that the monitoring form is complete is another best practice.







Operational Memos

• FY 2015 Operational Memo #31- Monitoring 
Requirements for Sponsors of Centers and Homes

• FY 2015 Operational Memo #27 – Household Contacts

• FY 2013 Operational Memo #35 – Monitoring of License 
Requirements in The Child and Adult Care Food Program

• FY 2011 Operational Memo #7 – Varied Timing of 
Unannounced Reviews in the Child and Adult Care Food 
Program 
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MDE has issued several operational memos related to site monitoring.  These memos are located on our website under Resources, “Memos for Independent Centers and Sponsors of Centers”.  The FY 2015 Operational Memo #31 explains the regulatory requirements for monitoring of centers and homes.  Additionally, the FY 2013 Operational Memo #35 and FY 2011 Operational Memo #7 contain important information regarding monitoring responsibilities.





Questions?

Contact the Michigan Department of Education
Child and Adult Care Food Program 

Phone:  517-241-5353
Email:   MDE-CNAP-CACFP@michigan.gov
Website: www.michigan.gov/cacfp
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Presentation Notes
This concludes the CACFP Site Monitoring Training for Sponsors of Centers.  If you have additional questions regarding site monitoring, you may contact the CACFP office.

mailto:MDE-CNAP-CACFP@michigan.gov
http://www.michigan.gov/cacfp
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