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You each have the name of a food on your back

You will have 10 minutes to mingle amongst each other
to ask questions and try to guess what food you are

Once you think you know what you are, go stand by
the sign for your food group

Only ask one question per person, some foods may fit
into more than 1 category



LET’S HAVE SOME FUN!
At the end of each topic area, there will be 4 trivia questions
Some questions will be related to the topic area and some will be
general questions related to nutrition policies, procedures, and

fun facts
We will split the room in half and alternate questions for each
side of the room. If the correct answer isn’t given, the question

will go to the other side of the room
If you answer a question correctly, you get a ticket to choose a

prize at lunch. Only 1 prize per person. 



Reimbursement Processes

Topic Areas to Cover

Meal Counts

Meal Patterns
Record Keeping Claims

Review & Monitoring
Procedures



THE BASICS
The Child & Adult Care Food Program (CACFP) is funded by the

U.S. Department of Agriculture (USDA)
CACFP is administered through NH Department of Education

Annual training is a requirement for all CACFP key staff (that’s
you!)

In addition to our Head Start, EHS, and Child Care centers,
SNHS also sponsors about 60 unaffiliated centers all over NH

CACFP participation is requirement of all Head Start
Programs 



Record
Keeping



CACFP Child Enrollment Form
Filled out by parent/guardian
Information includes times/days

in care and meals child is
present for

Signed by parent/guardian and
center CACFP representative

Updated annually or when
information changes

Family Workers verify that all info is filled out by
parent/guardian before submitting to CACFP staff



‘Effective date of form”
cannot be more than 10 days
before the child’s first meal at

the center

Common CACFP Child Enrollment
Form mistakes

Incorrect
Sponsoring

Organization
information

Missing
information

Wrong copy
sent to CACFP

staff



Income Eligibility Application
Used to determine whether child’s meals
are paid, reduced, or free based on the

family’s income
Not needed for Head Start children,

they are categorically eligible
Most commonly used in our program for

childcare children 



Other Records
Classroom 
attendance
Classroom 
attendance

Meal CountsMeal Counts

MenusMenus

Production 
Records

Production 
Records ReceiptsReceipts



Important Record Keeping Info 

All CACFP records must be kept for three years plus the
current year 

Files don’t go on field trips, all records must be kept on-
site and be readily available



Trivia Question #1



Answer:

P arent/Guardian



Trivia Question #2



Answer:

Childcare



Trivia Question #3



Answer:
CACFP Staff
(Amy Allen)



Trivia Question #4



Answer:

False!
Infants and toddlers can participate in many parts of Family Style

meals as they are developmentally ready. 
Nutrition activities are a great way to introduce infants and

toddlers to new foods



Meal
Patterns

Meal
Patterns
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2 Meal Patterns:



Child Meal Pattern
(Ages 3-5)

Breakfast

6oz Skim or
1% milk

1/2 Cup fruit
or vegetable
1/2 serving

grain

Lunch

6oz Skim or 1%
milk

1.5 ounce meat/   
meat alternate
1/4 Cup fruit

 

1/4 Vegetable
1/2 serving

grain

Snack

Two Components
Milk
Fruit

Vegetable
Grain

Meat/Meat alternate



Meals, Meal Patterns & Menus

Menus must be posted in the center where parents can see them
Printed on legal paper (8x14)
Changes to daily menu written into the posted menu

Meal pattern quantities are minimum amounts
CACFP requires us to provide the minimum serving plus an
additional serving per child



There are no federal requirements for timing of meals, the
recommendation is at least 2 hours between meals

No more than 3 hours between meals per NH Childcare
licensing

Start time to start time
Important to set meal times and stick to them, NH DOE
approves our mealtimes with our annual application

Meals, Meal Patterns & Menus



Meals, Meal Patterns & Menus
One or more servings of grains each day must be Whole Grain
Rich (WGR)

Best practice is to only serve WGR grain products

Meat/Meat Alternates may replace the grain component at
breakfast up to 3x per week

Head Start Performance Standards require that all meals
served are HIGH in nutrients, and LOW in fat, sugar, and sodium



Meals, Meal Patterns & Menus

Nuts and seed butters can only meet half of the meat/meat
alternate requirement at lunch

Can meet full requirement at snack

A second vegetable can be served in place of the fruit
component at lunch

must be two different vegetables

Flavored milk is not reimbursable for children under 6 years old



Family Style Meals are not a CACFP requirement but they are
considered a best practice

Family Style Meals are a requirement of SNHS’s Child
Development Program, all classrooms are required to
participate
The benefits of Family Style Meals can be seen in all areas of
child development

Meals, Meal Patterns & Menus



Infant Meal Pattern
(Ages birth-11 months)

6-11 months

Solid foods not
reimbursable

Infants fed on
demand

4-6 ounces iron
fortified infant
formula (IFIF) or
breast milk

Birth-5 months
6-8 ounces IFIF or
breast milk
0-4 Tbsp fruit and/or

vegetable

AND
0-4 Tbsp infant cereal,
meat/fish/poultry, whole
egg, legumes

0-2oz Cheese
0-4oz cottage cheese

0-8oz yogurt

When
Developmentally

ready



Infant Meal Pattern

Developmental readiness is determined by pediatrician and
parent/guardian

If a parent chooses to breast feed their child on-site, the meal
is reimbursable
Cow’s milk is not allowed for infants under 1 year
Toddlers 12 months through 23 months drink whole milk only

CACFP allows for a transition period from IFIF/breast milk
to whole milk and whole milk to low-fat milk



Trivia Question #5



Answer:

Whole Milk



Trivia Question #6



False. The child’s parent/guardian and pediatrician
will decide when a child is developmentally ready to

start solid foods. 
 

We also wouldn’t serve an infant anything that the
parent/guardian hasn’t already tried at home,
just in case the child has an allergic reaction

Answer:



Trivia Question #7



Answer:

Nuts and seed butters
(Sunbutter)



Trivia Question #8



Answer:
$3.75 per case for all items

All surplus food is grown and processed in the United States
The same low fat, sodium, and sugar standards are followed with
surplus food
The surplus food program benefits farmers and schools/child
care centers
Food must be of good quality, otherwise USDA will not renew
contracts
Fruit is canned in light syrup because the U.S. does not produce
enough fruit to make juice to can fruit in



Meal
Counts
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Meal Counts

Records how many and which meals are
served to children each day
Also tracks staff meals 

we don’t get reimbursed for staff
meals
Justifies additional food costs
Classroom staff sit and eat with
children to model behavior



Meal Counts

Must be recorded during the meal, within 15 minutes of
children being seated and served

Do not fill in ahead of time

CACFP allows 2 meals and 1 snack, or 1 meal and 2 snacks
per child, per day



Meal Counts

Never record a child’s eligibility status on meal count
sheets (paid, reduced, free)

Meal counts should be tallied daily or weekly to reduce
errors



Trivia Question #9



Answer:

To justify extra costs for food



Trivia Question #10



Answer:

During the meal, within 15 minutes of
the children being seated and served.



Trivia Question #11



Answer:

False. 
Eligibility status is confidential information



Trivia Question #12



Answer:
Child’s file
Red health binder in classroom
Kitchen
Nutrition Specialist (me)

What else needs to be updated?



Claims &
Reimbursement

Processes 
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How Does a Meal Become a
Reimbursement?

CACFP
Enrollment

Form completed
(Family
Worker)

Point-of-Service
Meal counts &
attendance
completed 

(classroom staff)

Meal counts &
attendance entered

into ChildPlus
(classroom
staff/FW)

Meal counts &
attendance uploaded

to OneDrive for
CACFP or Billing clerk
(classroom staff/FW)

Claims
consolidated 

(CACFP & Billing
Clerks)

2nd Edit check
completed on

consolidated claims
(Fiscal/admin &

Sarah)

Claims submitted
to NH DOE to be
processed for
reimbursement

Reimbursements can take up to 3 months to be dispersed  



Claims & Reimbursement Processes
To receive CACFP reimbursements, claims must be submitted
each month

Multiple edit checks are needed throughout the process to
ensure accuracy of claims

Approved meal types and number of meals
Sites are not over capacity
Eligibility status is correct
Meal counts are taken at correct time
Total number of meals is not more than

approved meals X Days of operation X Enrollment



Items Needed for Claim Consolidation

Enrollment 
forms

and IEA’s

Meal 
Counts

Attendance
Records

Classroom
Master
Roster 



Claims & Reimbursement
Processes

Meals can be denied or disallowed if all meal components
are not served/offered
Parent/guardian information must be up to date on
enrollment forms, NH DOE may contact families if a
fraudulent claim is suspected
Claims are submitted to NH DOE electronically by the
10th of the following month



Trivia Question #13



Answer:
Call the kitchen to let them know you
need more food
Communicate with the kitchen when
classroom enrollment changes
If receiving enough food is an ongoing
concern, call Melissa! 



Trivia Question #14

When do meals need to be submitted
electronically to the state for

reimbursement?



Answer:

By the 10th of the following
month



Trivia Question #15

Why is it important for the
Parent/Guardian contact information
to be accurate on CACFP Enrollment

forms?



Answer:

NH DOE may need to contact
families to verify information if a
fraudulent claim is suspected



Trivia Question #16

What is the proper process for
cleaning tables before and after

mealtime?



Answer:
Wash- Remove surface dirt/debris with soap
and water

1.

Sanitize- Spray tables with sanitizing spray,
let sit for 30 seconds before wiping table.

2.

(Disinfect tables with bleach/water at the end of the day)



Bonus
 What do we use 
Clorox wipes

for?



Answer:
Wipe down changing tables or toilets between uses
Wipe down high-touch surfaces

Door knobs
Cabinet handles
keyboards
sign in/out pens 



Monitoring
& Reviews
Monitoring
& Reviews
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Sponsoring Organization Review Procedures

Centers must be reviewed 3X per year
Must be during normal child care hours
Two reviews must be unannounced
Timing needs to be unpredictable
No more than 6 months between reviews
New facilities must be reviewed within 4 weeks
of opening
At least one unannounced review must include
observation of meal service



Sponsoring Organization Review Procedures

Reviewer will look at:
Enrollment records
Child care license
Meals/Menus
Attendance & Meal counts

5-day reconciliation to determine
whether meal counts are accurate



Sponsoring Organization Review Procedures

Findings:
A lack of compliance with CACFP rules is
called a “finding”
A finding requires a Corrective Action Plan
to remedy the issue
Monitor will follow-up within 30 days to
ensure issues are corrected



Administrative Review Procedures

Conducted every 3 years by NH DOE

Review:
Financial aspects of CACFP
Staff training requirements
Menus, meals, recipes



CACFP Budgets

Administrative Costs
Expenses involved in planning, organizing, and
managing CACFP

Operating Costs
Expenses associated with serving/preparing
meals



CACFP Budgets

Allowable Operating Costs
Food for program participants and staff
Dishes & utensils
Paper goods used in food service
Dishwashing & hand soaps
CACFP Food service staff salaries
Mileage to store to shop for CACFP meals
Kitchen appliances



CACFP Funds May NOT be used for:
Personal groceries
Soda, coffee
Toys, games, videos, arts & craft supplies
Mileage for general transportation
Laundry/cleaning supplies not used in CACFP
meal service
Food for staff celebrations

CACFP Budgets



CACFP Training Requirements

Sponsoring organizations need to provide training to key
staff

Upon orientation
Annually
As needed depending CACFP duties staff perform

Sponsoring organizations must attend state-approved
CACFP training annually



Trivia Question #17

Name the two people that review
SNHS’s CACFP sponsored centers

(Head Start & Unaffiliated
Centers)



Answer:

Amy Allen1.
Erin Casey2.

Their office is at Silver Street, between
classrooms 3 and 4



Trivia Question #18

Of the 3 sponsoring organization
monitoring visits per year, how

many are unannounced?



Answer:

2 of the 3 yearly monitoring reviews
are unnanounced



Trivia Question #19

What is the difference between
whole milk, 2% milk, and 1% milk?



Answer:
The fat content

Whole milk contains about 3.5% fat
2% milk contains 2% fat
1% milk contains 1% fat

Skim milk contains under 0.5% fat



Trivia Question #20

True or False

All food is “Kid Friendly”



Answer:
True!

Children need to be exposed to a new food item 10-15
times before they will accept it and try it.

Children’s food preferences are shaped by many
factors including culture, cost, and education



Resources &
Important

Information



CACFP Resources
CACFP has many training resources available



Special Diet Paperwork



Special Diet Paperwork
Correct form must be received before a child with a
special diet can start

All information needs to be filled out
Form needs to be signed and dated

Forms are updated annually or when changes are
made

Need a letter from physician to end a special diet for
allergy/intolerance, or other condition



Infant Meal Paperwork
Infant Production Records

Filled out for all infants through 11 months
Record of what food was offered to them

Formula Selection Form
Filled out for all infants, indicates what
brand/type of formula they use
Most formulas are covered by CACFP and
do not require a doctor’s note



Civil Rights Requirements
Annual training required for all CACFP staff
USDA Nondiscrimination statement on all printed
materials

“...And Justice For All” poster displayed at all centers
Displayed in a location that allows for
parents/guardians to review information and
write down info if needed
CACFP monitor will look for poster during visit





Trivia Question #21
True or False

Your center has a child with a food allergy,
the kitchen sent something wrapped in a small
bowl without a label, you should assume it’s a
meal for the child with the food allergy and

serve it to them



Answer:
False.

All meals for children with special diets should be
labeled before they are sent to the classroom. 
The label can be the child’s initials or what the specific
allergen is (ex- fish free, soy free, etc)
If you are unsure if something is safe for a child with a
food allergy, call the kitchen



Trivia Question #22

How often is special diet paperwork
updated?



Answer:

Annually or when changes are
made



Trivia Question #23

Any food stored in your classroom
refrigerator needs to have what

information?



Answer:
Label with item name and date
Best practice- all food should be disposed of at the end of the
meal.
Refrigerators should be cleaned out at the end of the week
No staff food stored in classroom refrigerators
Refrigerator temperature needs to be monitored, let someone
know if refrigerator temp is above 40 degrees
Leftover food cannot be sent home with families or staff



Trivia Question #24

Fresh fruits and vegetables are better
than canned or frozen

True or False



Answer:
False.

Canned and frozen fruits and vegetables are often picked at the
peak of freshness, giving them great flavor and nutrient quality
Canned and frozen fruits and vegetables can be stored longer
than fresh fruits and vegetables, this helps cut down on waste
The important thing to look for is canned fruits packed in water
or juice (no added sugar), and canned vegetables that are low-
sodium




