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Welcome to this session on the Sponsoring Organization Monitoring Requirements for the
Child and Adult Care Food Program.

My name is (introduce yourself).
[Set up a Post It poster sheet with a parking lot for any questions that may come up that

the trainer does not know the answer. Remind attendees to give you their passport so you
can stamp it before the end of the session and return to them.]



Monitoring Requirements in the Child and Adult Care Food Program

Topics

= |mportance of Monitoring Facilities

Elements of an Effective Monitor

= Monitoring Requirements

Monitoring Form and Five Day Reconciliation

Monitoring and Serious Deficiency Tracking Logs
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During this session we will review:

* the importance of monitoring sponsored facilities,

* the elements of an effective monitor,

* CACFP monitoring requirements for the sponsoring organization,

* the monitoring form and the five day reconciliation component of the form,

* and conclude with the tracking logs for monitoring visits and tracking facilities deemed
serious deficient.



Monitoring Requirements in the Child and Adult Care Food Program

Importance of Monitoring
Sponsored Facilities
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Let’s get started! The Child and Adult Care Food Program is designed to reimburse facilities
for meals and snacks served to participants when they meet the meal pattern and the
facility maintains the required documentation. It is essential that facilities keep accurate
and up-to-date meal counts, attendance, enrollment, eligibility and meal production
records.

When these records are not accurately maintained, a Sponsoring Organization or SDE
cannot prove — to the satisfaction of OIG, OMB, Congress, or the American public — that the
meals and snacks were actually served to eligible children.

Sponsors are on the “first line of defense” to identify and correct problems or, in cases
when the facility or facility staff cannot or will not take effective corrective action, to
remove the facility or facility staff from participation in CACFP.

We understand that sponsors face a daunting task in this area. Sponsor monitors are only
in facilities a minimum of three times per year. Sponsoring Organizations observe between
one and three meal services per year provided in the facility.

We know that it is difficult for monitors to prevent poor record keeping or inflated meal
counts simply by telling a facility they can’t claim for the days they don’t have records.
That’s why it’s imperative to do an excellent job of detecting problems and, once detected,
ensuring the problems are corrected and do not reoccur.



Monitoring visits are also a great opportunity for the monitor to provide additional guidance
and technical assistance to the facility staff. Many sponsoring organizations use monitoring
visits to provide training to the facility staff once the monitoring visit is complete.
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Elements of Effective Monitoring

= Conducting all required visits

=  Written policies and
procedures for monitoring

® [Effective, comprehensive
monitoring form

= Successful monitor training
= Complete documentation of visit

= Corrective action and follow up
to ensure compliance with
CACFP requirements
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Sponsoring Organizations must conduct all required monitoring visits but with some

facilities, the “basics” are not enough to effectively detect and resolve compliance issues.

To understand what we mean by “going beyond the basics”, let’s look separately at several

ways of doing that: Sponsoring Organizations need:

* written monitoring policies and procedures;

» effective, comprehensive monitoring tools;

* trained monitors who know how to “connect the dots” when they gather data during a
monitoring visit; and

* complete documentation of the visit on the monitoring form.

In the monitoring process, the monitor will be able to:

* identify any facility problems and patterns of non-compliance,

» provide the facility with corrective action to resolve the issue(s) and

* conduct follow up visits in a timely manner and as needed to ensure the corrective
action has been implemented.
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Monitoring Requirements for New Facilities

® Each new facility must have a pre-approval visit prior to
signing an agreement

= New facilities must be reviewed within four weeks of
operation and three times per year
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Monitoring is the only way we can know that what is indicated on the facility’s claim is in
fact what is happening on site. The most well-organized, easily readable, most efficient
tools, forms, or processes will not effectively assure Program integrity if no one is actually
using them “in the field”. Reliable, accurate and true results are the heart of the
monitoring process.

A sponsoring Organization must:

* review each facility to ensure each operates according to program standards and
requirements;

* provide adequate supervisory and operational personnel to effectively monitor each
facility; and

* conduct all required facility reviews according to program regulations.

It is the responsibility of the sponsoring Organization to provide sufficient training and
technical assistance during the pre-approval and 4 week follow-up visits to assure
successful participation for all facilities. The pre-approval visit must occur before CACFP
operations begin.

It is important to note; site staff may not monitor their own site.
Technical assistance must be provided and documented during the early stages of Program

participation. After the completion of the preapproval and 4 week follow up visit, a new
facility must be placed on the sponsoring organization’s monitoring schedule for a



minimum of three visits each year.
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Annual Monitoring Requirements

®= Minimum of 3 site monitoring visits per year
= 2 of 3 are unannounced visits

= At |least 1 unannounced visit must include a meal service
observation

= No more than 6 months between monitoring visits

= Vary the timing of unannounced visits so they are
unpredictable
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Sponsoring Organizations must review each facility three times each year, except when
averaging is allowed. In addition:

e At least two of the three reviews must be unannounced;

* At least one unannounced review must include observation of a meal service;

* Not more than six months may elapse between reviews; and

* Monitors must vary the timing of unannounced visits so they are unpredictable.

If the monitoring visits are not being completed in accordance with the requirements of
three per year, no more than six months between visits, one announced meal or snack
visit, etc. there is a major concern of the viability, capability and accountability of the
sponsoring organization.

In addition, a sponsoring organization’s administrative oversight of its monitors is in
question. Monitoring visits are easy to track and sponsoring organizations must have a
viable system in place to track and ensure that visits are completed as required.
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Averaging Provision for Monitoring Reviews

If a sponsoring Organization conducts one unannounced
review of a facility in a year and finds no serious
deficiencies , the sponsor may choose not to conduct a
third review of the facility that year, and may make its
second review announced:

=  The sponsor conducts an average of three monitoring
reviews of all of its facility's that year.

= The first monitoring review in the next year must occur
no more than nine months after the previous review

Child and Adult Care Food Program (CACFP) Summit

A Sponsoring Organization may average monitoring visits.

If a sponsoring Organization conducts one unannounced review of a facility in a year and
finds no serious deficiencies (regardless of the type of facility), the sponsoring Organization
may choose not to conduct a third review of the facility that year, and may make its second
review announced - provided that the sponsoring Organization conducts an average of
three reviews of all of its facilities that year, and conducts an average of two unannounced
reviews of all of its facilities that year.

When the sponsoring Organization uses this averaging provision, and a specific facility
receives two reviews in one review year, its first review in the next review year must occur
no more than nine months after the previous review.

A sponsoring Organization must include in their monitoring procedures if they intend to use
the averaging method when applicable.
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Requirements for Facilities that Operate less than 12 Months

Sponsored facilities that operate less than 12 months per year shall
be reviewed, on site, according to the following schedule :

= Facilities operating 0-4 months must be reviewed (1) time
= Facilities operating 5-8 months must be reviewed (2) times
= Facilities operating 9-12 months must be reviewed (3) times

Seriously deficient facilities must be reviewed a minimum of 3
times a year
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According to CACFP Memorandum #1-04: “Sponsor Monitoring Requirements in the Child
and Adult Care Food Program (CACFP)”, SDE, in consultation with Western Regional Office
(WRO) USDA, may exercise judgment in determining the minimum review requirements for
a given sponsoring Organization and its facilities. Here is the Idaho SDE policy as of
December 22, 2008.

Sponsored facilities that operate less than 12 months per year shall be reviewed, on site,
according to the following schedule :
Facilities operating 0-4 months out of the year must be reviewed one (1) time
Facilities operating 5-8 months out of the year must be reviewed two (2) times
Facilities operating 9-12 months out of the year must be reviewed three (3) times

If a serious deficiency is found at a facility the sponsoring Organization must review the
facility at a minimum of three times per year for three years after the serious deficiency
determination.

If a serious deficiency is found in the sponsoring Organization’s operations, all sponsored
facilities must be reviewed a minimum of three times per year for three years after the
serious deficiency determination.
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Monitoring Staff Ratio

Determining CACFP Sponsor's Monitoring Staff Ratio

The USDA Federal required staffing standards are:
= 1 FTE monitoring staff person for each 25 -150 centers

= 1 FTE monitoring staff person for each 50 -150 homes
7 CFR 226.16(b)1

= |f the sponsor has both homes and facility's and meets
either the 50 home or 25 facility threshold, the State
agency will utilize the staffing standard for the most
common type of facility operated by that sponsor.
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A Sponsoring Organization must document that they will employ the equivalent of one full-
time staff person for each 25 to 150 centers or 1 FTE monitoring staff person for each 50 -
150 homes they monitor.

SDE requires sponsoring Organizations to complete and submit a Monitoring Staff Ratio
form to determine that the appropriate level of monitoring staff is provided by each
sponsoring Organization.

The monitoring staff equivalent may include the employee’s time spent on scheduling,
travel time, review time, follow-up activity, report writing, and activities related to the
annual updating of children’s enrollment forms.

If the sponsoring Organization sponsors both homes and centers and meets either the 50
homes or 25 centers thresholds, SDE will utilize the staffing standard for the most common
type of facility operated by that sponsor.
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Example: Monitoring Staff Ratio Form

[ Determining CACFP Sponsor's Monitoring Staff Ratio |
Record each staff person’s name whose job description contains monitoring functions. The job description must identify the
duties and specific % of time spent on monitoring functions. (Note: staff time spent on scheduling, travel time, review time, follow-
up activity, report writing, and activities related to the annual update of enroliment forms may be included in the calcuiation of
monitoring functions.) Record their job title and their FTE (full time equivalent) as a number (1.0 FTE = 40 hrs/week; 0.50 FTE =

20 hrs/week). Record the % of their job spent on monitoring functions (record in decimal format: if 50%, record as 0.50).

Note: Only the grey cells are unlock.
Staff Name Job Title Numberof| FTE | Monitoring function | Monitoring
facilities percentage (.5=50%) FTE

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
Totals 0 0.00 0.00

Highest number of claiming facilities during current federal fiscal year I:l*

Does your sponsorship’s staffing ratio meet Federal Staffing Standards?
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Here is the monitoring staff ratio form all sponsoring organizations must update annually
with their application packet in MyldahoCNP.
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Training Sponsor Monitors

= Monitors must be trained annually

= Cover Program requirements, but also train
monitors on how to “connect the dots” during
a facility review:
o Why they’re looking at particular records;
o What they’re looking for in those records;
o How to ask questions about what they see;

o How to write up what they find in the records;
and

o How to follow up with facility's to ensure that
these findings are resolved
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Sponsoring Organizations must thoroughly train the Organization’s monitors in CACFP and
Civil Rights requirements and provide each monitor with the sponsoring Organization’s
written monitoring procedures.

The monitors are required to conduct regular visits at all facilities to determine compliance
with meal patterns, record keeping, and other CACFP requirements.

Monitoring reviews must assess whether the facility has corrected problems noted on the
previous review(s), include a reconciliation of the facility’s meal counts with enrollment and
attendance records for a five-day period, and include an assessment of the facility’s
compliance with CACFP requirements pertaining to:

The meal pattern;

Licensing or if license exempt (current Health/Safety Inspections);

Attendance at training;

Meal counts;

Attendance records per participant;

Meal serving times and type of meal service;

Menu and menu production records;

Food safety and sanitation;

Infant meals and records, if infants are in care;

Medical statements for food substitutions forms;

Civil rights compliance;

The annual updating and content of enrollment forms (if the facility is required to have
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enrollment forms on file, as specified in 7 CFR 226.15(e) (2) and 226.15(e) (3)).

More than that, however, sponsors should also use this training to ensure that monitors who
are in facilities know:

(1) Why the sponsor’s facility review forms ask them to look at certain documents or fill in
certain boxes on the form.

(2) What they’re looking for in the records;

(3) How to ask questions about what they see in the records;

(4) How to write up what they find in the records; and

(5) (5) How to follow up with facilities to ensure that they correct the problems noted during
a review.

Monitors must be trained annually on how to handle the types of situations that they will
encounter regularly during a facility review.

For example, what should the monitor do when attendance, enrollment, and meal count
records contain obvious discrepancies, or when menus are either missing, or fail to
conform to the Program meal pattern? What if meal counts have been filled out in
advance?

Although well-written facility review policies and procedures will go a long way towards
answering these questions, written procedures must be reinforced with training that walks
the monitor through these types of specific, real-world situations.
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Monitoring Requirements in the Child and Adult Care Food Program

Monitoring Policies and Procedures

= Road map that consistently outlines expectations

= Help assure that monitors are meeting regulatory
requirements

= Should compel the monitor to “dig deeper”
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Each sponsoring Organization must provide the Organization’s most current monitoring
procedures to SDE in the MyldahoCNP application packet attached to the checklist.

The monitoring procedures must include a procedure to conduct pre-approval visits to all
new facilities prior to claiming meals for reimbursement and submitting their site or
provider application for approval in MyldahoCNP. The pre-approval visits are conducted to
discuss CACFP benefits and verify that the proposed food service does not exceed the
capability of the facility.

Effective monitoring is more than just completing a form or even personally observing a
facility. It must start with well thought out policies and procedures that are not only based
on Regulatory requirements, but that also provide monitor staff with a roadmap that
consistently outlines expectations.

Effective written policies and procedures about what is expected are critical to ensuring
that monitors can do an effective job — for example, the policy or procedure will tell the
monitor that, when looking at “x” question, be sure to look at “y” document and, if
necessary, follow by doing “z”. Without instructive policies and procedures, it’s much
harder to get all your monitors to conduct thorough monitoring activities in a consistent
manner.

Good policies and procedures in conjunction with effective review forms will ensure that
your monitors are meeting the basic regulatory requirements, such as conducting the

12



required number of visits and evaluating the data from five-day reconciliations, etc.

In addition, good policies and procedures and effective review forms will help monitors
identify possible invalid claiming patterns and suspicious record keeping practices.

Using good policies and procedures and an effective review form should lead the monitor to
dig deeper and uncover a true picture of how the provider is operating and help to explain
errors seen in facility visits.

12



Monitoring Requirements in the Child and Adult Care Food Program

Monitoring Meal Times and Meal Counts
| -

= Observed Meal times must be
approved times in MyldahoCNP

. application

£ facility provides sponsor prior

notice of meal time or service

changes

= Monitor uses five-day
reconciliation method to review
meal counts and attendance
records
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When monitors conduct monitoring visits that include a meal observation they must
observe through the entire meal session, so the monitor can observe the complete meal
service, including meal counts.

Sponsoring organizations must have an effective system for monitoring that enforces the
mealtimes that are approved by SDE in the sponsor’s

It must also give the facilities an efficient way to give prior notice to the sponsor whenever
the facility will be closed or there is meal time change. If the sponsor effectively monitors
mealtimes and has an efficient prior notice procedure in place, the result will be fewer
meals served outside of approved mealtimes and greater use of the prior notice policy.

This would result not only in improved Program compliance; it would also lower Sponsoring
Organization monitoring costs, because facilities will be serving meals during their
approved meal times or will have notified the sponsor.

Similarly, monitors must ensure meal count accuracy by thoroughly reviewing facility
records that support claims for reimbursement. This means that sponsor monitors must
carefully conduct five-day reconciliations in each facility review, in which they compare five
days of the facility meal counts with attendance records and the children’s enroliment
forms. If for some reason records cannot be reconciled, then the monitor will have to
determine if an over claim should be established.

13



Monitoring Requirements in the Child and Adult Care Food Program

Effective Monitoring
Forms

Good internal control

Prompts monitor to ask the
“right” questions
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Quality review forms are important in effectively capturing the visit’s scope of work. Forms
are good internal controls that document the sponsoring organization and facility activities.

But they’re meaningless if they’re incomplete in terms of what they ask the monitor to
assess, or inaccurate in terms of how the monitor fills out the form.

This is a fairly easy issue to resolve with a system of “quality control”, in which the sponsor,
spot-checks monitors’ completed work to identify incomplete or inadequate answers.

It is crucial that forms are complete and thorough enough so that a person who was not on
the review could read the form and understand what the reviewer found in the facility
records. A form that touches on all of the required monitoring elements may still not be an
adequate form unless monitoring staff know how to properly complete it.

Ideally, review tools should require the monitor to compare previous review findings, and
to note discrepancies, such as unusual claiming patterns or menu errors.

The form will also capture the approved mealtimes for the facility, whether visits were
announced or unannounced, whether a meal was observed by the monitor, etc. By
including this information, the form provides a starting point that the monitor can use to
determine if the facility is Program compliant.

In addition, looking at past forms gives the monitor the opportunity to get an idea of the

14



facility’s past performance. If there are unexplained variations, irregularities, inconsistencies,
or if something just doesn’t make sense, the monitor should ask and ask again, if necessary.
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Monitoring Requirements in the Child and Adult Care Food Program

Sponsoring Organization Monitoring Form

Organizations must complete form for each site monitoring visit

A few important components of the form:
= 5-Day Meal Count Reconciliation
®= Meal observation

= Claim verification-verify previous month’s claim. This section
may be completed prior to conducting site visit.

= Document findings and corrective action

Child and Adult Care Food Program (CACFP) Summit

Sponsoring Organizations must document all monitoring visits by completing a Sponsoring
Organizations of Centers or Homes Monitoring Form.

The monitor must thoroughly document what was observed on site visits and in required
records. All questions and sections on the monitoring form must be completed. In this
process, the monitor would be able to identify any problems and patterns of non-
compliance if occurring.

Both forms are located in MyldahoCNP under download forms. If the sponsoring
Organization chooses, they may develop their own monitoring form and submit it to SDE
for approval prior to implementing the form.

A few important components on the form are:

The five day meal count reconciliation chart, which we will review in later in this training.

The meal observation section, where the monitor documents all meal components offered
during the meal observation.

The claim verification chart-this is the documentation of the previous month’s claim for
reimbursement submitted by the facility and the sponsoring organization’s verification of
that claim. This part of the form may be completed off site before conducting the
monitoring review at the facility. If the facility submitted a claim with errors, the
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monitoring visit is a good time to review the errors with the facility.

And finally, the findings and corrective action section. If the monitor has noted any findings
during the review they must be documented in the findings area of the monitoring form and
corrective action must be provided with a due date for corrective action.

Any problems or non-compliance findings during a facility monitoring review must be
followed up on to ensure they have been corrected.

If, in conducting a facility review, a sponsoring Organization of day care homes or unaffiliated
centers detects one or more serious deficiencies, the next review of that facility must be
unannounced and the sponsoring Organization must implement the serious deficiency
process, also known as Termination for Cause procedures. This process is provided in the
Sponsoring Organization of Day Care Homes and Sponsoring Organization of Centers sections
of the CACFP manual located on the CNP website.

15
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10 Minute Break

Child and Adult Care Food Program (CACFP) Summit

Break for 10 — 15 minutes.

16



Monitoring Requirements in the Child and Adult Care Food Program

Example: 5-Day Meal Count Reconciliation

B. 5-Day Meal Count Reconciliation:

Enroll Attendance | Breakfast | AM Snack | Lunch PM Snack | Supper Late
Snack

DAY 1

DAY 2

DAY 3

DAY 4

DAY 5
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Here is the five day meal count reconciliation chart that is on the monitoring form.

Monitoring reviews must examine the meal counts recorded by the facility for five
consecutive days during the current and/or prior claiming period month.

For each day examined, monitors must use enrollment and attendance records (except in
those outside school hours care centers, at- risk afterschool care centers, and emergency
shelters where enrollment records are not required) to determine the number of
participants in care during each meal service and attempt to reconcile those numbers to
the numbers of breakfasts, lunches, suppers, and/or snacks recorded in the facility’s meal
count for that day.

Based on that comparison, monitors must determine whether the meal counts were
accurate. If there is a discrepancy between the number of participants enrolled or in
attendance on the day of review and prior meal counting patterns, the monitor must
attempt to reconcile the difference and determine whether the establishment of an over
claim is necessary.

17



Monitoring Requirements in the Child and Adult Care Food Program

5-Day Meal Count Reconciliation Activity

= 5-day meal count reconciliation chart, meal
count and attendance records and a number
of children enrolled in the facility

= Task: Complete the chart and determine if
there are any findings and if corrective action

IS necessary
r]/ E// P

Child and Adult Care Food Program (CACFP) Summit

The five day meal count reconciliation chart is at times challenging to complete. Let’s do
an activity to help us understand the process.

18



Monitoring Requirements in the Child and Adult Care Food Program

Validating the Monitoring Visit

= Site Manager/Director/Owner

\— and Monitor must sign and
\ date form
L_‘
= Monitoring forms may be
completed and maintained \*mg—
electronically with electronic *
signatures [
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Each monitoring visit shall be validated by the monitor and facility owner/director or
provider.

To do this the monitor must review the results of the monitoring visit with the facility
owner/director or provider. Both the monitor and facility owner/director or provider must
sign the monitoring form prior to the monitor leaving the facility.

Since SDE allows sponsoring Organizations to maintain records electronically, they may also
collect electronic signatures when using a certification statement.

19



Monitoring Requirements in the Child and Adult Care Food Program

Monitoring Tracking Log

Sponsor must maintain a tracking log for all monitoring reviews to
include:

= Site Name

= Date of each site review

= Meal observed-what was assessed
= Description of findings

= Corrective Action (CA)

= Dates CA due and received
= Training or technical assistance
= Date of follow-up visit

= Date findings are corrected
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In addition to completing the monitoring form the sponsoring Organization must also
maintain a monitoring tracking log that reports:

Site Name;

Date of each site review;

Meal observed- what was assessed;

Findings observed;

Corrective actions required;

Dates corrective action was due and received;

Any training or technical assistance that was provided;
Follow up action(s) or date of visit, if any; and

Date findings are corrected.

If the monitor notes issues that need follow-up, a date for follow-up must be recorded on
the original monitoring form and the tracking log, and the follow-up visit must be
conducted and documented with resolutions noted.
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Example: Monitoring Tracking Log

Sponsoring Organizations Monitoring Tracking Log

Date of
Monitoring Corrective action Date CA Date of follow Date findings
Site Name Visit Description of Finding (CA) needed Date CA Due |[received up visit corrected
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Here is the Sponsoring Organization monitoring tracking log available in MyldahoCNP under
download forms. Organizations may use this log or develop their own and submit to SDE
for approval prior to implementing.
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Serious Deficiency and Termination Tracking Log

Log must include:
= Site Name

= Date of serious deficiency

= Description of serious deficiency

= Date serious deficiency letter sent to state agency

= Dates Corrective Action Plan (CAP) due and received
= Date of follow up visit

= Date serious deficiency was temporarily deferred (TD)
= Date TD letter was sent to State Agency

= Date proposed termination

= Date proposed termination sent to State Agency

= Date facility terminated

= Date termination letter sent to State Agency
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In addition to the monitoring tracking log, sponsoring Organizations of unaffiliated centers
or day care homes must maintain a serious deficiency and termination tracking log. The log
must include:

Site Name

Date of serious deficiency

Description of serious deficiency

Date Serious Deficiency letter sent to SDE

Dates Corrective Action Plan (CAP) due and received

Date of follow up visit

Date serious deficiency was temporarily deferred (TD)

Date TD letter was sent to SDE

Date proposed termination

Date proposed termination sent to SDE

Date facility terminated

Date termination letter sent to SDE

Sponsoring organizations of affiliated centers shall have their own internal controls in place
to manage personnel or center issues during monitoring visits to assure the findings are
fully and permanently corrected and do not escalate.



Monitoring Requirements in the Child and Adult Care Food Program

Example: Serious Deficiency and Termination Tracking Log

I Sponsoring Organizations Serious Deficient and Termination Tracking Log
Date of Date SO Date SD |Date 1D |Date Date
Serious Description of Letter Date Date of Temp. Letter Propose |Date Final
Deficienc |Serious sentto |Date cap follow up [Deferred [sentto |d Center |Term
Site Name ] Deficis SD) State  |CAP Due |[received |visit (TD) SA Terminati |Termed |letter
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Here is the Sponsoring Organization serious deficiency and termination tracking log
available in MyldahoCNP under download forms. Organizations may use this log or develop
their own and submit to SDE for approval prior to implementing.



Monitoring Requirements in the Child and Adult Care Food Program

Imminent Threat to Health or Safety

During a monitoring review of a day care home or unaffiliated
center , the Organization discovers facility conduct or conditions
that pose imminent threat to the health and safety of the
participants or public the sponsor must:

Notify the State or local licensing or health authorities
Take action consistent to their recommendations
Immediately suspend the facilities participation in CACFP

Send Notice of suspension, serious deficiency and proposed
termination

Follow remaining suspension procedures in CACFP Manual
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Sponsoring Organizations of day care homes and unaffiliated centers that discover in a
monitoring review facility conduct or conditions that pose an imminent threat to the health
or safety of participating children or the public, the sponsoring Organization must
immediately notify the appropriate State or local licensing or health authorities and take
action that is consistent with the recommendations and requirements of those authorities.

In addition, the sponsoring Organization must immediately suspend the facility’s
participation in CACFP, send Notice of suspension, serious deficiency and proposed
termination and follow the remaining suspension procedures provided in the Sponsoring
Organization of Day Care Homes and Sponsoring Organization of Centers sections of the

CACFP manual located on the CNP website.
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Monitoring Requirements in the Child and Adult Care Food Program

Household Contacts

Sponsoring Organizations are required to contact households in
writing or by telephone within 60 days of finding irregularities .
These findings may come from:

= QObservations or records reviewed during a monitoring visit
= Sponsor or SDE receives a “Whistleblower” complaint

= Sponsor questions the validity of a facility claim

* Any other time deemed necessary by the sponsor

SDE Household Contact Procedures are located in the CACFP
Manual
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Sponsoring Organizations of day care homes or unaffiliated centers are required to contact
households in writing or by telephone within 60 days of finding irregularities.

The Sponsoring Organization must conduct household contacts to verify the accuracy of a
claim (or claims) and supporting records whenever one or more of following instances take
place:

If during a site monitoring visit:

Substantially fewer children are present on the review day than are regularly

claimed without good reason (flu epidemic, field trip, etc.).

Participant attendance records or enrollment forms appear unauthentic.

Records were completed in advance.

A meal is always claimed by the facility; however the facility is not serving that meal

when the monitor conducts the visit, including holiday and weekend visits.
For example, a facility always serves supper at 5:30 PM, but when the
monitor visits at 5:30 PM, the facility is not serving a meal or planning to
serve a meal.

Daycare Homes only, the provider is not at the home when a monitor attempts to

visit, but the provider claims the meal for reimbursement.

Discrepancies in record keeping and other various reasons that cause a sponsor to

guestion the claim.

The sponsor or SDE receives a whistleblower complaint regarding meal claiming.

25



The sponsor questions the validity of a facility’s reimbursement claim.
Any other time deemed necessary by the sponsor.
SDE Household contact procedures are provided in the Sponsoring Organization of Day Care

Homes and Sponsoring Organization of Centers sections of the CACFP manual located on the
CNP website.
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Monitoring Requirements in the Child and Adult Care Food Program

Monitoring Activity

= Break out into groups of 3-4

= FEach group is given a scenario

» Task: Determine what the
monitor should do in the
situation, if corrective action is
necessary, what the corrective
action would be, is a follow-up
visit required, and how soon will

— the follow-up occur

Child and Adult Care Food Program (CACFP) Summit

So let’s practice our monitoring skills! We are now going to break up into groups and
complete the activity on the slide.
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Monitoring Requirements in the Child and Adult Care Food Program

Effective Monitoring

—
-~

= Ensures accountability and

. ;’\ improves efficiency

N & = Document findings of serious
\, % ﬂt deficiencies

, “ * Should be replicable

= Should be replicable

= Sufficiently documents whether
the facility meets CACFP

regulation requirements ' ’.\v
\

Child and Adult Care Food Program (CACFP) Summit

Effective monitoring will result in the facility being able to meet the goals and requirements
of CACFP, ensure the accountability of federal funds, and improve the efficiency with which
the facility operates.

Effective monitoring will also document findings of serious deficiency.

Effective monitoring should be replicable so that results are largely the same regardless of
who conducts the review.

Without effective monitoring, we cannot prove to the satisfaction of Office of Inspector
General, Office of Management and Budget, Congress and the American public that the
CACFP is serving its intended purpose —meeting the nutritional needs of children.
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Monitoring Requirements in the Child and Adult Care Food Program

Wrap Up

Get your passport stamped
before you leave!

Remember to complete the
evaluation.

Thank you! CHILD NUTRITION
PROGRAMS

Child and Adult Care Food Program (CACFP) Summit

| hope you have found this session helpful. Please make sure | have stamped your passport
before you leave this session. Remember to complete the evaluation.
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Monitoring Requirements in the Child and Adult Care Food Program

The U.S. Department of Agriculture prohibits discrimination against its customers,
employees, and applicants for employment on the bases of race, color, national origin,
age, disability, sex, gender identity, religion, reprisal, and where applicable, political
beliefs, marital status, familial or parental status, sexual orientation, or all or part of an
individual’s income is derived from any public assistance program, or protected
genetic information in employment or in any program or activity conducted or funded
by the Department. (Not all prohibited bases will apply to all programs and/or
employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the
USDA Program Discrimination Complaint Form, found online at
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call
(866)632-9992 to request the form. You may also write a letter containing all of the
information requested in the form. Send your completed complaint form or letter to
us by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400
Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202)690-7442 or
email at program.intake@usda.gov. Individuals who are deaf, hard of hearing or have
speech disabilities may contact USDA through the Federal Relay Service at (800)877-
8339; or (800)845-6136 (Spanish).

USDA is an equal opportunity provider and employer.

USDA Child Nutrition Programs recognize the following protected classes: race, color,
national origin, sex, age, and disability.

Child and Adult Care Food Program (CACFP) Summit
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