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Infants  
1. WIC says not to start a baby on baby food until 6 months of age. Will we get in trouble if we do not feed a four month old baby food?
No, infant meal pattern requirements do not require feeding anything except formula or breast milk before 8 months of age. 

2. In last year’s training packet it stated that infants needed the infant addendum and income applications. Do they now need enrollment forms?
A fully completed enrollment form and infant addendum is required for all participants under one year of age for proper enrollment.  Also, the income applications are required for some types of programs under CACFP, but not all.  This is Program specific, so please contact your State Agency consultant.

3. On new infant menu forms how and where do we record dinner? On the form it’s just breakfast, lunch and snack.
We are in the process of uploading to our website an alternate infant menu and production record that includes supper. Until then you can simply cross out the meal you are not claiming (breakfast, lunch or snack) and add the word supper. 

4. Per state regulations we are not allowed to prepare bottles, so if we provide infants with formula what would we do since we are not allowed to prepare?
For formula provided by the center, licensing has waived this provision for centers that are part of the Child and Adult Care Food Program. Formula sent from the parent should be prepared by the parent.

5. If all parents mark on the infant addendum that they choose to provide all baby food and formula, are we still responsible to purchase?
You are required to have iron fortified formula and age appropriate food on hand even if all parents provide their own. These purchases are a back-up in the event that a parent forgets to send food. Once a child turns eight months old, the institution must provide at least component of the meal to claim the meal. Work with parents to decide which component you will provide.

6. Do we have to purchase a certain amount of infant formula or baby food per month if parent provides it?
There is no set amount that is required to be kept on hand. However, enough needs to be kept on hand in case a parent forgets to send food. 

7. Is there a different infant menu for the new fiscal year?
The infant menu requirements have not changed. However, we do have a new, easier to use form, to record infant meals.  Although the use of State Agency forms is not required.  

8. If I have a 13 month old who chokes on food table food and the parents request stage 3 food, can I do this with a Dr. Statement?
Yes, as long as food meets meal pattern requirements for one to two year old children.

9.  Can you please revisit non-creditable foods for infants….Cheerios?
Per USDA meal pattern requirements for infants, Cheerios is not a creditable cereal. The only cereal that is creditable for infants is Iron Fortified Infant Cereal. You can serve Cheerios as an extra. 

10.   I did not understand what was said about criteria for claiming infants that are breast fed only. 
If a parent breastfeeds the infant on site, and no other food is served to the infant, the meal cannot be claimed. If the parent brings expressed breast milk into the center and the center staff feeds the child, the meal can be claimed.
The only exception to this is if the parent is a childcare staff member. In this situation, if the child is fed on site by the parent, the meal can be claimed.

11. What if you’re supposed to serve baby cereal and they’re not eating infant cereal at home?  Should you still offer the baby cereal? Baby is 6 months old.  After 8 months of age iron fortified cereal OR meat/Meal alternate is a meal pattern requirement. 

12. What should I do if I purchase a formula that no infant uses?          To meet meal pattern requirements, you are required to purchase and offer one type of iron fortified formula. 

13.  What other component would you offer with breast milk to claim a meal for a 0-3 month old?
4-6 fluid Oz. of iron fortified formula or breast milk is all that is required to meet meal pattern requirements for infants 0-3 months old. See the infant menu in your 2014 training packet for details. 

14.  If a child is over 12 months old and is still on formula or breast milk can I count them?
Yes. There is no regulation as to the type of milk a one to two year child (12-24 months) receives. Some may still be on breast milk or formula and transitioning to regular milk. USDA and The American Academy of Pediatrics recommends that when an infant does transition to cow’s milk, that it be whole milk until the child turns two years of age. 

15.  Parents want their infants to have organic baby foods, any tips on providing such food?
You can discuss this with the parent. As always, parents of infants have the choice to bring in their own food for the infant, including organic fruits and vegetables.  Even though we encourage you to work with parents, you are not required to serve what the parent wants you to.  As long as the baby food meets meal pattern requirements, CACFP does not have a preference related to whether the baby food is organic or not. 

16.  What snacks count for infants?
Breast milk or iron fortified milk is the only snack component required for infants. Infants 8-12 months of age can also have 0-1/2 slices of bread and 0-2 crackers if developmentally ready.


17.  Can table food be introduced as a creditable component for infants 8-12 months if parents agree? Once a component is served must it be served every day … I.E. crackers as snack?
Yes. As long as it meets meal pattern requirements, is appropriate for infants, and you have communicated this with parents, you can serve table foods to infants. See the infant menu in your 2014 training handbook for options. You do not have to continue to serve that component everyday once introduced.


18.  If all infant parents decide to provide all their own formula and food, do we still have to purchase and keep them in stock?
Yes. You are required to have iron fortified infant formula and other items that meet the meal pattern requirements on hand. See question # 5.

19.  Our infant parents bring food in for their children to eat. If that parent does not bring in all components and does not want us giving them extra food, how do we count them on paperwork?
If the child is not served a meal that meets meal pattern requirements, it cannot be counted in your submission for reimbursement. 


20.  Can baby food that has been donated be claimed?
You cannot claim the donated food as part of your expenses. However, you can serve it to your participants as long as it meets meal pattern requirements.

21.  What do I do if parents bring combinations of food or puffs etc... for their baby to eat. Do I deny the food and use ours?
You can certainly feed the child the food sent from home. However, if it does not meet meal pattern requirements, you must supplement what was sent with what you have on hand in order for it to be claimed for reimbursement. 

22. Do homeless shelters need to provide food/formula for infants?
Yes. Homeless shelters are under the same obligation to keep food/formula on hand just like other institutions. 

23.  Is blending foods to make baby food (such as green beans and carrots) from lunch ok?  Does it count for infant food purchase?  Is it acceptable for all ages?
Yes, this would be creditable. The expense to purchase this food can be counted on your monthly expenses. If you purchase the creditable food and serve the food, it can be claimed; no matter what age the child is who you are serving it to. (Mashing up food for older children is not advisable except in special circumstances where a special need is involved.)

24.  Since you must provide one component to 8-12 months in order to claim meals. Does this mean to provide one component for each meal? (breakfast, lunch, dinner)
Yes. See page 23 of your 2014 training packet for specific portions and other requirements. 

25.  Do you count children with a feeding tube and babies under 1 year old on the master roster if they are not eating our food? 
If a child has a signed medical referral form, listing the foods that should be substituted for any meal pattern item, and that food is being served to the child through their mouth or through a feeding tube, the meal is creditable. See question #5 for information on feeding infants under 1.


26.  Do we need to have the Infant Addendum Form filled out if we do not count infants on the food program?
If you participate with CACFP, all participants (including infants) in your program must have access to the program. It is a civil rights violation (Discrimination based on age) not to. So yes, you need to have an infant addendum filled out for all infants, and you need to follow all requirements for feeding infants and claiming infant meals.


Catering
1. If catering, do we have to fill out the menus and if so do we have to list CN labels etc.?
Yes, menus are to be filled out and CN labels kept on hand when required, regardless if you are catering or not.

2. Does our daily meal ticket from the caterer have to say how much milk is dropped off each day, if the catering contract states that each meal is inclusive of milk?
Yes, the quantity of milk needs to be listed on the daily meal ticket. This documentation can be used during a milk audit to show if enough milk has been served.

3. My milk is included with my catering how do I calculate it?
Calculate the number of ounces purchased whether by the gallon, pint or half-pint. Then divide by 128 and this will give you the number of gallons purchased.

4. If food is catered, do you still have to fill out a menu record or can you use the menu the caterer sends?
You can use the menu sent by the caterer under two conditions. First, it must show that all meal pattern requirements were met. Second, it needs to show the date each meal is to be served.

5. If catering, is any other procurement required?  Example for other items not catered; milk, infant formula.
Yes. If you purchase other items on your own, you will need to do a separate procurement for those items.

6. How do you get a caterer from the school district?
You will need to contact the school district’s food services department and discuss this possibility with them.

7. Will caterers have access to the food buying guide online?
Yes. The food buying guide is for public use and can be found on the USDA website.

8. If our caterer is the Senior Citizens Center and their meals/menus are all created by the state and mandated to be used by the state through Area Agency on Aging.  Will the caterer have to sign up on the approved Caterer List?
All caterers are required to apply for and be approved for the CACFP Caterers List in order to participate in the food program.


Procurement
1. Do we have to do procurement for catering and snacks?
If you do not have your snacks catered, you’ll need to complete separate procurement for your catering and your snacks.

2. Do we need to have a bid for every product that we use?
If all your food is purchased via retail stores, you’ll need to fill out the small purchase procurement form for the top six items you buy. If you use vendors you’ll need to fill out the vendor procurement form for the each item you wish to purchase through them.

3. Do we have to do vendor procurement if you only get paper products from them?
Yes. Any products purchased through a vendor are subject to the vendor procurement process.

4. On the new vendor procurement:  Do you first choose three large companies, send out bid packages, compare, and then average all prices? Do you pick from the average or can you sometimes order from the cheaper vendor?
The size of the vendor does not matter. If you choose not to go with the vendor with the lowest bid, you must document why the alternate food supply vendor was chosen.

5. What do you do if you buy or possibly will buy more/different items thru the year? Do you only put the items you are currently buying on the procurement?
For the small purchase procurement, you need to procure the top six items you anticipate purchasing during the year.

6. If we submit a bid request to a vendor and they are not interested because we do not meet their minimum requirements, how do we show this on our vendor procurement form?
Put the vendor’s name under one of the vendor options 1, 2, or 3. Then state underneath that the vendor did not respond or declined to place a bid.

7. Do we need to do both procurement processes if we use vendors for 90 % of food and grocery/Retail for 10% (bread, Baby food, formula)?
If you use a retail store for any of your food program purchases, you’ll need to complete a small purchase procurement form. The same is true if you use a vendor. If you use a vendor for any of your food program purchases, you’ll need to complete the vendor procurement form.


8.  What happens if I want to start using vendor (SYSCO, Gordon food) in the middle of the year?
You will complete the vendor procurement form at that time.

9.  If your school district has a signed bid with a company such as GFS, do we still complete Procurement Form A?
No. School districts have their own procurement procedures that they are required to follow. You do not need to complete your own procurement for the items your school district purchases.

10.  Does the procurement only need to include food items if food is all we claim? Or should it include non-food items?
You will only need to procure items you that you claim as an expenditure for the food program.

11.  What if you have only one food vendor that you use?
You will still need to attempt to get bids from two other vendors as well.

12.  If we use a vendor from our School Districts Bid List, do we need to do procurement for Vendors?
If you will be contracting with the vendor yourself and not through the school, then you will need to complete our vendor procurement process.

13.  Do we have to go through the procurement process now even if we have previously done all the comparisons, and have been using this vendor for many years?
All procurement is to be done on a yearly basis.

14.  How many items do we need to get priced on the Food Supply Vendor Contract?
You will need a bid on each item you intend to purchase from them.

15.  What if food supply vendors won’t guarantee their price for the entire year?
The Invitation to Bid (Form B) asks the vendor to quote a price that is good for one year “unless otherwise stated.” This gives the vendor the opportunity to explain why a price would not be firm for one year. You can still accept this bid as long as you explain your reasoning for choosing this vendor. 

16.  Can large multiple sites /multiple state organizations perform procurement for all sites or is it by state and site?
If your organization does a multi-state procurement and all of the centers use the vendor who was awarded the bid, then only one procurement needs to be conducted. Have a copy of this procurement and bid award available for review.

17.  If a vendor doesn’t complete and return the procurement bid; do you just document and select from bids returned?

Yes, that is the correct procedure.

18.  Are food supply vendor contracts and gas prices good for a year? Where does this price go?

Yes the prices quoted are good for one year unless otherwise stated. The price is listed on the right hand side of the contract.

19.   What if you shop in bulk at stores like GFS or Restaurant Depot, but don’t have the groceries delivered.  Do we still have to do a vendor and bid form?

Yes. These businesses are considered vendors and the vendor procurement will need to be completed.


Kinship, TAP, SNAP 
1. In the training packet it states that kinship care is automatically classified as free. Do they have to list a $ amount or case number?

Yes. The income application requires that a dollar amount be listed.


2. For SNAP or K-Tap participants how do we verify that it is the actual case number? Is it OK for them to list the last four digits of their social?

You are not required to verify that the number is the actual SNAP or K-Tap number. However, a number does need to be listed in order to claim the participant as free. A check mark is not sufficient.


Menus 
1. If meals are documented in the wrong age group, but served the correct components, should meals be disallowed?  Thank you.
If you discover this error make the necessary corrections and show your work. Then you can count those meals.    

2. Some good ideas for menu items would be helpful in the future.
Thank you! We will certainly take your idea into consideration. Until then, you can do an internet search for “CACFP menu ideas” and get a multitude of sample menus and ideas.

3. Can you make (HM) biscuits for breakfast using flour, butter and milk instead of CN label biscuits?
Yes. We encourage you to make homemade food for your participants!

4. Can we serve our own garden vegetables to the children?
See your local health department regarding serving home grown fruits and vegetables. 
5. If you still use the production record in the kitchen and it is listed ground beef on it, do you still have to put ground beef instead of taco meat on the menu?
Always list specifically the type of meat that you are serving on your menu record. Taco meat is not clear enough. What kind of meat is it: beef, turkey, chicken, etc.?

6. How do you list CN Label from places like Kroger, Walmart etc?
If the item has a CN label, it will be on the packaging. You can simply make a photo copy of the CN label and keep it in a file. 

7. If chicken nuggets are bought at Walmart, can you save the nutrition label since no CN Label is available?
You can save the label to show that it is a creditable item for the meat component. However, if you want to count the breading from the chicken nuggets as your bread component, an official CN label will be needed. 

8. How can we get approved for supper and LN Snack?
You can call or email our office and we can discuss your specific situation.

9. Do we record substitutions on Menu for children with allergies?
Yes, you can record the substitutions on the menu.

10.  Can you choose multiple snack times for school children who return to sites at various times?
Snack must be served at the time that has been approved on your site application.

11.  CN Labels for off the shelf food found on the internet:  Can we use these?
Yes. As long as the CN label matches the exact food and brand you are serving.

12.  Do we still have to serve whole grain bread?  Can we use enriched bread products?
Using whole grain bread is considered a best practice by the USDA. Either whole grain or enriched bread products are creditable grain components.

13.  For Adult Daycares, how much bread is required per meal?
A grain component is the requirement at a meal service. Grains include cornmeal, white or brown rice, oats, wheat products, etc. Bread may be chosen as one type of grain component, but it does not have to be. If you do choose bread, the requirement for breakfast ,lunch or supper is two slices. For a snack the requirement is one slice. 

14.  Should second helpings of fruit, vegetables, breads and milk be offered for all meals and what is the serving size for second helpings?
While not required, second helpings are great to serve for those asking for more food. There is no required serving size for second helping portions.

15.  If we have an open box of food-1/2 box of fresh oranges.  Do we still count this on the inventory at the end of the month?
Other than milk, CACFP does not require an end of the month inventory be kept of food items. For milk, you’ll want to record your end of the month carry over on your next month record of meals served (17-9).

16.  If you are serving cereal for breakfast, does the milk that you use in the cereal have to be specific to the age of the child?

You are required to serve the proper amount and type of fluid milk to every participant at breakfast. It doesn’t matter if it goes in the cereal or not.

17.  What about an infant who drinks less than 4 oz.? I.E.- 6 weeks old and only 2 oz. at a time.
Infants vary greatly in their feeding amounts and times. You are only required to offer that much formula or breast milk throughout the given time period.  The infant will choose how much to eat when they are offered the bottle. Some infants may need to have the formula offered at multiple times 

18.  With the change in programs and losing so many lower income children, does the 50% low income still apply to be on the program?

For profit institutions and sponsors must have an enrollment of 25% free or reduced participants. Nonprofit institutions and do not have this requirement. 

19.  If I use Chex Mix for snack, how many grams is a serving when it is a mixture of crackers, pretzels and cereal?

Look at Exhibit A in the Food Buying guide to determine how much to prepare when preparing packed grain items.

20.  Is it required for homeless shelters to complete Milk Reconciliation?
The milk reconciliation form is not required for any institution or sponsor. It is an optional tool for you to use to be sure you are purchasing enough milk. 

21.  If a parent has a personal request of no juice when child is 1 year old.  Parent said fruit is ok.  Can I serve fruit each time juice is on the menu for the one child?
Yes, you can substitute fruit for 100% juice. To ensure that you are not discriminating, offer this fruit as a substitute for the juice to the rest of the participants each time.

22.  Is sour cream and mayo creditable foods?
No, these are not creditable items. However, they can be used as extras as part of an otherwise creditable meal. 

23.  Can we serve popsicles if we don’t claim them on the program? 
Yes, you can serve them as an extra.

24.  We have parents complain that children don’t like the food and are still hungry. Are we allowed to offer cheese and crackers after a creditable meal is served? 
Yes, they can be served as an extra. They can also be served as part of a creditable snack.

25.  How do you serve Vegans that have a Medical Form on file? How do we claim the expense and what can be claimed? 
As long as a creditable meal is served, the meal can be claimed. If this is a lifestyle choice and not a medical necessity, you are not required to purchase the food substitution. Parent can bring their own substitution food.  The parent will need to send in a letter explaining their religious/lifestyle choice. Keep this letter on file. If you do purchase the alternate food, you may claim it in your food expenses.

26.  If a kid won’t eat his meat and vegetables should we give him extra fruit and bread to fill him up? Please advise?
This is a topic that has multiple facets. You are only required to serve each participant the proper meal pattern requirement to claim the meal. It is up to each institution to develop policies regarding whether or not to serve more of something after meal pattern requirements have been met.

27.  What is a proper serving size of ketchup? 
Ketchup is considered an extra and CACFP does not have recommended serving size. Ketchup cannot be used to satisfy a fruit or vegetable component of the meal. 


28.  If I serve an additional component, how can I document it on the menu and production records? (there are no additional lines)
Production records are no longer required by CACFP. Menus ARE a requirement though. You may add an extra line to the Menu Record if it suits your needs better.

29.  On the new Daily Menu record, where do you record extra things like pasta sauce and cheese sauce? (the form doesn’t allot space)
You may add an extra line to the Menu Record if you like. The Menu Record is a modifiable document. 

30.  Do you list 1% milk and whole milk separately on your menu record and the amounts that you served the children separately?
We recommend that you list 1% (or skim) and whole Milk on your Menu Record. Amounts served are not required to be listed.


31.  Is a separate menu needed for toddlers since they drink whole milk verses older children who drink 1% or skim milk?
No. You can use one menu and list “Whole and Skim Milk.”

32.  Is watermelon a credible food?
Yes. It is considered a fruit. See the Food Buying Guide for the proper amount to purchase and serve.

33.  We have a reoccurring monthly menu can we make a master copy and photo copy each month for the daily menu record?

We require that you document each component that you serve at every meal. The Weekly Menu Record that we have made available to you is a tool that will help ensure you are in compliance. If you are using a four week cycle menu, you may make four menu records and photocopy. Ensure proper dates are listed for EACH day and the proper month is listed on the top. File these menu records in the monthly folder after the month has ended.

34.  Any suggestions on controlling the amount of food the staff eats? They eat more than is required causing us to need to purchase more food.
This is an internal issue for which CACFP does not have a policy. 

35. When we make chicken noodle soup, how to chart it on weekly Menu-1 cup carrots, celery, chicken, Noodle.  Grilled Cheese.

You may choose two components from the soup to claim on your menu record. For example, you may choose the vegetables in the soup as one component and chicken as the other. You would then claim the bread in the grilled cheese as your grain component. Milk and an additional fruit or vegetable would need to be offered as well.

36.  On the weekly Menu Record, do we put the amount of food? Ex 1 cup of milk, 2 oz. milk
No, this is not required. However, you are still required to purchase and serve the required amount.  Be sure to purchase enough of each product during the month to show that you served enough of that food to be deemed creditable. 


Employees
1. My employees eat with the kids. Is that still okay? When you go to the food buyer’s guide to make a grocery list, what about food for teachers?

CACFP does not have a policy on whether employees can eat with the children; however, we encourage it as a best practice. There is no specification on the amount of food that an employee is served; It is up to the discretion of each institution.

2. May we claim program labor costs for the person who does all the administration paperwork?
Yes. Any work done that relates to the food program can be counted as program labor. Employees that do this work need keep a daily log for the hours worked on the food program on a Personal Activity Report form (PAR).

3. Do we need paystubs for each personnel activity report on file?
Paystubs do not need to be in the monthly folder as long as a Personal Activity Report is in the monthly folder. 

4. If we are claiming an employee full-time food service staff, do they need a personnel activity report?
If the only work the employee does is for the food program (I.E. – the cook) then a Personal Activity Report is not required and the employee’s paystub can be put in the monthly folder.






Forms 
1. Do we have to list on the record of meals served milk on hand after the last day of the month?
Yes. This will help you during a milk audit to know how much milk to purchase in a month so that you do not purchase too much or too little. It will also help when a consultant comes to do a review. We can give you credit for the milk on hand at the beginning of the review month when we do a milk audit. 

2. Do you have to have in-service training procurement, etc. on file at both sites?
In Service Training(s) and Procurement should be kept at the Sponsor Office. Only paperwork that supports the claim (master roster, attendance records, enrollment forms, income applications, 17-9 Record of Meals Served, and Menu Records) need to be kept at each site.

3. Do the enrollment forms have to be complete?
Yes. Be sure that all enrollments forms are completed in their entirety and signed and dated by the parent or guardian.

4. If we have signed permission from the parent to fill in blanks on enrollment forms/income apps, may we do so?
No. It is the responsibility of the parent or guardian to fill out the enrollment form.

5. Everything that is listed on page 49 in the training packet under minimum records, do we have to have all that is listed?

You have to keep all of the records that pertain to the costs you are claiming. Not all of these will apply to all programs.


6. Is the 17-9 form still required to be on the refrigerator? 

No. However, it does need to be easily accessible and up to date. We recommend that if institutions are keeping an electronic version of the 17-9, that they also keep a paper copy for daily recordkeeping

7. Can we do hand written forms also, along with electronic forms for several months on the 17-9?
Yes. You are welcome to complete paper and electronic 17-9’s (Record of Meals Served) if it helps you. 


8. Are the formulas protected in the fields on the electronic forms?
Yes. These are official CACFP forms and they have been set-up to our specifications.

9.  Does the attendance record have to be totaled daily and recorded on the 17-9 or may we total and record at the end of the month?

Yes. The Record of Meals Served (17-9) needs to be kept up to date. This includes totaling the daily total attendance. 


10.  Do expenditures need to be filled out monthly or can we fill it out for each month when we do our quarterly expenditures?

Expenditures need to be filled out monthly on a Record of Expenditures form (17-8). 

11.  Explain the dates on the master roster … date income applications signed! Whose signature? Parent or supervisor?

The date on the enrollment form refers to the date the parent signed. The date on the income application is the date that the Institution Representative classified and signed.

12.  Can we white the out date if a parent signed all 3 lines of enrollment form?
You may never use white out on forms. Put a line through it and initial, have the parent sign on top of their old signature and re-date. OR use a new 2014 enrollment form!

13.  What about children whose schedule and meals attended change often?  How to document on enrollment form?
Have the parent check “yes” by the sentence on the enrollment form that states, “Parents work multiple shifts and participants may be in care different days/hours?”

14.  Did the enrollment form always require one for each child or just the 2014 new form?  Mine have always been per family.

Beginning in FY 2013, all enrollment forms must be one per participant.

15.  Can you do some forms electronically and some not?  

Yes. You can mix and match electronic with paper forms.

16.  What do we click on to get to the training packet?
The training packet is linked to the CACFP webpage on the KY Department of Education website.  The link is labeled “Training Handbook 8/5/13.”

17.  Do we have to have a hard copy of the application in file
Yes. Income Applications and Enrollment Forms are required to be on file in paper form.

18.  What is the correct documentation on milk reconciliation for parent provided milk? I.E. organic

Add the number ounces sent by the parent on the line for the amount of milk purchased. Ensure that there is a letter on file from the parent stating their religious/lifestyle choice to purchase organic milk for their child.

19.  Last year we could not find the justification for reimbursement form.  Is there one included in forms this year?

This can found in your training packet on page 56. If you don’t have a copy of the training packet you can find it linked to the CACFP webpage on the KY Department of Education website.  The link is labeled “Training Handbook 8/5/13.”

20.  If person responsible for input of daily electronic form is off, can input wait until they are back?

Meal service counts must be calculated at the time of meal service. Daily attendance must be done at the end of each day. These can be done on paper at the time required until the person imputing them electronically returns. However, it recommended that more than one person be trained to input date electronically so that this is not an issue.

21.  How many kitchen inspections are required, per year, if you are using a catering company?

Kitchen inspections rules vary from county to county. Please contact your local health department for an answer to this question. 

22.  Receipts fade can we scan them into our computer?  As we have to keep them for 3 years.

Yes. However, original receipts still need to be kept in the monthly folder. 

23.  We are a CEO district.  May we use HIFs for our application data in place of lunch form data?  We only do the snack for Preschool that needs the free/red. Data.

At this point, CACFP still requires income applications for each participant who is claimed free or reduced. We are looking into this as a possibility for next fiscal year.

24.  For Head Start-Do we keep cook’s check stubs at sites or at managers’  files?  Or Fiscal office?  Personnel Activity Reports needed for Cooks?

Personnel information needs to be kept at the sponsor office with other CACFP paperwork such as monitor reviews, procurement, and training documentation. For any employee how works full time for CACFP, a paycheck stub will suffice. For those who have multiple duties, a Personnel Activity Report Forms needs to be kept.

25.  Are we still allowed to use the 2013 enrollment form for new enrollments?  Or only those that completed it last year?
Use the 2014 form for all new participants. You can use the 2013 form for continuing participants who filled the form out last year.

26.  Does the electronic attendance sheet allow for 60+ children?  Can you have multiple pages electronically?
Yes the new electronic attendance sheet will allow for far 270 children.

27.  Is there ever a time we can remove names from the Master Roster?  Such as if a child withdraws from program.  We currently have over 8000 names on our Master Roster and it’s getting out of Control.

Remember, one Master Roster is needed per site, (not per sponsoring organization) and a new master roster is created at the beginning of each fiscal year. Unless an individual site has 800 participants, you should not have 800 listed. 


28.  At the top of the Enrollment Form it used to ask for “Name of Sponsor” it now says “Name of Site”. Do we need to have the name of Sponsor on there?  Can hard copies of the forms still be used instead of doing everything being electronic?

Put the name of the site at the top of the enrollment form. You can also add the sponsor name too if you wish. Yes, you can use hard copies of the forms.

29.  For sponsoring programs, can more than 1 person go out and do monitoring?

        Monitoring is the responsibility of the sponsoring organization. You choose    who you want to monitor!

30.  Feeding is part of the CACFP time?  Correct?
Yes. If you wish you can count the time employees spend feeding participants as time spent working on the food program.
31. How many days does the reviewer have to sign and date after application is filled out?

It depends on the needs of the program. If the child is enrolling immediately, the income application needs to be classified and signed immediately. The child cannot be claimed as free or reduced until they are classified and the income application is signed.  In programs such as Head Starts, the income application may be signed in the month the participant actually begins the program instead of the month the participant is enrolled.
	
32.  Do we print out the electronic copies or do we need to write out hard copies for our folders?
You can print out the electronic copies.

33.  If a center serves both whole milk and skim milk are we to claim both on the production paper?
Yes.	

34. What about the Master Roster withdrawal date? What if the child starts attending the center again?
If you are using the electronic version of the master roster you can delete the withdraw date. If you are using a paper version, you can cross it off and initial. The withdraw date is to help you with your administration of the program.

35.  We have a couple of centers who are going to a 4 day school week and Friday is just basically child care for only the Head Start kids currently  enrolled. Do they need to do a separate record of meals and daily attendance for that one day?
No. You can continue to use the same forms for the entire week.

36.  On your monthly claim sheet we input how many free, reduced, or paid children we have; then the next line says # of subsidized children. Are we supposed to put the # of state funded children we have or is that a number the computer figures for us?
You need to determine that number and input the information. CNIPS does not have that information.
37.  Can we still submit our own electronic forms for approval as long as it contains the same information KY is requiring?
Yes. Submit them to us so that we can ensure all of the required information is listed on the form.

38.  Please make sure your “Excel” form is Mac friendly!  Then those w/iPods can do Daily Attendance in the classroom. Mac uses a “Numbers” program that is Excel compatible. 
Our forms are Mac compatible. 

39.  Are Adult Day Cares still exempt from doing the Milk Reconciliation Form?
The milk reconciliation form is not required of any institution or sponsor. It is an optional tool for you to use to be sure you are purchasing enough milk for your participants.

40.  Where do you list a child on the enrollment form that only attends after school care and attends the center all day on holidays and school breaks?
On the new enrollment form under “Usual Hours of Care” put the normal hours the participant is at the center for each day of the week. At the bottom there is a place for “Non-school days/holidays.” Mark that box as well and then put the usual hours he/she will participate on those days. 

41.  Please clarify which forms etc. need to be kept at individual sites and if anything at all needs to be kept at corporate offices.
For Sponsoring Organizations (more than one site) the paperwork that supports each claim needs to be kept at the site. This includes attendance records, enrollment forms, income applications, master roster, 17-9 Record of Meals Served, and Menu Records. It is advisable that copies of these documents be kept at the sponsor office as well. At the sponsor office, procurement, training, 17-8 Record of Program Expenditure and all supporting receipts and cost documentation need to be kept.

42.  I have always categorized by Master Rosters by free, reduced, paid; ex: all my free were grouped together by reduced together & paid together. Can I still do this?
Yes. You can group them that way if you want. 
Reimbursement and Expenses (Financial)
1. Can the delivery charge for milk still be included as an allowable cost?
Yes. 

2. How do I figure the amount of reimbursement for nonfood cost?  I.E. Paper plates, paper cups, napkins, paper towels
Nonfood costs that are exclusively used for the food program can be fully counted as an expense. These items would include plates, forks and napkins. Fifty percent of the cost of other nonfood items that can be used for the food program and outside of the food program can be counted as an expense. These items would include paper towels, cleaning supplies and rubber gloves. 

3. Why are claims due by the 15th rather than end of month like we used to do?  A lot of times first payroll of month has just been received.
It is in KY State law that claims be submitted by the 15th of the month. Institutions have until the 30th to make changes to that claim. 

4. Please refresh me on how to figure out part-time and nursery personnel pay.  Can you just take hours worked and hourly wages?
Nursery personnel, because they spend so much time feeding the infants can claim 50% of their working hours on the food program. This amount is timed by their hourly wage. Other workers can count a portion of the time that is spent feeding the participants and cleaning up afterward. Each of these workers will need to complete a Personnel Activity Report. This can be found in your 2014 training hand book or on our webpage. 

5. Will you please explain how the reimbursement for program labor comes into play since we only get reimbursed for food and meal served?

Institutions must show that they are operating the food program in a nonprofit manner. If your food and nonfood purchases do not exceed your reimbursement, you can also claim your program labor as an expense to move your total expenses above your reimbursement. Each programs budget will vary depending on individual circumstances.



6. Are we allowed to copy our receipts and place copies in our monthly folder?
You may make copies of the receipts you use to justify your reimbursement. These may be kept in your monthly folder. However, original copies must be kept on-site and must be available for review at any point.

Civil Rights 
1. Would it be considered a Civil Rights Issue for staff to eat prior to participants as they are required by labor laws to have lunch break within 5 hours of starting shift?
No, this would not be a civil rights violation.

2.  Does Civil Rights statement have to be on our professional email?
No.

3. Do Civil Right Forms have to be given to families in Parent Handbooks?
Civil rights grievance forms need to be kept on file at the center in an easily accessible place. The Non-discrimination statement must be in the handbook.

4. For media release, if your newspaper will not print a media release for free are you obligated to pay for it?
No. Your only obligation is to send it to them. Whether they publish it or not is up to them. You do not need to pay for it.

5. Does a janitor need to be trained on Civil Rights Grievance since caterers do?
 	Yes

6. Does the new Civil Rights statement go in our Parent Handbook or the Food Program Packet?
Both. The civil rights statement needs to attached to any publication released to the public.


7. Besides Civil Rights, what topics are required for Staff Training?

Training should include the basics of the food program including meal pattern requirements, health & sanitation and forms. Nothing else is specifically required except for Civil Rights.

8. Civil Rights statement on weekly menu too?  It may not fit on form.
No. The civil rights statement is not required on the weekly menu.

Miscellaneous 

1. Does the training packet contain all required information that we need or shall we read further into the regulations?
All institutions should read and know the regulations. The handbook has been created to help you meet the regulation requirements; however, the regulation is the source documentation.

2. I will only be the director for a short time but I will be the one doing all the paper work. If they replace me after our application is renewed, do you have to be notified?
Yes. We will need to be notified anytime a new director is hired. 

3. Do we need to keep all the emails regarding food recalls in our memo folders?
No. They are informatory only. If you do not need them, you may delete them.

4. Do you have to spend 50% of reimbursement for food?
This is considered best practice. CACFP was set up to help programs feed participants better quality food than if they were not only the program. Spending less than 50% of your reimbursement on food is an indicator that an institution may not be spending funds appropriately.

5. Is there a chart showing the obesity rate of non WIC children and how does it correlate to the chart for WIC obesity rates?
        Please contact the WIC office for further information. We do not have this   data.
6. Can the annual training be done via webinar?
We are looking into various training methods. A webinar may be offered in the future.

7. No Awards?!
We are looking into more fair and accurate means of determining which programs are exceeding expectations in a variety of different ways.  We recognized that there are a lot of excellent programs who are not being recognized appropriately, and we want to make sure no one gets left out!

8.  No sheet with names and email addresses for CACFP Staff?
All our names, email addresses and phone numbers are listed on the CACFP webpage. http://education.ky.gov/federal/SCN/Pages/Child-and-Adult-Care-Food-Program.aspx

9.  How long do we wait to start claiming dinner?
You can claim any combination of two meals and one snack or two snacks and one meal per day. This includes dinner. 

10.  How do I get a print out on each claim that you make that has the amount that we are supposed to receive?
If you go into your claims in CNIPS after you make your claim, you should be able to print out the sheet that shows you the amount you are going to receive.

11.  How long do we need to wait before we can start claiming another meal?  For example if we claim breakfast, lunch and snack.
You cannot claim more than three meals a day per participant. If you would like to begin claiming a forth meal service while still claiming only three meals a day per participant, you will need to contact our office to discuss the specifics of your situation. 

12.  If a center eats at 8:30a.m. (B) 11:30a.m. (L) 2:30p.m.(S), but center doesn’t close until 6:00p.m., do we have to serve dinner at 5:30p.m.?
No. CACFP does not require this.


13.  In 2008 we were given a new handout of requirements that included iron every day, i.e.,vitamins C,D,A… limited processed foods… In 2009 /2010 we were given another similar handout but the requirements were not as specific.. Iron was not listed, only Vitamin C was listed.. What FY Handouts should be following?
At this point, you should be using the Meal Pattern Chart, the Food Buying Guide, and the Food Crediting Guide to help you as you plan your menu. The handouts and guidance given to you in 2008 were considered best practice and have a lot of good information about making sure participants are getting a variety of vitamins and minerals each day. At this point though, it is only a strong recommendation and not a regulation.

14.  Are you hiring?
Check the KY Personnel Job Website regularly for information on hiring in CACFP!

15.  Can we have copies of your PowerPoint presentation of today on email?
Most of the annual training presentations are now linked on our website. 

16.  Where or how do we get info on offer verses serve program?
CACFP does not allow Offer vs. Serve except in At-Risk programs. See the At-Risk handbook for information on Offer vs Serve in At-Risk.

17.  What does CN stand for? Was it not supposed to be (CM) commercial made?
CN stands for Child Nutrition.

18.  An Adult client has her husband stay and eat lunch with her at our center.    Is it possible to count him on the program? He is not a client.
      If he is not enrolled your center, you cannot count his meal for reimbursement.                                


Funny Questions 
1. If a man evolved from apes why do we still have apes?

Some apes did not evolve due to a poor diet of only eating bananas and leaves. Those who did evolve into humans began eating creditable meals with a meat/meat alternative, fruits, vegetables, grains and of course lots of milk … lots and lots of milk. 

2. If a cow laughed really hard, would milk come out her nose?
The question is moot. The real question is whether the milk once it comes out of the cow’s nose can still be used as part of the food program. It’s a mystery that we must solve before next year’s annual training.

3. How can someone “draw a blank”?

Federal regulation 226.6k(6)F(4)iii does not allow the drawing of blanks in the food program. 

4. If toast always lands butter-side down, and cats always land on their feet. What happens if you strap toast on the back of a cat and drop it?

Scientists at the CACFP secret laboratories have reportedly been doing experiments related to this very important issue. We here in Frankfort have tried repeatedly to get a report on their results only to get the run around about how the that information is “classified” and “above our security clearance.” None the less, we continue to pressure them for answers.

7. Do Vegetarians eat animal crackers?

Why would anyone eat an animal cracker? What sort of cruel fiend would bite the heads off those cute little monkeys, horses and giraffes? Who I ask you? Who!?...  Oh yeah, most three year olds.


