
Welcome to Introduction to CACFP! Thank for taking time to join us today!  We

are excited you are interested in becoming a Sponsor of the Child and Adult 

Care Food Program (CACFP) in Kansas so that you can be reimbursed for 

providing quality nutritious and safe meals to children. Completion of this 

training is required to participate in CACFP. 
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The Child and Adult Care Food Program also known as the CACFP is 

administered at the federal level by the United States Department of Agriculture 

(USDA).  USDA sets the rules and regulations for the CACFP and provide 

federal funds to the states.  

In Kansas the CACFP is administered by the Kansas State Department of 

Education (KSDE).  KSDE provides reimbursement funds to centers.  KSDE 

provides training, technical assistance and monitors the CACFP programs.

The center or “Sponsor” provides nutritious meals to enrolled participants and 

keeps detailed records documenting: attendance, menus, meals, participant 

enrollment, and tracking how reimbursement funds are spent.

Please note that the CACFP program requires:

• Detailed daily record keeping

• Being organized each month

• Being responsive and timely with submitting needed information monthly and 

yearly

If you or your organization do not keep detailed records, this may not be the 

program for you.
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The Sponsoring Organization or Sponsor can be a single center or it could be a 

business which has several centers (such as La Petite, etc.)

The Authorized Representative (AR) is the person responsible for administering 

the CACFP at the local level.  The AR receives all correspondence from KSDE, 

disseminates information timely to the right persons, prepares and signs reports 

& claims, compiles renewal documents, documents financial accountability, 

attends training and provides CACFP training to center staff.  The AR is not 

required to do everything but they are responsible for making sure items are 

done.
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The CACFP encompasses a number of different types of programs.  The 

different center programs types are:

• Adult Day Care

• Child Care Center

• Head Start

• Outside School Hours Care Center

• Emergency Shelter

• At-Risk Afterschool Meals Program

The At-Risk Afterschool Meals Program is an approved site that is located within 

the boundary of a school that has 50% or greater free and reduced priced 

participation and  provides care for school age children after their school day has 

ended.
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The Administrative Handbook is the resource containing the program regulations 

and guidelines for the program.

Crediting Foods is the resource for planning CACFP menus.

Meal Documentation Guide is a resource for planning CACFP menus and 

documenting meals prepared by the center.  A separate class, CACFP Jump 

Start – Meals Done Right, will go into more detail using both the Crediting Foods 

book and the Meal Documentation Guide.

Infant Feeding Guide is the resource for feeding and claiming infant meals.  A 

separate class, CACFP Jump Start – Infant section, will go into more detail on 

the infant program.

All of these resources are available on the Child Nutrition & Wellness website, 

www.kn-eat.org, CACFP, Guidance.
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There are a number of records that must be kept for the CACFP.  Each record 

will be discussed as part of this training.
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Children participating in the CACFP must have a current and complete 

enrollment form on file.  The enrollment form must be completed annually by 

the parent/guardian, not staff.  Each element of enrollment must be completed: 

Child’s name and date of birth, regular times and days of care, meals served 

while in care, and parents must sign and date the form.  

The ethnic and racial classification section must also be completed.  However, 

this is optional for parents to complete.  If the parent chooses not to provide the 

ethnic and racial classification, then the center staff must complete the 

classification to the best of their ability and initial the enrollment form with the 

date to show they made the classification.

Children who have an incomplete or expired enrollment are not eligible to be 

counted in the income category counts or have their meals claimed for 

reimbursement.

Adult participants are required to only provide the participant’s name and date of 

birth, and be signed and dated by the participant or parent or guardian.

At-Risk Afterschool Meals Programs are only required to collect the ethnic and 

race classification of their participants annually, and no enrollment form is 

required.

Information contained in either the Enrollment Form or the Enrollment and 

Income Eligibility Form is confidential and protected by the National School 

Lunch Act.  Sponsors must protect this information and keep it confidential.
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Ethnicity must be determined first.  Hispanic or Latino means a person of 

Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish 

culture or origin, regardless of race.  

The next step is to classify the race of participant. A participant can be in one or 

more race classifications. The different race classifications are defined as 

follows:

White is a person having origins in any of the original peoples of Europe, the 

Middle East, or North Africa.

Black or African American is a person having origins in any of the black racial 

groups of Africa.  

American Indian or Alaskan Native is a person having origins in any of the 

original peoples of North and South America including Central America, and who 

maintains tribal affiliation or community attachment.

Asian is a person having origins in any of the original peoples of the Far East, 

Southeast Asia, or the Indian subcontinent.

Native Hawaiian or Other Pacific Islander is a person having origins in any of the 

original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

The definition of each of these classifications can be found in the Administrative 

Handbook Form 6-E Ethnic and Race Classifications.
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CACFP enrollment can be collected in three different ways.

The stand alone CACFP Enrollment Form is used by centers that do not collect 

income forms, such as Head Start programs and all paid centers.

The Enrollment & Income Eligibility Form is used by most sponsors since the 

enrollment is included on the income form.

Sponsors can create their own enrollment form that contains all of the required 

enrollment elements.  If a sponsor chooses to create their own enrollment form it 

must be submitted to KSDE for approval each year.

Sponsors need to choose one way to collect CACFP enrollment. 

Parent/guardians do not complete both types of forms.                                     .

Important note regarding enrollment:  Forms must be completed by the parent

not the staff and the forms must be completed annually. 

Area Eligible Programs do not require the enrollment information.
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This is a sample of the Stand Alone Child CACFP Enrollment Form that is used 

by Head Start or 100% paid centers.   A  copy of this form is available in the 

Handouts & Activities Booklet.  This form is also available in Spanish in the 

Administrative Handbook.

The Stand Alone Enrollment Form can be used when a parent/guardian refuses 

to fill out the Enrollment & Income Eligibility Form.  In this case the participant 

with the completed enrollment form would be counted in the paid category.
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The Enrollment & Income Eligibility Form is in the Handouts & Activities Booklet.  

This form is used by most centers because it combines the enrollment and the 

income information all on one form.  Sponsors must copy both sides of the form 

before presenting it to the parent/guardian to complete.  The parent/guardian

must be the one to complete the form.  

The date listed on the top of the form refers to the Income Eligibility Guidelines 

that should be used to determine income eligibility.

The first page of the form is the letter to the parent/guardian.  There is a space 

left at the top so centers may insert their information before printing.  Sponsors 

must copy both sides of the form before presenting it to the parent/guardian.

The second page of the form is divided into different parts. We will cover each 

of these sections over the next few slides.

• Part 1 is the enrollment section. 

• Part 2 is for households that receive food assistance (FAP), temporary 

assistance to families (TAF) or food distribution on Indian reservations 

(FDPIR). 

• Part 3A is for households exceeding the income guidelines.

• 3B is for household income. 

• Part 4 is the parent/guardian signature, date of signature, and contact 

information.  

• The For Center Use Only section. 

At-Risk Afterschool Meals Program only and Emergency Shelters are not 

required to collect the enrollment and income information.
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Part 1 contains the enrollment information.  All columns must be completed in 

order to count for enrollment purposes.

Before copying, “gray-out” the meal types that are not served, such as supper 

and evening snack.

On the far right are the columns for ethnicity and race.  Parents are not required 

to complete these columns.  However, if the parent does not complete the 

information, then the center must.  A staff member from the center makes a 

visual observation, completes both columns, initials and dates the form.  

A school age child may be indicated on two lines – one line for the schedule 

when school is in session and the second line for the schedule when school is 

NOT in session.

If the child is a foster child (legal responsibility of the state) the parent will check 

the ‘Foster Child’ box on the right.  If a child is the legal responsibility of the state 

they are eligible in the free category.  Foster children can be listed on the same 

Enrollment & Income Eligibility Form as other foster family children.  The 

biological/adopted children of the family can be included in the same form.  

Adult centers are not required to collect all the enrollment data.  Adult 

participants must list the participant’s date of birth and then provide their 

ethnic/racial information in Part 1.

At-Risk Afterschool Meals Programs do not require the Enrollment & Income 

Eligibility Form.

Introduction to CACFP PY2016, Child Nutrition & Wellness, KSDE

January 2016

15



A parent can provide the program they receive assistance from (food assistance,

temporary assistance to families, etc.) and case number for any of the programs 

listed on the slide.  By providing the case number, the family automatically 

qualifies for the free category and does not have to list the family’s income in a 

later section of the form.

A valid case number for the Food Assistance Program or TAF is 8 digits.  It is 

NOT the 16-digits on the VISION card.  A VISION card could include multiple 

programs from the Department for Children and Families (DCF) (previously 

SRS) and does not guarantee that the family receives food assistance.   The 8-

digit number must begin with 01 or 02.  An 8-digit number beginning with 00 is 

for child care subsidies, not Food Assistance or TAF.  Child care subsidies is not

an automatic qualifier in the CACFP.

If a parent does not know their Food Assistance case number, the parent should 

contact their DCF office or social worker.   The case number is on a letter that 

the parent received when they started receiving food assistance benefits.  If the 

parent cannot obtain the case number, the family can complete the income 

section of the form to determine if they qualify for free meals.

Adult program qualifiers include the Food Assistance Program, Temporary 

Assistance to Families, Food Distribution Program on Indian Reservations, and 

also Supplemental Security Income and Medicaid. 
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Part 3A - The parent/guardian will look at the chart on the front page of the form 

and determine if their total annual household income is within the income 

guidelines or over the income guidelines.  If it is over the income guidelines then 

they can check the box under part 3A.  If the income is within the income 

guidelines they will complete part 3B.
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Part 3B is where all household income is to be reported.  All household 

members will be listed along with any income they receive.  If a child listed in 

part 1 does not have any income, they do not need to be listed in part 3B.  All 

other household members must be listed with their income.  If they do not have 

any income,  then the box for zero income must be checked.

Please note that if a child listed in part 1 receives income, they also need to be 

listed in part 3B with their income included in the total household income.

Forms that have income listed in Section 3B must contain the last four digits of 

the social security number of the person completing and signing the form.  If 

they do not have a social security number they must mark the box stating no 

social security number.  This is the only section that requires the social security 

number.
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Part 4 must be completed by everyone – a signature is required.  It is applicable 

to enrollment information, foster children, assistance programs, and those 

supplying household income.

The contact information section is recommended, but is optional for 

parent/guardian to complete.

The parent or guardian signs and dates the form and provides the contact 

information.  

All information on this form is confidential, and it must be kept private and not 

disclosed to anyone.
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After the parent completes the form, it is time for the Sponsor to make a 

determination.  This means the sponsor decides what category – free, reduced, 

or paid – the family’s income qualifies for, based on the guidelines. The 

Sponsor’s Official, usually the center director, completes the blanks and then 

signs and dates the form to make it valid.   

A determination is good for one year.  It is effective back to the first day of the 

month and expires 12 months later.  For example, if a form was determined on 

July 20, it is effective July 1, of this year and expires one year later on June 30 

of next year.
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USDA updates the income eligibility guidelines for nutrition programs each year.  

The guidelines go into effect July 1st and are good for one year expiring on June 

30th the following year.  A copy of the current Income Guidelines is in the 

Handouts & Activities packet.

Use the Income Eligibility Guidelines to determine the household’s income 

eligibility.  All income must be converted to annual income: weekly income is 

taken times 52; biweekly or every 2 weeks income is taken times 26; bimonthly 

or twice a month income is taken times 24; and monthly income is taken times 

12.

To determine total household income, calculate each household members’ 

annual income, and then total all annual income for a total household income.  

Next, count all members of the household to determine household size.  Using 

the chart find the household size in column one then go across the columns and 

find the range that the total household income falls under.  For example,  a 

household of three with an income of $34,000 would be in the reduced price 

category.
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Locate in the Handouts & Activities Booklet the Enrollment and Income Eligibility 

Guidance.  This tool will provide guidance in completing the income eligibility 

determinations.
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Turn to the “Income Eligibility Guidelines” and “Enrollment and Income Eligibility 

Guidance” in the Handouts & Activities Booklet.  Use these guidelines to make 

the eligibility determination on the Enrollment & Income Eligibility Form exercise 

forms.  Child care centers will complete Child IEF Examples 1-4 and adult care 

centers will complete Adult IEF Examples 1-2.
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Answer key: Tyler Banks, Example 1.  

Income is reported for JR Banks as a range of $900 - $950 every two weeks.  

When a range is given, the highest value must be used.  JR’s annual income is 

$24,700.  

Jamie has reported income of $475 two times a month, so Jamie’s annual 

income is $11,400.  To calculate the annual household income add JR and 

Jamie’s income for a total annual income of $36,100.

The social security requirement is met because the box for no SSN is marked.

Mark the annual income and list the total $36,100 and the household size of 

three.  Look at the Income Eligibility Guidelines and for a household of three with 

annual income of $36,100 the family is eligible in the reduced price category.  

Mark the “Reduced Price” box and then sign and date the form.  
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Answer key: Elkins Family, Example 2.  

The food assistance case number reported is eight (8) digits and begins with 01, 

so it is a valid case number.  The determining official will mark the 

FAP/TAF/FDPIR Household, check the free category, then sign and date the 

form.  

The determination is valid for one year from the beginning of the month the form 

was signed by the determining official.  For example, if the form is signed by the 

determining official on October 16th, the form is eligible beginning October 1, 

2014 and will expire September 30, 2015.
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Answer key: Valdez/Jackson, Exercise 3.  

The Jackson children, Grace and Caleb are foster children.  The determining 

official will write Grace and Caleb Jackson’s names under the Foster Child –

Free Category. These children are categorically eligible for free meals.

The determining official will have to use the information provided on the form to 

make the determination for Haley Valdez.  Maria Garcia has reported income 

$875 a week for an annual income of $45,500.  Andrew has reported income of 

$750 per month for an annual income of $9,000.  The total household annual 

income is $54,500.  The total household size is 7, Grace and Caleb are included 

in the household count.

The income reported on the form is valid since Maria provided the last 4 digits of 

her social security number.  

Mark the annual income and list the total $54,500 and the household size of 

seven, including the foster children.  Look at the Income Eligibility Guidelines for 

a household of seven with annual income of $54,500.  The family is eligible in 

the reduced price category.  Mark the “reduced price” box and then sign and 

date the form.  Do note that while Haley Valdez was determined to qualify for 

reduced price meals, the foster children will still remain free. 
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Answer key: David Walton, Example 4.  

The form is invalid due to an incomplete enrollment.  The Date of Birth and 

Meals Served During Care sections are blank.  Parent/guardian must complete 

all elements of enrollment; child’s name, child’s date of birth, times of care, days 

of care, meals served while in care, and the ethnic/race classification.  The 

center would need to ask the parent to complete the form in its entirety before 

the determination could be made. 

A case number was listed for food assistance, however it begins with a 00 not 

01 or 02 so the number is invalid.  Case numbers beginning with 00 are child 

care assistance case numbers.  Child care assistance participants are not 

categorically eligible for free CACFP meals.
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Answer key: Austin Fisher, Adult Example 1.  

Austin has a valid Medicaid number. Mark the FAP/TAF/FDPIR/SSI/Medicaid 

Household, check the free category, sign and date the form.
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Answer key: Dylan Jones, Adult Example 2.  

Income was reported by Brenda Jones of $1,249 per month for an annual 

income of $14,998.  The total household size is 2, Dylan the participant and 

Brenda.

Mark the annual income listed $14,998 and household size of two. Look at the 

Income Guidelines and for a household of two with annual income of $14,998.  

The family is eligible in the free category, mark the “free” box and then sign and 

date the form.
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Many households in Kansas do not speak English.  The Sponsor is required to 

provide translations or translators to assist with completing the Enrollment & 

Income Eligibility Form.  KSDE provides Spanish translations of the CACFP 

Enrollment Form and Enrollment & Income Eligibility Form.  These Spanish 

translations look very similar to KSDE’s English forms, which makes it easier for 

the determining official.  

USDA also has available translations of the USDA version of the Meal Benefit 

Form in 33 different languages. The USDA forms are acceptable, but are quite 

different from the Kansas forms.

If you use a USDA translation, also obtain USDA’s English version so that the 

determining official will be able to interpret the information being reported by the 

household.  
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The Income Eligibility Category Summary Form is in the Handouts & Activities 

Booklet.  This form must be completed for each site for months that income 

category numbers are reported on the claim.  Report the income category 

numbers for the first month of participation and then each April and October.  

The income category numbers reported are calculated into “claiming 

percentages” on which reimbursement is based.

To complete the form, list the site name and the month/year of the claim month.  

Then list the name of each enrolled participant who participated in at least one 

meal during the claim month.  The date the Enrollment/Income Eligibility Form 

(E/IEF) was determined for the participant will be entered as the income form 

date.  Place a check mark under “attended a meal” if the participant ate at least 

one meal during the claim month.  The income categories will be taken from the 

E/IEF determined forms.  If there are comments to remember about a 

participant, note these in the comments section.  Once all participants’ 

information has been entered, total each income category column.  These totals 

will be the numbers that will be recorded on the claim.  Note: children who 

participate only in the Area Eligible Program would not be listed on the Income 

Eligibility Categories Summary.

If you have a computer system that can generate a similar form, it may be used.  

The Income Eligibility Category Summary will be kept on file with the original 

copies of the E/IEF’s.

If enrollment changes by 15% or more, new income category counts must be 

submitted on your claim, and a new Income Eligibility Category Summary for this 

claim month must be submitted.
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Centers are required to take daily attendance and “point of service” meal counts.  

“Point of service” meal counts means that the meal count is taken during the 

meal service.

Examples of Daily Attendance and Meal Count Rosters are available in the 

Handouts & Activities Booklet.  The example shown here is for three 

meals/eating times: breakfast, lunch and PM snack.  To complete this form, the 

staff list all of the participants’ full names and mark the A column each day that 

each participant was in attendance.  Then during each meal service they mark 

who participated for that meal.  At the end of the day each column count is 

totaled.  At the end of the week the daily totals are added to get a total weekly 

count for the following:  attendance, breakfast, lunch, and snack.

In CACFP,  reimbursement may be claimed for only two meals and one snack, 

or one meal and two snacks per participant per day.  Even if more than three 

meals each day are being served, three per participant is the maximum that may 

be claimed.  CACFP claims are for a calendar month.  If a month ends midway 

through a week, the center would need to start a new form for the next month’s 

attendance and meals.
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A copy of the Center Reimbursement Claim and Claim Instructions are in the 

Handouts & Activities Booklet.  

• Reimbursement claims are for a calendar month, from the first day of the 

month through the last day of the month.  

• The sponsor number and site numbers will be assigned by KSDE and sent 

with the approval packet.

• Meals are to be consolidated for the center and the totals reported by meal 

type on the claim.  

• Income eligibility category numbers must be reported for your first claim and 

then only in April and October.

• Area Eligible Program meals are reported separately from the regular center 

meals.

• For-profit centers will document their qualification to participate on each 

month's claim.  The for-profit qualification will be covered in more detail later 

in the class.
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Reimbursement claims can be submitted to KSDE two ways: by mail or by 

internet.  The recommended way to submit is by the internet through our KN-

CLAIM web-based claiming system.

Claims submitted and in approved status by Monday will be processed on 

Tuesday and payment will be made on Friday.

Claims must be filed within sixty (60) calendar days from the last day of the 

claim month to be paid.  If there is an error on a claim, a revised claim can be 

submitted.  Claim revisions for an “under” claim, meaning additional money is 

due to the center, must be filed within ninety (90) calendar days from the last 

day of the claim month.  Claim revisions for an “over” claim, meaning the center 

owes KSDE money, may be filed at any time.
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A For-Profit center must qualify to participate in the CACFP each month.  To 

qualify, a child care center is required to have 25% or more of its enrolled 

participants or license capacity (whichever is less), be eligible for free or reduced 

price meals, or be receiving child care subsidies.  Adult care centers must meet 

the 25% requirement with participants receiving Medicaid.

Centers report their qualifying information on the claim.  Centers are also 

required to submit a list of qualifying participants to KSDE along with their claim.   

A copy of the list will need to be kept on file with the sponsor’s claim.

The For-Profit monthly qualifying numbers are separate from a Center’s claiming 

percentages.

Samples of the For-Profit qualifying list can be found in the Administrative 

Handbook, Forms 12 D, E, & F.
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Sponsors of the CACFP will receive reimbursement for each meal served that 

meets CACFP meal pattern requirements and proper documentation is on file.  

Rates vary based on whether a participant falls into the paid, reduced price or 

free category and is also based on the meal that is served.  Sponsors of the 

CACFP can claim up to two meals and one snack or 1 meal and two snacks 

each day. 
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A copy of the Child and Adult Care Meal Pattern is available in the Handouts & 

Activities booklet.  The meal pattern is based upon meal components: milk, 

fruit/vegetable, bread/grain, and meat/meat alternate.  The required components 

must be served in at least the minimum quantity for each age group.

Breakfast must contain three (3) meal components: milk, fruit/vegetable, and 

bread/grain.  Lunch and supper must contain five (5) components:  milk, two (2) 

sources of fruit/vegetable, bread/grain, and meat/meat alternate.  Snacks must 

contain two (2) different components, that is, two of the four meal components.

A copy of the Infant Meal Pattern Meal Requirements is also available in the 

Handouts & Activities booklet.  This is the meal pattern to follow for serving 

infants (birth to 1).
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Milk served in the CACFP program must meet these requirements:

Infants – must receive breast milk or iron fortified infant formula until they turn 

one (1) year.

Toddlers can be served any fat content of milk.   However whole milk is 

recommended until they turn two (2) years.

All participants age two (2) and older must have a fat-free (skim) or low-fat 

(1/2% or 1%) milk.  Please note that if 2% or whole milk is served to participants 

age two (2) and older the meal is NOT eligible for reimbursement.

Introduction to CACFP PY2016, Child Nutrition & Wellness, KSDE

January 2016

40



The Crediting Foods book is a resource that is used in menu planning, to 

determine if a food item is creditable in the CACFP.  This book is organized by 

food component.  For each food component chapter, there is an introduction to 

the component, followed by a food chart that shows if the food item is creditable 

or not for that component.  At the end of the chapter is a question and answer 

section.
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The Menu Documentation Guide provides information on the Meal Pattern, 

Vitamin and Iron chart, guidelines for menu planning, yield charts for determining 

number of servings, and instructions on how to complete the Menu Book 

Calculation pages, Food Production Record, and Transport Sheets.
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KSDE offers several formats for meal documentation: Menu Book Calculation, 

Food Production Record, or Transportation Sheets.  Each center will choose 

which type of record to record meals. Each option is discussed below.

Meal documentation records are legal documents which must be accurately 

completed on a daily basis. These completed forms are the ONLY

documentation that the meal being served meets the USDA meal pattern 

requirements. 

All kitchens must complete a record of meal documentation. This record must be 

kept on the premises at all times, for 4 years or until audit findings are 

resolved. These records must be available at any time for inspection by Child 

Nutrition & Wellness, Kansas State Department of Education or USDA.

Meal documentation training is conducted at the CACFP Jump Start for Centers.
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KSDE has made all meal documentation record forms available on the CACFP 

website. www.kn-eat.org, CACFP, Guidance, Meal Documentation. 

Sponsors need to go to the website to access the type of meal documentation 

record the center will be using: Menu Book Calculation, Food Production 

Record, or Transport Sheet.  Then the forms need to be downloaded or printed.  

If the forms are printed it is recommended that the pages are kept in a 3-ring 

binder.

If a sponsor is not able to access the records from our website, contact KSDE 

for a copy.
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The first option for meal documentation is the Menu Book Calculation Page.  A 

blank Menu Book Calculation Pages and sample Menu Book Calculation Pages 

are available in the Handouts & Activities booklet.

To document meals on the menu book calculation page: 

• Record the number of participants and staff served 

• Record the food item(s) that is being served for the required meal 

components

• Record the quantities prepared of each food item

• Calculate how many servings that quantity provides  

Since this is an introductory class, for now, record the number of 

participants/staff served, the food item(s) served, and the quantity prepared.   

For example, at breakfast you would list: ground beef 7 pounds; instant potatoes 

1 ½ pounds, broccoli 5 pounds, whole wheat roll 1 each, and milk - 2 ½ gallons.

An additional resource is the Calculation Guide.  This handy tool contains most 

of the yield chart information that is provided in the Menu Book Guide. 
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The next type of meal documentation record is the Food Production Record.  A 

blank Food Production Record and a Sample Food Production Record are 

available in the Handouts & Activities booklet.  The sample lists the instructions 

on how to complete the Food Production Record.

The Food Production Record is completed by recording the:

• Food items used to meet each of the meal components

• Serving size of each food item

• Amount of food that needs to be prepared

• Number of servings planned for

• Number of participants and staff actually served

• Recipes used

• Temperatures 

The Food Production Record Workbook located on the website has the following 

records available:

• Breakfast/AM Snack/Lunch/PM Snack

• Breakfast/Lunch/PM Snack

• Supper/Eve. Snack

• AM Snack/PM Snack

• Breakfast/AM Snack/PM Snack

• Lunch or Supper

• Lunch/AM Snack/PM Snack

• Breakfast/PM Snack

If you choose to complete the Food Production Record, select the record that 

matches the type of meal service you are providing.
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The third type of meal documentation record is the Transport Sheet.  Transport 

Sheets are used when the center is purchasing meals from a vendor instead of 

preparing them.  A copy of the Transport Sheet is available in the Handouts & 

Activities booklet.

The vendor providing the meal(s) will complete the Transport Sheet and send 

this record along with the meals to the center.

The vendor will record:

• Menu items sent

• Serving sizes of each menu item

• Total amount of each item sent

• Temperature of the food when it is packed in the kitchen for transporting

• Time the temperature was recorded

• Provide any special notes to the center

• Sign the form

The center will check the food as it is received to ensure that all food items were 

sent.  The center will record:

• Temperature of the food when it is being dished up at the center

• Time the temperature was taken

• Document any special notes that were communicated with the vendor 

regarding this meal

• Sign form

• File the form
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The CACFP Infant Feeding Guide is the resource for feeding and claiming 

infants in the CACFP.  An child in the CACFP is considered an infant from birth 

until they reach the age of 1-year-old.

KSDE provides an on-line class “Feeding Infants in the CACFP” that covers the 

requirements for caring for infants in the CACFP.  This class can be taken 

through the KS-Train system.  A copy of the KS-Train Online Course 

Registration is available in the Handouts & Activities booklet.

Also included in the Handouts and Activities booklet is a copy of the Infant Meal 

Pattern.  
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Child care centers participating in CACFP are required to offer CACFP meals to 

all infants in care.  The center will select an approved formula they will provide.   

The center will list the formula they will provide on the CACFP Infant Meal Offer 

Form.  A copy of this form is in the Handouts & Activities Booklet.  Parents of 

infants must complete an Infant Offer Form to accept or decline the offer of the 

specified formula.  Once the infant has started solids, the parent will accept or 

decline the offer of the appropriate solids.  If the parent accepts the offer of 

either formula or solids, it is the center’s responsibility to provide these foods.  

Centers will document infant meals served on the Infant Meal Record showing 

that the meal meets the minimum requirements for the age of the infant.  Copies 

of the Infant Meal Records are in the Handouts & Activities Booklet.

Additional infant resources are also available in the Handouts & Activities 

Booklet.

• Choosing a Creditable Iron-Fortified Infant Formula 

• Claiming Infant Meals Flow Chart
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The money that is received from the CACFP must be spent on items that 

improve the CACFP food service operation for CACFP participants. 

Keep a ledger or an electronic accounting system to account for the 

reimbursement money received from the CACFP.  The CACFP reimbursement is 

income.  The CACFP money spent for food, non-food items, and cook’s wages 

are expenditures.  Non-food items would be: paper plates, napkins, cups, etc.  

Items such as diapers, baby wipes and gas, would not be included since they do 

not support the food program.

A ledger is to be completed each month.  The amounts reported on the ledger 

must be supported by receipts that are kept on file.

A copy of the for CACFP Ledger for Food Service Fund is in the Handouts & 

Activities Booklet.
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Sponsors that have more than one site must monitor each site.  Sponsors will 

conduct reviews at each of their sites at least three (3) times each program year.  

Two of the reviews must be unannounced, and at least one of the unannounced 

reviews must contain a meal observation.  The sponsor will complete the Center 

Site Review Form during the monitoring visit.  A copy of the form is in the 

Handouts & Activities Booklet.  

By completing and signing the Center Site Review form, the sponsor is certifying 

that the site is completing all the requirements of the program listed on the form.  

Any areas of non-compliance must be followed up, and that documentation 

reflected in future visits and Corrective Action Plan.

For each review, Sponsors must also complete a reconciliation of records for 

five (5) days, which is located at the bottom of the Center Site Review form.  The 

Sponsor will record the center’s license capacity and total enrollment, the total

daily attendance for five (5) consecutive days, and then record the total meal 

counts by meal type for those five (5) days.  The Sponsor compares the number 

of enrollments with the total daily attendance recorded to see if there is a 

discrepancy.  The Sponsor then compares the daily attendance numbers for 

each day with the number of meals claimed by meal type to see if there is a 

discrepancy.  If a discrepancy is found then the Sponsor will check the “Yes” box 

and put the site on a Corrective Action Plan.  
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It is important to keep CACFP records organized. If records are missing it could 

require the sponsor to pay back reimbursement that was received. 

Organize all the income information together by filing the Income Eligibility 

Category List with the Enrollment & Income Eligibility Forms.  It is best to 

organize these alphabetically.

Organize all the monthly records in a file for each calendar month.  

All CACFP records must be kept on file for 4 years.  
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The Monthly Update is the monthly communication from KSDE to CACFP 

sponsors.  The update is sent via email, so it is important that your correct email 

address is used on the Sponsor Application in KN-Claim.  The monthly updates 

are also on our website at www.kn-eat.org, CACFP.

The update contains a link to the monthly CACFP Nutrition Newsletter and 

training opportunities for the coming month.  The update also contains important 

information regarding the implementation of the CACFP.

Centers must read and follow the guidance provided in the monthly updates.    
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This slide shows a list of Civil Rights topics to be covered in this section.

The information conveyed in this training is required Civil Rights training 

information, for USDA Child Nutrition Food Program sponsors, staff and 

volunteers.
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The purpose is to provide annual training for sponsors of USDA funded Child 

Nutrition Programs. 

Civil Rights training ensures compliance, enforcement and prohibition of 

discrimination in Child Nutrition programs.
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Civil Rights requirements allow USDA to ensure that programs provide equal 

access. Civil Rights data ensures that all program participants are treated 

equally based on the six protected classes.
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Training is required so that people involved in all levels of administration of 
programs that receive Federal financial assistance understand civil rights related 
laws, regulations, procedures, and directives.  Persons responsible for reviewing 
Civil Rights compliance must receive training to assist them in performing their 
review responsibilities.  This training may be carried out as part of ongoing 
technical assistance.

State agencies are responsible for training Child Nutrition Program sponsors. 
Sponsors are responsible for training their staff, which includes “frontline staff”.  
Frontline staff is all staff that interact with program applicants or participants and 
those who supervise “frontline staff”. Training must occur before the staff 
assumes their duties in Child Nutrition Programs, and annually thereafter.  
Sponsors must document the training with an agenda and sign in sheet for all 
participants.  The training agenda must include the following minimum training 
requirements:

• Collection and use of data
• Effective public notification systems
• Complaint procedures
• Compliance review techniques
• Resolution of noncompliance
• Requirements for reasonable accommodation of persons with disabilities
• Requirements for language assistance
• Conflict resolution
• Customer service

A copy of the Annual Civil Rights Training Certification is available in the 
Handouts & Activity booklet.  Sponsor can use this form to have staff sign when 
they complete their Civil Rights training.
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Annual Civil Rights training must be conducted for all CACFP staff for each 

program year.

The annual Civil Rights training must be documented to show that the sponsors 

have trained all staff on Civil Rights for each program year.  The Annual Civil 

Rights Training Certification, Form 6D is available in the document section of the 

Administrative Handbook.  This is a tool that can be used to document and track 

Civil Rights training.  Sponsors can use this tool to have their staff sign and date 

when they have completed their Civil Rights training.  

Sponsors must keep the documentation on file and will upload a copy of the 

certification into KN-Claim as part of annual certification.

Next we will discuss different resources that can be used to conduct the annual 

Civil Rights training.
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One resource is a written summary titled Annual Civil Rights Training.  A copy of 

the Annual Civil Rights Training is available in the Handouts & Activities booklet.

Training conducted using this tool may be delivered to a group, or Sponsors can 

give this to their staff to read individually.  This resource is also available in 

Spanish and can be found in the Administrative Handbook, Form 6D.  

The Civil Rights Quick Train Video can be found at www.kn-eat.org, CACFP, 

Training, Quick Train Videos.  This video can be shown to staff during a staff 

meeting to complete the civil rights training requirement.  New staff could be 

shown the training video one on one. 

The Administrative Handbook, Chapter 6 reviews Civil Rights and would be an 

excellent source to use if developing your own Civil Rights training or could be 

given for individual review in the same manner as the Annual Civil Rights 

Training tool. 

Staff would sign and date the certification when they have completed the 

training. 
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Preventing discrimination is a key component of Civil Rights training. 

Discrimination complaints are defined as:  Any complaint filed by persons (non-

employee), organizations or companies who, based on being a member of a 

protected class, allege discrimination in a program or activity conducted or 

assisted.  Discrimination occurs when participants are…Denied benefits or 

services that others receive,  Delayed receiving benefits or services that others 

receive or being treated Differently than others to their disadvantage.
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A few examples of potential discrimination may be:  refusing a person’s 

enrollment in your program based on disability, failure to provide reasonable 

accommodation to disabled individuals, serving meals at a time, place, or in a 

manner that is discriminatory or failing to provide materials that give non-

English speaking persons full and equal opportunity to receive benefits.

Child Nutrition programs often take place in low income neighborhoods, where 

due to economic disadvantage (disparity), children and parents have extraneous 

circumstances to overcome in regard to their food security. Civil Rights are in 

place to protect children and families from being discriminated against while 

participating in USDA funded food programs.
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The protected classes recognized in USDA funded Child Nutrition Programs 

include:

• Race

• Color

• National Origin

• Age

• Sex 

• Disability
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Sponsors are required to report race and ethnicity of all program participants 

annually. The preferred method of data collection, according to Food and 

Nutrition Service, is self-identity. For example, a parent checks an ethnicity or 

race box on their enrollment form.   In the case that the no self-identification is 

made, a visual identification should be documented.

Please remember you cannot ask a child his/her race or ethnicity. 

State agencies require annual reporting on the ethnic and racial data of 

participants during the annual application process.  Each child nutrition 

program area has data collection procedures specific to their program.  
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Sponsors may develop a system of data collection specific for their individual 

organization.  Data documentation must be kept for three (3) years plus the 

current year.  When obtaining data, both race and ethnicity need to be 

recorded for each participant.  Ethnicity refers to the question…. Is a person 

Hispanic or Latino or Not Hispanic or Latino?  Participants can choose 

from either category. 
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Race refers to specific country of origin of the program participant. Racial 

categories include: 

• Black or African American – A person having origins in any of the black 

racial groups of Africa.

• White – A person having origins in any of the original peoples of Europe, the 

Middles East, or North America.

• Asian – A person having origins in any of the peoples of the Far East, 

Southeast Asia, or the Indian subcontinent, including, Cambodia, China, India, 

Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and 

Vietnam.

• Native Hawaiian or Other Pacific Islander – A person having origins in any 

of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

• American Indian or Alaskan Native – A person having origins in any of the 

original peoples of North America (including Central America), and maintains 

tribal affiliation or community attachment.

Please make sure that all program participants are documented by both 

Ethnicity and Race. Data is used to help determine areas of potential need and 

help prevent any discrimination of the participant or a group of participants.
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Sponsors are required to make public their program availability.  This ensures 

that qualified participants are aware of the program.  This can be accomplished 

by posting the “Building for the Future Poster” in a prominent public place.  This 

poster is available in the Administrative Handbook in both English and Spanish.  

Sponsors also need to inform families that they are participating in the CACFP.  

This can be accomplished by providing the family a copy of the “Building for the 

Future Letter” in their enrollment packet.  A copy of the “Building for the Future 

Letter” is in the Handouts and Activity booklet.

Non-discrimination posters must be displayed in a prominent public place 

such as a lobby, cafeteria or as a best practice, both.  Please make sure you are 

displaying the correct non-discrimination poster.  The correct poster has a date 

of 12/99 in the bottom right corner.
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Compliance with Public Notification Systems includes providing information in 

other formats for those with disabilities. An example of this may be providing 

large print or braille menus for those who are visually impaired. Non-

discrimination statements must be included on all media mentioning USDA 

funded Child Nutrition programs, including menus, flyers, internet pages and 

other food related program announcements. Equal opportunity must be 

conveyed when using photographs.  Include a good representation of various 

ages, races, genders, etc.  This slide shows an example of a flyer mentioning a 

sponsors’ food program with the non-discrimination statement included at the 

bottom.   
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This is the full length non-discrimination statement. The first paragraph of the 

statement includes more protected classes than are recognized by Child 

Nutrition Programs. Make sure when the long statement is used that the entire 

statement is on the document.

You can access the non-discrimination statement on the CACFP website from 

the gray menu on the right side of the screen.
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This slide shows an example of the long non-discrimination statement in 

Spanish. It is important to use the Spanish version in Spanish-speaking 

communities. 
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This slide is an example of the non-discrimination “short statement” in English 

and Spanish for any document one page or one sheet of paper (including front 

and back).
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USDA has set a procedure for discrimination complaints based on instructions in 

FNS113.  Sponsors are also required to make Civil Rights complaint information 

available upon request.  When documenting a Civil Rights complaint, the 

following information should be included:

• Name, address, and telephone number of the complainant,

• Specific location delivering the service,

• Nature of the incident that led to the complainant to feel discrimination was a 

factor, 

• The basis on which the complainant believes that discrimination exists,

• Names, phone numbers and titles and business or personal addresses of 

persons who may have knowledge of the discriminatory action,

• Date(s) the action occurred.
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This slide represents the flow of information when a complaint and or procedure 

for Civil Rights is being followed up on for compliance.  Regional Food and 

Nutrition Service offices are involved in compliance reviews of State agencies. 

State agencies are required to ensure compliance within local agencies.
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Civil Rights requirements state that provisions must be made for non-English 

speaking program participants. For example, enrollment forms or menus may 

need to be translated into Spanish where it is necessary for families to 

comprehend.  Another example of language assistance would be providing 

braille or large print for visually impaired program participants. 

The USDA website is a resource for multiple languages.
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Civil Rights requirements state that reasonable accommodation must be made 

for persons with disabilities.  For example, ramps for those in wheel chairs to 

access the food program, or food component substitutions for those with 

medically documented food allergies. 
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Disability is broadly defined for Civil Rights in Child Nutrition programs.  This 

slide indicates the term disability (as defined in the Americans with Disabilities 

Act of 1990):  a person with a disability means any person who has a mental or 

physical impairment which substantially limits one or more major life activities, 

has a record of such an impairment, or is regarded as having such an 

impairment.  The term "physical or mental impairment" includes many diseases 

and conditions, a few of which may be diabetes, food anaphylaxis, PKU, 

asthma, inflammatory bowel disease, sickle cell anemia or cancer.

Introduction to CACFP PY2016, Child Nutrition & Wellness, KSDE

January 2016

76



Often there is confusion around the term ‘disability’ and how it is related to food 

allergies and substitutions in Child Nutrition programs.

The difference between what is considered a food allergy or intolerance, and a 

disability has a very specific definition when it comes to USDA sponsored Child 

Nutrition programs . 

Civil Rights requirements provide guidance on discrimination issues as they 

relate to disabilities.  Medically noted disabilities differ from medically 

documented food intolerances.

This slide notes the differences a sponsor must recognize when distinguishing 

between a food allergy and a disability.   Kansas’ recognized medical authorities 

include:   Medical Doctors, Doctors of Osteopathy,  Advanced Registered 

Nurse Practitioners,  and Physician Assistants.  These medical authorities 

are the ones who can determine a disability.

Sponsors are only REQUIRED to make substitutions for medically 

documented disabilities.   Sponsors have the OPTION to substitute for 

allergies or intolerances.   IMPORTANT NOTE:   Sponsors MUST KEEP 

ALL MEDICAL DOCUMENTATION ON FILE when noting disabilities and 

making menu substitutions.  

An intolerance can be documented by  a Medical Doctor, Doctor of Osteopathy, 

Advanced Registered Nurse Practitioner, or Physician Assistant. 
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The CACFP Meal Modification Form must be on file for all meal modifications 

including milk substitutions.  KSDE recommends the form be updated annually.  

An appropriate follow-up includes a call to the parent and a note that they have 

indicated the status remains the same.  The prescribed modifications must be 

followed until there has been a change by the submission of a new Meal 

Modification Form.  Facility must assure the form is properly filled out before 

making meal modifications.

A copy of the CACFP Meal Modification Form is in the Handouts & Activities 

Booklet.
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Fluid milk substitutions may be served in lieu of fluid milk due to medical or other 

special dietary need that includes consuming cow’s milk.  Fluid milk substitutions 

must be nutritionally equivalent to milk and meet the nutritional standards for 

fortification of calcium, protein, vitamin A, vitamin D, and other nutrients.  A list of 

official non-dairy beverages, “Fluid Milk Substitutions in the Child Nutrition 

Programs” is maintained on the CACFP website at www.kn-eat.org, CACFP, 

What’s New. 

Parents or guardians may request an approved fluid milk substitution by using 

the Meal Modification Form.  
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The process for conflict resolution includes making sure all complaints alleging 

discrimination on the basis of race, age, color, national origin, sex or disability 

must be forwarded to the State agency within three days and must be processed 

by USDA within ninety days.
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Customer service involves treating all program participants and their families 

fairly and equally. Staff should be enabled to provide the best customer service 

possible to families and recipients of Child Nutrition programs. Accountability 

and awareness of discrimination is a key component to good customer service.
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This slide contains helpful links to Kansas State Department of Education 

website, the United States Department of Agriculture website, the Food and 

Nutrition Service, and a Spanish translation website link.

The first Food and Nutrition Service link directs you to the Civil Rights webpage 

where you can access the Civil Rights Compliance and Enforcement instructions 

(FNS 113-revision 1). The second Food and Nutrition Service link directs to a 

PDF of the Civil Rights policy. 
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Sponsors are required to attend the CACFP Administrative Workshop annually.  

This workshop is offered across the state during the summer.  

Sponsors also are required to take an approved Food Safety training every 3 

years.  KSDE provides a free class called Food Safety Basics that meets this 

requirement.  Other approved classes are:  National Food Service Management 

Institutes (now called Institute of Child Nutrition) free online class called Serving 

Food Safe in Child Care, and the National Restaurant Association’s class called 

ServSafe.  There is a fee for this class.

New Sponsors as well as new Authorized Representatives are required to attend 

the CACFP Jump Start within six (6) months of taking the position.  CACFP 

Jump Start is offered throughout the year across the state.  

KSDE trainings count towards KDHE training hours.

KSDE believes that continuing education is vital to do a job well.  To that end we 

are working to make a variety of training venues available to meet the program 

requirements as well as stimulate your personal and professional knowledge.  

We will offer one day workshops in the fall and spring.  We also have a number 

of classes presented by cadre trainers as well as on-line classes that are 

available.
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Click the Introduction to CACFP Assessment link at the bottom of the main Quia

class screen and answer the questions.  A short online training evaluation is also 

available to complete.  We value your feedback.

A KSDE consultant will contact you to review your assessment results and 

discuss next steps. 
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Complete and submit your application to KSDE.  Thank you for attending the 

class. 
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If there are questions regarding the information covered, please call KSDE at 

785-296-2276.  
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