Sponsor Name
[bookmark: Text12]Date Created/ Revised
Procedure for: CACFP Daily Attendance
This Record Applies to: All Sponsor Types
When completed, this template will serve as your organization’s written procedure for the task above. All staff involved in this procedure must review and be knowledgeable on how to implement this. ODE CNP expects that following this procedure will produce accurate outcomes when replicated. Please complete all fillable fields, as applicable, to your program. If a field is not applicable, you may delete the information in the field. If an item has a checkbox, only select the item if it will be included in your procedure. If not, do not select the checkbox item. If you have any questions, please contact your assigned Child Nutrition Specialist.  

Overview of Record: All Sponsors are required to maintain accurate and legible daily attendance records for all participants in care. Attendance records must be dated with day, month, and year. CCLD Licensed centers must follow CCLD rules.
Attendance records show participants were in care and are used to support monthly meal counts. They are also used to conduct the five-day reconciliation during site monitoring and for other internal control purposes. Sponsors must retain completed attendance records on file in accordance with CACFP requirements (three years plus the current fiscal year).
Sponsors will need the total monthly attendance for each sponsored site when filing the monthly claim for reimbursement in CNPweb. Total monthly attendance for a site is calculated by adding together the total attendance for each operating day in the claim month.

a. [bookmark: _Hlk17725718]Record Process & Timeline:
1. [bookmark: Text13][bookmark: Text16]The Position Title will record when each program participant arrives and leaves using describe attendance system used (i.e. paper rosters, electronic system, etc.). Attendance is taken at the insert location (front door, classroom, cafeteria, etc).

2. At the end of the insert timeframe (daily, weekly, biweekly, or monthly), the daily attendance records will be maintained describe where forms are maintained until they are compiled & reviewed in step 3

3. [bookmark: Text20]Attendance records are compiled on a insert timeframe (daily, weekly, biweekly, or monthly) basis by Position Title.  
[bookmark: Check14]|_| Spot checks are conducted on a insert timeframe (daily, weekly, biweekly, or monthly) basis by Position Title.  

4. [bookmark: Text17]Within number days from attendance records being compiled, the Position Title ensures attendance records are complete and meet the following documentation requirements:
[bookmark: Check8]|_| CCLD Licensed Child Care Center 
i. Attendance date (month, day & year) 
ii. Participant name – must have first and last
iii. Arrival and departure times 
1. Present/Absent may not be used to record attendance 
2. Participants that arrive/depart more than once per day must have both sets of in/out times listed.
iv. Must follow CCLD rules for recording daily attendance 
[bookmark: Check9]|_| At-Risk Afterschool Center
i. Attendance date (month, day & year) 
ii. Participant name – must have first and last 
iii. Present/Absent indicated or Arrival and Departure times listed
1. Participants that arrive/depart more than once per day must have both sets of in/out times listed.
[bookmark: Check10]|_| Head Start Center 
i. Attendance date (month, day & year)
ii. Participant name – must have first and last
iii. Present/Absent indicated or Arrival and Departure times listed
1. Participants that arrive/depart more than once per day must have both sets of in/out times listed.
[bookmark: Check11]|_| School District Operated Child Care Center
i. Attendance date (month, day & year)
ii. Participant name – must have first and last
iii. Present/Absent indicated or Arrival and Departure times listed
1. Participants that arrive/depart more than once per day must have both sets of in/out times listed.
[bookmark: Check12]|_| Outside School Hours Care Center 
i. Attendance date (month, day & year)
ii. Participant name – must have first and last
iii. Arrival and departure times recorded
1. Present/Absent may not be used to record attendance
2. Participants that arrive/depart more than once per day must have both sets of in/out times listed.
[bookmark: Check13]|_| Emergency Shelter 
i. Attendance date (month, day & year)
ii. Participant name – must have first and last 
iii. Present/Absent indicated or Arrival and Departure times listed
1. Participants that arrive/depart more than once per day must have both sets of in/out times listed.
|_| Adult Day Care Center 
i. Attendance date (month, day & year)
ii. Participant name – must have first and last 
iii. Present/Absent indicated or Arrival and Departure times listed
1. Participants that arrive/depart more than once per day must have both sets of in/out times listed.

5. If the attendance records have errors or are incomplete, the Position Title in CNPweb will be responsible for correcting and completing the attendance record. Describe the process for correcting attendance errors, including any other documentation reviewed and how errors are documented on attendance record.

6. After attendance is reviewed any corrections are made, Position Title in CNPweb will calculate the total monthly attendance for each site, to use when completing the monthly claim for reimbursement in CNPweb. Completed attendance records for the month are also used to verify meal count totals, prior to the claim submission.

b. [bookmark: Text18]Where Record is Kept: Attendance records will be stored describe where attendance documents are stored. Include any information that would be necessary for someone to locate these forms.

c. Procedure back-ups: 
1. [bookmark: Text14]If the Position Title is not available for Step Number(s), Position Title is responsible for Step Number(s).
2. If the Position Title in CNPweb is not available for Step Number(s), Position Title in CNPweb is responsible for Step Number(s).
