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1. Who needs to collect CEFs?

CEFs for the Child and Adult Care Food Program (CACFP) must be collected by CACFP sponsors who 
operate child care centers and Head Start programs.   

2. Why do I need to collect Child Enrollment Form (CEFs)?

A CEF shows that participants are enrolled to receive CACFP meals and/or snacks. It helps to verify meal 
counts that are claimed and helps determine the reimbursement rate for child care centers and Head Start 
programs with community slots.  

3. How long is a CEF valid?

CEFs are valid from the first day of the month in which the form is signed by the parent or guardian 
through the last day of the same calendar month twelve months later.  A form signed on March 21, 2026 is 
valid from March 1, 2026 through March 31, 2027.   

4. Where can I find the CEF template?

The two templates are available from Oregon Department of Education Child Nutrition Program (ODE CNP) 
CACFP Page under the section for Child Care Centers.  One includes an Infant Formula Selection that must 
be filled in for infant participants (0-11 months) and can be used for all age groups. The other does not 
include an Infant Formula Selection and can only be used for participants aged 1 year old and older. 
Sponsors can choose to use both templates or the template that best meets their facility’s needs. 

5. Which sections of the CEF must be filled out to be valid?

The child’s full name, the parent or guardian signature, and the date of the parent or guardian signature 
must be completed for all age groups. For infant participants, the Infant Formula Selection must also be 
completed.  CEFs must be valid in order for meals to be claimed for the participant.  

6. Which sections of the CEF must be filled out to be complete?

In addition to all the sections that must be filled out for a valid form, the CEF is only considered complete if 
it also includes the sponsor or site name, the hours in care, days in care, meals received must be 
completed for all age groups. For infant participants, the parent or guardian must check whether they 
accept or decline the creditable formula provided.   

CEFs that are not complete will result in findings and corrective actions during an administrative review 
and potential disallows.   

7. Can I upload this form and have parents/guardians complete and sign it electronically?

Yes, as long as digital or e-signatures can be verified. This can include digital time stamps or login 
verifications.  
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https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp/Pages/Community%20Nutrition%20Programs.aspx
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8. Do I have to use the ODE CNP template?

Yes, but you can request approval from your assigned Child Nutrition Specialist to change the ODE CNP CEF 
template or use your center’s Child Enrollment Form template as long as it has the same required 
information as the ODE CNP template. A CEF must include the following: 

• Sponsor or site name
• Child’s first and last name
• Hours in care
• Days in Care
• Meals received
• Parent or guardian signature
• Date of parent or guardian signature

• If a participant is an infant at the time the form
is completed:

o The type of creditable infant formula
provided by the child care center

o Whether the parent or guardian accepts
or declines the formula

9. Can I change the ODE CNP CEF templates?

Yes. Sponsors can remove the following items without prior approval from ODE CNP:

• OMER Roster Number
• Days in care that are not part of the licensed operating times (ex. Sat and Sun)
• Meals received that are not ODE CNP-approved meals and snacks for the site (ex. Eve Snack)
• The section on “Attedance occasionally varies due to work or school schedule” if it does not apply

(ex. you only enroll for full time care)
• Sections for additional children
• Section for annual updates if a new form is collected annually

To change other sections of the ODE CNP template or to add sections to the ODE CNP template, sponsors 
must submit a revised template to their assigned Child Nutrition Specialist at least two weeks prior to the 
anticipated implementation time and an explanation for why the changes are necessary for your CACFP 
operations.  Your Specialist will review the revised template to ensure it meets all requirements. Revised 
templates that require approval cannot not be used until ODE CNP approval is granted.   

10. I want to use our own Child Enrollment Form, how do I get ODE CNP approval?

Send the template you want to use to your assigned Child Nutrition Specialist at least two weeks prior to 
your anticipated implementation time along with your written CEF procedure that covers distribution, 
collection, and form management. If you are using an electronic template, print the template to PDF or 
another easily accesible file format and send in the form via email.  Your Specialist will review the template 
to ensure it meets all the requirements listed in #8 above. Sponsor templates cannot be used until ODE 
CNP approval is granted.   
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11. Which parts of the CEF can a sponsor pre-fill?

Sponsors must fill in the following sections:

• Sponsor or site name
• Creditable (FDA regulated, iron-fortified) infant formula provided by the child care for CEFs

provided to parents/guardians of infant participants

Sponsors can choose to fill in the following sections without ODE CNP pre-approval: 

• OMER Roster Number – this is optional, for sponsor recordkeeping purposes only
• Child’s first and last name
• If a center has structured hours in care, days in care, and meals received for all participants (ex.

school-like setting where all children arrive at the same time and leave at the same time), the
sponsor can fill out the hours in care, days in care, and meals received

With prior ODE CNP approval and a written CEF procedure that includes an integrity plan, sponsors can 
also elect to fill in the following sections: 

• Hours in care, days in care, and meals received for centers without structured hours in care

12. What needs to be included in an integrity plan?

An integrity plan needs to detail how pre-filled forms will be verified by the parent or guardian to ensure 
that it reflects actual enrolled hours in care, days in care, and meals received.  Suggested practices include 
having the parent or guardian initial all pre-filled sections.   

13. What can I do if a parent/guardian does not read English?

ODE CNP translates the CEF into Arabic, Chinese (Traditional and Simplified), Chuukese, Russian, Somali, 
Spanish, and Vietnamese.  For parents and guardians who cannot read, sponsor staff can guide them 
through completing the form and in addition to the parent or guardian signature, include the signature of 
the staff that helped to complete the form.    

14. We have a parent who does not want to enroll their child for CACFP meals. What do I do?

As best practice, have the parent or guardian sign and date a statement stating that they do not wish to 
enroll their child in CACFP. This can be on the CEF or on another document.  Make sure that there is a 
procedure in place so that no meals and/or snacks will be claimed for the child under CACFP.   

15. I have more questions, who should I contact?

Reach out to your assigned Child Nutrition Specialist.

Additional Resources:

• ODE CNP CACFP Policy and Procedure Manual
• Training: CEF Overview

https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp/Documents/centermanual.pdf
https://www.youtube.com/watch?v=6QUYomeeEwQ
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The example below shows a valid and complete CEF. The boxes in green must be complete in 
order to have a valid form. The boxes in orange must also be complete in order to have a 
complete form. The blue type is filled out by the sponsor and the purple type is filled out by the 
parent or guardian. Infant formula selection only needs to be filled out if a participant is under 1 
years old at enrollment.  

Sponsor must list 
sponsor provided 

formula for all infants 

Parents/guardians of 
infants must check to 
accept or decline the 

sponsor provided formula 


