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Foreword . . . About this Manual

The Oregon Department of Education Child Nutrition Programs (ODE CNP) developed this manual to
guide Sponsors of child care centers, Head Start programs, afterschool programs, emergency homeless
shelters and adult day care centers in the day-to-day operation of the Child and Adult Care Food
Program (CACFP). Sponsor officials are responsible for knowing the information and are urged to read
all the material carefully and share it with their staff members responsible for CACFP operations.

Chapters contain ODE CNP policy and guidance based on Federal regulations, instruction and guidance.
When a Federal change occurs, ODE CNP will revise the appropriate sections of this manual online and
issue a notification to affected Sponsors regarding the revisions.

Guide to Navigating the CACFP Center Manual

The CACFP Center Manual has been designed with a number of features to facilitate easy navigation

1)
2)
3)

4)

5)
6)

7

through the entire document:

Each line in the main Table of Contents links directly to the chapter or section referenced.

Each line in each chapter’s Table of Contents links directly to that section of the chapter.

There is a link back to the main Table of Contents at the end of each chapter’s Table of Contents

and at the end of each chapter.

When you click on a link to a document within a chapter you will be taken to one of two places:

a. If the document has a single version or translation, the document will open

b. If the document has multiple versions and/or translations, you will be taken to the webpage
that has all versions and/or translations available

When you have completed viewing a document that you have linked to, click the back arrow to

return to your previous location within the manual.

When a different chapter is referenced within a chapter, the link will take you to the Table of

Contents for the new chapter.

When you have completed viewing the information at a link that you have opened within the

manual, right click on your mouse and then select “Previous View”. You will be returned to your

previous location within the manual.
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Add Bookmark
Edit Text & Images
Add Text

Add Image...

<

Select Tool
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Marquee Zoom
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8) When you click on a link to a website external to the manual, you will be taken directly to that
website. Click the back arrow to return to your previous location within the manual.

“In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in
or administering USDA programs are prohibited from discriminating based on race, color, national origin,
sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted
or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g.
Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local)
where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may
contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information
may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint
Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint _filing_cust.html, and at any USDA
office, or write a letter addressed to USDA and provide in the letter all of the information requested in the
form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to
USDA by:

(1) mail: U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW

Washington, D.C. 20250-9410;

(2) fax: (202) 690-7442; or

(3) email: program.intake@usda.gov”

Oregon Department of Education Child Nutrition Programs
255 Capitol St. NE Salem, OR 97310, 503-947-5902
Website:

ODE CNP Main Page: https://www.oregon.gov/ode/students-and-family/childnutrition

CACFP: https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp
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Section A — Basic Information About CACFP
What is the CACFP?

The Child and Adult Care Food Program (CACFP) is a voluntary Federally-funded program that
provides meal reimbursement for serving nutritious meals and snacks to eligible participants in child
care centers, family day care homes, Head Start programs, afterschool programs, emergency homeless
shelters and adult day care centers. The United States Department of Agriculture (USDA) funds the
Oregon Department of Education Child and Adult Care Food Program (ODE CACFP).

For information on the application process see_Chapter 2 Application and Renewal

Why is this program provided?

The purpose of the CACFP is to improve the quality of child and adult day care for low-income families by
providing assistance in offering nutritious meals and snacks served to eligible participants. Providing
nutritious meals to children and adults helps promote the health of our nation.

The CACFP can improve the nutritional quality of meals and snacks in three ways.

1. The program provides required guidelines, including portions to be served, for meals and snacks to
participants

2. The program provides monetary (reimbursement) assistance to eligible providers to help pay for meals
that meet USDA requirements.

3. The CACFP requires training and monitoring by ODE CNP and Sponsors.

Program Goals

* To meet the nutritional needs of enrolled participants
» To promote healthy eating behaviors

« To improve the quality of child and adult day care, making it more affordable for low-income
families

Benefits to a Participatinqg Sponsor

A Sponsor is an organization that has an agreement with the Oregon Department of Education to
operate the CACFP. Sponsors receive monthly reimbursements for serving nutritious meals and snacks
to enrolled participants. ODE CACFP provides technical assistance to Sponsors to assist them in
meeting program requirements and in menu planning, food preparation, food service sanitation, and
record keeping.

Eligible Organizations

The following types of organizations are eligible to apply to participate in the CACFP:

« Public institutions — municipal, state, Federal or tribal organizations. For example, a public school
district, a parks and recreation department, or a community college.



*  Non-Profit organizations — organizations with IRS tax-exempt status such as community child care
centers, afterschool programs, teen parent programs, Head Start programs.

*  For-Profit organizations

Site Eligibility
All sites participating in the CACFP are eligible based on one of the following methods:

1. Maintaining a current Oregon Office of Childcare (OCC) Certificate; or
2. Obtaining/maintaining current Approval from another Federal, State or local government entity;
Or

3. Completing CACFP Alternate Approval requirements

Eligible Participants

CACFP serves the following participants enrolled in non-residential day care programs or residential
homeless shelters:

« Children age 12 years or under

«  Children and youth age 18 or under if participating in Afterschool At-Risk programs, Homeless or
Emergency Shelter programs.

*  Children of migrant workers age 15 or under

« Participants with mental or physical disabilities in child care when the majority of enrollees are
age 18 or under

Adults participating in qualifying adult day care centers

Reimbursement Rates

Meal reimbursement is based on the income of the enrolled participants and the type of meal served
(breakfast, lunch, snack, or supper). Higher meal reimbursement is paid for meals served to participants
with lower household income. Afterschool At-Risk Meals & Snacks programs and Homeless programs
are reimbursed at the highest reimbursement rate. The Federal government adjusts the meal
reimbursement rates every year. The new rates are effective every year on July 1.

Sponsors participating in the CACFP do not participate in the USDA Food Distribution Program.
Sponsors will receive an additional amount of reimbursement as Cash-in-Lieu (CIL) of commodities.
The CIL rate is paid for each lunch and supper claimed for reimbursement by a Sponsor. See the
Reimbursement Rates webpage for the current Cash-In-Lieu rate.
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Meal Pattern Requirements

Sponsors must meet program meal pattern requirements to receive reimbursement. CACFP meal
pattern requirements depend on age of participants. The four meal patterns are:

* Infant — Birth to 11 months
* Children — 1 to 12 years of age
*  Children — 13-18 years of age

*  Adult participants

Limit of Reimbursable Meals and Snacks Sponsors Can Claim

In general, Sponsors may be reimbursed for a maximum of either two meals and one snack, OR two
shacks and one meal per participant per day. Afterschool At-Risk Meals & Snacks programs may be
reimbursed for a maximum of one snack and one supper per participant per day. Homeless and
Emergency Shelter programs may be reimbursed for a maximum of any three meals per participant per
day.

CACFP Federal Requlations

Title 7, Part 226 of the Code of Federal Regulations (7 CFR 226) in addition to provisions of 7CFR 3015,
7CFP 3016 and 7CFR 3019 are the primary Federal regulations which governs the operation of the Child
and Adult Care Food Program. A full list of governing regulations is included in the State Agency-Sponsor
Agreement. Sponsors can find the regulations on the ODE CACFP Memos, News, and Regulations
website.

Section B — Record Keeping Requirements

All CACFP records must be kept for three years plus the current program year, or until all audit or review
findings are corrected, whichever is longer. Maintaining compliance with CACFP takes planning. Below is
a sample of the record keeping requirements. Please note, the below list is not inclusive of all Program
record keeping requirements and is merely a sample. Sponsors must maintain the following records:

» Confidential Income Statements (CIS)

e Child Enrollment Forms (CEF)

*  Nonprofit food service receipts

*  One Month Enrollment Report

. Daily meal counts

* Dalily attendance
* Menus

e Combination Food Recipe Form with instructions

e Combination Food Recipe Form
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. Medical Statement for Food Substitutions

. Infant Records

«  Site Monitoring Report form

« Civil Rights

. For Profit Eligibility documentation

. Racial Ethnic Data Collection

How does a Sponsor receive the monthly reimbursement?

The USDA requires that Sponsors keep daily records of meals served including amounts of food served,
the number of participants served, attendance, and the number of participants enrolled by income eligibility
determination. The organization submits a claim each month to ODE CNP to support the request for
reimbursement. ODE CNP reviews the claim and sends payment to each sponsor or sponsoring
organizations.

Section C - Health and Safety Requirements

Child and Adult Care Food Program (CACFP) regulations require Sponsors to notify appropriate licensing
or health authorities of conduct or conditions that pose an imminent threat to the health or safety of
participants or to the public. This section provides guidance to help Sponsors detect and report the types
of problems that rise to this higher level of concern.

It is important to remember that the facility’s main priority is to protect the health and safety of those in
care. CACFP Sponsors (and monitors in multi-site organizations) must exercise judgment in making a
determination of an imminent threat. ODE CNP encourages sponsors to establish written standards to help
staff (and monitors in multi-site organizations) measure the severity of a health or safety threat and
procedures to follow when a determination of imminent threat has been made.

Training for staff (and monitors in multi-site organizations) on this topic is recommended, as well. Two
resources:

» Caring for Our Children
» Stepping Stones to Caring for Our Children

These are companion resources that provide additional guidance on managing, reporting, and
documenting incidents of imminent threat. They recommend that child care facilities have written plans for
reporting, managing, and training staff on what they determine to be incidents that threaten the health,
safety, or welfare of children, staff, or volunteers. While these two resources address children specifically,
the information provided can be referenced for participants in care in all centers participating in the
CACFP.

Caring for Our Children and Stepping Stones to Caring for Our Children identify a number of
circumstances that rise to the level of imminent threat, including:
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https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp/Pages/form,-document,-handbooks-and-manuals.aspx
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https://www.oregon.gov/ode/students-and-family/childnutrition/Pages/CivilRights.aspx
https://nrckids.org/CFOC
https://nrckids.org/CFOC
http://nrckids.org/CFOC/Stepping_Stones

[1 Lost or missing participant
[1 Suspected maltreatment of a participant

[ Suspected sexual, physical, or emotional abuse of participants, staff, volunteers, visitors or family
members occurring while they are on the premises of the care facility

[ Injuries to participants requiring medical or dental care

1 lliness or injuries requiring hospitalization or emergency treatment

[1 Mental health emergencies

1 Health and safety emergencies involving parents or guardians and visitors to the care facility

1 Death of a participant or staff member (including a death that occurred outside of center or home
care hours that had resulted from serious illness or injury at the care facility)

[1 The presence of a threatening individual who attempts or succeeds in gaining entrance to the facility

If, for these or for any other reason, a staff member (or monitor in multi-site organizations)
determines that a participant is in imminent danger, the staff member (or monitor in multi-site
organizations) must call the proper authorities immediately and stay at the site until authorities have
arrived.

Sponsor staff (and monitors in multi-site organizations) must understand that their response to imminent
threats to the health and safety of participants in the CACFP should be applied consistently and fairly. The
health and safety of those in care must be the overarching goal. Wherever there is a situation in CACFP
involving a health or safety threat, ODE CNP expects Sponsor staff (and monitors in multi-site
organizations) to respond to the problem when they see it. This does not mean, however, that every
licensing violation is an imminent threat to health and safety, or that State agencies may require CACFP
sponsors to monitor for licensing agencies.

Required ODE CNP Action

During Sponsor administrative reviews and site reviews ODE CNP Child Nutrition Specialists must take
immediate action and follow the requirements for suspension of an independent institution’s participation,
for reasons of health or safety [7 CFR 226.6(c)(5)(i)]. See Chapter 20 Audits, Administrative Reviews &
Serious Deficiencies for further information on Program suspension.

(Back to Main Table of Contents)
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Section A — New Applicants: Getting Started in the CACFP

The CACFP is a voluntary, Federally funded program. By agreeing to participate, Sponsors accept final
administrative and financial responsibility for the operation of the program according to Federal and state
laws, regulations, and policies.

To participate in the CACFP, Sponsoring organizations must sign a State Agency-Sponsor Agreement and
submit all required information. ODE CNP reviews forms and documentation to determine if Sponsoring
organizations have the financial viability, organizational capability, and internal controls for accountability
to successfully operate the CACFP. This section provides an overview of the necessary steps for
Sponsoring organizations to complete the initial application.

The Application Process

Potential applicants must successfully complete the following steps* in the application process to become
a Sponsor in the CACFP:

Step 1: Eligibility Assessment

Step 2: Training

Step 3: CNPweb Forms

Step 4: Application- Financial Viability, Offline and Online Forms
Step 5: Pre-Approval Review

Step 6: ODE CNP Approves or Denies the Application

*If the potential applicant currently operates another Child Nutrition Program (i.e. National School Lunch
Program or Summer Food Service Program), and are in good standing in that program, the application
process may be streamlined.

Step 1: Eligibility Assessment

Potential applicants are required to complete an Eligibility Assessment, found on the Becoming a CACFP
Sponsor webpage. After a potential applicant has completed the Eligibility Assessment, if an applicant is
eligible to be a CACFP Sponsor, a Program Analyst will contact the applicant to gather additional. If the
initial screening determines that the potential applicant may be qualified for participation, the potential
applicant will be contacted by a Program Analyst to begin the application process.

Step 2: Training

The Program Analyst will provide the applicant instructions for taking the online, webinar-based ODE CNP
New Applicant Trainings. The training covers basic CACFP requirements, which the applicant must be
prepared to implement to operate the CACFP in compliance with Federal regulations.

It is important that the organization officials who will have the ultimate authority to administer the CACFP
take the New Applicant Training. (Example: Sponsor's CACFP director and/or chief officer). All For-Profit
owners must take the New Applicant Training. Other program staff members who have CACFP
responsibilities may take the ODE CNP training, although this is not required.

12
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Step 3: CNPweb Forms

After the training certification is submitted and the Program Analyst approves it, the potential applicant will
be sent forms for CNPweb. CNPweb is the online system that sponsors use to communicate program
information with ODE CNP. ODC CNP uses CNPweb to review information submitted by sponsors for
accuracy and to track approval for items such as eligible sites, meals to be served, and meal claims.
Potential applicants must accurately complete and submit the forms below prior to moving on to step 4.

. CNPweb User Authorization Request & Certification Form(s)
. CNPweb Add Site/Modify Site Form(s)
. CNPweb New Sponsor Information Form

Step 4: Application

Once CNPweb forms are completed, the potential applicant will be assigned a Child Nutrition Specialist
who will provide the applicant with the full online and off-line application instructions and location of
required documents. Potential applicants are required to submit financial viability documentation to ODE
CNP during this step.

If the applicant is the sponsor of another Child Nutrition Program, they may not be required to complete all
of the following

To demonstrate financial viability, applicants are required to submit the following documents for review by
the Finance and Audit Child Nutrition Specialist:

For-Profit:

. Excel Annual CACFP Budget Form

. Balance Sheet

. Income Statement

. Bank statement for three selected previous months
Non-Profit:

. Excel Annual CACFP Budget Form

. IRS proof of Non-Profit Status

. IRS Form 990

. Income Statement

. Bank statement for three selected previous months
. Board minutes for three selected previous months

Financial viability documentation is not required for school districts operating the National School Lunch
Program.

13
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The assigned Child Nutrition Specialist will work with the applicant to complete all required online and off-
line application materials. The following offline forms must be completed and submitted to ODE CNP (The
hyperlinked forms below are located on the CNPweb website packet page):

State Agency-Sponsor Agreement
Excel Budget for Center Sponsors
Outside Employment Policy

W-9 Form

Racial and Ethnic Data Collection Form

One Month Menu

The following online forms must submitted through CNPweb.

Sponsor Information Sheet
Sponsor Budget (not required for School Districts on NSLP)
Sponsor Management Plan (not required for School Districts on NSLP)

Site Information Sheet(s)

Additionally, applicants are directed to the following forms to get them started on record keeping:

CACFP One Month Enrollment Roster

Meal Count forms

Medical Statement for Food Substitutions

Infant Menu Records

Racial Ethnic Data Collection Form

Other forms as required

Additional information required for application:

Women, Infants and Children (WIC):
o WIC is the Special Supplemental Nutrition Program for Women, Infants and Children. This

public health program is designed to improve health outcomes and influence lifetime nutrition
and health behaviors in a targeted, at-risk population. Nutrition education is the cornerstone
of the WIC Program. The Oregon WIC Program is part of The Center for Prevention and
Health Promotion. Sponsors are required to make the following WIC information available to
the parents/guardians of all enrolled children:

* Importance and benefits of WIC

14
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=  WIC income eligibility guidelines

o Sponsors may meet the above requirement by distributing the Oregon WIC brochure WIC.:
Healthy kids, healthy foods, healthy families. The brochures are available in various
languages and can be accessed on the WIC website at:
https://public.health.oregon.gov/HealthyPeopleFamilies/wic/Pages/publications.aspx

o Information on WIC and WIC income eligibility guidelines is available on the WIC website

o At-risk and Adult programs are exempt to providing WIC information

*  Building for the Future Flyer:

o All Sponsors, except Adult Day Cay Centers, are required to post the “Building for the
Future” flyer in a prominent location at all approved CACFP site locations, including
administrative offices. This flyer, which is in English and Spanish, must be posted where
participants and potential participants have ready access. The purpose of the flyer is to notify
parents, guardians and participants of the sponsor’s participation in the USDA CACFP, the
program benefits, and who to contact with concerns. Posting this flyer is a requirement
under the Federal CACFP regulations. ODE CNP staff will check to see if the flyer is posted
in a prominent location while conducting CACFP administrative reviews. Contact Oregon
Department of Education Child Nutrition Programs at (503) 947-5902 to obtain copies of the
flyer. Translated posters available in Chinese, Russian, and Vietnamese as well.

» Federal IRS non-profit status letter for 501(c)(3) status. If the organization is a religious
organization, it must have the IRS non-profit status letter and a letter from a sponsoring religious
organization stating that the child or adult care program is a part of the mission of the local church.

*  For-Profit Sponsors must submit an eligibility certification (See Chapter 18 For-Profit Programs)

*  Minority and grassroots contacts

* Vended Meal Agreement—if meals are contracted from a food service management company,
school district, or other vendor (See_Chapter 14 Procurement)

+  Oregon Office of Childcare (OCC) licenses for each site or, if exempt from OCC licensing,
documentation exemption and documentation of current satisfactory inspections from local health
and fire departments

Completing the Management Plan and Budget

An important part of the application is the Management Plan and Budget for CACFP. The Management
Plan is required by federal regulations and assists ODE CNP to determine if the Sponsor is financially
viable, accountable, and capable. The ODE CNP Management Plan requires detailed information about a
Sponsors administrative structure including the following:

*  Sponsor Information
* Financial Viability and Financial Management
* Administrative Capability including:
Positionsttitles of staff assigned to CACFP functions

*  Program Accountability including:
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» List of Board of Directors (required for private Non-Profit organizations)

» Certification that officers, Responsible Individuals, or owners (as applicable) do or do not have a
business-related criminal record

* Organization’s CACFP procedures and forms

*  CACFP administrative budget

Application Review by ODE CNP

The assigned Child Nutrition Specialist will review the application for completion and for compliance with
regulations and policies. Further information or clarification may be requested. If the application meets
regulatory requirements and is approved by ODE CNP, a pre-approval visit will be scheduled. If an
application is not completed in a timely manner or does not demonstrate the applicant’s ability to operate
the CACFP, the application will be denied.

Step 5: Pre-Approval Review

Once accurate and complete application materials are received, a specialist from ODE CNP will make an
appointment to review the Sponsor’s operation prior to final approval.

Applicants must implement all meal and record keeping requirements prior to the pre-approval visit or
approval of the application will be delayed or denied. The pre-approval review will include:

+ Determination that facilities are viable for the type and number of meals for which the applicant
requested approval

+ Meal observation to ensure that food components, serving sizes, and meal service meet CACFP
requirements

*  Check of CACFP records and systems
+ Compliance assessment of Civil Rights requirements
*  Check for implementation of Management Plan as submitted

* Technical assistance, as needed, to improve program quality

Step 6: ODE CNP Approves or Denies the Application

After the Pre-Approval visit, ODE CNP will either approve or deny the applicant’s application. If approved,
the applicant will now be a CACFP Sponsor and ODE CNP will provide technical assistance on submitting
monthly claims through ODE CNP’ s online system, CNPweb.

Denial of participation in the CACFP is an appealable action. If ODE CNP determines that an application is
denied, the applicant will be provided with the Child and Adult Care Food Program APPEAL PROCEDURE
7 CFR 226.6(Kk)

New Applicants with Five (5), or more, Sponsored Sites at Application
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New institutions that are sponsoring organizations of five (5), or more, sites at the time of application must
have a full administrative review within ninety (90) days of the date of approval to begin operation of the
CACFP. See Chapter 20 Audits, Administrative Reviews & Serious Deficiencies for information on the
Administrative Review process.

Section B — Renewals
Renewals

ODE CNP sends an application renewal packet and instructions to each Sponsor prior to the beginning of
each fiscal year. CNPweb “rolls over” to the next fiscal year on October 15t of each year. The CACFP
operates on the Federal fiscal year that begins on October 1 and ends September 30. Failure to submit a
complete and correct renewal application by the deadline may result in delay or disruption of
reimbursement, or ultimately in termination of the State Agency-Sponsor Agreement. The deadline for
submitting renewal applications is published annually.

See the CACFP USDA/ODE Memos webpage for the most current renewal memos and instructions.

Section C — Sponsor Name Change
Sponsors that change their business entity name are required to complete and submit:

+ Sponsor Name Change form
+ Two (2) new, signed State Agency—Sponsor Agreements (see Packet page of the Sponsor
Summary in CNPweb)

Non-Profit Sponsors

Non-profit Sponsors must also submit a revised IRS 501 (c)(3) status letter from the Internal Revenue
Service showing the new business entity name. If the business entity address has changed in addition to
the name change, the IRS 501(c) letter must also show the correct, current address.

For-Profit Sponsors

For-Profit Sponsors who will also have an ownership change in addition to the business entity name
change must contact their assigned specialist for additional requirements. Also see Chapter 18 For-Profit
Programs, Section D Change in Ownership.

Section D — Safety and Sanitation Approval for Sites
All sites participating in the CACFP can qualify by one of the following methods:

1. Maintaining a current Oregon Office of Childcare (OCC) Certificate or OCC exempt; or
2. Obtaining/maintaining current Approval from another Federal, State or local government entity; or
3. Completing CACFP Alternate Approval requirements
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Please refer to the descriptions below and the enclosed CACFP Site Approval Decision Flowchart at the
end of this chapter to determine the appropriate method by which to qualify sites.

Oreqgon Office of Childcare Certification

All sites that are required by law to be OCC-licensed must have a current OCC certificate to receive
CACFP reimbursement. For Oregon Office of Childcare requirements, please contact the Oregon Office of
Childcare at 1-800-556-6616 or (503) 947-1400.

Programs that believe they are OCC-license exempt must contact OCC to verify their exempt status. If the
program is determined to be OCC-license exempt, they must obtain written confirmation from OCC of the
exempt status.

For more information about OCC visit the OCC webpage.

Other Federal, State or Local Approval

Some sites, while exempt from OCC licensing and recording, have government oversight. Some of these
sites may qualify for CACFP if the site is exempt from Oregon Office of Childcare licensing and recording,
and is approved by one of the following entities:

+ Federal Head Start approval
*  Oregon Department of Education (ODE) Pre-Kindergarten approval
* Federal or State-approved Even Start programs

+ School district operated child care or afterschool programs.

Note: If a school district sponsors a non-school district operated site, such as a Boys and Girls Club, that
site must meet the CACFP Alternate Approval requirements or qualify by one of the other methods on this
list.

+ ODE-approved 21st Century School programs during the funding period.

* Oregon Department of Human Services license for a Child-Caring Agency that provides non-
residential day treatment for children *

» Tribal approval — Some Oregon tribes have an approval process that may meet the Federal
requirements. For more information on approval of tribal sites please contact your assigned
Specialist.

* ODE-approved special education preschools

*A copy of the approval or certificate for these sites must be submitted with new site applications and
annually with CACFP renewal materials.

Alternate Approval

The OCC license-exempt sites and sites qualifying under “Other Federal, State and Local Approval” must
meet at least one of the following exclusion criteria:

» Are primarily educational and provide care to children 36 months old or older, but not yet attending
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kindergarten, for less than four hours a day.

» Are primarily supervised, child-focused training in a specific subject, including, but not limited to,
dancing, drama, music, or religion. This exclusion applies only to the time children are involved in
training.

* Are primarily incidents of group athletic or social activities sponsored by or under the supervision of
an organized club or hobby group. This exclusion applies only to the time engaged in the group
athletic or social activities and if the children can come and go as they please.

» Are operated by a school district, political subdivision of this state, or a government agency, or

+ Are operated on an occasional basis by a person, sponsor, or organization not ordinarily engaged
in providing child care.

+ Operate as a parent cooperative for no more than four hours a day; or

* Provide care while the child’s parent remains on the premises and is engaged in an activity offered
by the facility or in other non-work activity.

ODE CNP’s alternate approval process requires documentation of a satisfactory sanitation inspection and
a current satisfactory fire/safety inspection at each feeding or serving site. The dates of each inspection
type will be recorded in the individual site information sheets in CNPweb and updated upon the completion
of each new inspection.

Sanitation inspections must be conducted annually. Fire inspections must be conducted every two years.
Sponsors are responsible for requesting and paying for all inspections and re-inspections, if re-inspection
is necessary. Use the Sanitation Inspection Request form to request the annual sanitation inspection for all
sites.

Sanitation Inspections

Food service safety and sanitation is a critical element of the CACFP. Children under five years old are
especially susceptible to food-borne illnesses because their immune systems are not fully developed. The
CACFP also serves disabled and frail elderly adults who are more vulnerable to food borne iliness than
their healthy peers.

The local (county) Environmental Health Department or the Oregon Department of Human Services,
Environmental Health Field Services Unit will conduct the sanitation inspections. An optional Facility Food
Service Sanitation Evaluations Report for use in facilities exempt from Oregon Office of Childcare licensing
is available at the link provided. At a minimum, the sanitation inspection will determine if a site is in
compliance with State Food Code law in the following areas:

* Foods obtained from approved sources

» Potentially hazardous foods stored/prepared/held/served at proper temperatures
* Leftovers properly cooled

+ Dishwashing facilities adequate for washing, rinsing, and sanitizing

* Hand washing sinks available in the food service area and supplied with hand soap and paper
hand towels

19


https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp/Documents/sanitation_inspection.pdf
https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp/Documents/facility_food_serv_safety_sanitation_eval.pdf
https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp/Documents/facility_food_serv_safety_sanitation_eval.pdf

« Personal hygiene practices of food service staff

« Other sanitation issues including a safe water source, vector controls, chemical storage, refuse
disposal, and sewage disposal

« Kitchen/food prep area sanitary

Sites that have one or more critical violations will be scheduled for a re-inspection visit by the health
department that conducted the original sanitation inspection. Sponsors are responsible for working with
their sanitarian/inspector to correct critical violations. Sites currently participating in the CACFP must
correct violations and have a current, satisfactory food safety and sanitation inspection to be approved as
CACFP feeding or serving sites.

Sponsors requesting to add new sites or new Sponsors seeking approval to operate the CACFP at new
sites with uncorrected critical violations after re-inspection will be denied approval to participate for those
sites

Fire Inspections

Sponsors must provide documentation of a current satisfactory fire/safety inspection at all feeding and
serving sites. Fire and building safety inspections must be current (within the past 24 months from date of
submission) and must be satisfactory (have no uncorrected violations). The local Fire Department
conducts fire/safety inspections. Sponsors are responsible for working with the fire inspector to correct any
fire/safety violations.

Section E — Program Closure

Sponsors may choose to close their State Agency-Sponsor Agreement at any time. Sponsors must
provide the closure notice in writing; via email or letter. The notice should include the last date of
operation and last claim date.

The reasons for closing an agreement are varied and ODE CNP will work with a Sponsor to assist them in
this process. Please contact your assigned Child Nutrition Specialist as early in the decision process as
possible. This will allow sufficient time to provide you with any technical assistance that may be necessary
to allow the process to move forward in a timely manner.

(Back to Main Table of Contents)
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Sponsors are required to determine participants Free, Reduced-Price or Above Scale eligibility annually.
This is based on Federal guidelines.

This chapter applies to Child Care Centers, Outside School Hours Centers, Adult Day Care Centers, and
Head Start Sponsors (Oregon Head Start and OHS Pre-K) that are claiming sibling and/or community
slot meals. See Chapter 17 Head Start for further instructions.

This chapter does not apply to Afterschool At-Risk Meals & Snacks sites or to Homeless and Emergency
Shelter programs.

Section A — Determining the Eligibility Category: Free, Reduced-Price,

or Above Scale

Each July 1 the Federal government sets the income guidelines for determining the following eligibility
categories: Free, Reduced-Price, and Above-Scale. The guidelines are based on household income and

household size. Low-income households meeting Federal guidelines are categorized as eligible for “Free”.

Households with slightly higher income are categorized as eligible for “Reduced-Price”. Households with
incomes above the Reduced-Price guidelines are categorized as eligible for “Above-Scale”.

Sponsors will determine which eligibility category participants are by using one of the following types of
eligibility documentation. Each type of documentation is described in more detail below:

* Household income
« Categorical eligibility: TANF, SNAP, FDPIR
« Automatic eligibility: Foster, Homeless, Head Start, Even Start, Migrant, OHS Pre-K

*  Other shared CNP sponsor eligibility documentation (see Confidentiality below)

» School district eligibility documentation
*  Supplemental Security Income (SSI)—Adults, only

* Medicaid/Oregon Health Plan—Adults, only

Confidential Income Statements

The Sponsor must distribute Confidential Income Statements and the Letter to Households to all
participants at the time of enroliment and annually, thereafter. Adult Day Care Program Sponsors see
Chapter 21 Adult Day Care for exceptions to this requirement.

The Sponsor then collects those CIS that are voluntarily returned by parents/guardians or participants.
The CIS that have been returned are reviewed by Sponsors and an eligibility determination is made
based on the information provided for current the participant(s) listed on the CIS.

The Sponsor must keep all completed CIS forms and other Free or Reduced-Price eligible
documentation on file. These documents will be used to develop the One Month Enrollment Roster
(OMER). See Chapter 4 The One Month Enrollment Roster for more information on OMER.
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Other Allowable Eligibility Documentation

The following participants may be classified in the Free category without a CIS form on file:

» Participants who are enrolled Head Start or Oregon Head Start Pre-K (OHS Pre-K) for the current
school year with a written statement/letter from the Head Start or OHS Pre-K certifying the child’s
enroliment in Head Start/OHS Pre-K.

« Participants in Even Start programs with a written statement/letter from the Even Start program
certifying the child’s enrollment in Even Start.

« Participants living in households where a school-age member receives free meals at school either
through direct certification or income application with a written statement/letter from the school
district certifying the student’s free-meal qualification.

* Migrant children are automatically free with documentation of their migrant status from a school
district or other government agency.

+ Participants who are homeless or at risk of homelessness as determined by a school district’s
homeless coordinator or other community homeless liaison makes a determination of
homelessness and provides a list of all participants determined homeless.

*  Foster children with documentation from an appropriate State or local agency indicating the status
of the child as a foster child whose care and placement is the responsibility of the State or that the
foster child has been placed with a caretaker household by a court. See the foster child section in
this chapter for more information.

School District eligibility documentation: A school district may provide a letter or other written statement
providing the eligibility determination made by the school district for enrolled students. This documentation
may be used by CACFP Sponsors in place of collecting CIS from the families listed in the school district
documentation.

Community Eligibility Provision (CEP): Sponsors that operate child care sites located in schools on CEP
must distribute, collect and approve CIS forms for enrolled participants

Direct Certification Eligibility Notification Letters: School districts send letters of eligibility for free meals to
families who qualify based on a process called Direct Certification. If a parent or guardian presents a
sponsor with a Direct Certification letter, the sponsor may make a copy and retain it on file in place of
having the parent/guardian complete a CIS form.

If a sponsor has questions regarding any other eligibility documentation submitted by a parent or guardian,
please contact your assigned Child Nutrition Specialist.

Note: If a household is receiving Employment Related Day Care (ERDC), a CIS form is required because
the household does not automatically qualify as Free-eligible.

Adult Participants: See Chapter 21 Adult Day Care for other allowable eligibility documentation.

Eligibility for Free Meals in a Disaster

Children Experiencing Homelessness in a Disaster: Children residing in, or evacuated from, disaster areas
may be determined homeless under the McKinney-Vento Homeless Assistance Act. These children are
automatically eligible for free meals in the Child Nutrition Programs. A school district's homeless
coordinator or other community homeless liaison makes a determination of homelessness and provides a
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list of all children determined homeless due to a disaster situation. The Sponsor must certify these children
for free meals.

In cases where a household from a designated disaster area moves in with another household, the
community homeless liaison may determine the displaced individuals homeless under the McKinney-Vento
Homeless Assistance Act. Displaced children and adult participants in CACFP are automatically eligible for
free meals in centers even if they are temporarily residing with another family. The host family may include
the displaced family members and any income provided to them when applying for Free or Reduced- Price
eligibility.

Sponsors that require eligibility information can receive certification of the participant’s homeless status
from the agency that assisted with the evacuation or that is providing shelter. If the child is not residing in
an emergency shelter, the Sponsor should have an adult living with the child complete an income eligibility
form indicating that the child is homeless. No further information is required to certify the child’s eligibility.

Disaster Benefits from the Supplemental Nutrition Assistance Program: Children in households receiving
Disaster Supplemental Nutrition Assistance Program (D-SNAP) benefits are categorically eligible for free
meals in the Child Nutrition Programs. Certification of these children may be accomplished through direct
contact with the SNAP agency or by an application submitted by a household with a case number.

Duration of Eligibility: Children certified for free or reduced price meal benefits because of a disaster
situation remain eligible for free meal benefits for 12 months.

Eligibility Cateqgories

Eligibility categories determine reimbursement rates for meals. The household eligibility category is
determined by having the household complete a Confidential Income Statement (CIS). The Sponsor’s
unique reimbursement rate is determined by the number of participants in each eligibility category.
Sponsors receive:

* The highest reimbursement for meals served to participants approved in the Free category;

+ Slightly less reimbursement for meals served to participants approved in the Reduced-Price
category; and

* The lowest reimbursement for meals served to participants approved in the Above-Scale category.

How longq is the CIS valid?

The CIS must be updated annually and eligibility is valid for only 12 months. The CIS is considered current
and valid until the last day of the month in which the form was dated and signed by the Sponsor’s
approving official one year earlier (e.g., a CIS signed and dated by a sponsor on January 12, 2018, is
considered valid until January 31, 2019).

Most Sponsors find it easiest to collect new CIS forms from households in July or August when ODE CNP
issues the new Federal income guidelines, the CIS forms and the Letter to Households for the new fiscal
year.

Sponsors distribute and collect CIS forms and the Letter to Households through October 31 to ensure all
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CIS forms voluntarily returned by parents/guardians or participants are approved, signed and dated by the
Sponsor’s Eligibility Official by October 31.

Sponsors have flexibility concerning the effective date of certification for CIS. The eligibility date to be used
may be either the date the parent or guardian signed the income eligibility form or the date on which the
sponsor signs the form to certify eligibility of the participant. However, if the date of parent signature is not
within the month of certification or the immediately preceding month, the effective date must be the date of
certification. This flexibility applies only to complete applications containing all required information at the
time of submission.

Sponsors must decide which date they will rely on as the effective date and apply this date to all income
eligibility forms submitted on behalf of all participants in all sponsored homes.

This eligibility duration determination method applies to day care centers, and should be used to assess
the expiration of a CIS in all situations

CIS submitted with “Zero’” Income

When a household submits a CIS with “zero” income entered in Section 4, by either entering “0”, or
leaving the section blank, and does not provide a current Supplemental Nutrition Assistance Program
(SNAP) or TANF (Temporary Assistance for Needy Families) case number or an indication that the
household receives FDPIR benefits, sponsors may approve the CIS in the Free category. “Zero” income
CIS forms are valid for 12 months from the date the Sponsor’s Eligibility Official signs and dates the form.

Confidentiality

All information on the CIS is confidential. Sponsors must have systems to ensure that no one is allowed
access to these documents other than authorized Sponsor representatives, ODE CACFP authorized staff
or auditors, and USDA staff.

Child Nutrition Program (CNP) Sponsors may share eligibility determination information with other CNP
Sponsors. ODE CNP recommends that sponsors develop a policy regarding when they will share eligibility
information with other CNP Sponsors. Sponsors should have a written procedure regarding the process for
the transfer of the information to another CNP Sponsor.

Information contained on the CIS may not be disclosed to any person or program that is not a CNP
Sponsor without signed authorization from the adult household member. Prior to disclosing any
information, contact your Child Nutrition Specialist.

For-Profit Centers Using Free/Reduced-Price Eligibility

For-Profit centers are required to validate that in the month preceding initial application or reapplication
and each month thereafter they qualify to claim meal reimbursement at each approved site that meets the
25% Eligibility criterion. See Chapter 18 For-Profit Programs for more information on the 25% Eligibility
criterion.

Pricing Programs

Pricing programs must collect CIS forms from participants throughout the year. See Chapter 24 Pricing
Programs for more information on eligibility determination requirements for Pricing Programs.
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Head Start Programs Claiming Siblings and/or Community Slots

Head Start Programs that plan to claim sibling and/or community slot meals must create a One Month
Enroliment Roster (OMER) for each ODE CNP approved site that will be claiming such meals. In order to
create an OMER for these sites an eligibility determination must be made for each sibling and/or
community slot participant.

Siblings: Siblings of Head Start-enrolled children are not automatically eligible for free meals. If a Head
Start Program will be claiming meals for siblings of Head Start enrollees, then Head Start programs must
distribute CIS and Letters to Households to each family with siblings whose meals will be claimed for
reimbursement. Head Start Programs will then collect all CIS voluntarily submitted by parents/guardians.
The CIS that have been returned are reviewed by Sponsors and an eligibility determination is made based
on the information provided for the sibling participant(s) listed on the CIS during the month of October. Any
sibling participants who do not have a Sponsor-approved CIS on file will be considered to have an
eligibility determination of Above Scale.

Community Slots: Some Head Start Sponsors claim meals for participants whose slot is paid for by a
funding source other than Head Start or Oregon Pre-K. If this is the case, the participant is not
automatically eligible for free meals. Sponsors must distribute CIS and Letters to Households to these
families.

Head Start Programs will then collect all CIS voluntarily submitted by parents/guardians of community slot
participants. The CIS that have been returned are reviewed by Sponsors and an eligibility determination is
made based on the information provided for the community slot participant(s) listed on the CIS during the
month of October. Any community slot participants who do not have a Sponsor-approved CIS on file will
be considered to have an eligibility determination of Above Scale.

Section B — Distributing and Completing Confidential Income

Statements

Sponsors may choose not to distribute or collect CIS forms from participants, and claim all meals in the
Above-Scale category. Sponsors that claim one or more participant in the Free or Reduced-Price
categories must follow the steps below:

Distributing the CIS and Letter to Households

ODE CNP updates the CIS and Letter to Households annually after receiving the new form requirements
from USDA. The update occurs every July 1. The updated form and letter are posted on the ODE CNP
website and Sponsors are notified of the update.

Sponsors must distribute current CIS forms and the Letter to Households to all enrolled participants at
enrollment and annually, thereafter, unless exempt as noted at the beginning of this chapter. ODE CNP
does not have a specific requirement for the date of the annual renewal of eligibility for all enrolled
participants. Sponsors may determine the schedule for distribution of new CIS and Letters to Households
that best suits their operation.

Distribution of the new forms sometime during the period of July-September each year may help ensure
that a Sponsor has the maximum number of CIS returned by parents/guardians or participants to allow
Sponsor eligibility determination and approval by October 31. CIS must be approved, signed and dated by
the Sponsor eligibility official no later than October 31 of each year to be valid for the October One Month
Enrolliment Roster (OMER).

The current CIS forms and Letter to Households in both English and Spanish can be found on the
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Confidential Income Statement- Centers webpage.

The forms have been translated into many other languages that can be obtained on the USDA web site.

Parents/ guardians or adult participants should complete and return the CIS form to the Sponsor. If the CIS
form is not completed and returned by the household, the Sponsor must categorize the participant Above-
Scale.

Note: The Letter to Households provided to each parent/guardian or participant does not need to be
collected, they are only for informational purposes to the households informing them of program benéefits.

As new participants enroll, Sponsors must include the CIS form and the Letter to Households as part of the
enrollment material. When Sponsors approve a new CIS, the expired form should be filed in an “Inactive
CIS” folder or other filing location. All expired forms must be retained for three years plus the current fiscal
year.

Completing CIS Forms and Determining Eligibility

Only completed and Sponsor-approved CIS forms are valid. Completion of Section 6, Racial or Ethnic
Group is optional and households are not required to complete this portion. A complete CIS includes all of
the following information for each of the three eligibility types:

Categorical Eligibility

CIS are approved based on the household providing a case number for SNAP, or TANF, or an indication
the household receives Food Distribution Program on Indian Reservations (FDPIR) benefits:

«  Participant(s) first and last name

+ Type of benefits received (SNAP or TANF) with current case number or an indication that the
household receives FDPIR benefits

* Name and signature of adult household member or signature of adult participant
* Date signed by adult household member or adult participant

» Eligibility reason used to approve the CIS

*  Approved eligibility category

« Signature and date of Sponsor Official determining eligibility

Income Eligibility

CIS are approved based on household income and current Federal income guidelines:
+ Participant(s) first and last name
* Names of all household members*

*The household may choose to consider any foster children placed in their care as part of the household,
or not. If the foster child(ren) are not included as part of the household, the parent/guardian must provide
appropriate documentation verifying the status of the foster child(ren) or complete a separate CIS for the
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foster child(ren). See Foster Children below).

* Household income by source listed individually by household member (Monies provided to the
household for the care of a foster child(ren) are not listed as part of household income)

* Name and signature of adult household member or adult participant
* Date signed by adult household member or adult participant

» Last four digits of the Social Security Number (SSN) of adult household member or adult
participant signing the CIS

+  Eligibility reason used to approve the CIS
* Approved eligibility category

« Signature and date of Sponsor Official determining eligibility

Households receiving Family Subsistence Supplemental Allowance (FSSA), combat pay, or Deployment
Extension Incentive Pay (DIEP) from the Department of Defense should not include the FSSA, combat
pay, or DIEP in household income.

Foster Children

Foster children are categorically eligible for free meals if the sponsor obtains documentation from an
appropriate State or local foster care agency or court indicating the status of the child as a foster child
whose care and placement is the responsibility of the State or that the foster child has been placed with a
caretaker household by a court.

Children formally placed in kinship care by a child welfare agency or a court also are eligible.

Note: Children informally placed in kinship care or with families who assume guardianship responsibilities
that exist outside of State or court-based systems are not included.

Foster children may be considered part of the household and included on a CIS submitted by the
household in which they have been placed by a state or local foster care agency or a court at the
household’s discretion.

If the household completes separate CIS for a foster child(ren), it must include:
. Participant(s)first and last name

. Participant’s monthly personal use discretionary income. If a foster child does not receive
“personal use” income, the parent/guardian must write “$ 0.” This income would be listed in
Section 4, Column 5 on the CIS as Other Monthly Income.

. Signature and date signed by foster parent or caseworker
. Signature and date of Sponsoring Official determining eligibility

Households with more than one foster child may include all foster children residing in the home on a single
CIS. Foster children who are siblings and reside in the same foster home may be included on the same
form. Do not include monies given to the household for care of the foster child in the foster child’s income.
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Adult Programs

Sponsors of Adult Day Care Programs, see Chapter 21 Adult Day Care for additional information on
determining adult participant eligibility with CIS.

Section C — Approving Confidential Income Statements

Enroliment in a center or participation in CACFP cannot be contingent upon the parent/guardian or adult
participant completing the CIS. Sponsors are not required to have a CIS for every participant and
parents/quardians or adult participants cannot be required to submit a CIS.

When the Sponsor receives a completed CIS from a parent/guardian or adult participant, an eligibility
official of the Sponsor must review, approve, sign and date in the appropriate space on the front of the
form.

Only complete CIS forms containing all required information can be approved as Free or Reduced-Price-
eligible. Refer to the current fiscal year Letter to Households for instructions on information required on the
CIS from the household. Current forms can be found on the Child Nutrition web site.

If a parent/guardian or adult participant chooses not to complete a CIS form or will not include the last four
digits of the required Social Security Number (SSN), if required; or, check the box indicating the signer has
no SSN, the Sponsor must classify the participant as Above-Scale.

Sponsor officials may not complete any part of the household section of a CIS for a parent/guardian or
adult participant unless the parent/guardian or adult participant cannot read or write; has a disability and
requires assistance; or, requests or requires Sponsor assistance to complete the CIS for any other reason
identified by them.

Sponsor Approval Section

Sponsor officials approve the CIS following these steps:
1. Qualifying based on SNAP/TANF or FDPIR

a. If qualifying using a SNAP or TANF case number, ensure that it is a valid case number. See
Section D- Common Errors That Can Be Costly in this chapter for more information.

b. If the household is qualifying based on TANF and receives Employment Related Day Care
(ERDC) benefits, double check the TANF case number against the ERDC number. The
Department of Human Services (DHS) uses the same number for TANF and ERDC, but
families only receive benefits from either TANF or ERDC. The ERDC number may not be
used to qualify households for Free eligibility.

C. If the household is qualifying based on SNAP, TANF, or indicates they receive FDPIR, check
the Free eligibility box and qualify all children in the household as having Free eligibility

d. Check either the SNAP/TANF or FDPIR box as the basis of the eligibility.

e. Sign and date the form.

2. Qualifying by Income
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If the household is qualifying based on income, record the total monthly income. If the
household records income as being received weekly, every two weeks, twice a month or
yearly, convert the income to monthly. Use the conversion factors on the back of the CIS
form to make the change.

Record the number of people in the household. Be sure all household members are listed on
the form by name.

Determine the correct eligibility category using current household income by month and size
of household compared to the Federal income guidelines. Qualify the family as Free,
Reduced or Above Scale by checking the appropriate box and check Household Income as
the basis for the eligibility.

Sign and date the form.

3. Qualifying Foster Children

a.

If the household is qualifying a foster child, record the foster child’s personal discretionary
income on Section 4, Column 5, Other Monthly Income. The personal-use discretionary
income is the dollar amount, if any, the foster child receives for his/her own use. It is not the
dollar amount provided to the foster family for the participant’s care.

If the foster child has no personal-use income, write 0.

Qualify the foster child’s eligibility as free and check the foster child box as the basis for the
eligibility.

Sign and date the form.

The Sponsor Approval Section includes a 2" Check Initial line. Having all CIS forms reviewed by a second
person is recommended. The individual completing the second review should initial in this section.

Section D - Common Errors That Can Be Costly

During announced or unannounced administrative reviews, ODE CNP staff will review CIS forms used to
create the One Month Enroliment Roster (OMER) for completion and accuracy. If errors are found
resulting in over-claims, the Sponsor may be required to return funds to ODE CNP.

ODE CNP will classify participants as Above-Scale when the following information is missing from the
approved CIS on file:

Last four digits of the Social Security Number of the person signing the CIS (or a checkmark that
the signer has no SSN) for income eligibility CIS forms

A valid SNAP or TANF case number for categorical eligibility CIS forms

Examples of a legitimate SNAP case number include: F00-00-0000 or 000-00-0000 or TOO-
00-A000

Examples of a legitimate TANF case number include: AB1234 or ABC123

All household members not listed by name on income eligibility CIS forms. (Households may or
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may not include foster children when qualifying by income.)
Signature of parent/guardian or adult participant, as applicable

Date parent/guardian or adult participant signed the form

Other errors that may result in administrative review findings:

Total income added incorrectly

Number of household members added incorrectly

Using an outdated form (from a previous fiscal year)

Free, Reduced-Price, or Above-Scale category not checked by Sponsor

Participant placed in the wrong eligibility category

CIS not approved, signed, and dated by Sponsor Eligibility Official

CIS signed by the Sponsor’s Eligibility Official more than 12 months ago
Parent/guardian or adult participant was not given a copy of the Letter to Households

Lost or otherwise missing CIS forms not on file for participant categorized as Free or Reduced-
Price eligible

(Back to Main Table of Contents)
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This chapter does not apply to Afterschool At-Risk Meals & Snacks sites and Homeless and Emergency
Shelter programs.

This chapter applies to Head Start Sponsors (Oregon Head Start and OHS Pre-K) that are claiming
sibling and/or community slot meals. See Chapter 17 Head Start for further instructions.

Section A — The Percentage Reimbursement Method

ODE CNP uses the percentage reimbursement method to determine Sponsor’s unique reimbursement
rate. Meal reimbursement is based on each Sponsor’s percentage of Free, Reduced-Price and Above-
Scale participants who are enrolled during the month of October.

Each Sponsor’s unique percentages are calculated by ODE CNP, based on the One Month Enroliment
Roster (OMER) submitted on the October reimbursement claim in CNPweb. The OMER percentages
are in effect for the entire fiscal year. For most Sponsors, October’s enrollment is representative of
enrollment patterns for the rest of the year.

Occasionally enroliment patterns change markedly after October, resulting in a significant difference in the
percentages upon which reimbursement is based. In those cases, Sponsors may request permission in
writing to submit a new OMER. If granted, ODE CNP will use the updated data from that new OMER
month forward, to calculate the percentages that determine reimbursement. Sponsors must submit
requests in writing to their ODE CNP assigned Specialist.

Section B — Developing the One Month Enrollment Roster

The OMER specifies the number of center participants in each eligibility category that were enrolled in
the report month. The OMER must include all enrolled center participants, including infants and drop-
ins. Sponsors are required annually to use October as an OMER month and must fill in the OMER
numbers on the October reimbursement claim in CNPweb. After the October reimbursement claim is
submitted, the on-line claiming system “locks in” the October OMER numbers for the rest of the Program
year unless the Sponsor is approved to use revised numbers.

Infants

Child Care Centers that have infants in care during the report month must include them in the OMER,
even if the parent/guardian has declined the center provided food and formula.

Records Needed to Develop the OMER for Each Approved Site

« CACEP One Month Enrollment Roster capture participant’s name and eligibility category
designation--Free, Reduced-Price or Above-Scale--for the OMER month. These are required
forms.*

*Note: Sponsors who use an electronic database system capable of creating a CACFP Child or Adult
Enrollment Roster may request approval to utilize an alternate roster form. Sponsors must submit a
copy of the proposed roster form to their assigned Specialist for approval prior to use. Roster forms
should be in Excel, and must include all data elements contained in the ODE CNP form.

*  Enroliment documents from each site for the OMER month--usually October. (See Chapter 5
Enrollment, Attendance & Meal Count Records for requirements for each program type)
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Note: Outside School Hours Centers (OHSC) will use the Sponsor's own enroliment documents to
determine participants to be listed on the roster.

Approved CIS forms or approved alternate eligibility documentation (See Chapter 3 Eligibility
Determination for additional information on eligibility documentation)

Create a CACFP Child or Adult Enrollment Roster

1. Collect all required documents based on site type.

2. Create the CACFP One Month Enrolliment Roster by following the instructions on the Instruction
sheet of the OMER.

Note: Outside School Hours Centers (OHSC) will use the Sponsor's own enroliment documents to
determine participants to be listed on the roster.

3. Check to make sure the Enrollment Roster does not include participants who did not have
enroliment documents on file with the Sponsor in the OMER month.

4. Mark the appropriate eligibility category box for each participant on the Enrollment Roster (Free,
Reduced-Price, Above-Scale) based on their complete, accurate and approved CIS or approved
alternate eligibility documentation.

5. Mark participants who do not have a complete, accurate and approved CIS, or approved
alternate eligibility documentation in the Above-Scale category.

6. Note the date the CIS was signed by the Sponsor official or the date on approved alternate
eligibility documentation in the column headed “Sponsor Official CIS Determination Date.

7. The CACFP One Month Enroliment Roster forms will automatically total the Free, Reduced-Price
and Above Scale eligible participants in the One Month Enrollment Roster (OMER) block at the
top of the form.

8. Double-check the Enrollment Roster for accuracy.

9. Save the OMER electronically.

Head Start programs see Chapter 17 Head Start for additional information on the OMER.

Adult Programs see Chapter 21 Audits, Administrative Reviews & Serious Deficiencies for additional
information on the OMER.

*Note for Multi-site Sponsors: If a participant attends more than one site during the OMER month, the
participant should be included on the CACFP One Month Enrollment Roster for one site, only. The
Sponsor may choose which site’s CACFP One Month Enroliment Roster will include the participant’s
name.

Report the OMER

For currently participating programs:
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* Report the numbers totaled for each category (Free, Reduced-Price and Above-Scale) in the

OMER block on the CACFP One Month Enrollment Roster on the October CNPweb Site Claim
under: Center Operating and Enroliment Data (Must reflect the claiming period) in fields 1-

4.

«  For months other than October, CNPweb will enter the numbers as recorded on the October Site

Claim.

For new programs:

* Report the numbers totaled for each category (Free, Reduced-Price and Above-Scale) in the
OMER block on the CACFP One Month Enrollment Roster for the first approved month of
operation on the CNPweb Site Claim under: Center Operating and Enrollment Data (Must
reflect the claiming period) in item numbers 1-4.

Section C — Common Errors That Can Be Costly

During administrative reviews, ODE CNP will reconstruct the OMER from enrollment records; the
CACFP One Month Enrollment Roster; and a review of CIS forms and alternate eligibility
documentation. The following are some errors that will require ODE CNP to adjust the OMER, which
may affect the amount of reimbursement.

+ Counting a participant who was not enrolled in October in the OMER
* Not counting all participants (including infants and drop-ins) who were enrolled in October
* Not having complete, current enrollment documents for all participants

* Not having a correctly completed and approved CIS form or other alternate eligibility
documentation for each participant counted in the Free or Reduced-Price categories

» Using CIS forms that were signed by the Sponsors eligibility official more than 12 months before

the OMER month

* Incorrectly recording the eligibility category on the CIS form or on the CACFP Child Enrollment

Roster

* Incorrectly transcribing the totals for Free, Reduced-Price and Above-Scale eligible participants
from the OMER block on the CACFP One Month Enrollment Roster to the CNPweb site claim for

an approved site.

* Not creating an OMER annually and reporting the previous fiscal year's numbers for the report

month

(Back to Main Table of Contents)
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Attendance Record Requirement

Section A — CACFP Child Enrollment Form

Note: This section does not apply to Outside School Hours Care Centers (OSHCC), Afterschool At-Risk
Meals and Snacks programs, Homeless and Emergency Shelters and Adult Day Care Programs.

A completed CACFP Child Enrollment Form is required for every child in care, including Head Start
programs, infants and drop-in children. Meals may not be claimed for CACFP reimbursement without a
complete and current CACFP Child Enroliment Form on file. Sponsors are required to use the ODE-
developed CACEP Child Enrollment Form

CACEFP Child Enrollment Forms must be completed annually. They are effective from the first day of the
month in which the form was signed by the parent or legal guardian through the last day of that same
calendar month twelve months later.

At a minimum, a completed enroliment form must include:
1. Child’s first and last name
2. Days normally in care
3. Hours normally in care
4. Meals normally received while in care
5. Parent or guardian signature
6. Date signed by the parent or guardian

For parents or guardians that will be enrolling an infant, the Sponsor must include the brand name of the
formula provided by the child care center. The parent or guardian must designate on the CACFP Child
Enroliment Form if the formula is accepted or declined. CACFP Child Enroliment Forms distributed to
parents or guardians of infants without a formula name listed are incomplete forms.

Routine child schedule changes during the year do not require an updated CACFP Child Enrollment Form.

Section B — Daily Attendance Records

All Sponsors are required to maintain accurate and legible daily attendance records for all participants in
care. OCC Licensed centers must follow OCC rules. Centers that are not licensed by OCC, including
OCC Recorded Programs, must follow ODE CNP requirements.

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).

The table below outlines the required information for an attendance record by program type:
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Record

OCC-

OCC-License Exempt Centers

OcCcC-

Outside

Head Start

School
Information Licensed Eecorded Afterschool achool (Lnot OCC? gomeless gdult District
ltem Centers* | | '09"@MS | At Risk ours Licensed; ay | operated
(non- Care includes Emergency | Service ;
Centers Child Care
Head Centers ocCcC Shelters Centers | centers
Start) (OSHCC) | Recorded)
Attendance
Date (month, | Yes Yes Yes Yes Yes Yes Yes Yes
day & year)
Yes Yes Yes Yes Yes Yes Yes
o (no (CACFP | (CACFP (CACFP (CACFP Per (CACFP | (CACFP
Participant required required required X required | required
OCC- required Sponsor
Name i format - format - format - format - First . format- | format -
required | Firstand | First and Firstand | Last) Policy Firstand | First and
format) Last) Last) Last) Last) Last)
Yes-If Yes-If
. participants participants
Arrival and arrive/depart arrive/
Departure outside de?g(;t
Times Yes Yes No Yes regular | No Yes ?ggi'laf
Required** schedule or if schedule or
not using if not using
Present/ Present/
Absent Absent
Present/Absent
may be used to
record No No Yes No Yes Yes No Yes
attendance—no
arrival/departure
times required
Attendance
Records Per
Yes Yes Yes Yes Yes Sponsor | Yes Yes
Accurate at Polic
All Times Y
_ . If
Parent/Guardian If required required
or Participant No Yes No Yes by No Yes b
Signature Sponsor y
Sponsor
Electronic
Record v "
es, wi
mm o
Syste aY | conditions Yes Yes Yes Yes Yes Yes Yes
be used to sk
below
record
attendance

38




*OCC-licensed centers must follow OCC rules for recording daily attendance per OAR 414-300-0060.

** Arrival/Departure: OCC-exempt centers must have a system to record accurate attendance times when
center staff, parents, guardians, or adult participants forget to sign in and out. The In/Out times should be
recorded as soon as possible after a participant arrives or departs and be signed or initialed by a center
staff member.

***Electronic Record Systems: OCC regulations require that the current day’s attendance record shall be
maintained in the child’s classroom in paper format. Electronic systems may be utilized by OCC-licensed
centers in addition to the required paper classroom record. ODE CNP will follow this policy when
reviewing OCC-licensed centers.

For more information on attendance record requirements specific to the following programs:

+  Afterschool At-Risk Meals & Snacks Program Sponsors see Chapter 15 Afterschool At-Risk Meals
& Snack Programs

* Homeless and Emergency Shelters see Chapter 16 Homeless & Emergency Shelters

* Head Start Program Sponsors see Chapter 17 Head Start.

Total Monthly Attendance

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.

Example:
Week Monday | Tuesday Wednesday | Thursday | Friday Total
1 20 21 19 20 20 100
2 15 15 19 20 20 89
3 17 17 18 19 20 91
4 20 20 19 20 15 94
Total Monthly Attendance 374

Section C — Meal Counts

A maximum of two meals and one snack or two snacks and one meal per participant per day may be
claimed for reimbursement regardless of the length of time a participant is in attendance. Sponsors may
claim only one meal for reimbursement per participant per meal service. Sponsors may claim
reimbursement only for the meal types (breakfast, lunch, supper, and snack) approved by ODE CNP on
the Sponsor Site Information sheets in CNPweb.

Sponsors should maintain completed point-of-service meal count forms and summary or meal count
consolidation sheets in a file with other monthly CACFP records.

Afterschool At-Risk Meals Snacks Programs see Chapter 15 Afterschool At-Risk Meals & Snacks Program
for meal count requirements.

Homeless and Emergency Shelter programs see Chapter 16 Homeless & Emergency Shelters for meal
count requirements.
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Point-of-Service Meal Counts

Meal counts must be taken and recorded at the “point-of-service” for the specific meal service style chosen
by the Sponsor (see Chapter 8 Meal Service Requirements for meal service styles). The point-of-service is
when the participant has received a complete reimbursable meal in a cafeteria line, or when the participant
is seated at the dining table with the complete reimbursable meal set on the table. The point-of-service
meal count must be taken as the participant leaves the cafeteria line, or before the participant leaves the
table.

Meal counts cannot be taken after participants leave the cafeteria line or the table.

In Family Style, Restaurant Style or Combination Style meal service participants who come to the table,
with the intention of eating, and are served a reimbursable meal may be included in the meal count even if
they do not eat.

Meal Count Methods

The staff supervising the meal usually records the point-of-service meal counts. Sponsors may use one of
two methods for the meal count:

Actual Count: The point-of-service “actual count” method records the reimbursable meals served to each
participant, by name (first and last). The Daily Meal Count - Actual Count Method form is available to use
on the ODE CNP public website or Sponsors may develop their own “actual count” form.

Sponsors who are approved to serve more than two meals and one snack or two snacks and one meal are
required to use the “actual count” method. There must be a procedure in place describing how the
Sponsor will note on the meal count record which meals are to be claimed for reimbursement for an
individual participant when that participant is present, served and counted for more than two meals and
one snack or two snacks and one meal on any one day.

Head Count: The point-of-service “head count” method tallies the meals by counting the number of
participants receiving a reimbursable meal and documenting the number on the Daily Meal Count - Head
Count Method form.

The following are examples of meal count methods that are not acceptable:

+  Counting the number of meals prepared or sent by the kitchen;

+ Determining the meal count by subtracting the number of entrees left over after the meal service
from the number of entrees prepared;

*  Counting the number of meals ordered from a vendor;

+  Counting meals after the meal is completed based on teachers’ memory or daily attendance
records; and

*  Counting the number of trays or plates on which food is served.

Keep meal count forms in a notebook or folder or on a bulletin board or clipboard so they are easy for the
staff assigned to take the meal count to find and record meal counts at the required point of service.
Sponsors should verify the accuracy of the claim for reimbursement, comparing all meals claimed.
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Meals that Cannot be Counted or Claimed for Reimbursement

The following meals may not be counted for claiming during a point of service meal count:

Meals that do not meet the meal pattern requirements as described in Chapter 8 Meal Service
Requirements

Meals served with missing or non-creditable components to participants who do not have a
complete, accurate Medical Statement for Food Substitution on file

Meals served to teachers, helpers, non-participant adults, other site staff
Meals served to Parents or guardians

Meals served to participants who do not have the required, current CACFP enrollment documents
on file with the Sponsor

Section D — Common Errors That Can Be Costly

The following CACFP Child Enroliment Form, attendance and meal count errors are sometimes found
during administrative review:

CACFP Child Enrollment Forms are not current or are missing

Sponsor does not use ODE CNP’s Child Enroliment Form (CEF) but uses a Sponsor-developed
version of CEF

Recording attendance before the participant arrives

Recording attendance as “in” after the participant leaves

Recording participant’s anticipated or estimated arrival or departure time rather than the actual time
Not recording split attendance for participants who leave and return the same day.

Not recording arrival and departure times for staff members’ children who are in care

Not recording the arrival and departure of participants who are transported by bus or van

Not properly recording a point-of-service meal count

Claiming a greater number of meals than are supported by attendance records

Claiming more than two meals and one snack or two snacks and one meal per participant per day
Addition errors in consolidating meal counts when preparing the reimbursement claim

Missing dates on enrollment records, attendance records and meal count records.

(Back to Main Table of Contents)
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Section A — Preparing for the Monthly Reimbursement Claim

Sponsors need the following records to prepare a monthly reimbursement claim for the sponsor and each
participating site:

+ Dally attendance records for the claim month (These will also be used to calculate the total monthly
attendance for the site claim in CNPweb. See Chapter 5 Enrollment, Attendance & Meal Count
Records, Section B — Daily Attendance Records)

« Dally point-of-service meal count records for the claim month

* Menus for the claim month, including required supporting documentation

+  CACEFP Child Enroliment Forms (if required)*

*  The CACFP Child Enrollment roster, if required (for the OMER month only)
*  Monthly For-Profit Eligibility documentation (if required)

ODE CNP recommends Sponsors review the actual menu served before including meals in the monthly
claim for reimbursement to ensure all meals served were reimbursable. Sponsors should verify the
accuracy of the claim for reimbursement by ensuring all meals claimed have supporting attendance record
documentation.

At the end of each week or month add the total number of reimbursable breakfasts, lunches, suppers and
shacks served to participants. Do not count more than two meals and one snack, or two snacks and one
meal for any single participant on a given day. Most Sponsors use a summary sheet to tally counts from
each site or classroom. Have a second staff person check meal count tallies before submitting the
reimbursement claim.

Afterschool At-Risk Meals and Snacks programs may claim one At-Risk Snack and one At-Risk supper per
participant per day. .See Chapter 15 Afterschool At-Risk Meals & Snacks Program for more information.

Homeless programs may claim up to three meals (breakfast, lunch, or supper) or two meals and one
shack per participant per day. See Chapter 16 Homeless & Emergency Shelters for more information.

*Note: Outside School Hours Centers (OHSC) will use the Sponsor's own enroliment documents.

Section B — How to Submit a Claim

ODE CNP has a web-based Sponsor database system called “CNPweb”. To be reimbursed for meals and
shacks served; Sponsors must complete and submit a monthly on-line Sponsor Claim, which includes
individual Site Reimbursement Claims for each approved site. Sponsors may only submit claims for the
months checked on each Site Information Sheet and approved by ODE CNP in CNPweb. Sponsors may
submit the claim manually or through an electronic upload.

To submit claims on-line, individual users must have a secure user ID and password to access CNPweb.
The user ID and password are assigned when the Sponsor submits a CNPweb User Authorization &
Request form. Current Sponsors must use the CNPweb User Authorization & Request form to add new
users. To delete users, Sponsors must use the User Authorization Termination form. Both of these forms
are available on CNPweb. The user ID and password are equivalent to an original signature on a paper
claim for purposes of official documentation. When using the user ID and password, the user is certifying
the information transmitted electronically is complete, accurate and all required documentation is on file
with the Sponsor.
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Each user must have a unique user name and password known and used only by them. ODE CNP does
not maintain a list of passwords. Sponsors are encouraged to record their unique user ID and password
and keep them in a secure location for reference.

To maintain system security ODE CNP recommends limiting the total number of system users to those
staff with an official need to work in the system.

To Complete and Submit a Monthly Reimbursement Claim in CNPweb

The CNPweb Quick Reference Guide--CACFP (Located on the CNPweb packet page), provides step-by--
step instructions for filing a claim in CNPweb. For instructions on how to submit the claim through an
electronic upload, contact your assigned Child Nutrition Specialist.

Once the monthly claim is complete and submitted the claim should be in either “Pending Approval” or
“Approved” status, and no changes may be made to it until after the claim has been move to Paid status
by ODE CNP. To make revisions after payment of this claim has been made, see the To Revise a Monthly
Claim section.

If the Post Confirmation box that appears after you have clicked “submit” when completing the claim tells
you that the claim is in “Error” status or “Pending Submission”, you have not submitted the claim for
payment. You must do one of the following to complete submission

. “Error” status for a Site claim: you must open the Site claim page and determine what information
is missing. Once all required information is entered, click “submit”. The site claim should now
show a status of “Complete”.

. “Error” status for a Sponsor claim: you must open the Sponsor claim page and determine what
information is missing. Once all required information is entered, click “submit” if you need to keep
the claim in PENDING SUBMISSION status. If you are done with all entries and revisions, check
the box in field 26, the Sponsor Certification (see below), and click “Submit”.

Sponsor Certification

(26) v | Certify this claim is true and correct. This claim is ready for payment.

The Sponsor claim should now show a status of “Pending Approval’.

You may review the amounts and statuses of past and current claim payments by clicking on the
Payments tab on the Sponsor Summary page.

CNPweb guides and resources may be found on the Packet tab of your CNPweb Sponsor Summary page.

To View Reimbursement Value for Your Monthly Claim in CNPweb

On the Sponsor Summary-Claims page, click View for the Sponsor level monthly claim.

Scroll to the bottom of the claim form and click View Summary. The CNPweb displays the Sponsor Claim
Summary page with the claim payment information.

44


https://cnp.ode.state.or.us/Login.asp

Click the “here” link at the bottom of the page to display the Sponsor Summary - Claims page.

**Note: If the Sponsor Claim form was in Error status before, this action may remove the Error status, but
it does not submit the Claim to ODE CNP for Payment.

Section C — When to Submit a Reimbursement Claim
Sponsors are responsible for submitting reimbursement claims before the due date. ODE CNP

recommends Sponsors submit original claims by the 10" of the month following the claim month.

The deadline for submitting an original claim is 60 days following the end of the claim month. The official
submission date of a claim is the date the sponsor-level claim was certified and submitted on-line in
CNPweb.

CNPweb will not accept entry of claims after the dates shown in the chart below. Refer to Section F for
submission of late claims.

Special Circumstances—Disaster Response

In disaster situations, ODE CNP may approve Sponsors to submit claims beyond the 60 day requirement.
Claims submitted outside of the 60 day requirement, as a result of a disaster, are not subject to the one-
time exception for late submissions.

If Sponsors need to reconstruct claims that have not been submitted due to loss of current records, they
must consult with ODE CNP. ODE CNP may approve such requests in consultation with the FNS Regional
Offices.

Section D — Due Dates

Reimbursement Claim Due Dates

he CNPweb claims system will automatically adjust due dates during Leap Years.

If the due date falls on a Saturday, Sunday, or Federal Holiday, the claim deadline will be the next
business day.
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Month 60 Day Deadline
January* April 1
February April 29
March May 30

April June 29

May July 30

June August 29
July September 29
August October 30
September November 29
October December 30
November January 29
December** March 1

In a leap year:
*60 day deadline = March 31
**60 day deadline = February 29

Section E — Revisions

When errors have been made on the original claim submitted, Sponsors may submit a revision to that
claim. Revised claims for an upward adjustment in reimbursement must be submitted within 60 days after
the end of the claiming month (see Reimbursement Claim Due Dates chart above). Revised claims for a
downward adjustment may be submitted at any time. The revision needs to be submitted with the next
original claim. Example: If a downward revision to the September claim is discovered in May, the
September claim would need to be revised when the May original is submitted.

If a Sponsor repeatedly adjusts its claims downward after the 60-day submission deadline, a corrective
action plan may be required. If required, a corrective action plan must be submitted in sufficient detail to
demonstrate that completion of the actions to be taken by the Sponsor will ensure its future compliance with
the requirements. Regulations allow ODE CNP to withhold payments to the Sponsor for all Child

Nutrition Programs until procedures have been implemented for the Sponsor to produce an actual final
claim each month (7 CER 210.24, 7 CFR 220.18, and 7 CFR 215.15; 2 CFR 200.338)

To revise monthly claims in CNPweb please see the CNPweb Quick Reference Guide--CACFEP (Located
on the CNPweb packet page)

Section F — Late Claims

Original claims may not be entered into CNPweb after the 60 day claim period. Revised claims for upward
revisions may not be entered after the 60 day period has expired.
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Program Regulations state that “... a final claim for reimbursement shall be postmarked and/or submitted
to the state agency no later than 60 days following the last day of the full month covered by the claim.
Claims not postmarked and/or submitted within 60 days shall not be paid with program funds unless the
Oregon Department of Education (ODE) determines that an exception should be granted...”

You may make an exception request for:

1

Circumstances beyond your control - At any time, if your claim was late due to circumstances
genuinely beyond your control, you may submit the claim with documented written evidence. We
will analyze the evidence and make our determination as to whether the circumstances warrant
payment. If we determine they do not, you may still request a one-time exception for circumstances
within your control.

Circumstances within your control (One-Time Exception) - A center/ sponsor may request a
one-time exception for the submission of a late claim that was within their control. Such an
exception will be granted for only one late monthly claim within a 36-month period per program
(NSLP, SBP, SFSP, CACFP). If you submit more than one late claim, the month with the greatest
value will be considered. Once this exception is granted, no future payment under this provision will
be made within the subsequent 36-month period.

An exception request for a late claim submission for either circumstance must include:

Original claim for reimbursement

Written description of events and circumstances that prevented claiming compliance, in sufficient
detail to enable a fair decision

Acceptable corrective action plan (CAP) with:

1.  Actions to be taken to avoid any future late claim submissions for the same or other causes;

2. A statement that says, “l understand that if this exception request is granted, the exception
has been used for a three-year period and that no future payment of late claims, originals or
upward revisions can be made to our program during this period”; and

3. The signature of the person who signed the agreement with ODE CNP to operate your
program or the signature of the person currently occupying that position.

Approval in writing of the request submission by the Superintendent, School Board or Board Chair
or owner of the Sponsoring agency.

Upon receipt of your exception request, ODE CNP will review it to determine whether it sufficiently
addresses the reason for lateness and the actions to remedy the late submission. If your CAP is approved,
your late claim will be processed for payment. If it is not approved, ODE CNP will advise you as to which
deficiencies need to be addressed.

(Back to Main Table of Contents)
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Section A — Overview

All CACFP Sponsors must maintain a non-profit food service and keep documentation of food service
expenses. Acceptable documentation includes itemized receipts, invoices, and payroll records. Details of
allowable and unallowable food service expenses are included in this chapter and in the ENS instruction
796.2, Rev.4., Financial Management—Child and Adult Care Food Program.

Annual Budget

Sponsors with more than one site must submit an annual budget to ODE CNP in the annual CACFP
agreement renewal materials. The annual budget includes operating costs and administrative costs.
Budgets must be submitted in the ODE CNP required Excel workbook form located on the CNPweb
Sponsor Summary Packet tab. Follow the ODE CNP multi-site budget guidance and instructions.

Administrative Oversight

Sponsors must maintain administrative oversight of the CACFP. Sponsors may not contract out for the
management of the CACFP. See Chapter 14 Procurement for more information. If you have additional
questions, contact your assigned Child Nutrition Specialist.

Administrative Reviews

During administrative reviews, ODE CNP Child Nutrition Specialists will compare food service expenses
with the amount of reimbursement received in a test month. Food costs and other allowable costs must
equal or exceed the CACFP reimbursement received for the test month. See Chapter 20 Audits,
Administrative Reviews & Serious Deficiencies for more information.

Catalogue of Federal Domestic Assistance (CEDA) Number

The CFDA number for all CACFP funds is 10.558. All funds received from CACFP must be charged to this
CFDA number. Sponsors should supply this information to their accounting staff.

Section B — Food and Non-Food Supply Costs

CACFP Allowable Food Service Expenses

Sponsors must follow ENS instruction 796.2, Rev.4.and ODE CNP budget guidance and instructions to
determine allowable food service expenses.

Sponsors must maintain documentation for all food service expenses. Sponsors must be able to document
that all CACFP reimbursement funds are used for allowable CACFP food service expenses and that no
profit is made. CACFP reimbursement funds cannot be used to pay for any other Sponsor program
expenses.

ODE CNP recommends that Sponsors should separate receipts and invoices into monthly folders or
envelopes. A chronological file of invoices for all allowable food service expenses is also acceptable.
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CACFP Sponsors operating other Child Nutrition Programs, such as National School Lunch or Summer
Food Service Programs, are required to maintain separate food service accounting documenting the
CACFP.

Food service expenses must be allowable, reasonable and necessary as described in ENS instruction
796.2, Rev.4 Financial Management—Child and Adult Care Food Program. Examples of allowable and
unallowable CACFP food service costs include:

Allowable Costs Unallowable Costs
* Creditable foods served to the * Food purchased for personal use,
participants meals for meetings, restaurant

meals, and non-creditable foods
such as candy, pop, and potato

* The cost of obtaining food used in chips.

the CACFP meal service.

* The value of donated food.
However, you must keep
documentation of donated foods
that specify the food item(s), fair
market value or shared maintenance
fee paid, and date received.

* The costs for distributing,
transporting, handling, and storing
purchased and donated food.

* Non-food supplies including paper
towels, dishwashing detergent,
sanitizers, cleanser, napkins, plates,
cups, utensils, and small appliances
(less than $500 per unit).

» Non-food supplies such as toilet
paper, toothpaste, supplies for arts
and crafts, or items of clothing.

For information on procuring and purchasing CACFP goods and services see Chapter 14 Procurement.

How to Document Donated Food

Sponsors may use donated foods that are creditable in the CACFP meal pattern. If received, ODE CNP
would expect that donated foods would be a small part of the overall food used in the program. It is our
hope that Sponsors would access these foods with care leaving donated foods at the Food Bank available
for others in need and for programs who do not receive USDA funding to purchase food for participants in
care.

If donated foods are received, Sponsors must include and track the value of the donations in their food
service expenses and budget.

Sponsors must keep documentation of donated food and supplies. The documentation must show:
* Item name and/or description

*  Quantity received
50


https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp/Documents/796-2-rev-4-financial-management---cacfp.pdf
https://www.oregon.gov/ode/students-and-family/childnutrition/cacfp/Documents/796-2-rev-4-financial-management---cacfp.pdf

 Date received

* Name and signature of the donor or information contained on donor’s receipt or letterhead
* Estimated value of the donated item(s)

* Any maintenance fees paid in order to receive the donated items

Section C — Food Service Labor Costs

Allowable Food Service Labor Costs

Food service labor costs include wages, salaries, employee benefits, and payroll taxes paid by Sponsors
for labor needed for the operation of the CACFP food service. Food service labor costs include:

*  Menu planning,

* Purchasing food and food service supplies,

* Preparing and serving meals,

+ Clean up,

*  On-site supervising of food service, including supervising the meal, and
»  Preparing daily menu production records.

For staff that works part-time on food service or related CACFP duties and part-time on other Sponsor
Program duties, the Sponsor may only use their CACFP reimbursement to cover the portion of their labor
costs equal to the actual hours of their time spent on CACFP activities. Time may not be allocated on a
percentage or other basis.

Unallowable Food Service Labor Costs

The value of donated labor is not allowable. If a portion of food service staff’s salary is paid through
another source (government or private), that portion is not allowable. See the ODE CNP budget guidance
and instructions and FNS instruction 796.2, Rev.4, Financial Management—Child and Adult Care Food
Program.

Required Documentation for Food Service Labor

» Payroll records

* Time sheets that show the actual hours of time spend on CACFP, when an employee has other
non-CACFP job duties.

Section D — Administrative Costs
Administrative costs are associated with planning, organizing, and managing the food service operation.
Administrative activities include:

* Developing a CACFP management plan, budget, and staffing plan
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*  Conducting site monitoring reviews

* Recruiting, hiring, and training staff who will perform CACFP functions
*  Procuring facilities and equipment

* Negotiating food contracts with vendors

+  Staff training

»  Compiling daily records to complete the monthly reimbursement claim
+ Attending CACFP training

Sponsors cannot contract out for the management/administration of the CACFP. The items listed above
are examples of the administrative functions that Sponsors cannot contract out. If you have additional
questions regarding what is considered management/administration in CACFP, contact your assigned
Child Nutrition Specialist.

Allowable Administrative Costs

The following are allowable administrative costs that must be documented with payroll records, rental
agreements, mileage documentation, and itemized receipts, as applicable:

* Labor (salaries, fringe benefits, and taxes) for CACFP administrative work

» Rental of office space or office equipment

+ Mileage allowance for site visits for CACFP site monitoring reviews or training
+ Costincurred for telephone, fax, and postage for administering the CACFP

*  Printing necessary for CACFP needs

Administrative labor must be documented with payroll records showing actual hours worked on CACFP job

duties, or timesheets that show time worked on CACFP job duties. Time may not be allocated on a
percentage or other basis.

Section E — Purchased Goods and Services

Chapter 14 Procurement has detailed information on the procurement of goods and services. See this chapter for

more detail on CACFP requirements.

If a CACFP Sponsor purchases meals or services, it may use only the portion of the cost of a purchased
good or service that is related to CACFP food preparation and meal service to document a nonprofit food
service.

Examples of allowable purchased goods and services include:
* Food equipment rental
* Rental of food service facilities
* Vended meals

* Laundry of towels and aprons related to the CACFP
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Trash service related to the CACFP
Janitorial service related to the CACFP
Security related to the CACFP

Insect and rodent control services
Minor repair of food service equipment
Preparation of invitation for bids

(Back to Main Table of Contents)
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CHAPTER 8 MEAL SERVICE REQUIREMENTS
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Section A — General Requirements for Reimbursable Meals
Sponsors may claim reimbursement for a maximum of either two meals and one snack or two
snacks and one meal per participant per day. Meals claimed for reimbursement must meet
CACFP meal pattern requirements and must be served to enrolled participants in an approved
site. Meals and snacks served in restaurants are not reimbursable.

Homeless programs see Chapter 16 Homeless & Emergency Shelters for more information on
meal requirements.

Sponsors can claim reimbursement only for the meal type’s specified in the Sponsor’s
approved Site Information Sheet in CNPweb. The following meal types are eligible for
reimbursement through the CACFP:

*  Breakfast

. Morning snack

. Lunch

«  Afternoon snack
. Supper

. Evening snack

Meal Times

Meals that are claimed for reimbursement must be served at traditional meal times. ODE CNP
defines traditional meal times within the ranges indicated below:

*  Breakfast shall not begin after 9:00 a.m.
* Lunch: 11:00 a.m. - 1:30 p.m.
*  Supper: 5:00 p.m. - 7:00 p.m.

*  Snacks: Snacks should be timed between regularly scheduled meals to allow hunger to
develop before the snack and again before the next scheduled meal service.

Afterschool At-Risk Meals & Snacks programs see Chapter 15 Afterschool At-Risk Meals &
Snack Program for more information on meal times.

Sponsors may request non-traditional meal times by entering the time on the CNPweb Site
Information Sheet prior to making the change. Your assigned Child Nutrition Specialist will
contact you for further information and approve the meal-time, if approvable.
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Water Availability

Sponsors must also offer water to children throughout the day. Offering water means asking
the children whether they would like water at different times throughout the day. For very
young children, this may require visual cues such as showing the cup or pitcher while verbally
offering the water.

While drinking water must be made available for children during meal times, it does not have to
be served alongside the meal. Water is not part of the reimbursable meal and may not be
served instead of fluid milk. If water is offered during a meal, sponsors should consider offering
smaller amounts of water and keep in mind that children who drink too much liquid may feel
too full to eat.

The requirements to make water available and offer water throughout the day do not apply to
adult day care centers; however, adult day care centers are encouraged to ensure drinking
water is offered and made available to adult participants throughout the day.

Caregivers should not serve young children too much water before and during meal times;
excess water may lead to meal displacement, reducing the amount of food and milk consumed
by the children. Sponsors are encouraged to serve water with snacks when no other beverage
is being served, and in lieu of other high calorie, sweetened beverages (juice drinks, soda,
sports drinks, etc.) that are served outside of meal times. A good time to offer water more
frequently might be during or after physical activity, on hot summer days, or cold winter months
when the air is drier because of indoor heating.

Water can be made available to children in a variety of ways, which include but are not limited
to, having cups available next to the kitchen sink faucet, having water pitchers and cups set
out, or simply providing water to a child when it is requested.

Sponsors that obtain drinking water through a public water system are required to ensure that
the water provided meets Federal and State drinking water standards. However, plumbing
systems within facilities also can affect the quality of the drinking water. In some instances,
the plumbing systems within facilities may expose the water to contamination, including lead
contamination.

The US Environmental Protection Agency (EPA) regulates public water systems and provides
resources related to safe drinking water. The EPA recommends that all facilities routinely test
drinking water for lead and perform regular maintenance to ensure that drinking water is safe.
For more information, visit the US EPA website.

Sponsors who test tap water and water fountains that will be used by students and children in
care should contact the lead (supervising) officer for the local health department or the public
water provider for information about certified laboratories that can test for contaminants.

Costs related to the purchase of potable water for consumption by Program participants, or
water testing services, could be considered an allowable use of nonprofit food service account
funds if the costs are determined to be reasonable, necessary, and allocable
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These costs must be analyzed on a case-to case basis in order to determine if the cost is truly
reasonable; in these cases, the Sponsor must consult with and obtain approval from ODE CNP
prior to initiating any expenditure.

Section B — Meal Patterns

Afterschool At-Risk Meals & Snacks programs see Chapter 15 Afterschool At-Risk Meals &
Snack Program for information on meal patterns. Adult Day Care Programs see Chapter 21
Adult Day Care for information on meal patterns. For infant meal pattern information, see
Chapter 9 Infants.

General Information

The CACFP has federally mandated meal patterns to meet the nutritional requirements of
participants based on age. The meal pattern is made up of five food components with
minimum portion sizes required for a reimbursable breakfast, lunch, supper and snack for
specific age groups of participants (See the CACFEP Food Chart below).

Meals and snacks planned with the CACFP meal patterns supply the types and amounts of
foods that help meet participant’s nutrient and energy needs. The meal patterns reflect the
amount of food required for normal growth and development of children, and to meet needs of
participant adults. Participants should be encouraged, but never forced, to eat all foods
offered.

Serve at least the minimum required portion sizes of all meal pattern food components to each
age group of participants served. Prepare enough food to accommodate participants who
require larger portions and additional servings.

The child meal pattern divides participants’ ages 1 through 18 years into 4 age groups:
« 1through 2 years
« 3through 5 years
* 6through 12 years
* 12 through 18 years

See Chapter 21 for the adult meal pattern chart.
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Child (Ages 1-18) Meal Pattern

r-... OREGON o

. BEFERTMENT OF . —

EDUCATION Child and Adult Care Food Program

FOOD COMPONENTS AND FOOD ITEMS Ages 1-2 | Ages 3-5 | Ages 6-12 | Ages 13-18"

BREAKFAST %2

Fluid Milk * dfloz Pocup) | GflazPacup) | Blez(lcmp) | 80az(1cup)

| Vegetables, Fruits or portions of both 5 e cup ¥ eup Ve U o cup

Grains 5 7-*
Whode grain-rich or emniched bread ¥ alice 5 alice 1 slies 1 glice
Whole grain-rich or enfiched bread product (such as biscuit, W SAYING V% sendrg 1 senving 1 serving
roil, masfiing
Wihode grain-rich, enriched or fortified cooked breakfast cereal 3, | Y cup Y EUp Y cup % Eup
cersal grain, andior pasta
Whiode grain-rich, enniched or fortified ready-to-eat breakfzst Ya cup Y eup Yo cup e cup
ceresl (dry, cold) 2™

SNACK % " Select 2 of the 5 components for a reimbursable snack)

Eluid Milk * | 4oz Pacup) | 4Mazseup) | BRaz(lcup) | Bfaz {1 cup)

Meat or Meat Alternate
Lean meat, poultry, or fish oz %z 1az 1oz
Tofu 1lezar s ¢ 1.1az e e Z2azor e 22 azorihe
Soy product of allemste protein products 12 Y6z 15 & 16z 1az
Chesse Y az % ez 1az 1az
Large &g a o] T %
Ciooked dry beans/pess Yo EUp Va LR Ya Cup o ELID
Peanut butier of soy mut butier or other nut or seed butters 1 Thap. 1 Thep. 2 Thag. 2 Thap.
‘Yogurt (inchuding soy), plain or fiavored, unsweeiened of 2oz (Maeup) | 2 ez (W oup) 4 a2 5 cup) 4 a2 [ cp)
gweetensd 13
Peanuts soy nuts, ree nuts of seeds Yoz Vs oz 1az 1az

[ vegetabies 5 Va cup V5 eup Yo EUp ¥ cup

Fruits § Va eup Y5 ELp Y cup e eup

Grains 5™
Wholde grain-rich or enniched bread Y aliee ¥a alice 1 ses 1 alies
Whole grain-rich or enniched bread product % serving 1% serving 1 serving 1 serving
Wihode grain-rich, enriched or fortified cooked breakfast cereal 3, | Y cup Y Eup Y eup % eup
cereal grain, andior pasta
Whaode grain-rich, enniched or fortified ready-to-eal breskdzst Va Eup Yo eup Y cup e eup
cereal (dry, cold) ™

LUNCH OR SUPPER ™

Fluid Milk * |4nm[1¢m]|ﬁﬂuﬁ-&mpj |E|'Inz|:1¢m] |B114:1.!|It|.|:nb

Meat or Meat Alternate
Lean meat, poultry, or fish 1 &z 1% a6z 2 az 2az
Tofu 22ezortee |33z ore ddazerthe 4.4 oz or e
Soy product, or aliemate profein products 2 1 ez 1% az 2 az 2az
Cheese 1oz T 2oz 2oz
Large egg T % 1 1
Cooked dry besns/pess a CAIE Fa clip ¥ cup ¥ cup
Peanut butler or soy mut butter or other nut or seed butters 2 Thap. 3 Thep. 4 Thap. 4 Thap.
Yogurt (inchsding soy), plain or fiavored, unswestened of 4 a2 15 elp) 6 oz (¥ cup) B az {1 cup) Baoz (1 cup)
gweatensd 1
Peanuts, soy nuts, res nuts of seeds Yaaz w 50% ¥ooz = S50% 1 az = 50% 1oz w 5%
{may be used o meet no more han 50% of the meatmeat
alternate reguirement)
{1 oz mutslseads = 1 oz cooked lean meat poultry, o fish)

Vegetables & ° e cup Y cup ¥ cup T cup

Fruits =15 T G ¥a Eup a cup T cup

Grains 57
Wihole grain-rich or ennched bread Va slice 5 alice 1 slee 1 slica
Wihode grain-rich or enniched bresd product Va Saing ¥ Seiing 1 Saviig 1 Sl
Wihode grain-rich, enriched or fortified cooked breakfast cereal, ¥ | Yecup Ve cup 5 eup % cup
cereal grain, andior pasta
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Meal Components

The Child Meal Pattern Food Chart includes five components, or food groups, which make up
the CACFP meal pattern requirements:

»  Grains/Breads
* Meat/Meat Alternate
* Vegetables
*  Fruits
«  Milk
Meals must contain the following food components and food items:

Breakfast—three meal pattern components are required:

*  Fluid Milk — one serving
* Grains/Breads — one serving
»  Vegetable/Fruit or both — one serving

A meat/meat alternate may be substituted for the entire grain/bread component up to three (3)
times per week. One (1) - ounce M/MA equals one (1) — ounce grains.

Lunch or Supper—five meal pattern components are required:

e Fluid Milk — one serving

« Grains/Breads — one serving

« Meat/Meat Alternate — one serving
e Vegetables - one serving

e Fruits — one serving

Lunch and supper must include one (1) fruit and one (1) vegetable OR two (2) vegetables. When
two vegetables are served two different kinds of vegetables must be served.

Snack—two of the five meal pattern components are required:

Snacks must contain at least two of the five meal components. Snacks with only two food
items from the same component group are not reimbursable. For example, a snack made up of
only turkey and cheese is not reimbursable. A snack made up of only a banana and apple juice
is not reimbursable.

Only one of the two required components for snack may be a beverage.

Meal Pattern Flexibility During a Disaster—ODE CNP Approval Required

Child Nutrition Programs policies are designed to allow flexibility and support continuation of
meal benefits to participants in disaster areas. There are existing flexibilities in meal service
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requirements and administrative procedures that make it easier for Sponsors to operate and
respond to disaster situations.

Meal Component and Meal Service

Flexibility is allowed with regard to time of meal service and, if applicable, use of offer versus
serve (this applies only to At-Risk Afterschool and Adult Programs). These modifications may
be made only with ODE CNP approval.

If emergency conditions exist that prevent Sponsors from obtaining fluid milk, ODE CNP may
allow service of meals without milk or with an alternate form of milk, such as canned or dry milk
[7 CFR 210.20(m)(2)(i); 7 CFR 225.16(f)(6); 7 CFR 226.20(e)].

If changes to other meal component requirements are needed, Sponsors must consult with
ODE CNP.

Section C — Crediting Foods
Creditable foods are foods that may be counted toward meeting meal pattern requirements for
a reimbursable meal.

Non-creditable foods (sometimes called “other foods”) are foods that do not meet any meal
pattern component requirement. Non-creditable foods may be served in addition to required
meal pattern components in reimbursable meals, unless the food is specifically prohibited in
the CACFP. The ODE CNP Non-Creditable Food List for the CACEP is found on the CACFP
Meal Pattern and Menu Planning webpage.

The USDA electronic Food Buying Guide (FBG) is the ultimate reference for crediting meal
components in CACFP meals. The on-line guide is updated frequently and Sponsors should
use the online guide as a reference.

Use the FBG to determine how much food to purchase or prepare for the number of portions
planned. The FBG is divided into sections according to meal pattern components: Meat/Meat
Alternate, Vegetables/Fruits, Grains/ Breads, and Milk. Each section provides information on
how to determine the creditable amount or the number of servings of a given size from each
purchase unit of the food. For example, the FBG specifies that one pound of raw ground beef
with no more than 20% fat will provide 11.8 one - ounce portions of cooked, drained lean meat.

Note: The Section in the FBG titled, Other Foods, contains yield information for foods that are
not creditable in the CACFP. Foods in this section do not count toward reimbursable meals.

Crediting Grains/Breads

A creditable grain must be enriched or whole grain-rich. At least one serving of grains per day
must be whole-grain rich. One-quarter (1/4 or .25) of a serving of a Grain/Bread food item is the
minimum amount allowable to be credited toward the meal pattern component requirement.

The Easy to Use Grains and Breads Chart categorizes products into groups according to the
amount of grain in each item and lists creditable serving sizes for each group.

Enriched Grains
Enriched grains are grains that have certain B vitamins and iron added back to them after
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processing. There are two ways to determine if a grain is enriched. The food must meet at least
one of the following in order to be creditable as enriched:

1. The food package is labeled as enriched.

2. An enriched grain is listed as the first ingredient on the food’s ingredient list, or second
after water. The label will usually say “enriched flour” or “enriched wheat flour,” or
there is a sub-listing of nutrients used to enrich the ingredient. For example, in this
ingredient list, the yellow corn flour has a sub-list of nutrients used to enrich it: “whole
wheat flour, yellow corn flour (folic acid, riboflavin, niacin, and thiamine)”.

Breakfast cereals that are fortified are also creditable.

Cereal products that have been fortified are labeled as such and have an ingredient statement
similar to the following (for EXAMPLE purposes only): “Ingredients: Whole wheat, sugar, oats,
contains 2% or less of salt, baking soda, caramel color, annatto color, BHT for freshness.
Vitamins and Minerals: Vitamin C (sodium ascorbate, ascorbic acid), niacinamide, vitamin B6
(pyridoxine hydrochloride), reduced iron, zinc oxide, folic acid, vitamin B2 (riboflavin), vitamin B1
(thiamin hydrochloride), vitamin A palmitate, vitamin D, vitamin B12.”

Whole Grain Meals or Flours

Whole grain meals or flours are made of the entire cereal grain seed or kernel. The kernel has
three parts - the bran, the germ, and the endosperm. In refined grains, the bran and the germ
are removed, leaving only the starchy endosperm. With whole grains, the bran and germ are left
intact to provide fiber, B vitamins, and healthy fats. Some examples of whole grains include
products with the word “whole” listed before a grain such as whole wheat or whole corn flour,
cracked wheat, brown rice, oatmeal, wild rice, quinoa, and millet. Bran and germ are credited
the same as enriched or whole-grain meal or flour.

Note: whole grains are not the same as multi-grains.

Corn Meal or Corn Flour

The FDA Standard of Identity for ‘corn meal’ and ‘corn flour’ was revised in 2006. The terms
‘corn meal’ and ‘corn flour’ on an ingredient label no longer qualify as whole grains. To be a
creditable Grain/Bread the ingredient label must contain one of the following terms:
» ‘Whole corn’ (or other ‘whole’ corn designations, such as whole grain corn, whole ground
corn, whole cornmeal, whole corn fl our, etc.)
» ‘Enriched’ corn (or other ‘enriched’ corn designations such as enriched yellow cornmeal,
enriched corn flour, enriched corn grits, etc.)

Non-Creditable Grains

Whole grains, enriched grains, bran, and germ are creditable grains in the CACFP. Other grain
ingredients are considered non-creditable. There may be times when non-creditable grains
appear in the ingredient list of a food. Some examples of non-creditable grain ingredients
include: flours that are not enriched or whole grain, wheat starch, corn starch, modified food
starch, and vegetable flours (e.g., potato and legume flours).

Non-creditable grains in insignificant amounts are acceptable. To the extent possible, Sponsors
should choose foods with an insignificant amount of non-creditable grains.
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Determining Creditable Grains

Grain products that will not be used to meet the whole grain-rich requirements may continue to
be credited using previous methods of crediting. Grain products labeled as ‘whole grain’ or
‘enriched’, or grain products with the first grain ingredient listed as enriched or whole grain will
be creditable.

ODE CNP has developed a grains flowchart to help sponsors identify creditable grains.

Rule of Three

When identifying whether a grain product is creditable, Sponsors may use the rule of three as
one of the determining methods. The rule of three means looking at the first three grain
ingredients to determine that they are either whole grain or enriched. To use the rule of three:

O Make sure the first grain ingredient (or second after water), is whole or enriched, and
O The next two grain ingredients (if any) are whole grains, enriched grains, graham, bran,
or germ.

If the product has the statement “contains 2% or less,” any ingredients listed after that statement
are considered insignificant. They do not need to be considered in the rule of three. For
example, an ingredient list may state “contains less than 2% of wheat flour and corn starch.” In
this example, the wheat flour and corn starch can be disregarded.

Grains and non-grains may be mixed together on an ingredient list. For example, a bread
ingredient list may say: “water, whole wheat flour, yeast, sugar, enriched white flour, wheat
gluten, brown rice flour, salt.” In this example, the first ingredient after water is a whole grain.
The second grain ingredient is an enriched grain, and the third grain ingredient is a whole grain.
This bread passes the rule of three test. It also meets the whole grain-rich criteria because the
first ingredient after water is a whole grain. Sponsors do not need to check any other grain
ingredients further down on the ingredient list to verify if they are creditable.

There is no need to use the rule of three for ready-to-eat breakfast cereals that are fortified. If
a ready-to-eat breakfast cereal has a whole grain as the first ingredient (or second after water),
and it is fortified, it meets the whole grain-rich criteria.

Note: wheat gluten is not a grain. Gluten is protein in the grain.

Whole Grain-rich Criteria

At least one serving of grains per day must be whole grain-rich. A whole grain-rich food contains
100% whole grains, or at least 50% whole grains with the remaining grains in the foods enriched.
Bran and germ are credited the same as enriched or whole-grain meal or flour. This whole grain-
rich requirement only applies to meals served to children and adults; it does not apply to infant
meals.

There are four ways to determine if a grain product meets the whole grain-rich criteria. The
following checklist can be used to decide if a grain is whole grain-rich. The food must meet at
least one of the following:

1. The food is labeled as “whole wheat”.
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” “*

Grain products that are specifically labeled as “whole wheat bread”, “entire wheat

bread”, “whole wheat rolls”, “entire wheat rolls”, “whole wheat buns”, and “entire wheat
buns” are 100 percent whole wheat and meet the whole grain-rich criteria.

These products generally will not have any refined grains listed in the ingredient
statement. If they do, it is considered to be an insignificant amount.

Please note that foods with the label “whole grain”, “made with whole grains”, “made
with whole wheat”, or “contains whole grains” do not necessarily meet the whole grain-
rich criteria.

2. A whole grain is listed as the first ingredient on the food’s ingredient list (or second
after water), and the next two grain ingredients are creditable (whole or enriched
grains, bran, or germ). This is called the rule of three. More information about the
rule of three is located in the section titled Rule of three.

Some examples of whole grain ingredients are whole wheat, brown rice or wild rice,
oatmeal, bulgur, whole-grain corn, and quinoa.

3. The product includes one of the following Food and Drug Administration approved
whole-grain health claims on its packaging:

“Diets rich in whole grain foods and other plant foods and low in total fat, saturated fat,
and cholesterol may reduce the risk of heart disease and some cancers.”

OR

“Diets rich in whole grain foods and other plant foods, and low in saturated fat and
cholesterol, may help reduce the risk of heart disease.”

FNS is allowing the FDA whole grain health claims to be sufficient documentation to
demonstrate compliance with the whole grain-rich criteria.

The Whole Grain Stamps from the Whole Grain Council may not be used to determine
if a grain product meets the whole grain-rich criteria. Products that display a Whole
Grain Stamp may also contain high amounts of non-creditable grains, such as non-
enriched refined flour. Therefore, the Whole Grain Stamps from the Whole Grain
Council alone are not sufficient documentation to demonstrate a product is whole grain-
rich. Sponsors must still review the ingredient list to determine that whole grains are
the primary grain ingredient and there are insignificant amounts of non-creditable
grains. The rule of three is an easy way to accomplish this.

WIC Breakfast Cereals

WIC breakfast cereals labeled whole grain meet the current CACFP whole grain-rich
criteria under method 3 (FDA labeling statement) as a method of determining whether
a breakfast cereal meets the whole grain-rich requirement. WIC breakfast cereals
identified with a purple circle and a “W” in the middle are whole grain breakfast cereals
WIC breakfast cereals include ready-to-eat and instant and regular hot cereals.

4. Proper documentation (from a manufacturer or a standardized recipe) demonstrates
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that whole grains are the primary grain ingredient by weight.

When a whole grain is not listed as the first ingredient or second after water, the
primary ingredients by weight may be a whole grain if there are multiple whole-grain
ingredients and the combined weight of those whole grains is more than the weight of
the other enriched grains. Proper documentation from the manufacturer (i.e. a
manufacturer’s Product Formulation Statement) or a recipe must be available showing
whole grain weights. The whole grain weights will have to add up to at least 50% of
the total grains, and the rest of the grains must be enriched.

When the first ingredient (or second after water) on a grain food’s (e.g., breads and
rolls) ingredient list or the grain portion of a mixed product’s (e.g., breaded chicken
patties) ingredient list is not whole grain or enriched, Sponsors must request proper
documentation from a manufacturer demonstrating the primary grain ingredient by
weight is whole grain to decide if the product meets the whole grain-rich criteria.

If documentation, such as a product formulation statement or recipe, is not available
to show the whole grain weights, the product cannot be credited toward the whole
grain-rich criteria of the meal pattern.

Grains Flowchart

ODE CNP has developed a flowchart to assist sponsors and providers in identifying creditable
grains and whole grain-rich grain products. The flowchart incorporates all four methods of
crediting whole grain-rich products, including the rule of three.

Menu Documentation for Grains/Breads

For all whole grain-rich items, maintain a copy of the packaging or the ingredient statement on
file in order to verify that the items served are whole-grain rich.

Menus must have the whole grain-rich food item documented to demonstrate that one serving
of whole grain-rich food was provided during the day. Food ingredient labels, and Product
Formulation Statements (if necessary) must be on file to ensure the whole grain-rich item
meets grain requirements. If a grain component is served during the day and a whole grain-
rich food is not served, the meal or snack with the lowest reimbursement will be disallowed.

For example: a center serves breakfast, lunch and snack and all meals had a grain
component, but the menu does not document that any of the meals/snacks included a whole
grain-rich food. Then the lowest reimbursed meal, the snack, would be disallowed.

See Chapter 10 Menu Records for more information on menu documentation.

Breakfast Cereals

Breakfast cereals include ready-to-eat cereals and instant and hot cereals. Breakfast cereals
must meet the sugar limit and be whole grain-rich, enriched, or fortified.

For all types of cereals in the infant, children and adult meal patterns, there is now a sugar limit:
the cereal must contain no more than 6 grams of sugar per dry ounce in order to credit as part
of the grains component. One dry ounce is approximately 28 grams. This requirement will help
further reduce children’s intake of added sugars, as recommended by the Dietary Guidelines for
Americans.

There are four suggested methods to make sure a breakfast cereal meets the new sugar limits:
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1. The easiest way is to use the Oregon WIC approved breakfast cereals list from the
Oregon WIC Food list. All Oregon WIC approved cereals must contain no more than 6
grams of sugar per dry ounce, so they meet the same sugar limit requirements as
CACFP. This is a quick way to make sure your cereal meets the new sugar limit.

The Oregon WIC website has a complete list of WIC approved cereals.

Note: WIC approved yogurt does not meet the sugar requirements, so should not be used to
find creditable yogurt items.

2.

Use USDA’s Team Nutrition training worksheet “Choose Breakfast Cereals That Are Low
in Added Sugar”. The worksheet includes a chart with common breakfast cereal serving

sizes and the maximum amount of sugar the breakfast cereal may contain per serving.

Sponsors may also use the Nutrition Facts label on the cereal packaging to calculate the
sugar content per dry ounce (see example provided below)

First, find the serving size in grams at the top of the Label and the sugars listed
towards the middle.

Next, divide the total sugars by the serving size in grams.

If the answer is equal to or less than 0.212, then the cereal is within the required
sugar limit and may be creditable in CACFP.

Use an FNS-provided alternate calculation that uses rounding and aligns with the Team
Nutrition training worksheet noted above:

First, find the serving size in grams at the top of the Nutrition Facts label.
Multiply the serving size in grams by 0.212.

If the answer in step 2 ends in 0.5 or more, round the number up to the next
whole number. If the answer in step 2 ends in 0.49 or less, round the number
down to the next whole number. For example, if the answer in step 2 is 4.24, it is
rounded down to 4.

Next, find the Sugars listed towards the middle of the Nutrition Facts label.

Compare the number from Step 4 with the number in Step 3. If the number from
Step 4 is equal to, or less than, the number in Step 3, the cereal meets the sugar
limit and may be creditable in the CACFP.

Calculating the Sugar Content of Breakfast Cereals Using Method #3

Using the sample nutrition facts label below,

1. First find the serving size. The serving size is 28 grams (outlined in red). Note, look at the
grams, which is the weight, and not the cup, which is volume, when calculating sugar
content.
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2. Nextfind the amount for sugars. The grams of sugar are located under the heading “Total
Carbohydrate” in the nutrition facts label (outlined in red). The amount of sugar in this
cereal is 1 gram.

3. Divide by the serving size, which is 28 grams (which is equal to 1 dry ounce). This makes
the amount of sugar 0.036, which is less than the threshold of 0.212 The cereal is
creditable. The calculation of this cereal is shown underneath the nutrition facts label.

Cereal, corn flakes

on Facts

ALY

ALY 3 oranie
'Amount Per Serving
Calodoc 105 Calories from Fat 9
| % Daily Values®
'Total Fat 2g 3%
] Saturated Fat Og 0% |
: Trans Fat Og
'Sodium 139mg 6%
| Total Carbohydrate 209 7%
i Dietary Fiber 3g 12% |
| | Sugars 1g
' Protein 0g 0%
*Percent Daily Values are based on a 2,000 calone diet

Calculate the amount of sugar per serving:

Sugars in the cereal example = 1 gram
Serving size of the cereal 28 grams

1 gram divided by 28 grams = 0.036 grams, which is less than 0.212 grams.

The Nutrition Facts Label must be saved for each breakfast cereal on the menu to show the
amount of sugar provided by the cereal. Chapter 10 Menu Records provides additional detail
for menu documentation requirements for breakfast cereals.

ODE CNP has wallet size cards to use for determining the sugar limits for breakfast cereals
and yogurt on the CACFP Meal Pattern and Menu Planning Page. Instructions for using the
wallet size cards are also on the same webpage.
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Grain-based Desserts

Because grain-based desserts are a source of added sugars and saturated fats, they help
contribute to increased risks of chronic illnesses. Due to their impact on overall health, they are
not creditable toward all reimbursable meals and snacks.

To determine which grain items are considered grain-based desserts, FNS has provided the
Exhibit A chart. Exhibit A is a list of grains grouped together by type. Items with a superscript of
3 or 4 in Exhibit A are grain-based desserts and are not creditable in the CACFP. Exhibit A has
been color-coded to show which items are considered grain-based desserts. Items in red are
those items with a superscript of 3 or 4 and are considered grain-based desserts. These items
do not credit for the grains component.

Items, such as sweet crackers (i.e. graham crackers and unfrosted animal crackers) have a
superscript of 5. These items may count toward the grain component in the CACFP. To reflect
this, items with a superscript of 5 have been color-coded in blue on Exhibit A.

Below is a list of grain based desserts. This is by no means a complete list, but it covers some
of the common grain based desserts that are served. None of the items listed below credit
towards a reimbursable meal. Note that savory pie crusts, such as those used in main dish pot
pies, do not fall under the list of grain-based desserts.

When special events are planned, such as birthdays, celebrations, and festivals, grain-based
desserts can be served as an extra food item only. The grain-based dessert is not part of the
reimbursable meal or snack. Additionally, since grain-based desserts are not creditable, then
CACFP funds may not be used to purchase them.

List of Grain-based Dessert (not a complete list)
= Breakfast Bars

= Brownies

= Cakes

= Cereal Bars

= Cookies

= Doughnuts

= Granola Bars

= Sweet bread puddings

= Sweet piecrusts

= Sweet rolls, sweet scones

= Toaster pastries

Crediting Meat/Meat Alternates

Meat includes lean meat, poultry or fish. Meat alternates include cheese, eggs, yogurt, cooked
dry beans or peas, nuts and seeds and their butters, tofu and alternate protein products (APP).
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Cheese food and imitation cheese are not creditable meat/meat alternates.

To be counted toward meeting any part of the Meat/Meat Alternate requirement, a food item
must provide a minimum of ¥4 ounce cooked lean meat or meat equivalent. The rest of the
required Meat/Meat Alternate serving must be met by adding other Meat/Meat Alternate foods.

A serving of cooked meat is considered to be lean meat without bone.

Nuts and seeds may fulfill no more than one-half of the Meat/Meat Alternate requirement for
lunch and supper but may fulfill all of the Meat/Meat Alternate requirement for a snack. One
ounce of nuts or seeds is equal to one ounce of cooked lean meat. Acorns, coconut and
chestnuts are not creditable as Meat/Meat Alternates.

Shelf-stable, dry, or semi-dry, meat snacks made from meat, poultry or seafood do not credit in
any meal served under the Department of Agriculture’s (USDA) Child Nutrition (CN) Programs.
If you have questions about a specific item, contact your assigned Child Nutrition Specialist.

Alternate Protein Products (APP) are creditable as Meat/Meat Alternates only as described in
the USDA Food Buying Guide. If you have questions about a specific item, refer to the USDA
Food Buying Guide (FBG) . If you have additional questions, contact your assigned Child
Nutrition Specialist.

Cooked dry beans or peas (legumes) may be counted as a Vegetable component or as a
Meat/Meat Alternate component. When a meal contains one serving of beans and peas
(legumes), it can only count toward the meat/meat alternate component or the vegetable
component and not both. When a meal contains two distinct servings of different beans and
peas (legumes), one may be counted towards the vegetable component and one towards the
meat/meat alternate component, if they are in separate dishes. For example: legumes served
as part of a salad (vegetable component) and as part of a chili or bean soup (meat/meat
alternate).

Serving Meat/meat alternates in place of the grain/bread component at breakfast:

A meat/meat alternate may be substituted for the entire grain component for
breakfast up to three times a week. For example, instead of toast, oranges, and milk,
a hardboiled egg or baked tofu with orange slices, and milk may be served instead.

As a reminder, bacon is NOT a creditable meat in the USDA Food Buying Guide
despite being a common breakfast item.

When serving meat/meat alternates in the place of grains for breakfast, one ounce of
meat/meat alternate is equal to one serving of grains.

This flexibility for breakfast will allow more variety in breakfast menus.

Yoqurt

A serving of yogurt includes commercially prepared plain or flavored yogurt, unsweetened or
sweetened and soy yogurt. Homemade yogurt is not creditable. Yogurt must contain no
more than 23 grams of TOTAL sugar per 6 ounces. This sugar limit applies to all age
groups, including infants.

Four ounces of yogurt credits as one ounce meat/meat alternate.
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The following are not creditable as meat/meat alternates:

e Frozen yogurt
e Drinkable yogurt
e Homemade yogurt

Yogurt flavored products

Yogurt bars

Yogurt covered fruits and nuts

Yogurt in commercially prepared smoothies

There are two ways to determine if a yogurt product meets the sugar limit requirements.

1. The first method is called the chart method

a.
b.

The first step is to look at the nutrition facts label for the yogurt.

Identify the serving size. In the sample Nutrition Facts label below, the serving

size is a 6-ounce container. It is important to be aware that the serving size

may be different than the package size.

Find the total amount of sugars. The total amount of sugars is under the

heading “Total Carbohydrates”. In the example below, the serving size has 19

grams of sugar.

Look at the yogurt sugar limit chart below:

I. Find the serving size, in this case, 6-ounces, and check whether the

amount of sugar in the yogurt is less than or equal to the amount listed
in the chart for the same serving size in ounces. In this example, a
serving size of 6-ounces of yogurt can have no more than 23 grams.
The sugar amount is 19 grams, which is less than 23 grams, so the
yogurt is creditable. The yogurt chart is also available on the USDA
Team Nutrition website titled: “Choose Yogqurts Lower in Added Sugar”.
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Try It Out! -

W

Use the “Sugar Limits in Yogurt” tablebelou to help find yogurts you can serve at your site. ' §
Write down your favorite brands and other information in the “Yogwrts To Serve in the CACFP” list.

Ioucanu:erhuasashoppmghsrnhmbmmgwglmromvem\wpvgrm r
Sugar Limits in Yogurt
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- -

If the serving size is: Suommstnotbe If the serving size is: 5“"““5‘“"‘
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12502 35e 5¢ S50z 1829 19¢
150z 43 6¢g 5250z 1492 20¢g
1750z 509 72 530z 150 20¢
2oz 57¢ 8g 5502 156¢ 21g
2250z 64 92 5750z 163 29

2502 Ng 108 | se 170 3: |
2750z e g 6250z 177¢ 4g
3oz 85 g 650z 184¢ 25¢
3250z N2¢ 12¢ 6750z 191¢ 268
350z K 13p Toz 198 27
3750z 106 ¢ 149 7250z 206¢ 282
4oz 13g 15¢ 750z 213¢ 20
4250z 120¢ 16 77502 220 30g
450z 1289 17¢ 8oz 227 3lg

2. The second method is a calculation method:

a. USDA has established a threshold number, which is the maximum amount of
sugars per ounce that is allowed for yogurt. This threshold is 3.83 grams of
sugar per ounce.

b. If there is a yogurt that does not come in the serving sizes listed on the chart,
the total amount of sugar per ounce will need to be calculated to determine if
the yogurt is at or below the threshold of 3.83 grams of sugar per ounce.

c. The threshold number is calculated by dividing 23 grams of sugar by 6-ounces
of yogurt, which is the sugar limit established by the regulations.

d. For the sample Nutrition Facts Label below calculate the amount of sugar per

ounce by:
sugars =_19 grams = 3.16 grams
serving size 6 ounces

3.16 grams of sugar per ounce is below the threshold of 3.83 grams of sugar
per ounce.
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Calories 90

% Daily Values*
Total Fat Og 0%
Saturated Fat 0g 0%
Trans Fat -1g
Cholesterol 6mg 2%
Potassium 140mg 4%
Sodium 65mg 3%
Total Carbohydrate 149 5%
Dietary Fiber 2 8%
Protein 129 24%
Calcium 15% s Vitamin D 10%

*Percent Daily Values are based on a 2,000 calorie diet. Your Daiy
Valves may be higher or lower depending on your calorie needs.

Calories 2,000 2500
Total Fat Less than 659 80g
Sat Fat Less than 20g 259
Cholesterol Less than 300mg 300mg
Sodium Less than 2400mg 2400mg
Total Carbohydrate 300g 3759
Dietary Fiber 25g 30g

IMAGE OF NUTRITION FACTS LABEL COURTESY OF FNS TEAM NUTRITION

The Nutrition Facts Label must be saved for each yogurt on the menu to show the amount of
sugar provided by the yogurt. Chapter 10 Menu Records provides additional detail for menu
documentation requirements for yogurt.

Crediting Tofu

Tofu that is commercially made credits as a meat/meat alternates for participant’s meals.
Soy links and sausages must have Child Nutrition (CN) labels or manufacturer’s Product
Formulation Statement (PFS) that show the product meets protein requirements. Tofu
cannot be credited as part of a reimbursable meal for infants.

Tofu can be purchased in many forms, including silken, soft, firm, and extra firm.

Commercially prepared tofu must be easily recognized as a meat substitute, meaning that
the tofu cannot be blended in a smoothie or soup.

Tofu must meet the protein requirements of 5 grams of protein per 2.2 ounces by weight.
Only firm and extra firm will meet the protein requirements for tofu.

Nutrition labels with manufacturer's name and brand name for all tofu served must be saved
to verify that the tofu served meets protein requirements.

The ODE CNP website also has recipe ideas from USDA and the state of Wisconsin. The
link for these recipes is: Tofu Recipes.

The Nutrition Facts Label must be saved for each tofu item on the menu to show that the
item meets the protein requirements. Chapter 10 Menu Records provides additional detail
for menu documentation requirements for yogurt.
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Crediting Vegetables and Fruits

Vegetables and Fruits are two separate components. At lunch and supper one serving of the
vegetable component and one serving of the fruit component must be provided. Alternately, a
vegetable may be served to meet the entire fruit component for lunch and supper. When a
vegetable is substituted for the fruit component at lunch and supper then the amount of
vegetable served must be the same serving size as the fruit component it replaced.
Additionally, the vegetable offered in place of the fruit component must be different from the
vegetable offered as the vegetable component. For example, two servings of carrots would
not be creditable for a lunch or supper.

One cup of raw (uncooked) leafy greens (i.e. lettuce, spinach, etc.) counts as %2 cup vegetables,
and ¥ cup dried fruit counts as % cup fruit. Cooked leafy greens credit as the volume served.
For example, %2 cup cooked spinach credits as % cup vegetable.

At snack a serving of a vegetable component and a serving of a fruit component may be
offered at the same time.

Cooked dry beans or peas (legumes) may be counted as a Vegetable component or as a
Meat/Meat Alternate component. When a meal contains one serving of beans and peas
(legumes), it can only count toward the meat/meat alternate component or the vegetable
component and not both. When a meal contains two distinct servings of different beans and
peas (legumes), one may be counted towards the vegetable component and one towards the
meat/meat alternate component, if they are in separate dishes. For example: legumes served
as part of a salad (vegetable component) and as part of a chili or bean soup (meat/meat
alternate).

A minimum of 1/8 cup of vegetable or fruit must be served to count toward the Vegetable or
Fruit meal pattern requirement when served in combination dishes or when used as garnishes.
For example, vegetable soup must have at least 1/8 cup of vegetables per serving to count
toward the Vegetable meal pattern component requirement. Lettuce on a sandwich must be at
least equal to 1/8 cup equivalent to count toward the Vegetable meal pattern requirement.

Mixed fruit and vegetable dishes, such as carrot-raisin salad, may credit for both the
fruit and vegetable components as long as the mixed dish contain at least 1/8 cup of
vegetable and 1/8 cup fruit in easily identifiable forms.

Vegetable mixes, such as broccoli and cauliflower mixes may also credit for the vegetable
component and substitute for the fruit component at lunch and supper if the mix contains at
least 1/8 cup of two different types of vegetables. This is because a vegetable can replace the
fruit component for lunch and supper.

For mixed fruit and vegetable dishes, the quantities of the different fruits and vegetables must
be known. This means that pre-mixed vegetable mixtures, such as frozen carrots and peas,
can’t credit for two different vegetables.

A serving of cooked vegetables means drained vegetables. A serving of cooked, canned, or
frozen, thawed fruit means fruit with its juices.

Home canned vegetables and fruits are not creditable.

Juice

Fruit and vegetable juice must be 100% juice or CN labeled. It may be fresh, canned, frozen or
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reconstituted from concentrate to its full-strength form. Full-strength fruit and vegetable juice is
creditable toward the Vegetable or Fruit meal pattern component under the following
conditions:

Juice (vegetable or fruit) may only be served for one meal or snack per day.
Fruit and vegetable juice must be pasteurized.

Vegetable or fruit juice may not be credited toward fulfilling the Snack meal pattern
requirement when milk is the only other component served

Pureed fruits and vegetables in smoothies are considered juice

Fruit juice blends (or fruit and vegetable juice blends) are creditable as long as the
blended juice is 100% fruit juice (100% fruit and 100% vegetable juice). Juice blends
can credit as a fruit component or a vegetable component. To determine what food
component a juice blend contributes to, look to the ingredient list. If there are more fruit
than vegetables in the ingredients list, the juice contributes to the fruit component, if
there are more vegetables than fruit in the ingredients list, the juice contributes to the
vegetable components.

* CN labeled fruit juice blends are credited as stated on the CN label statement

Crediting Milk

Fluid milk must be served to meet the Milk meal pattern component requirement. Milk must be
pasteurized, vitamin A and D fortified, and meet State standards for fluid milk. Cultured
buttermilk, lactose-reduced milk, lactose-free milk, or acidified milk are creditable.

Participants Age 12 months through 23 Months

Unflavored whole milk must be served to participants’ age twelve months through
twenty-three months. Milk is required at each meal: breakfast, lunch and supper. The
milk component is optional at snack.

Transition at 2 years

USDA recognizes that switching immediately from whole milk to 1% or fat-free milk
when a child turns two years old may be challenging. Therefore, a one-month transition
period is allowable between the 24th month and 25th month. During this one-month
transition period, children may be served whole milk or reduced-fat (2%) milk and the
meal may be claimed for reimbursement

Participants Ages 2 Years and Older and Adults

Milk served to children two years and older and adults must be low-fat (1%) or fat-free.
Except for the one-month transition period, meals served with 2% or whole milk to
participants after their second birthday will not be creditable for reimbursement unless
there is a valid Medical Statement for Food Substitution on file for any participant(s)
requiring a higher fat milk. See Section D Medical Exceptions to the Meal Pattern for
further instructions.

Flavored milk
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Children 1-5 years old: Flavored milk served to children 1 through 5 years old is not
creditable.

Children 6 years old and older and adults: Flavored milk served to participants 6 years
old and older or adults must be fat-free.

For breakfast meals, a serving of fluid milk can be served as a beverage, used on cereal, or
used in part for each purpose.

When milk is one of the two components served for a snack, juice may not be the only other
component served.

Milk used in cooked cereals, puddings, soups, or other foods may not be credited toward the
Milk meal pattern requirement.

Fluid milk for all age groups can be:

Breast milk
Lactose reduced
Lactose free
Buttermilk
Acidified milk

Breast Milk

Breast milk is considered fluid milk in the CACFP meal pattern. Breast milk is a creditable milk
and may be offered to children of any age.

Meals are reimbursable if the parent/guardian provides expressed breast milk; or, when a
mother breastfeeds a child at the center.

Breast milk may be served in combination with other milk types for a reimbursable meal. For
example, a mother may bring % cup of breast milk and the sponsor can provide the additional
Y4 cup of fluid whole milk to make the total ¥ cup serving.

Breast milk offered to children past age one do NOT require a medical statement.

Combination Foods

Combination foods contain foods from more than one food group (Examples: casserole dishes,
soups, and breaded meat items). Combination food dishes may be used to credit a total of
three different meal components: Meat/meat alternate, Grains/breads, Vegetable or Fruit
component.

Combination foods may be homemade or commercially prepared. Homemade combination
foods are those that are assembled from multiple ingredients in a kitchen serving the
Sponsor’s site(s), whether the kitchen is operated by the Sponsor or operated by the vendor
from whom the Sponsor is purchasing meals.

To count a homemade combination food item toward meal pattern component requirements,
the Sponsor must have a written recipe documenting the amount of all ingredients in the
product. Refer to Chapter 10 Menu Records, for specific details on recipe documentation.
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For commercially prepared combination food items on the menu, the Sponsor must have one
of the following on file:

* A Child Nutrition (CN) Label

«  Documentation from the food manufacturer in the form of a manufacturer’s Product
Formulation Statement (PES) that certifies the amount of creditable ingredients in the
product

*  Product label for meat/meat alternate items with a Standards of Identity.

For more information on CN labels, manufacturer's PFS and Standards of Identity refer to
Chapter 10 Menu Records.

Section D — Exceptions to the Meal Pattern & Medical

Statements

Federal regulations require Child Nutrition Programs Sponsors to offer to all participants’
breakfasts, lunches, suppers, snacks, and milk that meet the meal requirements identified in
the individual Program regulations.

Federal regulations further require Sponsors to make substitutions to the standard meal
requirements for participants who are determined to be disabled and whose disability restricts
their diet. See Participants with Disabilities, below. CFR 210.10 (g)(1), CFR 220.8 (d),
226.20(h), and 225.16(f)(4).

A Sponsor may, at their discretion, make substitutions for individual participants who are not
persons with disabilities but are unable to consume a food item because of medical or other
special dietary needs. See Participants Without Disabilities, below.

If a state licensed physician or health care professional, who is authorized to write medical
prescriptions under state law, assesses that a special dietary need such as a food allergy or a
medical condition may substantially limit a major life activity or a major bodily function, the
participant may then meet the definition of a person with disabilities, and the Sponsor must
make the substitutions prescribed by the state licensed health care professional. In Oregon,
State licensed health care professionals include:

Medical Doctors of Medicine (MD);

Doctors of Osteopathy (DO);

Doctors of Naturopathy (ND);

Physician’s Assistant (PA);

Certified nurse practitioner or clinical nurse specialist;
Doctor of Dental Medicine (DMD);

Doctor of Dental Surgery (DDS);

Doctor of Optometry (OD).

ODE CNP has one form to be used by sponsors when a parent/guardian or adult participant
identifies that a disability or medical or other special dietary needs exists
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 Medical Statement

In addition, ODE CNP has created two resources to assist Sponsors in determining when a
Medical Statement or Milk Substitute Request may be required and which form to use:

e Quick Guide - Meal Substitutions for Participants with Disabilities or Medical
or Other Special Dietary Needs

« Medical Statement Decision Tree

Participants with Disabilities

The ADA Amendments Act of 2008 expanded and clarified the definition of Disability. It did not
change the expectation to provide a reasonable modification. The Act makes it very clear that
the emphasis must be on providing the reasonable modification, and not placing a burden on
the disabled participant to prove he or she has a disability.

A person with a disability is defined as any person
« With a physical or mental impairment which substantially limits one or more major life
activities,
* Who has a record of such impairment, or
*  Who is regarded as having such impairment

“Maijor life activities” are broadly defined and included, but are not limited to, caring for oneself,
performing manual tasks, seeing, hearing, eating, sleeping, walking, standing, lifting, bending,
speaking, breathing, learning, reading, concentrating, thinking, communicating, and working.
“Maijor life activities” also include the operation of a major bodily function, including but not
limited to, functions of the immune system, normal cell growth, digestive, bowel, bladder,
neurological, brain, respiratory, circulatory, endocrine, and reproductive functions.

The term “Substantially Limits” has been revised to

e Recognize that an impairment does not need to prevent or severely/significantly restrict
a major life activity

e Recognize that the determination of an impairment is based on individualized
assessment or a case-by-case basis

e Recognize that participants who take measures to improve or control an impairment are
still considered to have a disability and require an accommodation

¢ Include an impairment that is episodic or in remission if it would substantially limit a
major life activity when active.

Program regulations require Sponsors to provide modifications for participants with disabilities
on a case-by-case basis only when requests are supported by a written statement from a State
licensed healthcare professional.

Meals that do not meet the Program meal pattern requirements are not eligible for
reimbursement unless supported by a medical statement. However, Sponsors may choose to
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accommodate requests related to a disability that are not supported by a medial statement if
the requested modification can be accomplished within the meal pattern (i.e. the modification
does not eliminate a meal pattern component or requirement). Such meals are reimbursable.

The USDA memao: “Policy Memorandum on Modifications to Accommodate Disabilities in the
Child and Adult Care Food Program and Summer Food Service Program”, dated June 22,
2017, provides additional information on meal accommodations. The ODE CNP memo
“Guidance Related to the ADA Amendments Act”, dated June 10, 2013, provides additional
information how the ADA Amendments Act of 2008 broadened the list of Major Life Activities
used in identifying disabilities. These memos are located at:

Child Nutrition Memos

A patrticipant whose disability restricts his or her diet shall be provided substitutions in foods
only when supported by a Medical Statement form signed by an Oregon licensed health care
professional, who is authorized to write medical prescriptions.

The medical statement shall include:

« Enough information regarding participant’s physical or mental impairment that is
sufficient to allow the sponsor to understand how the disability restricts the participant’s
diet;

* An explanation of what must be done to accommodate the disability;

« If the accommodation includes modifying foods provided to the participant, then the food
or foods to be omitted and recommended substitutions must be identified.

For example: If the disability would require caloric modifications, meal pattern or frequency
modifications, or the substitution of a liquid nutritive formula, then the information must be
included in the statement.

If the participant with disabilities requires only textural modification(s) to the regular program
meal, as opposed to a meal requirement modification, the medical statement is recommended
but not required. In such cases, the purpose of the statement is to assist the Sponsor in
making the appropriate textural modification(s). Unless otherwise specified by the Oregon
licensed health care professional the meals modified for texture will consist only of food items
and quantities specified in the regular menus.

Sponsors must make reasonable modifications to the meal, including providing special meals
at no extra charge, to accommodate disabilities, which restrict a participant’s diet.

Meal Service and Food Substitutions for Children with an Individual Education
Program (IEP) and 504 Plans

Sponsors should be aware that the Individuals with Disabilities Education Act (IDEA) imposes
requirements on states that may affect the Sponsor including the service of meals even when
such service is not required by the Child Nutrition Programs. For example, the individualized
education program (IEP) developed for a child under the IDEA may require a meal to be
served outside of the regular meal schedule for program meals or to a child who is older than
12 years of age.
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In order for these meals to be claimed for reimbursement Sponsors will need to have the
parent/guardian provide a copy of the child’s 504 plan, in addition to the IEP.

Please contact your assigned Child Nutrition Specialist for further assistance in determining
whether meals and snacks served to children with an IEP and a 504 plan may be claimed for
reimbursement.

Participants without Disabilities

Sponsors are not required to make substitutions for participants whose conditions do not meet
the definition of a person with disabilities. In most cases, the special dietary needs of
participants without disabilities may be managed within the normal program meal service when
a well-planned variety of nutritious foods is available to participants or Offer versus Serve (not
an available meal service option in all Child Nutrition Programs) is available and implemented.

When a participant without disabilities requests substitutions that result in a change to the meal
pattern and cannot be managed within the normal program meal service the meals may only
be claimed with a completed Medical Statement form that is signed by a Oregon licensed
health care professional or a Registered Nurse (RN) or a Registered Dietitian (RD).

The medical statement shall identify:

« The medical or other special dietary need that restricts the participant’s diet;
* The food or foods to be omitted from the participant’s diet; and,
« The food or choice of foods that may be substituted.

Milk Substitutions/Non-dairy Beverages--Participants without Disabilities

In the case of participants who cannot consume fluid milk due to medical or other special
dietary needs, but do not have a disability, non-dairy beverages may be served in lieu of fluid
milk. Participants without disabilities, who request a substitution for the fluid milk requirement
at meals and snacks, must submit a Milk Substitute Request--Participants without Disabilities
form. The form may be signed by the participant’s parent or guardian, or recognized medical
authority. In Adult Care Programs the participant may sign the form.

Non-dairy beverages must be nutritionally equivalent to milk and meet the nutritional standards
for fortification of calcium, protein, vitamin A, vitamin D, and other nutrients to levels found in
cow’s milk, as outlined in the National School Lunch Program (NSLP) regulations at 7CFR
210.10(m)(3) and USDA Policy Memos: SP 02-2009, SP 07-2010, CACFP 04-2010, and
SFSP 05-2010.

Non-dairy beverages served to children 1 through 5 years old must be unflavored due to the
higher sugar content of flavored varieties.

The ODE CNP Non-Dairy Substitutes webpage may be used to help Sponsors identify non-
dairy beverages that meet the above standards. The non-dairy substitutes that are currently
determined to meet the nutritional standard for fluid milk for use as part of a reimbursable meal
are listed on the ODE CNP Non-Dairy Substitutes webpage.
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The Milk Substitute Request— Participants without Disabilities form must identify the medical
or other special dietary need (except a disability) that restricts the diet of the participant. Non-
dairy beverages that are not nutritionally equivalent to cow’s milk and do not meet the
nutritional standards outlined above cannot be claimed as part of a reimbursable meal. Juice
and water are not nutritionally equivalent to milk, so they would not be a reimbursable
substitution.

Example: If a participant follows a vegan diet, the parent/guardian (or adult participant for
themselves) can submit the Milk Substitute Request— Participants without Disabilities form to
the participant’s center asking that soy milk be served in lieu of cow’s milk. The form must
identify that Vegan Diet is the special dietary need that restricts the diet of the participant. The
non-dairy milk substitution must be nutritionally equivalent to cow’s milk and meet the
nutritional standards for fortification as outlined above. Such substitutions are at the option and
the expense of the Sponsor.

Note: Meals containing non-dairy beverages that are not nutritionally equivalent to milk may
be reimbursable only for participants with disabilities who have a Medical Statement form
on file signed by a licensed health care professional who is authorized to write prescriptions
under State law.

USDA Reimbursement and Meal Changes

Reimbursement for meals served with an authorized substitute food to participants with
disabilities or to participants without disabilities with other special dietary needs shall be
claimed at the same reimbursement rate as meals that meet meal requirements. Furthermore,
there shall not be a supplementary charge for the substituted food item(s) to either a
participant with disabilities or to a participant without disabilities with other special dietary
needs.

In providing foodservices, all CACFP Sponsors are recipients of federal financial assistance.
Sponsors may not discriminate on the basis of disability and shall serve special meals, at no
extra charge, to participants whose disability restricts their diet. While any additional costs for
substituted foods are considered allowable program costs, no additional Child Nutrition
Programs reimbursement is available. Sources of supplemental funding that Sponsors may
have available to them may include:

» Special education funds (if the substituted food is specified in the participant’s
individualized education program)

* The Sponsor’s general account

* The Sponsor’s non-profit foodservice account
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Cooperation

When implementing meal substitutions Sponsors and their staff should work closely with the
parent(s), guardian(s), the adult participant, or responsible family member(s) and with all other
school, medical and community personnel who are responsible for the health, well-being and
education of participants with disabilities or with other special dietary needs to ensure that
reasonable accommodations are made to allow such individuals’ participation in the meal
service.

Menu Documentation

Substitutions to the regularly planned menu must be documented. The documentation may be
made on the working menu or on a separate document depending on the number and
complexity of substitutions made (see Chapter 10 Menu Records).

Sponsors should contact their assigned Child Nutrition Specialist for further assistance in
clarifying what documentation may be required for their program.

Section E — Special Situations
Meals Eaten at another Location

Meals served in the CACFP are intended to be consumed in settings where organized groups
of eligible children and adults are gathered to eat. This means that meals must be consumed
on-site in order for the meal to be reimbursable unless ODE CNP has approved for off-site
consumption during field trips. If meals are consumed off-site, such as during a field trip,
Sponsors must first receive ODE CNP approval to claim meals off-site. Failure to meet this
congregate feeding requirement will result in the disallowance of meals and may lead to a
determination of serious deficiency in the Program

Meals or snacks served at an alternate location (e.g., field trip) provided by the Sponsor and
supervised by the Sponsor’s staff may be claimed for reimbursement. Sponsors must submit a
request via email for all field trips by site to the assigned Child Nutrition Specialist at least 48
hours prior to the date of the field trip. The Specialist will provide verification of receipt of the
field trip request and field trip approval via emalil

Meals that are served off-site must meet CACFP meal pattern requirements to be claimed for
reimbursement. The meals must be supervised and a point-of-service meal count documented
during the field trip. Caution must be taken to ensure that potentially hazardous foods are stored
and served according to local public health policies. Check with your county health officials to
confirm the food safety requirements for transporting and consuming food off-site.

Meals packed by the Sponsor and sent with a participant to eat at another location without the
supervision of the Sponsor’s personnel are not eligible for CACFP reimbursement. Meals
purchased at restaurants or fast food establishments may not be claimed for reimbursement.

If Sponsors have additional questions about meals served at locations other than an approved
site, they should contact their assigned Child Nutrition Specialist.
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Food Provided by Parents/Guardians

Generally, food provided by parents/guardians (except for infants) may not be counted as
fulfilling meal pattern component requirements in the CACFP. If parents provide an additional
food, such as a dessert item, and the Sponsor provides the required components, the meal
may be claimed for reimbursement. Such foods should be served after the required
components to help ensure that the foods in the CACFP meal pattern are eaten first and the
children’s nutritional needs are met before additional foods are offered. Parents/guardians
cannot be required or coerced to provide any food(s) for their child who is participating in the
CACFP.

Exceptions to Food Provided by Parents/Guardians

Meals may be claimed for reimbursement when parents/guardians provide a required
component in the following instances:

* When there is a signed Medical Statement for Food Substitutions Form,
parents/guardians may choose to provide one food substitution.

« If a parent provides a non-dairy milk substitute that meets the nutritional standards as
outlined in 7 CFR 210.10(m)(3) and that has been approved by the State agency, the
caregiver may serve the non-dairy milk substitute and still claim reimbursement for the
meal.

In some situations, infant meals may be reimbursed when the parent/ guardian provides some
of the required meal components. See Chapter 9 Infants for more information on infant meals.

Donation of Leftover Foods--Food Donation Policy

ODE CNP is committed to preventing hunger and to responsible stewardship of Federal
dollars. Child Nutrition Program policy aims first to limit food waste and unnecessary costs. If a
CACFP Sponsor has leftover food on a frequent basis, menu planning and production
practices should be adjusted to reduce leftovers.

Nevertheless, because of unforeseen circumstances, occasionally there will be leftover food.
All alternatives permitted by Program regulations and State and local health and sanitation
codes should be exhausted before discarding food. Options may include using leftovers in
subsequent meal services; offering sharing tables for Afterschool At-Risk Programs
(Afterschool At-Risk Programs see Chapter 15 Afterschool At-Risk Meals & Snack Program);
or, transferring food to other sites, if a multi-site Sponsor.

Where it is not feasible to reuse leftovers, excess food may be donated to a nonprofit
organization, such as a community food bank, homeless shelter, or other nonprofit charitable
organizations.

Donation and Service of Traditional Foods

Section 4033 of the Agricultural Act of 2014 (P.L. 113-79) (Farm Bill) directs the U.S.
Department of Agriculture (USDA) and the Food and Drug Administration to allow the donation
to and serving of traditional food through food service programs at public facilities and
nonprofit facilities, including those operated by Indian tribes and facilities operated by tribal
organizations, that primarily serve Indians.
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The Farm Bill defines traditional food as “food that has traditionally been prepared and
consumed by an Indian tribe” and specifically includes in that definition:

wild game meat
fish

seafood

marine mammals
plants, and
berries

Sponsors that accept and serve donated traditional food must:

ensure that the food is received whole, gutted, gilled, as quarters, or as a roast,
without further processing;

make a reasonable determination that
o the animal was not diseased;

o the food was appropriately butchered, dressed, transported, and stored to
prevent contamination, undesirable microbial growth, or deterioration; and

o the food will not cause a significant health hazard or potential for human
illness;

carry out any further preparation or processing of the food at a different time or in
a different space from the preparation or processing of other food for the
applicable program to prevent cross-contamination;

clean and sanitize food-contact surfaces of equipment and utensils after
processing the traditional food;

label donated traditional food with the name of the food;

store the traditional food separately from other food for the applicable program,
including through storage in a separate freezer or refrigerator or in a separate
compartment or shelf in the freezer or refrigerator;

follow Federal, State, local, county, Tribal, or other non-Federal law regarding the
safe preparation and service of food in public or nonprofit facilities; and

follow other such criteria as established by the Secretary of Agriculture and
Commissioner of the U.S. Food and Drug Administration.

Many traditional foods may also be purchased and served as part of a meal service. Fresh
grown fruits and vegetables and freshly caught fish are allowable in CACFP if these foods
meet the policies of the State and local (county) Environmental Health Department regarding

food safety.

Meat and meat products must be USDA inspected in order to be allowable in CACFP. USDA’s
Food Safety and Inspection Service (FSIS) has mandatory inspection authority over all food
products from cattle, sheep, swine, goats, horses, mules, and other equines, chicken, turkeys,
ducks, geese, guineas, ratites (emu, ostrich, and rhea) and squab. Additionally, FSIS does
voluntary inspection of reindeer, elk, deer, antelope, water buffalo, bison, migratory water fowl
(such as ducks and geese), game birds and rabbits.
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All game meat must be purchased from USDA inspected establishments, or State Meat and
Poultry Inspection Programs. Uninspected game meat is not allowed to be served in FNS Child
Nutrition Programs except when facilities, including schools, and sites operated by Indian
tribes and tribal organizations, that primarily serve Indians accept donations of game meat
(see ODECNP memo “USDA Policy Memo- Service of Traditional foods in Public Facilities”
issued October 15, 2015).

Traditional Native American foods that are not creditable under CACFP may be served as
additional foods with a meal or snack that meets the minimum meal pattern requirements.
These foods must be served in addition to, not in place of, the required components of the
meals and may not be purchased with CACFP funds.

Section F — Styles of Meal Service

For all meal service styles, food components must be served in sufficient amounts to meet
minimum portion requirements. All components must be served together either on the table or
given to each participant at the beginning of the meal. For example, milk or fruit cannot be
served later in the meal than the other components.

It is important to note that meals packed by the Sponsor and sent with a participant to eat at
another location without the supervision of the Sponsor’s personnel are not eligible for CACFP
reimbursement (see Section E—Special Situations).

Sponsors may choose one of the following methods of serving CACFP meals:

Restaurant Style Meal Service

In restaurant style meal service (or preset meal service), all food components are portioned
and served on the plate and in the cup for each participant. Minimum portion sizes of each
required component must be served together to each participant at the beginning of the meal.

The point of service meal count is taken when all meal components are placed on the table
and the participants are seated at the table with a complete meal in front of them.

Family Style Meal Service

Family style meal service allows participants to eat together and to make food choices based
on individual appetites and food preferences. It promotes mealtime as a learning experience to
help participants develop positive attitudes toward nutritious foods, share in group eating
situations, and develop good eating habits.

Family style meal service operates as follows:
« All required meal components are placed on the table at the same time.

* Adequate amounts of each food item must be placed on the table to provide at least
minimum portions for each participant and supervising adult to be served.

* Participants may serve themselves from serving dishes or communal bowls that are on
the table.

« Adults supervising the meal help those participants who are not able to serve
themselves.

« Participants are allowed to make choices selecting foods and in the size of the serving.
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A supervising adult must be seated at each table to actively encourage participants to
take the full required portion of each food component. The supervising adult must offer
the food item again later in the meal if participants initially refuse the food or take a
very small portion.

The point-of-service meal count should be taken at the time participants are seated at
the table with all required components placed on the table.

Family style meal service can be conducted in a variety of ways. For example, participants
may help in preparing for the meal by clearing the table and setting places, sharing
conversation during the meal and cleaning up after the meal.

Combination Restaurant and Family Style Meal Service

Some Sponsors find a combination of restaurant style and family style best meets the
participants’ needs. Combination meal service operates as follows:

The full minimum required portion of one or more components are served restaurant
style to each participant.

The remaining components are served on the table in communal serving dishes or
pitchers adhering to all of the Family Style Meal Service requirements.

All components must be offered to participants at the same time. For example, it is not
acceptable to serve participants the Meat/Meat Alternate and Vegetable or Fruit
components and wait for five minutes before setting the Grains/Breads and the Milk
components on the table.

In this meal service style, all the rules governing each service style apply to the foods
served using that method. For example, if staff pours milk into glasses, at least the
minimum required amount must be poured for each child and offered when the rest of
the meal components are served.

The point-of-service meal count must be taken when the participants are seated at the
table, have been served the full minimum portions of the items served restaurant style,
and the remaining items are placed on the table.

Cafeteria Style Meal Service

In cafeteria style, participants