Local Agency Name: __________________________________________________________________________
CHILD AND ADULT CARE FOOD PROGRAM 
Management Plan
Independent Child or Adult Day Care Centers

Local Agency Name: _____________________________________________________________

A. FAITH-BASED OR COMMUNITY-BASED STATUS
Mark one. If your agency fits under more than one category, please choose the one the bests fits your organization.

Local Agency Name: ______________________________________Local Agency Number: _________________
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· Non-Profit Organization/Secular 
· Educational Institution
· For-Profit Organization
· Non-Profit Organization/Faith-Based
· Government Agency
Local Agency Name: ______________________________________Local Agency Number: _________________


· Other: _________________________
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B. MEAL COUNT METHOD
If different methods are used for different ages, sites, etc. provide specific information that identifies the methods used for each age, site, etc. either on this form or on a separate page.

1. How are daily meal counts taken? (Check all that apply) 

· Unitized meal service; by name meal count is taken once complete meal is served
· Family style meal service; count taken once children are seated and food is on table
· Point of service; count is taken at point in service line when full meal can be evaluated
· Alternate Point of Service (describe:_________________________________________)

2. How is the meal count recorded? (Check all that apply)

·  Count is taken manually        
·  Computer Software is used: (software program name) ________________________

C. PRODUCTION RECORDS
Will the agency be using the state’s production record book? 

 Yes	
 No, we will be using the Excel state’s form	
 No, we have created a form (submit alternate form for approval)


D. TRAINING
Annual CACFP training is required for all key staff at the site. Topics must include those listed on the next page. Key staff is defined as any individual who is solely responsible for a CACFP job duty within the institution. This includes site personnel from the center: at least one individual to cover each job responsibility in the CACFP; or one person who is responsible for the training of personnel with any CACFP job duties assigned to them.


1. Training Plan
Complete the following chart to indicate the local agency’s annual training plan for each topic listed. CACFP training must be provided to all staff at least one time during each program year (October through September). The person responsible for each duty must be trained (in addition to the person(s) trained during the preapproval visit). The State agency offers Basic Training (new staff/agencies) as needed 2-3 times per year and CACFP Plus! Training (veteran staff) 4-5 times a year around the state in the spring/summer. The local agency should make plans to participate in at least one state sponsored training each year to stay apprised of new regulations, changes, etc. Failure to participate in annual training constitutes a serious deficiency in the Program. If the agency does not care for infants, the infant feeding topic does not need to be covered. Head Start centers, at risk (only) centers, and emergency shelters are not required to be trained in the area of F/RP applications. If the local agency pays all of the bills for each site, the reimbursement system topic does not need to be covered. 

	CACFP duties 
(from list above)
	Name of key staff (or position) responsible for this duty
	Is this staff new to the CACFP?
	Approximate date(s) of Training
	Who will provide the training?

	
	
	Yes
	No
	
	

	Approves F/RP Applications
	
	
	
	
	

	Collects Records
	
	
	
	
	

	Fills Out Production Records
	
	
	
	
	

	Completes the Claim(s)
	
	
	
	
	

	Feeds Infants
	
	
	
	
	

	Plans Menus
	
	
	
	
	

	Prepares Meals/Snacks
	
	
	
	
	

	Serves Meals
	
	
	
	
	

	Takes Meal Counts
	
	
	
	
	



2. Annual CACFP Training
Does the local agency understand that all key staff must be trained in their CACFP duties prior to beginning those duties and at least annually after that?

 Yes		 No, please send me more information

3. Civil Rights Training
Does the local agency understand that all staff who have contact with participants must be trained in the area of their civil rights requirements prior to beginning those duties and at least annually after that?

	 Yes		 No, please send me more information


E. RECORDS / RECORD KEEPING
The local agency must have a system that demonstrates compliance with Program requirements that demonstrated that the institution is capable and accountable for maintaining the required records. Records must be kept on file for three years beyond the year to which they pertain.

2. Record Collection/Files
Describe the agency’s procedures for collecting and maintaining the following records. Make sure that you indicate that free and reduced price meal applications are collected annually.
	
	Records
	Who collects them once they are complete?
	When are they collected?
	Where are they maintained on file?

	Free & Reduced Price Meal Applications
	
	
	

	Enrollment Forms
	
	
	

	Meal Count Records
	
	
	

	Time In/Out Records
	
	
	

	Menus
	
	
	

	Menu Substitutions
	
	
	

	Accounting Records
	----N/A----
	
	



1. Record Review
On a separate sheet of paper, describe what information the agency requires the family and/or staff to include on each of the records listed above (except the CACFP Applications and Amendments) before the agency considers the forms to be complete/approved.  It is important that the agency reviews each of the record forms to make sure they are complete before they are filed, approved, and/or used to complete the claim for reimbursement. It is not enough to simply collect the forms without reviewing them for completion and/or accuracy. Agency officials need to review the forms to make sure they are in compliance with Program requirements. A prototype summary is available upon request from the state agency. Use of the prototype form will ensure that all of the required information in included in the description.

F. ATTACHMENTS
The agency must submit all applicable attachments for approval.

· [bookmark: _GoBack]A copy of the basic CACFP information that is shared with families at the time of enrollment. A prototype is available upon request from the state office.

· Attach a copy of the institution’s bylaws – not required if agency is a for-profit organization

· If site is not a licensed child care center, submit a copy of alternate licensing for the site or if no license is issued, this includes a copy of the alternate licensing form and the current health / fire safety inspection – ONLY required for alternately licensed facilities (emergency shelters, adult day care facilities, recreational drop-in facilities, etc.)
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