POLICY AND PROCEDURES

<Insert Organization Name>
Child and Adult Care Food Program
	CACFP Training Policy & Procedures
 

	Program:

CACFP
	Revision Date:

<Insert Date>

	Regulation:
All new and renewing Sponsoring organizations must provide at a minimum, the following program assistance: 
“Training on Program duties and responsibilities to key staff from all sponsored facilities prior to the beginning of Program operations. At a minimum, such training must include instruction, appropriate to the level of staff experience and duties, on the Program’s meal patterns, meal counts, claims submission and review procedures, recordkeeping requirements, and reimbursement system. Attendance by key staff, as defined by the State agency, is mandatory; 
Additional mandatory training sessions for key staff from all sponsored child care and adult day care facilities not less frequently than annually. At a minimum, such training must include instruction, appropriate to the level of staff experience and duties, on the Program’s meal patterns, meal counts, claims submission and review procedures, recordkeeping requirements, and reimbursement system. Attendance by key staff, as defined by the State agency, is mandatory…” 7 CFR 226.16(d)(2-3)
Policy: 
All staff members with administrative or operational responsibilities related to the CACFP will be trained, at a minimum: prior to program operations, upon hire, and annually thereafter. Training topics will include civil rights and will be otherwise relevant to each staff member’s Program responsibilities. All training activities will be documented and documentation will be maintained on file for a minimum of three years plus the current year. 
Procedures: 
1. All key CACFP staff will be trained according to the CACFP Training Matrix included in this policy.  <Complete Training Matrix on next page>
2. New staff members will be trained upon hire, before being assigned program responsibility, based on their CACFP position as listed in the CACFP Training Matrix. 

3. Staff members of new facilities joining the Program will be trained prior to the facility opening, based on each staff member’s CACFP position as listed in the CACFP Training Matrix. <Delete if your organization only has one site>
4. All training efforts will be documented by <insert information on how training will be documented (i.e. training agendas, sign in sheets, etc.); if applicable, include templates>
5. Training documentation will be stored <insert information on where training documentation will be stored>.
6. Training efforts will be tracked to ensure that all staff have received the required training by <insert information on how training will be tracked; i.e. via spreadsheet, manual tracking, etc.>
7. Training activities will be reviewed <insert frequency; i.e. monthly, quarterly, etc.> to monitor compliance with the CACFP Training Policy & Procedures. 
8. <Insert title of staff member> will be responsible for monitoring all training activities to ensure that training is executed in accordance with the CACFP training matrix and additional CACFP Training Policies & Procedures.
9. All required training sessions will be mandatory and will be scheduled with <Enter # of days> days’ notice to employees. 
10. Employees who are unable to attend scheduled trainings for any reason must <enter process for disciplinary action, re-assigning of duties, and/or rescheduling of training>



	Key CACFP Staff
	Program Responsibility
	Required CACFP Training Topics
	Training Frequency
	Responsible Trainer
	Outside Resources Used

	Example: Classroom Teachers
	Serving & counting all CACFP meals
	· Civil Rights
· General meal pattern/portion size/component requirements
· Point of service meal counts
· Attendance separate from meal counts
· Milk requirements by age
	Annually at scheduled PD days in August
	Executive Director
	RIDE civil rights video: https://www.youtube.com/watch?v=56M_NA-MOUQ



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


CACFP Training Matrix
< Insert your organization’s logo or letterhead >








