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Family style meal service
In family style service, containers with food to accommodate
all children are placed on the table, and children, with adult
supervision and assistance, are expected to serve
themselves. Family style allows some flexibility in the size
of initial servings because food is actually available at the
table for additional helpings. However, service must comply
with the following guidelines:
 Enough prepared food must be placed on the table to provide minimum portions
of all required foods for all children, and to feed program adults supervising meal
service at the table.
 When the full required portion is not initially served, the provider or provider’s
helper must actively encourage the children to accept more during the course of
the meal.

Pre-plated meal service
If you choose to pre-plate the children’s food, be sure to serve at least the minimum
portion size according to the child’s age on the CACFP food chart.

Family Gathering (meal)
You may not claim meals for your daycare children if their parents (parent) are present
for that meal. A family gathering or party is not considered “daycare” and that meal
cannot be reimbursed. “Daycare” is when neither parent is present in the home and
you are caring for their child(ren) until their return. A holiday dinner or barbeque held at
your home for all of the family is not reimbursable.

Summer Food Programs
If you take your daycare children to a summer breakfast or lunch program, you are
ineligible to claim those meals.
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Daily records
Daily records are mandatory – NO EXCEPTIONS.
If you cannot get online you must keep the following documentation:
1.

Menu number or components served for EACH meal / snack

2.

EACH child in attendance (non-participation also)

3.

Meal that EACH child was served (B, A, L, P, D, E)

All enrolled children, including the providers own, are required to be signed in/out on a daily
basis and documented with:
1. Times in/out
2. Signature or initials of the parent/guardian or other authorized designated person who
picks up and drops off children.
3. Provider should review sign in / outs at the end of each day. Provider may sign child in /
out (times) and then initial; HOWEVER, the parent or guardian must review and sign a
minimum of once per week.

Point of Service Meal Counts
Point of Service is defined as the point in the meal service when the child has received (preplated) or has the opportunity to receive (family style) the complete reimbursable meal. POS is
required if 12 or more children are being served the meal.

Record Maintenance Requirement
As a participant of the CACFP you are required to keep records for three years, plus the
current year.
You are required to maintain on file documentation of each child’s enrollment and must
maintain daily records of the number of children in attendance and the number of meals, by
type, served to enrolled children.
You must have records in your home for the current month, as well as the previous twelve
months. These records must be available for immediate review. You may store the remaining
three years of records offsite; however, they must still be in your control and accessible with a
reasonable amount of time. Records can be kept in hard copy or electronic format, provided
that they are readily available to Alliance for Children reviewers, Utah State Board of Education
reviewers or USDA officials. Failure to maintain records will be grounds for the denial of
reimbursement.
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Sign In / Out Sheets
AFC is required to monitor and complete drop-in visits on any day / hours a provider
claims. Because we do not have personnel available to monitor major holidays, you
may not claim the following days.
New Year’s Day
Easter
Thanksgiving
Christmas Day
You are required to have sign in/out sheets signed by a parent when you claim
the following:
Saturdays
Sundays
Care provided outside of hours on the child enrollment form
Shift work (claiming more children than licensed for)
Martin Luther King Jr. Day
Presidents’ Day
Memorial Day
Independence Day (4th of July)
Labor Day
*Note: Holidays must be pre-approved on the FDCH application before claiming
for reimbursement.
If you need to submit a copy of your sign in / outs (see above reasons) please make
sure that you always keep a copy in your home. You may fax, email, scan, copy, or
use regular mail to submit copies to AFC office.
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Home Visits
A home visit is done within initial 28 days of program participation. Your monitor will
ensure at this time that you are on the right track and assist you to follow the program
guidelines.
After the initial visit, drop-in visits are done at least three times per year. The monitor
will review all required program records (including daily meal counts, menus, required
paperwork in your binder, and attendance records), children in care, sanitation and
safety of your home.
If you bring the documents to the monitor as soon as they arrive, they can begin their
paperwork while you attend to the children. Your monitor will do their best to not
disrupt the children. AFC monitors understand you are busy with the kids and are there
to answer any questions you may have, as well as monitor your participation on the
CACFP.
At least once a year a monitor will watch you prepare and serve a meal.
AFC staff wears identification. It is best to not allow someone inside your home without
proper identification.
The State Board of Education will review AFC periodically and will make visits to many
of our providers’ homes. Provider homes are chosen randomly and these visits are to
make sure all regulations are being followed.
If there are any findings of non-compliance to program rules at the home visit, you will
be asked how you plan to correct the problem. A written Corrective Action will be
completed at the visit.

Post in your home:
 Building for the Future Poster
 Current WIC Flyer
 Menus
 License / Certificate
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Alliance for Children Binder
We have provided a three ring binder – please keep all required documentation
organized and in this binder.
 Sponsor / provider agreement – copy
 Provider FDCH Application – copy (always keep the most current in your
binder) Once you have been on the program more than a year, you can put this
in a file to KEEP for a minimum of four years. (monitor will review meal times to
be sure times are still accurate)
 Home review copies – (monitor will review last three visits for any training
issues)
 Initial enrollment form for each child (monitor will check original enrollments for
each child) including most current annual re-enrollment.
 AFC Training Certificate(s)
 Quick Reference signed and dated by the helper, once provider has trained
helper. This needs to be done annually.
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Newsletter
AFC publishes a newsletter every month. It is sent with the
direct deposit notice monthly. Please read – information in
these newsletters is our way to get new rules and regulations
to you. You are responsible for the information in these
newsletters.

Change of Address: Please notify us if you plan
to move. Your license automatically expires the day
you move. You need to have a new license at your
NEW address before you can begin claiming on the
CACFP again.

Telephone
If you change your telephone number, notify the
office immediately. It is required that you have a
working phone. A cell phone is allowable, but
be careful – it must be available at all times with
the children. If it is taken out of the home by a
family member, you are without a telephone,
and you could be putting the children’s safety in
jeopardy with no way to contact emergency
care, if needed.

44

Reimbursement Process
Claims are due in our office by the 2nd working day of the
month.
Direct Deposits are deposited once AFC recieves the
funds from State of Utah. For example: January claim
will be reimbursed end of February beginning of
March.
Direct deposit information needs to be in the AFC office
no later than the 15th of the month to allow time to
process the information to deposit the following month
into your account.

Direct Deposit
There is a form for direct deposit in your binder pocket. Please complete the form and
include a “voided” check or deposit slip for either a checking or savings account.
When you receive your Direct Deposit Summary or your check in the mail, please pay
attention to the messages and enclosures. We are giving you information you need to
know and you are responsible for this information.
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Disallowed Meals
It is the policy of AFC, mandated by the USDA and USBE, to prohibit reimbursement of
meals if the program guidelines are not met.
Common Reasons for Disallowed Meals are:






















Meal component missing (i.e. milk missing at breakfast, lunch or supper).
Any change in meal components needs a special diet statement
Food (s) listed do not meet meal pattern requirements
Two different food groups not chosen for snack
More children than your license limit / capacity allows
Claiming children who are not enrolled on the food program, or claiming your
own children when no enrolled daycare children are present and being served for
a meal / snack
Child enrollment form indicates the child doesn’t normally attend meal / day of
the week
Provider is not approved for given meal serving / shift
School age child was claimed for am snack and / or lunch
Provider served meal outside of approved meal times; infants excluded (see
approved meal times on FDCH application or most recent FDCH application
change form)
Expired license / certificate / application
A child was served after the child’s enrollment expiration date was reached
Provider recorded children / meal in attendance and the children were not seen
by the Monitor at the home visit
Meals claimed offsite (away from “approved” home) without “pre-approval”
Meals recorded before meal service
Meals not recorded daily or at time of service when 12 or more children are in
care
Meals not served within approved meal times / days
More than two meals and a snack (or two snacks and a meal) claimed.
Not home for monitoring visit during approved meal times
1. First time: the meal will be disallowed.
2. Second time: the entire day will be disallowed.
3. Third time: the entire day will be disallowed and written corrective action
will be required. Potential serious deficiency.
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Serious Deficiency

Serious deficiency is a tool used to help
providers who are either having a difficult time
understanding, following and / or learning the
rules and regulations or simply refusing to follow
them. Additional training may be provided if the
serious deficiency is due to an incomplete
understanding of the rules and regulations and
further training could help the provider follow the
rules and regulations.
When a provider is determined to be seriously deficient in operating the food program,
a letter of explanation is sent. The letter outlines the steps the provider must take to
correct the serious deficiency. If the corrective action is not taken or if the correction is
insufficient, Alliance for Children will propose termination and disqualification from the
food program. This is required by federal regulation. Because 100% of meal
reimbursement is federally funded, we are required to oversee the program to minimize
misuse of federal money. This includes inability to operate the program correctly,
claiming children for meals when they are not present, and any other action that
violates federal, state, and sponsor requirements.
There are several ways a provider may be considered seriously deficient, these may
include:







Submission of false information on the application
Submission of false claims for reimbursement
Simultaneous participation under more than one sponsoring organization
Non-compliance with the Program meal pattern
Failure to keep required records
Conduct or conditions that threaten the health or safety of a child(ren) in care, or
the public safety (if imminent threat to health or safety the provider will be
suspended from the program immediately).
 A determination that the daycare home has been convicted of any activity that
occurred during the past seven years and that indicated a lack of business
integrity.
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 A lack of business integrity includes fraud, theft, forgery, bribery, falsification or
destruction of records, making false statements, receiving stolen property,
making false claims, obstruction of
justice, or any other activity indicating a lack of business integrity as defined by
the State agency, or the concealment of such conviction
 Failure to participate in training or any other circumstances related to nonperformance under the sponsoring organization daycare home agreement, as
specified by the sponsoring organization of the State agency.
If a provider is seriously deficient, unannounced follow-up visits may be done to show
that the provider has corrected the problem.
Alliance for Children wants you to be successful on the food program. We are here to
help you understand and follow the rules and regulations from USDA, USOE child
Nutrition Programs and Alliance for Children. If you have any questions or concerns,
please call the office (800) 773-4731 or (801) 313-1090.

Termination and Disqualification – If a provider is terminated and disqualified from
AFC or any other food program sponsor within the United States, the provider will not
be allowed to participate with any food program for seven years. (This is a drastic step
we hope we don’t have to use). Before the final determination, there is an appeal
process for those who feel they may have been wrongfully terminated.
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Kidkare.com Helpful Hints and Tricks
1. KidKare is a website. KidKare can be accessed on any electronic device that has
internet. Tablet, IPad, Mac, desktop etc.
2. There is a save button, be sure to save.
3. Future meals can only be entered in the calendar tab and then scheduled menus area.
4. Providers can change the language on KidKare.
5. All babies have their own individual menu where providers enter their meal components
specific to what they were served.
HOW TO:
6. If you click on My Kids in the upper left corner then all active, pending and withdrawn
children will appear. To change who appears in this list click on the orange settings
icon on the upper right side of the screen, then click who you want to show.
7. To add a child click on My Kids in the upper left corner, then click add child on the upper
left side. This will bring you to a page where the child’s information will be entered. All
starred * areas must be filled in. After completing all 3 pages, print out the enrollment
form and have the parent sign the form. Submit all new enrollment forms to AFC just
like before. The enrollment forms look the same as before.
8. To enter a child’s attendance click Check In/Out. The children enrolled and pending will
appear. Providers can either click on the child’s name to make them present or you can
click on the down arrow to enter in the child’s in time. The same technique can be used
to check a child out. If you want to apply all typical times for all the children click apply
enrollment times. The children’s in and out times will still be accessible to make
changes if needed.
TRAINING VIDEOS:
9. Providers can watch videos for free at www.helpkidkare.com. Listed on the right side of
the page are several videos you can choose to view. For example: Intro to Kidkare for
providers, Withdraw a Child, Record a Meal, Add and Edit Check In and Out Times, and
View Pending and Withdrawn Children and much, much more. There is a link to watch
a recorded webinar, a place to register for a live one and an area to contact Minute
Menu.
10. Alliance for Children has a “test” site you can go to and get familiar with KidKare before
Login: 214000001 Password: KidMenu1
you begin. Go to https://www.kidkare.com/
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