
Child and Adult Food Care 
Program (CACFP) 

2018 



Participation Requirements 
• Must be organized primarily to provide care to 

children after school 
• Provide children with regular enrichment activities 
•  Tutoring/Homework help 

• Sports & Games 

• Arts & Crafts 

• Be located in a geographic area in which 50% or more 
of the children are eligible for free or reduced price 
meals.  
 



Meal Requirements 

Lunch/Supper 

• Serve 1 Meal Bag per child. 

 

• Serve one 8 oz carton of 
Fat-Free Chocolate Milk or 
1% white milk per child (NO 
whole, no 2% etc.) 

 

Snacks 

• Serve one 6 oz portion of 
fruit (can be juice) 

 

• 100% Strength Vegetable or  
Fruit Juice 

 

• Serve one portion of grain  

 (pre-packaged bag)  
All 5 year old's MUST 
be served white milk 

No Exceptions! 



New Meal Pattern 

Update: Must serve at least ½ cup of 
vegetable. Must serve at least ¼ cup fruit. 



Steps for Meal Preparation 

• Check the meal or snack listed on the 
calendar 

• Check your food storage to ensure you have 
enough of the indicated meal for service. If 
you do not have enough, please inform ETFB 
staff. 

• Never serve more than two different meals 
on any given day. 

• Prepare meals and milk before meal service.  



Tips for Meal Service 

• Meals must be served within your site's designated meal service time. Meals will 
not be eligible if they are served before or after. 

 

• Children can EAT past the meal service time, but they cannot  receive a meal. 

 

• Ensure children receive all components of the meal, even if they do not want 
parts of it.  

 

• Any unwanted food items can be placed on the "No Thank You" table, which 
allows other children that have ALREADY RECEIVED A MEAL to obtain extra 
food. 

 

• Meals must be eaten on site. 

 

• Any COMPLETE meals/milks that were not served OR EATEN can be recycled 
for a later date's distribution. 



Menu  

• Meal menus need to be posted in clear view for parents of 
program participants. 

 
• Any Changes made to the menu needs to be clearly marked 

BEFORE meal service. 
 
• Menus will be posted on the ETFB resource 

page.http://easttexasfoodbank.org/KidsCafeResources 
 
 



Editing the Menu 
If your current 
calendar does 
not reflect the 
correct meal to 
be served that 
day, you may 

correct it as long 
as it is before 
meal service. 

Instead of writing 
all the 

components by 
hand, you may 

just reference the 
meal number as 
long as there is 
another day on 

the calendar that 
lists that meal in 
full. For snack, 
you must write 

the two 
components. 



Justice for All Poster 
• Justice for All posters 

must be clearly 
displayed to all children 
participating in meal 
service. Please do not 
hang them behind a door 
or on the back of a 
trifold stand. They must 
be visible to every child 
enrolled in the program 
and their parents.  



Paperwork  



Daily Attendance and Meal 
Count Form     

• Attendance shows 
which children were 
present 

• Meal Count is taken 
at point of service - 
when the children 
are receiving a meal 

• Please be sure to fill 
out ALL FIELDS. 

• Keep a copy of each 
week in your binder 

To be completed every day 





Tips for Completing Daily 
Attendance and Meal Count 

Records 
• Please use ONLY black or blue ink! No pencil, crayon, or markers 

• Please write legibly. No scribbles 

• Please total and write down the attendance and meal count under 
each column (weekly totals) 

• Please write in the proper column for the meals that were 
served that day. The same for the milk. Needed for inventory 
purposes. 

• Submit all weekly forms at the end of service for the week, no 
later than Monday by 12 noon of the following week.  

• Please be sure to fill out ALL FIELDS. 

• If a form is incomplete, it will be sent back to you for 
correction. 



Record of Recycled 
Food 

Any leftover food that 
can be reused must be 
properly documented. 

 

Please complete it daily 
after each meal 
service.  

 

Submit this form with 
monthly documentation. 

 

Keep a copy in your 
binder 

To Be Completed Everyday 
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Submitting paperwork to ETFB 

Paperwork may be submitted to ETFB  

by email or fax. 

Email address:  cacfpreports@gmail.com 

 

Fax number:  (903) 597-7659 

Weekly paperwork must be received (and 

correct) by ETFB no later than NOON on the 

Monday following the end of the previous 

week.  Would be best to send Friday!   

mailto:cacfpreports@gmail.com


If weekly paperwork is 
not received by Monday 
at noon, your site will be 

in jeopardy of not 
receiving food deliveries 

until all paperwork is 
received. 



Examples of 
Uncool Paperwork 



 



 





 











 Examples 
of Cool 

Paperwork 





Yassssssssssssss!!! 



Snack Site 





Time Distribution Report 
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Site binder/folder 

All of the following paperwork must 
be kept in your site’s 

binder/folder for at least 3 years: 

 
 Daily attendance & meal count forms 
 Copy of the menu 
 Recycled food form 
 Documentation of training 
 Time Distribution reports 
 Health Dept inspections 
 Food Handlers permits/certification 



  

 



Program Compliance 

Grounds for site suspension and/or termination include but are not 
limited to: 
• Weekly reports are not submitted in a timely and consistent 

manner. 
• Failure to comply with health department regulations, ETFB 

food storage requirements, or failure to correct food storage 
problems found during an ETFB visit within 30 days. 

• Serving meals or snacks outside of the designated time for meal 
service. 

• Indication or reports that the site sells, transfers or barters 
for money or services any items obtained from ETFB or that the 
site charges or is reimbursed for the items. 

• Indication or reports that the site denies service to children on 
the basis of race, color, age, religion, national origin, gender, 
sexual orientation, disability, or political affiliation. 



Compliance Procedure 

Identify and discuss noncompliance and establish a corrective action 
plan citing specific dates by which the problem(s) need(s) to be 
solved. 

Follow-up visit. 

If noncompliance has not been corrected, ETFB will determine what 
further action is needed.  This could include placing the site on 
hold, suspension or termination from the program. 

Appeals can be made in the form of written documentation to the 
Child Hunger Programs Manager. Tim Butler (903) 617-2031 

 



Voluntary Termination 

 Sites desiring to terminate 
participation in the program must 
submit written documentation to the 
East Texas Food Bank 30 days prior 
to the closure of the program. 



Resource Page 

Visit www.easttexasfoodbank.org 
 

Click “Programs” 
 

Click “Kids Café/Snack Programs” 
 

Resources are listed in the middle of the page. 

(includes updated menus, required documents, instruction sheets, etc) 

http://www.easttexasfoodbank.org/


Civil rights training must be 
completed by all staff 

members who are performing 
primary CACFP functions (food 
distribution, paperwork, etc) 



 
 
 

You conquered the CACFP 
world!  

Congratulations!!!! 


