
WELCOME!
Enjoy the music until we begin

If anyone is watching with you, you can type their 
name(s) in the chat OR create a sign-in sheet and 

keep it with your records 
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You must be REGISTERED in the Training Calendar 
AND attend the FULL Training in order to receive 

credit for this course.
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Responsibilities
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Starts on page S-7 of your manual
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Topics we will cover…
•Basic Responsibilities
•Financial Management & 
Program Integrity

•SO Policies & Procedures
•SO Staffing
•Financial Recordkeeping
•Adding & Removing Sites 
•Additional Recordkeeping

Sponsor Training FY2024

•Application & Agreement

•Training 

•Pre-approvals

•Monitoring

•Report of facilities and Claim 
documentation

•SD and Appeal Procedures

Other topics you’d like to discuss???
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Basic Responsibilities of SO
1. Maintain itemized receipts, invoices, and payroll costs, these 

records must be available at all times.

2. When not using SDE forms, ensure all required information is 
included on the form and obtain SDE approval prior to use.

3. Maintain all records pertaining to the program for 3 years 
following end of physical year or until a pending review or 
audit is resolved.

4. Conduct preapproval visits prior to participation. Children 
must be enrolled when preapproval visit is conducted. 

Sponsor Training FY2024
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Basic Responsibilities continued…
5.  Provide training to key staff prior to participation

6. At-Risk only, utilize most current data available in making 
when determining site eligibility

7. Monitor all sites as approved on the application, SO must 
adequately schedule and track monitoring visits.

8. Ensure all sites are operating in compliance with 
regulations

9. Have policies and procedures in place to ensure sites are 
aware of the program requirements

Sponsor Training FY2024



Program Integrity 
& Financial 
Management
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Program Integrity – Administrative Reviews 
•All reviews are unannounced- this includes site reviews conducted 
during an AR by OSDE

•Constantly remind site representatives that the State Agency can 
conduct a review at any time.  Their actions can lead to 
noncompliance findings or even serious deficiency determinations

•SOs are responsible for ensuring their sites are in compliance with 
regulations at all times

•All records must be maintained at the address listed on the 
application and available at all times
• If not, they must be produced within one hour of arrival

Sponsor Training FY2024
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(This list is not all-inclusive)

•No Records 

•Family-Size & Income Application Errors

•Claiming more children than in attendance 

•Meal Counts not properly maintained/incorrect numbers

•Records/Documentation does not support the claim

•Inadequate monitoring 

•Lack of proper edit checks

Administrative Errors That Can Cause an Overclaim

Sponsor Training FY2024
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State Auditor Documents

If you are up for review, we will need copies of ALL
paperwork, receipts, documents, etc. for the month
of the CACFP review including documents from the
day of the meal observation – enrollment forms,
attendance, etc.

YES! A COPY OF EVERYTHING

Sponsor Training FY2024
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Program Integrity – Claim Validations

• Data is pulled and analyzed three times a year

• Selected institutions will be given 3 business days to 
submit documentation to OSDE.

• Examples of high-risk indicators:
• Claiming meals every day of the month
• Claiming all meal types
• Claiming split shifts
• Block claiming
• Claiming uncommon meal types
• Multiple claim revisions

Sponsor Training FY2024
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FEDERAL FISCAL YEAR

OCTOBER 1 – SEPTEMBER 30

YOUR BUDGET & PROFIT/LOSS 
(FINANCIAL VIABILITY) 

INFORMATION

IS BASED ON YOUR FISCAL YEAR

Sponsor Training FY2024
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All Institutions Must Be VCA
Per 7CFR 226.6(b)(1)(xviii)

►Financially Viable
•Financial management
•Adequate financial resources to operate on a daily 
basis, pay bills during interruptions

►Administratively Capable
•Administrative capability
•Staffing is adequate
•Ability to manage operation compliance
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All Institutions Must Be VCA continued…

►Accountable
•Program Accountability
• Institution Oversight

Costs are for program authorized expenses
Operations - Training and monitoring
Record-keeping

VCA will continually be monitored as long as you are 
participating in CACFP

Sponsor Training FY2024
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Financial Viability & VCA

•Definition: When the Institution as a whole (not just 
CACFP) is in the black and not the red. The entity DOES 
NOT need Child Nutrition funds in order to operate 

•Facilities/Sponsors that were SD in the previous fiscal 
year will be required to fill out a VCA document before 
their online application can be approved

Sponsor Training FY2024
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Nonprofit Food Service Account
The Institution must spend MORE on the CACFP program than 
the entity is being reimbursed. You cannot MAKE MONEY on this 
program. You must be in a NONPROFIT STATUS with CACFP 
funds

•For example, if CACFP administrative funds is around 
$10,000 monthly, the Institution should be spending at 
least $10,000 a month, preferably more
•However, it is allowable to have a small amount of funds 
carried forward also referred to as a 3-month operating 
balance

Sponsor Training FY2024
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Financial Documentation: On going
(This list is not all-inclusive):

•Year-to-Date Report, Profit/Loss, etc.

•Monthly Revenue/Expenditure Report

•Report from Quickbooks or any other accounting software used

•Documentation from your Accountant

•Supporting documentation to support expenditures (i.e., invoices, 
receipts, etc.)

•Site payment documentation, if applicable

OSDE provides adequate paperwork for you to utilize, however if 
you create/use something different, it must still include the 

required elements
Sponsor Training FY2024
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Financial Documentation: During a review
•Documentation listed on previous slide for review month

•Bank and/or credit cards statements of all accounts used to make 
any purchases for the CACFP program

•All CACFP labor payments and receipts are validated by these 
statements

•This includes ALL bank and/or credit card statements of accounts 
where CACFP funds are deposited or are transferred to 

•Financial statements cannot be altered, blacked out, whited out, 
and we must have ALL pages of the statements

Sponsor Training FY2024
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Financial Documentation: End of the Year
•An End of the Year Report will be used to validate the Facility 
has a Nonprofit Food Service Account for CACFP

•The report needed is based on the facility’s fiscal year OR the 
federal fiscal year (Oct-Sept)

•This ensures Oklahoma is in-compliance with USDA regulations 
of checking VCA for all institutions on the program

• NEW final rule implementation by August 2024- annually, 
the State agency must review at least one month bank account 
activity to verify that the financial transactions meet program 
requirements

Sponsor Training FY2024
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Financial Documentation: End of the Year Report 
(cont)

•This report needs to reflect a full year (12 months)

•If you do not have a report from your accountant, 
Quickbooks, etc., the Sponsor End of the Year 
Report Worksheet may be used

•This form is filled out based on 12 months of your 
expenditure worksheets

The institution’s renewal application will NOT be 
approved until this report is received

Sponsor Training FY2024



Additional SO 
Financial Record
Keeping and Budget 
Requirements

Starts on page S-23 of your manual

21 Sponsor Training FY2024
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Expenditure/Reimbursement Worksheet- by site

Sponsor Training FY2024 S-27
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Expenditure/Reimbursement Worksheet cont.
•An Expenditure/Reimbursement Worksheet must be completed 
monthly for EACH site!

•This is a summary of all allowable CACFP expenditures for the 
month

•All receipts or invoices are to be available to validate items listed
‒Food Purchases

‒Nonfood/CACFP Related Purchases
‒Labor
‒Miscellaneous

ONLY items or services solely used for CACFP purposes can be 
charged off to the program, shared expenses must be pro-rate

Sponsor Training FY2024
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Allowable Food Cost-
If a food item is not reimbursable on its own, but it is an 
ingredient in a reimbursable meal it is an ALLOWABLE
expense

•Examples: pepperoni, Velveeta cheese for macaroni & 
cheese, noncreditable deli meat for sandwiches, 
condiments, etc.

•These items can be put in the Food & Milk column on 
the Food Purchasing form and/or the Expenditure 
WorksheetSponsor Training FY2024

Expenditure/Reimbursement Worksheet cont.
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Expenditure/Reimbursement Worksheet cont.
Administrative & Operating Labor by site-
• It MUST be approved in the center’s budget in and approved by 
OSDE

•A center cannot charge off more than approved in the budget 
• The center cannot charge off more than the employee is being paid 
(verified with paystubs)

•Labor paid with cash, Venmo, or Cashapp, etc. is not allowable. We 
must see taxes were paid

•Labor reported must be W-2. If it is 1099, OSDE must have a copy 
of the contract with the employee and proper procurement 
procedures must be followed in order to charge off to

•CACFPADMINISTRATIVE LABOR cannot be more than 15% of 
total reimbursement

S-28Sponsor Training FY2024
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Sponsor Administrative Expenditure Worksheet

Sponsor Training FY2024 S-30
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Administrative Labor and Expenses
•This should be done monthly, and this is not done by site, 
therefore there should be one SO expenditure worksheet 
completed per month

•All the same requirements for charging off labor by site applies to 
SO administrative labor

•AGAIN, ADMINISTRATIVE LABOR cannot be more than 15% 
of total reimbursement, this is looked at “as a whole”

•Although many times, SO may have very little administrative 
cost, they still must be approved in the budget

S-28Sponsor Training FY2024

Sponsor Administrative Expenditure Worksheet cont.
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•This should be done monthly and is a summary of all SO 
and site expenditures and reimbursement

•Simply take the grand totals from each site 
expenditure/reimbursement worksheet and SO 
administrative worksheet and enter on this page

•Ensures that you are tracking expenditures and 
reimbursement to ensure SO is in a nonprofit status

• These may be asked for to support your End of Year 
Report, which we will discuss next

S-31Sponsor Training FY2024

Sponsor and Site Monthly Profit & Loss
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•This is required annually
•You should report YOUR SO fiscal year, not ours
•It is proof to show that over the course of the fiscal year that 
your SO did not make a profit from the CACFP

•Application renewals will not be approved if not submitted 
•A positive balance does not mean a profit

•Operating balances that exceed the 3-month average of 
expenditures is considered a “profit”

• If an SO has been determined to have made a profit, a 
spend-down plan will be implemented

•Failure to adequate utilize program funds may result in a 
serious deficiency and demand of repayment 

S-31Sponsor Training FY2024

Sponsor End of Year Report
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Now let’s take a look 
at the CACFP 
budget and SO 
application
The next few slides are not in your manual, however, 
come from the CACFP application  
Note: if you are a public school district, you are not required to do a 
budget
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•Update as changes occur

•Application training monthly, many coming soon!

•Renewal applications: The month the application is originally 
submitted is the month claims can be paid. We cannot backdate
•Example: If you submit your application in Nov 2023, we can pay 
you from November forward

•New Sites: Remember the pre-approval visit cannot be completed 
if no children are enrolled.  The status change form must be 
submitted to OSDE within 10 days of the pre-approval visit.

Applications and Agreements

Sponsor Training FY2024
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Approving the Budget

•All expenses approved by CNP will be listed in the last 
column

•Documentation may be required to approve certain 
expenses

•Travel, Equipment, Advertising, Training, etc.

•Even if labor is NOT being charged off to CACFP, it 
still must be listed in the Institution section of the budget

Sponsor Training FY2024
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Adding and 
Removing Sites

Starts on Page S-9

51 Sponsor Training FY2024
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Documentation needed

•Management Plan & VCA- these must be updated as needed to 
ensure the SO is viable, capable, and accountable enough to 
take responsibility of an additional site!

•Pre-Approval Visit must be conducted 

•Checking the National Disqualified List (NDL) website 
documentation

•License or information on DHS exemption(s)

•Required documentation for At-Risk Sponsors
- Area map, low-income report data, etc.

•Copy of Agreement to Furnish Food, if applicable

Sponsor Training FY2024
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Adding Sites
Before a Sponsor can claim meals for any new site(s), the following 
steps must be taken:

• Participants are enrolled and meals are being served to them
• At-Risk only, adequate enrichment/education program in service
• Pre-approval visit has been completed
• Site representatives have been adequately trained
• NDL searches have been conducted on all site representatives
• Documentation has been submitted to OSDE for site to be added to application
• Application for Participation has been completed by SO
• Approval visit has been conducted by the Regional Specialist

Checklists and instructions can be found in the manual and resource library:
• Adding At-Risk sites on page S-10
• Adding CACFP sites on page S-11

Sponsor Training FY2024
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DHS Licensing Requirements

A license is required if you care for children for more than 15 hours a 
week or are otherwise exempt from that law. 

• If the site is not licensed, we must have adequate documentation to  
show you are exempt 

• Fill out the DHS Licensing Exemption form in the Resource Library

• Licensing exemptions start on page S-16
-Email the form to Kassi Reddell at Kassandra.Reddell@sde.ok.gov
-Email Kassi with any other questions or assistance concerning this

•Schools are exempt from filling out the form

Sponsor Training FY2024
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National Disqualified List (NDL)

• A search on a site representatives must be done 
before any new site can be added

• This process also needs to be conducted, annually, for 
all site representatives

• Instructions to register to have access to the NDL is on 
page S-15

• Disqualified individuals cannot be involved with 
CACFP administrative responsibilities 

Sponsor Training FY2024
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Unaffiliated Site Agreement

• It is required if you are using a site not affiliated with your   
entity

- Affiliated sites are part of that business or organizations legal 
entity

- For-profit institutions can have only for-profit sites
- Non-profit and public institutions can have affiliated and/or 

unaffiliated sites

• Agreement is found on page S-20 or the Resource Library

• NEW final rule implementation by September 2023-
unaffiliated sites must enter into a written and 
permanent agreement with the SO, more to come on this

Sponsor Training FY2024
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Site Status Change Form- NEW

• Must be fully completed 

• Supporting documentation is required

• Form must be submitted to OSDE within 
10 calendar days of pre-approval visit

• Do not add a site until they are already 
serving meals

• First visit must be conducted within 4 
weeks (28 operating days) of the first 
operating date

• Use checklist to ensure you are following 
proper procedures!

Sponsor Training FY2024
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Site Status Change Form cont.
•The following documentation must be submitted with the Site 
Status Change Form, failure to include may result in loss of 
reimbursement for this site!

• Preapproval Visit Form
• NDL search information
• DHS permit/license, if applicable
• At-Risk eligibility documentation, if applicable
• Contract/Agreement to Furnish Food, if applicable

Do not wait until Tuesday morning when you are trying to 
claim and expect it to be approved for that month!

Note: this form is for any change OTHER than a meal time change

Sponsor Training FY2024
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Approval/Effective Date
• The date you give and an effective date on the pre-approval visit may not 

be the same date given by the Regional Specialist, for a number of 
different reasons

• Meals cannot be claimed prior to the date given by the Regional 
Specialist

- There are rare instances when this may be allowed 

• The first monitoring review must be completed within 4 weeks (28 days) 
of the approval date

- The date you should begin counting from is the effective date given by the 
Regional Specialist at the time of the approval visit

Approval date = effective date = agreement date = first day of claim = 
day 1 of 28 days!

Sponsor Training FY2024
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Site Maintenance

•Reminder that you do not have access to make changes, but 
responsible for making sure it’s correct!

•Site number must be 4 digits
•Updates should be made as needed

•Business names
•License number
•Address
•License capacity
•Site Representative name
•Date of birth

Use the Site Status Change Form to make these updates!
Sponsor Training FY2024



Other Required 
Records and 
Additional 
Information
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Building for the Future

•All institutions except Adult Day Cares must complete the 
section titled Contact Information and then reproduce the 
Building for the Future Fact Sheet

•All sites must distribute this fact sheet to all parents of 
participating children annually

•Sponsoring Organizations will upload to OSDE

Sponsor Training FY2024
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WIC Brochure

Providers are required to provide WIC 

information to the parents of children enrolled

A WIC Brochure must be posted so that 

parents can see the information

64 FDCH Annual Training FY 2024



Civil Rights

•Poster must be displayed in SO 
office, not required in homes

•Remember- Civil Rights Training is 
required every year!

•Make sure you have the newest 
version of the poster

•Newest version will be mailed out 
once we receive them

FDCH Annual Training FY 202465
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Meal Time Change Form

Any time a change is made to a
meal time, license capacity, or
hours of operation, a Meal Time
Change form must be submitted
to OSDE before the change will
be approved.
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Inventory Information

•Inventory is PER SITE unless the institution uses a 
central kitchen

•If moving food from one site to another, it is highly 
recommended to do a transfer of food form to indicate 
what food and how much was moved from one site to 
another

•Schools can use the inventory system already in place at 
the district

•Inventory is not required for FDCH Sponsors

Sponsor Training FY2024
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Contracting for Food Service
•An agreement or contract between a facility and food service provider 
is required and a copy must be submitted to OSDE each year

•All institutions MUST use the OSDE agreement found in 
the Resource Library
•Agreement to Furnish Food (with schools)
•Agreement to Furnish Food (with entity other than a school)

•Contracts under $250,000

•CACFP RFP (FSMC) 
•Contracts over $250,000
•Formal procurement process must be used

Sponsor Training FY2024
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Contracting for Food Service

Contracting with a Public School:
• Schools must charge a minimum:

• Breakfast—Free Reimbursement Rate
• Lunch/Supper—Free Reimbursement Rate + Value of Commodities 
• Snack—Free Reimbursement Rate

Contracts with schools are good from July 1 – June 30th. A 
new contract needs to be obtained when the rates 
become available

Sponsor Training FY2024



SO Staffing and 
Monitoring

70

Who do you need to operate your program 
efficiently, starting on page S-49 of your manual

Sponsor Training FY2024
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Determining Staffing Needs

Recommended CACFP Staff Positions

• Executive Director 

• Coordinator

• Monitor

• Secretary/Receptionist 

• Financial Officer/Accountant

Sponsor Training FY2024
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Determining Staffing Needs cont.
There should be adequate staffing to perform the following duties:

• Recruit underserved sites, when applicable  

• Conduct all pre-approval and monitoring visits

• Provide on-site technical assistance

• Review all claim documentation/perform edit checks

• Consolidate and submit claim to SA

• Prepare and disburse payments

• Maintain adequate financial documentation

• Conduct training to key staff and site representative 

• Maintain adequate program records

• Maintain daily office hours

Sponsor Training FY2024
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Determining Staffing Needs cont.
The caseload of a monitor will depend on many things, including:

• Total duties assigned to monitor
• Complexity of reviews required

• Geographic area covered (rural vs metro)

Things to remember about monitoring:
• Average caseload should be about 68, but no more than 75 metro or 60 
rural

• Metro (urban) counties listed on page 42 are incorrect (add Cotton, 
remove Le Flore)

• If someone is listed as a monitor, then they MUST be conducting reviews
• Be mindful that you are monitoring a variety of different scenarios (i.e., late 
nights, weekends, shifts, etc.)

Sponsor Training FY2024
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Canadian
Cleveland
Cotton
Comanche
Creek
Garfield
Grady
McClain
Lincoln

Logan 
Oklahoma
Okmulgee
Osage
Pawnee
Rogers
Sequoyah
Tulsa
Wagoner

Urban Counties

https://www.fns.usda.gov/sfsp/rural-designation
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Preapproval Visits
•Preapproval visits must be conducted on new sites prior to the 
home’s participation in the CACFP
• Children must be enrolled and already receiving meals

•Preapproval visit form (along with the other required documentation) 
must be submitted to the SA within TEN days of the preapproval visit

•Effective date cannot be backdated
• In very rare instances can the date be set to the 1st day of the month in 
which the approval visit was conducted was conducted by the Regional 
Specialist.  In these cases, paperwork must have been maintained to 
support a claim 

• Effective date = agreement date = date they begin claiming = day 1 
of the 28 days!

Sponsor Training FY2024
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Monitoring
•On-Site Monitor Review

1 announced and 2 unannounced OR review averaging

•Staffing ratio must be up to date at all times

•Only personnel who conduct reviews may be counted toward FTE for 
monitoring

•Monitors must also be listed in your budget

•Review forms must contain ALL elements

•5-day reconciliation-NOT OPTIONAL!

•Document, document, document- every review can’t be perfect!

•Monitoring Schedule– must not just record completed reviews but 
show scheduled future reviews as well

• spreadsheet, index card, some method
Sponsor Training FY2024
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Timing of Reviews
The timing of unannounced reviews must be varied, and they may not
follow a consistent, predictable pattern. For example, unannounced
reviews for a particular home would not be varied and unpredictable if
the provider knows that the monitor always comes during the third
week of January, the third week of May, and the third week of
September, or never comes during the first week of the month because
the sponsor staff are busy processing claims. You are less likely to
uncover problems and issues if providers can guess when their
unannounced reviews are likely to occur [CACFP 16- 2011, Varied
Timing of Unannounced Reviews in the Child and Adult Care Food
Program, April 7, 2011].

Sponsor Training FY2024



78

Weekends, Late Evenings, & Holidays

• If a site serves meals on weekends, evening snacks, suppers, 
and/or holidays, the sponsor is required to monitor meals during 
those meal-times.

• Sponsors that have limitations to the extent to which they can meet
Program oversight requirements should not accept facilities that
exceed their management capabilities [CACFP 04-2006, Sponsor
Monitoring of Facilities in the Child and Adult Care Food Program
(CACFP), May, 23, 2006].

Sponsor Training FY2024
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Household Contact System

•Send form to every household enrolled at the site

•Sponsor enters the SO information, site name and number 
and a phone number

•Household completes the rest and sends back to the SO in 
the envelope provided by the SO

•Two negative responses require further action
• Declare the site and site representative Seriously Deficient

Sponsor Training FY2024



SO Policies, 
Procedures and 
other Requirements
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Starts on page S-75 of your manual

Sponsor Training FY2024
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Sponsoring Organization Policies

•Develop policies to support SO procedures

•Develop policies to support site procedures

•SO staff and site representatives must receive a copy annually

•Must include required policies and procedures (per USDA and SA)

•Must be approved prior to implementation

•Should be updated annually

•Cannot be changed without SA or provider knowledge

YOU MUST FOLLOW YOUR OWN POLICIES!

Sponsor Training FY2024
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Sponsoring Organization Policies

Required Topics

•Hiring Procedures

•Types of Positions/Job Descriptions

•Office Schedule/Pay Periods/Holidays/Hours of Operations/Absence

•Compensation Policy 

•Termination Policy

•Restricting Outside Employment Policy

•SO Key Staff Training

Sponsor Training FY2024
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Site Policies

1. Monitoring Reviews
2. Meal Disallowances
3. Recordkeeping
4. Meal Service Times
5. Mealtime Change
6. Cycle Menus
7. Submission of Records
8. Site Edit Checks

9.    Annual Site Training
10.  Household Contacts
11. Serious Deficiency Procedures
12. Proposed Term/Disq Procedures
13. Suspension/Termination
14. Appeal Procedures
15. Civil Rights Complaints

Sponsor Training FY2024
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Monitoring Reviews

•Your policy for monitoring reviews must reflect the review method 
you have selected on your application!

•You must notify sites of what your monitoring requirements are

• The policy needs to explain your expectations for times when the 
site is closed/unavailable and what the consequences are for not 
complying

•The policy should also explain that if monitoring requirements cannot 
be met as a result of the site representative not being available (or 
other reasons), they may be declared seriously deficient.  (It’s either 
the SO or the site/site representative that will be SD!)

Sponsor Training FY2024
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Meal Disallowances

•Site representative need to understand why meals will be 
disallowed

•Be detailed

•Be consistent

•The policy should explain when they will be notified of such 
disallowances

Sponsor Training FY2024
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Recordkeeping

•SO must have a written policy to inform site representatives 
of how paperwork should be maintained

•Records must be readily available at all times

•Explain, in detail, the consequences of not complying 
with this policy

Sponsor Training FY2024
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Meal Service Times
•Policy must include our requirement- three hours shall 
elapse between the beginning of one main meal service and 
the next main meal service. At least two hours shall elapse 
between the beginning of a main meal and a snack

•SO may enforce more restrictive policies, with SA approval

•Explain, in detail, the consequences of not complying 
with this policy

Sponsor Training FY2024
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Meal Time Change

•Site representatives need to be aware of when they should 
inform you of any meal-time change

•Policy must explain the process for submitting these 
changes

•You may even explain the time constraints you have to 
ensure the change has been submitted to the SA in a timely 
manner

•Explain, in detail, the consequences of not complying 
with this policy

Sponsor Training FY2024
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Cycle Menus
•Regardless of whether or not your SO requires cycle menus, 
you need a policy to detail your expectations of how meal 
patterns will be met

•If required, the policy should give a specific number of days 
the cycle menu should be 

•If meals are provided by the SO and the site is not 
responsible for meal planning, make a policy that explains 
how the meals will be provided, delivered, etc

•Explain, in detail, the consequences of not complying 
with this policy
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Submission of Records

•SO should state, in writing, when paperwork must be 
submitted

•The policy must also explain how requests for revisions to 
claims should be submitted (and give a specific deadline)

•Explain what could happen if paperwork is not submitted 
timely

•Explain, in detail, the consequences of not complying 
with this policy
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Site Edit Checks

•Site representatives must be advised that claim/paperwork 
(and all other documentation) will be reviewed and edited as 
needed

•The policy must explain what happens if meals are 
disallowed 

•The policy must also include how you will notify the site of 
any meal disallowances

•Explain, in detail, the consequences of not complying 
with this policy

Sponsor Training FY2024
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Annual Site Training

•Site representatives must be aware of the annual training 
requirement

•Explain what they should expect
•When will trainings be offered
•Where will trainings be offered
•What methods of training methods will be offered

•The Policy must list the required training topics

•Explain, in detail, the consequences of not complying 
with this policy
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Household Contacts
•Site representatives should be made aware that SO have the 
right to contact parents/guardians, at any time, to verify child 
enrollment information

•The policy should explain your process for initiating household 
contacts

•The policy should explain why household contact could be 
implemented

•Explain, in detail, the consequences of having negative 
responses from household contacts
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Civil Rights Complaint

•Must explain when/why a civil rights complaint can be made
•Must explain how a civil rights complaint can be made
•Must state where the complaint form can be found and how 
to obtain

•A good idea to explain the difference between a civil rights 
complaint and a program complaint
•Program complaints can be made directly to the SA
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Reimbursement/Payments---recommended if applicable

•Site representatives must be aware of how they will receive 
payments

•This policy should give detail on how and when payments can be 
made
• Day of the month
• Method of payment

•This policy should also explain steps a site must make if a 
payment is missing

•Explain, in detail, the consequences of not complying with 
this policy

Sponsor Training FY2024



96 Sponsor Training FY2024

The following policies are 
only required for SO with 

unaffiliated sites/centers, 
however, any SO can 

implement them.
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Serious Deficiency Procedures
•SO must have procedures for initiating serious deficiencies when 
necessary

•Must list the areas of noncompliance that require a serious deficiency 
to be declared

• SO can add to the list provided by USDA and SA but cannot take away
• Can state that it is not an all-include list

•Must explain what happens if SD is not fully and permanently corrected 
•Could also include steps about how the SD must be corrected with a 
CAP

•Can state that more detailed procedures will be made available at the 
time of SD or upon request
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Proposed Suspension

•Must explain when a site and/or site representative will be proposed 
for termination and disqualification from the CACFP

•Must state that appeal rights will be given at the time of the notice

Sponsor Training FY2024

Appeal Procedures

Proposed Termination/Disqualification

•Final rule and guidance is still coming from USDA, but make the sites 
aware that they can be suspended (and payments/meals will no 
longer be provided)

•Final rule and guidance is still coming from USDA, but make the sites 
aware that they can proposed for termination and disqualification if 
the SD is not fully and permanently corrected



Serious Deficient 
(SD) Procedures
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Only required for SO of unaffiliated sites!
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Steps in SD Process
1. Identify the serious deficiencies
2. Issue a notice of serious deficiency- explain requirements of the 

Corrective Action Plan (CAP)
3. Receive and assess the written CAP
4. If CAP is acceptable, issue a notice of temporary deferral of the SD
5. If CAP is denied (or not received), issue a notice of proposed 

termination and disqualification, including appeal procedures
6. Provide an appeal review/hearing, if requested, of the proposed 

termination and disqualification
7. Issue a notice of final termination and disqualification days (OR if the 

terminations and disqualification is overturned as a result of an appeal, 
issue a notice of temporary deferral of the SD)
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SD’s do not “go away”…
• Notice that when an acceptable CAP that fully and permanently 
corrects the areas of SD, the SD is not rescinded, however, the 
determination is simply “deferred”

•As long as a site/site representative is participating in the CACFP 
under your SO, the SD remains

• If in the future, the same areas SD are found to no longer be fully and 
permanently corrected, the SO must propose the site and/or the site 
representative for termination and disqualification from the CACFP
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Seriously Deficient (SD) Procedures
• CACFP regulations define seriously deficient as the status of an 
institution or a day care home that has been determined to be non-
compliant in ONE or MORE aspects in its operation of the Programs

• So what are you expected to do when you determine a site or site 
representative should be declared seriously deficient?

• Contact the State agency and request assistance with the process
• Notice letters must contain very specific language and the timing of the process 

must be followed as regulations state

• The State agency will work closely with you to compose and issue any SD 
correspondence

The most important point for you to take from this is to know that you must 
advise your sites why they could be potentially declared seriously deficient, and 

we will help you with the rest!
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Disqualification from Participation

•In the event a site or site representative becomes 
terminated, they must be placed on the NDL by OSDE

•The information must be reported to SDE using the form 
provided in your manual

•Providers remain on NDL for 7 years or longer if a debt is 
owed

•However, regulation allows requests for early removal
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QUESTIONS?

**If your username is a phone number on 
this call, please put your name in chat to 

receive credit.
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You will not be sent a CERTIFICATE. Your training 
attendance will appear in the Business Maintenance 
page ONLY if you register in the Training Calendar

(Give us up to a week to get it posted)


