FACILITY MONITORING FORM GUIDE

ADDITIONAL QUESTIONS/COMMENTS

This Facility Monitoring Form Guide is a tool to assess your organization’s compliance with CACFP requirements at the facility level.  This tool also offers to an opportunity to assess internal procedures/policies of the Sponsor.
· Announced/Unannounced review: 3 reviews per year, not more than 6 months between reviews. A minimum of 2 out 3 reviews must be unannounced.  At least 1 unannounced review must include observation of a meal service.
· Corrective action from the last review: write down all details from prior review and the problems that needed to be addressed with deadlines. Also, include miscellaneous items needed at facility (i.e.: thermometer, hand washing poster, etc.)

· Has Corrective Action been maintained: notate issues that may need to be adjusted to permanently meet Corrective Action? Maybe, new procedure needs to be developed or existing procedure needs revisions.
· Designed to assess all classrooms within the facility.
Question
1. If license is temporary, what is the reason for this? If expired, did HCNP receive a copy of the new license? Is the facility capacity the same as the previous license?
2. You may want to carry additional posters as needed.
3. You may want to ask the site personnel if they know how a parent can file a complaint. What is the procedure(s)? Is the form readily available along with the binder/folder containing the log?
4. Review and verify Enrollment forms for all participants present on the day of the monitoring visit.  Be sure that they are current year.
5. Review Meal Benefit Forms (MBF) to validate eligibility of free and reduced-price participants.  Look at the October study roster or most recent study roster.

6. What is your procedure if staff do not serve the meal at the agreed upon time stated in the Site Information Sheet?  A significant difference in meal time was observed (i.e.: more than ½ hour earlier or after approved times). Was this the first time occurrence? Meal Delivery time changed? Was the corrective action noted? Looking at the past reviews of this facility, did this situation occur for any other types meals observed? If yes, it may be a food safety issue. Rule of thumb: Food delivered should be served within the hour after it has arrived at the site.
7. If there appears to be a hand washing problem:
a. Notate and give technical assistance. Also, you may want to see if it is a systemic problem amongst staff members and/or other sites. Training may be needed.  Hand washing posters?
8. Did the observed meal match the menu? Have other reviews notated meals not matching menus? If so, another unannounced visit should be completed to ensure that the facility is meeting the meal pattern for all meals claimed for reimbursement. If observed meal has a missing component, all of the meals should be disallowed.  Notations should be made in #25.
9. A good gauge to see if observed meal meets the meal pattern is do a “milk study” for breakfast and/ or lunch. Example: 4 children sitting at the table for lunch. After the provider serves all components, ask him/her if there are children with allergies. If no, calculate how much milk is required on the table. 4 children ages 3-5, 6 ounces each = 24 ounces minimum on table. If not, corrective action noted.
10.   Menus shall be posted at the facility.   If a Food Service Management Company vendor is being used, facility should check the menu prior to delivery of meals to cross check if meals delivered meet the minimum meal pattern.
The purpose of the daily menu production record is to assist in planning the number of meals, ordering the quantity of food items needed; documenting leftovers that could be used at another time, validating the portions planned for met the meal pattern.  A good way to troubleshoot if the meal observed looks “skimpy” or there is too much food being served.
11. Production Records

a. Each infant must have individual production records for all meals claimed.  Time, amounts offered and amounts consumed should be noted on the record.

b. Completed daily menu production worksheets should be on file for all meals claimed, including the day of review and the rest of the week.
12. Thermometer should be placed in back of freezer and refrigerator for best temperature reading.
13. Point of Service: meals are only reimbursable if the “counts” are taken immediately before, during, or immediately after meal service. Children must be seated. Counts not determined by attendance. 

Five Day – Meal Reconciliation
· If you are there at lunch service, check breakfast and yesterday’s meal counts to see if it was recorded. If not, disallowance may be needed.

· Perform the five-day reconciliation. Check the enrollment and attendance records to ensure that they are current and accurate. Make sure attendance does not exceed enrollment or licensing capacity for any day (or any shift, if shift care is provided). Next, using enrollment and attendance records and the meal counts for the selected five-day period: Count the number of children in attendance on each day at the time of each meal service. Check the claimed meal count for each meal service on the given days. Next, using the enrollment and attendance records and the meal count sheets for the five-day period: Compare the attendance to the claimed meal count for each meal service on each day. Determine the reason for any discrepancies, and correct as needed.
14. Self-explanatory.

15. When viewing the meals, check to see if the children seem “reluctant” to participate (it may be due to food items overly repeated or unpopular). Does the meal service seem to be “more of an exercise”? Notate any unusual observations.
16.-18.If there is an insect/rodent infestation; contact your administrator immediately or pest Control Company. Notate findings and corrective action should be completed ASAP. Notate any findings and give suggestions on storage alternatives.
19. Are substitutions notated on delivery receipt and still meet the meal pattern? Is the delivery time and signatures on the receipt? Are receipts left at facility? Are they easily accessible in case of an audit?
Check with the Food Service Management Company if they operate other preparation kitchens – note the kitchen servicing the facility.
20. If not in compliance, ask the facility personnel “What are you required to serve to meet the meal pattern requirements?” Notate corrective action if needed and meal disallowance(s). If meal vended, call vendor to correct problem(s).
21. Food and supply receipts will validate that the food and supply items planned for were actually available for program use.

22.-23. Check file of Facility to see what training the staff have not attended. The results may be connected to other issues as stated in the other questions. Results may be a corrective action to have immediate technical assistance to resolve the issues or denial of claiming of meals.

24. Self-explanatory.

These questions/concerns do not encompass all situations. There may be unique situations where a follow-up to the “questionable” facility may be warranted. Rule of thumb: Notate anything unusual or if you are not sure if a corrective action is needed.
If you are not sure of decision, tell facility director that you will get back to her/him and discuss with upper management to issue decision or check internal procedures. Let facility know of decision ASAP (it should be a part of your program’s procedures).
***All questions/comments should have an appropriate response
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