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Introduction
WHAT IS A QUICK GUIDE?

Quick Guides are an abbreviated resource developed by the Arizona
Department of Education (ADE) Health and Nutrition Services (HNS)
Division. This quick guide is intended to complement ADE's Provider
Recordkeeping & Review Preparations Checklist. 

INTENDED AUDIENCE

This resource is intended for Family Day Care Home (FDCH)
sponsoring organizations and day care home providers operating the
Child and Adult Care Food Program (CACFP).

PURPOSE OF THIS QUICK GUIDE

The purpose of this quick guide is to help operators of the CACFP
successfully self-assess their daycare home operations for
compliance, as well as aid sponsoring organizations in training
employees or daycare home providers that are new to the
organization.  
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Required Postings 
The ADE requires that all daycare home providers have a posted copy
of the Building for the Future with CACFP poster for public view.
Providers can find a copy of the poster by visiting
https://www.azed.gov/hns/cacfp/fdch/programformsfdch.  

Name of the
Sponsoring

Organization,
CACFP official,

address and phone
number.

https://www.azed.gov/hns/cacfp/fdch/programformsfdch


Required Postings 
The ADE requires that all daycare home providers have the current
Woman Infants and Children (WIC) flyer posted for public view. WIC
income guidelines are updated on an annual basis. Providers can find
a copy of the annually updated flyer by visiting
https://www.azed.gov/hns/cacfp/fdch/programformsfdch.
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https://www.azed.gov/hns/cacfp/fdch/programformsfdch


Enrollment 

Enrollment Form 
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The ADE requires providers to keep Child Enrollment Forms on file for
all children in care in the provider’s home and claimed for meals in
the CACFP. All children, including drop-ins, need a Child Enrollment
Form on file. Provider's own children also need a Child Enrollment
Form. The enrollment form must be updated annually and kept up to
date. Any changes made to the enrollment form by the parent or
guardian must be initialed and dated. 

Each child’s full
legal name (and
any other names
the participant

 may go by) and
date of birth

Each child’s
normal days and
hours of care and

the meals
normally received

while in care

Indicate whether the
childcare is for

compensation or not
for compensation

and if child is
provider’s own child

or residential

Parent/Guardian's
signature, current

phone number,
address, and date

of signature



Enrollment 

Sign-in and Out Sheet 
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The ADE requires providers to keep sign-in and out sheets on file for
all children claimed for meals in the CACFP. The sign-in and out
sheets must be kept up to date. All children, including drop-ins, must
have a sign-in and out sheet on file. Providers must keep individual
sign-in and out sheets for each child present in the provider’s home.
Provider's own children do not need a sign-in and out sheet. Sign-in
and out sheets are used to make sure that the child was present
during the meal service. If a child does not have a complete sign-in
and out sheet, the Program representative will be unable to find out
if the child was on-site during the meal service. This will result in
meals being taken away and may result in the provider returning
money to the ADE.

Month and
year of
child’s 

attendance

The child 
care 

provider's
 name

The date and time 
of daily arrival 
and departure, 

including
 multiple arrivals or 

departures

A valid and
complete 
signature

The child's
full 

legal name

Place each individual sign-in and out sheet on a single clipboard.

Have all clipboards by the entry door and hand the corresponding
child's clipboard to the parents as they come in and out of your
home to drop off/pick up their child.

Sign-in and Out Record Tips:



Enrollment 

Provider Meal Benefit Income Eligibility 
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In some cases, a Meal Benefit Income Eligibility Form needs to be
filled out by the provider. The employee of the sponsor will let the
provider know if, and how often, the form needs to be filled out. The
form needs to be available to Program representatives.

The last four digits 
of Social Security
Number or check

“No SSN” if provider
does not have a SS#

Name and case
number for the

person who
receives benefits

OR names, income,
and income
frequency

Signature of
Parent/Guardian 

and signature
 date

The first and
last name of 
 every child in
the household

Indicate if the
child is

Foster, if
applicable



Menu Self Assessment
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All organizations participating in the CACFP must maintain a menu
that meets the meal pattern requirements. Give yourself peace of
mind by completing this self-assessment. Place a checkmark next to
each true statement. If any boxes remain unchecked, menu changes
are needed. 

Creditable Foods 

Daily Requirements 

If flavored milk is served, it is only served to participants 6 years and older

Grains

The menu is free from grain-based desserts (including breakfast bars)

Breakfast cereal does not have more than 6 grams of sugar per dry ounce 

Yogurt does not have more than 23 grams of sugar per 6 ounces

Menu items are not deep-fat fried on-site

The correct type of milk is served to all participants  

A meat/meat alternate is served in place of a grain at breakfast 3 times or less per
week

If a vegetable is served instead of a fruit, two different kinds of vegetables are served

Every lunch and supper contains fluid milk, grain, fruit, vegetable, and meat/meat
alternate

Every breakfast contains fluid milk, grain, and a fruit and/or vegetable

Juice is served no more than one time per day

One or more grain per day is whole grain-rich

All extras and spreads are listed on the menu 

Every snack contains at least two different components 
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Required Statements 

Grains

Nondiscrimination statement "This institution is an equal opportunity provider."

Milk type for served age groups "Whole milk is served to children 12-23 months.
Children 24 months and older are served low fat or fat-free milk."

Ingredients in mixed or multi-component items (e.g., "Fruit cocktail=pineapple,
cherry, peach, pear" or "Turkey Wrap= turkey breast, cheese, tortilla")

Adult Centers: "All participants are served low fat or fat-free milk."

Available Flexibilities for Adult Centers 

A serving of fluid milk is optional for suppers served to adult
participants 
Yogurt can be served in place of fluid milk no more than one time
per day 
If yogurt is served in place of milk, yogurt cannot be a meat
alternative in the same meal

If serving Juice: "All juices served are 100% juice."

All processed meat/grain items are labeled "CN" or "PFS"

All homemade items are labeled "HM"

All whole grain-rich items are labeled "WGR"

Description of how water is made available throughout the day.

Recommended Best Practices 

Menu Binder 

Standardized recipes for homemade items 

Nutrition Facts labels for ready-to-eat cereals 

Nutrition Facts labels for whole-grain rich items 

Nutrition Facts labels for yogurt

Child Nutrition (CN) label or Product Formulation Statement (PFS) for commercially
processed foods 

The following documentation must be kept on file in order to credit foods towards the
meal pattern. 
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Meal and snack times provide unique opportunities to create positive
experiences with food. Serving meals and snacks in a family-style
setting lays the foundation for a lifetime of happy, healthy eating.

Daycare home requirements during meal service: 

Include                   aspects at every meal and snack.REQUIRED: 4all

Children wash hands
before every meal

served.

All meal components 
 meet the required
serving size per age

group.

MASTER THE
MEAL SERVICEEnsure all children in care are signed-in and out. 

Keep menu modification forms on file for children
whose meals deviate from the meal pattern. 

Record meal counts before the end of the business day.

REGULATION REQUIRES PROVIDERS TO:

BEST PRACTICE ENCOURAGES PROVIDERS TO:

LET GO

BE
PRESENT

Turn off all screens (television, videos, phones).

Allow children to follow their own hunger and fullness cues. 
Provide learning opportunities during accidents and spills.

Invite families to observe or participate in meal or snack time.

Record meal counts at the point of service.

Meal is served within
approved meal

times.

All meal components
are served at the same

time.

Meal Service 
THE

BASIC
S



Home Safety Tips
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All daycare home providers participating in the CACFP must meet
state or local health and safety standards.

Food Safety &
Compliance

 
Kitchen

Refrigerator needs to be 41
degrees or below and
freezer is 0 degrees or

below

Cleanliness (Refrigerator
clean and sanitary)

Remember to keep all
appliances, counter tops,

and floors clean and clutter
free

*All stored dried foods,
refrigerated foods, and
frozen foods must be

labeled and dated
including leftovers

In-Home

Drivers license, auto
insurance and vehicle

registration (If transporting
children)

Permission to transport
(Caregiver permission slips,

if transporting children)

Please remember to remove
any obvious hazards 
(ex. dangling cords,

uncapped outlets, and
knives out on counter)

Make sure that all
cleaning supplies and toxic
materials are safely stored

Carbon Monoxide Detector
(If applicable for providers

with gas utilities)

All dog(s) must have
vaccines & permit (If

applicable)

Ensure garbage can has a
lid at all times

Health & Safety
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 Dried Storage

Refrigerated Storage

Home Safety Tips
Labeling



Permanent Files 
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The CACFP needs the provider to keep a copy of the Provider and
Sponsor Agreement at home. Each sponsor has their own
agreement. A sample agreement is included below.

Provider's
signature and

date of signature 

The Provider's 
full legal name

 
 

Provider/Sponsor Agreement 



Permanent Files 
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The CACFP requires the provider to have a copy of the KidKare
Provider Agreement if keeping electronic records. A copy needs to be
kept at home. It needs to be available to all Program representatives. 

KidKare Provider Agreement

Provider's
signature 

and date of 
signature  

The Provider's  
full legal name



Licensing
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All daycare home providers participating in the CACFP are licensed
by the State of Arizona or Alternately Approved by the ADE. Give
yourself peace of mind by completing this assessment. Place a
checkmark next to each true statement. If any boxes remain not
checked, contact the appropriate licensing entity.

Licensing Requirements: 

 Alternately Approved Home 

Child Care Standards Health Inspection

Finger Print Card

DES Approved Home

Finger Print CardDES Certificate

DHS Small Group Home

Finger Print CardDHS License

Military Home

Military License/Certificate

Tribal License/Certificate

Tribal Home

Health Inspection *

Child Care Standards * Fire Inspection *

Fire Inspection

*Necessary only when license or certificate is not available 



Additional Required
Documents During Visit
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All providers need to keep the Provider Application on file. The form
must be completed at least every two years. It must be filed and kept
at the home of the provider, kept current, and available to Program
representatives. A copy of the Provider Application form must be
submitted to the provider's Sponsor.

Provider Application

Indicate if the
provider wants
to include non-
routine days,
i.e.,  holidays

Typical days 
and hours 

of care

Meal types and 
times the
provider

regularly serves
 and wishes to

claim meals

A valid and
complete

signature and
date of

signature



Additional Required
Documents During Visit
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The CACFP requires the provider to keep the Provider Tiering
Documentation Form at home. The employee of the sponsor will let
the provider know how often the form needs to be filled out. The
form needs to be available to Program representatives.

Tiering Determination

Only section
filled out by

provider: Name
and Address



Page 20

Additional Required
Documents During Visit
The sponsor will let the provider know if the Provider Application
Change Form is needed and will also fill out this form. A copy of the
Provider Application Change Form, if applicable, must be kept by the
provider. There are some cases where a full application is needed. The
sponsor will advise the provider as to which form is required.

Provider Application Change Form 
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Provider needs to keep the last five days of operating records, 
sign-in and out sheets, menus, and meal counts on-site 

and available to Program representatives. 
 
 
 
 

In addition, the last 12 months of program records 
must also be kept. 

 
 
 
 
 

Finally, all program records must be kept for five years.
 

Additional Required
Documents During Visit
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Child and Adult Meal Pattern Requirements
Minute Menu Provider Agreement (English) (Spanish)
Menu Modifications Form (English ) (Spanish - Coming Soon!)
ADE Sample Menu
Sample Menus
Team Nutrition Training Worksheets

ADE Shopping Guides

 Recipes

American Academy of Pediatrics – Choking Prevention

Resources
The ADE provides resources to providers located at:
https://www.azed.gov/hns/cacfp/fdch/programformsfdch. 

Required Postings 

Menu Resources

Recordkeeping Resources 

 Building for the Future Flyer
 Current WIC Flyer (English) (Spanish)

Identifying Whole Grain-Rich Foods For the CACFP
Choose Breakfast Cereals That Are Lower in Sugar
Choose Yogurts That Are Lower in Sugar
Grain-Based Desserts in the CACFP

Yogurt
Cereal

Team Nutrition Recipes
Recipes for Healthy Kids (6 servings) (25 servings) (50-100 servings)
National CACFP Sponsors Association Recipes
Child Nutrition Recipe Box

Provider Recordkeeping & Review Preparation Checklist 
FDCH Provider Supporting Documentation Form

https://www.azed.gov/hns/cacfp/fdch/programformsfdch


In accordance with federal civil rights law and U.S. Department of
Agriculture (USDA) civil rights regulations and policies, this institution is
prohibited from discriminating on the basis of race, color, national origin,
sex (including gender identity and sexual orientation), disability, age, or
reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than
English. Persons with disabilities who require alternative means of
communication to obtain program information (e.g., Braille, large print,
audiotape, American Sign Language), should contact the responsible
state or local agency that administers the program or USDA’s TARGET
Center at (202) 720-2600 (voice and TTY) or contact USDA through the
Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should
complete a Form AD-3027, USDA Program Discrimination Complaint
Form which can be obtained online at:
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-
Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf, from any USDA
office, by calling (866) 632-9992, or by writing a letter addressed to USDA.
The letter must contain the complainant’s name, address, telephone
number, and a written description of the alleged discriminatory action in
sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR)
about the nature and date of an alleged civil rights violation. The
completed AD-3027 form or letter must be submitted to USDA by:

1. mail:
    U.S. Department of Agriculture
    Office of the Assistant Secretary for Civil Rights
    1400 Independence Avenue, SW
    Washington, D.C. 20250-9410; or

2.fax:
    (833) 256-1665 or (202) 690-7442; or

3. email:
    program.intake@usda.gov

This institution is an equal opportunity provider.

Thank you!

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
http://mailto:program.intake@usda.gov/

