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CACFP Roles and Responsibilities 

 
 

Regulations 

        EHS/HS: 1302.44                                                         ECEAP: PAO                                                        WAC: 110-300-0196                       

 

Purpose: 
Define roles and responsibilities or staff to support and implement CACFP operations. 

Daily Tasks 

Activity Requirement Person or Role Responsible 
Record Keeping: Meal Counts and Attendance Records  
Document attendance for each participant throughout the day as they arrive 
and leave.  

Teaching Staff 

Conduct and document point of service meal counts for all participants aged 
one and older. 

Teaching Staff 

Record Keeping: Food Production  
Maintain detailed documentation of foods served to demonstrate meal pattern 
and quantity requirements were met, including for infants (i.e., food production 
records, portion menus, recipes, receipts, documented substitutions, infant 
menu or food production records, etc.).  

Teaching Staff 

 

Weekly Tasks 

Activity Requirement Person or Role Responsible 
Record Keeping: Menu and Temperature Records  
Upload completed menu in shared One Drive Teaching Staff  
Monitor shared site folders for completed menu and temperature records. Site Supervisor 
Food Purchasing: Meal Patterns  
Purchase food at approved locations in accordance with CACFP meal patterns 
and classroom allergies.  

Teaching Staff  

 

Monthly Tasks 

Activity Requirement Person or Role Responsible 
Record Keeping: Menu and Temperature Records  
Upload completed Temperature Records to shared One Drive Teaching Staff  
Monitor shared site folders for completed menu and temperature records. Site Supervisor 
Monitor Site Infant Feeding records Site Supervisor 
Monitor site Health Alerts to align with menu completion Site Supervisor 

Family and Health Manager 
CACFP Claim  
Prepare and submit Monthly CACFP claim in WINS Family and Health Manager 
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Ongoing Tasks 

Activity Requirement Person or Role Responsible 
Food Service Operations  
Share menus with families. Teaching Staff  
Monitor shared site folders for completed menu and temperature records. Site Supervisor 
Enrollment Form   
Distribute and approve Enrollment Form or EIEA form for new participants.  Family and Health Manager 
Collect child enrollment forms for newly enrolled participants (childcare centers 
only). 

Family Advocate 

Record Keeping: Financial  
Monitor all CACFP purchases using Purchase Orders and receipt reconciliation.   Site Supervisor 
Track all CACFP-related expenses and sort out non-CACFP expenses. Family and Health Manager  
Verify revenue and disbursement for each grant based on data entered in 
WINS. 

OESD Business office-Financial 
Services Analyst 

Training  
Conduct and document CACFP training for all new staff with CACFP 
responsibilities (document date, attendees’ names, and topics). Document in 
Child Plus. 

Site Supervisors 
Family and Health Manager 

Procurement and Contracts  
Adhere to the requirements of each procurement method in accordance to the 
sponsor’s documented procurement procedures. 

All Staff 

Develop annual partner Vendor Agreements with partner districts Family and Health Manager 
Civil Rights  
Ensure the Civil Rights statement (i.e., Nondiscrimination statement) is included 
on all printed materials that mention the CACFP or United States Department of 
Agriculture (USDA) programs.  

Site Supervisors 
Family and Health Manager 

Conduct and document civil rights training for all new staff who work with the 
public (document date, attendees’ names, and topics). Documented in Child 
Plus 

Site Supervisor 
Family and Health Manager 
 

 

Program Monitoring 

Activity Requirement Person or Role Responsible 
Conduct and document the first visit within the first 4 weeks of CACFP 
operations for new sites. 

Family and Health Program 
Manager 

Conduct and document monitoring visits for all participating sites according to 
the required monitoring schedule. Use the OSPI CACFP Monitoring Visits 
Tracking Tool. 

Site Supervisor 

Conduct and document follow-up from monitoring visits to ensure corrected 
findings.  

Site Supervisor 

Expenses and Revenue Monitoring-Quarterly  
Runs report to determine how much USDA revenue was available for each grant Internal Accountant 
Determines what expenses can be moved from each grant to support CACFP 
services.  

Internal Accountant 

Generate time and effort for staff time spent completing USDA activities. Internal Accountant 
Create journal entry moving expenses from USDA revenue from grants to USDA 
expense accounts.  

Internal Accountant 
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Required Posters 

Activity Requirement Person or Role Responsible 
Posters-Display prominently in classrooms  
And Justice for All (AJA) poster: display at all sites and the sponsor office.  
 

Teachers 
Supervisor 

Building for the Future poster: Display at all sites serving children (or ensure 
alternate way to notify parent/guardians of the CACFP benefits).  

Family Advocate 

WIC poster: Display at all child care sites or ensure that WIC information is 
provided to all households.  

Family Advocate 
 

 


