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CACFP Sponsors:
 
As a result of a USDA Management Evaluation of the Oregon Department of
Education Child Nutrition Programs (ODE CNP), guidance from the USDA was
recently received regarding fiscal policies and procedures specific to the management
of the Child and Adult Care Food Program (CACFP).  According to USDA’s guidance
and 7 CFR 226.6(b)(2)(vii)(C)(2 and 4), all CACFP sponsoring organizations are
required to have written management controls in place to ensure:
 

·       Fiscal integrity of all Program funds
·       Accountability of all expenses
·       Program funds are only used for authorized Program purposes
·       Safeguards are in place to prevent improper financial activities, and
·       CACFP administrative costs do not exceed the regulatory limits

 
Based on the guidance received, and effective immediately, all CACFP sponsors are
required to have written policies and procedures for the fiscal management of the
CACFP. Written policies and procedures must outline the key functions identified
above required for the fiscal management of operating CACFP that are not included
in the sponsoring organization’s broader fiscal policies.
 
Meeting this requirement may be accomplished by creating a separate CACFP policy
and procedure addressing each key function or by adding an addendum to an
existing organizational policy and procedure. To assist in creating these written
policies and procedures, attached to this e-mail is a fillable Policy and Procedure
Template and Best Practices Guide.
 
ODE CNP understands that CACFP fiscal policies and procedures will vary by
sponsor based on organizational structure and will be evaluated in such a manner.
CACFP sponsors will be required to submit written CACFP fiscal policies and
procedures to ODE CNP as part of the administrative review. The written policies and
procedures must reflect the current practice.
 
If you have any questions, please contact your assigned Child Nutrition Specialist.
 
Thank you,
 

Oregon achieves . . . together!

Meghan Tschida
Manager, Community Team
Child Nutrition | Office of Child Nutrition, Research,
Accountability, Fingerprinting and Transportation
Office: (503) 947-2506 | Work Cell: (971) 701-9004
meghan.tschida@state.or.us | www.oregon.gov/ode
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Policy and Procedure Template

Policies and procedures assist in ensuring that programs operating the Child and Adult Care Food Program comply with regulations set forth in 7 CFR 226, FNS Instruction 796-2, Rev 4, and 2 CFR Part 200.  Policies and procedures should be written so that someone unfamiliar with the process could read the description of the system developed and understand how to carry out the process from start to finish.  

Definitions:

Policy: Rules that help govern your organization.  What do you have to do to comply with CACFP regulations?

Procedure: The step by step processes or the road map that staff follow.



		The Policy: What

		[bookmark: Text1]     



		Procedures

		Develop a procedure for the policy above based on your organization’s structure and needs.  Complete each section below.  



		Who

		[bookmark: Text2][bookmark: _GoBack]     



		When

		[bookmark: Text3]     



		Where

		[bookmark: Text4]     



		How/Check

		[bookmark: Text5]     










Best Practices Guide for Written Policies & Procedures 


Policies and procedures provide structure for accomplishing tasks and help your 
organization operate in compliance with requirements. Though frequently mentioned 
together, policies and procedures have different roles. Policies provide a system to 
achieve outcomes while procedures explain the action plan to meet the policy. Below 
are some best practices for developing effective policies and procedures: 


• Make sure to involve all staff members who have a role in the process 
o Involving everyone in the development of the policies and procedures will 


ensure that all necessary steps are identified and included 
 


• Write the procedure with a new staff member in mind 
o It should be detailed enough so that someone unfamiliar with the process 


will understand the procedure 
 


• Use clear simple words to communicate the procedure 
 


• Make sure the documented procedure reflects the actual practice in place 
 


• Ensure the procedure addresses: who, what, where, when, and how 
 


• Communicate the procedure to all staff and follow up with a staff training 
 


• Ask for feedback and make any adjustments necessary before implementation  
o It is important that everyone understands their individual role and 


understands the entire process in order to ensure a step or process has 
not been overlooked 


 
• Implement the procedure and then follow-up to ensure it is being followed  


 
• Adjust and revise the procedure as necessary  


o It may need to be adjusted due to organizational changes, changes in 
position descriptions or staffing, updated regulations, etc.  


 


 


 








