CHILD CARE CENTER FOOD PROGRAM REQIREMENTS
Minute Menu Centers
Food Program Records (the following records must be complete, current and readily available with knowledgeable staff on site)
· Children’s Arrival/Departure Times
· All arrival/departure times are recorded at time of each child’s arrival/departure.
· Minute Menu has a Daily Attendance & Meal Count Report to use for arrival/departure times.
· Can’t claim children over 12 years of age.

· Children’s Meal Records
·  All children claiming a meal must be recorded at point of meal service on Daily Attendance & Meal Count Report or directly into Minute Menu.
· Enrollment/Decline Forms
· Must have current enrollment or decline form filled out for each child (including drop- ins) and signed copy sent to Nutrition Works.  All enrollment/decline forms must be filled out annually.  Nutrition Works will inform the center when they need to complete this annual enrollment renewal.

· Must have the infant feeding section on enrollment form filled out for all enrolled infants with house formula filled in.

· Production Records
· Must have menu and production record complete before start of meal service.
· Must make any menu changes before start of meal service.  Meal served must match menu.
· Claims: claims must be submitted by the 3rd of the following month
· Food Related Expense: Must keep all food related receipts for 3 years with each month saved in a separate = file.
· Child Care License: current; number of children on site is within licensing capacity 

· Sponsor/Site Agreement: have available to show at food program review
Meal Requirements

· Creditable Meal served at correct time and matches the written menu.

· Not claiming more than 3 meals (one being a snack) per child per day.
· Pre-plated meals: must have all meal components with correct portion sizes served to each child at start of meal service.

· Family Style service: must have all meal components with adequate portion amounts set out on the table.   Children may serve themselves.

· The food program reviewer must be notified at least two hours in advance when meals are not being claimed or served at center location.

Civil Rights

· Poster “And Justice for All” is posted in a conspicuous spot.

· Inform Nutrition Work’s director of any civil rights complaint concerning the food program

· Need complainant’s name and contact information
· Assist Nutrition Works’ reviewer with annual civil rights participation data.

Annual  Training
· 2 hours of Nutrition Works training must be completed by due date each fiscal year (Oct. 1st to Sept. 30th of following year.)
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