FAMILY CHILD CARE FOOD PROGRAM REQUIREMENTS
Minute Menu Providers
Record Keeping Requirements (must be complete, current and readily available; must always have knowledgeable food program person on-site)
· Attendance Records

· All arrival/departure times are recorded at time of each child’s arrival/departure.
· May use Minute Menu Daily Meal Worksheet  or Weekly Attendance Worksheet, own sign in/out forms or have parents sign in/out own children. However, all attendance information must be entered into Minute Menu or transferred over to Minute Menu Daily Meal Worksheet or Weekly Attendance Worksheet by end of day.

· All meals being claimed by each child must be recorded on Minute Menu Daily Meal Worksheet or Weekly Attendance Worksheet, or entered into Minute Menu by end of each day.  
· Enrollment/Decline Forms

· Must have a current enrollment or decline form filled out for each eligible child in your child care program.  

· All enrollment/decline forms must be renewed each October 1st.   
· Must use Minute Menu enrollment forms and mail in signed, finalized copy to Nutrition Works in order to activate children. Pending children are not reimbursable.
· Menus

· Menus must be posted so parents and food program reviewers can view them.
· All meals must contain all the required meal components.
· Changes to menu must be made before scheduled meal service time. Update menu changes in Minute Menu before submitting claim.  Meals served must match menu submitted.
· Claims
· Claims must be submitted by the 3rd day of the following month
· Child Care License: posted; current; number of children on-site is within licensing capacity & ration requirements; all helpers have completed background clearance. 
Meal Requirements

· Creditable meals served at correct time and match the written, dated 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 home reviewer must be notified at least two hours in advance when meals are not being claimed or served at home location.
· All processed foods must have a CN (Child Nutrition) label, a Manufacture’s Product Analysis Sheet or found in the Food Buying Guide (http://www.fns.usda.gov/tn/resources/foodbuyingguide.html). All CN labels and Manufacture’s Product Analysis Sheets must be kept in a file on-site.
Civil Rights

· Inform Nutrition Work’s director of any civil rights complaint concerning the food program.
· Need complainant’s name and contact information.
· Fill out annual civil rights actual participation form (home reviewer will assist at summer review.)
Annual Food Program Training


· 2 hours of Nutrition Works training must be completed by due date each fiscal year.
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