This condensed version of our 2020 Annual Training will allow you to review the
following topics: Enrollment Forms, Menu Production Records, Infants, Labels,
Processed Foods, Receipts, Sugar and Grain requirements, Civil Rights, and KidKare
information.
Please feel free to call or email us if you have questions on these or any other topics
regarding the Child Care Food Program.
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Always use the most current enrollment form as indicated by the date at the top.
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Foster children need to be listed in the enrollment section as well as the income section
in Part 3B.
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Make sure parents of infants complete this form and update it frequently.
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These types of milk require the meal accommodation form be completed by the parent.
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These types of milk require a note from a doctor.
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Not creditable.
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Creditable
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Birth to 5 months should be getting a minimum of 4 ounces of formula at all meals. 6-11
months need a minimum of 6oz of formula at Breakfast and lunch and at least 2 ounces
at snacks. Make sure those minimums are being met for formula. If the minimum isn’t
met, you won’t get paid for that meal. As a reminder, breast milk has no minimums.
At breakfast and lunch for your older babies that are eating foods, we should be seeing
either infant cereal (rice, oatmeal) or a meat/meat alt at breakfast and lunch. Grains are
ONLY allowed at snack times. We also should be seeing fruits and or veggies at all meals.
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Menu errors: The top 2 lines look great! The type of bottle is specified, in this case it was
formula. We see cereal is being specified, grains only at snack, and foods are served
consistently throughout the day. Wednesday things started going downhill. Nothing in
the 2nd column at breakfast but rice cereal had been served on the previous days. Lunch
and snack were both just bottles. Friday 5 ounces of something was served at breakfast
and lunch but we’re not sure what. Sausage is NOT a creditable meat for infants and
Cheerios should only be served at snack. Baby food desserts are NOT creditable. At lunch
it just says cereal. The type of cereal needs to be specified. Yogurt is fine at breakfast and
lunch, but not snack. We’re looking for a grain there.
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Previously there has been a fairly open time frame for completing infant menus. Now
NDE is wanting infant menus completed during meal prep – just like the kitchen records
have to be completed when the food is being prepared. Make a bottle – write it down.
Prepare a jar of baby food – write it down. We want these records to be as accurate as
possible and infant rooms can get chaotic so we need this information documented right
away. Speaking of chaos….
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“But my classroom looks like this right now! Every baby is hungry and tired and you
expect me to take my dear sweet time writing everything down before taking care of my
babies?” Of course not. Kiddos always come first but that doesn’t mean that the
documentation can’t be completed on time.
Two tips: 1st, we strongly encourage you to keep your infant menus near your daily
sheets. You’re writing feedings and changings on the daily sheet, it’s easy to just
document on one and then document on the next if they are nearby instead of the
menus being kept in a binder in the closet or on a shelf where they can easily be
forgotten.
2nd, this is a great opportunity for teamwork. Someone can prepare bottles and food
while someone with one on the hip and a free hand documents on the sheets.
We’re definitely going to be checking on this when we come out on reviews as will NDE
if you are one of the centers that gets audited.
Baby room staff are notoriously great multitaskers so I know that you can do a great job
of staying on top of this.

20

These receipts help your receipt totals and it shows us that you are purchasing items
regularly. Parents can provide 1 component but if a parent is providing BOTH the formula
and food, you can’t claim them. Seeing these on your receipts helps us keep track of
that. Also, these receipts help your non-profit status.
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Let us know when there is a change in Director or Cook. Staff Salary sheets will need
updated and that’s a good opportunity for us to come out and do some training so that
they get started on the right foot instead of having a few bad claims while the kinks get
worked out. If you change email addresses or phone numbers please let us know. We
need to know the best way of getting in contact with you.
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Make sure sign in and outs are getting filled out completely. We compare this
information to your meals marked before we go out on reviews. Also, there is a parent
signature section. We want these times verified by someone. We understand that some
kids are transported to and from the center from home so it’s not always easy getting a
parent’s signature at the end of the week, but someone can verify; the director or
classroom teacher. We just want to make sure this information is accurate.
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Here is a link to the NDE training. Directors, your designated food program contact
person at your center, and anyone that serves food needs to complete this. Your servers,
which are probably your classroom teachers for the most part, are consider your front
line staff and they are the ones most likely to violate civil rights and also the ones most
likely to hear the complaint. That’s why it’s important that they complete it. The training
explains discrimination and what steps to follow if a child or that child’s parent feels that
they have been discriminated against. This is a federal program and we just want to
make sure that everyone is treated equally. That includes people with disabilities and
making sure their needs are being met with your food program.
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KidKare is now available for our centers to use. This is the program that our homes
currently use. There is no download required which means that you can use this on your
desktop, laptop, tablet, or phone. Since it’s through the same company, all of your
information in CX is currently in KidKare. KidKare is a nice option to use if you don’t have
access to your computer. You can enter kids, print forms, enter menus and attendance.
On KidKare you enter information a little different than CX so I’m going to do a quick
tutorial on how to use the program. I’ll explain what functions you might want to utilize
and what functions you might be happier sticking with in CX. It’s completely fine to use
both programs concurrently. Attendance in one, menus in the other. All of the
information will be synced. Also, you use the same login information that you already
use for CX when logging in.
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Entering kids. Once logged in, select Kids and to the right you’ll see Add Manually, click
on that.
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This is what the entering children screen looks like. It’s a little different than CX. You just
click next at the bottom after you have entered the information
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Entering Menus. You will love this. Click Food Program. Then Daily Menu. You can also
click Menu Calendar and that brings up closer to what you are used to seeing in CX. On
the daily menu, you want to make sure the correct date is displayed at the top. All of the
day’s menus will be on this screen, you just have to scroll down. You see that each food
slot has a drop down menu. Instead of hunting around a big screen with all the foods
listed, you can type it in. Here I had started typing sausage and it brought up the
sausages for me instead of looking through each section like in CX. Also notice that you
can switch from non-infant to infant at the top next to the date. You’ll need to do that to
enter your infant menus.
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Attendance. You will click Food Program over on the left and then Attendance and Meal
Count. You’ll select the date and meal.
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You’ll click the blue box in the corner to mark that the child attended that day and then
those little fork and knife squares appear and you’ll select which shift they are eating at:
1st or 2nd shift. After you do that, you’ll see the count is 1 so far for lunch. That’s helpful
to know that you’ve marked all of the kids that you are supposed to. You’ll also notice
that it says school out. If you try to mark a lunch for a school ager on a normal school
day, it will give you a prompt asking if school is out that day so you no longer have to
work about forgetting to mark school out.
If you are doing direct entry for attendance, this set up works really well. If you are
marking an X sheet and entering a week or 2 at a time, I feel like this would be a slower
process and you might want to stick to entering attendance in CX, but that’s entirely up
to you.
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Another nice feature is language selection. Some of our centers are predominately
Spanish speaking or their support staff may be. You can just click the gray setting tab and
change the language to Spanish. All the words will change to Spanish. When you are
entering foods into your menus, it will all be in Spanish. When you print your menus
production it will come out in English though, so Midwest staff will be able to read it J
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