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In accordance with Federal civil rights law and U.S. Department of 

Agriculture (USDA) civil rights regulations and policies, the USDA, its 

Agencies, offices, and employees, and institutions participating in or 

administering USDA programs are prohibited from discriminating based on 

race, color, national origin, sex, disability, age, or reprisal or 

retaliation for prior civil rights activity in any program or activity 

conducted or funded by USDA. 

 

Persons with disabilities who require alternative means of 

communication for program information (e.g. Braille, large print, 

audiotape, American Sign Language, etc.), should contact the Agency 

(State or local) where they applied for benefits. Individuals who are 

deaf, hard of hearing or have speech disabilities may contact USDA 

through the Federal Relay Service at (800) 877-8339. Additionally, 

program information may be made available in languages other than 

English.  

 

To file a program complaint of discrimination, complete the USDA Program 

Discrimination Complaint Form, (AD-3027) found online at: 

http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA 

office, or write a letter addressed to USDA and provide in the letter 

all of the information requested in the form. To request a copy of the 

complaint form, call (866) 632-9992. Submit your completed form or 

letter to USDA by: 

 

1. Mail: U.S. Department of Agriculture Office of the Assistant 

Secretary for Civil Rights 1400 Independence Avenue, SW 

Washington, D.C. 20250-9410 
2. Fax: (202) 690-7442 
3. Email: program.intake@usda.gov 
 

This institution is an equal opportunity provider. 
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Child Care Food Program Overview 

 

Good nutrition is an essential building block in promoting the 

cognitive, physical and emotional development of children. The U.S. 

Congress established the Child Care Food Program (CCFP) in 1968 to help 

ensure the provision of proper nutrition to a growing number of young 

children receiving a significant portion of their daily food intake in 

child care settings. The program also helps children develop desirable 

eating habits and learn about healthy food choices at an early age. The 

CCFP is funded by the U.S. Department of Agriculture and administered 

in the State of Florida by the Department of Health. 

 

The CCFP is a supplemental nutrition program that reimburses child care 

centers for nutritious meals and snacks served to eligible children.  

 

THIS PROGRAM IS INTENDED TO HELP WITH THE CENTER’S FOOD 

COSTS, HOWEVER, IT MAY NOT COVER ALL OF THE COSTS. 

 

The CCFP is not transferable, centers must inform FCI if any 

of the following changes occur: 

 Sale/pending sale or ownership changes. 

 Plans to re-locate. 

 Changes to the business structure (e.g. business name or 

EIN changes, this changes will require the completion of 

a new W-9 form)  

 New directors or new CCFP staff, must attend training. 

 

 

Eligibility & Determination: 

 All centers must be licensed by the appropriate child care 

licensing authority. 

 All centers must have a current health/sanitation permit or 

“compliant” child care licensing or Health Department inspection 

report issued by a local authority at least annually. 

o For DCF licensed centers: 
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 Department of Children and Families (DCF) licensing 

inspection report that indicates “Compliance” with 

food and food preparation standards 

 

o For Broward County licensed centers: 

 Broward County Child Care Licensing inspection report 

that indicates “Compliance” with all food and food 

preparation standards 

 

o For Palm Beach County licensed centers: 

 Department of Health inspection report that indicates 

“Compliance” with food and food preparation standards 

 Centers must be a public or private nonprofit organization or a 

for-profit organization whose enrollment or licensed capacity 

consists of at least 25% low-income children meeting specific 

criteria 

 Child care centers may participate in the CCFP under a 

sponsoring organization or as independent centers 

 

Participating in the CCFP with a Sponsor 

 

When the center participates under the auspices of a sponsoring 

organization, the sponsor accepts some of the administrative and 

financial responsibility for the program. In return for these services, 

the sponsor retains a portion of the center’s meal reimbursement to 

cover their CCFP administrative costs. 

 Sponsors cannot make a profit; they can only cover their costs 

 On a fiscal year basis, the amount retained by the sponsors 

cannot exceed 15% of the total annual meal reimbursement or the 

sponsor’s actual administrative costs, whichever is less. 

 

Sponsor benefits: 

 Sponsors offer ongoing technical assistance to help the center 

maintain compliance with federal and state rules, and ensure 

proper child nutrition 

 Sponsors assist in the claim compilation process to ensure the 

center is receiving the most accurate reimbursement 
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 Sponsors ensure eligibility determinations and confirm 

documentation is maintained to account for all program costs 

 Family Central contracts with a State approved caterer  

 State approved menus are provided, taking the worry out of menu 

planning 

 

Funding & Reimbursement 

 

The Child Care Food Program will reimburse up to two meals and one snack 

or two snacks and one meal per child, per day.  

 

Reimbursable meals and snacks may be served to eligible children 12 

years of age and younger; migrant children may be served through age 15 

and children with disabilities may be served regardless of their age. 

 

Reimbursements Rates 

The United States Department of Agriculture reimburses centers based on 

current federal reimbursement rates. 

Meal Reimbursement Rates for Child Care Centers 

July 2024 – June 2025 

Type of 

Meal Served 
Free 

Reduced-

Price 

Non-

Needy 

Cash in 

Lieu of 

Commodities 

 

Breakfast 

 

$2.37 

 

$2.07 

 

$0.39 

 

N/A 

 

Lunch 

 

$4.43 

 

$4.03 

 

$0.42 

 

$0.30 

 

Snack 

 

$1.21 

 

$0.60 

 

$0.11 

 

N/A 
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Providers will receive their reimbursement checks the month following 

each claim month. Eligible providers will also be issued a "1099" form 

for tax purposes by January 31st every year. PLEASE NOTE Providers must 

receive reimbursement in excess of $600 to be eligible to receive a 

1099. Providers with S and C Corporations are exempt from requiring a 

1099-MISC.  

Federal reimbursement rates are used to determine a monthly 

reimbursement amount by meal type for each center. These reimbursement 

amounts are calculated on a monthly basis.  

For each meal type, reimbursement amounts are derived proportionally 

from the percentage of children in each eligibility category (free, 

reduced-price or non-needy) multiplied by the number of meals claimed 

multiplied by the reimbursement rates. 

Cash-in-Lieu of Commodities: The cash-in-lieu reimbursement amount is 

calculated by multiplying the number of claimed lunches by the cash-

in-lieu rate.  

Claim Summary, Error Report and Additional 

Claim/Reimbursement Documentation 

 

Claim Summary & Error Reports include the following: 

 Claim month 

 Center contact information 

 Monitor: this currently lists your claim specialist’s name and 

not your monitor 

 Payment Type: this will always list “Check” by default, 

regardless of actual payment type 

 Capacity: center’s licensed capacity 

 Participation information: number of days claimed, attendance, 

ADA (average daily attendance), number of children claimed 

 Blended Rate %: this percentage is based upon the 

classifications derived from the Free and Reduced Price Meal 

Applications 
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 Meal reimbursement totals per meal type and the associated 

reimbursement rate 

 Disallowed: this will list any meal totals disallowed along with 

the estimated dollar amount of the associated disallowances, if 

applicable 

 Cash in Lieu: this is additional amount of reimbursement 

received for each lunch claimed 

 Reimbursement amount: this is your reimbursement total which 

includes the Cash In Lieu payment, minus the admin amount. For 

self-prep centers and centers with independent catering 

contracts, this will be your final reimbursement amount. 

 Admin rate: Family Central’s admin rate for the corresponding 

month (As a reminder, the admin rate may not exceed 15% over the 

course of the program year, however, it may exceed 15% in any 

given month. 

 Errors/Congratulations: There are numerous error codes and/or 

messages that may be listed in the lower section of the Claim 

Summary and Error Report. Alternatively, there may be a 

congratulatory message stating no errors were found on your 

claim. 

 

Currently, Minute Menu CX automatically performs most edit checks, lists 

error messages, and deducts associated disallowances for all errors. 

Additionally, other manual disallowances, including but not limited to 

catering and monitoring visits, may be applied. These manual 

disallowances will be applied as adjustments under the “Meal Reimbursed” 

column and listed without an error code. 

An example of disallowances/adjustments could include: 

Meals disallowed over caterer - L5, P4 

(This means that 5 lunches and 4 PM snacks were disallowed due to 

insufficient meals being ordered from the caterer) 

It is possible that you have a report with a congratulatory message and 

still have disallowances/adjustments to your claim. 

To view this report in Minute Menu CX/Kidkare monthly once the claim 

has been submitted:  
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Minute Menu CX: 

 Via the taskbar at the top of the screen: Go to “Claims” 

 Click “List Claims” A list of your claims will appear by month 

along with some basic claim information 

 Click “View” for detailed claim information and reports 

 Click “Claim Errors” to see the Claim Summary & Error Report 

  

Kidkare: 

 Via the taskbar at the left of the screen: Go to “Claims” 

 Click “List Claims” A list of your claims will appear by month 

along with some basic claim information 

 Click the month you wish to review  

 Click “Claim Actions”  

 Click “Print Claim Report” to see the Claim Summary & Error Report 

 

 

Please note that the displayed claim information and corresponding 

reports are not final until indicated that the claim was submitted. 

Caterer Invoice: This invoice summarizes the meals and snacks delivered 

to your site along with the associated invoice total. Family Central is 

required to provide you with a copy for your records. 

Non-Claim Payment Adjustment Report: This report summarizes your claim 

reimbursement minus your catering invoice (if applicable) and lists 

your actual total amount paid for the claim month.  
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Claim Summary Components Explained 
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Sample Summary – No Errors 

Sample – Catering Invoice 

A copy of the caterer’s invoice is provided with every claim summary 
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Documenting Expenses 

Centers participating in the Child Care Food Program (CCFP) must 

demonstrate a non-profit food service operation. This means that all of 

the CCFP reimbursement must be used only for food service operations.  

o Centers are only paid for the meals served at the blended 

rate for infants & children as determined by the Free and 

Reduced-Price Meal applications.  

Florida Department of Health policies require documentation in the form 

of invoices and receipts for all reported food and non-food costs.  

The following are examples only and are not intended to be a complete 

guide to how CCFP funds may or may not be spent. Please contact Family 

Central if you have any questions about allowable expenses. 

Examples of what your reimbursement MAY be used for: 

 Food Costs 

o Infant food purchases 

o Additional food purchases for children (ex: required menu 

substitutions for children with food allergies or 

disabilities) 

o Shelf stable menu items 

 Non-Food Costs 

o Salaries of staff performing CCFP duties  

 Personnel Activity Reports are required for each staff 

member and must be submitted monthly 

o Disposable paper products and utensils 

o Cleaning products (ex: dishwashing detergent, hand soap, 

etc.) 

o A percentage of regular health & safety maintenance services 

(ex: trash collection, pest control, food service equipment 

repairs, etc.) 

Examples of documentation for reported food and non-food costs: 

 Personnel Activity Reports (required) 

 Catered Sites: Daily delivery invoices (required) 
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 Receipts that include itemized cash register tapes or itemized 

invoices with cancelled checks or credit/debit card receipts 

 Cash register receipts 

o Must be signed and dated by the person making the purchase 

Examples of what your reimbursement MAY NOT be used for: 

 Personal groceries or items (ex: candy, soda, pet food, etc.) 

 General day care supplies or arts/crafts supplies (ex: toys, games, 

video equipment. Etc.) 

 Laundry and general cleaning supplies not used in food service 

(ex: toilet paper, bathroom cleaner, etc.) 

 Salaries of staff not performing CCFP duties 

Please remember: 

 You are required to maintain documentation of ALL CCFP expenses; 

however, you will NOT receive a dollar-for-dollar reimbursement 

for these items. You are reimbursed at your determined blended 

rate for meals served only. Please refer to the section on 

‘Reimbursement’. 

 Keep personal expenses and general day care expenses separated 

from CCFP expenses on your receipts 

 There must be a correlation between the foods shown on itemized 

receipts and your menus 

 

Effective October 1, 2023, all CCFP records must be kept 

for six (6) years (5 years plus the current fiscal year). 

It is required that you keep at least 13 months of records 

onsite, in paper form.   

 

Personnel Activity Reports (PARS) 

The PAR form must be completed by all full-time and part-time employees 

and must reflect an after-the-fact determination of the actual activity 

of each employee. Reporting intervals of less than 15 minutes is not 

permitted. 
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You can access the Microsoft Excel version of the PAR form on our 

website at www.familycentral.org 

1. Enter the employees name and month/year applicable to the PAR 

2. Enter the following actual information: 

 In column (C)(2) enter the number of CCFP hours worked per 

day for operations of the program 

o Examples of CCFP operational activities include, but are 

not limited to: menu planning, grocery shopping, 

cooking, serving meals and cleaning up after meals 

 In column (C)(3) enter the total number of non CCFP work hours 

 Column (C)(4) will automatically calculate the total hours 

worked (CCFP + Non-CCFP) per day or you must calculate it 

manually 

 In column (C)(5) enter the total number of hours taken for 

annual, sick or holiday leave per day 

 In column (C)(6) the total hours worked and paid leave will 

automatically calculate per day or you must calculate it 

manually 

 Section (D) – The employee must sign and date the PAR form 

certifying the accuracy of the number of CCFP hours worked. 

 Section (E) – This section must be completed to calculate the 

employee’s salary 

 Under “Hourly Wage” enter the employee’s hourly rate of pay. 

The “Total admin. CCFP salary” will automatically calculate 

based on the information provided or you must calculate it 

manually 

o OR 

 Under “Gross Monthly Salary to be Paid This Month” enter the 

employee’s gross monthly salary 

 Section (F) – Supervisor must sign and date the PAR form 

certifying that official payroll records verify the total 

wages listed above 
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Sample PAR Form – Salary 
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Sample PAR Form – Hourly 
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Enrollment and Child Participation Information Requirement 

A Free and Reduced-Price Meal application must be completed for each 

child enrolled in your center. This includes children who do not receive 

meals at the center, infants, VPK students and school age children. The 

original application must be on file at Family Central’s office and a 

copy kept on file at the center. 

Current enrollment and child participation information must be on file 

in Family Central’s office for all children enrolled in your center. 

This information must be updated annually.  

Centers have 2 options for submitting this information to the sponsor: 

1. Option 1: Centers may submit a complete Free & Reduced-Price 

application. It is IMPERATIVE to send COMPLETE & ORIGINAL 

applications to Family Central’s office.  

 

Missing information from meal applications will create 

a higher non-needy rate resulting in a lower 

reimbursement! 

If centers do not receive a Free and Reduced-Price application from 

parents with all of the information above completed, the center can 

choose Option 2: 

2. Option 2: Centers may submit a current, completed DCF or school 

enrollment form (completed or updated within the last 12 months). 

All school enrollment forms must contain the following: 

 Child’s name 

 Child’s date of birth 

 Child’s enrollment date 

 Parent/guardian name(s) 

 Parent/guardian address 

 Parent/guardian phone number(s) 

 Signature of the parent/guardian 

 Date of the parent/guardian signature 

 Typical hours that the child is in care 

 Typical days of the week that a child is in care 

 Meals normally served to the child while in care 
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A Free and Reduced-Price Application must be submitted when completed 

by the parent/guardian. 

 

Faxing/Email Policy 

 

Per USDA policy, the effective date of a child’s eligibility status is 

based upon the date that the contractor (Family Central) signs the 

application to certify eligibility status of the child. 

 

These applications must be classified & signed during the same month 

that the application is completed. 

 

In order to comply with this USDA policy, centers are responsible for 

FAXING or EMAILING all Free and Reduced-Price Meal Applications for 

each child enrolled no later than 12:00 (noon) on the last business day 

of the month. Original Meal Applications may be dropped off in person 

or mailed with the monthly claim packet. 

 

Faxed/Emailed copies of the Free and Reduced-Price Meal 

Applications will not be valid until an original 

application has been received at Family Central. 

 

When faxing applications, please use our cover sheet to ensure we 

receive the correct number of applications are being faxed. 

 

Fax Number: 954-724-4067 
 

Scanning & emailing: 

F/R applications, Infant Feeding Forms, Renewal licenses, & all other 

Food Program related documents must always be emailed to: 

 

 

mailto:foodprogramdocs@familycentral.org 
 

 

 

mailto:foodprogramdocs@familycentral.org
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CHILD CARE FOOD PROGRAM 

FAX COVER SHEET 

 
Please, only use this cover when sending Applications & Enrollments 

 
 

Fax to: Family Central at 954-724-4067 
OR 

   Email to:  foodprogramdocs@familycentral.org 
 

 
Date: ____________________ 
 
Claim Specialist’s Name: ________                _______ 
 
Center Name: ____________________________ 
 
Number of Applications: ___________ 
 
________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________ 
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Free and Reduced-Price Meal Applications 

To receive the maximum benefit from the Child Care Food Program, a Free 

and Reduced-Price Meal Application (F/R Application) must be submitted 

for every child currently enrolled in your center. 

DO NOT COMPLETE THESE APPLICATIONS FOR PARENTS 

F/R Applications are available in English, Spanish & Creole upon 

request. 

When parents/guardians are completing F/R Applications, the following 

must be completed: 

1. Child name 

2. Center Name & Address 

3. Primary hours and days of the week in care 

4. Meals typically served while in care 

 

Step 1: Infant & Children Information 

 List all children and infants through age 18 in the household 

(child’s name should be at the top of the application and 

listed again here in step 1) 

 List date of birth and circle ‘Yes’ or ‘No’ for all 4 

questions  

 

Foster Children: With appropriate documentation, foster children 

may automatically qualify for meal reimbursement at the “Free” 

reimbursement rate, regardless of the income of the household with 

whom they reside. 
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1. Provide official documentation from the foster care agency 

or court that placed the child with the specific household. 

Current enrollment and child participation information 

must be on file at the center on a F/R application or 

DCF/School enrollment form. 

OR 

2. Complete a F/R application. In step 1, “Foster Child” 

column is circled “Yes” with all other required 

information. Foster parent of other official representing 

the child must list home address, daytime phone number, 

signature, printed name and date of signature. 

 

Step 2: (FAP/SNAP)/TANF Benefits 

 Households receiving FAP/SNAP or TANF must list their case 

number located on their letter of eligibility. 

 The case number is always ten digits and always begins with 

the number “1”; this is not the number on the EBT card. 

 When filling out this section, they may skip Step 3 & 4 and 

complete Step 5. 

 

Step 3: Children’s Income Information 

 List the combined income of children listed in Step 1 and 

circle how often the income is received (weekly, bi-weekly, 

twice a month, monthly or annually). If children do not 

receive any income, list a (0) zero or leave blank. 
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Step 4: Household Income  

 List every adult (related and unrelated) in the household 

whether they receive an income or not. Indicate the amount of 

income each household member regularly receives and circle 

how often that income is received  

 

Zero income: If an adult does not have any income, a (0) zero must be 

listed in every column. Blank columns, “N/A” or line through 

a column will be considered incomplete. 

 Total number of household members must be listed (children & 

adults). This number must match the number of people listed 

on the F/R application. 

 List the last four digits of the Social Security Number of 

the person who signs the F/R application. 

o If there is no Social Security Number, please write 

the word “NONE” in the space provided. Do not leave 

blank or crossed-out. 

 

Step 5: Contact Information and Adult Signature 

 Home address and daytime phone number 
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 Signature and printed name of adult household member 

completing the form 

 Date the F/R application was completed.  

 

Meal applications remain in effect for a maximum of one 

year from the end of the month in which the F/R application 

was signed. 

Parent Refusal 

 F/R Applications with refused information will be classified as 

“Non-needy”. 

 If a parent refuses, a F/R Application may be submitted with Step 

1 and Step 5 completed. Write the word “REFUSED” on the F/R 

application. 

 If you are still unable to submit a F/R application, you may 

submit a school enrollment form with current child 

participation/enrollment information signed by the 

parent/guardian in the last 12 months. 

Best Practices 

 No white-out or pencil 

 Have the parent initial any crossed out information 

 Blue ink is preferable  

 F/R applications are effective as of the first day of the month in 

which Family Central receives and classifies the F/R application 

(see FAXING POLICY) 

 Children enrolled in your center that do not have completed F/R 

Applications will be classified as “Non-needy”, even if their household 

income meets the guidelines for free and reduced-price meals. 
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SAMPLE – Free and Reduced-Price Meal Application 

 
 



   

25 
Child Care Food Program rev 8/24                                                                                                    www.familycentral.org                                                                                                                                               
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Minute Menu CX and Kidkare 

 

Claiming meals online through Minute Menu CX or Kidkare: 

Centers claiming meals online through Minute Menu CX/kidkare must adhere 

to Child Care Food Program (CCFP) and Family Central policies for 

claiming meals. 

 

Meal counts must be taken at point of service and recorded 

within one hour of the meal service, then must be entered 

into Minute Menu CX/Kidkare by the end of each business 

day. 

 

Meal counts and attendance must always be readily 

accessible. 

 

Minute Menu CX 

 

Recording Meals - Option 1: 

Enter meal counts directly into Minute Menu CX within one hour of 

meal service after each meal type. 

 

Recording Meals - Option 2: 

Record meal counts using the “Weekly Attendance & Meal Count Report” 

from Minute Menu CX. 

Manually record meals onto the “Weekly Attendance & Meal Count 

Report” within one hour of meal service for each child and meal type. 

 To print the “Weekly Attendance & Meal Count Report”: Click 

“Reports” > Click “Attendance”> Click on “Weekly Attendance and 

Meal Count Report” > Select appropriate date. 



   

27 
Child Care Food Program rev 8/24                                                                                                    www.familycentral.org                                                                                                                                               

Weekly Attendance & Meal Count Report – Sample
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To Record Meals: 

Open the clipboard icon labeled “Attendance” 

 

Select each meal that is served to the enrolled children in your 

center: 
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SAVE, SAVE, SAVE!!! 

Don’t forget to click Save before moving on. 

Creating Classrooms: 

 Click on “Tools” > Click “Manage Classrooms” 

 

Click “Add New” to add classrooms. 
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You can edit the classroom names here at any time. You can also 

delete classrooms here. 

Enrolling Children 

All children must be enrolled in Minute Menu CX, regardless if they 

receive a meal or not. 

 Click on the “Child” icon > click “Enroll Child” at the bottom 

of the screen. 

 

 

 

 

Look at the child’s Free and Reduced-Price meal application and fill 

in all required fields highlighted in red. You must select a 

classroom for every child. 



   

31 
Child Care Food Program rev 8/24                                                                                                    www.familycentral.org                                                                                                                                               

 

Ensure spelling of the child’s name and date of birth are correct. If 

this information is entered incorrectly, you must contact your Claims 

Specialist to correct the error. You will not have the ability to 

correct this information once it is saved. 

 “Original Enrollment Form Date” – This is the date the parent 

signed the application or enrollment form. 

Once all required fields are filled in, click “Next”. 

Fill in all primary guardian information. You must include a primary 

contact and at least one parent’s first and last name. Click “Save” 
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A message will appear after all information has been entered 

correctly. You do not need to print a report after the child is 

enrolled. 
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To Assign Classrooms: 

 Click “Tools” > Click “Assign Classrooms” 

Click on “Classroom” next to the child’s name to change their 

classroom assignment. 

 

 

KIDKARE 

Recording Meals - Option 1: 

Enter meal counts directly into Kidkare within one hour of meal 

service after each meal type. 

  

Recording Meals - Option 2: 

Record meal counts using the “Weekly Attendance & Meal Count Report” 

from Kidkare. 

Manually record meals onto the “Weekly Attendance & Meal Count 

Report” within one hour of meal service for each child and meal type. 

 To print the “Weekly Attendance & Meal Count Report”:  

Click “Reports”> Click “Meals & Attendance”> Click “Weekly 

Attendance + Meal Count Report” > Select appropriate date. 
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Weekly Attendance & Meal Count Report – Sample 
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To Record Meals: 

When recording meals in and attendance for the day, you can use the 

“Select All” feature to automatically record meal counts for all 

participants who are currently marked in attendance. Note that you 

must still mark participants as “In” before you can record meal 

counts. 

 Via the taskbar at the left of the screen Go to “Menus/Attendance” 

> Click “Attendance & Meal Counts”, Select Classroom and Meal type 

at the top > Check the Box  icon, to each participant’s name 

to mark attendance > Click “Select All”. All participants who are 

currently marked in attendance are marked as having received a 

meal. 

 

SAVE, SAVE, SAVE!!! Don’t forget to click Save before moving on. 
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Creating Classrooms: 

 Via the taskbar at the left of the screen Go to “Administration” 

> Click “Manage Classrooms” > Click “+ Add Classroom” to the top 

right corner.  

You can edit the classroom names here at any time. You can also 

delete classrooms here. 

 

 

 

To Assign Classrooms: 
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 Click “Administration” > Click “Assign Classrooms” > Click on 

the child’s name to change their classroom assignment.  
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Enrolling Children: 

All children must be enrolled in Kidkare, regardless if they receive 

a meal or not. 

 Via the taskbar at the left of the screen Go to “Children” > 

Click “List Children” > click “Add Child” to the top right 

corner. 

 

 

Look at the child’s Free and Reduced-Price meal application and fill 

in all required fields. 

Ensure spelling of the child’s name and date of birth are correct. If 

this information is entered incorrectly, you must contact your Claims 

Specialist to correct the error. You will not have the ability to 

correct this information once it is saved. 

 “Enrollment Date” – This is the date the parent signed the 

application or enrollment form. 

Once all required fields are filled in, click “Next”. 
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Fill in all “Primary Guardian” information. You must include a 

primary contact for at least one parent. Click “Next” 
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Fill in participation information. “Days in Care” are the center’s 

Days and Hours of Operation. “Participating Meals” are the meals 

offer by the center. Click “Enroll Child”. 
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Milk Requirement – Self Prep Centers 

Centers must ensure correct types of milks are purchased in appropriate 

quantities. 

Receipts for milk must be submitted with your monthly claim. It is 

recommended to use the Milk Calculator to ensure sufficient milk is 

purchased. 

 Visit www.floridahealth.gov – Search “Milk Calculator” 
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Deep-fat fried foods that are prepared on-site cannot be part of the 

reimbursable meal. 

For this purpose, deep-fat frying means cooking by submerging food in 

hot oil or other fat. Foods that are pre-fried, or pan-fried by a 

commercial manufacturer may be served, but must be reheated by a method 

other than frying. 

 

Water Availability 

Child care providers must ensure that children participating in the 

CCFP have access to free, potable water during meal services and 

throughout the day upon request. 

Water can be made available to students through options including: 

 Serving water in additional to milk at meal times 

 Serving water at snack when no beverage is listed on the menu 

 Water pitchers and cups are available for use throughout the day 

 Cups available next to water fountains or faucets 

 Providing water when requested 

Children must be allowed to freely access water during the entire meal 

service. Water is not part of the reimbursable meal and children are 

not required to take water. 

Child care centers must also offer water to children throughout the 

day. For very young children, this may require visual cues, such as 

showing the cup or pitcher while verbally offering the water. 

Safety: 

The Environmental Protection Agency (EPA) regulates public water 

systems and provides resources related to safe drinking water. The EPA 

recommends that water be tested routinely for lead and copper 

contamination and overall water safety. The local health department or 

water testing facility can provide resources and information about water 

testing laboratories. Cost related to the purchase of water testing 

services would be considered an allowable use of CCFP funds if the costs 

were considered to be reasonable, necessary and allocable.  
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In general, CCFP funds may not be used for costs that add significant 

to the value of the child care facility, such as fixing plumbing. Costs  

 

associated with repair to a child care facility’s plumbing would add to 

the permanent value of the child care facility and should therefore 

come from the child care facility’s general fund. 

However, water filtration equipment could potentially be a reasonable 

and necessary cost under certain conditions. Participating CCFP 

children must be the group benefitting from this equipment.  

For more information: 

EPA: Drinking Water Best Management Practices for Schools and Child 

Care Facilities Served by Municipal Water Systems (2013) www.epa.gov 

EPA: Drinking Water in Child Care Facilities: 

http:www.epa.gov/childcare/resources-about-drinking-water-child-care-

providers 

Florida Department of Health: Florida Well Water Information and 

Testing: http://www.floridahealth.gov/environmental-health/drinking-

water/index.html 

National Drinking Water Alliance: http://www.drinkingwateralliance.org 

Safe Drinking Water Hotline: 800-426-4791 

 

 

 

 

http://www.epa.gov/
http://www.floridahealth.gov/environmental-health/drinking-water/index.html
http://www.floridahealth.gov/environmental-health/drinking-water/index.html
http://www.drinkingwateralliance.org/
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Ounce Equivalents for Grains
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Catered Meal Acceptance Guidelines 

1. Meal Delivery Time – Lunches must arrive no earlier than 3 hours 

prior to the start of the center’s scheduled meal time. If the 

delivery arrives earlier than the 3 hour timeframe, the entire 

meal delivery MUST BE REFUSED. If the meal delivery is late, the 

center has the right to REFUSE the meal. It is possible for one meal 

to be rejected and another accepted. Example: lunch may be rejected due 

to lateness but snack and next day breakfast accepted. 

2. Temperatures – Center staff must check the temperatures of hot and 

cold meal components being delivered. Hot meal components must be 

delivered at 140°F or above and cold meal components must be 

delivered at 41°F or below. If the hot meal components are 

delivered below 140°F or the cold meal components are delivered 

above 41°F, the entire meal MUST BE REFUSED. It is the centers 

responsibility to ensure catered meals are maintained at a safe 

temperature after meal acceptance. *For centers with their own 

catering contract, the Standard Catering Contract requires hot meal 

components be delivered at 135°F or above. 

3. Meal Components – Center staff must ensure all meal components are 

delivered for each meal type. If any components are missing, the 

entire meal MUST BE REFUSED. 

4. Menu Substitutions – All menu substitutions must be approved by 

the sponsor (Family Central) and must be documented on the daily 

delivery receipt. Center staff must ensure all delivered meal 

components correspond to the daily menu and any substitutions are 

listed on the daily delivery receipt. The entire meal MUST BE 

REFUSED if substitutions are not listed on the delivery receipt.  

5. Wholesome & Unspoiled – Center staff must ensure all meal 

components are unspoiled and wholesome. If one or more of the 

components are spoiled or unwholesome, the entire meal MUST BE 

REFUSED. 

6. Delivery Receipts – All 3 copies of the daily delivery receipts 

must be signed by the center staff member accepting the delivery, 

signed by the delivery driver, dated, time of delivery listed, and 

temperatures of hot and cold meal components upon delivery listed. 

Any discrepancies must be indicated on the delivery receipt. For 

example: If snack and next day breakfast are accepted, but lunch 

is refused, center staff must write this information on the 
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delivery receipt. Center staff must also ensure accuracy of 

delivery time documented by the delivery driver. 

7. Refusing Meals – Center staff is REQUIRED to refuse an entire meal 

that does not meet the contracted terms at delivery (out of 

temperature, missing components, spoiled or unwholesome, 

unauthorized and undocumented menu substitutions). Remember it is 

possible for one meal to be rejected and another accepted. For 

example, lunch may be rejected due to lateness, but snack and next 

day breakfast are accepted. 

8. Caterer Deficiency Reports – Center staff is REQUIRED to submit a 

Caterer Deficiency Report to Family Central after any and all 

occurrences of the caterer’s contracted terms not being met.  

9. Shelf Stable Meal Components – It is strongly recommended that 

centers maintain at least one day’s worth of shelf stable meal 

components for use in case of an emergency, such as refusing meals.  
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CCFP Renewal Requirements for Catered Meal Service 
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63 
Child Care Food Program rev 8/24                                                                                                    www.familycentral.org                                                                                                                                               
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Caterer Deficiency Reports 

Centers are required to submit Caterer Deficiency Reports to Family 

Central if any issue occurs with the caterer. 

Caterer Deficiency Reports must be: 

 Submitted to Family Central directly, do not submit deficiency 

reports directly to the caterer 

 Submitted in a timely manner, even if the deficiency is 

corrected 

 Keep a copy for your records. You do not need to submit a copy 

with your claim. 
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Disaster/Hurricane Plan 

 

In an effort to keep operations running as smoothly as possible should 

a tropical storm/hurricane occur, the following policy will be in 

effect: 

 

Catered Child Care Centers: 

If the county school board closes public schools in the center’s county, 

the caterer will not deliver meals.  During times when schools are not 

in session, such as summer vacation and holidays, if the county 

government in the center’s county closes their offices, the caterer 

will not deliver meals. Centers choosing to remain open may purchase 

food and claim meals for reimbursement that meet the required meal 

pattern if their licensing authority allows them to prepare meals. 

Center will be responsible for submitting menus and receipts for 

purchased foods to Family Central with the monthly claim paperwork. 

Meals not meeting required meal patterns may be reimbursed if the 

Florida Department of Health issues a disaster waiver. 

 

If a disaster does not directly impact our area, the caterer will 

deliver meals as soon as the public schools or county government offices 

reopen. 

 

Post-Disaster Plan - If a disaster does impact our area: 

The caterer will automatically begin delivering meals when the public 

schools or county government offices in the center’s county reopen.  

Catered child care centers who wish to begin receiving meals prior to 

the opening of public schools or county government offices or who will 

not open when public schools or county government offices open should 

contact Family Central so that we may notify the caterer of the center’s 

needs.   

 

Self-Prep Centers: 

The center must have a plan in place in case a disaster were to impact 

the area. 

 

Reimbursement for meals served post-disaster will be contingent upon 

centers following licensing authority regulations. The center will be 

responsible for all costs of meals incurred post disaster if the center 
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is deemed not to be operating within the licensing authority post-

disaster guidelines. 

 

Family Central staff will make every effort to contact each center to 

assess their immediate needs.   

 

Family Central usually follows the school system closing procedures in 

the event of an emergency.  If county public schools or county 

government offices are closed,  

Family Central’s offices will be closed in that county. Since Family 

Central leases office space, the proper procedures must be followed as 

mandated by building owners. As such there may be other occasions that 

Family Central offices must remain closed.   
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Catering Receipt – Sample
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Meal Count Change Form – Sample
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Meal Count Change Forms 

Send Meal Count Change Forms, Caterer Deficiency 

Reports & Medical Statement with Substitution 

Requests to: 

mealcountchanges@familycentral.org 

**Child Care Centers are reimbursed for meals served, not for the 

amount of meals ordered.** 

For Diana Food Group & NutriSpa: 3 FULL business days are required to 

make a change  

For centers with their own caterer: check with your caterer for meal 

count change time frames   

Meal Count Change Form Best Practices: 

༝  Fill in every column; Print clearly 

༝  Fax or Email to Family Central immediately – do not send Meal 

Count Change Forms with your claim. 

༝  Try not to order more than 2-3 extra meals for each age group; 

negative impact on reimbursement if too many meals are ordered 

༝  Regularly compare meal counts to number of meals being claimed 

in Minute Menu CX / KidKare 

 Check Monthly Claimed Meal Counts by Age Group Report in 

Minute Menu CX: Click on the “Reports” > Click “Attendance”> 

Select “Monthly Claimed Meal Counts by Age Group” 

 

 Check Monthly Claimed Meal Counts by Age Group Report in 

Kidkare: Click on the “Reports” > Click “Meals & Attendance”> 

Select “Monthly Claimed Meal Counts by Age Group” 
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༝  If Diana or NutriSpa: Do not send Meal Count Change Forms 

directly to the caterer 

༝  Do not send copies of Meal Count Change Forms with your claim – 

keep for you records 

Use Meal Count Change Forms for ANY changes 

○ Boxed Lunches, closures, re-openings, menu change, meal 

time changes, etc. 

○ Caterer confirmations will be sent to you as soon as they 

are received 
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Self-Prep Sites 

Child Nutrition (CN) Labels   

Commercially processed combination foods (convenience entrees – frozen 

or canned) must have a CN label or manufacturer’s analysis sheet stating 

the food component contribution to the meal pattern.  

 

 
 

 

CN Labels indicate how much product is needed to provide a reimbursable 

portion (i.e.: how much fish and how much breading is in a fish stick). 

In lieu of a CN label, a product formulation sheet, found on the brand’s 

web site, gives you the same information. These must be maintained at 

your site with a copy sent to Family Central.   

Main Dish 
commercially 

prepared 
combination 

products

Fish 
Sticks

Chicken 
Nuggets

Canned 
Ravioli

Canned 
Beef 
Stew 
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Product Formulation Statements (PFS) 

If a valid CN Label is not available, the contractor must obtain a 

PFS. 

1. A PFS must be on signed letterhead that demonstrates how the 

processed product contributes to the meal pattern requirements. 

2. Templates for documenting meal components are available on the 

FNS website at: http://www.fns.usda.gov/cnlabeling/food-

manufacturersindustry 

3. PFS may be modified for various products contributing to more 

than one meal component. The crediting information for each meal 

component may be documented on the same PFS. 

http://www.fns.usda.gov/cnlabeling/food-manufacturersindustry
http://www.fns.usda.gov/cnlabeling/food-manufacturersindustry
http://www.fns.usda.gov/cnlabeling/food-manufacturersindustry
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4. Creditable ingredients listed in the PFS must match a 

description in the Food Buying Guide for Child Nutrition 

Programs (see below)  

5. PFS should verify that the product’s contribution to the meal 

pattern requirements is not greater than the serving size of the 

product (i.e., a 2.15 ounce beef patty may not credit more than 

2.00 ounce M/MA). 

6. PFS should assure that the creditable components are in the 

finished product.  

Standardized Recipes 

Standardized Recipes are recipes that have been carefully adapted and 

tested to ensure they will produce a consistent product every time they 

are used. 

USDA-created standardized recipes can be found at: 

https://www.fns.usda.gov/tn/standardized-recipes-cacfp 

A standardized recipe will help ensure that the best possible food items 

are produced every time and shall include the following: 

 Recipe title, category (main dish, vegetable, soup/salad) 

 Ingredients, weight and volume 

 Preparation instructions, cooking temperature 

 Serving size, recipe yield 

 Cooking and serving equipment 

Food Buying Guide 

The Food Buying Guide for Child Nutrition Programs has all the current 

information in one manual to help you and your purchasing staff. 

 Buy the right amount of food and the appropriate type of food for 

your program(s) 

 Determine the specific contribution each food makes toward the 

meal pattern requirements 

 https://www.fns.usda.gov/tn/food-buying-guide-for-child-

nutrition-programs. 

https://www.fns.usda.gov/tn/standardized-recipes-cacfp
https://www.fns.usda.gov/tn/food-buying-guide-for-child-nutrition-programs
https://www.fns.usda.gov/tn/food-buying-guide-for-child-nutrition-programs
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Food Allergies 

Child care providers must take food allergies very seriously as they 

are a serious public health issue. Fifteen million people, including 

nearly six million children, in the United States have a food allergy. 

Eight foods cause the majority of allergic reactions. They are: 

 Milk 

 Eggs 

 Peanuts 

 Tree nuts 

 Soy 

 Wheat 

 Fish and Shellfish.   

 

However, people can be allergic to any type of food. A food allergy 

happens when the immune system overreacts to a harmless food protein. 

All food allergies are potentially serious and can be very 

unpredictable. Reactions can range from a few hives to anaphylaxis 

shock. Reactions that were mild at one time can be very serious the 

next time. 

 

A partial list of mild symptoms may include: 

 Rashes on the skin 

 Sneezing 

 Runny nose 

 Redness around the eyes 

 Dry cough 

 Nausea 

 

A partial list of more severe symptoms may include: 

 Trouble swallowing 

 Chest pain 

 Turning blue 

 Confusion 

 Anxiety 

 Weakness 

 Vomiting 

 Diarrhea 

 Loss of consciousness 
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Even trace amounts of food may be enough to cause a severe reaction in 

some children.  A child does not necessarily have to eat the food to 

have an allergic reaction; simple contact may be enough to trigger an 

allergic reaction. An allergic reaction can begin in a few minutes to 

several hours after coming in contact with the food.   

 

Some signs of an allergic reaction in non-verbal children may include: 

 Putting their hands in their mouths 

 Pulling or scratching at their tongues 

 Slurring their words 

 Voices become hoarse or squeaky 

 Complaints about their tongue, mouth, ears, lips, chest, stomach 

or a general bad feeling  

If you think a child is having an allergic reaction, seek emergency 

help immediately.   
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Symptoms of Anaphylaxis 

 

Minimizing the Risk of Choking 

Regardless of the child's age, the best way to lessen the risk of edible 

choking hazards is to always insist children eat while sitting at a 

table surface, not moving around. Serve small portions of items, and 

for toddlers and preschoolers, be sure to cut food into portions smaller 

than half an inch. Encourage children to take small bites and chew and 

swallow before taking more food or trying to talk.   
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Top 10 Food Choking Hazards 

Hot dogs Hot Dogs are not creditable under Family 

Central’s Food Program sponsorship 

Nuts Nuts can easily become lodged in your child's 

throat 

Grapes/Raisins   Cut grapes in half for toddlers and avoid 

raisins for       preschoolers 

Carrots Serve carrots in narrow strips that are easier to 

chew and swallow 

Popcorn Th Popcorn is better saved for older kids under 

supervision 

Hard candy C   Candy isn't good for children’s’ health and 

should be avoided 

Gum T   Gum is another treat that doesn't bring any 

value to the diet. 

Bagel Bagels can be difficult for small teeth to chew 

Apples C   Cut apples into small slices to make them easy 

to swallow 

Cheese cubes       Shred cheese or dice it into tiny bits instead 

  

Serving Family Style Meals in the CCFP 

Family style is a type of meal service which allows children to serve 

themselves from common platters of food with the assistance of 

supervising adults. Family style meal service provides an opportunity 

to enhance the nutritional goals of the CCFP by encouraging a pleasant 

eating environment. It also promotes mealtime as a learning experience 

enhancing children’s development of language, social skills, motor 

skills, table manners, and independence. 
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Family style meals are reimbursable when each child has access to the 

required portion size for each meal item. 

When electing to use this recommended style of meal service, the 

following must be followed: 

 A sufficient amount of prepared food must be placed on each table 

to provide the full required portions of each component. 

This means that when food dishes are passed around the table, each 

child has access to at least the minimum required amount of each 

meal component. Enough food must also be available to accommodate 

any adults who will be eating with the children. 

For example: there are 10 three year old children sitting around 

a breakfast table. Orange slices are served as the fruit/vegetable 

component. According to the CCFP meal pattern, the minimum required 

amount for vegetable/fruit is ½ cup for 3-5 year olds, therefore: 

 10 x ½ cup = 5 cups (There should be at least 5 cups of orange 

slices on the table) 

 Children must be allowed to serve the meal components themselves, 

with the exception of fluids, such as milk. 

During the course of the meal, it is the responsibility of the 

supervising adults to actively encourage each child to serve 

themselves the full required portion of each food component. 

Supervising adults who choose to serve the fluids directly to the 

children must serve the required minimum quantity to each child. 

 

Center staff must supervise and observe children during mealtime. Center 

employees should act as good role models by sitting with the children 

and eating the same food that they do.  

 

In family style meal service, children are responsible for determining 

the amount (if any) of a food item that they will serve themselves (or 

with assistance from an adult). Center staff is responsible for offering 

nutritious foods that meet the CCFP meal pattern and encouraging 

children in a positive manner to try a variety of foods. 

 

Staff is responsible for assuring that food is handled in a safe and 

sanitary manner. To ensure safe food practices, food from bowls, dishes, 



   

82 
Child Care Food Program rev 8/24                                                                                                    www.familycentral.org                                                                                                                                               

and pitchers placed on the table may not be reused or served as a 

leftover at a later date or time. State and local health department 

sanitation and food safety requirements must be followed. 

 

 

Tips for Feeding a Vegetarian on the Child Care Food 

Program (CCFP) 

 

Vegetarian meals and snacks for children can meet the CCFP Meal Pattern 

requirements with some planning. By making substitutions to the regular 

menu where necessary, vegetarian children can be accommodated within 

the CCFP Meal Pattern requirements. The more foods that are excluded 

from the vegetarian diet, the more substitutions are required.  

 

Types of Vegetarian Diets:  

Most vegetarian diets will fall into one of the following categories: 

 

Semi-vegetarian (sometimes called “flexitarian”) is the least 

restrictive. Semi-vegetarians eat mostly a plant-based diet, along with 

milk, milk products, eggs, and occasionally small amounts of chicken 

and/or fish. 

 

Lacto-ovo-vegetarians eat a plant-based diet, along with milk, milk 

products, and eggs. Legumes (dry beans, peas, and lentils), soy 

products, nuts, and seeds are eaten for protein instead of animal 

sources. Lacto-vegetarians include milk and milk products in their diet, 

as well as all plant-based foods. 

 

Ovo-vegetarians include eggs in their diet, as well as all plant-based 

foods. 

 

Vegan is the most restrictive of all vegetarian diets and includes only 

plant-based foods. 

 

General Guidelines for Meeting CCFP Meal Pattern Requirements 

 

All types of vegetarians will eat foods from the Vegetables, Fruits, 

and Grains components. Only the Fluid Milk component and Meat/Meat 

alternate component may need adjustment for vegetarian meals.  
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For vegetarian children who do not drink milk, CCFP allows non-dairy 

beverages that are nutritionally equivalent to fluid milk to be served, 

with a note from the child’s parent or guardian or medical provider. 

See the Milk Substitutions & Creditable Milks in the Florida CCFP list 

in this packet for more information.  

 

Although meat, poultry, and fish are omitted from most vegetarian diets, 

legumes (cooked dry beans, peas, and lentils), certain soy products, 

nuts and their butters, and seeds may be substituted to meet the 

meat/meat alternate requirement in the CCFP meal pattern. In addition, 

many vegetarian children will also eat cheese, eggs, and yogurt.  

 

Nuts and seeds may fulfill no more than one-half of the meat/meat 

alternate requirement for lunch/supper. Children under four years of 

age are at high risk of choking. Nuts and seeds should be ground or 

finely chopped in meal preparation and nut/seed butters should be spread 

thinly.  

 

Alternate protein products (APP) are processed from soy or other 

vegetable protein sources. APP may be used alone or in combination with 

other food ingredients to fulfill the meat/meat alternate component. 

All APP require CN labels or manufacturer’s Product Formulation 

Statements (PFS) to document that they have the proper protein levels 

by weight and digestibility. Tofu and soy yogurt are creditable for 

children ages one and older.  

 

 

 

Special Needs Meals in the CCFP – Meal Modifications 

due to Disability or Preference  

Reasonable modifications must be made for children with disabilities 

that restrict their diet. Section 504 of the Americans with Disabilities 

Act (ADA) defines a person with a disability as any person who has a 

physical or mental impairment which substantially limits one or more 

“major life activities.” Major life activities are broadly defined and 

include, but are not limited to, eating, digestion, and feeding skills.    
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Most physical and mental impairments will constitute a disability. 

Examples of a disability may include diabetes, food allergy or 

intolerance, developmental delay, or autism.  

A physical or mental impairment does not need to be life-threatening to 

constitute a disability. For example, a food allergy does not need to 

cause anaphylaxis to be considered a disability. A non-life-threatening 

allergy may be considered a disability and require a meal modification 

if it impacts a major bodily function or other major life activity.  

A child’s impairment also may be considered a disability even if 

medication or other mitigating measures reduce the impact of the 

impairment.  

CCFP providers that fail to make appropriate meal modifications for 

children with disabilities could be found in violation of Federal civil 

rights laws.  

CCFP providers must make reasonable modifications due to a disability 

regardless of whether the participating facility prepares meals on site 

or receives catered meals.   

When substitutions are made, and the meal pattern is not met, a medical 

statement is required and must be signed by a physician, physician’s 

assistant (PA), or nurse practitioner (ARNP). Please note, providers 

may not unduly delay providing the modification while awaiting the 

medical statement but should begin providing a reasonable modification 

to keep the child safe.  

Meals with substitutions that meet all meal pattern requirements are 

reimbursable and no medical statement is needed. A note from the 

parent/guardian or dietary preference form should be on file. (Example, 

child does not eat meat due to religious preference, but meat will be 

substituted with a creditable meat alternate, such as tofu or beans).  

CCFP providers are not required, but strongly encouraged, to make meal 

modifications due to parent or child preference.   

Modifications Outside of the Meal Pattern  

When substitutions are made and the meal pattern is not met, a medical 

statement is required. In this situation, the medical statement must 

include the following: 
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 Description of the child’s physical or mental impairment that 

restricts diet. 

 An explanation of what must be done to accommodate the 

disability, e.g., listing food(s) to be omitted and the 

food(s) to be substituted or any necessary adaptive feeding 

equipment. 

 Signature of a licensed physician, physician’s assistant 

(PA), or nurse practitioner (ARNP).  

 A parent/guardian may supply one or more components of the 

reimbursable meal as long as the child care provider provides 

at least one required meal component.  

Providers cannot require parents to bring in the substitute(s). 

Catered Centers (under Family Central’s blanket catering contract): The 

caterer is required to substitute meal components of the meal for 

children with disabilities when the disability restricts their diet. 

Substitutions are made on a case-by-case basis and must be supported by 

a statement of the need for substitution that includes the recommended 

alternate foods. (The Medical Statement for Meal Modifications must be 

submitted to Family Central and not the caterer. A copy of the Medical 

Statement must be on file at the center. Family Central will coordinate 

with the caterer to ensure substitutions are delivered).  

Catered Centers with Independent Catering Contracts: The caterer is 

required to substitute meal components of the meal for children with 

disabilities when the disability restricts their diet. Substitutions 

are made on a case-by-case basis and must be supported by a statement 

of the need for substitution that includes the recommended alternate 

foods. (The Medical Statement for Meal Modifications must be kept on 

file at the center and a copy provided to Family Central). The center 

is responsible to work with the caterer to ensure the substitution is 

provided.   

Family Child Care Home Providers and Self -Prep Centers: The child care 

provider is required to make reasonable modifications/substitutions for 

children with disabilities. A parent or guardian may supply one or more 

components of the reimbursable meal and the provider must provide at 

least one component. The provider cannot require a parent to provide 

the substitution(s).      

Modifications within the Meal Pattern  
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Meals with substitutions that meet all meal pattern requirements are 

reimbursable and no medical statement is needed. A note from the 

parent/guardian should be on file.  

Requests for modifications can be made due to preference (e.g. religious 

preference or vegetarianism). Providers are strongly encouraged to 

accommodate requests due to preference, but are not required to do so. 

For example, the child care provider can substitute lactose-free milk 

in place of “regular” cow’s milk or substitute a meat alternate for a 

child who does not eat meat.  

A parent/guardian may supply only one component of the reimbursable 

meal as long as the child care provider provides all other required 

components. Any parent provided component must be creditable.  

Milk substitutions due to preference - soy milk:  

Child care providers or parents may provide a non-dairy beverage (e.g., 

soy milk) that is nutritionally equivalent to the fluid milk component 

of the meal pattern. For the meal to be reimbursable, the beverage must 

be listed on the current Milk Substitutions & Creditable Milks in the 

Florida Child Care Food Program list. 

The following must be maintained on file: 

 A Dietary Preference form or letter from the parent/guardian 

requesting a nutritionally equivalent milk substitute (e.g. 

soymilk) is required if no medical statement is on file. The 

letter must state whether the parent/guardian or the center will 

provide the milk substitute. 

If parent/guardian prefers to provide the approved soy milk, it must be 

in the original container and labeled with the child’s name.  

All other milk substitutes (e.g., almond milk, rice milk, coconut milk): 

These milks are not nutritionally equivalent to fluid cow’s milk and 

require a medical statement to be served as part of a reimbursable meal.  
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Meal Times 

Centers must choose official meal times for each meal served. Meals 

must be served within assigned meal times to be claimed for 

reimbursement. Center staff may begin preparing meals before the 

assigned meal time, but may not serve the meals until the official meal 

time has begun. Children may continue eating outside of meal times, but 

any meals served outside of the official meal time cannot be reimbursed. 

● A maximum of two hours per meal is allowed. 

● At least one hour must elapse between the end of each meal time 

and the beginning of the next. 

Meal times cannot be changed without prior approval. 

 

Monitoring Visits 

Family Central is dedicated to developing and maintaining open 

communication and cooperative relationships with center staff while 

also identifying any areas of noncompliance. Family Central will work 

with centers to help correct any problems and provide additional 

training or technical assistance when necessary.  

Sponsoring organizations must review each center three times per year. 

These reviews are unannounced and will include a minimum of 2 

observations of a meal service. Reviews are made during normal hours of 

operation and monitors making such reviews will show photo 

identification that demonstrates that they are employees of Family 

Central, Inc. 

Any issues of non-compliance will be discussed with the center during 

their review summary. Any findings must corrected and will be revisited 

by the monitor within 30 days.  
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Corrective Action Plans 

 

What is a Corrective Action Plan? 

A Corrective Action Plan is required as a result of issues of non-

compliance found during a monitoring visit or during the claim process. 

Corrective Action Plans ensures center staff understand what they are 

doing wrong and documents the center’s plan for improvement and 

permanent correction. 

 

What does an effective Corrective Action Plan look like? 

An effective Corrective Action Plan addresses the following: 

 What? What process and/or procedure will be implemented to correct 

the findings? 

 Who? Who is going to be responsible for implementing and complying 

with the process and/or procedures? (Name and Title) 

 How? How will the program ensure that the processes and/or 

procedures are followed consistently in order to prevent future 

findings? 

 When? When will the process and/or procedure be implemented? 
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Meal Disallowances 

 

A center may have meals disallowed if program rules and regulations 

are not followed. The following are some examples of reasons meals 

would be disallowed: 

 Meals claimed for children without any enrollment/participation 

information on file (school enrollment or F/R application) 

 Meals claimed for children who have an expired F/R application 

or school enrollment form 

 Meals/snacks claimed in excess of the center’s licensed capacity 

 Meals/snacks claimed outside of meal times 

 Meals served to children over age 13 (unless there is a Medical 

Statement for special needs or the parent is a migrant worker) 

 Meals that do not meet the CCFP Meal Pattern (unless there is a 

Medical Statement on file) 

 Meals claimed over the amount of catered meals ordered 

 Pre-recording or not recording by the end of business day 

 

 

Claim Submission & Review 

CLAIM PACKAGES MUST BE RECEIVED BY THE 5TH OF THE MONTH. 

In order for the claim to be processed, the claim must be complete and 

accurate. Submission of incomplete paperwork may result in a delay of 

claim reimbursement to the center. 

Your organization must continue to maintain records to backup 

reimbursement claims. These records may include menus, meal counts, 

attendance, Free and Reduce-Priced Meal Applications, CCFP enrollment 

rosters, and expenditure documentation. 

Submission of attendance and meal counts is submitted online through 

Minute Menu CX/Kidkare.  
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Submitting the claim online through Minute Menu CX/Kidkare: 

Centers claiming meals online through Minute Menu CX/Kidkare must 

submit the claim data information monthly by the 5th day of the 

following month. 

 

After reviewing information entered in Minute Menu CX: 

 Click on the “Submit Claim” button 

 Check information and the click “submit” button again 

 Printing Reports is optional. All reports are available for view 

in Minute Menu CX at all times. 

 A message will pop up: “The number of meals that you’ve recorded 

does not equal the number of days you’ve recorded menus”. This 

is correct – click “Yes” to continue. 

 After reading the next message “ATTENTION CENTER…” click “Yes” 

again to finalize the submission process. 

After reviewing information entered in Kidkare: 

 Click “Claims” 

 Click “List Claims” 

 Click “Submit” button for the corresponding month. 

 Printing Reports is optional. All reports are available for view 

in Kidkare at all times. 

 A message will pop up: “The number of meals that you’ve recorded 

does not equal the number of days you’ve recorded menus”. This 

is correct – click “Yes” to continue. 

 After reading the next message “ATTENTION CENTER…” click “Yes” 

again to finalize the submission process. 
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Claim Package Checklist – Sample 
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Follow-Up Reports 

 

Centers will receive a monthly report, in addition to their Claim 

Summary Report, directly from their assigned claims specialist each 

month. This report will detail any missing information or paperwork 

that is needed to improve the next month’s claim process.  

 

Follow-Up Report – Sample 
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Health Safety & Sanitation 

 

It is critical that anyone who cares for young children – whether at 

home or in a child care setting – be aware of the special risks of 

foodborne infection faced by infants and toddlers.  Centers for Disease 

Control and Prevention (CDC) data tell us that children under 4 years 

old are 4.5 times more likely to acquire bacterial infections from food 

compared to adults aged 20-49 years. Child care providers that handle 

food must actively promote a safe food service environment by following 

good hygiene and food safety practices. 

 

The below information is provided as guidance from Department of Health 

and “Fight Bac!”.  

 

Remember to always follow state or local health department 

and child care licensing requirements. 

 

Bacteria and viruses can be located just about everywhere. Bacteria and 

viruses can be found on your hands, nose, mouth and eyes. Some 

beneficial bacteria live inside our bodies and keep us healthy. Many 

bacteria are opportunistic, meaning they are normally harmless, but may 

pose a threat if they are outside their natural environment. Bacteria 

and viruses can also be harmful when the opportunity for infection is 

available, such as with a weakened immune system. Since bacteria and 

viruses are so common and easily picked up, having good personal hygiene 

is essential in preventing their spread. This is especially important 

for people who prepare food, because there are many types of bacteria 

that can cause foodborne illnesses.  

What does it mean to practice good personal hygiene in the kitchen? 

It is very important for everyone, especially child care providers 

working with food, to have a good personal hygiene to prevent 

contaminating food with harmful microorganisms. Proper handwashing is 

the most important aspect of personal hygiene. Hand washing signs must 

be posted in each hand washing facility and bathroom. Personal hygiene 

means promoting good sanitary practices, which includes: 

 Wash hands properly, frequently, and at appropriate times 

https://www.fightbac.org/kids/
https://www.cdc.gov/mmwr/preview/mmwrhtml/mm5316a2.htm
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 Use disposable towels or air driers for drying hands 

 Cough or sneeze into disposable tissues only and wash hands 

afterwards 

 Wash hands after touching face or hair 

 Avoid coughing or sneezing onto food 

 Avoid handling food if you’re ill or if you have a skin 

infection that could come into contact with food 

 Cover all superficial cuts with bandages and disposable 

gloves 

 Restrain hair by using a hairnet or hat 

 Remove jewelry from hands or wrists before handing or 

preparing food 

 Keep fingernails clean and trimmed 

 Wear single-use gloves 

 Wash hands before putting on gloves and after removing gloves 

 Wear clean outer clothing 

Handwashing is one of the most important ways to promote food safety. 

Wash your hands: 

 When you enter the kitchen 

 After using the restroom 

 After sneezing/coughing, or after touching any part of your body 

(face, hair, etc.) 

 After handling any raw animal products (eggs, meat, etc.) 

 After performing any non-food preparation activity (changing 

diapers, taking out the trash, using the phone, eating, etc.) 

 Before touching any food, utensil, or food-contact surface 

 Before using or when changing gloves 

 At least every 4 hours 

Wash hands using the following method: 

 Wet hands and forearms with warm, running water and apply soap 

 Scrub lathered hands and forearms, under fingernails, and between 

fingers for at least 20 seconds 

 Rinse thoroughly under warm, running water 
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 Dry hands and forearms thoroughly with either a single-use paper 

towel or an air dryer 

 Use a paper towel to turn off the water and to open the door when 

exiting the restroom   

An alcohol-based hand sanitizer is NOT a substitute for hand washing. 

Hand sanitizers are only effective if hands are not visibly soiled. 

Hand sanitizers may be used in combination with hand washing when hands 

are washed first and dried following the steps above. 

Cleaning and Sanitizing 

Dirty or contaminated utensils and equipment can transfer contamination 

to food causing foodborne illness. To prevent this, utensils, food 

preparation equipment, and contact surfaces should be washed, rinsed, 

and sanitized at least once every 4 hours. 

This can be done: 

 In a 3-compartment sink 

 In a mechanical dish machine 

 In a clean-in-place procedure for large pieces of equipment 

 A test kit or other device that accurately measures the 

concentration of the solution shall be available and used when 

chemicals are used for sanitization. Follow the your local child 

care licensing/health department instructions regarding the use of 

chemicals for cleaning and sanitizing food contact surfaces and 

equipment 

Storage 

 Hot foods should be promptly placed into a Cambro® unit or electric 

warmer after proper temperatures are verified. 

 Cold foods should be immediately placed in refrigerators after 

proper temperatures are verified.  

 Keep all storage areas clean. 

 Store all food and supplies at least 6 inches off the floor. 

 Keep food in original containers or labeled containers approved 

for food storage. All food should be labeled the component name 

and delivery date. 
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 Check products for damage or spoilage, and discard any that show 

signs of damage or spoilage. 

 Dry storage areas should be maintained at 50ºF-70ºF. 

Separate 

Cross-contamination can occur: 

 When foods come into contact with raw animal products or their 

juices. 

 When foods come into contact with contaminated equipment, hands, 

or non-food sources such as garbage. 

You can prevent cross-contamination by: 

 Following good personal hygiene and handwashing. 

 Separating raw animal foods from foods that are ready to be 

eaten during receiving, storage, and preparation. 

 Ensuring that foods which are ready to be eaten are not prepared 

with raw animal products on the same cutting board, using the 

same knife or utensils, or without washing hands. 

 Storing foods that are ready to be eaten above raw animal 

products in the refrigerator. 

 Maintaining a fresh bucket of cleaning solution and a fresh 

bucket of sanitizing solution in the work area so that cleaning 

and sanitizing can be done easily. Use test strips to ensure 

the concentration of the sanitizing solution is at the 

appropriate level. 

 Storing chemicals in a separate area away from food, preferably 

in a locked room or cabinet. 

Cook 

When using food thermometers: 

 Check food temperatures with clean, sanitized, and calibrated 

thermometers. 

 Clean and sanitize thermometers before and after each use. Wash 

the stem of the thermometer and sanitize by dipping the stem 

into sanitizing solution or wiping with a sanitizing wipe. Allow 

to air dry. 
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 Measure the internal temperature of food by inserting the 

thermometer into the thickest part of the food, being sure to 

cover the sensor. Wait for the indicator to stabilize and read 

temperature. 

 Record time and food temperatures on a production record or on 

a separate cooking and reheating log (you must record 

temperatures on every copy of the daily delivery receipts). 

 Calibrate thermometers at least weekly or if they are dropped.  

 

Chill 

 Temperature Danger Zone 

o The FDA Food Code has identified the temperature danger 

zone as 41ºF to 135ºF. This means that cold foods must be 

kept at 41ºF or below and hot foods must be kept at 135ºF 

or above. It is important to limit the amount of time that 

foods served cold or hot are in the range of 41ºF to 135ºF. 

**As a reminder, Family Central’s catering contract requires hot food 

be delivered at 140 ºF or higher. If the center has an independent 

catering contract, the Standard Catering Contract requires hot food 

be delivered at 135ºF or higher.** 

o Discard food held in the temperature danger zone for more 

than 4 hours. 

o Refrigerated storage areas should be maintained at 41ºF or 

below. 

o Frozen storage areas should be maintained at 0ºF to -10ºF. 

 Preparing Cold Food 

o Pre-chill ingredients for cold foods, such as sandwiches, 

salads, and cut fruits, to 41ºF or below before combining 

with other ingredients. 

o Prepare food in small batches so that ingredients are not 

at room temperature more than 30 minutes before cooking, 

serving, or returning to the refrigerator. 

o Thaw Frozen Foods: 

o In the refrigerator at a temperature at or below 41ºF 

o By submerging under clean, drinkable, cold running 

water 
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o In a microwave (and use immediately) 

o As part of the cooking process (frozen patties, 

nuggets, pizza, lasagna, chili, soup) 

 Chilling Foods: 

o When cooling hot foods for later use, they must be cooled 

rapidly 

o Divide food into small batches and chill in shallow 

containers. 

Please note: Infants and children must not be allowed in food 

preparation areas. Any employee with a communicable disease, a 

respiratory illness, an acute gastrointestinal illness (diarrhea and/or 

vomiting), or open wound shall be excluded from working in any area of 

food service. 

Sanitizing Your Thermometer: 

Proper sanitation of thermometers is imperative to avoiding cross-

contamination and keeping food safe for young children.  

Below are steps to clean and sanitize bi-metal pocket thermometers: 

1. Wash the thermometer by hand in hot soapy water; do not immerse it 

in water. 

2. After washing and rinsing the thermometer, sanitize it by hand 

using an alcohol based sanitizing wipe. 

3. Thermometers should be washed, rinsed, and sanitized on a daily 

basis. The sheath should also be washed, rinsed, and sanitized 

regularly to ensure cleanliness. 

4. Use an alcohol based sanitizing wipe between measuring the 

temperatures of different foods to clean the thermometer stem and 

avoid cross-contamination of foods. 

5. Store the thermometer in the sheath to keep the stem clean and 

maintain safety as some thermometer probes can be sharp. 

Food supplied by the caterer must be inspected for quality and safety. 

At the time of delivery, ensure that foods are: 

 Accepted by child care staff who are trained in food 

specifications, quality standards, and sanitation requirements 

 Delivered according to the “Catered Meal Acceptance Guidelines” 

 Delivered at appropriate temperatures 
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 Delivered in proper containers and/or packaging 

 Maintained at proper temperatures until meal service 

Discard any leftover food after the meal or after 4 hours pass from the 

delivery time of the food, whichever occurs first. 

Infants 

Best Practices for Infant Feeding in Child Care 

 Support breastfeeding 

 Feed infants by a consistent caregiver 

 Train staff on preparing, feeding, and storing breast milk and 

formula 

 Practice responsive feeding 

o Timing 

o Amount 

 Introduce solid foods to infants when developmentally ready 

o No earlier than 4 months 

o Preferably by about 6 months 

o By spoon only, no bottles 

o Develop a feeding plan with the infant’s parents 

 Encourage self-feeding when infant is developmentally ready 

o Supervise and assist children learning to feed themselves 

 Promote appropriate physical activity 

 

Breastfeeding 

Helping to support and encourage breastfeeding is a best practice due 

to the numerous benefits for baby, mom, and society.  

Did you know? 

 The World Health Organization (WHO) recommends breastfeeding 

for at least two years. 

 Human milk changes to meet the needs of the infant – 

throughout: a feeding, the day, and the baby’s first year of 

life. 
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 Breastmilk is easily digested and almost completely utilized 

by the baby’s body. 

 A mom can directly nurse her baby as part of a reimbursable 

meal. 

 Breastmilk can be served to children of any age. 

Low-income women are more likely than their higher-income counterparts 

to return to work earlier and to be engaged in jobs making it a challenge 

for them to continue providing breastmilk for their baby. 

When child care settings become strong partners and advocates in 

encouraging mothers to continue to breastfeed, the benefits to families 

are enormous. Child care settings themselves also benefit from the 

improved health status of the children in their care. 

Child care providers can support a mother’s choice to breastfeed by 

encouraging mothers to breastfeed at the facility and offer a private, 

comfortable place to nurse or pump their milk. 

Child care providers play a vital role in supporting a 

mother’s continuation of breastfeeding. 

Infant Feeding Policies  

One of the main goals of the Child Care Food Program (CCFP) is to safely 

serve nutritious meals and snacks that meet program meal pattern 

requirements and are appetizing to children. To help achieve this goal, 

there are two main policies regarding infants that child care providers 

must meet when participating in the CCFP.  

POLICY I 

Child care providers participating in the Child Care Food Program must 

offer program meals to all children, including infants, who are enrolled 

for child care.  

By agreeing to participate in the CCFP, you are obligated to offer 

program meals to all children including infants. Offering program meals 

to infants must be based on whether the baby is enrolled for care – not 

whether the baby is enrolled for the CCFP.  
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As long as the baby is in care during the meal service 

period, you are obligated to offer the baby a meal that 

meets CCFP requirements. 

To comply with Policy I, child care providers must: 

 Require parents to complete the “Infant Feeding Form” (see 

sample on the following page). The “Infant Feeding Form” must  

be kept on file at the child care facility. Please note: Head 

Start/Early Head Start facilities are not required to provide 

this form to parents. Head Start facilities are required to 

participate in the CCFP and have more comprehensive requirements 

and forms. 

 Select at a minimum, one approved iron-fortified milk-based 

formula and one approved iron-fortified soy-based formula to 

offer formula fed babies from the Approved Formula List. 

 

 

Creditable Infant Formulas in the Child Care Food 

Program (CCFP) 

In the CCFP infant meal pattern, a site must offer at least one iron-

fortified infant formula that is regulated by the Food and Drug 

Administration (FDA). The FDA has strict nutrition and safety standards 

for infant formula to make sure infants are getting the nutrients they 

need for healthy growth.  

The infant formula must be FDA approved, should not be on the FDA Exempt 

Infant Formula list, and must be iron-fortified.  

All infant formulas sold in the United States are regulated by the FDA. 

If an infant formula is bought from a place online or in person outside 

of the United States, it is probably not regulated by the FDA and should 

not be used.  

Previously, USDA-FNS provided a list of Iron-Fortified Infant Formulas 

That Do Not Require a Medical Statement. FNS no longer maintains such 

a list due to the continuous development of new or re-formulated infant 

formula products making an accurate, all-inclusive list impractical.  
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The following criteria may be used to determine whether a formula is 

eligible for reimbursement: 

1. Ensure that the formula is not an FDA Exempt Infant Formula. An 

exempt infant formula is an infant formula labeled for use by 

infants who have inborn errors of metabolism or low birth 

weight, or who otherwise have unusual medical or dietary 

problems, as defined in 21 CFR 107.3. 

a. More information and a list of FDA Exempt Infant Formulas 

can be found at: www.floridahealth.gov/programs-and-

services/childrens-health/child-care-food-

program/_documents/creditable-infant-formulas.pdf  

b. Look for “Infant Formula with Iron” or a similar statement 

on the front of the formula package. All iron-fortified 

infant formulas must have this type of statement on the 

package. 

2. Use the nutrition facts label as a guide to ensure that the 

formula is iron-fortified. The nutritive values of each formula 

are listed on the product’s nutrition facts label. To be 

considered iron-fortified, an infant formula must have 1 mg of 

iron or more per 100 calories of formula when prepared in 

accordance with label directions. 

FDA Exempt Infant Formulas are special infant formulas that are meant 

only for babies who have an unusual medical or dietary restriction. An 

exempt infant formula can only be served as part of a reimbursable meal 

if the substitution is supported by a medical statement signed by the 

infant’s health care provider. 

 For more information, view USDA’s Updated Feeding Infants guide 

at  

https://www.fns.usda.gov/tn/feeding-infants-child-and-adult-

care-food-program 

PLEASE NOTE: Head Start/Early Head Start facilities provide infants 

with the brand of formula they currently use at home. Also, parents may 

prefer to supply their own formula. 

file:///C:/Users/anyrizo-patron/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RQGGDGGQ/www.floridahealth.gov/programs-and-services/childrens-health/child-care-food-program/_documents/creditable-infant-formulas.pdf
file:///C:/Users/anyrizo-patron/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RQGGDGGQ/www.floridahealth.gov/programs-and-services/childrens-health/child-care-food-program/_documents/creditable-infant-formulas.pdf
file:///C:/Users/anyrizo-patron/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RQGGDGGQ/www.floridahealth.gov/programs-and-services/childrens-health/child-care-food-program/_documents/creditable-infant-formulas.pdf
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POLICY II 

Child care providers must ensure that each meal served to 

infants (birth through 11 months) meets requirements for 

the appropriate age group as stated in the CCFP Meal 

Pattern for Infants. 

The CCFP Meal Pattern for Infants assures well balanced meals that 

supply the kinds and amounts of foods that babies require to help meet 

their daily nutrient and energy needs. Infant meals must contain the 

meal components in the amounts indicated for each age group of the 

infant meal pattern to qualify for reimbursement. 

Babies should be fed when they are hungry, not by a strict schedule. An 

infant meal (breakfast, lunch or supper, and snack) is reimbursable as 

long as the required meal components and amounts are offered to the 

baby during the course of the day that the baby is in child care. Solid 

foods should be introduced around 6 months of age. 

To comply with Policy II, child care providers must: 

 Purchase and supply all meal components of the infant meal 

pattern with the exception of parent provided component: 

o Parent may supply one component (breastmilk or formula or 

solid food) 

 Offer the following meal components according to the meal types 

and age groups required by the CCFP Meal Pattern for Infants: 

o Breastmilk or iron-fortified infant formula, or a 

combination of both  Iron-fortified infant cereal 

o Bread and/or crackers and ready-to-eat cereal with 6 grams 

of sugar/ounce or less 

o Vegetable and/or fruit (juice is not creditable) 

o Meat, fish, poultry or meat alternates (whole eggs, cooked 

dry beans or peas, cheese, cottage cheese, yogurt – must 

not be more than 23 grams of sugar per 6 ounces) 

 Offer solid foods: 

o To infants who are developmentally ready to accept them 

(see bullets below) 

o Of an appropriate texture and consistency 
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o After consulting with parents Signs Baby is Ready for 

Solids (based on the American Academy of Pediatrics): 

o Infant is able to sit in a high chair or infant seat with 

good head control 

o Infant opens his or her mouth when food comes his or her 

way. He or she may watch others eat, reach for food, and 

seem eager to be fed 

o Infant can move food from a spoon into his or her throat 

o Infant has doubled his or her birth weight and weighs 13 

pounds or more. 

**IMPORTANT** 

Remember you can only be reimbursed for 2 meals and 1 snack or 2 snacks 

and 1 meal per child in the CCFP. To be reimbursable, a meal and/or 

snack must contain the required meal components and minimum amounts. 
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