Completing the Monitoring Staffing Requirements Chart

Monitoring of Facilities Policies:
e Each center will be monitored at least three times per year.
e At least 2 of the 3 reviews will be unannounced.
e Atleast 1 of the 2 unannounced reviews will include a meal or snack observation.
e The first review will be made during a new CACFP facility's first 4 weeks of program operation.
e No more than 6 months will elapse between reviews.
e Sponsors are required to have one FTE for each 25-150 centers.

Name (1) Position (2) Hours per Day Days per | Total Minus Minus Net yearly
(3) year (4) Hours Non- CACFP Hours Spent
per CACFP Non- on CACFP
year (5) | Hours Monitoring Monitoring
per Year | Hours per (8)
(6) Year (7)
Wilma Flintstone Director 8 260 2080 | 1040 640 400

1) Column 1 list all employees by name that are responsible for monitoring activities

2) Column 2 list each employees position title

3) Column 3 identify how many hours each employee works per day

4) Column 4 identify how many days per year they work (review chart below)

5) Column 5 identify the number of hours worked per year (review chart below)

6) Column 6 subtract the number of hours per year the employee does not work on CACFP related activities
from the yearly total of hours and enter this number in column 6. In the example above the director
spends 50% of her time on CACFP related activities (2080-1040=1040)

7) Column 7 identify from the remaining CACFP hours how many are spent on non-monitoring related
activities, enter that number in column 7, in the example above the director is responsible for claim
submission, outreach, categorizing IEA forms these are all non-monitoring CACFP tasks and she spends
640 hours per year on them.

8) Column 8 subtract the number of non-monitoring hours from the total number of CACFP hours worked
per year this will give you the total number of hours spent on monitoring related activities each year. In
the example above the director spends 50% of her time on CACFP related tasks which equals 1040 hours
per year, 640 hours are spent on non-monitoring activities, 1040-640 = 400 hours spent on monitoring

Typical sponsor employee activities that may be counted as monitoring:

e Planning and scheduling reviews

e  Preparation and review of files before conduct of a review
e Travel for monitoring purposes

e  Conducting the actual review

e Technical assistance related to review findings

9/2013 Page 1




e Follow-up activities, including review of corrective action and closure of the review
e Writing the review report

e Supervisory review of monitoring

e  Training of monitors

e Appeals related to review findings.

e Activities related to the annual updating of children’s enrollment forms

Typical sponsor employee activities that may not be counted as monitoring:

e Monthly claims edit checks

e  Processing payments

e Required annual training of staff

e Outreach or recruitment

e Non-monitoring related supervision and administration
e Appeals that are not related to review findings

e Non-CACFP training and monitoring activities.

Hours Per week Hours per year Days Per Year FTE (Fulltime Equivalent)
40 2080 260 1.0
36 1664 208 .80
30 1560 195 .75
20 1040 130 .50
10 520 65 .25

The U.S Department of Agriculture prohibits discrimination against its customers, employees, and applicants for
employment on the bases of race, color, national origin, age, disability, sex, gender identity, religion, reprisal, and
where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or all or part of an
individual’s income is derived from any public assistance program, or protected genetic information in
employment or in any program or activity conducted or funded by the Department. (Not all prohibited bases will
apply to all programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination
Complaint Form, found online at http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or
call (866) 632-9992 to request the form. You may also write a letter containing all of the information requested in
the form. Send your completed complaint form or letter to us by mail at U.S. Department of Agriculture, Director,
Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or
email at program.intake@usda.gov.

Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay
Service at (800) 877-8339; or (800) 845-6136 (Spanish).

USDA is an equal opportunity provider and employer.
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http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
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