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Shifts and Licensing Capacity Policy 

To: Child and Adult Care Food Program (CACFP) Sponsors 

From: Brigette Hires, Administrator, Office of Nutrition  
Date: July 2026 

Re: Shifts and Licensing Capacity Documentation Policy  

 

Purpose 
The purpose of this policy is to establish clear requirements for how the Ohio Department of 

Children and Youth (DCY) licensed centers must manage licensed capacity and the use of 
mealtime shifts within the CACFP. This policy ensures that centers operate meal services 

within their approved licensing limits, that meals are claimed only when served to children in 

accordance with licensed capacity rules, and that mealtime shifts are used exclusively for 
distinct, non-overlapping groups of children whose schedules genuinely require separate 

meal service periods. 

 

This policy reinforces that: 
• licensed capacity defines the maximum number of children who may be present and 

served meals at any given time; 

• meals served when attendance exceeds licensed capacity are not allowable for 
reimbursement; 

• mealtime shifts cannot be used to extend meal service windows, accommodate late 

arrivals, or provide flexible claiming for the same group of children; and 

• all approved shifts must align with the center’s actual daily operations and be fully 

supported by documentation. 

Together, these requirements ensure that centers maintain safe, compliant operations, and 

that all CACFP claims accurately reflect program practices. 
 

Regulatory Authority 
This policy is based on federal and state requirements governing CACFP participation and 
licensed childcare operations, including: 

• CACFP regulations in 7 CFR Part 226, including provisions related to application 

approval, meal service schedules, and program accountability; 
• Licensing capacity and supervisory regulations issued by DCY; 

• Relevant portions of the Ohio Revised Code (ORC) and Ohio Administrative Code (OAC) 

governing licensed childcare facilities; and 
• Requirements within the CACFP center application and permanent agreement 

requiring accurate, truthful representation of operational practices and mealtimes. 

Together, these authorities require that centers serve meals according to an approved 

schedule that reflects the actual attendance patterns of children in care. 

 

https://www.ecfr.gov/current/title-7/part-226
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Licensing Capacity and Claiming Limitations 
Information entered in the Claims Reimbursement and Reporting System (CRRS) application 

must match the capacity listed on the DCY-issued childcare license. A center’s licensed 
capacity establishes the maximum number of children who may be present in care at one 

time, regardless of the number of meals served or the number of shifts approved. This 

number reflects the program’s licensed capacity and is not the same as enrollment. Centers 
must use the capacity shown on the DCY license when determining compliance with meal 

service and shift requirements. Licensed centers participating in CACFP must ensure that 

attendance and all meals claimed for reimbursement remain within the site’s approved 

licensed capacity at any point during the day. 
 

Meals served when attendance exceeds the licensed capacity are not allowable for 

reimbursement. As the State agency, the Ohio Department of Education and Workforce (the 

Department) may deny or disallow meals when a review identifies that the number of 

children in care was greater than the number permitted by the center’s childcare license. Only 

centers that have approved mealtime shifts—representing distinct, nonoverlapping groups of 
children—may claim more total meals than the licensed capacity, and only when 

documentation clearly supports that the groups were separate and not simultaneously 

present. 

 
Exceeding licensed capacity during meal service may result in: 

• disallowed meals for the period of noncompliance, 

• fiscal action,  
• corrective action requirements, 

• serious deficiencies in the operation of CACFP, 

• suspension from CACFP participation, or  
• termination from the Program and placement on the National Disqualified List (NDL), 

in accordance with federal CACFP serious deficiency procedures. 

 

This requirement reinforces that licensing limits apply at all times and that CACFP meal claims 
must align with capacity, approved shifts, and actual program operations. 

 

Use of Mealtime Shifts 
Mealtime shifts are intended only for situations where separate groups of children attend the 

program during different, non-overlapping portions of the day. The following requirements 

describe how and when mealtime shifts may be used, and the conditions that must be met for 

them to remain compliant with CACFP and DCY licensing standards. 

• Mealtime shifts may be used only when separate groups of participants attend at 

distinct times of the day. 

• Shifts must be clearly identified, justified, and approved in the CACFP application 

before use. 

• Mealtime shifts cannot be used to:  



 

3 |Shifts and Licensing Capacity Policy | 2026 

o extend or widen meal service windows, 

o accommodate late arrivals, 

o offer flexibility in meal claiming for the same group of children, or 

o reflect anything other than the program’s normal daily schedule. 

Example: 

A Head Start center with morning and afternoon half day sessions may have: 

• Shift A (Morning Group): Morning snack + lunch 

• Shift B (Afternoon Group): Lunch + afternoon snack 

Each group attends during different times and receives meals aligned with their program 

schedule. 

Documentation Required 

Approved Mealtime Shift Schedule 

Centers must maintain documentation that matches what is approved in their CACFP 

application, including:  

• the name of each shift, 

• meal/snack served during each shift, 

• service times, and the distinct participant group assigned to each shift. 

 

Written Justification for Mealtime Shifts 

Centers must keep a written explanation of why shifts are necessary. The justification must 

demonstrate that shifts are not being used to manipulate claiming or meal service times. 

Acceptable justification includes: 

• morning and afternoon program sessions, 

• alternating attendance groups, 

• structured scheduling that results in two or more distinct groups needing separate 

meals. 

 

Attendance and Enrollment Records 

Centers must maintain: 

• enrollment lists showing which children belong to each group/shift, 

• daily attendance records that reflect the real program schedule, 

• verification that the licensed capacity is never exceeded at any point in the day. 

 

Meal Service Documentation 

Records must clearly demonstrate that each shift is a separate participant group, not the same 

children shifted across times. All meal service records must support the approved shift 

schedule, including: 

• point-of-service meal counts, 

• menus, 
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• daily meal production records, 

• verification that meal service occurs within approved times for each shift. 

 

Licensing Documentation 

Centers must maintain: 

• the current DCY childcare license listing total approved capacity, 

• any licensing approvals or changes that impact scheduling or group structure, 

• program schedules demonstrating mealtime shifts align with actual operations. 


	Shifts and Licensing Capacity Policy
	Documentation Required

