
 
2016 Child and Adult Care Food Program Director’s Training 

 
Module 1: CACFP Website Tour 
 
Learning Objective 
 
To develop a working knowledge of the CACFP website as a tool for finding documents, resources, and 
continuing program information. 
 
Introduction 
 
We live in a technological age. The inventions of personal computers, electronic mail, and the Internet 
have increased our communication capabilities, both in our personal and professional lives. From a 
business standpoint, the Internet is a fast and effective way to dispense information and reach clients. 
As a State agency, the Child and Adult Care Food Program has developed a website devoted to sharing 
information and housing resources needed and desired by centers to effectively run the program. This 
module provides a virtual tour of the CACFP website, highlighting areas of interest for participating 
centers. 
 
Finding the Website 
 
The direct link to the CACFP website is http://dphhs.mt.gov/hcsd/ChildCare/CACFP.aspx.  This link will 
bring you to the CACFP home page, shown below. One useful tip is to save this as a “Favorite” or 
“Bookmark” on your Internet browser, so you can access the site easily whenever needed.  If you are on 
a computer other than your own, you can always do a Google search for “Montana CACFP”, which 
should provide the link to the website.  

 

http://dphhs.mt.gov/hcsd/ChildCare/CACFP.aspx


  
The Home Page 
 
The home page is your introduction to the CACFP website as a whole. It provides links to navigate 
throughout the site, but also provides important information itself. The nine colorful boxes illustrated 
with various foods are links to the remaining pages of the website. Each of these tabs will be discussed 
individually later in the module. 
 
The left column of the home page contains just five links, but they are five very important sources of 
information. The first is “About Us”. This link gives a brief synopsis of the CACFP program as a whole, 
along with a link to the brochure for the program. This would be a good place to start for centers 
interested in joining the CACFP, as it provides an overview of how the program works. More details can 
be found throughout the site. 

 
The second link is labeled “Access Online System”, and it takes users to the CACFP Online Production 
system. This is the location where monthly reimbursement claims can be completed, and annual 
application updates are entered. This system can be accessed through two other tabs on the home 
page, the “Applications” tab and the “Claims” tab. 
 
The third link is “Contact Us”, and it lists phone and e-mail contacts for each member of the State 
agency staff in the Helena office. Also included in this space is a list of CACFP Sponsoring Organizations 
of Day Care Homes, which are located throughout the state to serve family and group day care homes in 
a similar manner as the State agency serves child care centers. 
 
“Frequently Asked Questions” is exactly as it sounds, a link to some common inquires about 
participation in the program. If you have questions about program operations, this would be a good 
place to start when trying to find the answers. 



 
The final link on the left column of the home page is “Report Fraud”, and it exists as a place to report 
any suspected misuse of child care funds. This form is not exclusive to CACFP, but rather is the same 
form used for any and all programs involved in child care. 
 
Under the nine boxes on the home page, there is a section titled “What’s New?” This is a place where 
new or updated information is first place on the website, and is meant to be a source of updates at a 
glance. This list changes regularly as new information is received in our office, so check back often for 
the most up-to-date news. 

 
Below the “What’s New?” links is a short list of “Dates to Remember”. This could include anything from 
regular conference calls for specific participating centers to deadlines for paperwork or annual program 
tasks. It’s a good place to check to make sure your program is current with all requirements and 
activities. 
 
At the very bottom of the home page - and every page of the CACFP website – is the Non-Discrimination 
Statement (brief version). This abbreviated version is a requirement not only for the State agency, but 
for any program mentioning the CACFP on a website or other publication.  
 



The Applications Tab 
 

The first tab is the location for CACFP applications, for both prospective and participating centers. The 
second section is for those centers currently participating in the program. 

 
 

This section provides a link to the CACFP Online Production System, where applications can be updated 
annually. Also included here is necessary paperwork for access to the online system. It is important to 
note that each individual who uses the online system needs to have their own unique user name and 
password, and those should never be shared, even among individuals working at the same institution. 
This is a State of Montana policy. Multiple individuals from the same center can have access to the 
online system, and it is a good idea in the event of unexpected illness, vacation, or termination of 
employment. 
 
Other items found on this page of the website are the paper application packet, which can be used by 
any centers unable to access the online application for any reason. There are also application 
supplements listed at the bottom of the section. These are not applicable to all centers. For example, 
those who prepare meals on-site would not need the Agreement to Furnish Food Service, and only At-
Risk Afterschool programs need to complete their application addendum. At some point, all centers 
need to complete a W-9 form, and anytime there is a business change or banking preference change, a 
new W-9 must be submitted to update fiscal records. 
 



The Civil Rights Tab 
 

The Civil Rights Tab includes three valuable sections. At page top is a series of links to general 
information, mainly from USDA, in regards to civil rights and discrimination. One especially useful item 
for centers in the list is the Example Parent Handbook Statement. All programs participating in CACFP 
need to include a statement such as this in their parent handbook, if one exists. 

 
The second section under the Civil Rights Tab is the full Non-Discrimination Statement, provided by 
USDA. Following that text is instructions on how to file a civil rights complaint, which can be done locally 
through the Early Childhood Services Bureau Chief or through the national US Department of Health and 
Human Services.  
 

The Claims Tab 
 

The Claims Tab is very similar to the Applications Tab, in that it includes access to the online Production 
site where claims and applications can be completed electronically. The only other item in this section is 
the paper claim form. 



  
 

The Documents Tab 
 

The Documents Tab is the go-to online resource for any required paperwork used by CACFP-
participating centers. There are four categories of topics listed; the first three apply to child care 
centers. 

 
The Food Service category includes all paperwork associated with meal service at your institution. 
Examples of documents found here include Food Production Records, Meal Participation Records, and 
Milk Calculation Forms. Not all documents in this section are relevant to all centers; for example, if your 
center has no infants, you won’t need an Infant Feeding Schedule. Likewise, if your institution has only 
one facility, you won’t need the Supervisory Visits for Centers with Multiple Facilities form. If you look 
through the documents and see something unfamiliar, contact the State agency and we can help you 
determine if the form is necessary for your institution. 

http://dphhs.mt.gov/hcsd/ChildCare/CACFP/Documents.aspx#158361642-food-service


Forms in the Income Eligibility category apply to all centers except for Head Start programs and At-Risk 
Afterschool programs. All children in those programs are classified at the “free” rate. All other 
institutions need to have parents complete income eligibility forms on an annual basis, and the forms 
can be found here at any time. New forms are posted each year, typically in May or June. During those 
months, both the forms for the current year and the upcoming year will be available. Monthly 
attendance records complete this category. 
 
The final category of the Documents page relevant to centers is the Required Posters category. This 
space provides links to all required posters, most of which can be printed right from your computer for 
placement in your center. Most of these posters do not change often, with the exception of the WIC 
posters which changes annually due to eligibility rate changes most years. 
 

 Federal Regulations Tab 
 

This tab is home to just two links, but two extremely important resources for your participation in the 
Child and Adult Care Food Program. The first is a link to 7 CFR Part 226: Federal regulation regarding the 
Child and Adult Care Food Program. This is the complete Federal document explaining the CACFP, with 
guidance regarding payments, operations, and administration of the program. This is a resource we use 
often as a State agency, and it’s also available to all participating institutions for reference. 
 

 
 

The second link is to FNS 796-2 Rev. 4: Financial Management. Though many people enter the child care 
field for their passion of working with children, child care is also a business. This document offers 
valuable advice and guidance about allowable costs, operating a non-profit food service, use of 
reimbursement funds, and handing food donations. From a business perspective, this document is one 
you should know well. 
 

Montana Policies Tab 
 

This tab lists all current policies for CACFP-participating centers, as written by the State agency. The 
policies are listed in alphabetical order for ease of use.  

http://dphhs.mt.gov/hcsd/ChildCare/CACFP/Documents.aspx#158361643-income-eligibility
http://dphhs.mt.gov/hcsd/ChildCare/CACFP/Documents.aspx#158361644-required-posters
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&SID=7bf1d4765d26306a94890c2d978b67dd&rgn=div5&view=text&node=7:4.1.1.1.5&idno=7
http://dphhs.mt.gov/Portals/85/hcsd/documents/ChildCare/cacfp/796-2Rev4.pdf


Newsletters and Media Tab 
 

This tab houses information provided by the State agency to share news about the CACFP. The 
newsletters section provides links to all the CACFP newsletters created from 2013 to the present. Much 
of the information included in these documents is still relevant today. 
 
The media section of this page provides access to the annual media release created by the State agency 
and sent to newspapers throughout the state, announcing those centers that participate in the Child and 
Adult Care Food Program. This is an annual CACFP requirement that the State agency completes on your 
behalf each year. In recent years, we’ve included tribal newspapers where applicable and possible as 
well. These releases are typically completed at the start of each calendar year. 
 

 
 

Resources Tab 
 

The Resources Tab is a collection of informational links, documents, and items to assist in your operation 
of the CACFP. While not specific documents needed for day-to-day operations, the information housed 
in this page can be referenced often to improve your operations or just get new ideas when a change is 
needed. 



 
 
A few sections of the Resources Tab deserve some special notice. First is the CACFP Operations section, 
on top of the list. Here you can find numerous handbooks and pamphlets with general knowledge of 
various components of the CACFP. Extremely helpful for all centers is the list of items needed for your 
CACFP reviews, and a list of the most common deficiencies found during center reviews. These 
documents can help you maintain the business element of your operation, and make future reviews a 
very positive experience. Reimbursement rates, which change each year, are also located in this part of 
the website. 

 
 
The Childhood Hunger and Feeding Children sections of this page contain links to other helpful places on 
the Internet, such as the Ellyn Satter Institute, Partnership to End Childhood Hunger, and the Food and 
Research and Action Center (FRAC). These are all fantastic sites to visit for more information on feeding 
topics in regard to children. 
 

http://dphhs.mt.gov/hcsd/ChildCare/CACFP/Resources.aspx#158231627-cacfp-operations
http://dphhs.mt.gov/hcsd/ChildCare/CACFP/Resources.aspx#158231628-childhood-hunger
http://dphhs.mt.gov/hcsd/ChildCare/CACFP/Resources.aspx#158231629-feeding-children


The Food Safety and Sanitation section contains some vital information on food allergies, a very 
important topic for those who feed children every day. Also in this section is a list of Montana 
sanitarians, which is an excellent resource since all centers operating a food service must have an annual 
visit from a sanitarian. 
  
The Infant Feeding section includes many resources on breastfeeding topics, from sources including 
USDA and FNS, along with other states throughout the nation. There are great tips included to support 
breastfeeding mothers at your center. 
 
The next two sections are Menu Planning and Recipes, and both are topics many centers contact the 
State agency to discuss. Everyone is eager to provide quality meals for the children in their care, and 
sometimes that means trying some new items on the menu, figuring out which fruits and veggies are in 
season, and choosing the more nutritious options when given an option. These topics are all included in 
these two sections, along with lots of great snack ideas and cookbooks specifically created with child 
cares in mind. 
 

 
 

Training Tab 
 

This tab is the main hub for information regarding CACFP trainings. Each year, all centers are required to 
complete Director’s Training, which is now done online. This online training annually includes required 
civil rights training as well. While the link to the training is not posted on our website (due to necessary 
limitations to the number of participants each month), this page is where you can find the status of 
training and see if you should have received any information to date.  

http://dphhs.mt.gov/hcsd/ChildCare/CACFP/Resources.aspx#158231630-food-safety-and-sanitation
http://dphhs.mt.gov/hcsd/ChildCare/CACFP/Resources.aspx#158231631-infant-feeding
http://dphhs.mt.gov/hcsd/ChildCare/CACFP/Resources.aspx#158231632-menu-planning
http://dphhs.mt.gov/hcsd/ChildCare/CACFP/Resources.aspx#158231633-recipes


 
 

While the online training completes our requirement to train each center on civil rights topics, each 
center is in turn required to train their staff on civil rights as well. The Training Tab is the location for 
several civil rights slideshows created by the State agency, all of which can be used for staff training if 
desired.  
 
Civil rights is one of two training topics for CACFP staff each year, the other is CACFP operations. The 
Staff Training section of this page offers a staff training guide that can be used to generate ideas for this 
training, along with a Staff Training form that includes space for employee signatures and can be kept 
for recordkeeping purposes. 
 
Conclusion 
 
The CACFP State agency has built our website with our customers in mind. We hope it is a valuable tool 
for all participating centers, as well as those centers considering participation in the program. We 
encourage feedback from our centers in order to improve the site’s usefulness, within the constraints of 
our limits as a part of the State system. Home to numerous forms, resources, and items of interest, the 
CACFP website should be a recurring place to visit during your Internet browsing. 

 
 
 
 
 
 
 
 
 
 
 
 
 



Module 1 Quiz: 
 
Choose the correct answer. 

 
1. The link to the CACFP Online Production system is found in three places on the CACFP website. 

Where would you NOT find the link? 

a. The Applications Tab 

b. The Claims Tab 

c. The Newsletters and Media Tab 

d. The left column of the home page, under “Access Online System” 

 

2. You need to print an income eligibility form for a child recently admitted to your program. 

Where would you find one? 

a. Federal Regulations Tab 

b. Documents Tab 

c. Civil Rights Tab 

d. Newsletters and Media Tab 

 

3. You are interested in seeing the current reimbursement rates for the CACFP. Where are they 

located? 

a. Application Tab 

b. Training Tab 

c. Claims Tab 

d. Resources Tab 

 

4. Each page of the CACFP website ends with the words “USDA is an equal opportunity provider 

and employer”. This is the short version of the Non-discrimination statement. Where can you 

find the full version? 

a. Civil Rights Tab 

b. Training Tab 

c. Documents Tab 

d. Montana Policies Tab 

 

5. Where can you find a list of dates to remember? 

a. Newsletters and Media Tab 

b. Home page 

c. Frequently Asked Questions 

d. Training Tab 

 

6. A new employee has started at your child care center, and they will be entering claims online. 

Where can you find network access paperwork for him or her to complete? 

a. Civil Rights Tab 



b. Claims Tab 

c. What’s New 

d. New paperwork is not necessary, just use the center’s current login and password 

 

7. Your center is changing banks, and your account for direct deposit is now different. You need to 

send in an updated W-9 form. Where can you find one? 

a. Application Tab 

b. Resources Tab 

c. Claims Tab 

d. Newsletters and Media Tab 

 

8. A new child in your care has severe peanut allergies. What section of the Resources Tab would 

be your source for allergy information? 

a. Feeding Children 

b. Recipes 

c. Food Safety and Sanitation 

d. Menu Planning 

 

9. You just received a phone call from the State agency, and it’s time for a scheduled review of 

your CACFP program. Where can you find a list of items needed for your review? 

a. Resources Tab 

b. Applications Tab 

c. Federal Regulations Tab 

d. Training Tab 

 

10. After searching the website, you still have a question left unanswered. Where can you find the 

link to phone number or e-mail contacts for State agency staff? 

a. Resources Tab 

b. Training Tab 

c. Civil Rights Tab 

d. Home Page 

 
 

 
 
 
 
 
 
 
 
 



Module 1 Activity: 
 
It’s time for a website scavenger hunt! Using the CACFP website, find answers to the following 
questions: 
 

1. What is the phone number for the CACFP Program Manager?   

 

2. What is the serving size of milk for a child 3 to 5 years of age?   

 

3. Is online access (user name and password for online Production system) granted to each 

individual or the facility as a whole?  

   

4. List three of the required postings for CACFP-participating centers.  

  

5. According to CACFP’s Child Enrollment Policy (MT CACFP 2011-5), child care centers have two 

options to track enrollment at their institution. Name these two options.   

 

6. What was introduced on the front page of the Winter 2015 CACFP newsletter?   

 

7. Name the two documents listed under “Staff Training” on the Training page.  

  

8. Name the first item listed as a “most common deficiency found during center reviews”.    

 
 


