
 

MISSOURI DEPARTMENT OF HEALTH 
AND SENIOR SERVICES 

CHILD AND ADULT CARE FOOD PROGRAM 
 

Sponsoring Organizations of Homes 
POLICY & PROCEDURE MANUAL 

ISSUED 
 
 

12/90 

REVISED 
 
 

6/12 
 

CHAPTER 
 
 

5 

SECTION 
 
 

5.11 

CHAPTER 
Chapter 5.  Requirements of Management 

SUBJECT 
Required Records – Child Care Homes 

 
Each child care home must maintain the following records: 
 

• Current license and overlap approval (when applicable); 
 
• Agreement between the sponsoring organization and the child care home; 
 
• Daily attendance records; 
 
• Meal count records maintained on a per child basis and recorded at point of service, or no later than 

the end of the day the meals are served;  (see notes below) 
 

• Enrollment documentation for each child, including related children and provider’s own children.  
The enrollment information must be collected on the enrollment form developed by MDHSS-CFNA 
or on a form prior-approved by MDHSS-CFNA.  Enrollment forms must be updated annually by the 
enrolled child’s parent or guardian, and must include the child’s usual days and times in attendance, 
and the usual meals eaten while in attendance. 

 
• Menu records; and, 

 
• Copies of the sponsor monitoring/training forms left with the child care home during monitoring 

visits. 
 
Note:   

• Family child care home providers who have 12 or fewer children enrolled are required to record 
meals served to children on a daily basis.  This means that meals served must be recorded by the end 
of that day. 

• Family child care providers with more than 12 children enrolled in their home must maintain point 
of service meal counts.  This means that meals served to children must be recorded on the meal 
count sheet during, or immediately following, the completion of the service of the meal.   

• Sponsoring organizations may require point of service meal counts for any provider with 12 or less 
children enrolled as part of a corrective action or serious deficiency determination. 

 
Sponsoring organizations are responsible for checking and monitoring child care records for accuracy on a 
monthly basis.  
 
All records to support the claim shall be retained for a period of three years after the date of submission of 
the final claim for the fiscal year to which they pertain, except that if audit findings have not been resolved, 
the records shall be retained beyond the end of the three year period as long as may be required for the 
resolution of the issues raised by the audit.  All accounts and records pertaining to the Program shall be 
made available upon request to representatives of the Missouri Department of Health and Senior Services-
Community Food and Nutrition Assistance, of the U.S. Department of Agriculture, and of the U.S. General 
Accounting Office for audit or review, at a reasonable time and place.  


