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Objectives

• Describe the staffing, training & supervisory                                                    
plan & requirements

• Understand why the staffing, training,                                                      
and supervisory plan is needed

• Learn how to appropriately complete all                                                      
sections of the plan so that it will be                                      
approval ready!



Staffing, Supervisory Oversight, 
and Training Plan

• The USDA requires CACFP centers to document that they have 
appropriate and effective management practices. 

• Policies, procedures, and internal controls are required for 
every CACFP requirement. This will ensure:

• There is an adequate number of qualified and trained staff to 
accomplish all CACFP responsibilities 

• There is a qualified person who supervises all CACFP responsibilities at 
a reasonable frequency



Staffing, Supervisory Oversight, 
and Training Plan

• This information is submitted and reviewed by your consultant 
annually through the CACFP Application.





Enter your Center’s Name & 
Agreement Number here

Enter the date you 
worked on the form



CACFP Staff 
Responsibility List

CACFP Staff 
Training Plan





CACFP Task





Name & Job Title of 
Employee Responsible for 

the Task



Will This Be Approved?

Is there a name and 
title in every field?

If a task does not 
apply, is it indicated 

that is not applicable 
to this center? 



Will This Be Approved?

Is there a name and 
title in every field?

If a task does not 
apply, is it indicated 

that is not applicable 
to this center? 



Will This Be Approved?

Is there a name and 
title in every field?

If a task does not 
apply, is it indicated 

that is not applicable 
to this center? 

What about 
these tasks?





Frequency This Task Is 
Completed (daily, weekly, 

monthly, other)



Will This Be Approved?

Is there a frequency 
documented for every 

task? 

Does this frequency 
correlate with the CACFP 

requirement?



Will This Be Approved?

What about the 
frequencies for 

these tasks?

Is there a frequency 
documented for every 

task? 

Does this frequency 
correlate with the 

CACFP requirement?







Name of Person Who 
Supervises This 

Employee & Their Title

Frequency the 
Supervisor Oversees 

the Task (daily, weekly, 
monthly, other)



Will This Be Approved?



Will This Be Approved?



QUESTIONS?



CACFP Staff Training Plan 



CACFP Staff Training Plan 

CACFP Training TopicsCACFP Task & Name/Title of 
Responsible Person



CACFP Staff Training Plan 

CACFP Task & Name/Title 
of Responsible Person CACFP Training Topics



CACFP Staff Training Plan 



CACFP Staff Training Plan 



CACFP Staff Training Plan 

CACFP Training Topics Dates Trainer Type of Training



Review

• Every task listed on the chart must have an employee listed who is 
responsible for completing this task. If the task does not apply to your center, 
indicate this on the form.

• List all of the employee names involved. Do not leave any sections blank or 
generalize the staff by only listing their title.

• The frequency of the task must be the frequency as required by the CACFP 
regulations. If your frequency does not match the requirements, modify your 
procedure and the chart.

• Individualize the trainings for all employees listed and document the planned 
training topics for each employee. 

• Document the training date and ensure it is within the fiscal year. 
• Fill in all of the columns on the chart! N/A or     are accepted!



QUESTIONS?
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