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PREFACE 

 
 

This manual is the result of efforts of the National Food Service Management 
Institute to respond to the growing needs for standard job descriptions, job 
functions/duties, and competencies, knowledge, and skills for individuals providing 
oversight to Family Day Care Home providers who participate in the Child and Adult 
Care Food Program. 
 

The success of this research project required the hard work and insight of many 
child nutrition and child care professionals.  The National Food Service Management 
Institute Applied Research Division acknowledges the contributions of the 1999 Research 
Agenda Task Force for validating the need for research related to the child care arena.  
Also, state agency directors, sponsoring organization directors and monitors, participants 
of the two expert panels, Delphi participants, and the researchers contributed to the 
achievement of the goals of the research agenda discussed in this manual. 
 

A special thanks to Dr. Martha Conklin and Dr. Deborah Carr from the Applied 
Research Division in contributing to the early program planning for the project, as well as 
the development and implementation of Phase I and Phase II, which identified the job 
functions/duties and training needs of sponsor monitors.  Dr. Charlotte Oakley, 
Mississippi State University, led the research process during Phase III in the development 
and validation of competencies, knowledge, and skills of sponsor monitors and the 
preparation of the manual.  Our thanks are also extended to Dr. J.T. Johnson for 
providing guidance and assistance in developing the research design and Phase I and 
Phase II statistical analyses.  To Ms. Amy Jones, a special thank you for formatting the 
document for publication. 
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JOB FUNCTIONS/DUTIES, COMPETENCIES, KNOWLEDGE, 
AND SKILLS OF SPONSOR MONITORS PARTICIPATING IN 

THE CHILD AND ADULT CARE FOOD PROGRAM 
 

EXECUTIVE SUMMARY 

 
 
 The National Food Service Management Institute (NFSMI) Applied Research 
Division embarked upon a three-phase research study to identify the knowledge, skills, 
and competencies of sponsor monitors of Family Day Care Homes (FDCH).  The job 
functions/duties and perceived training needs of sponsor monitors and characteristics of 
sponsoring organization directors and sponsor monitors were identified in a two-phase 
process.  Survey instruments were developed in Phase I and distributed in Phase II.  
Competencies, knowledge, and skills were identified during Phase III in a modified 
Delphi process.  A sample job description was written to reflect the job functions/duties 
identified. 
 

Phase I 
 

During Phase I of the study, the researchers conducted a content analysis of a 
national sampling of written job descriptions for Child and Adult Care Food Program 
(CACFP) sponsor monitor positions.  A content analysis procedure generated 82 job 
functions/duties performed by sponsor monitors.  Job duties were categorized into the 
following seven areas:  administrative/clerical/record keeping, program promotion, 
nutrition/menu integrity, safety/sanitation, regulatory/accountability, training/continuing 
education, and professional development.  Survey instruments were developed for both 
sponsoring organization directors and sponsor monitors.  The three-part preliminary 
survey instruments included sections on job functions/duties, training needs, and 
program/personal characteristics of directors and sponsor monitors.  Part I and Part II of 
the surveys were identical in content for both groups surveyed; conversely, Part III of 
each survey instrument addressed program/personal characteristics specific to the groups 
surveyed.  A panel of CACFP experts was convened to review and validate the content of 
the survey instruments.  Modifications were made based on the expert panel’s review.  
The final version of the two survey instruments consisted of 94 job functions/duties in 
Part I and 50 training needs in Part II.  Part III included demographic questions with 11 
questions on the director survey and 13 questions on the sponsor monitor survey.  The 
survey instruments were reviewed by the Food and Nutrition Subcommittee of the 
Education Information Advisory Committee (EIAC), Council of Chief State School 
Officers as a final step in ensuring content validity.  In response to the suggestions made  
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by EIAC’s Food and Nutrition Subcommittee, the researchers made final revisions to the  
content and format of the survey instruments. 

 
Phase II 

 
During Phase II of the study, state agency directors in 50 states, Washington, 

D.C., Puerto Rico, Guam, and the United States Virgin Islands provided current listings 
of sponsoring organizations (n=1045).  Sponsoring agency directors and monitors were 
included in the survey to gain insight into their perceptions of the appropriateness of the 
job functions/duties identified during Phase I of the study.  Sponsoring organization 
directors (n=1045) were mailed the survey instruments.  Sponsoring organization 
directors were asked to distribute the sponsor monitor survey instruments to two monitors 
employed by the sponsoring agency.  When sponsoring organization directors performed 
the role of the monitor, they were instructed to complete the director survey instrument 
only.  Survey response rates were 33% (n=349) and 24% (n=499) for the sponsoring 
organization directors and sponsor monitors, respectively.  On Part I of the survey 
instrument, participants responded to frequency and importance of each job function/duty 
performed by the sponsor monitor.  Demographic characteristics of directors and sponsor 
monitors were determined.  Sponsoring organization directors and sponsor monitors were 
asked to identify their perceived top five training needs of sponsor monitors.  The results 
are presented below in descending order for sponsoring organization directors: 
 

• Program regulations/requirements, 
• Dealing with problem providers, 
• Record keeping/documentation, 
• Techniques for recruiting new providers, and  
• Meal pattern requirements. 
 

The top five training needs for sponsor monitors, as perceived by sponsor monitors, in 
descending order were:   
 

• Program regulations/requirements, 
• Dealing with problem providers, 
• Record keeping/documentation, 
• Creditable and non-creditable foods, and  
• Meal pattern requirements. 
 

Phase III 
 
During Phase III of the research project, job functions/duties of sponsor monitors 

determined during Phase II were used to assist NFSMI in identifying knowledge and 
skills and competencies for sponsor monitors.  Knowledge and skill statements were  
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developed to support the job functions/duties identified during Phase II.  A modified 
Delphi technique was used to validate the knowledge and skills of sponsor monitors.  
Eighty-five child care professionals associated with the CACFP were randomly contacted 
to participate.  Twenty-six (31%) participants returned the completed survey.  An 
agreement level of 80% or greater was predetermined for retaining knowledge and skill 
statements with less than 80% agreement were deleted; at this level of agreement only a 
few statements were eliminated.  The researchers incorporated the comments of the 
Delphi panel in the final version of the knowledge and skill statements.   

 
Competency statements were formulated to describe sponsor monitors who 

possess the identified knowledge and skills.  The expert panel convened for Phase II was 
again asked to participate in Phase III of the study.  A modified Delphi technique was 
also used to finalize the acceptance, rejection, or modification of the competencies for 
sponsor monitors.  The expert panel members reacted to the proposed competencies 
through both a survey and a conference call.  Various competencies were either modified 
to reach agreement or deleted.  Most competency statements were accepted on the first 
pass as proposed or with only minor modifications.  No additional competencies were 
added. 

 
Conclusion 

 
The job functions/duties and competencies, knowledge, and skills presented in 

this document may be used by sponsoring organizations in the selection and training of 
sponsor monitors.  Sponsor monitors should find the Job Functions/Duties, 
Competencies, Knowledge, and Skills of Sponsor Monitors Participating in the Child and 
Adult Care Food Program a useful tool for self-assessment of their training and 
professional development needs.  The results will also provide the research base needed 
for NFSMI to develop training materials that meet the needs of sponsor monitors of 
FDCH providers.  Other interested parties such as the USDA, state child nutrition 
program agencies, and CACFP training consultants may find the information beneficial 
and worthy of consideration.   

 
Sponsor Monitor Job Description 

 
A sample job description for sponsor monitors was developed.  Job 

functions/duties included in the job description are listed under the functional areas 
identified during Phase I and Phase II of the study.    

 
NFSMI Insight 

 
An issue of NFSMI Insight has been published on the job functions/dutie s and 

competencies, knowledge, and skills of sponsor monitors.  A summary of findings from 
the research reported in this manual is presented in Insight No. 18.  A copy is included  
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in the manual as reference or training material.  Additional copies may be purchased from 
NFSMI or available on our Web site: www.nfsmi.org. 

 
Informed Consent 

 
Informed consent procedures established by the Human Subjects Protection 

Review Committee of The University of Southern Mississippi were followed throughout 
the research process. 
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JOB FUNCTIONS/DUTIES, COMPETENCIES, KNOWLEDGE, 
AND SKILLS OF SPONSOR MONITORS PARTICIPATING IN 

THE CHILD AND ADULT CARE FOOD PROGRAM 
 

INTRODUCTION 

 
 

The importance of the Child and Adult Care Food Program (CACFP) in 
establishing quality child care for many American children today is a concept receiving 
increasing support.  The CACFP is a federally funded nutrition assistance program 
designed to provide healthful meals and snacks to children and adults receiving day care.  
The CACFP provides a food and nutrition safety net for children receiving care in 
thousands of Family Day Care Homes (FDCH) in the United States.  Children living in 
low-income households are the primary intended beneficiaries of the CACFP.  The 
CACFP plays a vital role in improving the quality of day care by providing 
reimbursement for meals to the FDCH provider and helps make child care more 
affordable for many low-income families.   

 
The administration of the CACFP within the FDCH presents unique challenges to 

the state and federal agencies that are responsible for ensuring the appropriate application 
of the program within the FDCH environment.  Nutrition and fiscal accountability are 
mandated by the regulations that govern the program.  Sponsoring organizations provide 
administrative guidance and oversight to the FDCH providers participating in the CACFP 
through a monitoring system.   

 
It is the responsibility of sponsoring organizations to ensure that FDCH providers 

comply with CACFP regulations to serve nutritious meals that meet the meal patterns as 
well as meet all other essential regulations and policies of the program and the sponsoring 
organization.  Sponsoring organizations rely upon the sponsor monitor to provide a first-
hand accounting of the FDCH providers under their sponsorship.   

 
The National Food Service Management Institute (NFSMI) is committed to 

providing research, education, and training opportunities that improve the operation of all 
child nutrition programs.  By identifying and establishing standards for job 
functions/duties and necessary knowledge and skills of sponsor monitors, NFSMI is 
fulfilling its intended purpose.  Competencies, knowledge, and skills identified and 
presented here can serve as the basic framework for the training and professional 
development of sponsor monitors.  Other professions define competencies, knowledge, 
and skills for practitioners that served as models for this work for sponsor monitors.   
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Models consulted in the identification of standards for sponsor monitors included the 
competencies, knowledge, and skills identified by NFSMI for child nutrition program 
directors and managers in the school programs and the competencies, knowledge, and 
skills identified for entry-level practice as a registered dietitian.  These widely accepted 
standards serve as the basis for education, training, and professional assessments within 
the respective professions. 

 
Similarly, the quality of child care provided in the FDCH should be enhanced 

through the work of competent sponsor monitors.  With increasing numbers of children in 
out-of-home care and growing numbers of FDCH providers participating in the CACFP, 
there is a tremendous opportunity to seriously impact the quality of care and access to 
nutritious meals for millions of children each day.  These potential implications bring real 
value to the child care community. 



  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
RESEARCH OVERVIEW 
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JOB FUNCTIONS/DUTIES, COMPETENCIES, KNOWLEDGE, 
AND SKILLS OF SPONSOR MONITORS PARTICIPATING IN 

THE CHILD AND ADULT CARE FOOD PROGRAM 
 

 
 

Overview 
 

The National Food Service Management Institute (NFSMI), created in 1989 
(Public Law 101-147), engages in activities that lead to and provide training and 
technical assistance related to improving the quality of meal service to children.  During 
the 1999 NFSMI Research Agenda Conference, the Applied Research Division identified 
research needs related to the U. S. Department of Agriculture (USDA) Child and Adult 
Care Food Program (CACFP).  These needs included the availability of competent child 
care nutrition program professionals.  The identification of specific job functions/duties 
for sponsor monitors was suggested as an important research objective.  Because it is the 
sponsor monitor who is the direct link between the Family Day Care Home (FDCH) 
provider and the sponsoring organization, these professionals may have the greatest 
opportunity to impact the quality of nutrition care provided in the FDCH.   

 
The Applied Research Division planned and conducted a three-phase research 

study designed to identify job functions/duties and competencies, knowledge, and skills 
of sponsor monitors providing oversight to FDCH providers participating in the CACFP.  
The purposes of Phase I and Phase II were to identify the job functions/duties, training 
needs, and demographic characteristics of sponsor monitors and sponsoring organization 
directors.  The results of Phase I and Phase II formed the basis for the identification of 
competencies, knowledge, and skills of sponsor monitors during Phase III of the research 
study. 

 
In 1995 the NFSMI Applied Research Division published the Model for 

Developing Competent Performance (Figure 1) (NFSMI, 1995).  This model was 
consulted in planning the identification of competency, knowledge, and skills needed by 
sponsor monitors.  Additionally, the researchers consulted the Commission on 
Accreditation for Dietetics Education Standards of Education “Knowledge, Skills, and 
Competencies” (ADA, 2000) and the American School Food Service Association 
(ASFSA) Keys to Excellence (1995) for guidance in planning the research.  An extensive 
search of the literature revealed that various organizations such as the Maternal and Child 
Health Bureau (1992) have published sample job descriptions and food service and 
nutrition standards for child care.  Although sponsoring organizations have job 
descriptions for sponsor monitors, there are no national standards or universal 
expectations for sponsor monitors carrying out the monitoring process in FDCH  
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participating in the CACFP. 

 
This study resulted in research-based job functional areas, job functions/duties, 

competencies, knowledge, and skills of sponsor monitors.  These validated job functional 
areas, job functions/duties, competencies, knowledge, and skills of sponsor monitors may 
become the necessary first step in establishing national standards of practice for sponsor 
monitors.  Competent work performance depends on sponsor monitors having the 
required knowledge and skills (NFSMI, 1995).  To assure that competent individuals are 
available to meet the standards outlined in this manual, training and education will be 
needed.  According to the Model for Developing Competent Performance, training is an 
on-going process for the child nutrition professional to achieve and maintain competence.  
Sponsoring organizations can apply the research findings presented in this manual to the 
task of providing the core training that can assure sponsor monitors have the knowledge 
and skills needed to effectively fulfill their job functions/duties. 
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PHASE I AND PHASE II 

 
IDENTIFICATION OF JOB FUNCTIONS/DUTIES OF SPONSOR MONITORS 
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IDENTIFICATION OF JOB FUNCTIONS/DUTIES OF  

SPONSOR MONITORS 
 

 
 
This research project continues the NFSMI Applied Research Division’s research 

agenda to fill the gaps in research relative to the child care environment.  Earlier, Applied 
Research identified training needs of child care center directors (NFSMI, 2000).  In fall 
2000 in accordance with established guidelines for nationally distributed surveys 
involving child nutrition programs, the Food and Nutrition Subcommittee of the 
Education Information Advisory Committee (EIAC) approved the Applied Research 
Division’s concept paper (Appendix A) for the study.  EIAC is a working committee of 
the Council of Chief State School Officers, which was created to protect the public 
schools from unnecessary survey by the federal government (http://www.ccsso.org).  
EIAC serves as the liaison between federal and state agencies to assist in the development 
and coordination of education-related data collection programs. 

 
Research Objectives 

 
Research objectives of the project were to: 
 

• Determine job functions/duties of sponsor monitors. 
• Determine demographic characteristics of sponsor monitors and sponsoring 

organization directors participating in the CACFP. 
• Determine training needs of sponsor monitors. 
• Identify competencies, knowledge, and skills of sponsor monitors. 

 
 

Informed Consent 
 

Informed consent procedures established by the Human Subjects Protection 
Review Committee of The University of Southern Mississippi were followed throughout 
each phase of the research. 
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PHASE I 

METHODS AND RESULTS 
 

Survey Instrumentation Development 
 
 Phase I of the research study served as the survey instrument development stage.  
Several major steps were completed: names and contact information for all sponsoring 
organizations of FDCH providers of the CACFP were solicited from state agency 
directors for selection of participants who would be asked to provide sample job 
descriptions; job descriptions were used to identify suggested job functions/duties of 
sponsor monitors of FDCH providers; and survey instruments were developed and 
validated.  The completed survey instruments asked the sponsoring organization director 
and the sponsor monitor participants to react to job functions/duties, training needs, and 
to share demographic characteristics. 
 

State agency child nutrition directors representing 50 states, Washington, D.C., 
Puerto Rico, Guam, and the United States Virgin Islands were contacted and asked to 
provide a list of sponsoring organizations and contact information and to identify a 
CACFP representative to serve as the state’s liaison during the research process.  Thirty-
two (59%) state agency child nutrition directors responded to the request by providing a 
list of sponsoring organizations and contact information.  The potential participants 
represented the seven USDA regions and 521 sponsoring organizations.   
 

A proportional sample with a minimum of two and maximum of four sponsoring 
organizations per state was selected (n=94) to receive the request for job descriptions.  In 
states with 3 to 10 sponsoring organizations, two sponsoring organizations were 
randomly selected to participate in the study.  In states with 11 to 20 sponsoring 
organizations, three sponsoring organizations were randomly selected.  In states with 
more than 20 sponsoring organizations, four sponsoring organizations were randomly 
selected.  Sponsoring organization directors (n=94) were contacted by mail to provide a 
copy of a sponsor monitor job description used by their sponsoring organization.  Thirty-
five percent (n=33) of the 94 sponsoring organization directors responded and provided a 
copy of the job description for sponsor monitors used by the sponsoring organization.   

 
The researchers made a thorough review of the job descriptions.  A content 

validation procedure categorized job functions/duties into seven functional areas.  The 
functional areas were identified as:  administrative/clerical/record keeping, program 
promotion, nutrition/menu integrity, safety/sanitation, regulatory/accountability, 
training/continuing education, and professional development.  Two preliminary survey 
instruments with job functions/duties of sponsor monitors were developed to capture the 
perceptions of sponsoring organization directors and of sponsor monitors. 
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A panel of CACFP experts (Appendix B) was convened to perform a content 

validation procedure on the job functions/duties, training needs, and demographic 
questions of the preliminary survey instruments.  Expert panel members were selected 
from the USDA regions and represented sponsoring organization directors, sponsor 
monitors, and state agency CACFP staff.  The overall objective of the expert panel 
meeting was to validate the survey instruments.  A group consensus procedure was 
followed.  The expert panel was directed to complete preliminary survey instruments.  
The panel reacted to the readability, clarity, and ease of completing the survey 
instruments.  The researchers verified fifteen minutes as the average amount of time 
required to complete the survey.   

 
 Changes proposed by the CACFP expert panel were incorporated into the final 
versions of the survey instruments:  Job Duties and Training Needs of Sponsor Monitors 
Related to the Child and Adult Care Food Program for sponsoring organization directors, 
and Job Duties and Training Needs of Sponsor Monitors Related to the Child and Adult 
Care Food Program for sponsor monitors.  The two survey instruments are included in 
Appendix C. 
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PHASE II 

METHODS AND RESULTS 
 

Survey Process 
 
 Phase II of the study employed survey research methodology.  Two survey 
instruments developed and validated in Phase I were used to determine perceptions of 
sponsoring organization directors and sponsor monitors on the job functions/duties of 
sponsor monitors and to identify program/personal characteristics for each group 
surveyed.  In March 2001 the researchers presented an update of the study and a draft 
copy of the two survey instruments to EIAC’s Food and Nutrition Subcommittee for 
approval.  The subcommittee members brought diverse points of view to the review 
process as they critiqued the instruments for clarity and content accuracy.  Approval to 
conduct the survey was granted in May 2001.  While the EIAC review process was 
occurring, state agency child nutrition directors and/or state agency CACFP liaisons were 
contacted for an undated mailing list of the sponsoring organizations operating under the 
administration of the state agency.  All 50 states, Washington, D.C., Puerto Rico, Guam, 
and the United States Virgin Islands child nutrition agencies responded by providing an 
updated mailing list for 1045 sponsoring organizations.   
 

All directors were given an opportunity to complete the survey instrument.  The 
number of sponsor monitor participants was determined by an estimated number of two 
per sponsoring organization surveyed.  During the second week of May 2001, sponsoring 
organization directors (n=1045) and sponsor monitors (n=2090) were surveyed.  On Part 
I of survey instruments, participants were asked to react to the frequency and importance 
of each job function/duty of sponsor monitors.  Part II directed the survey participants to 
identify their perceived views of the top five training needs of sponsor monitors.  Part III 
was designed to capture the demographic characteristics of sponsoring organization 
directors and of sponsor monitors. 
 

Survey Results 
 
 Thirty-three percent (n=349) of the sponsoring organization directors returned a 
completed survey, and 24% (n=499) of the sponsor monitors selected to participate in the 
study returned a completed survey.  Completed surveys were returned from all 50 states, 
Washington, D.C., Puerto Rico, Guam, and the United States Virgin Islands.  Data 
analysis was performed using SPSS (Version 10.0). 

 
Eighty percent of sponsoring organization directors responding to the survey were 

employed in private nonprofit organizations.  Fifty-one percent of the directors reported 
that they have one to two monitors employed by the sponsoring organization.  The 
number of FDCH providers associated with the sponsoring organizations ranged from 1 
to 3,847, and 50% of sponsoring organizations reported that they had as many as 142  
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providers signed with the agency.  Sixty percent of directors reported having a 
baccalaureate degree or higher.  Of the 349 directors who returned the survey, 71% 
reported more than 10 years of experience in the child care business, and 51% reported 
10 years or more of working in the CACFP.  Additional program and personal 
characteristics of sponsoring organization directors are presented in Table 1. 

 
 Fifty-eight percent of sponsor monitors responding earned an hourly wage of 
$10.00 or greater.  Fifty percent of those responding were employed greater than 40 hours 
per week.  Seventy-three percent reported working in the child care business for greater 
than six years, and 40% had worked in the CACFP one to five years.  Sixty-five percent 
of sponsor monitors reported oversight of as many as 100 FCDH providers.  A complete 
list of program and personal characteristics of sponsor monitors is presented in Table 2.  
 
 Factor analysis generated 11 factors related to job functions/duties for the director 
and monitor data, explaining 72% and 70% variance in the data for sponsoring 
organization directors and sponsor monitors, respectively.  The product rank score for 
“how often” sponsor monitors currently perform the job and for “how important” the job 
function/duty is to their current position determined the selection of the top 50 job 
functions.  The product ranking was determined by multiplying the “how often” raw 
scores times the “how important to current job” raw scores for each job function/duty. 
There was 96% agreement between directors and monitors on the top 50 job function/ 
duties.  The results of the job functions/duties for the sponsor monitor as perceived by the 
directors are presented in descending order in Appendix D.  The results of the job 
functions/duties for the sponsor monitor as perceived by sponsor monitors are presented 
in Appendix E.   
 

There was agreement of the top five job functions/duties for the sponsor monitor 
between the two groups surveyed; however, the order varied slightly. 
 
Top five job functions/duties as perceived by sponsoring organization directors: 
 

• Communicate with providers in an ethical, respectful, and caring manner. 
• Comply with sponsoring organization’s policies and procedures. 
• Follow federal, state, and local regulations. 
• Maintain standards of ethics and promote agency’s interests. 
• Maintain current knowledge of CACFP regulations. 

 
Top five job functions/duties as perceived by sponsor monitors: 
 

• Communicate with providers in an ethical, respectful, and caring manner. 
• Follow federal, state, and local regulations. 
• Comply with sponsoring organization’s policies and procedures. 
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• Maintain standards of ethics and promote agency’s interests. 
• Maintain current knowledge of CACFP regulations. 
 
The top five training needs for the sponsor monitor as perceived by sponsor 

monitors in descending order were: 
 

• Program regulations/requirements. 
• Dealing with problem providers. 
• Record keeping/documentation. 
• Creditable and non-creditable foods. 
• Meal pattern requirements. 

 
The top five training needs for sponsor monitors as perceived by the sponsoring 

organization director in descending order were: 
 
• Program regulations/requirements. 
• Dealing with problem providers. 
• Record keeping/documentation. 
• Techniques for recruiting new providers. 
• Meal pattern requirements. 

 
For complete lists of training needs for the sponsor monitor as perceived by the 

directors and sponsor monitors refer to Appendixes F and G, respectively. 
 

Expert Panel 
 
 A second expert panel (Appendix B) was convened to review the results of the 
national survey which identified the job functions/duties and training needs of sponsor 
monitors of FDCH providers.  The expert panel reviewed the results of the job 
functions/duties survey for commonalities and redundancies.  The expert panel further 
refined the original seven functional areas described by the researchers and collapsed the 
11 factors following factor analysis into four functional areas.  The four functional areas 
as further defined by the expert panel are: Training and Technical Assistance, Meal 
Service, Administrative Duties, and Professional Behavior and Development.  The expert 
panel members further divided the functional area Administrative Duties into the 
following four subcategories: record keeping, marketing/outreach, reporting, and general 
clerical.  
 
 The following four functional areas provide a refined set of statements that 
articulates job functions and duties performed by sponsor monitors.  The functional areas 
and statements can be described in additional detail by the development of specific 
performance statements described as competencies with the knowledge and skills that 
support each competency within each functional area. 
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I.  Training and Technical Assistance 

•      Train providers on CACFP policies and procedures. 
•      Train providers on nutritional program practices. 
•      Provide individual training to providers. 
•      Train providers on creditable and non-creditable foods. 
•      Communicate CACFP procedures to providers. 
•      Provide technical assistance on record keeping and programmatic errors        
           with providers. 
 

II.  Meal Service 
•      Perform mandatory on-site visits to providers. 
•      Review age-specific meal pattern requirement with providers. 
•      Review infant feeding program with providers. 
•      Monitor meal schedules by observing all FDCH meal types. 
 

III. Administrative Duties 
A. Record Keeping 

• Maintain files of required records for each provider. 
• Communicate provider issues with sponsor. 
• Comply with sponsoring organization’s policy and procedures. 
• Verify license/certification/registration capacity of FDCH. 
• Maintain written reports and monitoring activities to sponsoring agency. 
 

B. Marketing/Outreach 
• Recruit new providers. 
• Enroll new providers. 
• Provide preliminary enrollment and training of providers. 
 

C. Reporting 
• Maintain appropriate documentation of corrective action with problem 

providers.  
• Report allegations of CACFP child care abuse, child neglect, and non-

compliance issues. 
 

D. General Clerical 
•      Distribute appropriate provider reporting forms. 
•      Perform central office duties. 
•      Perform field office duties. 
•      Approve eligibility of the children to participate. 
•      Plan and maintain all monitoring schedules, activities, and expense reports. 
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IV.  Professional Behavior and Development 

•      Maintain knowledge of current CACFP regulations through staff meetings. 
•      Communicate with providers in an ethical, respectful, and caring manner. 
•      Follow federal, state, and local regulations. 
•      Support the mission of child care associations. 
•      Maintain standards of ethics and promote agency’s interests. 
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PHASE III 

 
IDENTIFICATION OF COMPETENCIES, KNOWLEDGE,  

AND SKILLS OF SPONSOR MONITORS 
 

Phase III of the research study identified competencies, knowledge, and skills 
needed by sponsor monitors participating in the CACFP.  Researchers based suggested 
knowledge and skill statements on the job functions/duties identified in Phase II.  
Previous work done by the NFSMI Applied Research Division (1995, 1996) that 
identified competencies, knowledge, and skills of child nutrition program 
directors/supervisors and child nutrition program managers, provided a model for the 
current research.  A modified Delphi technique was used to validate the knowledge and 
skills and competencies of sponsor monitors (Normand, 1998; Procter, 1994; Stheeman, 
1995). 

 
A review of the literature indicated that no previous work in this area that related 

to sponsor monitors had been done.  Currently no published examples exist; therefore, the 
results of this phase of the study are especially valuable to the training of sponsor 
monitors on identified job functions/duties as outlined in this manual.    

 
METHODS AND RESULTS 

 
Identification of Knowledge and Skills of Sponsor Monitors  

 

A multi-step approach was followed to identify the knowledge and skills of 
sponsor monitors.  A thorough review of the literature was conducted to see if similar 
work had been done in other disciplines for similar job positions.  Standards of practice 
for out-of-home child care, especially those related to the food service and nutritional 
aspects of providing quality child care, were studied (Code of Regulations, 2001; Federal 
Interagency, 2001; Graves, 1997; ADA, 1996, 1999a, 1999b).  The Keys to Excellence 
(ASFSA, 1995); the Competencies, Knowledge, and Skills of Effective School Nutrition 
Managers (NFSMI, 1995); and Competencies, Knowledge, and Skills of Effective School 
Nutrition Directors/Supervisors (NFSMI, 1996) served as major resources for the 
formulation and wording of knowledge, skill, and competency statements for the current 
study.  These documents reflect best practices in child nutrition programs within the 
school setting.  Due to the consistent nutrition integrity expectations for all child nutrition 
programs by the public and the USDA, these research-based works can be appropriately 
applied to the child care environment.  This assumption was validated by the Delphi 
(n=85) panel of child care professionals from state agenc ies and sponsoring organizations 
through a modified Delphi technique.  With the information gathered from the above 
sources in mind, each job function/duty was carefully studied; and knowledge and skill 
statements of sponsor monitors were drafted.   



                                  Job Functions/Duties, Competencies, Knowledge, and Skills of Sponsor Monitors   22   

NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE  

 
A survey instrument (Appendix C) with knowledge and skill statements was 

developed and mailed to the Delphi panel (n=85) for review and comment.  Twenty-six 
(30.5%) participants returned a completed instrument.  Participants could recommend to 
“accept as written,”  “accept with modification,” or “delete” any knowledge and skill 
statement.  A predetermined standard of 80% agreement rate was used to produce the 
final listing of knowledge and skill statements.  See Table 3 for results of the Delphi 
process.  Due to the high degree of agreement for all statements, only one pass of the 
Delphi was employed.  The Delphi participants all made very similar suggestions for 
modification, and these modifications were applied in the final version of the statements.  
Had the decisions been less well defined, a second pass would have been conducted with 
the Delphi panel.   

 
Development of Competency Statements  

 
Once the knowledge and skill statements were edited according to the input 

provided by the Delphi panel, the researchers articulated competency statements 
consistent with the supporting knowledge and skills needed to perform the job 
functions/duties of sponsor monitors.  Competence was defined as the ability to perform 
beyond the beginner level without supervision but not at the expert level.  Competency 
statements are intended to encompass the knowledge and skills determined for each job 
function/duty.  Competency statements are written in measurable terms, which make 
them appropriate for assessment of the sponsor monitor’s abilities and/or performance.  
The Phase II expert panel members were reinstated in Phase III and asked to react to the 
competency statements.  This group was selected for their expertise and understanding of 
the research objectives.  Because this is the group that participated in the validation of the 
job functions/duties, they were considered to be the most appropriate audience to validate 
the proposed competencies.   

 
Participants received the proposed Knowledge, Skills, and Competencies of 

Sponsor Monitors (Appendix C) via electronic mail and could submit their responses 
electronically, by fax, or by regular mail.  All seven members of the Phase II expert panel 
responded by returning the survey and/or participating in a follow-up conference call to 
clarify agreement and comments made during the first pass.  A 4-point Likert-type scale 
was used to record the level of agreement of the expert panel with each statement 
(strongly disagree, disagree, agree, and strongly agree).  Participants indicated agreement 
from “strongly disagree” to “strongly agree,” where strongly disagree = 1.0 and “strongly 
agree” = 4.0.  An “agree” level was considered an appropriate level of agreement to 
support a decision to retain competencies.  Participants were also asked to provide any 
modifications to the proposed competency statements and/or suggest additional 
competencies.  Results are reported in Table 4.  Mean values were calculated for 
agreement with competencies in three areas:  competencies reflected the job 
functions/duties; competencies adequately encompass knowledge and skills identified for 
job functions/duties; and competencies are stated clearly and accurately.  Participants  
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responded with a high level of agreement for all competencies in all three areas.  Helpful 
suggestions were provided which led to the combining of some competencies and 
modification of others.  No additional competencies were suggested. 

 
Comments and suggestions on the competency statements made by the Phase II 

expert panel were incorporated into the next version of the statements.  All CACFP 
expert panel members strongly agreed with all competencies once modifications were 
made.  The expert panel assisted in the revision during the conference call.  One member 
of the panel was unable to participate in the conference call but provided feedback on the 
revised competencies by e-mail.  One participant asked a co-worker at the state agency to 
review the competency statements, and their comments were submitted jointly. 

 
The final competency statements identified for sponsor monitors are: 
 

I.  Training and Technical Assistance 
1.1 Communicates with FDCH providers and determines training needs. 
1.2 Assists in developing a systematic training program to ensure that FDCH 

providers are familiar with program requirements. 
1.3 Conducts orientation and training on all aspects of CACFP participation 

including policies and procedures of the sponsoring organization. 
1.4 Reviews performance of FDCH providers in CACFP implementation and 

provides appropriate feedback. 
1.5 Adapts training to provide technical assistance on an individualized and as-

needed basis. 
 
II.  Meal Service 

2.1 Reviews the meal pattern requirements to ensure proper implementation by 
the FDCH provider. 

2.2 Reviews meal service to ensure proper implementation of the meal patterns 
and a positive mealtime environment. 

2.3 Reviews the menu to ensure good menu planning is followed for development 
of healthful eating behaviors. 

2.4 Assures the proper interpretation and implementation of the infant meal 
pattern. 

2.5 Maintains a regular on-site visitation schedule of CACFP participants to 
ensure proper implementation of the CACFP and a healthy eating 
environment. 

 
III. Administrative Duties  

3.1 Follows a system for maintaining and reporting all monitoring activities to the 
sponsoring organization. 

3.2 Implements procedures needed to verify FDCH providers meet all federal, 
state, and local requirements for participation in the CACFP. 
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3.3 Serves as the liaison between the sponsoring organization and the FDCH 

provider. 
 

IV.  Professional Behavior and Development 
4.1 Participates in continuing education activities such as seminars, workshops, 

professional conferences, and college courses. 
4.2 Networks with other child care professionals. 
4.3 Participates actively in professional organizations. 
4.4 Reads current trade, technical, and professional publications and applies 

appropriate new information in performance of monitoring duties. 
4.5 Maintains a plan for continuing self-development and education. 
4.6 Performs all duties and responsibilities in an ethical manner. 
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Summary and Conclusions  

 
 Sponsor monitors play a vital role in the success of the FDCH provider’s efforts 
to implement the CACFP.  The extremely high agreement of sponsoring organization 
directors and monitors on the job functions/duties and training needs of sponsor monitors 
served as a solid foundation for the identification and publication of competencies, 
knowledge, and skills of sponsor monitors.  Additionally, the strong agreement of both 
Phase III Delphi panels in the validation of sponsor monitor competencies, knowledge, 
and skills makes it possible to recommend them confidently as the standard for 
sponsoring organization use when making staffing decisions.  Professional trainers and 
CACFP agencies at the state, regional, and federal levels should work together to develop 
training materials and opportunities that focus on the four job functional areas and that 
assure the availability of competent sponsor monitors.   
 
 The work presented in this report should further serve the individual sponsor 
monitor and other child care professionals in developing strategies for professional and 
personal growth.  Sponsor monitors may choose to use the competencies, knowledge, and 
skills as a basis for self-assessment and personal professional development planning.  
Taking advantage of professional growth opportunities based upon these principles 
should enhance the sponsor monitor’s ability to move to higher levels of responsibility 
within the child care profession and perhaps enhance economic opportunities. 
 
 For additional information and opportunities related to professional growth 
through education and training, the child care professional is directed to the NFSMI Web 
site at www.nfsmi.org.   
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Table 1.  Program and Personal Characteristics of Sponsoring Organization Directors. 
(n=349) 
Questions               Frequency         % 
What best describes your sponsor organization?   
        Private, profit    6 1.6 
        Private, nonprofit 250 80.1 
        Military 18 5.8 
        Governmental agency 25 8.0 
        Other 13 4.2 
Are materials in multiple languages provided for multilingual staff?   
        Yes 95 30.5 
        No 73 23.5 
        Does not apply 143 46.0 
How long have you worked with the CACFP?   
        Less than 1 year 18 5.7 
        1 to 5 years 61 19.3 
        6 to 10 years 75 23.7 
        Greater than 10 years 162 51.3 
How long have you worked in the child care profession?   
        Less than 1 year 5 1.6 
        1 to 5 years 28 8.8 
        6 to 10 years 57 18.0 
        Greater than 10 years 227 71.6 
What best describes your present age range?   
        25 years or under 3 1.0 
        26 to 40 years 69 22.0 
        41 to 55 years 190 60.7 
        Over 55 years 51 16.3 
What best describes your highest education level?   
         High school diploma or GED 27 8.6 
         Undergraduate level courses 51 16.2 
         Associate degree 48 15.2 
         Baccalaureate degree 81 25.7 
         Graduate level courses 50 15.9 
         Master’s degree 54 17.1 
         Doctoral degree 4 1.3 
If you have a college degree, what was your area of study?   
         I do not have a college degree. 51 17.9 
         Early childhood education 53 18.6 
         Family child studies 11 3.6 
         Child development 19 6.7 
         Food and nutrition/dietetics 24 8.4 
         Other 127 44.6 
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Table 2.  Program and Personal Characteristics of Sponsor Monitors. 
(n=499) 
Questions               Frequency         %           
What is your present hourly range?   
        $7 or less    15 3.3 
        $7.01 - $8.00 36 7.9 
        $8.01 - $9.00 42 9.2 
        $9.01 - $10.00 73 15.9 
        $10.01 - $11.00 87 19.0 
        Greater than $11.00 180 39.3 
        Other 25 5.5 
What is the number of hours you are employed per week?   
        20 hours or less 65 14.1 
        21 – 30 hours 54 11.7 
        31 – 39 hours 109 23.7 
        40 hours 204 44.3 
        Greater than 40 hours 28 6.1 
Do you receive benefits with your job?   
        Yes 355 80.3 
        No 87 19.7 
What are the benefits that you receive (select all that apply)?   
        Health Insurance 265 69.4 
        Dental Insurance 198 51.8 
        Life Insurance 206 53.9 
        Disability Insurance 131 34.3 
        Cafeteria Insurance Plan 47 12.3 
        Sick Leave 312 81.7 
        Personal Leave 234 61.3 
        Paid Vacation 330 86.4 
        Retirement 204 53.4 
        Child Care 16 4.2 
        Other 33 8.6 
What is the number of FDCH providers you monitor?   
        50 or less 148 32.5 
        51 – 100 158 32.5 
        101 – 150 75 16.4 
        151 – 200 36 7.9 
        201 or greater 39 8.6 
How long have you worked with the CACFP?   
         Less than one year 77 16.6 
         1 to 5 years 188 40.4 
         6 to 10 years 91 19.6 
         Greater than 10 years 109 23.4 
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How long have you worked in the child care profession? 

  

         Less than one year 23 5.0 
         1 to 5 years 104 22.4 
         6 to 10 years 106 22.8 
         Greater than 10 years 231 49.8 
What best describes your present age?   
         25 years or less 26 5.6 
         26 – 40 years 163 35.2 
         41 – 55 years 219 47.3 
         Over 55 years 55 11.9 
What best describes your highest education level?   
         Less than high school diploma or GED 2 .4 
         High school diploma or GED 115 24.6 
         Undergraduate level courses 113 24.2 
         Associate degree 90 19.3 
         Baccalaureate degree 103 22.1 
         Graduate level courses 22 4.7 
         Master’s degree 22 4.7 
         Doctoral degree 0 0 
If you have a college degree, what was your area of study?   
         I do not have a college degree. 124 33.6 
         Early childhood education 56 15.2 
         Family child studies 14 3.8 
         Child development 24 6.5 
         Food and nutrition/dietetics 31 8.4 
         Other 120 32.5 
Do you regularly attend state-offered CACFP training?   
         Yes 382 84.0 
         No 73 16.0 
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Table 3.  Knowledge and Skills of Sponsor Monitors. 
(n=26¹) 
 
Job Function/Duty: Training and technical assistance.   (General) 
Knowledge Statements  Accept/Modify1 Delete  Agree 

(%) 
Knows basic training methods.  25/11 0 100.0 
Knows the basics of mentoring and coaching.  23/3 0 100.0 
Knows multiple training delivery methods, using available technology. 21/1 4 88.4 
Knows the principles of adult learning and assessment of learning styles. 23/2 1 96.1 
Skill Statements    
Assesses training needs and evaluates the outcomes of training. 24/2 0 100.0 
Develops a formal training system for FDCH providers. 16/4 6 76.9 
Communicates effectively to FDCH providers. 26/0 0 100.0 
Demonstrates interpersonal skills appropriate to effective mentoring and 
coaching. 

24/2 0 100.0 

Provides technical assistance on an as-needed basis. 26/0 0 100.0 
Uses available technology and other non-traditional methods to deliver 
training. 

24/1 1 96.1 

Identifies just-in-time training opportunities and requirements. 15/7 4 84.6 
 
Job Function/Duty: Train providers on CACFP policies and procedures.   (62) 
Knowledge Statements  Accept/Modify Delete  Agree 

(%) 
Knows current CACFP policies and procedures. 26/0 0 100.0 
Knows policies and procedures of the sponsoring organization. 26/0 0 100.0 
Skill Statements    
Ensures that all FDCH providers receive orientation on the policies and 
procedures of the CACFP and sponsoring organization. 

25/1 0 100.0 

Develops a system to keep FDCH providers informed of programmatic 
changes. 

20/4 2 92.3 

 
Job Function/Duty: Train providers on nutritional program practices.   (63) 
Knowledge Statements  Accept /Modify Delete  Agree 

(%) 
Knows basic principles of healthy eating for children. 26/0 0 100.0 
Knows the components of a healthy eating environment. 25/1 0 100.0 
Knows the importance of proper nutrition to healthy child growth and 
development. 

24/1 1 96.1 

Knows the importance of nutrition integrity standards within the child care 
environment. 

23/3 0 100.0 

Knows the contribution of meals and snacks served at child care to the overall 
nutritional health and food security of children. 

22/3 1 96.1 

Skill Statements    
Reinforces nutrition recommendations of the Dietary Guidelines, Food Guide 
Pyramid, and the Dietary Reference Intakes . 

22/4 0 100.0 

Ensures children are served meals and snacks in a positive eating 
environment. 

25/1 0 100.0 

Ensures that appropriate adult-child division of responsibilities during meals 
and snacks is maintained. 

18/2 6 76.9 

Communicates with FDCH providers their role, in cooperation with parents 
and other care givers, in providing for the food and nutrition needs of the 
child. 

25/1 0 100.0 
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Job Function/Duty: Provide individual training to providers.   (66) 
Knowledge Statements  Accept/Modify Delete  Agree  

(%) 
Knows the principles of mentoring and coaching.  24/1 1 96.1 
Knows the importance of establishing a friendly, non-confrontational 
relationship with the FDCH provider. 

24/2 0 100.0 

Knows principles of assessment of learning needs of individuals. 24/1 1 96.1 
Knows the principles of individualized and one-on-one instruction. 26/0 0 100.0 
Skill Statements    
Demonstrates a helpful attitude to FDCH providers requiring instruction. 25/1 0 100.0 
Maintains a programmatic focus during individualized training. 26/0 0 100.0 
Establishes a positive learning environment where the FDCH provider is at 
ease. 

24/2 0 100.0 

Ensures that the training provided is appropriate and meets the needs of the 
FDCH provider. 

26/0 0 100.0 

 
Job Function/Duty: Train providers on creditable and non-creditable foods.   (73) 
Knowledge Statements  Accept/Modify Delete  Agree 

(%) 
Knows principles of guidance for crediting foods under the CACFP. 26/0 0 100.0 
Knows the benefits to the FDCH and children of serving foods that are 
creditable foods vs. non-creditable foods and beverages. 

24/1 1 96.1 

Knows the relationship of creditable foods to nutrition integrity standards in 
the child care setting.  

25/0 1 96.1 

Skill Statements    
Demonstrates the ability to correctly identify creditable and non-creditable 
foods under the CACFP. 

26/0 0 100.0 

Ensures that FDCH providers correctly identify foods as creditable. 25/0 1 96.1 
Provides resource materials that the FDCH provider can use to identify 
creditable foods. 

25/0 1 96.1 

Encourages FDCH providers to monitor all foods served in the FDCH to 
ensure that the same nutrition integrity standards are applied to all foods 
offered during the child care day. 

25/0 1 96.1 

 
Job Function/Duty: Communicate CACFP procedures to providers.   (74) 
Knowledge Statements  Accept/Modify Delete  Agree 

(%) 
Knows all CACFP regulations and procedures. 26/0 0 100.0 
Knows the importance of FDCH providers following all CACFP regulations 
and procedures. 

25/1 0 100.0 

Skill Statements    
Ensures FDCH providers appropriately apply all CACFP procedures. 25/1 0 100.0 
Demonstrates quick response in providing technical assistance. 25/1 0 100.0 
Demonstrates tact and sensitivity when providing feedback on proper 
application of CACFP procedures. 

25/0 1 96.1 

 
Job Function/Duty: Provide technical assistance on record keeping and programmatic errors with providers.   
(76,79,85) 
Knowledge Statements  Accept/Modify Delete  Agree 

(%) 
Knows the principles of individualized instruction. 24/1 1 96.1 
Knows how to tailor technical assistance to the learning needs of the FDCH 
provider. 

26/0 0 100.0 

Knows proper record keeping procedures. 26/0 0 100.0 
Knows the importance of proper record keeping from the FDCH provider’s 
and sponsoring organization’s perspectives. 

26/0 0 100.0 
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Knows potential programmatic errors so that preventive actions vs. corrective 
actions are taken. 

26/0 0 100.0 

Skill Statements    
Assures that FDCH providers are familiar with all record keeping 
requirements. 

26/0 0 100.0 

Establishes a system to ensure records are kept according to CACFP’s and 
sponsoring organization’s requirements. 

26/0 0 100.0 

Assists the FDCH in establishing routine procedures for maintaining records 
required by the CACFP and sponsoring organization. 

25/0 1   96.1 

Provides oversight to FDCH providers who have difficulty with record 
keeping responsibilities.  

20/6 0 100.0 

 
Job Function/Duty: Review age-specific meal pattern requirements with providers.   (31,32,33) 
Knowledge Statements  Accept/Modify Delete  Agree 

(%) 
Knows the basic menu structure for all meals and snacks served as part of the 
CACFP. 

25/1 0 100.0 

Knows the meal pattern components and serving sizes for all age-specific 
meal patterns of the CACFP. 

25/1 0 100.0 

Knows the principles of good menu planning based on the Dietary 
Guidelines, Food Guide Pyramid, and the Dietary Reference Intakes . 

24/2 0 100.0 

Knows the basic principles of menu modification for children with special 
food and nutrition needs, including allergies, diabetes, texture modifications, 
etc. 

20/5 1 96.1 

Knows the importance of offering all meal components at one time.  26/0 0 100.0 
Knows how to apply the principles of feeding young children when planning 
age-appropriate foods. 

25/1 0 100.0 

Knows the importance of variety in menu planning. 26/0 0 100.0 
Knows the concept of planning menus overtime for complete nutrition. 23/3 0 100.0 
Knows the importance of considering and respecting food preferences of 
young children. 

24/1 1 96.1 

Knows the importance of incorporating foods and serving suggestions that 
take into consideration the cultural and ethnic diversity of the children in the 
FDCH. 

25/1 0 100.0 

Knows the importance of color, temperature, freshness, and texture to food 
quality for children. 

26/0 0 100.0 

Knows the principles of food preparation and service related to food quality 
and food safety. 

26/0 0 100.0 

Skill Statements    
Communicates effectively with the FDCH provider the menu and meal 
pattern requirements. 

26/0 0 100.0 

Ensures that menus meet the meal pattern requirements and follow principles 
of good menu planning. 

24/2 0 100.0 

Ensures that menus are age-appropriate. 25/1 0 100.0 
Ensures that foods are p repared and served to maintain quality and food 
safety. 

25/1 0 100.0 

Inspects the meal preparation and serving areas to ensure foods are handled 
properly and are safe to eat. 

26/0 0 100.0 

Ensures that foods are prepared and served appropriately for children with 
special needs. 

23/2 1 96.1 

Establishes a system for monitoring meal preparation, storage, and service. 24/1 1 96.1 
Provides menu suggestions to encourage variety in foods and preparation 
methods that are consistent with the nutrition principles of the Dietary 
Guidelines and the Food Guide Pyramid. 

25/1 0 100.0 

Provides resource materials for menus, recipes, and meal planning. 26/0 0 100.0 
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Demonstrates skill in family style meal service with young children and 
encourages FDCH providers to use family style meal service. 

22/1 3 88.4 

 
Job Function/Duty: Review the infant feeding program with providers.   (35) 
Knowledge Statements  Accept/Modify Delete  Agree 

(%) 
Knows the importance of following the infant meal pattern for proper infant 
health, growth, and development. 

26/0 0 100.0 

Knows proper implementation of the infant meal pattern for reimbursement. 26/0 0 100.0 
Knows proper feeding techniques for infants. 26/0 0 100.0 
Knows the proper schedule for introducing solid foods in the infant’s diet. 25/0 1 96.1 
Knows signs of food allergies and intolerance in infants. 22/1 3 88.4 
Knows principles of infant feeding that respect the individual needs of infants 
and prevents under-feeding or over-feeding. 

26/0 0 100.0 

Knows toddlers often develop food jags or unusual feeding patterns, such as 
not wanting foods to touch each other on the plate. 

24/1 1 96.1 

Knows the importance of offering progressively more challenging foods and 
progressing to cups, etc. at the appropriate developmental stage for each child. 

24/2 0 100.0 

Knows the importance of offering formula or breast milk from birth through 
11 months of age. 

25/0 1 96.1 

Knows that infant formula and dry cereals should be iron-fortified. 24/2 0 100.0 
Knows the proper schedule for the introduction of fruit juices to infants. 23/2 1 96.1 
Knows the undesirable effects of feeding flavored drinks, tea, juice drinks, 
etc. to infants and children. 

26/0 0 100.0 

Knows the proper feeding positions for infants. 25/0 1 96.1 
Knows the emotional and psychological implications of the feeding 
relationship between the infant and the care giver. 

25/0 1 96.1 

Knows the proper use of juice with older infants. 23/0 3 88.4 
Knows the proper use of formula and food replacements when infants are ill 
and temporarily unable to handle formula or regular foods. 

21/2 3 88.4 

Skill Statements    
Communicates to the FDCH provider the importance of working with parents 
on the introductions of solid foods in the infant’s diet. 

25/1 0 100.0 

Ensures that the FDCH provider understands the importance of respecting the 
opinions and feeding practices of parents. 

25/1 0 100.0 

Works with the FDCH provider in establishing a breast feeding-friendly child 
care environment. 

26/0 0 100.0 

Ensures procedures are in place for safe and sanitary handling of all infant 
foods, formulas, breast milk, and feeding equipment. 

26/0 0 100.0 

Reinforces proper infant feeding techniques. 26/0 0 100.0 
Establishes a collaborative relationship with the FDCH provider to facilitate 
proper infant feeding. 

26/0 0 100.0 

Provides resource materials and community contacts that are supportive of 
breast feeding in the child care environment. 

24/1 1 96.1 

Establishes procedures for observing and monitoring infant feeding. 26/0 0 100.0 
Recognizes good infant feeding techniques and offers appropriate technical 
assistance to correct any potential problem. 

24/1 1 96.1 

Demonstrates the proper preparation and handling of infant formulas. 23/2 1 96.1 
Ensures the proper methods of heating infant foods and bottles of formula 
and/or breast milk. 

23/1 2 92.3 

Stresses the danger of heating infant feedings (foods or bottles) in a 
microwave oven. 

25/0 1 96.1 

Monitors the FDCH to ensure that the microwave oven is not used to heat 
infant feedings. 

22/2 2 92.3 
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Job Function/Duty: Monitor meal schedules by observing service of all FDCH meal types.   (38,39,40) 
Knowledge Statements  Accept/Modify Delete  Agree 

(%) 
Knows the importance of regular meal and snack schedules for infants and 
young children. 

25/1 0 100.0 

Knows the principles of and procedures for family-style meal service for 
children two years and older. 

21/4 1 96.1 

Knows the benefits of family style meal service to children.  24/0 2 92.3 
Knows the sanitation and safety consideration of food service in the FDCH. 24/0 2 92.3 
Knows the meal schedules of the FDCH.  25/0 1 96.1 
Knows the appropriate time intervals of meals and snacks in the FDCH. 25/0 1 96.1 
Knows meal and snack service ideas that add interest and enjoyment to eating 
in the child care setting (i.e., bag lunches for a picnic, tasting parties for 
snack, etc.). 

26/0 0 100.0 

Skill Statements    
Demonstrates set -up and procedures for family-style meal service where 
children serve themselves. 

21/3 2 92.3 

Assures that the FDCH implementing family-style meal service prepares and 
has available the required amounts of all meal or snack components. 

24/2 0 100.0 

Ensures that all meal or snack components are offered to children at the same 
time, providing an opportunity for children to select which foods they will eat. 

25/0 1 96.1 

Ensures that foods are not withheld as punishment or reward. 25/1 0 100.0 
Encourages an eating environment that establishes positive associations to all 
foods offered as part of CACFP meals and snacks. 

26/0 0 100.0 

Supports the concept that most foods can fit into a healthy diet. 25/1 0 100.0 
Encourages FDCH providers to have on hand only those foods that support 
nutrition integrity so that children receive consistent messages about foods 
(i.e., avoid having foods of minimum nutritional value in view of children). 

23/2 1 96.1 

Encourages the FDCH to work with parents and other care givers in providing 
for children’s food and nutrition needs outside the child care day. 

23/0 3 88.4 

 
Job Function/Duty: Perform mandatory on-site  visits to providers.   (86) 
Knowledge Statements  Accept/Modify Delete  Agree 

(%) 
Knows effective communication strategies. 26/0 0 100.0 
Knows importance of on-site visits with FDCH providers. 25/1 0 100.0 
Knows observation techniques that identify potential problems associated 
with the food and nutrition programs as well as other conditions that pose a 
potential threat to child safety and well-being. 

26/0 0 100.0 

Knows the importance of unannounced visits to the FDCH. 26/0 0 100.0 
Knows how to record information related to the on-site visit. 24/1 1 96.1 
Knows the importance of reporting the results of all on-site visits especially 
when problems are identified. 

25/1 0 100.0 

Knows appropriate reporting procedures when signs of neglect and/or abuse 
are suspected or observed. 

26/0 0 100.0 

Knows the value of the on-site visit as an opportunity to provide any technical 
assistance needed and to coach during food preparation and/or service. 

25/1 0 100.0 

Knows how to model desired interactions with children as a means of 
mentoring to the child care provider. 

24/1 1 96.1 

Skill Statements    
Responds in a timely manner to programmatic errors following established 
procedures. 

25/1 0 100.0 

Reports immediately all suspected cases of neglect or abuse to the appropriate 
authorities. 

25/1 0 100.0 

Responds to any suspected evidence of neglect or abuse in such a way to 
immediately ensure the safety of the child. 

26/0 0 100.0 
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Works with the provider to report suspected cases of child neglect or abuse 
occurring outside the FDCH. 

26/0 0 100.0 

Works cooperatively with other agencies with oversight of the FDCH. 26/0 0 100.0 
Follows the sponsoring organization’s on-site visitation schedule. 26/0 0 100.0 
Adjusts the established visitation schedule as needed to ensure compliance to 
CACFP regulations and procedures and/or ensure the health, safety, and well-
being of the children in the FDCH 

25/1 0 100.0 

Demonstrates a caring and collegial approach to the on-site visit. 24/1 1   96.1 
Encourages the FDCH provider to continue good practices. 24/1 1   96.1  
Offers helpful suggestions to improve meals and meal service and quality of 
care in the FDCH. 

25/0 1   96.1 

 
Job Function/Duty: Maintain files of required records for each provider.   (9) 
Knowledge Statements  Accept/Modify Delete  Agree 

(%) 
Knows the record keeping requirements of the sponsoring organization. 25/0 1 96.1 
Knows the value of recording CACFP data and maintaining historical and 
current files. 

24/2 0 100.0 

Knows electronic means of record keeping and archiving of records as 
required by the sponsoring organization. 

22/3 1 96.1 

Knows the value of maintaining records that link to other sponsoring 
organization records for ease in data analysis. 

24/0 2 92.3 

Knows the importance of maintaining confidentiality of CACFP data. 26/0 0 100.0 
Knows the sponsoring organization’s policies and procedures related to 
FDCH monitoring activities. 

25/1 0 100.0 

Knows the potential impact of a failure to make timely reports on the safety 
and well-being of children enrolled in the FDCH and on the CACFP status. 

26/0 0 100.0 

Knows who has access to all reports on FDCH providers. 24/0 2 92.3 
Knows the ethical considerations related to FDCH provider information. 25/0 1 96.1 
Knows the critical nature of accuracy and disclosure issues in FDCH provider 
reports. 

25/0 1 96.1 

Knows the legal issues related to maintaining reports and other data on FDCH 
providers. 

25/0 1 96.1 

Skill Statements    
Seeks to maintain ethical, fair practices when preparing FDCH provider 
reports. 

26/0 0 100.0 

Certifies that all information in FDCH provider reports is true and no 
deliberate attempt is made to misrepresent the facts or mislead. 

26/0 0 100.0 

Demonstrates a fair appraisal of the FDCH environment and implementation 
of the CACFP by the FDCH. 

26/0 0 100.0 

Establishes or implements an organized filing system for FDCH provider. 26/0 0 100.0 
Maintains systematically all FDCH provider files. 23/2 1 96.1 
Implements and maintains an electronic filing system and databases for 
FDCH provider reports and information. 

21/3 2 92.3 

Organizes all FDCH provider information into meaningful reports for use by 
the sponsoring organization, the monitor, and the FDCH provider (i.e., reports 
on enrolled in all FDCH.) 

24/1 1 96.1 

Adapts and/or modifies in a timely manner the filing systems and data entry 
methods to new data collection and management requirements. 

24/0 2 92.3 

 
Job Function/Duty: Communicate provider issues with sponsor.   (10) 
Knowledge Statements  Accept/Modify Delete  Agree 

(%) 
Knows the importance of the role of the monitor as the communication link 
between the FDCH provider and the sponsoring organization. 

26/0 0 100.0 

Knows communication methods required by the sponsoring organization. 26/0 0 100.0 



                                  Job Functions/Duties, Competencies, Knowledge, and Skills of Sponsor Monitors   35   

NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE  

 
Knows the advantage of electronic methods for timely communication with 
the sponsoring organization. 

24/1 1 96.1 

Knows the value of communicating with the sponsoring organization FDCH 
provider issues. 

23/2 1 96.1 

Knows the responsibility of the monitor to communicate FDCH provider 
issues to the sponsoring organization. 

25/1 0 100 .0 

Knows key issues most likely to be of concern for FDCH providers and 
sponsoring organizations 

25/1 0 100.0 

Knows investigation and data collection methods that are needed to 
communicate effectively FDCH provider issues. 

24/1 1 96.1 

Knows the importance of observation in the FDCH in communicating FDCH 
provider issues to sponsoring organization. 

26/0 0 100.0 

Skill Statements    
Establishes open lines of communication with the sponsoring organization. 26/0 0 100.0 
Demonstrates a commitment to FDCH providers by communicating concerns 
and issues to the sponsoring organization as they occur. 

26/0 0 100.0 

Represents the interest of the FDCH provider to the sponsoring organization 
when appropriate. 

25/0 1 96.1 

Represents the interest of the children enrolled in the FDCH. 25/0 1 96.1 
Maintains professional and ethical behavior in communicating FDCH 
provider issues with the sponsoring organization. 

26/0 0 100.0 

Ensures that timely communication takes place, especially when the safety of 
children is questioned. 

26/0 0 100.0 

Establishes a systematic approach to communicating with the sponsoring 
organization following contacts with FDCH providers. 

25/1 0 100.0 

Demonstrates a thorough understanding of CACFP regulations and 
procedures when identifying FDCH provider issues requiring sponsoring 
organization input. 

26/0 0 100.0 

Demonstrates observational skills for collecting information within the 
FDCH. 

26/0 0 100.0 

Ensures fair and accurate FDCH provider information is presented to the 
sponsoring organization. 

26/0 0 100.0 

Provides information from the sponsoring organization back to the FDCH 
provider. 

26/0 0 100.0 

 
Job Function/Duty: Comply with sponsoring organization’s policies and procedures.  (12) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the responsibilities for monitors. 26/0 0 100.0 
Knows the policies and procedures of the sponsoring organization. 26/0 0 100.0 
Knows the proper interpretation of all policies and procedures. 26/0 0 100.0 
Knows the process for seeking clarification of any policies and procedures of 
the sponsoring organization. 

26/0 0 100.0 

Knows the dynamic nature of policies and procedures within sponsoring 
organizations and the CACFP. 

25/0 1 96.1 

Skill Statements    
Demonstrates a thorough understanding of all sponsoring organization’s 
policies and procedures. 

26/0 0 100.0 

Follows consistently all sponsoring organization’s policies and procedures. 25/1 0 100.0 
Assesses the effectiveness of policies and procedures related to the 
monitoring process. 

26/0 0 100.0 

Informs the sponsoring organization of the effectiveness and efficiency of 
established monitoring policies and procedures. 

26/0 0 100.0 

Participates actively in policy/procedure development when appropriate. 26/0 0 100.0 
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Job Function/Duty: Verify license/certification capacity of FDCH.   (13) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the importance of FDCH providers following the license/certification 
capacity of the FDCH. 

26/0 0 100.0 

Knows the policy and procedure of the sponsoring organization for reporting 
any capacity violations. 

25/1 0 100.0 

Skill Statements    
Ensures that the FDCH enrollment is in compliance with capacity limitations. 25/1 0 100.0 
Communicates to FDCH providers the importance of operating at the 
licensed/certified capacity enrollment. 

24/2 0 100.0 

Communicates capacity violations to the sponsoring organization and other 
agencies as required. 

25/1 0 100.0 

Documents capacity compliance of FDCH providers. 26/0 0 100.0 
 
Job Function/Duty: Maintains written reports and monitoring activities to sponsoring agency.   (11,14) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the reporting requirements of the sponsoring organization. 26/0 0 100.0 
Knows the proper method of submitting monitoring activity reports. 26/0 0 100.0 
Knows how to complete the monitoring activity reports. 26/0 0 100.0 
Knows the importance of documenting all monitoring activities in a timely 
manner. 

26/0 0 100.0 

Knows the relationship of the monitoring activity reports to other reports 
submitted to the sponsoring organization. 

26/0 0 100.0 

Skill Statements    
Prepares and submits all monitoring activity reports following established 
sponsoring organization’s policies and procedures. 

25/1 0 100.0 

Prepares and submits all monitoring activity reports in a timely manner. 25/0 1 96.1 
Ensures that all monitoring activity reports are complete and accurate. 25/1 0 100.0 
Verifies that all monitoring reports truthfully reflect the monitoring activities 
for the reporting period. 

25/1 0 100.0 

Prepares monitoring activity reports that reflect ethical execution of all duties 
and responsibilities of monitors. 

26/0 0 100.0 

Prepares monitoring activity reports that are consistent with other reports 
related to the monitoring process. 

25/0 1 96.1 

Uses electronic methods of submission as required by the sponsoring 
organization. 

24/1 1 96.1 

Develops a system to ensure that accurate timely monitoring reports are 
prepared and submitted to the sponsoring organization. 

26/0 0 100.0 

 
Job Function/Duty: Recruit new providers.   (24) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the value of recruiting new FDCH providers for the sponsoring 
organization. 

26/0 0 100.0 

Knows the value of CACFP participation for the FDCH and for the children 
enrolled. 

26/0 0 100.0 

Knows possible community contacts for identification of new FDCH 
providers. 

24/1 1 96.1 

Knows community leaders and other agencies that can identify potential 
FDCH providers. 

24/1 1 96.1 

Knows the importance of working collaboratively with the community to 
identify potential FDCH providers. 

24/1 1 96.1 

Knows what other programs are available in the community that may serve as 
leads to potential FDCH providers. 

24/0 2 92.3 
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Knows the requirements for participation in the CACFP. 25/1 0 100.0 
Knows procedures for signing new FDCH providers with the sponsoring 
organization. 

25/1 0 100.0 

Knows how to conduct a community assessment that will identify FDCH 
providers that may qualify for the CACFP. 

21/0 5 80.7 

Skill Statements    
Demonstrates a willingness to recruit new FDCH providers. 26/0 0 100.0 
Ensures that all potential FDCH providers are informed about the benefits of 
participating and know how to enroll with the sponsoring organization. 

24/1 1 96.1 

Works collaboratively with other community-based groups that are interested 
in child care and/or food and nutrition security issues. 

26/0 0 100.0 

Follows established sponsoring organization policies and procedures when 
recruiting new FDCH providers. 

25/1 0 100.0 

Communicates in an ethical manner with potential FDCH providers. 25/0 1 96.1 
Represents the sponsoring organization and the CACFP in a professional and 
ethical manner to potential FDCH providers. 

26/0 0 100.0 

Assures that potential FDCH providers are informed of the rights and 
responsibilities of participating in the CACFP under the sponsoring 
organization. 

26/0 0 100.0 

 
Job Function/Duty: Enroll new providers.   (25) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the policies and procedures for enrolling new FDCH providers. 26/0 0 100.0 
Knows what information is needed by the new FDCH provider to implement 
the CACFP. 

26/0 0 100.0 

Skill Statements    
Follows established sponsoring organization policies and procedures when 
enrolling new FDCH p roviders. 

25/1 0 100.0 

Represents the sponsoring organization and the CACFP in a professional and 
ethical manner to new FDCH providers. 

26/0 0 100.0 

 
Job Function/Duty: Provide preliminary enrollment and training of providers.   (26) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the value of coaching and establishing a mentoring relationship with 
new FDCH providers. 

26/0 0 100.0 

Knows the importance of orientation and training for new FDCH providers. 26/0 0 100.0 
Skill Statements    
Assures that new FDCH providers are informed of the rights and 
responsibilities of participating in the CACFP. 

26/0 0 100.0 

Establishes lines of communication with new FDCH providers. 26/0 0 100.0 
Schedules orientation and training for new FDCH providers on the CACFP 
regulations and procedures and sponsoring organization requirements. 

25/1 0 100.0 

Provides all necessary information and materials needed by the new provider 
to implement the CACFP and report to the sponsoring organization.  

26/0 0 100.0 

Assures t hat new FDCH providers are added to existing training schedules. 24/1 1 96.1 
Establishes procedures for monitoring new FDCH providers to assure 
technical assistance is provided on a just-in-time basis. 

22/3 1 96.1 

 
Job Function/Duty: Maintain appropriate documentation of corrective action with a problem provider.   (29) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the importance of proper documentation of all corrective action. 26/0 0 100.0 
Knows procedures of the sponsoring organization in handling and 
documenting corrective action. 

26/0 0 100.0 
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Knows when corrective action is warranted. 26/0 0 100.0 
Knows due process in handling all corrective action. 26/0 0 100.0 
Knows the rights and responsibilities of the FDCH provider, the monitor, and 
the sponsoring organization. 

26/0 0 100.0 

Knows means of technical assistance and training that may prevent the need 
for corrective action. 

26/0 0 100.0 

Knows actions that constitute fraud and/or misrepresentation of the CACFP 
by the provider. 

26/0 0 100.0 

Skill Statements    
Establishes procedures to maintain documentation of corrective action 
following the sponsoring organization’s procedures. 

24/2 0 100.0 

Communicates effectively with the sponsoring organization and the FDCH 
provider when corrective action is needed. 

25/0 1 96.1 

Submits documentation of corrective action with a problem FDCH provider in 
a timely manner. 

26/0 0 100.0 

Ensures that proper procedures are followed to maintain appropriate 
documentation of corrective action. 

25/0 1 96.1 

 
Job Function/Duty: Report all allegations and observations of non-compliance to the CACFP and state and local 
regulations related to the child care environment to the appropriate authorities.   (91,91,94) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows all regulations and procedures of the CACFP, state, and local agencies 
providing oversight of the FDCH. 

24/2 0 100.0 

Knows issues common to non-compliance in the FDCH. 26/0 0 100.0 
Knows reporting procedures of the sponsoring organization and/or other 
agencies for issues on non-compliance. 

26/0 0 100.0 

Knows legal and liability issues associated with the monitoring process. 26/0 0 100.0 
Skill Statements    
Establishes cooperative relationships with other state and local agencies 
providing oversight to the FDCH. 

26/0 0 100.0 

Demonstrates a strong commitment to the health and well-being of children. 26/0 0 100.0 
Demonstrates an understanding of all CACFP and state and local regulations 
related to the child care environment. 

25/1 0 100.0 

Ensures that all non-compliance issues are reported to the appropriate 
authorities. 

24/2 0 100.0 

Demonstrates the ability to make difficult decisions in a timely manner. 26/0 0 100.0 
Demonstrates an ability to identify potential non-compliance issues. 24/1 1 96.1 
 
Job Function/Duty: Distribute appropriate provider reporting forms.   (8) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the importance of providing reporting forms to FDCH providers. 26/0 0 100.0 
Knows how to instruct FDCH providers in the preparation of reports. 26/0 0 100.0 
Knows methods of providing technical assistance to ensure accurate and 
complete reporting by the FDCH provider. 

25/0 1 96.1 

Knows who has access to all reports on FDCH providers. 24/0 2 92.3 
Skill Statements    
Demonstrates a commitment to the reporting needs of the FDCH provider. 26/0 0 100.0 
Ensures that FDCH providers have all the necessary forms and instructions 
for preparing reports. 

26/0 0 100.0 
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Job Function/Duty: Perform central office duties.  (23) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows how to perform basic clerical duties as required by the sponsoring 
organization. 

23/1 2 92.3 

Knows how to use technology in the accomplishment of central office duties. 25/0 1 96.1 
Knows the importance of maintaining daily office functions. 24/1 1 96.1 
Knows the relationship of the timely accomplishment of central office duties 
and the monitoring process. 

25/1 0 100.0 

Skill Statements    
Performs central office duties in an efficient and effective manner. 24/1 1 96.1 
Demonstrates the ability to apply technology to accomplish central office 
duties. 

24/1 1 96.1 

Completes central office duties that facilitate the on-site visit and other 
monitoring activities. 

24/1 1 96.1 

 
Job Function/Duty: Perform field office duties.   (22) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the importance of completing field office duties. 25/0 1 96.1 
Knows the interrelationship of the monitoring process and field and central 
office duties. 

25/1 0 100 .0 

Knows that field office duties need to be completed and how to complete 
them. 

25/1 0 100.0 

Skill Statements    
Demonstrates skill in managing multiple field activities that include 
monitoring site visits and office duties. 

23/3 0 100.0 

Establishes a schedule and/or system for completing all field office duties. 24/2 0 100.0 
Organizes all field office duties to facilitate the monitoring process. 24/1 1 96.1 
 
Job Function/Duty: Approve eligibility of the children to participate.   (81) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows eligibility requirements for children to participate in the CACFP. 26/0 0 100.0 
Knows the importance of meeting CACFP eligibility requirements. 26/0 0 100.0 
Knows how to communicate CACFP eligibility requirements. 26/0 0 100.0 
Knows how to identify children who are eligible to participate in the CACFP. 26/0 0 100.0 
Skill Statements    
Ensures that all enrolled children meet the CACFP eligibility requirements. 25/1 0 100.0 
Communicates the eligibility requirements to the FDCH provider. 26/0 0 100.0 
 
Job Function/Duty: Plan and maintain all monitoring schedule, activity, and expense records.   (17,18,19) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the importance of maintaining all monitoring activity and expense 
records. 

25/0 1 96.1 

Knows the sponsoring organization’s policies and procedures for maintaining 
all monitoring activity and expense records. 

26/0 0 100.0 

Knows electronic methods of planning and maintaining all monitoring 
activity and expense records. 

24/2 0 100.0 

Skill Statements    
Demonstrates understanding of proper planning and maintenance of all 
monitoring activity and expense records. 

26/0 0 100.0 

Submits all monitoring activity and expense records in a timely manner. 26/0 0 100.0 
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Job Function/Duty: Maintain knowledge of current CACFP regulations through staff meetings.   (27,60) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows current CACFP regulations. 25/0 1 96.1 
Knows the value of attending staff meetings. 26/0 0 100.0 
Knows importance of remaining current with CACFP regulations and 
sponsoring organization policies and procedures. 

26/0 0 100.0 

Skill Statements    
Attends all staff meetings and takes advantage of other information-sharing 
opportunities. 

26/0 0 100.0 

Makes use of various methods of remaining current on CACFP regulations. 26/0 0 100.0 
Takes advantage of professional and training opportunities provided by the 
sponsor and other agencies. 

26/0 0 100.0 

 
Job Function/Duty: Communicate with providers in an ethical, respectful, and caring manner.   (28) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the importance of open, ethical communication. 26/0 0 100.0 
Knows effective communication methods and techniques. 26/0 0 100.0 
Skill Statements    
Demonstrates effective communication skills. 26/0 0 100.0 
Demonstrates ethical, respectful, and caring behaviors. 26/0 0 100.0 
Fosters communication with FDCH providers. 25/0 1 96.1 
Communicates openly and honestly with FDCH providers. 25/0 1 96.1 
Demonstrates a caring attitude towards FDCH providers. 25/1 0 100.0 
Demonstrates respect for diverse opinions and perspectives. 26/0 0 100.0 
Communicates in a variety of methods. 25/0 1 96.1 
 
Job Function/Duty: Follow federal, state, and local regulations.   (80) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows federal, state, and local regulations. 24/0 2 92.3 
Knows implementation of federal, state, and local regulations. 25/0 1 96.1 
Knows impact of failure to appropriately implement federal, state, and local 
regulations. 

25/0 1 96.1 

Skill Statements    
Demonstrates an understanding of all federal, state, and local regulations. 25/0 1 96.1 
Takes appropriate actions to remain current in federal, state, and local 
regulations. 

25/0 1 96.1 

Reinforces FDCH provider’s compliance with federal, state, and local 
regulations. 

25/0 1 96.1 

Implements all regulations related to the monitor in an ethical and responsible 
manner. 

24/1 1 96.1 

 
Job Function: Support the mission of child care associations.   (61) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows the mission of related child care associations. 24/0 2 92.3 
Knows the value of participating in child care associations. 26/0 0 100.0 
Skill Statements    
Exemplifies the mission of child care associations in the execution of 
monitoring duties. 

21/0 5 80.7 

Participates in child care association activities. 21/2 3 88.4 
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Job Function/Duty: Maintain standards of ethics and promote agency’s interest.   (90) 
Knowledge Statements  Accept/Modify Delete  Agree 

% 
Knows standards of ethics and applies them in all monitoring activities. 26/0 0 100.0 
Knows actions that are in the best interest of the sponsoring organization. 24/0 2   92.3 
Skill Statements    
Performs all duties in an ethical manner. 26/0 0 100.0 
Demonstrates a strong commitment of consistent application of ethical 
standards. 

25/1 0 100.0 

Engages in activities that demonstrate commitment to the sponsoring 
organization. 

26/0 0 100.0 

 
1 Represents all “accept” responses and all “accept with modification” responses. 
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Table 4.  Competencies of Sponsor Monitors: Results of CACFP Expert Panel Delphi 
Pprocess. 
 (n=61) 
 

 
Competency 

Reflects 
Job 

Functions 

Encompasses 
Knowledge/ 

Skills 

Stated 
clearly/ 

accurately 

1.1 Communicates with FDCH providers and determines training 
needs. 

3.502 3.502 3.502 

1.2 Develops a systematic training program to ensure that FDCH 
providers are familiar with program requirements. 

3.25 3.25 3.25 

1.3 Conducts orientation and training on all aspects of CACFP 
participation and policies and procedures of the sponsoring 
organization. 

3.75 3.75 3.75 

1.4 Reviews performance of FDCH providers in CACFP 
implementation and providers. 

3.75 3.75 3.75 

1.5 Adapts training to provide technical assistance on an 
individualized and as-needed basis. 

3.25 3.25 3.25 

2.1 Reviews the meal pattern requirements to ensure proper 
implementation by the FDCH. 

3.50 3.50 3.50 

2.2 Reviews meal service to ensure proper implementation of the 
meal patterns and a positive mealtime environment. 

3.75 3.75 3.75 

2.3 Reviews the menu on an on-going basis to ensure good menu 
planning guidance is followed to allow for development of healthful 
eating behaviors of enrolled children. 

3.25 3.25 3.25 

2.4 Assures the proper interpretation and implementation of the 
infant meal pattern. 

3.50 3.50 3.50 

2.5 Maintains a regular on-site visitation schedule of CACFP 
participants to ensure proper implementation of the CACFP and a 
healthy eating environment. 

3.50 3.50 3.50 

3.1 Establishes a system for maintaining and reporting all 
monitoring activities to the sponsoring organization. 

3.00 3.00 3.00 

3.2 Determines procedures needed to verify CACFP participants 
meet all federal, state, and local requirements for participation in the 
CACFP and as FDCH providers. 

3.00 3.00 3.00 

3.3 Serves as the liaison between the sponsoring organization and 
the FDCH. 

3.50 3.50 3.50 

4.1 Participates in continuing education activities such as seminars, 
workshops, professional conferences, and enrolls in college courses. 

3.25 3.25 3.25 

4.2 Networks with other child care professionals. 3.75 3.75 3.75 
4.3 Conducts professional growth programs for providers. 3.75 3.75 3.75 
4.4 Assumes an active role in professional organizations. 3.25 3.25 3.25 
4.5 Reads current trade, technical, and professional publications and 
applies appropriate new information in performance of monitoring 
duties. 

3.25 3.25 3.25 

4.6 Maintains a plan for continuing self-development and education. 3.50 3.50 3.50 
4.7 Performs all duties and responsibilities in an ethical manner.  3.75 3.75 3.75 
 

1Six CACFP expert panel members participated in the first pass of the survey.  Seven participated in the                                                             
Delphi by completing the survey and/or the follow-up conference call. 
2A Likert-type scale of “Strongly Disagree” = 1 to “Strongly Agree” = 4 was used to report reactions to competencies.  
Means are reported.  All Delphi participants strongly agreed with all competency statements once suggested 
modifications were made. 
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IMPLEMENTATION OF COMPETENCIES, KNOWLEDGE, AND 

SKILLS OF SPONSOR MONITORS 
 

 
 
      This manual is not intended to replace any training materials currently in use by sponsoring 
organizations.  These competencies, knowledge, and skill statements are made available for 
sponsoring organizations’ use in establishing standards appropriate for assessment and training 
of sponsor monitors and in making staffing decisions.   
 
 The competencies, knowledge, and skills presented in this manual are specific to sponsor 
monitors who work for organizations that sponsor FDCH providers participating in the 
CACFP.  Sponsorship is the only mechanism available for out-of-home child care providers to 
participate in the program.  FDCH providers enrolled in the CACFP receive reimbursement for 
meals and snacks served to children during the child care day.  In return, the sponsor is 
reimbursed for the management and administration of the program from CACFP funds provided 
through the USDA and the designated state agency. Individuals or groups may apply to the 
state agency to be a sponsoring organization.  In some communities the sponsoring organization 
may be a non-profit group interested in quality child care for the children in their community.   
 

CACFP Management Structure 
 

USDA, Food and Nutrition Service 
 

⇓  
 

State Agency Recognized by the USDA 
 

⇓    
 

Sponsoring Organizations Approved by the State Agency 
 

⇓    
 

Family Day Care Home Providers Enrolled with a Sponsor 
 

⇓    
 

Children Who Are the Beneficiaries of the CACFP 
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Role of Sponsor Monitors 
 
 Sponsor monitors are the communication link between the sponsoring organization and 
FDCH providers. They provide the oversight of the program as required by the USDA and 
outlined in the federal regulations.  Sponsor monitors perform the wide variety of job 
functions/duties presented in this manual to assure that FDCH providers understand and 
correctly implement the CACFP and are eligible to receive reimbursement for meals and snacks 
served to enrolled children.  The sponsoring organization relies upon the competent 
performance of the job functions/duties presented in this manual to ensure proper management 
of the program.  The integrity of the CACFP within any sponsoring organization is dependent 
upon the personal ethics and professional commitment of the sponsoring organization and each 
sponsor monitor.   
 
 
Who is the FDCH Provider? 
 
 FDCH providers are a diverse group of individuals or families providing out-of-home child 
care for millions of children each day.  Among the FDCH providers are grandmothers, stay-at-
home mothers, and other individuals not employed outside the home.  FDCH providers are 
adults of all ages who may be highly educated or have little formal education.  They are found in 
rural and urban settings and represent diverse ethnic and cultural backgrounds.  English may not 
be their first language, or they may not speak English at all.  It is important to understand who 
the FDCH providers are and the environment in which they operate to assure proper 
implementation of the CACFP. 
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Key Words  
 
Coaching:  Coaching is a natural extension of training and involves encouraging someone to 
practice what he or she has learned.  In training and instructing the FDCH provider, the sponsor 
monitor will tell and demonstrate how to perform a task.  A coach will continue to give 
feedback as the FDCH provider attempts to apply what has been learned.   
 
Cultural diversity:  Sponsor monitors need to be aware of the various cultures and ethnic 
groups represented among the FDCH providers they monitor.  Understanding an individual’s 
background will make communication more effective and eliminate misunderstandings between 
the FDCH provider and the sponsor monitor. 
 
Nutrition integrity:  CACFP meal patterns assure that the nutritional needs of children are 
provided during the child care day.  When properly followed, these meal patterns provide a 
certain percentage of the daily nutrient needs of children; thus, the integrity of the program is 
assured.  When meals or snacks do not follow the meal patterns, then the nutrition integrity of 
the meals or snacks is in jeopardy, because they may not meet the nutrient standards. 
 
Mentoring:  Mentoring is a process of encouraging others.  Mentors may be role models by 
modeling a behavior needed by FDCH providers.  Sponsor monitors can encourage providers 
to fulfill their obligations as participants in the CACFP and to provide quality child care. 
 
Technical assistance:  Technical assistance is providing assistance and/or instruction to the 
FDCH provider when it is needed and on an individual basis.  Usually, technical assistance is 
additional instruction related to previous training provided by the sponsoring organization. 
 
Training:  Training for FDCH providers is formal instruction on the policies and procedures for 
participating in the CACFP.  Training may take place in a group setting on a predetermined 
schedule.  New providers must receive training on all aspects of the CACFP.   
 
System:  A system is a formal structure for accomplishing a task or series of tasks, such as a 
training system. 
 
Systematic:  A systematic approach to a task is carrying out the system that has been 
established for that purpose. 
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JOB FUNCTIONS/DUTIES, COMPETENCIES, KNOWLEDGE, 

AND SKILLS OF SPONSOR MONITORS 
 

 
 
 The following portion of the document provides a comprehensive overview of four job 
functional areas, competency statements, and the job functions and duties.  The competencies 
are summative statements describing sponsor monitors who perform the identified job functions 
and duties.  Each job function/duty have supporting knowledge and skill statements that sponsor 
monitors possess to assure competency.  Functional Area 3: Administrative Duties is the only 
functional area that sub-categories were identified. 
 

JOB FUNCTIONAL AREA 1:  Training and Technical Assistance 

 

Competencies of Sponsor Monitors  

1.1 Communicates with FDCH providers and determines training needs. 

1.2 Assists in developing a systematic training program to ensure that FDCH providers are 
familiar with program requirements. 

 
1.3 Conducts orientation and training on all aspects of CACFP participation including 

policies and procedures of the sponsoring organization. 
 
1.4 Reviews performance of FDCH providers in CACFP implementation and provides 

appropriate feedback. 
 
1.5 Adapts training to provide technical assistance on an individualized and as-needed  

basis. 
 
 
 
Job Functions/Duties 

• Train providers on CACFP policies and procedures.   
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• Train providers on nutritional program practices.   

• Provide individual training to providers. 

• Train providers on creditable and non-creditable foods.   

• Communicate CACFP procedures to providers.   

• Provide individualized technical assistance on record keeping and programmatic errors 
with providers.  
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Job Function/Duty:  Training and technical assistance (general) 
 
 
 
 
Knowledge Statements  

1. Knows basic training methods, which include meeting the training needs of a culturally 
diverse audience. 

 
2. Knows the basics of mentoring and coaching techniques for effective delivery of 

technical assistance. 
 
3. Knows multiple training delivery methods. 
 
4. Knows the principles of adult learning and assessment of learning needs and learning 

styles. 
 

Skill Statements 

1. Assesses training needs and determines the outcomes of training. 

2. Participates in the sponsoring organization’s training system for FDCH providers. 

3. Communicates effectively to FDCH providers. 

4. Demonstrates interpersonal skills appropriate to effective mentoring and coaching. 

5. Provides technical assistance on an as-needed basis. 

6. Uses available technology to deliver training. 

7. Identifies just-in-time training opportunities and requirements. 
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Job Function/Duty:  Train providers on CACFP policies and procedures.   
 
 

 
Knowledge Statements 
  
1. Knows current CACFP policies and procedures at the federal, state, and local levels. 
 
2. Knows policies and procedures of the sponsoring organization. 

3. Knows state licensure regulations governing FDCH. 

 

Skill Statements 

1. Ensures that all FDCH providers receive orientation on the policies and procedures of 
the CACFP and sponsoring organization. 

 
2. Participates in keeping FDCH providers informed of programmatic changes. 
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Job Function/Duty: Train providers on nutritional program practices.   
 
 

 
Knowledge Statements 

1. Knows the basic principles of healthy eating for child growth and development. 

2. Knows the components of a healthy eating environment. 

3. Knows the importance of nutrition integrity standards within the child care environment. 
 
4. Knows the contribution of meals and snacks served at child care to the overall 

nutritional health and food security of children. 
 
 
 
Skill Statements 
 
1. Reinforces nutrition recommendations of the Dietary Guidelines for Americans, Food 

Guide Pyramid, and the Dietary Reference Intakes as they relate to CACFP 
requirements. 

 
2. Encourages FDCH providers to serve meals and snacks in a positive eating 

environment. 
 
3. Encourages appropriate adult-child division of responsibilities during meals and snacks. 
 
4. Communicates with FDCH providers their role, in cooperation with parents and other 

care givers, in providing for the food and nutrition needs of child. 
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Job Function/Duty: Provide individual training to providers.   
 
 

 
Knowledge Statements 
 
1. Knows the principles of mentoring and coaching. 

2. Knows the importance of establishing a positive working relationship with the FDCH 
provider. 

 
3. Knows principles of assessment of learning needs of individuals. 

4. Knows the principles of individualized and one-on-one instruction.  

 

Skill Statements 

1. Demonstrates a helpful attitude to FDCH providers requiring instruction. 

2. Maintains a programmatic focus during individualized training. 

3. Establishes a positive learning environment where the FDCH provider is at ease. 

4. Ensures that the training provided is appropriate and meets the needs of the FDCH 
provider. 
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Job Function/Duty: Train providers on creditable and non-creditable foods.   
 
 
 
 
Knowledge Statements 

1. Knows principles of and guidance for crediting foods under the CACFP. 

2. Knows the benefits to the FDCH provider of serving foods that are creditable foods vs. 
non-creditable foods and beverages. 

 
3. Knows the relationship of creditable foods to nutrition integrity standards in the child 

care setting. 
 

Skill Statements 

1. Demonstrates the ability to correctly identify creditable and non-creditable foods under 
the CACFP. 

 
2. Verifies that FDCH providers correctly identify creditable and non-creditable foods. 
 
3. Provides resource materials that the FDCH provider can use to identify creditable 

foods. 
 
4. Encourages that all foods served promote the same nutrition standards, including those 

foods not claimed for reimbursement. 
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Job Function/Duty: Communicate CACFP procedures to providers.   
 
 
 
 
Knowledge Statements 

1. Knows all CACFP regulations and procedures. 

2. Knows the importance of FDCH providers following all CACFP procedures to ensure 
maximum benefits of program participation for children and the FDCH.  

 

Skill Statements 

1. Ensures FDCH providers appropriately apply all CACFP procedures. 

2. Demonstrates timely response in providing technical assistance. 

3. Demonstrates tact and sensitivity when providing feedback on proper application of 
CACFP procedures. 



59 

NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE 

 
 
Job Function/Duty: Provide technical assistance on record keeping and              

                                          programmatic errors with providers. 
 

 

 
Knowledge Statements 

1. Knows the principles of individualized instruction. 

2. Knows methods that tailor technical assistance to the learning needs of the FDCH 
provider. 

 
3. Knows proper record keeping procedures. 

4. Knows the importance of proper record keeping from the FDCH provider’s and 
sponsoring organization’s perspectives. 

 
5. Knows potential programmatic errors so that preventive actions vs. corrective actions 

are taken. 
 

Skill Statements 

1. Assures that FDCH providers are familiar with all record keeping requirements. 

2. Establishes a system to ensure records are kept according to CACFP’s and sponsoring 
organization’s requirements. 

 
3. Assists the FDCH providers in establishing routine procedures for maintaining records 

required by the CACFP and sponsoring organization. 
 
4. Provides oversight and technical assistance to FDCH providers who have difficulty with 

record keeping responsibilities. 
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JOB FUNCTIONS/DUTIES, COMPETENCIES, KNOWLEDGE, 

AND SKILLS OF SPONSOR MONITORS 
 

 
 
 
JOB FUNCTIONAL AREA 2:  Meal Service 
 
 
 
Competencies of Sponsor Monitors  
 
2.1 Reviews the meal pattern requirements to ensure proper implementation by the 

FDCH provider. 
 
2.2 Reviews meal service to ensure proper implementation of the meal patterns and a 

positive mealtime environment. 
 
2.3 Reviews the menu to ensure good menu planning is followed to allow for 

development of healthful eating behaviors. 
 
2.4 Assures the proper interpretation and implementation of the infant meal pattern. 
 
2.5 Maintains a regular on-site visitation schedule of CACFP participants to ensure 

proper implementation of the CACFP and a healthy eating environment. 
 
 
 
Job Functions/Duties 
 
• Perform mandatory on-site visits to providers.  
 
• Review age-specific meal pattern requirements with providers.   
 
• Review the infant feeding program with providers.   
 
• Monitor meal schedules by observing service of all FDCH meal types.   
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Job Function/Duty: Perform mandatory on-site visits to providers.   
 
 
 
 
Knowledge Statements 
 
1. Knows effective communication strategies. 
 
2. Knows importance of on-site visits with FDCH providers and the importance of 

documenting the visit. 
 
3. Knows observation techniques that identify potential problems associated with the 

food and nutrition programs as well as other conditions that pose a potential threat 
to child safety and well-being. 

 
4. Knows the importance of unannounced visits to the FDCH. 
 
5. Knows procedures for conducting cross-checks for verification of attendance and 

meal count. 
 
6. Knows the importance of reporting the results of all on-site visits especially when 

problems are identified. 
 
7. Knows appropriate reporting procedures when signs of neglect and/or abuse are 

suspected or observed. 
 
8. Knows the value of the on-site visit as an opportunity to provide any technical 

assistance needed. 
 
9. Knows techniques of modeling desired interactions with children as a means of 

mentoring to the FDCH provider. 
 
 
 
Skill Statements 
 
1. Prepares for the on-site visit by checking records for claiming patterns and 

problems identified during previous monitoring visits. 
 
2. Responds in a timely manner to programmatic errors following established 

procedures. 
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3. Reports immediately all suspected cases of neglect or abuse to the appropriate 

authorities. 
 
4. Responds to any suspected evidence of neglect or abuse in such a way to 

immediately ensure the safety of the child. 
 
5. Works with the provider to report suspected cases of child neglect or abuse 

occurring outside the FDCH. 
 
6. Works cooperatively with other agencies with oversight of the FDCH. 
 
7. Follows the sponsoring organization’s on-site visitation schedule. 
 
8. Adjusts the established visitation schedule as needed to ensure compliance to 

CACFP regulations and procedures and/or ensure the health, safety, and well-
being of the children in the FDCH. 

 
9. Demonstrates a caring and professional approach to the on-site visit. 
 
10. Reinforces good practices observed in FDCH. 
 
11. Offers helpful suggestions to improve meals and meal service and quality of care 

in the FDCH. 
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Job Function/Duty: Review age-specific meal pattern requirements with    
               providers. 
  
 
 
 
Knowledge Statements 
 
1. Knows the basic menu structure for all meals and snacks served as part of the 

CACFP. 
 
2. Knows the meal pattern components and serving sizes for all age-specific meal 

patterns of the CACFP. 
 
3. Knows the principles of good menu planning based on the Dietary Guidelines for 

Americans, the Food Guide Pyramid, and the Dietary Reference Intakes. 
 
4. Knows the basic principles of menu modification for children with special food 

and nutrition needs. 
 
5. Knows the importance of offering all meal components at one time. 
 
6. Knows principles of feeding young children when planning age-appropriate 

foods. 
 
7. Knows the importance of variety in menu planning to assure children’s nutrition 

needs are met. 
 
8. Knows techniques for introducing new foods and serving suggestions that take 

into consideration food preferences and cultural and ethnic diversity of children in 
the FDCH. 

 
9. Knows the importance of color, temperature, freshness, and texture to food 

quality for children. 
 
10. Knows the principles of food preparation and service related to food quality and 

food safety. 
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Skill Statements 
 
1. Communicates to FDCH providers the importance of modeling healthy eating 

behaviors and demonstrating positive attitudes about eating foods. 
 
2. Communicates effectively with the FDCH provider the menu and meal pattern 

requirements. 
 
3. Ensures that menus meet age-appropriate meal pattern requirements and follow 

principles of good menu planning.  
 
4. Ensures that foods are prepared and served following food safety guidelines and 

quality standards. 
 
5. Inspects the meal preparation and serving areas to ensure foods are handled 

properly and are safe to eat. 
 
6. Ensures that foods for children with special needs are prepared and served as 

indicated by a diet prescription provided by an approved medical authority. 
 
7. Establishes a system for monitoring meal preparation, storage, and service. 
 
8. Provides menu suggestions to encourage variety in foods and preparation methods 

that are consistent with the nutrition principles of the Dietary Guidelines for 
Americans and the Food Guide Pyramid. 

 
9. Provides resource materials for menus, recipes, and meal planning. 
 
10. Encourages the use of family style meal service. 
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Job Function/Duty: Review the infant feeding program with providers.   
 
 
 
 
Knowledge Statements 
 
1. Knows importance of following the infant meal pattern for proper infant health, 

growth, and development. 
 
2. Knows proper implementation of the infant meal pattern for reimbursement. 
 
3. Knows proper feeding techniques for infants. 
 
4. Knows the proper schedule for introducing solid foods in the infant’s diet. 
 
5. Knows signs of food allergies and intolerance in infants. 
 
6. Knows principles of infant feeding that respect the individual needs of infants and 

prevents under-feeding or over-feeding. 
 
7. Knows toddlers often develop unusual feeding patterns, such as not wanting foods 

to touch on the plate or food jags (preference for one food over all others). 
 
8. Knows the importance of offering progressively more challenging foods and 

eating equipment at the appropriate developmental stage for each child. 
 
9. Knows the importance of offering formula or breast milk from birth through 11 

months of age. 
 
10. Knows that infant formula and dry cereals must be iron-fortified to be eligible for 

reimbursement. 
 
11. Knows the proper schedule for the introduction of fruit juices to infants. 
 
12. Knows the undesirable effects of feeding beverages such as flavored drinks, tea, 

and juice drinks to infants and children. 
 
13. Knows the proper feeding positions for infants. 
 
14. Knows the emotional and psychological implications of the feeding relationship 

between the infant and the care giver. 
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Skill Statements 
 
1. Communicates to the FDCH provider the importance of working with parents on 

the introductions of solid foods in the infant’s diet. 
 
2. Encourages the FDCH provider to communicate to parents that reimbursement of 

infant meals is dependent upon following the CACFP infant meal pattern. 
 
3. Works with the FDCH provider in establishing a breast feeding-friendly child 

care environment by providing resource materials and community contacts that 
are supportive of breast feeding in the child care environment. 

 
4. Ensures procedures are in place for safe and sanitary handling of all infant foods, 

formulas, breast milk, and feeding equipment. 
 
5. Reinforces proper infant feeding techniques. 
 
6. Establishes a collaborative relationship with the FDCH provider to facilitate 

proper infant feeding. 
 
7. Establishes procedures for observing and monitoring infant feeding. 
 
8. Provides appropriate technical assistance to correct any potential infant feeding 

problems. 
 
9. Communicates to FDCH providers procedures for the proper preparation, storage, 

and handling of infant feedings. 
 
10. Ensures that proper methods of heating infant foods and bottles of formula and/or 

breast milk are used. 
 
11. Stresses the potential danger of overheating infant feedings (food or bottles); 

therefore, the microwave oven should not be used to heat infant feedings.   
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Job Function/Duty: Monitor meal schedules by observing service of all   
             FDCH meal types.  

 
 
 
Knowledge Statements 
 
1. Knows the importance of regular meal and snack schedules for infants and young 

children in the FDCH. 
 
2. Knows the principles and benefits of and procedures for family style meal service 

for children two years and older. 
 
3. Knows the sanitation and safety consideration of food service in the FDCH. 
 
4. Knows the meal schedules of the FDCH. 
 
5. Knows the appropriate time intervals of meals and snacks in the FDCH. 
 
6. Knows meal and snack service ideas that add interest and enjoyment to eating in 

the child care setting (i.e., bag lunches for a picnic, tasting parties for snack). 
 
Skill Statements  
 
1. Assures that the FDCH providers choosing to implement family style meal 

service prepares and has available the required amounts of all meal or snack 
components. 

 
2. Ensures that all meal or snack components are offered to children at the same 

time, providing an opportunity for children to make their own food selections. 
 
3. Reinforces that foods are not used as punishment or reward. 
 
4. Encourages an eating environment that establishes positive associations to all 

foods offered as part of CACFP meals and snacks. 
 
5. Supports the concept that most foods can fit into a healthy diet.  
 
6. Encourages FDCH providers to have on hand only those foods that are part of the 

meal pattern so that children receive consistent nutrition messages. 
 
7. Encourages the FDCH to work with parents and other care givers in provid ing for 

children’s food and nutrition needs outside the child care day. 
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JOB FUNCTIONS/DUTIES, COMPETENCIES, KNOWLEDGE, 

AND SKILLS OF SPONSOR MONITORS 
 

 
 
 
JOB FUNCTIONAL AREA 3:  Administrative Duties 
 
 
 
Competencies of Sponsor Monitors  
 
3.1 Follows a system for maintaining and reporting all monitoring activities to the sponsoring 

organization. 
 
3.2 Implements procedures needed to verify that FDCH providers meet all federal, state, 

and local requirements for participation in the CACFP. 
 
3.3 Serves as the liaison between the sponsoring organization and the FDCH provider. 
 
 
 
Sub-Categories of Administrative Duties 
 
A.  Record Keeping 
 
 • Maintain files of required records for each provider.   
 
 • Communicate provider issues with sponsor.   
 
 • Comply with sponsoring organization’s policies and procedures.   
 
 • Verify license/certification capacity of FDCH.   
 
 • Maintain written reports and monitoring activities to sponsoring agency.   
 
B.  Marketing/Outreach 
 
 • Recruit new providers.   
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 • Enroll new providers.   
 
 • Provide preliminary enrollment and training of providers.   
 
C.  Reporting Issues 
 
 • Maintain appropriate documentation of corrective action with problem 

providers.   
 
 • Report allegations of CACFP child abuse, child neglect, and non-compliance 

issues.   
 
D.  General Clerical  
 
 • Distribute appropriate provider reporting forms.   
 
 • Perform central office duties.   
 
 • Perform field office duties.   
 
 • Approve eligibility of the children to participate.   
 

• Plan and maintain all monitoring schedule, activity, and expense records. 
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Record Keeping:  Job Functions/Duties 
 
• Maintain files of required records for each provider.   
 
• Communicate provider issues with sponsor.   
 
• Comply with sponsoring organization’s policy and procedures.   
 
• Verify license/certification capacity of FDCH.   
 
• Maintain written reports and monitoring activities to sponsoring agency.   
 
 
 
 

Job Function/Duty: Maintain files of required records for each provider.   
 
 
 
 
Knowledge Statements  
 
1. Knows the record keeping requirements of the sponsoring organization. 
 
2. Knows the value of recording FDCH provider data and maintaining previous years’ and 

current files as required by federal, state, and local requirements. 
 
3. Knows electronic means of record keeping and archiving of records as required by the 

sponsoring organization. 
 
4. Knows the value of maintaining records that link to other sponsoring organization 

records for ease in data analysis. 
 
5. Knows the importance of maintaining confidentiality of FDCH provider information. 
 
6. Knows the sponsoring organization’s policies and procedures related to recording 
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FDCH monitoring activities. 
 
7. Knows the potential impact of a failure to make timely reports on the safety and well-

being of children enrolled in the FDCH and on CACFP status. 
 
8. Knows who has access to all reports on FDCH providers. 
 
9. Knows the critical nature of accuracy and disclosure issues in FDCH provider reports. 
 
10. Knows the legal issues related to maintaining reports and other data on FDCH 

providers. 
 
 
 
Skill Statements 
 
1. Seeks to maintain ethical, fair practices when preparing FDCH provider reports. 
 
2. Certifies that all information in FDCH provider reports is true and no deliberate attempt 

is made to misrepresent the facts or mislead. 
 
3. Demonstrates a fair appraisal of the FDCH environment and implementation of the 

CACFP by the FDCH. 
 
4. Establishes or implements and maintains an organized filing system for FDCH provider 

records and other information using paper and/or an electronic filing system and 
database. 

 
5. Maintains systematically all FDCH provider files. 
 
6. Organizes all FDCH provider information into meaningful reports for use by the 

sponsoring organization, the monitor, and the FDCH provider. 
 
7. Adapts and/or modifies in a timely manner the filing systems and data entry methods to 

new data collection and management requirements. 
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Job Function/Duty: Communicate provider issues with sponsor.  
  
 
 
 
Knowledge Statements 
 
1. Knows the importance of the role of the monitor as the communication link between the 

FDCH provider and the sponsoring organization. 
 
2. Knows communication methods required by the sponsoring organization. 
 
3. Knows the advantage of electronic methods for timely communication with the 

sponsoring organization. 
 
4. Knows the responsibility of the monitor to communicate FDCH provider issues to the 

sponsoring organization. 
 
5. Knows key issues most likely to be of concern for FDCH providers and sponsoring 

organizations. 
 
6. Knows investigation and data collection methods that are needed to monitor 

compliance. 
 
7. Knows the importance of observation in the FDCH in communicating FDCH provider 

issues to sponsoring organization. 
 
 
 
Skill Statements 
 
1. Establishes open lines of communication with the sponsoring organization. 
 
2. Demonstrates a commitment to FDCH providers by communicating concerns and 

issues to the sponsoring organization as they occur. 
 
3. Represents the interest of the FDCH provider to the sponsoring organization when 

appropriate. 
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4. Represents the interest of the children enrolled in the FDCH. 
 
5. Maintains professional and ethical behavior in communicating FDCH provider issues 

with the sponsoring organization. 
 
6. Ensures that timely communication takes place, especially when the safety of children is 

questioned. 
 
7. Establishes a systematic approach to communicating with the sponsoring organization 

following contacts with FDCH providers. 
 
8. Demonstrates a thorough understanding of CACFP regulations and procedures when 

identifying FDCH provider issues requiring sponsoring organization input. 
 
9. Demonstrates observational skills for collecting information within the FDCH. 
 
10. Ensures fair and accurate FDCH provider information is presented to the sponsoring 

organization. 
 
11. Avoids hearsay, personal opinion, and/or bias when communicating FDCH provider 

issues. 
 
12. Provides information from the sponsoring organization to the FDCH provider. 
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Job Function/Duty: Comply with sponsoring organization’s policies and  
                                               procedures. 
 
 
 
 
Knowledge Statements 
 
1. Knows the responsibilities of monitors. 
 
2. Knows the policies and procedures of the sponsoring organization. 
 
3. Knows the proper interpretation of all policies and procedures. 
 
4. Knows the dynamic nature of policies and procedures within sponsoring organizations 

and the CACFP. 
 
 
 
Skill Statements 
 
1. Demonstrates a thorough understanding of and follows all sponsoring organization’s 

policies and procedures. 
 
2. Seeks clarification of sponsoring organization’s policies and procedures. 
 
3. Provides input during policy and procedure development by assessing the effectiveness 

of policies and procedures related to the monitoring process. 
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Job Function/Duty: Verify license/certification capacity of FDCH.   
 
 
 
 
Knowledge Statement 
 
1. Knows the importance of FDCH providers’ following the license/certification capacity 

of the FDCH. 
 
2. Knows the policy and procedure of the sponsoring organization for reporting any 

capacity violations. 
 
 
 
Skill Statement 
 
1. Ensures that the FDCH enrollment and daily attendance are in compliance with 

licensed/certified capacity limitations. 
 
2. Documents and reports capacity violations to the sponsoring organization and other 

appropriate agencies as required. 
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Job Function/Duty: Maintain written reports and monitoring activities to  
                                   sponsoring agency.   

 
 
 
 
Knowledge Statements 
 
1. Knows the reporting requirements of the sponsoring organization. 
 
2. Knows the proper methods for completing and submitting monitoring activity reports in 

a timely manner. 
 
3. Knows procedures for completing monitoring activity reports. 
 
4. Knows the importance of documenting all monitoring activities in a timely manner. 
 
5. Knows the relationship of the monitoring activity reports to other reports submitted to 

the sponsoring organization.  
 
 
 
Skill Statements 
 
1. Prepares and submits all monitoring activity reports following established sponsoring 

organization’s policies and procedures. 
 
2. Prepares and submits complete and accurate monitoring activity reports in a timely 

manner. 
 
3. Makes available to the FDCH providers a copy of the on-site review form. 
 
4. Ensures that all monitoring activity reports are complete and accurate. 
 
5. Verifies that all monitoring activity reports truthfully reflect the monitoring activities for 

the reporting period. 
 
6. Prepares monitoring activity reports that reflect ethical execution of all duties and 
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responsibilities of monitors. 
 
7. Prepares monitoring activity reports that are consistent with other reports related to the 

monitoring process. 
 
8. Uses electronic methods of submission if required by the sponsoring organization. 
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Marketing/Outreach:  Job Functions/Duties 
 
• Recruit new providers.   
 
• Enroll new providers.   
 
• Provide preliminary enrollment and training of providers.   
 
 
 
 

Job Function/Duty: Recruit new providers.   
 
 
 
 
Knowledge Statements 
 
1. Knows the value of recruiting new FDCH providers for the sponsoring organization. 
 
2. Knows the value of CACFP participation for the FDCH and for the children enrolled. 
 
3. Knows possible community contacts for identification of new FDCH providers. 
 
4. Knows community leaders and other agencies that can identify potential FDCH 

providers. 
 
5. Knows the importance of working collaboratively with the community to identify 

potential FDCH providers. 
 
6. Knows what other programs are available in the community that may serve as leads to 

potential FDCH providers.  
 
7. Knows the requirements for participation in the CACFP to be able to recruit new 

CACFP participants. 
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8. Knows the procedures for signing new FDCH providers with the sponsoring 
organization. 

 
 
 
Skill Statements 
 
1. Demonstrates a willingness to recruit new FDCH providers. 
 
2. Ensures that all potential FDCH providers are informed about the benefits of 

participating and know how to enroll with the sponsoring organization. 
 
3. Works collaboratively with other community-based groups that are interested in child 

care and/or food and nutrition security issues. 
 
4. Follows established sponsoring organization policies and procedures when recruiting 

new FDCH providers. 
 
5. Communicates in an ethical manner with potential FDCH providers. 
 
6. Represents the sponsoring organization and the CACFP in a professional and ethical 

manner to potential FDCH providers. 
 
7. Assures that potential FDCH providers are informed of the rights and responsibilities of 

participating in the CACFP under the sponsoring organization. 
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Job Function/Duty: Enroll new providers.   
 
 
 
 
Knowledge Statements 
 
1. Knows the policies and procedures for enrolling new FDCH providers. 
 
2. Knows what information is needed by the new FDCH provider to implement the 

CACFP. 
 
 
 
Skill Statements 
 
1. Follows established sponsoring organization policies and procedures when enrolling 

new FDCH providers. 
 
2. Represents the sponsoring organization and the CACFP in a professional and ethical 

manner to new FDCH providers. 
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Job Function/Duty: Provide preliminary enrollment and training of  
                                   providers. 

   
 
 
 
Knowledge Statements 
 
1. Knows the value of coaching and establishing a mentoring relationship with new FDCH 

providers. 
 
2. Knows the importance of orientation and training for new FDCH providers. 
 
 
 
Skill Statements 
 
1. Assures that new FDCH providers are informed of the rights and responsibilities of 

participating in the CACFP. 
 
2. Establishes lines of communication with new FDCH providers. 
 
3. Schedules orientation and training for new FDCH providers on the CACFP regulations 

and procedures and sponsoring organization requirements. 
 
4. Provides all necessary information and materials needed by the new FDCH provider to 

implement the CACFP and report to the sponsoring organization. 
 
5. Assures that new FDCH providers are added to existing training schedules. 
 
6. Establishes procedures for monitoring new FDCH providers to assure technical 

assistance is provided when needed. 
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Reporting Issues:  Job Functions/Duties 
 
• Maintain appropriate documentation of corrective action with problem providers.   
 
• Report allegations of CACFP child abuse, child neglect, and non-compliance issues.   
 
 
 
 

Job Function/Duty: Maintain appropriate documentation of corrective action     
                                           with a problem provider.   
 
 
 
 
Knowledge Statements 
 
1. Knows importance of proper documentation of all corrective action. 
 
2. Knows procedures of the sponsoring organization in handling and documenting 

corrective action. 
 
3. Knows when corrective action is warranted. 
 
4. Knows due process in handling all corrective action. 
 
5. Knows the rights and responsibilities of the FDCH provider, the monitor, and the 

sponsoring organization. 
 
6. Knows means of technical assistance and training that may prevent the need for 

corrective action. 
 
7. Knows actions that constitute fraud and/or misrepresentation of the CACFP by the 

provider. 
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Skill Statements 
 
1. Establishes procedures to maintain documentation of corrective action following the 

sponsoring organization’s procedures. 
 
2. Communicates effectively with the sponsoring organization and FDCH provider when 

corrective action is needed. 
 
3. Submits documentation of corrective action with a problem FDCH provider in a timely 

manner. 
 
4. Ensures that proper procedures are followed to maintain appropriate documentation of 

corrective action. 
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Job Function/Duty:  Report all allegations and observations of non-                    

                                            compliance to the CACFP and state and local                         
                                         regulations related to the child care                                            
                                       environment to the appropriate authorities.   

 
 
 
 
Knowledge Statements 
 
1. Knows all regulations and procedures of the CACFP, state, and local agencies 

providing oversight of the FDCH. 
 
2. Knows issues common to non-compliance in the FDCH. 
 
3. Knows reporting procedures of the sponsoring organization and/or other agencies for 

issues of non-compliance. 
 
4. Knows legal and liability issues associated with the monitoring process. 
 
 
 
Skill Statements 
 
1. Establishes cooperative relationships with other state and local agencies providing 

oversight to the FDCH. 
 
2. Demonstrates a strong commitment to the health and well-being of children. 
 
3. Demonstrates an understanding of all CACFP and state and local regulations related to 

the child care environment. 
 
4. Ensures that all non-compliance issues are reported to the appropriate authorities. 
 
5. Demonstrates the ability to make difficult decisions in a timely manner. 
 
6. Demonstrates the ability to identify potential non-compliance issues. 
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General Clerical Duties:  Job Functions/Duties 
 
• Distribute appropriate provider reporting forms.   
 
• Perform central office duties.   
 
• Perform field office duties.   
 
• Approve eligibility of the children to participate.   
 
• Plan and maintain all monitoring schedule, activity, and expense records.   
 
 
 
 

Job Function/Duty: Distribute appropriate provider reporting forms.   
 

 
 
 
Knowledge Statements 
 
1. Knows the importance of providing reporting forms to FDCH providers. 
 
2. Knows instructions FDCH providers need to prepare reports. 
 
3. Knows methods of providing technical assistance to ensure accurate and complete 

reporting by the FDCH provider. 
 
 
Skill Statements 
 
1. Demonstrates a commitment to the reporting needs of the FDCH provider. 
 
2. Ensures that FDCH providers have all the necessary forms and instructions for 

preparing reports. 
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Job Function/Duty: Perform central office duties.   
 

 
 
 
Knowledge Statements 
 
1. Knows basic clerical duties as required by the sponsoring organization. 
 
2. Knows technology needed to accomplish central office duties. 
 
3. Knows the importance of maintaining daily office functions. 
 
4. Knows the relationship of the timely accomplishment of central office duties and the 

monitoring process. 
 
 
 
Skill Statements 
 
1. Performs central office duties in an efficient and effective manner. 
 
2. Demonstrates the ability to apply technology to accomplish central office duties. 
 
3. Completes central office duties that facilitate the on-site visit and other monitoring 

activities. 
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Job Function/Duty: Perform field office duties.  
  

 
 
 
 
Knowledge Statements 
 
1. Knows the importance of completing field office duties. 
 
2. Knows the interrelationship of the monitoring process and field and central office duties. 
 
3. Knows what field office duties need to be completed and how to complete them. 
 
 
 
Skill Statements 
 
1. Demonstrates skill in managing multiple field activities that include monitoring site visits 

and office duties. 
 
2. Establishes a schedule and/or system for completing all field office duties. 
 
3. Organizes all field office duties to facilitate the monitoring process. 
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Job Function/Duty: Approve eligibility of the children to participate.   
 

 
 
 
Knowledge Statements 
 
1. Knows eligibility requirements for children to participate in the CACFP. 
 
2. Knows the importance of meeting CACFP eligibility requirements. 
 
3. Knows methods effective in communicating CACFP eligibility requirements. 
 
4. Knows children who are eligible to participate in the CACFP. 
 
 
 
Skill Statements 
 
1. Ensures that all enrolled children meet the CACFP eligibility requirements. 
 
2. Communicates the eligibility requirements to the FDCH provider. 
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Job Function/Duty: Plan and maintain all monitoring schedule, activity, and        

                                       expense records.   
 

 
 
 
Knowledge Statements 
 
1. Knows the importance of maintaining all monitoring activity and expense records. 
 
2. Knows the sponsoring organization’s policies and procedures for maintaining all 

monitoring activity and expense records. 
 
3. Knows electronic methods of planning and maintaining all monitoring activity and 

expense records. 
 
 
 
Skill Statements 
 
1. Demonstrates understanding of proper planning and maintenance of all monitoring 

activity and expense records. 
 
2. Submits all monitoring activity and expense records in a timely manner. 
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JOB FUNCTIONS/DUTIES, COMPETENCIES, KNOWLEDGE, 

AND SKILLS OF SPONSOR MONITORS 
 

 
 
 
JOB FUNCTIONAL AREA 4:  Professional Behavior and Development 
 
 
 
Competencies of Sponsor Monitors  
 
4.1 Participates in continuing education activities such as seminars, workshops, 

professional conferences, and college courses. 
 
4.2 Networks with other child care professionals. 
 
4.3 Participates in professional organizations. 
 
4.4 Reads current trade, technical, and professional publications and applies 

appropriate new information in performance of monitoring duties. 
 
4.5 Maintains a plan for continuing self-development and education. 
 
4.6 Performs all duties and responsibilities in an ethical manner. 
 
 
 
Job Functions/Duties 
 
• Maintain knowledge of current CACFP regulations through staff meetings.   
 
• Communicate with providers in an ethical, respectful, and caring manner.   
 
• Follow federal, state, and local regulations.  
 
• Support the mission of child care associations.   
 
• Maintain standards of ethics and promote agency’s interests.   
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Job Function/Duty: Maintain knowledge of current CACFP regulations                    
                                   through staff meetings.    
                                                                                                                                                                                                                     

                                                
 
                                                                                                                                                                                             
Knowledge Statements 
 
1. Knows current CACFP regulations. 
 
2. Knows the value of attending staff meetings. 
 
3. Knows the importance of remaining current with CACFP regulations and 

sponsoring organization policies and procedures. 
 
 
 
Skill Statements 
 
1. Attends all staff meetings and takes advantage of other information-sharing 

opportunities. 
 
2. Makes use of various methods of remaining current on CACFP regulations. 
 
3. Takes advantage of professional and training opportunities provided by the 

sponsor and other agencies.  
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Job Function/Duty: Communicate with providers in an ethical, respectful,                                                                                     
                                   and caring manner.    
                   

 
 
 
Knowledge Statements 
 
1. Knows the importance of open, ethical communication. 
 
2. Knows effective communication methods and techniques. 
 
 
 
Skill Statements 
 
1. Demonstrates effective communication skills. 
 
2. Demonstrates ethical, respectful, and caring attitude towards FDCH providers, 

especially when communicating area of non-compliance. 
 
3. Fosters open and honest communication with FDCH providers. 
 
4. Demonstrates respect for diverse opinions and perspectives. 
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Job Function/Duty: Follow federal, state, and local regulations.   
 

 
 
 
Knowledge Statements 
 
1. Knows federal, state, and local regulations and appropriate implementation. 
 
2. Knows impact of failure to appropriately implement federal, state, and local 

regulations. 
 
 
 
Skill Statements 
 
1. Demonstrates an understanding of all federal, state, and local regulations. 
 
2. Takes appropriate actions to remain current in federal, state, and local regulations. 
 
3. Reinforces FDCH provider’s compliance with federal, state, and local regulations. 
 
4. Implements all regulations related to the monitor in an ethical, consistent, and 

responsible manner. 
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Job Function/Duty: Support the mission of child care associations.   
 

 
 
 
Knowledge Statements 
 
1. Knows the mission of related child care associations. 
 
2. Knows the value of participating in child care associations. 
 
 
 
Skill Statements 
 
1. Exemplifies the professionalism fostered by child care associations in the 

execution of monitoring duties. 
 
2. Participates in child care association activities. 
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Job Function/Duty: Maintain standards of ethics and promote agency’s  
                                   interests.  

  
 
 
 
Knowledge Statements 
 
1. Knows standards of ethics and applies them in all monitoring activities. 
 
2. Knows actions that are in the best interest of the sponsoring organization. 
 
 
 
Skill Statements 
 
1. Performs all duties in an ethical manner. 
 
2. Demonstrates a strong commitment of consistent application of ethical standards. 
 
3. Engages in activities that demonstrate commitment to the sponsoring 

organization. 
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JOB DESCRIPTION 
 

Sponsor Monitor 
 
Sponsoring organizations provide oversight of Family Day Care Home (FDCH) providers 
participating in the Child and Adult Care Food Program (CACFP) in the areas of program 
accountability and nutrition integrity.  The sponsor monitor serves as the link between the 
sponsoring organization and the FDCH provider to assure that the FDCH provider 
operates within the guidelines of the CACFP, a federally funded child nutrition assistance 
program designed to provide healthful meals and snacks to children and adults receiving 
day care.  Effective sponsor monitors demonstrate competency when performing the 
following job functions/duties: 
 
Training and Technical Assistance 

• Train providers on CACFP policies and procedures. 
• Train providers on nutritional program practices. 
• Provide individual training to providers. 
• Train providers on creditable and non-creditable foods. 
• Communicate CACFP procedures to provider. 
• Provide individualized technical assistance on record keeping and 

programmatic errors with provider. 
 

Meal Services 
• Perform mandatory on-site visits to providers. 
• Review age-specific meal pattern requirements with provider. 
• Review infant feeding program with provider. 
• Monitor meal schedules by observing service of all FDCH meal types. 

 
Administrative Duties 
A. Record Keeping 

• Maintain files of required records for each provider. 
• Communicate provider issues with sponsor. 
• Comply with sponsoring organization’s policies and procedures. 
• Verify license/certification/registration capacity of FDCH. 
• Maintain written reports and monitoring activities to sponsoring agency. 
 

B. Marketing/Outreach 
• Recruit new providers. 
• Enroll new providers. 
• Provide preliminary enrollment and training of providers. 
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C. Reporting Issues 
• Maintain appropriate documentation of corrective action with a problem 

provider. 
• Report allegations of CACFP child care abuse, child neglect, and non-

compliance issues. 
 

D. General Clerical 
• Distribute appropriate provider reporting forms. 
• Perform central office duties. 
• Perform field office duties. 
• Approve eligibility of the children to participate. 
• Plan and maintain all monitoring schedules, activities, and expense records. 

 
Professional Behavior and Development 

• Maintain knowledge of current CACFP regulations through staff meetings. 
• Communicate with providers in an ethical, respectful, and caring manner. 
• Follow federal, state, and local regulations. 
• Support the mission of child care associations. 
• Maintain standards of ethics and promote agency’s interests. 

 
Sponsor monitors effectively performing the above job functions/duties may be 
characterized with the following competencies: 
 
Training and Technical Assistance 

1.1 Communicates with FDCH providers and determines training needs. 
1.2 Assists in developing a systematic training program to ensure that FDCH 

providers are familiar with program requirements. 
1.3 Conducts orientation and training on all aspects of CACFP participation, 

including policies and procedures of the sponsoring organization. 
1.4 Reviews performance of FDCH providers in CACFP implementation and 

provides appropriate feedback. 
1.5 Adapts training to provide technical assistance on an individualized and as-

needed basis. 
 
Meal Service 

2.1 Reviews the meal pattern requirements to ensure proper implementation by 
the FDCH provider. 

2.2 Reviews meals service to ensure proper implementation of the meal patterns 
and a positive mealtime environment. 

2.3 Reviews the menu to ensure good menu planning is followed to allow for 
development of healthful eating behaviors. 

2.4 Assures the proper interpretation and implementation of the infant meal 
pattern. 
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2.5 Maintains a regular on-site visitation schedule of CACFP participants to 
ensure proper implementation of the CACFP and a healthy eating 
environment. 

 
Administrative Duties  

3.1 Follows a system for maintaining and reporting all monitoring activities to the 
sponsoring organization. 

3.2 Implements procedures needed to verify that FDCH providers meet all 
federal, state, and local requirements for participation in the CACFP. 

3.3 Serves as the liaison between the sponsoring organization and the FDCH 
provider. 

 
Professional Behavior and Development 

4.1 Participates in continuing education activities such as seminars, workshops, 
professional conferences, and college courses. 

4.2 Networks with other child care professionals. 
4.3 Participates in professional organizations. 
4.4 Reads current trade, technical, and professional publications and applies 

appropriate new information in performance of monitoring duties. 
4.5 Maintains a plan for continuing self-development and education. 
4.6 Performs all duties and responsibilities in an ethical manner. 
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APPENDIX A 



 

 
National Food Service Management Institute 

Applied Research Division 
 

CONCEPT PAPER 
 

Determining the Competencies Needed of Effective Sponsor Monitors Participating 
in the Child and Adult Care Food Program (CACFP) and Their Training Needs  

 
Purpose 

The purpose of the research study is to determine the competencies needed by sponsor 
monitors involved in the Child and Adult Care Food Program (CACFP) and their 
perceived training needs.  This study will support education programming from the 
National Food Service Management Institute. 
 

Research Objectives 
• Determine demographic characteristics of sponsor monitors and sponsoring 

organization directors participating in CACFP. 
 
• Identify the competencies needed to adequately perform the duties of sponsor 

monitors participating in CACFP. 
 

Research Methodology 
• Phase I – Conduct a content analysis of written job descriptions of CACFP 

sponsor monitor positions used nationally.  State Agency Directors will be 
contacted to provide the name of the CACFP state agency contact to request 
names of CACFP sponsors from their state.  Upon receipt of the names, the 
sponsors will be contacted to provide written job descriptions of CACFP sponsor 
monitor positions.  Content analysis will generate a listing of competency 
statements.  The competency statement and demographic characteristics will be 
used to develop a survey instrument.  A panel of experts (role incumbents and 
supervisors) will convene to review and validate the instrument. 

 
• Phase II – A questionnaire instrument will be used to survey a nationally 

randomized sample of CACFP sponsor monitors.  Survey participants will 
respond to questions related to demographic characteristics and respond to the job 
functions/duties statements by identifying the importance and frequency of 
performance of each task.  State Agency Directors will be contacted to provide an 
updated mailing list of sponsor monitors participating in the CACFP. 

 
Timetable 

• Winter 2000, Phase I Implementation – State Directors will be contacted to 
provide the name of the CACFP state agency contact to request names of CACFP 
sponsors from their state. 

 
 



 

 
• Spring 2001 – Phase II Implementation – State Directors will be contacted to 

provide an updated mailing list of sponsor monitors participating in the CACFP. 
 

• Summer 2001 – Conduct data analysis on survey results. 
 

• Fall 2001 – Submit final report. 
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APPENDIX B 



 

NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE 
APPLIED RESEARCH DIVISION  

FDCH EXPERT PANEL PARTICIPANTS 
 

February 5-6, 2001 
Crowne Plaza Hotel 

Atlanta, GA  
 
Deborah Carr 
Research Scientist  
Applied Research Division 
Box 10077 
Hattiesburg, MS 39406-0077 
Phone: 601-266-5773 
Fax: 601-266-4682 
Email: Deborah.Carr@usm.edu 
 
Deb Christein 
Lehigh Valley Child Care  
1550 Hanover Ave. 
Allentown, PA 18109-2354 
Phone: 610-820-5333 
Fax: 610-820-5338 
 
Martha Conklin 
Director 
Applied Research Division 
Box 10077 
Hattiesburg, MS 39406-0077 
Phone: 601-266-5773 
Fax: 601-266-4682 
Email: Martha.Conklin@usm.edu 
 
Maureen Cordova 
Pan Program – YWCA 
303 San Mateo NE 
Albuquerque, NM 87108 
Phone: 505-254-9947 
Fax: 505-254-9953 
Email: mcordova@ywca-nm.org 
 
 
 
 
 
 

Linda B. Lambert 
Education Section Administrator 
Louisiana Department of Education 
Food and Nutrition Services 
P. O. Box 97064 
Baton Rouge, LA 70804-9064 
Phone: 225-342-3997 
Fax: 225-342-3305 
Email: Llambert@mail.doe.state.la.us 
 
Nelda Martinez 
USAF Nellis AFB FDCH 
99 SVS/SVYD 
4211 Duffer Drive 
Nellis AFB, NV 89191-7005 
Phone: 702-652-4400 
Fax: 702-652-4832 
Email: annelda.martinez@nellis.af.mil 
 
Charlotte Oliphant 
Catholic Charities 
Childcare Nutrition Programs 
P.O. Box 2399 
Yakima, WA 98907 
Phone: 509-965-7107 
Fax: 509-966-9750 
Email: nutri@nwinfo.net 
 
Shirleen Piela 
President of CACFP Sponsor’s Assoc. 
Executive Director 
Heartland Child Nutrition 
P.O. Box 1218 
Bismarck, ND 58502 
Phone: 701-250-0140 
Fax: 701-250-0144 
Email: shirleen@midco.net 
 



 

Judy Pittman 
Director, Quality Care for Children 
1447 Peachtree St., Suite 700 
Atlanta, GA 30309-3030 
Phone: 404-479-4251 
Fax: 404-479-4166 
Email:  
judy-pitman@qualitycareforchildren.org 
 
Laura Andrews-Rein 
Day Care Resources 
1939 A South Main 
P.O. Box 380 
Morton, IL 61550 
Phone: 309-263-0701 
Fax: 309-263-7833 
Email: daycare@dpc.net 
 
Amy Willman 
Youth and Family Services 
FDCH Monitor 
P.O. Box 2813 
Rapid City, SD 57709-2813 
Phone: 605-342-4195 
Fax: 605-342-0693 
Email: yfsnutrition@rapidnet.com 



 

NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE 
APPLIED RESEARCH DIVISION  

CACFP EXPERT PANEL PARTICIPANTS 
 

July 10, 2001 
The University of Southern Mississippi   

Hattiesburg, MS 
 
Deborah Carr 
Research Scientist  
Applied Research Division 
National Food Service Management Institute 
Box 10077 
Hattiesburg, MS 39406-0077 
Phone: 601-266-5773 
Fax: 601-266-4682 
Email: Deborah.Carr@usm.edu 
 
Deb Christein 
Lehigh Valley Child Care  
1550 Hanover Ave. 
Allentown, PA 18109-2354 
Phone: 610-820-5333 
Fax: 610-820-5338 
 
Martha Conklin 
Director 
Applied Research Division 
Box 10077 
Hattiesburg, MS 39406-0077 
Phone: 601-266-5773 
Fax: 601-266-4682 
Email: Martha.Conklin@usm.edu 
 
Carol Griffith 
Supervisor – CACFP 
Washington Superintendent of Public 
Instruction 
P. O. Box 47200 
Olympia, WA 98504-7200 
Phone: 360-753-3580 
Fax: 360-664-9397 
E-mail: griffith@ospi.wednet.edu 
 
 

J. T. Johnson 
Director 
Center for Research and Support 
The University of Southern Mississippi 
Box 5171 
Hattiesburg, MS 39406-5171 
Phone: 601-266-5040 
E-mail: JT.Johnson@usm.edu 
 
Linda B. Lambert 
Education Section Administrator 
Louisiana Department of Education 
Food and Nutrition Services 
P. O. Box 97064 
Baton Rouge, LA 70804-9064 
Phone: 225-342-3997 
Fax: 225-342-3305 
Email: Llambert@mail.doe.state.la.us 
 
Ellen Leppa 
Education & Training Specialist 
Education Division 
National Food Service Management Institute 
P. O. Box 188 
University, MS 38977-0188 
Phone: 800-321-3054 
Fax: 800-321-3061 
E-mail: eleppa@olemiss.edu 
 
Nelda Martinez 
USAF Nellis AFB FDCH 
99 SVS/SVYD 
4211 Duffer Drive 
Nellis AFB, NV 89191-7005 
Phone: 702-652-4400 
Fax: 702-652-4832 
Email: annelda.martinez@nellis.af.mil 



 

Charlotte B. Oakley 
CACFP Consultant 
Associate Professor 
Mississippi State University 
School of Human Sciences 
Box 9745 
Mississippi State, MS 39762 
Phone: 662-325-8351 
Fax: 662-325-8188 
E-mail: coakley@humansci.msstate.edu 
 
Shirleen Piela 
President of CACFP Sponsor’s Assoc. 
Executive Director 
Heartland Child Nutrition 
P.O. Box 1218 
Bismarck, ND 58502 
Phone: 701-250-0140 
Fax: 701-250-0144 
Email: shirleen@midco.net 
 



 

NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE 
APPLIED RESEARCH DIVISION  

VALIDATION OF KNOWLEDGE AND SKILLS OF SPONSOR MONITORS 
EXPERT PANEL PARTICIPANTS 

 
Fall 2001 

 
Laura Andrews-Rein 
Day Care Resources 
1939 A South Main 
P.O. Box 380 
Morton, IL 61550 
 
Maggie Anderson 
Assistant Director, Nutrition Programs 
Department of Public Instruction 
600 E. Boulevard Ave. 
Bismarck, ND 58505-0440 
 
Inez Artiz 
Child Care Resources of Rockland, Inc. 
185 North Main St. 
Spring Valley, NY 10977 
 
Barb Baker 
Cambria County Child Development 
Corporation 
220 West Sample St. 
Ebensburg, MA 15931-1545 
 
Sharon Boller 
Crook-Deschutes-Jefferson  
Child Care Council 
P. O. Box 410 
Bend, OR 97709-0410 
 
Lisa Bonneau 
Child Development Council 
2565 Park Center Blvd., Suite 100 
State College, PA 16801 
 
 
 
 
 

Dianne Bottoms 
Client Self-Support Services 
Texas Department of Human Services 
P.O. Box 149030 
Austin, TX 78714-9030 
Christie Bower 
Midwest Child Care Assn 
5015 Dodge St. 
Omaha, NE 68132 
 
Lillian Bratton 
Family & Workplace Connection 
3511 Silverside Road 
Suite 100, Wilson Bldg. 
Wilmington, DE 19810-4902 
 
Carolyn Brown   
Special Assistant  
State Department of Education 
560 J St., Suite 270 
Sacramento, CA 95814 
 
Mary Ellen Brown 
Eastminster Community Concerns 
690 North Hagadorn 
 
Patricia Bubert 
Organization/D.C. Providers 
1650 Elm St., Suite 201 
Manchester, NH 03101 
 
Geri Bullock, CACFP Coordinator 
Sendcaa Family Day Care Homes 
P. O. Box 2683 
Fargo, ND 58108-2683 
 
 
 



 

Brenda Bulzomi 
Child Care Council of Suffolk, Inc. 
60 Calvert Avenue 
Commack, NY 11725 
 
Lili Bulzomi 
Child Care Council of Nassau, Inc. 
925 Hempstead Turnpike, Suite 400 
Franklin Square, NY 11010-3626 
 
Kim Cartee 
Child Care Coalition of Niagra 
2635 Delaware Ave. 
Buffalo, NY 14216 
 
Rhonda Case 
Family Service 
2101 South 42nd St. 
Omaha, NE 68105-2909 
 
Deb Christein 
Lehigh Valley Child Care 
1550 Hanover Ave. 
Allentown, PA 18109-2354 
 
Karen Clayton 
Child Care Assn. of Johnson County 
7369 West 97th      
Overland Park, KS 66212 
 
Lynn Coleman 
Coordinator, Nutrition Programs 
LUTHERCARE 
130 Walton St. 
Lebanon, PA 17042 
 
Mary Cotter 
Fairbanks Day Care Food program 
P. O. Box 8190 Fairbanks 
Fairbanks, AK 
 
Kay A. Curtis 
Actively Building Child Care Inc. 
P. O. Box 26513 
Temple, AZ 82585-6513 
 

Carolyn Davis, Director 
Catholic Charities of Maine FDC 
15 Westminster St. 
Lewiston, ME 04240 
 
Darcie Decker 
Youth & Family Service 
P.O. Box 2813 
Rapid City, SD 57709 
 
Brian Desormeaux, Executive Director 
Regional Nutrition Assistance, Inc. 
P.O. Box 61750 
Lafayette, LA 70596-1750 
 
Harley Fancher 
Specia l Nutrition Programs Slot 705 
Department of Human Services   
P.O. Box 1437 
Little Rock, AR 72203-1437 
 
Eileen Feely 
Child Care Council of Suffolk, Inc. 
60 Calvert Avenue 
Commack, NY 11725 
 
Cheryl Flaatten, Director 
SEICAO Family Day Care Homes 
2850 Mount Pleasant St., #108 
Burlington, IA 52601 
 
Patricia Gattke 
Rainbow Valley Day Care 
10900 NE 4th St., Suite 1920 
P. O. Box 97500 
Bellevue, WA 98009 
 
Anna Graham 
Child Care Resource 
28 Commerce St. 
Williston, VT 05495 
 
 
 
 
 



 

Carol Griffith 
Supervisor - CACFP 
Washington Superintendent of Public 
Instruction 
P.O. Box 47200 
Olympia, WA 98504-7200 
 
Jean Heinz 
Child and Adult Care Food Program 
Idaho Department of Education  
P.O. Box 83720 
Boise, ID 83720-0027 
 
Marjorie Henze 
Food for Kids, Inc. 
2675 S. Jones Blvd., Suite 213 
Las Vegas, NV 89146-5610 
 
Pamela Higgins, Executive Director 
District VI HRDC 
300 1st Ave. North, Suite 203 
Lewistown, MT 54957 
 
Deane Hogan 
Nevada Department of Education 
1820 E. Sahara Ave., Suite 208 
Las Vegas, ND 89104-3745 
 
Juliann Jacobson 
Kids Nutrition Company 
7815 West 16th Ave. 
Lakewood, CO 80215 
 
Bettye Kelly, Executive Director 
Ken-Kia Child Development, Inc. 
17601 Arlington Lane 
Hazel Crest, IL 60429 
 
Pam Kestner-Chappelear 
Council of Community Services FDC 
Program 
P. O. Box 598, 502 Campbell Ave. SW 
Roanoke, VA 24004 
 
 
 

Debbie Krampe, Director 
Peck Child Dev. Ctr., Inc. 
513 East 5th St. North 
Newton, IA 50208 
 
Linda Lambert 
Education Section Administrator 
Louisiana Department of Education 
Food and Nutrition Services 
P. O. Box 94064 
Baton Rouge, LA 70804-9064 
 
Maryvel Lee, FCC Coordinator 
Anderson Family Child Care Program 
36 SVS/SVYD Unit 14004 
APO AP 96543-5000 
 
Karen Lechene 
ACCESS Agency, Inc. Homes 
231 Broad St. 
Danielson, CT 06239 

 
Linda Leindecker 
Horizons Unlimited 
P. O. Box 10384 
Green Bay, WI 54307-0384 
 
Ellen Leppa, Education & Training 
Specialist 
Education Division 
National Food Service Management Institute 
P.O. Drawer 188 
University, MS 38677-0188 
 
Becky Lewis 
Community Coordinated Child Care 
1215 South 3rd St. 
Louisville, KY 40203 
 
Vicki Lipscomb 
Child Nutrition Program, Inc. 
1317 Berkeley Ave. 
Charlotte, NC 28204 
 
 
 



 

Aileen Maertens 
Patch 
2828 PA’ A St., Suite 3160 
Honolulu, HI 96819 
 
Jane Martin 
Central Valley Children Services 
5030 East University Avenue 
Fresno, CA 93727-1608 
 
Nelda Martinez 
USAF Nellis AFB FDCH 
99 SVS/SVYD 
4211 Duffer Drive 
Nellis AFB, NV 89191-7005 
 
Loren Miller 
Family Nutrition Bureau 
New Mexico Children Youth and Family  
P.O. Box 5160 
Santa Fe, NM 87502-5160 
 
Lisa Mori, Director FDC 
Ohio Hunger Task Force 
181 East Livingston Avenue 
Columbus, OH 43215 
 
Cheryl Mork 
MN Licensed Family CACFP 
1910 W County Rd. B #147 
Roseville, MN 55113 
 
Charlotte Oliphant 
Catholic Charities 
Childcare Nutrition Programs 
P.O. Box 2399 
Yakima, WA 98907 
 
Saralyn Overstreet 
Family Day Care Network 
P. O. Box 395, 92 S. Williams St., Ste. 1 
Hazelhurst, GA 31539 
 
 
 
 

Paula Peirce 
A Child’s Choice 
16721 E Berry Lane 
Aurora, CO 80015 
 
Laura Phillips 
NAS Fallon - Child Development Homes 
Building 981 (MWR) 
NAS Fallon, NV 89496-5000 
 
Shirleen Piela 
Executive Director 
Heartland Child Nutrition 
P.O. Box 1218 
Bismarck, ND 58502 
 
Judy Pittman 
Director, Quality Care for Children 
1447 Peachtree St., Suite 700 
Atlanta, GA 30309-3030 
 
Joan Porter 
Family Day Care, Inc. 
P. O. Box 101, 209 College Ave. 
Scottsboro, AL 35768 
 
Bill Pricener 
YMCA of Pittsburgh/CACFP 
616 West North Ave. 
Pittsburgh, PA 15212 
 
Diane Radigan 
Ohio Hunger Task Force 
181 East Livingston Ave. 
Columbus, OH 43215 
 
Sharon Ray 
Nutrition for Children, Inc. 
4617 Olympia 
Mesquite, TX 75150 
 
DonaKay Rein, Executive Director 
Day Care Resources 
1939 A South Main 
PO Box 380 
Morton, IL 61550 



 

Lynne Reinoso 
Child and Adult Care Food Program 
Oregon Department of Education 
255 Capital St., NE 
Salem, OR 97310-0203 
 
Lisa Roskos 
Food for Thought, Inc.  
1419 Navajo St. 
Elkhart, IN 46516 
 
Edmeé Ruiz 
FDC Aspira de Puerto Rico 
P. O. Box 29132 
San Juan, PR 00929-1032 
 
Beulah Russell 
MS Forum on Children & Family, Inc. 
737 North President St. 
Jackson, MS 39202 
 
Charlene Russell-Tucker, Coordinator 
Non-School Child Nutrition Programs 
Connecticut State Department of Education 
25 Industrial Park Road 
Middletown, CT 06457-1543 
 
Lori Schmidt 
MN Licensed Family Child Care Assoc. 
1910 West County Rd. B, Suite 147 
Roseville, MN 55113-5410 
 
John B. Sharkey 
Clarendon Family Day Care 
200 The Great Rd., Box 667 
Bedford, MA 01730 
 
Linda Showell 
Child Care Council of Nassau, Inc. 
925 Hempstead Turnpike, Suite 400 
Franklin Square, NY 11010-3626 
 
Lynn Sibley, Executive Director 
St. Amant’s DCH 
P.O. Box 451 
Springfield, LA 

Sponsoring Organization Director 
NEMO Community Action Agency 
P.O. Box 866  
Kirksville, MO 63501 
 
Diane Terwilleger, Director 
P. O. Box 190408 
100 South Maple Grove 
Boise, ID 83719 
 
Linda Tomlins 
MWR Family Day Home 
2770 Enterprise Way, SW, Suite 106 
Washington, DC 20373-5823 
 
Tina Washington 
Family Child Care 
45 SVS/SVYD 
Patrick AFB, FL 32925 
 
Amy Willman 
Youth and Family Services 
FDCH Monitor 
P.O. Box 2813 
Rapid City, SD 57709-2813 
 
Carrie Wright 
Ft. Dix Child & Youth Serv., FCC 
Dept. of Army, HQ US Army 
ATTN-CFA-FCC 
Fort Dix, NJ 08640-5130 
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APPENDIX C



 

 
 
 
 
 
 
 
May 8, 2001 
 
Dear CACFP Sponsoring Organization Director: 
 

The National Food Service Management Institute (NFSMI), Applied Research Division, is 
conducting a research study that will identify the job duties, perceived training needs, and characteristics of 
effective sponsor monitors involved with Family Day Care Homes (FDCH), operating under the Child and 
Adult Care Food Program (CACFP).  To accomplish our purpose, we are soliciting your help.  You and two 
monitors from your organization are among many CACFP/FDCH professionals selected to participate in the 
study.  To assure the study’s success, it is important that you and two monitors employed in your 
organization complete the enclosed survey questionnaires.  You will be pleased to know that CACFP 
sponsoring organization directors and monitors from across the country participated in the development of 
the questionnaires.  The study results will assist USDA Food and Nutrition Service, state agencies, and the 
NFSMI in the development of educational and training materials. 

 
Enclosed you will find three survey questionnaires and three large self-addressed postage-paid 

return envelopes.  The “Green” survey is for you, the CACFP sponsoring organization director, to complete. 
 The “Blue” surveys are for the monitors.  Please identify two monitors whom you consider effective to 
complete the survey questionnaire.  If you only have one monitor employed for FDCHs, have him/her 
complete one survey questionnaire and disregard the unused monitor survey.  If you are a small 
organization and you function in both roles, complete the director’s survey.  Each survey participant should 
mail his/her completed survey in the envelope provided by May 21, 2001.  Due to the anonymous nature of 
the study, there are no identifying codes that link responses. 

 
It is important for you and the monitor(s) to respond to the survey questionnaire based on the job 

duties and perceived training needs within your organization.  The information listed on the survey was 
developed from a national sample of job descriptions provided by sponsoring organization directors. 

 
The research study was presented to and approved by the Education Information Advisory 

Committee (EIAC).  The state agency director from your state that oversees the CACFP is aware of the 
study and supports this research. 

 
 Thank you in advance for completing the survey questionnaires and returning them by May 21, 

2001.  Your input is critical to the success of the study.   If you have questions, do not hesitate to E-mail me 
at Deborah.Carr@usm.edu or telephone me at 601-266-5773. 
 
 
Sincerely, 
 
 
Deborah H. Carr, MS, RD     
Research Scientist      
 
Enclosures 



 
 
 
 
 
May 8, 2001 
 
Dear FDCH Monitor: 
 

The National Food Service Management Institute (NFSMI), Applied Research 
Division, is conducting a research study that will identify the job duties, perceived training needs, 
and characteristics of effective sponsor monitors involved with Family Day Care Homes 
(FDCH), operating under the Child and Adult Care Food Program (CACFP).  To accomplish 
our purpose, we are soliciting your help.  You are one of many CACFP/FDCH professionals 
selected to participate in the study.  Your opinion will help develop a complete description of 
the diversity of tasks involved in the job of CACFP monitors. 

 
Attached is a “Blue” survey and a large self-addressed postage-paid return envelope.  

Please complete the survey questionnaire and return it by mail in the self-addressed postage 
paid envelope by May 21, 2001.  This study is strictly anonymous; therefore, there are no 
identifying codes that link responses. 

 
It is important for you to respond to the survey questionnaire based on your job 

duties and perceived training needs .  The study results will assist USDA Food and Nutrition 
Service, state agencies, and the NFSMI in the development of educational and training 
materials.  The information listed on the survey was developed from a national sample of job 
descriptions provided by sponsoring organization directors.  Therefore, it represents a broad 
pool of information.  There are no right or wrong answers and some job duties listed may not 
apply to your job at all.  We solicit open and honest responses that reflect what is currently 
happening in your job. 

 
Thank you in advance for completing the survey questionnaire and returning it by May 

21, 2001.  Your input is critical to the success of the study.  If you have questions, do not 
hesitate to E-mail me at Deborah.Carr@usm.edu or telephone me at 601-266-5773. 
 
 
Sincerely, 
 
 
Deborah H. Carr, MS, RD     
Research Scientist      
 
Enclosures 
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NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE

Job Duties and Training Needs of Sponsor Monitors 
Related to the Child and Adult Care Food Program (CACFP)

The purpose of the survey is to identify job duties, perceived training needs, and characteristics of sponsor monitors
involved with Family Day Care Homes (FDCH) operating under the CACFP.

Part I: Job Duties of FDCH sponsor monitors
Please read each of the following statements and indicate the frequency and importance of each to YOUR cur-
rent job duties. The list of activities is very broad, so do not be surprised if you encounter a number of activities
in which you have no involvement.

• Choose “How Often” you currently perform the job duty by circling the number corresponding to
frequency you perform the job duty.
0 = Never, 1 = Occasionally (less than monthly), 2 = Monthly, 3 = Weekly, and 4 = Daily

• Choose “How Important to current job” by circling the number corresponding to importance.
1 = Not Important (Imp.), 2 = Somewhat Imp., 3 = Important, and 4 = Very Imp.

How Often How Important to Current Job
Never Occasionally Monthly Weekly Daily Not Somewhat Important Very

Imp. Imp. Imp.
0 1 2 3 4 1 2 3 4

Apply the following statement to all Part I statements.

As a FDCH sponsor monitor, I:

1. Review, approve, and process monthly Claims Reports. 0 1 2 3 4 1 2 3 4

2. Assist in preparation of monthly claim for reimbursement. 0 1 2 3 4 1 2 3 4

3. Assist in correspondence (newsletter/form letters/E-mail). 0 1 2 3 4 1 2 3 4

4. Assist with yearly provider application preparation. 0 1 2 3 4 1 2 3 4

5. Assist with yearly sponsor recontracting application. 0 1 2 3 4 1 2 3 4

6. Assist with yearly sponsor application with state agency. 0 1 2 3 4 1 2 3 4

7. Assist with the development of training tools for providers. 0 1 2 3 4 1 2 3 4

8. Distribute appropriate provider reporting forms. 0 1 2 3 4 1 2 3 4

9. Maintain files of required records for each provider 0 1 2 3 4 1 2 3 4

10. Communicate provider issues with sponsor. 0 1 2 3 4 1 2 3 4

11. Complete required reports for sponsoring organization. 0 1 2 3 4 1 2 3 4

12. Comply with sponsoring organization’s policy and procedures. 0 1 2 3 4 1 2 3 4

13. Verify license/certification/registration capacity of FDCH. 0 1 2 3 4 1 2 3 4

14. Report monitoring activities to sponsoring agency. 0 1 2 3 4 1 2 3 4

15. Update CACFP eligibility of providers. 0 1 2 3 4 1 2 3 4

16. Distribute providers’ monthly payment. 0 1 2 3 4 1 2 3 4

17. Plan monthly monitoring activity schedule. 0 1 2 3 4 1 2 3 4

18. Maintain monthly monitor expense records. 0 1 2 3 4 1 2 3 4

19. Maintain monthly monitor activity records. 0 1 2 3 4 1 2 3 4

20. Provide information that might lead to termination 0 1 2 3 4 1 2 3 4

of providers.

21. Terminate providers. 0 1 2 3 4 1 2 3 4

22. Perform field office duties. 0 1 2 3 4 1 2 3 4

23. Perform central office duties. 0 1 2 3 4 1 2 3 4

Continued



How Often How Important to current job
Never Occasionally Monthly Weekly Daily Not Somewhat Important Very

Imp. Imp. Imp.
0 1 2 3 4 1 2 3 4

Apply the following statement to all Part I statements.

As a FDCH sponsor monitor, I:

24. Recruit new providers. 0 1 2 3 4 1 2 3 4

25. Enroll new providers. 0 1 2 3 4 1 2 3 4

26. Provide preliminary enrollment and training of providers. 0 1 2 3 4 1 2 3 4

27. Maintain current knowledge of CACFP regulations. 0 1 2 3 4 1 2 3 4

28. Communicate with providers in an ethical, respectful, and 0 1 2 3 4 1 2 3 4

caring manner.

29. Maintain appropriate documentation of corrective action with 0 1 2 3 4 1 2 3 4

a problem provider.

30. Provide directions to providers’ home. 0 1 2 3 4 1 2 3 4

31. Review meal pattern requirements with provider. 0 1 2 3 4 1 2 3 4

32. Review food serving requirements with provider. 0 1 2 3 4 1 2 3 4

33. Review the menu with provider. 0 1 2 3 4 1 2 3 4

34. Review special needs for menu items with provider. 0 1 2 3 4 1 2 3 4

35. Review infant feeding program with provider. 0 1 2 3 4 1 2 3 4

36. Develop pre-planned menus and recipes. 0 1 2 3 4 1 2 3 4

37. Assure menu corrections have been made as required. 0 1 2 3 4 1 2 3 4

38. Observe meal service at each FDCH. 0 1 2 3 4 1 2 3 4

39. Observe all FDCH meal types (breakfast, lunch, & snacks). 0 1 2 3 4 1 2 3 4

40. Monitor meal schedules. 0 1 2 3 4 1 2 3 4

41. Evaluate and monitor progress of provider in improving menus. 0 1 2 3 4 1 2 3 4

42. Provide technical assistant for feeding infants. 0 1 2 3 4 1 2 3 4

43. Perform menu analysis. 0 1 2 3 4 1 2 3 4

44. Train providers in CPR. 0 1 2 3 4 1 2 3 4

45. Monitor fire safety in FDCH. 0 1 2 3 4 1 2 3 4

46. Conduct home safety inspection in FDCH. 0 1 2 3 4 1 2 3 4

47. Conduct food service sanitation inspection in FDCH. 0 1 2 3 4 1 2 3 4

48. Perform public relations in caseload area. 0 1 2 3 4 1 2 3 4

49. Distribute Child Health Insurance Information and WIC literature. 0 1 2 3 4 1 2 3 4

50. Distribute CACFP and other USDA literature. 0 1 2 3 4 1 2 3 4

51. Conduct minority outreach efforts in community. 0 1 2 3 4 1 2 3 4

52. Promote CACFP week. 0 1 2 3 4 1 2 3 4

53. Perform informational presentations at conferences. 0 1 2 3 4 1 2 3 4

54. Represent sponsoring organization in appropriate 0 1 2 3 4 1 2 3 4

community activities.

55. Network with other child care agencies. 0 1 2 3 4 1 2 3 4

56. Maintain relations with regulatory agencies. 0 1 2 3 4 1 2 3 4

57. Attend professional conferences. 0 1 2 3 4 1 2 3 4

58. Participate in professional development training. 0 1 2 3 4 1 2 3 4

59. Maintain membership in professional organizations. 0 1 2 3 4 1 2 3 4

Continued



How Often How Important to current job
Never Occasionally Monthly Weekly Daily Not Somewhat Important Very

Imp. Imp. Imp.
0 1 2 3 4 1 2 3 4

Apply the following statement to all Part I statements.

As a FDCH sponsor monitor, I:

60. Participate in staff meetings. 0 1 2 3 4 1 2 3 4

61. Support the mission of child care associations. 0 1 2 3 4 1 2 3 4

62. Train providers on CACFP program policies and procedures. 0 1 2 3 4 1 2 3 4

63. Train on nutritional program practices. 0 1 2 3 4 1 2 3 4

64. Conduct formal training of providers. 0 1 2 3 4 1 2 3 4

65. Plan program training. 0 1 2 3 4 1 2 3 4

66. Provide individual training to providers. 0 1 2 3 4 1 2 3 4

67. Facilitate group training to providers. 0 1 2 3 4 1 2 3 4

68. Assist in identifying training needs, materials, and resources 0 1 2 3 4 1 2 3 4

for providers. 

69. Maintain resource library for provider. 0 1 2 3 4 1 2 3 4

70. Develop a provider newsletter. 0 1 2 3 4 1 2 3 4

71. Contribute to a provider newsletter. 0 1 2 3 4 1 2 3 4

72. Process provider claim reimbursements. 0 1 2 3 4 1 2 3 4

73. Train providers on creditable and non-creditable foods. 0 1 2 3 4 1 2 3 4

74. Communicate CACFP procedures to provider. 0 1 2 3 4 1 2 3 4

75. Communicate CACFP regulations to provider. 0 1 2 3 4 1 2 3 4

76. Discuss programmatic errors with provider. 0 1 2 3 4 1 2 3 4

77. Coordinate corrective action and follow-up with providers. 0 1 2 3 4 1 2 3 4

78. Assist in tracking child enrollments and withdrawals. 0 1 2 3 4 1 2 3 4

79. Provide technical assistance to providers. 0 1 2 3 4 1 2 3 4

80. Follow federal, state, and local regulations. 0 1 2 3 4 1 2 3 4

81. Approve eligibility of the children to participate. 0 1 2 3 4 1 2 3 4

82. Monitor income eligibility applications. 0 1 2 3 4 1 2 3 4

83. Follow edit checks according to CACFP regulations. 0 1 2 3 4 1 2 3 4

84. Determine tiers. 0 1 2 3 4 1 2 3 4

85. Oversee recordkeeping of the providers. 0 1 2 3 4 1 2 3 4

86. Perform mandatory onsite visits to providers 0 1 2 3 4 1 2 3 4

87. Conduct initial four week new home reviews 0 1 2 3 4 1 2 3 4

88. Conduct parent verifications or reviews of child enrollment 0 1 2 3 4 1 2 3 4

information.

89. Verify or review child enrollment information with parents. 0 1 2 3 4 1 2 3 4

90. Maintain standards of ethics and promote agency’s interests. 0 1 2 3 4 1 2 3 4

91. Report allegations of CACFP non-compliance. 0 1 2 3 4 1 2 3 4

92. Report noncompliances of state child care regulations. 0 1 2 3 4 1 2 3 4

93. Performs other job functions as assigned/negotiated. 0 1 2 3 4 1 2 3 4

94. Report all suspected child abuse and neglect. 0 1 2 3 4 1 2 3 4

Continued



Part II: Training Needs
The purpose of this section is for you to identify the training needs for the FDCH sponsor monitor related to the
CACFP that YOU view as important.

Please read the entire list before making your selection.  CIRCLE the five (5) areas for CACFP training you think
are most important for the FDCH sponsor monitor.  ONLY SELECT FIVE!

1. Meal pattern requirements
2. Program regulations/requirements
3. Audit/review procedures
4. Creditable and non-creditable foods 
5. Standardizing recipes
6. Evaluating recipes for meal pattern
7. Planning affordable meals
8. Completing free and reduced price meals application 
9. Record keeping/documentation

10. Developing computer skills 
11. Purchasing from the grocery store
12. Evaluating retail food products for creditability
13. Time management techniques
14. USDA commodity utilization
15. Stretching the food dollar
16. Cost effective program management
17. Food storage procedures
18. Food safety procedures
19. Food preparation techniques 
20. Menu planning for meals and snacks 
21. Infant and toddler menu planning
22. Ethnic and cultural menu planning
23. Preventing food waste
24. Family style meal service
25. Meals for children with special needs
26. Introducing new foods to children
27. Nutrition education materials for children
28. First aid and CPR
29. Credible portion sizes
30. How to deal with job stress
31. Infant Meal Patterns
32. Training Adults
33. Reading and understanding food labels
34. Dealing with problem providers
35. Best Practices in early childhood education
36. Telephone skills
37. Travel safety tips
38. Customer service training
39. Cooking with children
40. Multi cultural awareness
41. Identifying suspected child abuse
42. Personal safety training
43. Ideas for snacks
44. Marketing the CACFP
45. Creating a provider newsletter
46. Best practices in early childhood education
47. Child development
48. Techniques for recruiting new providers
49. Adult learning methods/techniques
50. Other (please list)

Please read

the entire

list before

selecting five

(5) training

areas YOU

think are

important.

Please read

the entire

list before

selecting five

(5) training

areas YOU

think are

important.
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Part III:Program and Personal Characteristics

This section of the survey seeks to learn more about you.  Please fill in your answer for questions 2 and 13, circle
the letter associated with the best answer for all remaining questions.

1. What is your present job title?
A. director C. sponsor monitor
B. assistant director D. other (please list title) 

_____________________

2. In what state do you work? ________________

3. What is your present hourly wage?
A. $7 or less E. $10.01 - $11.00
B. $7.01 - $8.00 F. greater that $11
C. $8.01 - $9.00 G. other (please list)
D. $9.01 - $10.00 _____________________

4. What is the number of hours you are employed per week?
A. 20 hours or less D. 40 hours
B. 21 - 30 hours E. greater than 40 hours
C. 31 – 39 hours

5. Do you receive benefits with your job?
A. Yes
B. No            If no, skip to question 6.

6. Select all benefits that you receive.
A. Health Insurance G. Personal Leave
B. Dental Insurance H. Paid Vacation
C. Life Insurance I. Retirement
D. Disability Insurance J. Child Care
E. Cafeteria Insurance Plan K. Other: 
F. Sick Leave _____________________

7. What is the number of FDCH providers you monitor/supervise?
A. 50 or less D. 151 – 200
B. 51 – 100 E. 201 or greater
C. 101 – 150

8. How long have you worked with CACFP?
A. less than one year C. 6 to 10 years
B. 1 to 5 years D. greater than ten years

9. How long have you worked in the child care profession?
A. less than one year C. 6 to 10 years
B. 1 to 5 years D. greater than ten years

10. What best describes your present age range?
A. 25 years or under C. 41 – 55 years
B. 26 – 40 years D. over 55 years

11. What best describes your highest education level?
A. less than high school diploma or GED
B. high school diploma or GED
C. undergraduate level courses
D. associate degree
E. baccalaureate degree
F. graduate level courses

G. master’s degree
H. doctoral degree

12. If you have a college degree, what was the area of study?
A. I do not have a college degree
B. early childhood education
C. family child studies
D. child development
F. food and nutrition/dietetics

G. other (please list) _____________________________

13. Do you regularly attend CACFP state offered training?
Yes______ No______
If no, why not?_______________________________
___________________________________________
___________________________________________

Additional comments:
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________

Thank you for assisting in the research study!

Please return the completed survey by May 21, 2001, in the envelope provided!

Deborah H. Carr
Research Scientist

National Food Service Management Institute
Applied Research Division

Box 10077
Hattiesburg, MS  39406-0077

601-266-5773
FAX 601-266-4682

Deborah.Carr@usm.edu

The End

AA/EOE/ADAI PPS40983  02/01

This project has been reviewed by the Human Protection Review committee which ensures that research projects involving human subjects follow federal
regulations. Any questions or concerns about rights as a research subject should be directed to the Director of Research and Sponsored Programs,

The University of Southern Mississippi, Box 5157, Hattiesburg, MS 39406, (601) 266-4419.
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NATIONAL FOOD SERVICE MANAGEMENT INSTITUTE

Job Duties and Training Needs of Sponsor Monitors 
Related to the Child and Adult Care Food Program (CACFP)

The purpose of the survey is for you, the CACFP director, to identify job duties, perceived training needs, and characteristics
of sponsor monitors involved with Family Day Care Homes (FDCH) operating under the CACFP.

Part I: Job Duties of FDCH sponsor monitors
Please read each of the following statements and indicate the frequency and importance of each statement as it
relates to the sponsor monitor’s current job duties. The list of activities is very broad, so do not be surprised if you
encounter a number of activities in which sponsor monitors have no involvement.

• Choose “How Often” sponsor monitors currently perform the job duty by circling the number corresponding to
frequency the job duty is performed.
0 = Never, 1 = Occasionally (less than monthly), 2 = Monthly, 3 = Weekly, and 4 = Daily

• Choose “How Important to Current Job” of your monitors by circling the number corresponding to importance.
1 = Not Important (Imp.), 2 = Somewhat Important, 3 = Important, and 4 = Very Important (Imp.)

How Often How Important to Current Job
Never Occasionally Monthly Weekly Daily Not Somewhat Important Very

Imp. Imp. Imp.
0 1 2 3 4 1 2 3 4

Apply the following statement to all Part I statements.

FDCH sponsor monitor(s) in my organization:

1. Review, approve, and process monthly Claims Reports. 0 1 2 3 4 1 2 3 4

2. Assist in preparation of monthly claim for reimbursement. 0 1 2 3 4 1 2 3 4

3. Assist in correspondence (newsletter/form letters/E-mail). 0 1 2 3 4 1 2 3 4

4. Assist with yearly provider application preparation. 0 1 2 3 4 1 2 3 4

5. Assist with yearly sponsor recontracting application. 0 1 2 3 4 1 2 3 4

6. Assist with yearly sponsor application with state agency. 0 1 2 3 4 1 2 3 4

7. Assist with the development of training tools for providers. 0 1 2 3 4 1 2 3 4

8. Distribute appropriate provider reporting forms. 0 1 2 3 4 1 2 3 4

9. Maintain files of required records for each provider 0 1 2 3 4 1 2 3 4

10. Communicate provider issues with sponsor. 0 1 2 3 4 1 2 3 4

11. Complete required reports for sponsoring organization. 0 1 2 3 4 1 2 3 4

12. Comply with sponsoring organization’s policy and procedures. 0 1 2 3 4 1 2 3 4

13. Verify license/certification/registration capacity of FDCH. 0 1 2 3 4 1 2 3 4

14. Report monitoring activities to sponsoring agency. 0 1 2 3 4 1 2 3 4

15. Update CACFP eligibility of providers. 0 1 2 3 4 1 2 3 4

16. Distribute providers’ monthly payment. 0 1 2 3 4 1 2 3 4

17. Plan monthly monitoring activity schedule. 0 1 2 3 4 1 2 3 4

18. Maintain monthly monitor expense records. 0 1 2 3 4 1 2 3 4

19. Maintain monthly monitor activity records. 0 1 2 3 4 1 2 3 4

20. Provide information that might lead to termination 0 1 2 3 4 1 2 3 4

of providers.

21. Terminate providers. 0 1 2 3 4 1 2 3 4

22. Perform field office duties. 0 1 2 3 4 1 2 3 4

23. Perform central office duties. 0 1 2 3 4 1 2 3 4

Continued



How Often How Important to current job
Never Occasionally Monthly Weekly Daily Not Somewhat Important Very

Imp. Imp. Imp.
0 1 2 3 4 1 2 3 4

Apply the following statement to all Part I statements.

FDCH sponsor monitor(s) in my organization:

24. Recruit new providers. 0 1 2 3 4 1 2 3 4

25. Enroll new providers. 0 1 2 3 4 1 2 3 4

26. Provide preliminary enrollment and training of providers. 0 1 2 3 4 1 2 3 4

27. Maintain current knowledge of CACFP regulations. 0 1 2 3 4 1 2 3 4

28. Communicate with providers in an ethical, respectful, and 0 1 2 3 4 1 2 3 4

caring manner.

29. Maintain appropriate documentation of corrective action with 0 1 2 3 4 1 2 3 4

a problem provider.

30. Provide directions to providers’ home. 0 1 2 3 4 1 2 3 4

31. Review meal pattern requirements with provider. 0 1 2 3 4 1 2 3 4

32. Review food serving requirements with provider. 0 1 2 3 4 1 2 3 4

33. Review the menu with provider. 0 1 2 3 4 1 2 3 4

34. Review special needs for menu items with provider. 0 1 2 3 4 1 2 3 4

35. Review infant feeding program with provider. 0 1 2 3 4 1 2 3 4

36. Develop pre-planned menus and recipes. 0 1 2 3 4 1 2 3 4

37. Assure menu corrections have been made as required. 0 1 2 3 4 1 2 3 4

38. Observe meal service at each FDCH. 0 1 2 3 4 1 2 3 4

39. Observe all FDCH meal types (breakfast, lunch, & snacks). 0 1 2 3 4 1 2 3 4

40. Monitor meal schedules. 0 1 2 3 4 1 2 3 4

41. Evaluate and monitor progress of provider in improving menus. 0 1 2 3 4 1 2 3 4

42. Provide technical assistant for feeding infants. 0 1 2 3 4 1 2 3 4

43. Perform menu analysis. 0 1 2 3 4 1 2 3 4

44. Train providers in CPR. 0 1 2 3 4 1 2 3 4

45. Monitor fire safety in FDCH. 0 1 2 3 4 1 2 3 4

46. Conduct home safety inspection in FDCH. 0 1 2 3 4 1 2 3 4

47. Conduct food service sanitation inspection in FDCH. 0 1 2 3 4 1 2 3 4

48. Perform public relations in caseload area. 0 1 2 3 4 1 2 3 4

49. Distribute Child Health Insurance Information and WIC literature. 0 1 2 3 4 1 2 3 4

50. Distribute CACFP and other USDA literature. 0 1 2 3 4 1 2 3 4

51. Conduct minority outreach efforts in community. 0 1 2 3 4 1 2 3 4

52. Promote CACFP week. 0 1 2 3 4 1 2 3 4

53. Perform informational presentations at conferences. 0 1 2 3 4 1 2 3 4

54. Represent sponsoring organization in appropriate 0 1 2 3 4 1 2 3 4

community activities.

55. Network with other child care agencies. 0 1 2 3 4 1 2 3 4

56. Maintain relations with regulatory agencies. 0 1 2 3 4 1 2 3 4

57. Attend professional conferences. 0 1 2 3 4 1 2 3 4

58. Participate in professional development training. 0 1 2 3 4 1 2 3 4

59. Maintain membership in professional organizations. 0 1 2 3 4 1 2 3 4

Continued



How Often How Important to current job
Never Occasionally Monthly Weekly Daily Not Somewhat Important Very

Imp. Imp. Imp.
0 1 2 3 4 1 2 3 4

Apply the following statement to all Part I statements.

FDCH sponsor monitor(s) in my organization:

60. Participate in staff meetings. 0 1 2 3 4 1 2 3 4

61. Support the mission of child care associations. 0 1 2 3 4 1 2 3 4

62. Train providers on CACFP program policies and procedures. 0 1 2 3 4 1 2 3 4

63. Train on nutritional program practices. 0 1 2 3 4 1 2 3 4

64. Conduct formal training of providers. 0 1 2 3 4 1 2 3 4

65. Plan program training. 0 1 2 3 4 1 2 3 4

66. Provide individual training to providers. 0 1 2 3 4 1 2 3 4

67. Facilitate group training to providers. 0 1 2 3 4 1 2 3 4

68. Assist in identifying training needs, materials, and resources 0 1 2 3 4 1 2 3 4

for providers. 

69. Maintain resource library for provider. 0 1 2 3 4 1 2 3 4

70. Develop a provider newsletter. 0 1 2 3 4 1 2 3 4

71. Contribute to a provider newsletter. 0 1 2 3 4 1 2 3 4

72. Process provider claim reimbursements. 0 1 2 3 4 1 2 3 4

73. Train providers on creditable and non-creditable foods. 0 1 2 3 4 1 2 3 4

74. Communicate CACFP procedures to provider. 0 1 2 3 4 1 2 3 4

75. Communicate CACFP regulations to provider. 0 1 2 3 4 1 2 3 4

76. Discuss programmatic errors with provider. 0 1 2 3 4 1 2 3 4

77. Coordinate corrective action and follow-up with providers. 0 1 2 3 4 1 2 3 4

78. Assist in tracking child enrollments and withdrawals. 0 1 2 3 4 1 2 3 4

79. Provide technical assistance to providers. 0 1 2 3 4 1 2 3 4

80. Follow federal, state, and local regulations. 0 1 2 3 4 1 2 3 4

81. Approve eligibility of the children to participate. 0 1 2 3 4 1 2 3 4

82. Monitor income eligibility applications. 0 1 2 3 4 1 2 3 4

83. Follow edit checks according to CACFP regulations. 0 1 2 3 4 1 2 3 4

84. Determine tiers. 0 1 2 3 4 1 2 3 4

85. Oversee recordkeeping of the providers. 0 1 2 3 4 1 2 3 4

86. Perform mandatory onsite visits to providers 0 1 2 3 4 1 2 3 4

87. Conduct initial four week new home reviews 0 1 2 3 4 1 2 3 4

88. Conduct parent verifications or reviews of child enrollment 0 1 2 3 4 1 2 3 4

information.

89. Verify or review child enrollment information with parents. 0 1 2 3 4 1 2 3 4

90. Maintain standards of ethics and promote agency’s interests. 0 1 2 3 4 1 2 3 4

91. Report allegations of CACFP non-compliance. 0 1 2 3 4 1 2 3 4

92. Report noncompliances of state child care regulations. 0 1 2 3 4 1 2 3 4

93. Performs other job functions as assigned/negotiated. 0 1 2 3 4 1 2 3 4

94. Report all suspected child abuse and neglect. 0 1 2 3 4 1 2 3 4

Continued



Part II: Training Needs
The purpose of this section is for you to identify the training needs for the FDCH sponsor monitor related to the
CACFP that YOU view as important.

Please read the entire list before making your selection.  CIRCLE the five (5) areas for CACFP training you think
are most important for the FDCH sponsor monitor.  ONLY SELECT FIVE!

1. Meal pattern requirements
2. Program regulations/requirements
3. Audit/review procedures
4. Creditable and non-creditable foods 
5. Standardizing recipes
6. Evaluating recipes for meal pattern
7. Planning affordable meals
8. Completing free and reduced price meals application 
9. Record keeping/documentation

10. Developing computer skills 
11. Purchasing from the grocery store
12. Evaluating retail food products for creditability
13. Time management techniques
14. USDA commodity utilization
15. Stretching the food dollar
16. Cost effective program management
17. Food storage procedures
18. Food safety procedures
19. Food preparation techniques 
20. Menu planning for meals and snacks 
21. Infant and toddler menu planning
22. Ethnic and cultural menu planning
23. Preventing food waste
24. Family style meal service
25. Meals for children with special needs
26. Introducing new foods to children
27. Nutrition education materials for children
28. First aid and CPR
29. Credible portion sizes
30. How to deal with job stress
31. Infant Meal Patterns
32. Training Adults
33. Reading and understanding food labels
34. Dealing with problem providers
35. Best Practices in early childhood education
36. Telephone skills
37. Travel safety tips
38. Customer service training
39. Cooking with children
40. Multi cultural awareness
41. Identifying suspected child abuse
42. Personal safety training
43. Ideas for snacks
44. Marketing the CACFP
45. Creating a provider newsletter
46. Best practices in early childhood education
47. Child development
48. Techniques for recruiting new providers
49. Adult learning methods/techniques
50. Other (please list)

Continued
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Part III:Program and Personal Characteristics

This section of the survey seeks to learn more about you.  Please fill in your answer to questions 2, 3, 4 and 5,
circle the letter associated with the best answer for all remaining questions.

1. What is your present job title?
A. director C. sponsor monitor
B. assistant director D. other (please list title) 

_____________________

2. In what state do you work? ________________

3. What is the number of FDCH providers associated with your
organization?_______________________________________

4. How many monitors are employed by your organization?
_________________________________________________

5. Are materials in multiple languages provided for multilingual 
staff?
Yes______ No______ Does Not Apply______

6. What best describes your sponsor organization?
A. Private, profit D. Governmental agency
B. Private, nonprofit E. Other (please list) 
C. Military ______________________

7. How long have you worked with CACFP?
A. less than one year C. 6 to 10 years
B. 1 to 5 years D. greater than ten years

8. How long have you worked in the child care profession?
A. less than one year C. 6 to 10 years
B. 1 to 5 years D. greater than ten years

9. What best describes your present age range?
A. 25 years or under C. 41 – 55 years
B. 26 – 40 years D. over 55 years

10. What best describes your highest education level?
A. less than high school diploma or GED
B. high school diploma or GED
C. undergraduate level courses
D. associate degree
E. baccalaureate degree
F. graduate level courses

G. master’s degree
H. doctoral degree

11. If you have a college degree, what was the area of study?
A. I do not have a college degree
B. early childhood education
C. family child studies
D. child development
F. food and nutrition/dietetics

G. other (please list) _____________________________

Additional comments:
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________

Thank you for assisting in the research study!

Please return the completed survey by May 21, 2001, in the envelope provided!

Deborah H. Carr
Research Scientist

National Food Service Management Institute
Applied Research Division

Box 10077
Hattiesburg, MS  39406-0077

601-266-5773
FAX 601-266-4682

Deborah.Carr@usm.edu

The End

AA/EOE/ADAI PPS40984  02/01

This project has been reviewed by the Human Protection Review committee which ensures that research projects involving human subjects follow federal
regulations. Any questions or concerns about rights as a research subject should be directed to the Director of Research and Sponsored Programs,

The University of Southern Mississippi, Box 5157, Hattiesburg, MS 39406, (601) 266-4419.



 
 
 
 
 
 
September 4, 2001 
 
 
 
Dear CACFP Colleague: 
 

The National Food Service Management Institute (NFSMI), Applied Research 
Division, is involved in a research study that has identified the job functions/duties of effective 
sponsor monitors involved with Family Day Care Homes (FDCH) that operate within the 
guidelines of the Child and Adult Care Food Program (CACFP).  The enclosed material is a 
“draft” document identifying the four areas sponsor monitors operate within to perform their 
job.  You have been selected to review the knowledge and skill statements because of your 
CACFP/FDCH expertise. The four functional areas and job functions/duties have previously 
been confirmed through a national survey process therefore can be altered.  The ultimate 
outcome of this study will be the development of a document that identifies the knowledge and 
skills of effective sponsor monitors.  Our goal is to have this document available by early 2002. 

 
In an effort to assist you, it is important that you familiarize yourself with the “draft” 

document that focuses around the FOUR functional areas: 
I. Training and Technical Assistance 
II. Meal Service 
III. Administrative Duties 

a. Record Keeping 
b. Marketing/Outreach 
c. Reporting 
d. General Clerical 

IV. Professional Behavior and Development 
 

Please read the knowledge and skill statements related to the job functions/duties within 
each functional area, then take an action, choosing one of the four options: Accept/Leave, 
Delete, Modify, or Add.  Focus only on the knowledge and skill statements.  An extra comment 
sheet is provided for your use.  We would like for you to perform the following steps: 
 
•  Accept/Leave as is the knowledge and skill statements that you agree are necessary 

for achieving job functions/duties. 
• Delete by drawing a line through the knowledge and skill statements that you think 

should NOT be included. 



 
 

• Modify directly on the “draft” document any knowledge and skill statements that you believe 
should be modified.  Use the comment area or add additional sheets as needed.  

• Add any knowledge and skill statements that you think have not been included.  Do this directly 
on the “draft” document or on a separate sheet of paper with the functional area and function 
to which it is related. 

 
Following completion of your review, return the “draft” document with your comments in the 

enclosed self-addressed postage-paid envelope on or before September 24, 2001.  All questions 
concerning the review should be E-mailed to Charlotte Oakley at coakley@humansci.msstate.edu or 
call 662-325-8351.  
 

Thank you in advance for taking time out of your busy schedule to respond to our request.  As 
a token of our appreciation, we have enclosed an NFSMI mouse pad.  Should you want to know more 
about NFSMI, we encourage you to visit our web page at www.NFSMI.org. 
 
 
Sincerely, 
 
 
Deborah H. Carr, MS, RD    Charlotte B. Oakley, PhD, RD, FADA 
Research Scientist     CACFP Consultant 
 
Enclosures 



Job Functional Area:  Training and Technical Assistance      1 

 KNOWLEDGE, SKILLS, AND COMPETENCIES OF SPONSOR MONITORS 
 
JOB FUNCTIONAL AREA:  Training and Technical Assistance 
 
Job Functions/Duties 
• Train providers on CACFP policies and procedures.  (62)* 
• Train on nutritional program practices.  (63) 
• Provide individual training to providers.  (66) 
• Train providers on creditable and non-creditable foods.  (73) 
• Communicate CACFP procedures to providers.  (74) 
• Provide individualized technical assistance on record keeping and programmatic errors with provider. 

(76,79,85) 
 
*Note to reviewers: Numbers refer to job functions/duties as they appeared on the national survey and are 
included for reference purposes. 
 
Job Function/Duty:  Training and technical assistance (general) 
 
Knowledge Statements  
1. Knows basic training methods. 
  
   
 
2. Knows the basics of mentoring and coaching. 
   
  
 
3. Knows multiple training delivery methods, using available technology. 
  
  
 
4. Knows the principles of adult learning and assessment of learning styles. 
  
   
 
Other: 
  
  
 
Skill Statements 
1. Assesses training needs and evaluates the outcomes of training. 
  
   
 
2. Develops a formal training system for CACFP providers. 
   
    



Job Functional Area:  Training and Technical Assistance      2 

3. Communicates effectively to CACFP providers. 
  
   
 
4. Demonstrates interpersonal skills appropriate to effective mentoring and coaching. 
  
  
 
5. Provides technical assistance on an as-needed basis. 
  
  
 
6. Uses available technology and other non-traditional methods to deliver training. 
  
    
 
7. Identifies just-in-time training opportunities and requirements. 
  
  
 
Other:  
  
  
 
Job Function/Duty:  Train providers on CACFP policies and procedures.  (62)* 
 
Knowledge Statements  
1. Knows current CACFP policies and procedures. 
  
   
 
2. Knows policies and procedures of the sponsoring organization. 
   
  
 
Other:  
  
  
 
Skill Statements 
1. Ensures that all CACFP participants receive orientation on the policies and procedures of the CACFP 

and sponsoring organization. 
  
   
 
2. Develops a system to keep CACFP participants informed of programmatic changes. 
   
   



Job Functional Area:  Training and Technical Assistance      3 

 
Other:  
  
  
 
Job Function/Duty: Train providers on nutritional program practices.  (63) 
 
Knowledge Statements 
1. Knows the basic principles of healthy eating for children. 
  
  
 
2. Knows the components of a healthy eating environment. 
  
   
 
3. Knows the importance of proper nutrition to healthy child growth and development. 
  
  
 
4. Knows the importance of nutrition integrity standards within the child care environment. 
  
  
 
5. Knows the contribution of meals and snacks served at child care to the overall nutritional health and 

food security of children. 
  
  
 
Other:    
   
   
 
Skill Statements 
1. Reinforces nutrition recommendations of the Dietary Guidelines, Food Guide Pyramid, and the 

Recommended Dietary Allowances. 
  
  
 
2. Ensures children are served meals and snacks in a positive eating environment. 
  
  
 
3. Ensures that appropriate adult-child division of responsibilities during meals and snacks are 

maintained. 
  
   



Job Functional Area:  Training and Technical Assistance      4 

 
4. Communicates with CACFP providers their role, in cooperation with parents and other care givers, in 

providing for the food and nutrition needs of child. 
  
   
 
Other:  
  
  
 
Job Function/Duty: Provide individual training to providers.  (66) 
 
Knowledge Statements 
1. Knows the principles of mentoring and coaching. 
   
  
 
2. Knows the importance of establishing a friendly, non-confrontational relationship with the CACFP 

provider. 
  
  
 
3. Knows principles of assessment of learning needs of individuals. 
   
  
 
4. Knows the principles of individualized and one-on-one instruction.  
  
  
 
Other:  
    
  
 
Skill Statements 
1. Demonstrates a helpful attitude to CACFP providers requiring instruction. 
   
  
 
2. Maintains a programmatic focus during individualized training. 
  
   
 
3. Establishes a positive learning environment where the CACFP provider is at ease. 
  
   
 
4. Ensures that the training provided is appropriate and meets the needs of the CACFP provider. 
  
  
 



Job Functional Area:  Training and Technical Assistance      5 

Other:  
   
  
 
Job Function/Duty: Train providers on creditable and non-creditable foods.  (73) 
 
Knowledge Statements 
1. Knows principles of and guidance for crediting foods under the CACFP. 
  
  
 
2. Knows the benefits to the FDCH and children of serving foods that are creditable foods vs. non-

creditable foods and beverages. 
   
  
 
3. Knows the relationship of creditable foods to nutrition integrity standards in the child care setting. 
   
  
 
Other:  
  
  
 
Skill Statements 
1. Demonstrates the ability to correctly identify creditable and non-creditable foods under the CACFP. 
  
  
 
2. Ensures that CACFP participants correctly identify foods as creditable. 
  
   
 
3. Provides resource materials that the CACFP provider can use to identify creditable foods. 
  
  
 
4. Encourages CACFP providers to monitor all foods served in the FDCH to ensure that the same 

nutrition integrity standards are applied to all foods offered during the child care day. 
   
  
 
Other:   
  
   
 



Job Functional Area:  Training and Technical Assistance      6 

 
Job Function/Duty: Communicate CACFP procedures to providers.  (74) 
 
Knowledge Statements 
1. Knows all CACFP regulations and procedures. 
  
  
 
2. Knows the importance of CACFP providers following all CACFP procedures to ensure maximum 

benefits of program participation for children and the FDCH.   
  
  
 
Other:  
    
  
 
Skill Statements 
1. Ensures CACFP participants appropriately apply all CACFP procedures. 
  
    
 
2. Demonstrates quick response in providing technical assistance. 
  
  
 
3. Demonstrates tact and sensitivity when providing feedback on proper application of CACFP 

procedures. 
  
  
 
Other:   
  
  
 
Job Function/Duty: Provide technical assistance on record keeping and programmatic errors with 
provider. (76,79,85) 
 
Knowledge Statements 
1. Knows the principles of individualized instruction. 
  
  
 
2. Knows how to tailor technical assistance to the learning needs of the CACFP provider. 
  
  
 
3. Knows proper record keeping procedures. 
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4. Knows the importance of proper record keeping from the CACFP provider’s and sponsoring 
organization’s perspectives. 

  
   
 
5. Knows potential programmatic errors so that preventive actions vs. corrective actions are taken. 
  
  
 
Other:  
  
  
 
Skill Statements 
1. Assures that CACFP participants are familiar with all record keeping requirements. 
  
   
 
2. Establishes a system to ensure records are kept according to CACFP’s and sponsoring organization’s 

requirements. 
  
   
 
3. Assists the FDCH in establishing routine procedures for maintaining records required by the CACFP 

and sponsoring organization. 
  
  
 
4. Provides oversight to CACFP participants who have difficulty with record keeping responsibilities. 
  
  
 
Other:  
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JOB FUNCTIONAL AREA:  Meal Service 
 
Job Functions/Duties 
• Review age-specific meal pattern requirements with provider.  (31,32,33) 
• Review the infant feeding program with provider.  (35) 
• Monitor meal schedules by observing service of all FDCH meal types.  (38,39,40) 
• Perform mandatory onsite visits to providers.  (86) 
 
Job Function/Duty: Review age-specific meal pattern requirements with provider.   (31,32,33) 
 
Knowledge Statements 
1. Knows the basic menu structure for all meals and snacks served as part of the CACFP. 
  
  
 
2. Knows the meal pattern components and serving sizes for all age-specific meal patterns of the 

CACFP 
  
  
3. Knows the principles of good menu planning based on the Dietary Guidelines, the Food Guide 

Pyramid, and the Recommended Dietary Allowances. 
    
  
 
4. Knows the basic principles of menu modification for children with special food and nutrition needs, 

including allergies, diabetes, texture modifications, etc. 
  
  
 
5. Knows the importance of offering all meal components at one time. 
  
  
 
6. Knows how to apply the principles of feeding young children when planning age-appropriate foods. 
  
  
 
7. Knows the importance of variety in menu planning. 
  
  
 
8. Knows the concept of planning menus over-time for complete nutrition.  
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9.  Knows the importance of considering and respecting food preferences of young children. 
  
  
 
10. Knows the importance of incorporating foods and serving suggestions that take into consideration the 

cultural and ethnic diversity of the children in the FDCH.  
  
  
 
11. Knows the importance of color, temperature, freshness, and texture to food quality and acceptance 

by children. 
  
  
 
12. Knows the principles of food preparation and service related to food quality and food safety. 
  
  
 
Other:  
   
  
 
Skill Statements 
1. Communicates effectively with the CACFP provider the menu and meal pattern requirements. 
  
   
 
2. Ensures that menus meet the meal pattern requirements and follow principles of good menu planning. 
  
  
 
3. Ensures that menus are age-appropriate. 
  
  
 
4. Ensures that foods are prepared and served to maintain quality and food safety. 
  
  
 
5. Inspects the meal preparation and serving areas to ensure foods are handled properly and are safe to 

eat. 
  
    
 
6. Ensures that foods are prepared and served appropriately for children with special needs. 
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7. Establishes a system for monitoring meal preparation, storage, and service. 
   
  
 
8. Provides menu suggestions to encourage variety in foods and preparation methods that are consistent 

with the nutrition principles of the Dietary Guidelines and the Food Guide Pyramid. 
  
  
 
9. Provides resource materials for menus, recipes, and meal planning. 
  
  
 
10. Demonstrates skill in family style meal service with young children and encourages CACFP providers 

to use family style meal service. 
  
  
 
Other:   
  
  
  
Job Function/Duty: Review the infant feeding program with provider.  (35) 
 
Knowledge Statements 
1. Knows importance of following the infant meal pattern for proper infant health, growth, and 

development. 
  
  
 
2. Knows proper implementation of the infant meal pattern for reimbursement. 
  
  
 
3. Knows proper feeding techniques for infants. 
   
  
 
4. Knows the proper schedule for introducing solid foods in the infant’s diet. 
  
  
 
5. Knows signs of food allergies and intolerance in infants. 
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6. Knows principles of infant feeding that respect the individual needs of infants and prevents under- or 

overfeeding. 
  
  
 
7. Knows toddler often develop food jags or unusual feeding patterns, such as not wanting foods to 

touch each other on the plate. 
  
  
 
8. Knows the importance of offering progressively more challenging foods and progressing to cups, 

etc. at the appropriate developmental stage for each child. 
  
  
 
9. Knows the importance of offering formula or breast milk from birth through 11 months of age. 
  
  
 
10. Knows that infant formula and dry cereals should be iron-fortified. 
  
  
 
11. Knows the proper schedule for the introduction of fruit juices to infants. 
   
  
 
12. Knows the undesirable effects of feeding flavored drinks, tea, juice drinks, etc. to infants and 

children. 
   
  
 
13. Knows the proper feeding positions for infants. 
  
  
 
14. Knows the emotional and psychological implications of the feeding relationship between the infant 

and the care giver. 
  
  
 
15. Knows the proper use of juice with older infants. 
  
  
 
16. Knows the proper use of formula and food replacements when infants are ill and temporality unable 

to handle formula or regular foods. 
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Other:  
   
  
 
Skill Statements 
1. Communicates to the CACFP provider the importance of working with parents on the introductions 

of solid foods in the infant’s diet. 
  
  
 
2. Ensures that the CACFP provider understands the importance of respecting the opinions and feeding 

practices of parents. 
  
  
 
3. Works with the CACFP provider in establishing a breast feeding-friendly child care environment. 
  
   
 
4. Ensures procedures are in place for safe and sanitary handling of all infant foods, formulas, breast 

milk, and feeding equipment. 
  
  
 
5. Reinforces proper infant feeding techniques. 
  
  
 
6. Establishes a collaborative relationship with the CACFP provider to facilitate proper infant feeding. 
  
   
 
7. Provides resource materials and community contacts that are supportive of breast feeding in the child 

care environment. 
  
  
 
8. Establishes procedures for observing and monitoring infant feeding. 
  
   
 
9. Recognizes good infant feeding techniques and offers appropriate technical assistance to correct any 

potential problem. 
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10. Demonstrates the proper preparation and handling of infant formulas. 
  
  
 
11. Demonstrates the proper methods of heating infant foods and bottles of formula and/or breast milk. 
  
  
 
12. Stresses the dangers of heating infant feedings (food or bottles) in a microwave oven.   
  
  
 
13. Monitors the FDCH to ensure that the microwave oven is not used to heat infant feedings. 
  
  
 
Other:  
   
   
 
Job Function/Duty: Monitor meal schedules by observing service of all FDCH meal types.  (38,39,40) 
 
Knowledge Statements 
1. Knows the importance of regular meal and snack schedules for infants and young children. 
   
  
 
2. Knows the principles of and procedures for family style meal service for children two years and 

older. 
  
  
 
3. Knows the benefits of family style meal service to children. 
  
  
 
4. Knows the sanitation and safety consideration of food service in the FDCH. 
  
   
 
5. Knows the meal schedules of the FDCH.  
   
  
 
6. Knows the appropriate time intervals of meals and snacks in the FDCH.  
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7. Knows meal and snack service ideas that add interest and enjoyment to eating in the child care setting 

(i.e., bag lunches for a picnic, tasting parties for snack, etc.). 
  
  
 
Other:  
  
  
 
Skill Statements 
1. Demonstrates set-up and procedures for family style meal service where children serve themselves. 
  
   
 
2. Assures that the FDCH implementing family style meal service prepares and has available the required 

amounts of all meal or snack components. 
  
   
 
3. Ensures that all meal or snack components are offered to children at the same time, providing an 

opportunity for children to select which foods they will eat. 
  
  
 
4. Ensures that foods are not withheld as punishment or reward. 
   
  
 
5. Encourages an eating environment that establishes positive associations to all foods offered as part of 

CACFP meals and snacks. 
  
  
 
6. Supports the concept that most foods can fit into a healthy diet. 
  
  
 
7. Encourages CACFP providers to have on hand only those foods that support nutrition integrity so 

that children receive consistent messages about foods (i.e., avoid having foods of minimum 
nutritional value in view of children). 

  
   
 
8. Encourages the FDCH to work with parents and other care givers in providing for children’s food 

and nutrition needs outside the child care day. 
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Other:  
  
   
 
Job Function/Duty: Perform mandatory onsite visits to providers.  (86) 
 
Knowledge Statements 
1. Knows effective communication strategies. 
  
   
 
2. Knows importance of onsite visits with CACFP providers. 
   
  
 
3. Knows observation techniques that identify potential problems associated with the food and nutrition 

programs as well as other conditions that pose a potential threat to child safety and well-being. 
  
  
 
4. Knows the importance of unannounced visits to the FDCH.  
  
   
 
5. Knows how to record information related to the onsite visit. 
  
  
 
6. Knows the importance of reporting the results of all onsite visits especially when problems are 

identified. 
   
  
 
7. Knows appropriate reporting procedures when signs of neglect and/or abuse are suspected or 

observed. 
  
  
 
8. Knows the value of the onsite visit as an opportunity to provide any technical assistance needed and 

to coach during food preparation and/or service. 
  
  
 
9. Knows how to model desired interactions with children as a means of mentoring to the child care 

provider. 
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Other:   
  
   
 
Skill Statements 
1. Responds in a timely manner to programmatic errors following established procedures. 
  
  
 
2. Reports immediately all suspected cases of neglect or abuse to the appropriate authorities. 
  
   
 
3. Responds to any suspected evidence of neglect or abuse in such a way to immediately ensure the 

safety of the child. 
  
  
 
4. Works with the provider to report suspected cases of child neglect or abuse occurring outside the 

FDCH. 
  
   
 
5. Works cooperatively with other agencies with oversight of the FDCH.  
  
  
 
6. Follows the sponsoring organization’s onsite visitation schedule. 
  
    
 
7. Adjusts the established visitation schedule as needed to ensure compliance to CACFP regulations and 

procedures and/or ensure the health, safety, and well-being of the children in the FDCH.  
  
  
 
8. Demonstrates a caring and collegiate approach to the onsite visit. 
  
   
 
9. Encourages the CACFP provider to continue good practices. 
  
  
 
10. Offers helpful suggestions to improve meals and meal service and quality of care in the FDCH.  
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Other:  
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JOB FUNCTIONAL AREA:  Administrative Duties 
 
Job Functional Areas: 
A. Record Keeping 
B. Marketing/Outreach 
C. Reporting  
D. General Clerical 
 
A.  Recording Keeping 
 
Job Functions/Duties 
• Maintain files of required records for each provider.  (9) 
• Communicate provider issues with sponsor.  (10) 
• Comply with sponsoring organization’s policy and procedures.  (12) 
• Verify license/certification capacity of FDCH.  (13) 
• Maintain written reports and monitoring activities to sponsoring agency.  (11,14) 
 
Job Function/Duty: Maintain files of required records for each provider.  (9) 
 
Knowledge Statements  
1. Knows the record keeping requirements of the sponsoring organization. 
  
  
 
2. Knows the value of recording CACFP data and maintaining historical and current files. 
  
  
3. Knows electronic means of record keeping and archiving of records as required by the sponsoring 

organization. 
  
  
 
4. Knows the value of maintaining records that link to other sponsoring organization records for ease in 

data analysis. 
  
  
 
5. Knows the importance of maintaining confidentiality of CACFP data. 
  
   
 
6. Knows the sponsoring organization’s policies and procedures related to FDCH monitoring activities 

records. 
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7. Knows the potential impact of a failure to make timely reports on the safety and well-being of 

children enrolled in the FDCH and on CACFP status. 
  
  
 
8. Knows who has access to all reports on CACFP providers. 
  
  
 
9. Knows the ethical considerations related to CACFP provider information.   
  
  
 
10. Knows the critical nature of accuracy and disclosure issues in CACFP provider reports. 
  
  
 
11. Knows the legal issues related to maintaining reports and other data on CACFP providers. 
  
   
 
Other:  
  
  
 
Skill Statements 
1. Seeks to maintain ethical, fair practices when preparing CACFP provider reports. 
  
  
2. Certifies that all information in CACFP provider reports is true and no deliberate attempt is made to 

misrepresent the facts or mislead. 
  
  
 
3. Demonstrates a fair appraisal of the FDCH environment and implementation of the CACFP by the 

FDCH. 
  
  
 
4. Establishes or implements an organized filing system for CACFP provider records and other 

information. 
  
  
 
5. Systematically maintains all CACFP provider files. 
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6. Implements and maintains an electronic filing system and databases for CACFP provider reports and 

information. 
  
  
 
7. Organizes all CACFP provider information into meaningful reports for use by the sponsoring 

organization, the monitor, and the CACFP provider (i.e., reports on enrolled in all FDCH). 
  
  
 
8. Adapts and/or modifies in a timely manner the filing systems and data entry methods to new data 

collection and management requirements. 
  
  
 
Other:  
  
  
 
Job Function/Duty: Communicate provider issues with sponsor.   (10) 
 
Knowledge Statements 
1. Knows the importance of the role of the monitor as the communication link between the CACFP 

provider and the sponsoring organization. 
  
  
 
2. Knows communication methods required by the sponsoring organization. 
  
  
 
3. Knows the advantage of electronic methods for timely communication with the sponsoring 

organization. 
  
  
 
4. Knows the value of communicating with the sponsoring organization on CACFP provider issues. 
  
  
 
5. Knows the responsibility of the monitor to communicate CACFP provider issues to the sponsoring 

organization. 
  
  
 
6. Knows key issues most likely to be of concern for CACFP providers and sponsoring organizations. 
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7. Knows investigation and data collection methods that are needed to communicate effectively CACFP 

provider issues. 
  
  
 
8. Knows the importance of observation in the FDCH in communicating CACFP provider issues to 

sponsoring organization. 
  
  
 
Other:  
  
  
 
Skill Statements 
1. Establishes open lines of communication with the sponsoring organization. 
  
  
 
2. Demonstrates a commitment to CACFP providers by communicating concerns and issues to the 

sponsoring organization as they occur. 
  
   
 
3. Represents the interest of the CACFP provider to the sponsoring organization when appropriate. 
  
  
 
4. Represents the interest of the children enrolled in the FDCH.  
  
  
 
5. Maintains professional and ethical behavior in communicating CACFP provider issues with the 

sponsoring organization. 
  
  
 
6. Ensures that timely communication takes place, especially when the safety of children is questioned. 
  
  
 
7. Establishes a systematic approach to communicating with the sponsoring organization following 

contacts with CACFP providers. 
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8. Demonstrates a thorough understanding of CACFP regulations and procedures when identifying 

CACFP provider issues requiring sponsoring organization input. 
  
  
 
9. Demonstrates observational skills for collecting information within the FDCH.  
  
  
 
10. Ensures fair and accurate CACFP provider information is presented to the sponsoring organization. 
  
  
 
11. Avoids hearsay, personal opinion, and/or bias when communicating CACFP provider issues. 
  
  
 
12. Provides information from the sponsoring organization back to the CACFP provider. 
  
  
 
Job Function/Duty: Comply with sponsoring organization’s policy and procedures.  (12) 
 
Knowledge Statements 
1. Knows the responsibilities for monitors. 
  
  
 
2. Knows the policies and procedures of the sponsoring organization. 
  
  
 
3. Knows the proper interpretation of all policies and procedures. 
  
  
 
4. Knows the process for seeking clarification of any policies and procedures of the sponsoring 

organization. 
  
  
 
5. Knows the dynamic nature of policies and procedures within sponsoring organizations and the 

CACFP. 
  
  
 
Other:   
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Skill Statements 
1. Demonstrates a thorough understanding of all sponsoring organization’s policies and procedures. 
  
  
 
2. Follows consistently all sponsoring organization’s policies and procedures. 
 
  
 
3. Assesses the effectiveness of policies and procedures related to the monitoring process. 
  
  
 
4. Provides input during policy and procedure development. 
  
  
 
5. Informs the sponsoring organization of the effectiveness and efficiency of established monitoring 

policies and procedures. 
  
  
 
6. Participates actively in policy/procedure development when appropriate. 
  
   
 
Other:  
  
     
 
Job Function/Duty: Verify license/certification capacity of FDCH.  (13) 
 
Knowledge Statement 
1. Knows the importance of CACFP providers following the license/certification capacity of the FDCH.  
   
   
 
2. Knows the policy and procedure of the sponsoring organization for reporting any capacity violations. 
  
 
 
Other:  
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Skill Statement 
1. Ensures that the FDCH enrollment is in compliance with capacity limitations. 
  
  
 
2. Communicates to CACFP providers the importance of operating at the licensed/certified capacity 

enrollment. 
  
  
 
3. Communicates capacity violations to the sponsoring organization and other agencies as required. 
  
  
 
4. Documents capacity compliance or non-compliance of CACFP providers. 
  
  
 
Other:  
   
  
 
Job Function/Duty: Maintain written reports and monitoring activities to sponsoring agency.  (11,14) 
 
Knowledge Statements 
1. Knows the reporting requirements of the sponsoring organization. 
  
  
 
2. Knows the proper method of submitting monitoring activity reports. 
  
  
 
3. Knows how to complete the monitoring activity reports. 
  
  
 
4. Knows the importance of documenting all monitoring activities in a timely manner. 
  
  
 
5. Knows the relationship of the monitoring activity reports to other reports submitted to the sponsoring 

organization.  
  
  
 
Other:   
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Skill Statements 
1. Prepares and submits all monitoring activity reports following established sponsoring organization’s 

policies and procedures. 
  
  
 
2. Prepares and submits all monitoring activity reports in a timely manner. 
  
  
 
3. Ensures that all monitoring activity reports are complete and accurate. 
  
  
 
4. Verifies that all monitoring activity reports truthfully reflect the monitoring activities for the reporting 

period. 
  
  
 
5. Prepares monitoring activity reports that reflect ethical execution of all duties and responsibilities of 

monitors. 
  
  
 
6. Prepares monitoring activity reports that are consistent with other reports related to the monitoring 

process. 
  
   
 
7. Uses electronic methods of submission as required by the sponsoring organization. 
  
  
 
8. Develops a system to ensure that accurate timely monitoring reports are prepared and submitted to 

the sponsoring organization. 
  
 
 
Other:  
  
  
 
B.  Marketing/Outreach 
 
Job Functions/Duties 
• Recruit new providers.  (24) 
• Enroll new providers.  (25) 
• Provide preliminary enrollment and training of providers.  (26) 
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Job Function/Duty: Recruit new providers.  (24) 
 
Knowledge Statements 
1. Knows the value of recruiting new CACFP providers for the sponsoring organization. 
  
  
 
2. Knows the value of CACFP participation for the FDCH and for the children enrolled. 
  
  
 
3. Knows possible community contacts for identification of new CACFP providers. 
  
  
 
4. Knows community leaders and other agencies that can identify potential CACFP providers. 
  
   
 
5. Knows the importance of working collaboratively with the community to identify potential CACFP 

providers. 
  
  
 
6. Knows what other programs are available in the community that may serve as leads to potential 

CACFP providers.  
  
  
 
7. Knows the requirements for participation in the CACFP. 
  
  
 
8. Knows the procedures for signing new CACFP providers with the sponsoring organization. 
  
  
 
9. Knows how to conduct a community assessment that will identify CACFP providers that may qualify 

for the CACFP. 
  
  
 
Other:   
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Skill Statements 
1. Demonstrates a willingness to recruit new CACFP providers. 
  
  
2. Ensures that all potential CACFP providers are informed about the benefits of participating and know 

how to enroll with the sponsoring organization. 
  
  
 
3. Works collaboratively with other community-based groups that are interested in child care and/or 

food and nutrition security issues. 
  
  
 
4. Follows established sponsoring organization policies and procedures when recruiting new CACFP 

providers. 
  
  
 
5. Communicates in an ethical manner with potential CACFP providers. 
  
  
 
6. Represents the sponsoring organization and the CACFP in a professional and ethical manner to 

potential CACFP providers. 
  
  
 
7. Assures that potential CACFP providers are informed of the rights and responsibilities of participating 

in the CACFP under the sponsoring organization. 
  
   
 
Other:  
  
  
 
Job Function/Duty: Enroll new providers.  (25) 
 
Knowledge Statements 
1. Knows the policies and procedures for enrolling new CACFP providers. 
  
  
 
2. Knows what information is needed by the new CACFP provider to implement the CACFP. 
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Other:  
  
  
 
Skill Statements 
1. Follows established sponsoring organization policies and procedures when enrolling new CACFP 

providers. 
  
  
 
2. Represents the sponsoring organization and the CACFP in a professional and ethical manner to new 

CACFP providers. 
  
  
 
Other:  
  
  
  
 
Job Function/Duty: Provide preliminary enrollment and training of providers.  (26) 
 
Knowledge Statements 
1. Knows the value of coaching and establishing a mentoring relationship with new CACFP providers. 
  
  
 
2. Knows the importance of orientation and training for new CACFP providers. 
  
  
 
Other:  
  
  
 
Skill Statements 
1. Assures that new CACFP providers are informed of the rights and responsibilities of partic ipating in 

the CACFP. 
  
  
 
2. Establishes lines of communication with new CACFP providers. 
  
  
 
3. Schedules orientation and training for new CACFP providers on the CACFP regulations and 

procedures and sponsoring organization requirements. 
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4. Provides all necessary information and materials needed by the new CACFP provider to implement 

the CACFP and report to the sponsoring organization. 
  
  
 
5. Assures that new CACFP providers are added to existing training schedules. 
  
  
 
6. Establishes procedures for monitoring new CACFP providers to assure technical assistance is 

provided on a just-in-time basis. 
  
  
 
Other:  
  
  
 
C.  Reporting Issues 
 
Job Functions/Duties 
• Maintain appropriate documentation of corrective action with a problem provider.  (29) 
• Report allegations of CACFP child abuse, child neglect, and non-compliance issues.  (91,92,94)  
 
Job Function/Duty: Maintain appropriate documentation of corrective action with a problem provider. 
 (29) 
 
Knowledge Statements 
1. Knows importance of proper documentation of all corrective action. 
  
  
 
2. Knows procedures of the sponsoring organization in handling and documenting corrective action. 
  
   
 
3. Knows when corrective action is warranted. 
  
  
 
4. Knows due process in handling all corrective action. 
  
  
 
5. Knows the rights and responsibilities of the CACFP provider, the monitor, and the sponsoring 

organization. 
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6. Knows means of technical assistance and training that may prevent the need for corrective action. 
  
  
 
7. Knows actions that constitute fraud and/or misrepresentation of the CACFP by the provider. 
  
  
 
Other:  
  
  
 
Skill Statements 
1. Establishes procedures to maintain documentation of corrective action following the sponsoring 

organization’s procedures. 
  
  
 
2. Communicates effectively with the sponsoring organization and CACFP provider when corrective 

action is needed. 
  
   
 
3. Submits documentation of corrective action with a problem CACFP provider in a timely manner. 
  
  
 
4. Ensures that proper procedures are followed to maintain appropriate documentation of corrective 

action. 
  
  
 
Other:  
  
  
 
Job Function/Duty:  Report all allegations and observations of non-compliance to the CACFP and 
state and local regulations related to the child care environment to the appropriate authorities.  
(91,92,94) 
 
Knowledge Statements 
1. Knows all regulations and procedures of the CACFP, state, and local agencies providing oversight of 

the FDCH.  
  
  
 
2. Knows issues common to non-compliance in the FDCH.  
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3. Knows reporting procedures of the sponsoring organization and/or other agencies for issues of non-

compliance. 
  
  
 
4. Knows legal and liability issues associated with the monitoring process. 
  
  
 
Other:  
  
  
 
Skill Statements 
1. Establishes cooperative relationships with other state and local agencies providing oversight to the 

FDCH. 
  
  
2. Demonstrate a strong commitment to the health and well-being of children. 
   
  
 
3. Demonstrates an understanding of all CACFP and state and local regulations related to the child care 

environment. 
  
  
 
4. Ensures that all non-compliance issues are reported to the appropriate authorities. 
  
  
 
5. Demonstrates the ability to make difficult decisions in a timely manner. 
  
  
 
6. Demonstrates an ability to identify potential non-compliance issues. 
  
  
 
Other:  
   
  
 
D.  General Clerical Duties 
 
Job Functions/Duties 
• Distribute appropriate provider reporting forms.  (8) 
• Perform central office duties.  (23) 
• Perform field office duties.  (22) 
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• Approve eligibility of the children to participate.  (81) 
• Plan and maintain all monitoring schedule, activity, and expense records.  (17,18,19) 
 
Job Function/Duty: Distribute appropriate provider reporting forms.  (8) 
 
Knowledge Statements 
1. Knows the importance of providing reporting forms to CACFP providers. 
  
  
 
2. Knows how to instruct CACFP providers in the preparation of reports. 
  
  
 
3. Knows methods of providing technical assistance to ensure accurate and complete reporting by the 

CACFP provider. 
  
  
 
Other:  
  
  
 
Skill Statements 
1. Demonstrates a commitment to the reporting needs of the CACFP provider. 
  
  
 
2. Ensures that CACFP providers have all the necessary forms and instructions for preparing reports. 
   
  
 
Other:  
  
  
 
Job Function/Duty: Perform central office duties.  (23) 
 
Knowledge Statements 
1. Knows how to perform basic clerical duties as required by the sponsoring organization. 
  
  
 
2. Knows how to use technology in the accomplishment of central office duties. 
  
   
 
3. Knows the importance of maintaining daily office functions. 
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4. Knows the relationship of the timely accomplishment of central office duties and the monitoring 
process. 

  
  
 
Other:  
  
  
 
Skill Statements 
1. Performs central office duties in an efficient and effective manner. 
  
  
 
2. Demonstrates the ability to apply technology to accomplish central office duties. 
  
  
 
3. Complete central office duties that facilitate the onsite visit and other monitoring activities. 
   
  
 
Other:  
  
    
 
Job Function/Duty: Perform field office duties.  (22) 
 
Knowledge Statements 
1. Knows the importance of completing field office duties. 
   
  
 
2. Knows the inter-relationship of the monitoring process and field and central office duties. 
  
  
 
3. Knows what field office duties need to be completed and how to complete them. 
  
  
 
Other:  
  
  



 
Job Functional Area:   Administrative Duties       17 

 
Skill Statements 
1. Demonstrates skill in managing multiple field activities that include monitoring site visits and office 

duties. 
  
  
 
2. Establishes a schedule and/or system for completing all field office duties. 
  
  
 
3. Organizes all field office duties to facilitate the monitoring process. 
  
  
 
Other:  
  
  
 
Job Function/Duty: Approve eligibility of the children to participate.  (81) 
 
Knowledge Statements 
1. Knows eligibility requirements for children to participate in the CACFP. 
  
  
 
2. Knows the importance of meeting CACFP eligibility requirements. 
  
  
 
3. Knows how to communicate CACFP eligibility requirements. 
  
  
 
4. Knows how to identify children who are eligible to participate in the CACFP. 
  
  
 
Other:  
  
   
 
Skill Statements 
1. Ensures that all enrolled children meet the CACFP eligibility requirements. 
  
  
 
2. Communicates the eligibility requirements to the FDCH provider. 
  
  



 
Job Functional Area:   Administrative Duties       18 

 
Other:  
  
  
 
Job Function/Duty: Plan and maintain all monitoring schedule, activity, and expense records.  
(17,18,19) 
 
Knowledge Statements 
1. Knows the importance of maintaining all monitoring activity and expense records. 
  
  
 
2. Knows the sponsoring organization’s policies and procedures for maintaining all monitoring activity 

and expense records. 
  
  
 
3. Knows electronic methods of planning and maintaining all monitoring activity and expense records. 
  
  
 
Other:  
   
  
 
Skill Statements 
1. Demonstrates understanding of proper planning and maintenance of all monitoring activity and 

expense records. 
  
  
 
2. Submits all monitoring activity and expense records in a timely manner. 
  
  
 
Other:  
  
  
  



 
Job Functional Area:  Professional Behavior and Development     1 

JOB FUNCTIONAL AREA:  Professional Behavior and Development 
 
Job Functions/Duties 
• Maintain knowledge of current CACFP regulations through staff meetings.  (27,60) 
• Communicate with providers in an ethical, respectful, and caring manner.  (28) 
• Follow federal, state, and local regulations. (80) 
• Support the mission of child care associations.  (61) 
• Maintain standards of ethics and promote agency’s interests.  (90) 
 
Job Function/Duty: Maintain knowledge of current CACFP regulations through staff meetings.  
(27,60) 
 
Knowledge Statements 
1. Knows current CACFP regulations. 
  
  
 
2. Knows the value of attending staff meetings. 
  
  
 
3. Knows the importance of remaining current with CACFP regulations and sponsoring organization 

policies and procedures. 
 
  
 
Other:  
  
  
 
Skill Statements 
1. Attends all staff meetings and takes advantage of other information sharing opportunities. 
  
  
 
2. Makes use of various methods of remaining current on CACFP regulations. 
  
   
 
3. Takes advantage of professional and training opportunities provided by the sponsor and other 

agencies.  
  
  
 
Other:  
  
  
 
 
 



 
Job Functional Area:  Professional Behavior and Development     2 

Job Function/Duty: Communicate with providers in an ethical, respectful, and caring manner.   (28) 
 
Knowledge Statements 
1. Knows the importance of open, ethical communication. 
  
  
 
2. Knows effective communication methods and techniques. 
  
  
 
Other:  
  
   
 
Skill Statements 
1. Demonstrates effective communication skills. 
  
  
 
2. Demonstrates ethical, respectful, and caring behaviors. 
  
  
 
3. Establishes open channel of communication with CACFP providers. 
  
  
 
4. Communicates openly and honestly with CACFP providers. 
  
  
 
5. Demonstrates a caring attitude towards CACFP providers. 
  
  
 
6. Demonstrates respect for diverse opinions and perspectives. 
   
  
 
7. Communicates in a variety of methods. 
  
  
 
Other:  
  
  
 
 
 



 
Job Functional Area:  Professional Behavior and Development     3 

Job Function/Duty: Follow federal, state, and local regulations.  (80) 
 
Knowledge Statements 
1. Knows federal, state, and local regulations. 
  
  
 
2. Knows implementation of federal, state, and local regulations. 
  
  
 
3. Knows impact of failure to appropriately implement federal, state, and local regulations. 
  
  
 
Other:   
  
  
 
Skill Statements 
1. Demonstrates an understanding of all federal, state, and local regulations. 
  
  
 
2. Takes appropriate actions to remain current in federal, state, and local regulations. 
  
 
 
3. Reinforces CACFP provider’s compliance with federal, state, and local regulations. 
  
  
 
4. Implements all regulations related to the monitor in an ethical and responsible manner. 
  
  
 
Other:  
   
  
 
Job Function/Duty: Support the mission of child care associations.  (61) 
 
Knowledge Statements 
1. Knows the mission of related child care associations. 
  
  
 
2. Knows the value of participating in child care associations. 
  
  



 
Job Functional Area:  Professional Behavior and Development     4 

Other:  
  
    
 
Skill Statements 
1. Exemplifies the mission of child care associations in the execution of monitoring duties. 
  
  
 
2. Participates in child care association activities. 
  
   
 
Other:  
  
  
 
Job Function/Duty: Maintain standards of ethics and promote agency’s interests.  (90) 
 
Knowledge Statements 
1. Knows standards of ethics and applies them in all monitoring activities. 
  
  
 
2. Knows actions that are in the best interest of the sponsoring organization. 
  
  
 
Other:   
  
  
 
Skill Statements 
1. Performs all duties in an ethical manner. 
  
  
 
2. Demonstrates a strong commitment of consistent application of ethical standards. 
  
  
 
3. Engages in activities that demonstrate commitment to the sponsoring organization. 
  
  
 
Other:  
   
  
 



Additional Comments or Suggestions Form 
 

Please make your comments directly on the “draft” document.  However, if you need additional 
space, use this form.  It is important that you identify the job functional area, job function/duty, 
and knowledge and/or skill statement using the appropriate abbreviated code listed below.  An 
example has been provided. 
 
Job Functional Area Column 

• Training and Technical Assistance (TTA) 
• Meal Service (MS) 
• Administrative Duties (AD) 
• Professional Behavior and Development (PBD) 

 
Job Function/Duty 

• Insert appropriate number(s) listed at the end of the job function/duty. 
 
Knowledge and Skill Statement Column 

• Knowledge Statement (KS) 
• Skill Statement (SS) 

 
Job 
Functional 
Area 

Job 
Function/Duty 

Knowledge 
and/or Skill 
Statement 

Comments or Suggestions  

Example: 
TTA 

 
31,32,33 

 
KS #1 

 
Make your comments or suggestions here! 
 
 

    
 
 

    
 
 

    
 
 

    
 
 

    
 
 

    
 
 

 



 
 
(E-mail message to CACFP Expert Panel, November 8, 2001) 
 
Good Morning, 
 
Deborah and I have been very busy with the knowledge and skills for sponsor monitors and are 
looking forward to your help in identifying the competencies.  Your role in this phase of the 
research process is to review the proposed competencies as they relate to the final Knowledge and 
Skills of Sponsor Monitors under each of the job functional areas.  Attached to this message are 
the proposed competencies in a file named “competen.”  Also attached are the Knowledge and 
Skills of Sponsor Monitors by job functional areas (training and technical assistance, meal 
service, administrative duties, and professional behavior and development). The Knowledge and 
Skills of Sponsor Monitors have been validated by a Delphi panel, and they are final. 
 
As you review the competencies, please keep in mind that a competent individual is one who is 
able to perform well on the job, but is not necessarily considered an “expert.”  Competency is one 
step towards becoming an “expert” in a field or profession.  Competency statements are intended 
to help describe an individual’s abilities and behaviors, in a more global way, as they relate to 
specific jobs.  Knowledge and skills are intended to describe what an individual must know and 
be able to do to be competent in fulfilling certain job duties.  The suggested competencies were 
written with these points in mind. 
 
As you review the competencies, please provide the following feedback for each competency: 

1. The competency accurately reflects the content of the duties for the related job functional 
area. 

2. The competency adequately encompasses the knowledge and skills under the related job 
functional area. 

3. The competency is stated clearly and accurately. 
 
Please provide additional feedback relative to the following: 

1. Indicate any additional competencies that you think are needed to encompass the 
knowledge and skills under the related job functional area.  State your suggested 
additions in the comment section for the appropriate job functional area. 

2. Indicate any deletions of competencies that you think are not needed. 
3. Indicate any rewording that you think is needed to improve the clarity and accuracy of a 

competency.  Use the comment section provided after each competency statement. 
 

Thank you for returning your comments to me by November 16.  We know you are busy and 
appreciate your continued commitment to this important project.  This deadline will make it 
possible for us to make adequate preparation for the conference call discussion on November 26.  
You will be contacted with the details on the conference call early next week. 
 
Please return your comments to me either by E-mail (coakley@humansci.msstate.edu) or by fax 
(662-325-8188) by November 16.  Since the Knowledge and Skills of Sponsor Monitors have 
been validated and are considered final, you do not need to return them unless you find errors, 
such as typographical or grammar errors, in the preparation of the documents.  Again, thank you 
for your help. 
 
Charlotte 



JOB FUNCTIONAL AREA 
 
I. Training and Technical Assistance 
 
Job Functions/Duties 
• Train providers on CACFP policies and procedures.  (62)* 
• Train on nutritional program practices.  (63) 
• Provide individual training to providers.  (66) 
• Train providers on creditable and non-creditable foods.  (73) 
• Communicate CACFP procedures to providers.  (74) 
• Provide individualized technical assistance on record keeping and programmatic errors with provider. 

(76,79,85) 
 
*Note to reviewers: Numbers refer to job functions/duties as they appeared on the national survey are 
included for reference purposes. 
 
Suggested Competencies Related to Training and Technical Assistance  
1.1 Communicates with FDCH providers and determines training needs. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 
1.2 Develops a systematic training program to ensure that FDCH providers are familiar with  
 program requirements. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 



1.3 Conducts orientation and training on all aspects of CACFP participation and policies and 
 procedures of the sponsoring organization. 
 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 
1.4 Reviews performance of FDCH providers in CACFP implementation and provides  
 appropriate feedback. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 
1.5 Adapts training to provide technical assistance on an individualized and as-needed basis. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 



JOB FUNCTIONAL AREA 
 
II. Meal Service 
 
Job Functions/Duties 
• Review age-specific meal pattern requirements with provider.  (31,32,33) 
• Review the infant feeding program with provider.  (35) 
• Monitor meal schedules by observing service of all FDCH meal types.  (38,39,40) 
• Perform mandatory onsite visits to providers.  (86) 
 
Suggested Competencies Related to Meal Service 
2.1 Reviews the meal pattern requirements to ensure proper implementation by the FDCH.  
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 
2.2 Reviews meal service to ensure proper implementation of the meal patterns and a positive mealtime 

environment. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 



2.3 Reviews the menu on an on-going basis to ensure good menu planning guidance is followed to 
 allow for development of healthful eating behaviors of enrolled children. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 
2.4 Assures the proper interpretation and implementation of the infant meal pattern. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 
2.5 Maintains a regular onsite visitation schedule of CACFP participants to ensure proper  
 implementation of the CACFP and a healthy eating environment. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  



JOB FUNCTIONAL AREA 
 
III. Administrative Duties 
 
Job functional areas: 
1. Record Keeping 
2. Marketing/Outreach 
3. Reporting  
4. General Clerical 
 
1.  Recording Keeping 
 
Job Functions/Duties 
• Maintain files of required records for each provider.  (9) 
• Communicate provider issues with sponsor.  (10) 
• Comply with sponsoring organization’s policy and procedures.  (12) 
• Verify license/certification capacity of FDCH.  (13) 
• Maintain written reports and monitoring activities to sponsoring agency.  (11,14) 
 
Suggested Competencies for Administrative Duties/Recording Keeping 
3.1 Establishes a system for maintaining and reporting all monitoring activities to the sponsoring 
 organization. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 
3.2 Determines procedures needed to verify CACFP participants meet all local, state, and federal 
 requirements for participation in the CACFP and as FDCH providers. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 



3.3 Serves as the liaison between the sponsoring organization and the FDCH.  
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  



JOB FUNCTIONAL AREA 
 
IV. Professional Behavior and Development 
 
Job Functions/Duties 
• Maintain knowledge of current CACFP regulations through staff meetings.  (27,60) 
• Communicate with providers in an ethical, respectful, and caring manner.  (28) 
• Follow federal, state, and local regulations.  (80) 
• Support the mission of child care associations.  (61) 
• Maintain standards of ethics and promote agency’s interests.  (90) 
 
Suggested Competencies for Professional Behavior and Development 
4.1 Participates in continuing education activities such as seminars, workshops, professional  
 conferences, and enrolls in college courses. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 
4.2 Networks with other child care professionals. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
  
  
  
 



4.3 Conducts professional growth programs for providers. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 
4.4 Assumes an active role in professional organizations. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
  
 
4.5 Reads current trade, technical, and professional publications and applies appropriate new 
 information in performance of monitoring duties. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 



4.6 Maintains a plan for continuing self-development and education. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
  
 
4.7 Performs all duties and responsibilities in an ethical manner. 
1. The competency adequately reflects the contents of the duties for the related job functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
2. The competency adequately encompasses the Knowledge and Skills under the related job 
 functional area. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
3. The competency is stated clearly and accurately. 
Strongly Disagree Disagree Agree  Strongly Agree  
 
Comments:  
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Survey Results of  
Job Duties and Training Needs of Sponsor Monitor  
Related to the Child and Adult Care Food Program  

By Directors  
(n=349) 

 
Survey Item 1 

 

How 
Often 
(1-5) 

How 
Important 

(1-4) 

How 
Often 
Rank 

How 
Important 

Rank 

28a Communicate with providers in an ethical, respectful, 
and caring manner. 

4.70 3.91 2.00 1.00 

12 Comply with sponsoring organization’s policy and 
procedures. 

4.75 3.86 1.00 4.00 

80 Follow federal, state, and local regulations. 4.63 3.86 3.00 3.00 
90 Maintain standards of ethics and promote agency’s 

interests. 
4.54 3.81 4.00 6.00 

27 Maintain current knowledge of CACFP regulations. 4.37 3.86 5.00 2.00 
79 Provide technical assistance to providers. 3.90 3.65 6.00 15.00 
10 Communicate provider issues with sponsor. 3.38 3.58 8.00 24.00 
75 Communicate CACFP regulations to providers. 3.72 3.72 10.00 9.00 
9 Maintain files of required records for each provider. 3.81 3.48 9.00 34.00 

93 Perform other job functions as assigned/negotiated. 3.89 3.48 7.00 32.00 
74 Communicate CACFP procedures to providers. 3.68 3.71 11.00 10.00 
86 Perform mandatory onsite visits to providers. 3.61 3.74 14.00 8.00 
13 Verify license/certification/registration capacity of 

FDCH. 
3.66 3.60 12.00 20.00 

14 Report monitoring activities to sponsoring agency. 3.62 3.59 13.00 22.00 
31 Review meal pattern requirements with provider. 3.58 3.61 15.00 19.00 
32 Review food-serving requirements with provider. 3.55 3.58 16.00 26.00 
62 Train providers on CACFP program policies and 

procedures. 
3.45 3.70 24.00 11.00 

76 Discuss programmatic errors with providers. 3.53 3.63 20.00 17.00 
91 Report allegations of CACFP non-compliance. 3.43 3.75 26.00 7.00 
94 Report all suspected abuse and neglect. 3.36 3.83 30.00 5.00 
29 Maintain appropriate documentation of corrective 

action with a problem provider. 
3.45 3.64 23.00 16.00 

38 Observe meal services at each FDCH. 3.41 3.68 28.00 13.00 
85 Oversee record keeping of the providers. 3.55 3.46 18.00 35.00 
73 Train providers on creditable and non-creditable foods. 3.40 3.70 29.00 12.00 
33 Review the menu with providers. 3.47 3.57 21.00 27.00 
19 Maintain monthly monitor activity records. 3.55 3.48 17.00 33.00 
39 Observe all FDCH meal types (breakfast, lunch & 

snacks). 
3.41 3.60 27.00 21.00 

87 Conduct initial four-week new home reviews. 3.27 3.67 37.00 14.00 
23 Perform central office duties. 3.53 3.13 19.00 70.00 
18 Maintain monthly monitor expense records. 3.43 3.38 25.00 45.00 
8 Distribute appropriate provider reporting forms. 3.45 3.41 22.00 42.00 

63 Train on nutritional program. 3.29 3.59 36.00 23.00 
26 Provide preliminary enrollment and training of 

providers. 
3.18 3.55 43.00 28.00 

1Presented in descending order by Product Rank. 
aItem number from the survey questionnaire. 
 



  

By Directors, continued. 
 

Survey Item 1 

 

How 
Often 
(1-5) 

How 
Important 

(1-4) 

How 
Often 
Rank 

How 
Important 

Rank 

66a Provide individual training to providers. 3.22 3.58 39.00 25.00 
22 Perform field office duties. 3.35 3.20 31.00 62.00 
11 Complete required reports for sponsoring organization. 3.31 3.41 34.00 43.00 
40 Monitor meal schedules. 3.35 3.44 32.00 37.00 
77 Coordinate corrective action and follow-up 

withdrawals. 
3.24 3.55 38.00 30.00 

37 Assure menu corrections have been made as required. 3.29 3.42 35.00 41.00 
92 Report noncompliance with state child care regulations. 3.15 3.62 46.00 18.00 
83 Follow edit checks according to CACFP regulations. 3.15 3.37 45.00 47.00 
35 Review infant feeding program with provider. 3.19 3.43 40.00 39.00 
61 Support the mission of child care associations. 3.35 3.22 33.00 60.00 
17 Plan monthly monitoring activity schedule. 3.19 3.42 42.00 40.00 
25 Enroll new providers. 3.07 3.43 50.00 38.00 
20 Provide information that might lead to termination of 

providers. 
3.08 3.55 49.00 29.00 

78 Assist in tracking child enrollment and withdrawals. 3.19 3.29 41.00 52.00 
60 Participate in staff meetings. 3.16 3.53 44.00 31.00 
24 Recruit new providers. 3.10 3.35 47.00 49.00 
81 Approve eligibility of the children to participate. 3.07 3.18 51.00 63.00 
41 Evaluate and monitor progress of provider in improving 

menus. 
3.08 3.27 48.00 54.00 

42 Provide technical assistance for feeding infants. 3.01 3.30 53.00 50.00 
47 Conduct food service sanitation inspection in FDCH. 2.93 3.24 55.00 58.00 
15 Update CACFP eligibility of providers. 2.88 3.28 58.00 53.00 
1 Review, approve, and process monthly Claims Reports. 2.83 3.38 60.00 44.00 
82 Monitor income eligibility application. 2.83 3.15 62.00 68.00 
84 Determine tiers. 2.79 3.18 63.00 64.00 
50 Distribute CACFP and other USDA literature. 3.04 3.18 52.00 66.00 
72 Process provider claim reimbursements. 2.73 3.37 65.00 46.00 
34 Review special needs for menu items with provider. 2.91 3.30 56.00 51.00 
2 Assist in preparation of monthly claims for 

reimbursement. 
2.74 3.25 64.00 57.00 

56 Maintain relations with regulatory agencies. 2.87 3.26 59.00 56.00 
68 Assist in identifying training needs, materials, and 

resources for providers. 
2.83 3.35 61.00 48.00 

30 Provide directions to provider’s home. 2.97 2.89 54.00 76.00 
64 Conduct formal training of providers. 2.61 3.44 68.00 36.00 
7 Assist with the development of training tools for 

providers. 
2.71 3.22 66.00 59.00 

1Presented in descending order by Product Rank. 
aItem number from the survey questionnaire. 
 
 
 
 
 
 
 



  

By Directors, continued. 
 

Survey Item 1 

 

How 
Often 
(1-5) 

How 
Important 

(1-4) 

How 
Often 
Rank 

How 
Important 

Rank 

3a Assist in correspondence (newsletter/form letter/E-
mail). 

2.89 2.87 57.00 77.00 

43 Perform menu analysis. 2.68 3.01 67.00 72.00 
88 Conduct parent verifications or review of child 

enrollment information. 
2.52 3.08 69.00 71.00 

4 Assist with yearly provider application preparation. 2.43 3.14 72.00 69.00 
65 Plan program training. 2.38 3.18 73.00 65.00 
69 Maintain resource library for providers. 2.46 2.70 71.00 86.00 
55 Network with other child care agencies. 2.51 2.94 70.00 73.00 
67 Facilitate group training to providers. 2.30 3.17 76.00 67.00 
48 Perform public relation in caseload area. 2.37 2.71 74.00 84.00 
58 Participate in professional development training. 2.28 3.27 78.00 55.00 
71 Contribute to a provider newsletter. 2.35 2.90 75.00 74.00 
16 Distribute providers’ monthly payment. 2.20 2.76 81.00 81.00 
57 Attend professional conferences. 2.18 3.21 82.00 61.00 
54 Represent sponsoring organization in appropriate 

community activities. 
2.30 2.89 77.00 75.00 

89 Verify or review child enrollment information with 
parents. 

2.14 2.85 84.00 80.00 

59 Maintain membership in professional organization. 2.21 2.85 80.00 79.00 
5  Assist with yearly sponsor re-contracting application. 2.08 2.85 87.00 78.00 
51 Conduct minority outreach efforts in community. 2.15 2.65 83.00 87.00 
49 Distribute Child Health Insurance information and WIC 

literature. 
2.26 2.56 79.00 89.00 

70 Develop a provider newsletter. 2.07 2.70 88.00 85.00 
36 Develop pre-planning menus and recipes. 2.13 2.53 85.00 90.00 
46 Conduct home safety inspection in FDCH. 1.95 2.50 89.00 92.00 
6 Assist with yearly sponsor application with state 

agency. 
1.91 2.75 90.00 82.00 

52 Promote CACFP week. 2.12 2.63 86.00 88.00 
45 Monitor fire safety in FDCH. 1.84 2.36 92.00 93.00 
21 Terminate providers. 1.72 2.72 93.00 83.00 
53 Perform informational presentations at conferences. 1.87 2.51 91.00 91.00 
44 Train provider in CPR. 

 
1.21 1.97 94.00 94.00 

1Presented in descending order by Product Rank. 
aItem number from the survey questionnaire. 
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Survey Results of 
Job Duties and Training Needs of Sponsor Monitor 
Related to the Child and Adult Care Food Program  

By Sponsor Monitors  
(n= 499) 

 
Survey Item 1 

 

How 
Often 
(1-5) 

How 
Important 

(1-4) 

How 
Often 
Rank 

How 
Important 

Rank 

28a Communicate with providers in an ethical, respectful, 
and caring manner. 

4.70 3.92 1.00 1.00 

80 Follow federal, state, and local regulations. 4.59 3.88 2.00 2.00 
12 Comply with sponsoring organization’s policy and 

procedures. 
4.53 3.78 3.00 4.00 

90 Maintain standards of ethics and promote agency’s 
interests. 

4.28 3.71 4.00 9.00 

27 Maintain current knowledge of CACFP regulations. 4.20 3.83 5.00 3.00 
9 Maintain files of required records for each provider. 3.94 3.60 6.00 20.00 

79 Provide technical assistance to providers. 3.85 3.65 8.00 17.00 
93 Perform other job functions as assigned/negotiated. 3.89 3.49 7.00 36.00 
74 Communicate CACFP procedures to providers. 3.69 3.72 12.00 8.00 
75 Communicate CACFP regulations to providers. 3.70 3.71 10.00 10.00 
10 Communicate provider issues with sponsor. 3.72 3.55 9.00 28.00 
86 Perform mandatory onsite visits to providers. 3.63 3.76 15.00 5.00 
31 Review meal pattern requirements with provider. 3.70 3.69 11.00 12.00 
32 Review food-serving requirements with provider. 3.64 3.65 14.00 16.00 
33 Review the menu with providers. 3.59 3.67 17.00 14.00 
38 Observe meal services at each FDCH. 3.53 3.75 20.00 7.00 
14 Report monitoring activities to sponsoring agency. 3.64 3.52 13.00 34.00 
13 Verify license/certification/registration capacity of 

FDCH. 
3.61 3.52 16.00 32.00 

73 Train providers on creditable and non-creditable foods. 3.52 3.68 22.00 13.00 
39 Observe all FDCH meal types (breakfast, lunch & 

snacks). 
3.54 3.66 19.00 15.00 

85 Oversee record keeping of the providers. 3.53 3.57 21.00 24.00 
22 Perform field office duties. 3.51 3.36 23.00 49.00 
8 Distribute appropriate provider reporting forms. 3.58 3.46 18.00 38.00 

76 Discuss programmatic errors with providers. 3.45 3.59 25.00 22.00 
62 Train providers on CACFP program policies and 

procedures. 
3.35 3.69 29.00 11.00 

40 Monitor meal schedules. 3.49 3.53 24.00 33.00 
19 Maintain monthly monitor activity records. 3.45 3.40 26.00 46.00 
37 Assure menu corrections have been made as required. 3.37 3.56 28.00 25.00 
23 Perform central office duties. 3.44 3.17 27.00 66.00 
17 Plan monthly monitoring activity schedule. 3.33 3.43 30.00 41.00 
63 Train on nutritional program. 3.19 3.62 35.00 19.00 
78 Assist in tracking child enrollment and withdrawals. 3.30 3.37 31.00 47.00 

1Presented in descending order by Product Rank. 
aItem number from the survey questionnaire. 
 
 
 
 



  

 
By Sponsor Monitors, continued. 

 
Survey Item 1 

 

How 
Often 
(1-5) 

How 
Important 

(1-4) 

How 
Often 
Rank 

How 
Important 

Rank 

29a Maintain appropriate documentation of corrective 
action with a problem provider. 

3.18 3.59 36.00 21.00 

35 Review infant feeding program with provider. 3.21 3.54 33.00 29.00 
87 Conduct initial four-week new home reviews. 3.12 3.59 38.00 23.00 
77 Coordinate corrective action and follow-up 

withdrawals. 
3.13 3.53 37.00 31.00 

61 Support the mission of child care associations. 3.26 3.27 32.00 57.00 
41 Evaluate and monitor progress of provider in improving 

menus. 
3.20 3.41 34.00 44.00 

91 Report allegations of CACFP non-compliance. 3.02 3.63 47.00 18.00 
26 Provide preliminary enrollment and training of 

providers. 
3.06 3.55 41.00 26.00 

66 Provide individual training to providers. 3.07 3.53 39.00 30.00 
25 Enroll new providers. 3.02 3.55 45.00 27.00 
24 Recruit new providers. 3.04 3.41 43.00 43.00 
11 Complete required reports for sponsoring organization. 2.99 3.34 48.00 50.00 
18 Maintain monthly monitor expense records. 3.05 3.13 42.00 70.00 
81 Approve eligibility of the children to participate. 2.90 3.18 52.00 64.00 
94 Report all suspected abuse and neglect. 2.76 3.75 58.00 6.00 
42 Provide technical assistance for feeding infants. 2.98 3.37 49.00 48.00 
60 Participate in staff meetings. 3.03 3.44 44.00 40.00 
92 Report noncompliance with state child care regulations. 2.83 3.51 56.00 35.00 
47 Conduct food service sanitation inspection in FDCH. 2.84 3.33 55.00 52.00 
34 Review special needs for menu items with provider. 2.93 3.41 50.00 45.00 
43 Perform menu analysis. 2.92 3.26 51.00 58.00 
50 Distribute CACFP and other USDA literature. 3.02 3.25 46.00 59.00 
30 Provide directions to provider’s home. 3.06 3.05 40.00 73.00 
15 Update CACFP eligibility of providers. 2.84 3.30 54.00 56.00 
20 Provide information that might lead to termination of 

providers. 
2.81 3.45 57.00 39.00 

1 Review, approve, and process monthly Claims Reports. 2.70 3.42 60.00 42.00 
68 Assist in identifying training needs, materials, and 

resources for providers. 
2.88 3.34 53.00 51.00 

82 Monitor income eligibility application. 2.65 3.17 62.00 68.00 
84 Determine tiers. 2.64 3.17 63.00 67.00 
2 Assist in preparation of monthly claims for 

reimbursement. 
2.62 3.31 65.00 54.00 

7 Assist with the development of training tools for 
providers. 

2.74 3.30 59.00 55.00 

72 Process provider claim reimbursements. 2.54 3.31 67.00 53.00 
64 Conduct formal training of providers. 2.52 3.48 68.00 37.00 

1Presented in descending order by Product Rank. 
aItem number from the survey questionnaire. 
 
 
 
 
 



  

 
By Sponsor Monitor, continued. 

 
Survey Item 1 

 

How 
Often 
(1-5) 

How 
Important 

(1-4) 

How 
Often 
Rank 

How 
Important 

Rank 

83a Follow edit checks according to CACFP regulations. 2.51 3.05 69.00 72.00 
56 Maintain relations with regulatory agencies. 2.62 3.10 64.00 71.00 
88 Conduct parent verifications or review of child 

enrollment information. 
2.58 3.13 66.00 69.00 

3 Assist in correspondence (newsletter/form letter/E-
mail). 

2.69 2.91 61.00 75.00 

4 Assist with yearly provider application preparation. 2.41 3.18 71.00 65.00 
69 Maintain resource library for providers. 2.42 2.84 70.00 81.00 
65 Plan program training. 2.23 3.24 74.00 60.00 
67 Facilitate group training to providers. 2.22 3.22 76.00 61.00 
16 Distribute providers’ monthly payment. 2.13 2.95 79.00 74.00 
48 Perform public relation in caseload area. 2.20 2.74 77.00 85.00 
89 Verify or review child enrollment information with 

parents. 
2.17 2.85 78.00 77.00 

55 Network with other child care agencies. 2.26 2.84 72.00 78.00 
71 Contribute to a provider newsletter. 2.22 2.89 75.00 76.00 
58 Participate in professional development training. 2.10 3.20 80.00 62.00 
36 Develop pre-planning menus and recipes. 2.24 2.79 73.00 83.00 
57 Attend professional conferences. 2.05 3.19 82.00 63.00 
46 Conduct home safety inspection in FDCH. 1.96 2.73 84.00 87.00 
54 Represent sponsoring organization in appropriate 

community activities. 
2.06 2.82 81.00 82.00 

5  Assist with yearly sponsor re-contracting application. 1.86 2.84 88.00 79.00 
45 Monitor fire safety in FDCH. 1.81 2.64 90.00 91.00 
70 Develop a provider newsletter. 1.93 2.76 86.00 84.00 
49 Distribute Child Health Insurance information and WIC 

literature. 
2.03 2.55 83.00 93.00 

52 Promote CACFP week. 1.93 2.70 85.00 88.00 
59 Maintain membership in professional organization. 1.88 2.74 87.00 86.00 
51 Conduct minority outreach efforts in community. 1.82 2.56 89.00 92.00 
53 Perform informational presentations at conferences. 1.71 2.64 91.00 90.00 
21 Terminate providers. 1.57 2.84 92.00 80.00 
6 Assist with yearly sponsor application with state 

agency. 
1.57 2.66 93.00 89.00 

44 Train provider in CPR. 1.22 2.22 94.00 94.00 
1Presented in descending order by Product Rank.9 
aItem number from the survey questionnaire. 
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Survey Results of 
Training Needs of Sponsor Monitor As Perceived  

By Sponsoring Organization Directors  
(n=349) 
Type of Training Frequency % 

2a Program regulation/requirements 150 43.5 
34 Dealing with problem providers 122 35.7 
9 Record keeping/documentation 109 31.9 

48 Techniques for recruiting new providers 98 28.7 
1 Meal pattern requirements 87 25.4 
4 Creditable and non-creditable foods 85 24.9 

27 Nutrition education materials for children 81 23.7 
3 Audit/review procedures 62 18.1 

16 Cost effective program management 53 15.5 
44 Marketing the CACFP 51 14.9 
20 Menu planning for meals and snacks 50 14.6 
26 Introducing new foods to children 50 14.6 
32 Training adults 42 12.3 
18 Food safety procedures 40 11.7 
30 How to deal with job stress 38 11.1 
7 Planning affordable meals 36 10.5 

13 Time management techniques 36 10.5 
21 Infant and toddler menu planning 32 9.4 
49 Adult learning methods/techniques  31 9.1 
8 Completing free and reduced price meals application 28 8.2 

10 Developing computer skills 28 8.2 
22 Ethnic and cultural menu planning 23 6.7 
29 Credible portion sizes 23 6.7 
31 Infant Meal Patterns 23 6.7 
25 Meals for children with special needs 22 6.4 
38 Customer service training 21 6.1 
12 Evaluating retail food products for creditability 20 5.8 
15 Stretching the food dollar 20 5.8 
24 Family style meal service 20 5.8 
23 Preventing food waste 19 5.6 
39 Cooking with children 19 5.6 
6 Evaluating recipes for meal pattern 18 5.3 

33 Reading and understanding food labels 18 5.3 
42 Personal safety training 17 5.0 
35 Best practices in early childhood education 16 4.7 
41 Identifying suspected child abuse 14 4.1 
45 Creating a provider newsletter 14 4.1 
40 Multi cultural awareness 12 3.5 
43 Ideas for snacks 10 2.9 
46 Best practices in early childhood education 10 2.9 
47 Child development 9 2.6 
5 Standardizing recipes 8 2.3 

50 Others (please list) 7 2.0 
14 USDA commodity utilization 6 1.8 
28 First aid and CPR 6 1.8 
11 Purchasing from the grocery store 5 1.5 
19 Food preparation techniques 4 1.2 
37 Travel safety tips 4 1.2 
17 Food storage procedures 3 .9 
36 Telephone skills 2 .6 

aItem number from the survey questionnaire. 
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Survey Results of 
Training Needs of Sponsor Monitor As Perceived By Sponsor Monitors  

(n= 499) 
Type of Training Frequency % 

2a Program regulation/requirements 191 38.7 
34 Dealing with problem providers 179 36.2 
9 Record keeping/documentation 132 26.7 
4 Creditable and non-creditable foods  115 23.3 
1 Meal pattern requirements 107 21.7 

48 Techniques for recruiting new providers 105 21.3 
27 Nutrition education materials for children 98 19.8 
20 Menu planning for meals and snacks  97 19.6 
26 Introducing new foods to children 85 17.2 
7 Planning affordable meals  76 15.4 
3 Audit/review procedures 70 14.2 

18 Food safety procedures 66 13.4 
44 Marketing the CACFP 62 12.6 
21 Infant and toddler menu planning 53 10.7 
30 How to deal with job stress 53 10.7 
39 Cooking with children 53 10.7 
10 Developing computer skills 50 10.1 
16 Cost effective program management 47 9.5 
13 Time management techniques 45 9.1 
28 First aid and CPR   43 8.7 
23 Preventing food waste 42 8.5 
32 Training adults 42 8.5 
15 Stretching the food dollar 40 8.1 
43 Ideas for snacks 40 8.1 
22 Ethnic and cultural menu planning 39 7.9 
25 Meals for children with special needs 39 7.9 
29 Credible portion sizes 39 7.9 
41 Identifying suspected child abuse 37 7.5 
12 Evaluating retail food products for creditability 35 7.1 
8 Completing free and reduced price meals application 30 6.1 

33 Reading and understanding food labels 30 6.1 
40 Multi cultural awareness 29 5.9 
6 Evaluating recipes for meal pattern 28 5.7 

35 Best practices in early childhood education 28 5.7 
49 Adult learning methods/techniques 25 5.1 
31 Infant Meal Patterns 22 4.5 
45 Creating a provider newsletter 22 4.5 
24 Family style meal service 21 4.3 
47 Child development 19 3.8 
42 Personal safety training 17 3.4 
46 Best practices in early childhood education 16 3.2 
38 Customer service training 15 3.0 
50 Others (please list) 14 2.8 
5 Standardizing recipes 13 2.6 

11 Purchasing from the grocery store 13 2.6 
19 Food preparation techniques 13 2.6 
14 USDA commodity utilization 8 1.6 
17 Food storage procedures 6 1.2 
37 Travel safety tips 5 1.0 
36 Telephone skills 2 .4 

aItem number from the survey questionnaire. 
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Family Day Care Homes (FDCH) operate within the
guideline of the Child and Adult Care Food Program
(CACFP), a federally funded nutrition assistance
program designed to provide healthful meals and
snacks to children and adults receiving day care.  The
CACFP provides a food and nutrition safety net for
children receiving care in thousands of FDCH in the
United States.  Children living in low-income
households are the primary intended beneficiaries of
the CACFP.  The CACFP plays a vital role in
improving the quality of day care by providing
reimbursement for meals to the FDCH provider, thus
making child care more affordable for many low-
income families.  Sponsoring organizations provide
administrative guidance and oversight to FDCH
providers through a monitoring system.  It is the
responsibility of sponsoring organizations, which are

answerable to the state agency, to ensure that FDCH
providers fulfill their obligation to serve nutritious meals
that meet the meal patterns of the CACFP, while fulfilling
regulations and policies of the program and the sponsoring
organization.  Sponsoring organizations rely upon the
sponsor monitor to provide a first-hand accounting of the
FDCH providers under their sponsorship.  

The National Food Service Management Institute (NFSMI)
Applied Research Division embarked upon a three-phase
research study to identify job duties, competencies,
knowledge, and skills of sponsor monitors.  During Phase
I, perceived job duties and training needs of sponsor
monitors were identified with input from state child
nutrition program directors and sponsoring organization
directors.  During Phase II, sponsoring organization
directors and sponsor monitors were surveyed to validate
job duties and training needs of sponsor monitors.
Competencies, knowledge, and skills of sponsor monitors
were identified and validated in Phase III.  Informed
consent procedures established by the Human Subjects
Protection Review Committee of the University of
Southern Mississippi were followed throughout each phase
of the research.

No. 18

METHODS:
Identification of Job Duties
of Sponsor Monitors
Phase I: Survey Instrument Development
• State agency child nutrition directors were asked to provide

a listing of sponsoring organizations.  Thirty-two states
responded with 521 sponsoring organizations.  

• Ninety-four sponsoring organizations were randomly
selected to provide job descriptions for sponsor monitors.  

• NFSMI researchers reviewed the job descriptions and
identified 82 job duties performed by sponsor monitors.  

• A CACFP expert panel was convened to validate the job
duties, training needs, and demographic questions
identified in the two preliminary survey instruments.  

— Continued
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Job Duties, Competencies, Knowledge,
and Skills of Sponsor Monitors

of Family Day Care Homes Participating in the
Child and Adult Care Food Program



Phase II: Survey Implementation
• State agency child nutrition directors were asked to provide

an updated listing of sponsoring organizations. Fifty states,
Washington D.C., and three U.S. territories responded with
1045 sponsoring organizations.

• Survey instruments were mailed to all 1045 sponsoring
organization directors.  Sponsoring organization directors
were asked to complete the director survey and to distribute
sponsor monitor survey instruments to two sponsor
monitors in their organization.

• Survey participants were asked to react to “frequency
performed,” and “importance” of each job duty, and the
“perceived importance” of each training need.

• A second CACFP expert panel reviewed the results of the
factor analysis of the survey responses and determined any
redundancies and/or commonalities in the job duties.

Phase III: Development of Knowledge and
Skill Statements

• Researchers wrote knowledge and skill statements for job
duties.

• A modified Delphi technique was used to obtain reactions
from 85 CACFP child care professionals to the proposed
knowledge and skill statements.  

• Participants provided suggestions that were modified by
researches and were reflected in the final version of the
knowledge and skill statements.  

• Researchers developed competency statements to reflect the
revised knowledge and skill statements.

• Phase II CACFP expert panel members were reconvened to
react to the competency statements in a two-step modified
Delphi process.

PHASE I:
Survey Development Results
Job duties of sponsor monitors were identified using job
descriptions provided by sponsoring organization directors.
Two survey instruments were developed to determine the
agreement between sponsoring organization directors and

sponsor monitors and to identify program/personal
characteristics for each group surveyed.  The final survey
instruments contained 94 job duties and 50 training needs.  Part
I of each survey addressed the frequency and importance of
each job duty as perceived by survey participants.  Part II
directed the survey participants to identify the top five training
needs of sponsor monitors.  Part III was designed to capture the
demographic characteristics and comments of sponsoring
organization directors and sponsor monitors completing the
survey.

PHASE II:
Survey Implementation Results
All states participated and submitted current listings of 1045
sponsoring organizations.  Survey instruments were mailed to
all sponsoring organization directors.  Sponsoring organization
directors were asked to distribute sponsor monitor survey
instruments to two sponsor monitors.  When sponsoring
organization directors performed the role of the monitor, they
were asked to complete the director survey instrument only.
Three hundred and forty-nine sponsoring organization directors
and 499 sponsor monitors returned a completed survey.
Researchers expected that sponsoring organization directors
and sponsor monitors would differ in their level of agreement
on the importance of sponsor monitor training needs and job
duties and how often job tasks were performed.  However, both
groups recorded similar responses to job duties and training
needs of effective sponsor monitors.

Factor analysis of survey results revealed four job functional
areas and 50 job functions.  There was 96% agreement between
directors and monitors on the top 50 job duties.  There was
agreement of the top five job duties for sponsor monitors
between the two groups surveyed; however, the order varied
slightly. 

Top five job duties as perceived by sponsoring organization
directors:

• Communicate with providers in an ethical, respectful, and
caring manner.

• Comply with sponsoring organization’s policies and
procedures.

• Follow federal, state, and local regulations.

• Maintain standards of ethics and promote agency’s interests.

• Maintain current knowledge of CACFP regulations.

Top five job duties as perceived by sponsor monitors:

• Communicate with providers in an ethical, respectful, and
caring manner.

• Follow federal, state, and local regulations.

• Comply with sponsoring organization’s policies and
procedures.

• Maintain standards of ethics and promote agency’s interests.

• Maintain current knowledge of CACFP regulations.

Expert Panel
A CACFP expert panel was convened to review the results of
the national survey.  These same child nutrition professionals
participated in the modified Delphi process during Phase III.

— Continued



Training and Technical Assistance
1.1 Communicates with FDCH providers and determines training needs.
1.2 Assists in developing a systematic training program to ensure that FDCH

providers are familiar with program requirements.
1.3 Conducts orientation and training on all aspects of CACFP participation,

including policies and procedures of the sponsoring organization.
1.4 Reviews performance of FDCH providers in CACFP implementation and

provides appropriate feedback.
1.5 Adapts training to provide technical assistance on an individualized and

as-needed basis.

Meal Service
2.1 Reviews the meal pattern requirements to ensure proper implementation

by the FDCH provider.
2.2 Reviews meal service to ensure proper implementation of the meal

patterns and a positive mealtime environment.
2.3 Reviews the menu to ensure good menu planning is followed for

development of healthful eating behaviors.
2.4 Assures the proper interpretation and implementation of the infant meal

pattern.

2.5 Maintains a regular onsite visitation schedule of CACFP participants to
ensure proper implementation of the CACFP and a healthy eating
environment.

Administrative Duties 
3.1 Follows a system for maintaining and reporting all monitoring activities to

the sponsoring organization.
3.2 Implements procedures needed to verify that FDCH providers meet all

federal, state, and local requirements for participation in the CACFP.
3.3 Serves as the liaison between the sponsoring organization and the FDCH

provider.

Professional Behavior and Development
4.1 Participates in continuing education activities such as seminars,

workshops, professional conferences, and college courses.
4.2 Networks with other child care professionals.
4.3 Participates actively in professional organizations.
4.4 Reads current trade, technical, and professional publications and applies

appropriate new information in performance of monitoring duties.
4.5 Maintains a plan for continuing self-development and education.
4.6 Performs all duties and responsibilities in an ethical manner.

Sponsoring organizations provide oversight of FDCH providers participating in
the Child and Adult Care Food Program (CACFP) in the areas of program
accountability and nutrition integrity.  The sponsor monitor serves as the link
between the sponsoring organization and the FDCH provider to assure that the
FDCH provider operates within the guidelines of the CACFP, a federally funded
child nutrition assistance program designed to provide healthful meals and
snacks to children and adults receiving day care.  Effective sponsor monitors
demonstrate competency when performing the following job duties:

Training and Technical Assistance
• Train providers on CACFP policies and procedures.
• Train providers on nutritional program practices.
• Provide individual training to providers.
• Train providers on creditable and non-creditable foods.
• Communicate CACFP procedures to provider.
• Provide individualized technical assistance on record keeping and

programmatic errors with provider.

Meal Services
• Perform mandatory onsite visits to providers.
• Review age-specific meal pattern requirements with provider.
• Review infant feeding program with provider.
• Monitor meal schedules by observing service of all FDCH meal types.

Administrative Duties
A. Record Keeping

• Maintain files of required records for each provider.
• Communicate provider issues with sponsor.
• Comply with sponsoring organization’s policies and

procedures.

• Verify license/certification/registration capacity of 
FDCH.

• Maintain written reports and monitoring activities to 
sponsoring agency.

B. Marketing/Outreach
• Recruit new providers.
• Enroll new providers.
• Provide preliminary enrollment and training of 

providers.
C. Reporting

• Maintain appropriate documentation of corrective 
action with a problem provider.

• Report allegations of CACFP child care abuse, child 
neglect, and non-compliance issues.

D. General Clerical
• Distribute appropriate provider reporting forms.
• Perform central office duties.
• Perform field office duties.
• Approve eligibility of children to participate.
• Plan and maintain all monitoring schedule, activity, and 

expense records.

Professional Behavior and Development
• Maintain knowledge of current CACFP regulations through staff meetings.
• Communicate with providers in an ethical, respectful, and caring manner.
• Follow federal, state, and local regulations.
• Support the mission of child care associations.
• Maintain standards of ethics and promote agency’s interests.

SAMPLE JOB DESCRIPTION - Sponsor Monitor

Sponsor monitors effectively performing the above job duties
demonstrate these competencies:



In the final version, four functional areas were
associated with 30 remaining job duties and are
presented in the sample Job Description included in
this issue of Insight.

PHASE III:
Identification of
Competencies, Knowledge,
and Skills of Sponsor
Monitors Results
Identification of Knowledge and Skill
Statements
Knowledge and skill statements were written to fit
the duties of sponsor monitors, and a survey
instrument was developed.  A Delphi panel of CACFP
experts received the survey.  Twenty-six of the 85
CACFP child care professionals who were randomly
contacted to participate in the modified Delphi
technique returned the completed survey.  The survey
participants were provided three options for each
knowledge and skill statement, they were: “accept,”
“accept with modification” or “delete” each of the
proposed statements.  All statements met the
predetermined agreement level of 80% for retention in
the first round of the Delphi agreement process.  Due
to the high level of agreement, no further Delphi steps
were necessary.  Some statements were combined or
restated for greater clarity.  Comments by the Delphi
participants resulted in the addition of several
knowledge and skill statements.  

Top Five Training Needs
of Sponsor Monitors

The top five training needs for sponsor

monitors as perceived by sponsoring

organization directors in descending

order were:

• Program regulations/requirements,

• Dealing with problem providers,

• Record keeping/documentation,

• Techniques for recruiting new

providers, and 

• Meal pattern requirements.

The top five training needs for sponsor

monitors as perceived by sponsor

monitors in descending order were:  

• Program regulations/requirements,

• Dealing with problem providers,

• Record keeping/documentation,

• Creditable and non-creditable foods,

and 

• Meal pattern requirements.

“I enjoy my work as a monitor
and the interaction with

FDCH providers.”

“I am impressed by how many
children and FDCH providers

benefit from the CACFP.”

“I hope this survey will help
with our staff development.
I feel we need more on-going
training opportunities that
are conveniently located.”

“The CACFP is a very valuable
program. Not only is it
a resource that helps to
hold down the cost for

families, it teaches good
nutrition habits.”

— Continued



FAC T  F I N D E R

80  . . .Percent of sponsoring organization
directors reported that they are employed
in private, nonprofit organizations.

51  . . . .Percent of directors reported having one to
two monitors employed by the sponsoring
organization.

65  . . .Percent of monitors reported oversight of
100 or fewer FCDH providers. 

50  . . .Percent of sponsoring organizations were
associated with 142 providers or less.  

34  . . .Percent of directors reported having a
baccalaureate degree or higher.  

32 . . . .Percent of monitors reported having a
baccalaureate degree or higher.

19  . . . .Percent of monitors reported their area of
study was in early childhood education,
family child studies, or child development.

71  . . . .Percent of directors reported having more
than 10 years of experience in the child care
business.

51  . . . .Percent of directors reported having
worked with the CACFP 10 years or more.  

40  . . .Percent of monitors reported having
worked with the CACFP one to five years.  

58  . . .Percent of monitors reported earning an
hourly wage of $10.00 or greater.  

51  . . . .Percent of monitors reported they were
employed 40 hours or more per week.  

73 . . . .Percent of monitors reported working in
the child care business for six years or more.

80  . . .Percent of monitors reported they received
benefits with their job and health insurance
was the number one benefit.

47  . . .Percent of monitors reported an age range
of 41-55 years.

84  . . .Percent of monitors reported attending
CACFP state offered training.

Development of Competency
Statements 
Competence was defined as the ability to perform
beyond the beginner level without supervision, but
not at the expert level.  Competency statements are
intended to encompass the knowledge and skills
determined for each job duty identified in Phase II
and I.  The expert panel that served in Phase II was
asked to validate the competencies in Phase III
because of their expertise and understanding of the
research objectives.  A modified Delphi technique
was also used to finalize the acceptance, rejection,
or modification of the competencies for sponsor
monitors.  A Likert-type scale was used to record
the level of agreement.  An 80% agreement was
considered an appropriate level to support a
decision to retain competencies.  

A follow-up conference call involving the expert
panel was conducted to clarify any comments
made by the panel, and to allow participants a
second opportunity to react to competency
statements for which agreement was dependent
upon recommended modifications and/or
additional competencies.  The final competency
statements identified for sponsor monitors are
presented in this issue of Insight as part of the
sample Job Description.  

Practical Use of
This Information
Participation in the CACFP is one excellent way to
impact the overall quality of care offered by FDCH
providers.  Sponsor monitors play a key role in the
success of the FDCH provider.  Well-defined job
duties, competencies, knowledge, and skills of
sponsor monitors are tools necessary for an
effective monitoring process.  Sponsoring
organizations may develop job descriptions and
responsibilities based on the result of this study.
Sponsoring organizations may use the competency,
knowledge, and skill statements in the selection
and training of sponsor monitors.  Sponsor
monitors should find the competencies,
knowledge, and skills useful tools for self-
assessment of their training and professional
development needs.  These tools will also provide
the foundation for NFSMI training materials that
meet the needs of sponsor monitors.  Other
interested parties such as the USDA, state agency
child nutrition programs, and CACFP training
consultants may find the information beneficial
and worthy of consideration.  A sample job
description incorporating the job duties,
competencies, knowledge, and skills of sponsor
monitors identified in this study may be helpful in
establishing a consistent standard for the
monitoring process nationally.

— End
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