1
Page 3 of 3

Instructions for 

food & nutrition

child and adult care food PROGRAM

sponsoring organization monitoring staff information - centers

Contracting entities (CEs) that sponsor 25 or more sites must demonstrate that they have adequate staff resources (Full Time Equivalents (FTEs)) to complete required monitoring activities. This form provides a method to calculate the time spent by employees performing monitoring visit activities and the FTEs needed. CEs complete and submit this paper form as part of the application process and when requesting revisions.    

1. Name of Contracting Entity (CE) – Enter the name of the contracting entity.
2. CE ID – Enter the five-digit CE ID that has been assigned to you by the Texas Unified Nutrition Programs System (TX-UNPS). If you do not know your CE ID, leave blank.
3. Version – Enter the version for this submittal. If this is your initial submittal, you will enter “Original”. For each additional submittal, enter “Revision 1”, “Revision 2”, and so on.



PART I – MONITOR STAFF RESOURCES

Complete this section to document the staff committed to performing monitoring-related activities and to identify those activities and the amount of time allocated to complete them.

A.   Employee Name – Enter the name of the employee who performs monitoring tasks.  

B.   Position – Enter the title or descriptive term that identifies the primary type of work performed by the employee.

Annual Monitoring Hours

C.   Monitor Form – Enter the total number of hours accumulated annually for each employee listed who completes the required data on a monitoring form. These hours include all activities related to conducting on-site reviews, including planning and scheduling; pre-review preparation; travel; supervisory oversight of monitors and the monitoring function; time spent in the site during the review; writing review reports; and conducting follow-up reviews.
D. On-Site Training – Enter the total number of hours accumulated annually for each employee listed who conducts on-site training. This includes all on-site training that occurs during a site monitoring review and all training of sponsor staff that is directly related to the monitoring function.  

E. On-Site TA – Enter the total number of hours accumulated annually for each employee listed who provides technical assistance during a monitor review. 

F. Menu Review – Enter the total number of hours accumulated annually for each employee who reviews and validates menus/meal production records. This only includes time spent reviewing these in the sponsor’s office as part of the monthly claim validation and preparation.

G.  Household Contacts – Enter the total number of hours accumulated annually for each employee listed who conducts household contacts to determine the validity of a claim.

H. Other Monitor Functions – Enter the total hours accumulated annually for each employee listed who performs any other task directly related to the monitoring review function, such as time spent on updating enrollment forms.

I. FTE – Enter the number of hours entered in Columns C through H for each employee listed in Column A. Enter this total in the space provided in Column I for each employee and divide by 2080 (number of hours one full-time employee works in a year – 40 hours x 52 weeks = 2080 hours). This calculation yields the FTE that this employee contributes to meeting the total number of FTEs required. Lastly, total the sum of each employee’s FTE results in Column I to give the total FTEs available or dedicated to performing monitoring-related tasks.



PART II – MONITORING HOURS NEEDED

Adjustments for Distance and Size

The distance that a monitor has to travel to conduct a review has a measurable impact on the time allocated to conduct a monitoring review. The distance factor affects the number of FTEs necessary to accomplish the required annual monitoring reviews.

To determine the additional FTEs required based upon the distance factor, sponsoring organizations must complete the chart in this section:

Step 1.   Enter the Number of Sites: – Enter the number of sites on the line that corresponds to the distance in miles of the site from the monitor’s headquarters or location.

Step 2.   Multiply by this Factor: – Multiply the number of sites times the factor for that distance increment and enter that total in the corresponding space in the Adjusted Hours column.

Step 3.   Total Sites: – Add all of the entries in the Enter the Number of Sites column and enter the sum in the Total Sites column.

Step 4.   Base Factor: – Multiply the total number of sites by 13.5 and enter the total in the Adjusted Hours column. The figure 13.5 represents the base or average amount of time in hours needed to conduct the three required basic monitoring reviews per sponsored site per review.

Step 5    FTEs Required – A. Total Hours – To determine the number of additional FTEs necessary to accomplish the required annual monitoring reviews after applying the distance and base factors, perform the following calculations:

· Total all of the lines in the Adjusted Hours column and enter that total in FTEs Required – A. Total Hours.

· Divide the total hours as calculated above by 2080.

· Enter the result.

Site Enrollment

According to the results or a survey of sponsoring organizations, the size of a site’s enrollment has a measurable impact on the time allocated to conduct a monitoring review. The size factor also affects the number of FTEs necessary to accomplish the required annual monitoring reviews for sponsored sites.

To determine the additional FTEs required based upon the size factor, sponsors must complete the Site Enrollment portion of Part II.

Sites with Enrollment Less than 100 – Enter the number of sites on the line that corresponds to the sites enrollment. The Adjusted Hours column has been pre-populated with “0”. The hours required to accomplish the monitoring reviews for sites with enrollment less than 100 has already been included in the base factor tabulation in the Monitoring Hours Needed change in Part II.

Sites with Enrollment Greater than 100 – Enter the number of sites on the line that corresponds to the sites enrollment. Multiply the number of sites by 1.5 and enter that total in the Adjusted Hours column.

FTEs Required – B. Total Hours – To determine the number of additional FTEs required to accomplish the required annual monitoring reviews after applying the size factor impact on enrollment, perform the following calculations:

· Total all of the lines in the Adjusted Hours column and enter that total in FTEs Required – B. Total Hours.
· Divide the total hours as calculated above by 2080.
· Enter the result.


PART III – MEETING REQUIREMENTS

You must demonstrate that you have an adequate number of FTEs to accomplish the annual monitoring requirements for your sponsored sites.

Total FTEs Available (From Part I) – Enter the total from Column I of Part I in the space provided.

Total FTEs Required (From Part II-A+B) – Add the totals of the Adjusted Hours column, Items A and B, and enter this amount in the space provided.

Note: If the number of required FTEs from Part II is greater than the number of available FTEs from Part I, you do not have an adequate number of staff representing the FTEs necessary to successfully accomplish the annual monitoring requirements for your sponsored sites. Your application/revision cannot be approved until you employ an adequate number of staff dedicated to accomplishing the annual monitoring requirements.



SIGNATURE AND DATE

Signature and Date – An authorized representative of the contracting entity must sign and date the form.

TDA Use Only – A TDA representative will sign, date and enter their title upon approval of the form.



SUBMITTAL

All CEs – Submit to one of the following: 
Mail to:

Texas Department of Agriculture

Food and Nutrition

Attn: F&N Business Operations – Applications

P.O. Box 12847

Austin, Texas 78711

Overnight to:

Texas Department of Agriculture

Food and Nutrition

Attn: F&N Business Operations – Applications

1700 North Congress Ave.

Austin, Texas 78701
E-mail to: 

BOps.Applications@TexasAgriculture.gov
Fax to:

888-223-8645
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