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Taking Meals Off-Site for Field Trips 

CACFP At-Risk Afterschool Program 
 
Taking meals off-site for a field trip when participating in the Child and Adult Care Food Program (CACFP) is 
allowed when the following steps are completed. 
 
 
 

1. Field Trip Notification 

Complete the Field Trip Notification Form prior to the field trip(s) taking place. More than one field trip may 
be submitted at a time for the same or different sites. An email confirmation will be sent following submission 
of the form.  
 

Field trip meals must meet all CACFP requirements, which includes: 

o Providing complete reimbursable meals and/or snacks  

o Meals are supported with proper documentation such as a menu, production records, and 

invoices,  

o Meals are counted at the time of service;  

o Attendance documentation is completed and maintained; and 

o Meals are served according to State and local health, safety, and sanitation standards. 

 

DPI has the authority to disallow the off-site meals if the agency does not notify DPI of the off-site meal 
service in advance, and/or it is determined that all Program requirements have not been met.  

 
2.  The adult responsible for the children participating in the field trip must be trained on the following: 

o Meal Pattern Requirements 

o Time of Service Meal Counts  

o Supervision of Meals  

o Recordkeeping 

o Civil Rights 

o Civil Rights Training Handout  

3. Ensure procedures are in place for the food to be transported and maintained at proper temperatures.  
 

4. Provide the supervising adult with the Field Trip Meal Count Form to record meal counts and applicable 
attendance documentation forms.  
 

 
 
 
 
 
 

Before the field trip: 

https://docs.google.com/forms/d/e/1FAIpQLSffZ4QpnvcldWF2lZxtWJlZ-ude_BpvS1rlE6RZWCcRjgAXKQ/viewform
https://dpi.wi.gov/sites/default/files/imce/community-nutrition/pdf/civil_rights_training.pdf
https://dpi.wi.gov/sites/default/files/imce/community-nutrition/pdf/cacfp_at_risk_meal_count_field_trip_form.pdf
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1. Complete the Field Trip Meal Count Form at the time of service. This must be completed when the meals 

are distributed to participants. The meal count cannot be recorded before the meal or based off the 
number of meals sent, leftover, or from a team roster. 
 

2. The meals taken off-site may be consumed at a different time than what is approved in the CACFP 
contract. Document the alternate meal service time on the Field Trip Meal Count Form. 

 
3. Attendance must be tracked for participants eating the meal. If it is an athletic team, a team roster that is 

marked with attendance of participants can be attached to the Field Trip Meal Count Form that must be 
used to record participants who received a meal. 

 
 

 
 

 
 
 
 
 
 

1. Review the Field Trip Meal Count Form and attendance documentation for completion and accuracy and 
return it to the person responsible for all CACFP claim documentation for the agency. 

 
2. Agency must maintain the following documents on file with the CACFP claim records: 

o Field Trip Meal Count Form 

o Attendance Records 

o Field Trip Notification Email confirmation 

 

During the field trip: 

After the field trip: 

IMPORTANT: Meal counts MUST be completed at the time of service. 
Not prerecorded or based off number of meals sent. 

https://dpi.wi.gov/sites/default/files/imce/community-nutrition/pdf/cacfp_at_risk_meal_count_field_trip_form.pdf

