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THE PARENT SIGN-SHEETS
For parent to sign in and out their child from the 
center

• ChildPlus Report 2316
• Prepared and print out each week
• 5 copies per week
• Located in the front of the classroom
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MEAL COUNT WORKSHEET
For teachers to record attendance and meals daily

• ChildPlus Report 2315
• Prepared and print out each week
• 1 copies per week classroom (unless)
• Located in classroom
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CHILD ABSENT FOR THE DAY
If a child is absent for the day and did not show up to 
class.  You would record that child as excused only.

You will not count a child as absent from this point 
forward the meal counts of ChildPlus.  

Effective October 3, 2019



MORNING REPORTING
Daily by 10:00AM

Record only attendance
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AFTERNOON REPORTING
Daily by 4:00PM

Record and modify meals

Record and modify attendance
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RECORDING DAILY TALLIES
Do not have staff calculate totals daily

Use ChildPlus calculations to record your totals for the 
day on the 2315 paperwork

Benefits
- Auditing paperwork daily
- Saving time from overlook mistakes 
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RECORDING ADULT MEALS
Record adult meals served in the classroom in the 2th 
row for Non-part CACFP

Follow the same suite on ChildPlus the 2th Row.
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Record Adult Meals 
on ChildPlus



Record Adult Meals 
on ChildPlus



NEW CHILD IN CLASS
Write the child name on the bottom of 2315 for the 
week along with the attendance and meal codes

- Full Name (Last, First)
- DOB
- Attendance Codes (P  A   E)
- Meal Codes (B  L  P)



IF YOU HAVE A NEW CHILD NOT ON WORKSHEET
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DROPPED CHILDREN
Record them Present or Excused up to their official 
last day in the classroom

• Document the child DROPPED the following day of 
their official last day in the classroom



IF A CHILD DROPS

Dropped
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DROPS AND TRANSFERS

Dropped

Transfer
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END OF WEEK AUDIT
ChildPlus report 2315

•Run at end of the week

•Ensure all totals match up with on ChildPlus

• If all matches up you may sign your CACFP 
Certification and scan documents to 
Dropbox

•Do not sign or scan without completing a 
Audit
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