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Welcome to this session on Enrollment and Eligibility requirements in the Child and Adult
Care Food Program.

My name is (introduce yourself).
[Set up a Post It poster sheet with a parking lot for any questions that may come up that

the trainer does not know the answer. Collect all attendees passports, stamp and return
before end of session.]



Enrollment and Eligibility Requirements in CACFP

Topics

= Enrollment Record Requirements

Categorically Eligible Free Participants

Methods to Determine Participant or Provider

Eligibility

Length of Time Eligibility Determination is Valid

Common Errors Found During Program Reviews
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During this session we will take a look at the enrollment record requirements, participants
that are categorically eligible Free, methods to determine participants and provider
eligibility, the length of time eligibility determination is valid for participants, and conclude
with common errors found during Program reviews.



Enroliment and Eligibility Requirements in CACFP

Enrollment Record
Requirements:

Child Care Centers, Head Start
Programs, and Day Care Homes
must maintain annually updated
enrollment records

Enrollment information must
include normal days, hours and
meals received while in care
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Let’s get started! Except for outside-school-hours care centers, emergency shelters, and at-
risk afterschool care centers, Institutions must maintain annually updated enrollment
documentation for all participants claimed for meal reimbursement. All participants,
including drop-ins must be enrolled for care. Documentation of enrollment must be
updated annually, signed by a parent or legal guardian, and include information on each
child’s normal days and hours of care and the meals normally received while in care.

The State agency recommends that Institutions use their center or home enrollment form
and add any required CACFP enrollment information that is not currently on their form; for
example, normal days, hours and meals received while in care. If the Institution chooses
not to use their enroliment form for the annual updates, the State agency has two
enrollment form options available in MyldahoCNP under download forms; the Child
Enrollment Form or the Income Eligibility Form has a section for enrollment information.
Please see each in the next two slides.



Enroliment and Eligibility Requirements in CACFP

Enrollment Record Requirements

Sample Child Enrollment Form

CHILD ENROLLMENT FORM

This form must be updated annually

Child Care Center or Provider Name

NAME OF CHILD BIRTH DATE NORMAL HOURS NORMAL MEALS WHILE IN CARE
IN CARE
Last,_First (MoiDay/Yr) From To BKFST AM LUNCH PM SUPPER LATE
PLEASE PRIN SNACK SNACK SNACK
‘o ampm amipm
& of am/pm am/pm
o am/pm am/pm

Days in care on a normal week (circle): Sun. Mon. Tue. Wed. Thur. Fri. Sat

| understand my child/children will receive meals at no extra charge to me when they are in care during any of the
scheduled meal services.

Parent Signature: Date:

Parent(s) Name(s):

Parent Address

Home Phone Number: ( ) Work Phone Numbers: ( ) [ )
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This is the Child Enrollment form.




Enroliment and Eligibility Requirements in CACFP

Enrollment Record Requirements

Income Eligibility Form- (with enrollment section)

FY 2014-2016 CACFP Meal Benefit Income Eligibility and Enroliment Form
ONE APPLICATION PER HOU SEHOLD

1

 FOPR_ TAFICase No.

P Food Samp.
114 First angLast Name: Age | Birthaae | Circlebeas Normally Received | e e et

AN OR ALASKA NATIVE
HAWAIAN OR GTHER PACIFIC
en
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This is the Income Eligibility Form. The first section highlighted in yellow contains the
required enrollment information. Section 5 highlighted is where the parent or legal
guardian must sign and date it for the enrollment to be complete and valid for 12 months.
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Categorically Eligible Free Participants

= Head Start or Early Head Start

g ™ = Even Start
< » Snap (food stamp) Participants
-~ = FDPIR Participants

= TAFI Participants
* Homeless, Migrant, Runaway
= Children in Foster Care
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The following participants may be classified in the Free category without income reported
on an Income Eligibility Form:

* Children who are determined income eligible for Head Start (including Early Head Start),
by Head Start income guidelines

e Children in Even Start programs

* Participants in households that qualify for SNAP (food stamps)

* Participants in households with Food Distribution Program on Indian Reservations
(FDPIR)

* Children in households with Temporary Assistance to Families in Idaho (TAFI)

e Children that are homeless, migrant, or a runaway

* Children that are in foster care



Enroliment and Eligibility Requirements in CACFP

Methods to Determine
Participants Eligibility:

Direct Certification

And

Income Eligibility Forms
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Direct Certification and Income Eligibility forms are the methods Institutions must use to
annually determine a participants or providers own children eligibility status in CACFP. The
methods are in the order that Institutions should follow to reduce the amount of
paperwork for both the institution and participant’s household and to potentially increase

the meal reimbursement rates for the home.



Enrollment and Eligibility Requirements in CACFP

Direct Certification

= |daho State Department of Education System

= Matches Categorically Free Participants that
receive Snap (food stamps), TAFI, or are in Foster
Care

= Participants Directly Certified do not need an
Income Eligibility Form

= Dated documentation of matches must be ﬂ
maintained by the Institution EE:E
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Annually, institutions must update participant’s eligibility information. The best practice is
to use the Idaho State Department of Education Direct Certification system to run a group
match of all enrolled participants in Tier Il day care homes (if requested by Tier Il provider)
or providers own children the first day of the month the home annually updates the
participant’s eligibility information.

Example: If a home or Institution distributes IEF’s in August, then August 1st the Institution
shall run a group match in the Direct Certification system. The Institution must maintain a
dated copy of the group match report for supporting documentation of the participants
Free eligibility status. For enrolled participants that the Institution directly certified the
Institution will not need to distributed the IEF’s to these households. As new participants
enroll in the year, the Institution shall run a single match in the system. Please refer to the
Direct Certification Manual for procedures to complete group and individual matches in
SDE’s Direct Certification system.

If a child is not matched in the system either via a group or single match, Institutions shall
distribute the Income Eligibility forms.
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Income Eligibility Forms
= Form used to determine Tier | or Tier Il eligibility
of participants
* |ncome Guidelines and Income Eligibility Form is
updated July 1%t annually

= Participants not Directly Certified may still be
eligible for Tier | or Tier Il status

= Form may qualify participants by income, FDPIR
benefits, homeless, runaway, or migrant ;N
household Q
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Income Eligibility Forms (IEF) are used in Institutions for the purpose of determining
eligibility for Tier | and Tier Il status for participants in Tier Il day care homes or providers
own children. Institutions or providers shall distribute Income Eligibility Forms to the
families of participants enrolled in the tier Il day care home.

On July 1st of each year, Food and Nutrition Services sets the Federal income guidelines
(standards) for determining the following eligibility categories: Free, Reduced-Price, and
Paid. Idaho State agency emails a copy of the income guidelines and the updated Income
Eligibility Form (IEF) to all Institutions for determining the eligibility of participants under
CACFP. In addition, the income guidelines and current IEF’s will be posted in MyldahoCNP
under download forms. Tier Il Day care home participants that qualify for Free or Reduced-
price is categorized Tier I.

All children participants not matched in the Direct Certification system may still be eligible
for Free or Reduced-price (Tier | or Tier |l) status if they receive FDPIR benefits, are
homeless, a runaway, in a migrant household, or qualifies by income.



Enrollment and Eligibility Requirements in CACFP

Income Eligibility Form Procedures

= Distribute most current Income Eligibility Form and Letter to
Households annually to current enrolled participants and

when new participants are enrolled
= Participant households complete the Income Eligibility Form

= |nstitution reviews form and makes eligibility determination

s vugedm (CACFP) Summit

Beginning in July 1 of each year, Institutions must begin distributing the current Income
Eligibility Form and the “Letter to Households” to all enrolled participant’s households in
Tier Il participant households if requested by a Tier Il provider. Institution collect the
Income Eligibility Form’s annual for all current enrolled children and must distribute and
collect IEF’s for all new enrolled participants when they enroll in the program year (October
1 — September 30). The households are not required to complete and return the Income
Eligibility Forms; therefore, if the Income Eligibility Form is not completed and returned by
the household, the Institution must categorize the participant as Tier Il.

When participant households complete the Income Eligibility form the Institution will
review the form and make an eligibility determination of Tier | or Tier Il for all enrolled
children listed on the form.
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Enrollment and Eligibility Requirements in CACFP

Components of a Complete IEF based on Income

7 = First and last name, age and date of
\1& i birth of all enrolled participants

. » Names of all household members
: “y » |ast 4 digits SSN of Adult signing form
A
» |ncome and frequency received for

or indicate no SSN
all household members

= Signature of adult household
member

= Date signed by household member

\
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The Income Eligibility Form (IEF) for household applying for income eligibility must include
the following information:

1. The first and last names of all enrolled children, age, and date of birth;

2. The names of all other household members;

3. The last four digits of the social security number of the adult household member who
signs the form, or an indication that he/ she does not possess a social security number;

4. The income and frequency received by each household member identified by source of
income (such as earnings, wages, welfare, pensions, support payments, unemployment
compensation, social security, and other cash income received or withdrawn from any
other source, including savings, investments, trust accounts, and other resources);

5. The signature of an adult member of the household which appears immediately below a
statement that the person signing the form certifies that all information furnished is true
and correct; that the form is being made in connection with the receipt of Federal funds;
that CACFP officials may verify the information on the form; and that the deliberate
misrepresentation of any of the information on the application may subject the applicant to
prosecution;

6. And the date the adult member of the household signed the form. The household adult
must record the date.
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Components of a Complete IEF for Categorically Free
Participants

» First and last name, age and date of birth of all
enrolled participants

= SNAP case number (6-8 digits), FDPIR case
number (9 digits), TAFI case number (7 digits) or
marked foster child, homeless, migrant or
runaway box

» Signature of adult household member

Date signed by adult household member
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If the Institution did not already Directly Certify households that are categorically eligible
Free, the household applying on behalf of children shall be required to provide on their
Income Eligibility Form:

1. The first and last names of all enrolled children in the household, the age and date of
birth; and

2. The SNAP case number (6-8 digits), or the FDPIR case number (9 digits), or TAFI case
number (7 digits), or mark the foster child, homeless, migrant or runaway box. In
accordance with the verification process, if a case number or foster child, homeless,
migrant or runaway indication is provided, it may be used to verify the current certification
for the child (ren) for whom Free meal benefits are claimed; and

3. The signature of an adult member of the household or State caseworker; and

4. The date the adult member of the household or State caseworker signed the form. The
household adult or State caseworker must record the date.
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Determination of Eligibility for an IEF

» Determining official reviews, approves, signs and
dates each form

» Complete forms containing all required
information may be approved Tier | or Tier Il

" |nstitution restriction for completing IEF Income
& Benefit section of form

* Incomplete forms or information does not meet
criteria for Tier | eligibility, participants on form
are eligible for Tier Il
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When the Institution receives a completed IEF, the Institution’s determining official must
review, approve, sign and date in the appropriate space on the form. It is the responsibility
of each Institution to assign one or more employees the responsibility of approving or
denying the Income Eligibility Form (IEF) that are submitted by each household. This
individual(s) is (are) referred to as the determining official. The determining official cannot
approve their own family’s Income Eligibility Form.

Only complete Income Eligibility Forms containing all required information can be approved
as Tier | or Tier |l eligible.

Institution officials may not complete an IEF income or benefit information for the adult
household member or guardian unless the adult household member or guardian cannot
read or write and require Institution assistance to complete the IEF. When assisting
households with completing the income section of the IEF, Institutions may refer to the
most current Eligibility Manual located on the CACFP website under FNS Manuals. Itis a
supplemental resource available to Institutions when determining eligibility and whether
funds received by the household must be reported and how. For example: income must
be gross income and child support received is considered income that must be reported on
the IEF.

When the information furnished by the family is not complete or does not meet the
eligibility criteria for Tier I, Institution officials must consider the participants from that

13



family as not eligible for Tier |, and must consider the participants as eligible for Tier Il.
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Enrollment and Eligibility Requirements in CACFP

Determination of Eligibility for an IEF

= Use Income Guidelines to determine forms with
income information

» |f income reported is in different frequencies
received, official must annualize income

= |EF’s with “0” zero income reported or box
marked “no income”, approve Tier |

» Completed categorically free forms (SNAP, FDPIR,
TAFI, Foster, Migrant, Homeless, or Runaway)
approve Tier |

= |Income Eligibility Form confidentiality
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The Institution must use the Income Guidelines to determine forms with income
information. The Institution shall take the income information provided by the household
on the IEF and calculate the household’s total current income. Forms with income that
occurs at different frequencies must be annualized using the conversions on the form
(weekly x 52, every 2 weeks x 26, twice a month x 24 and monthly x 12). When a
completed IEF furnished by a family indicates that the family meets the eligibility criteria
for Tier |, the participants from that family shall be determined eligible for Tier I.

When a household submits an IEF with zero (0) income entered in the income section or
marks the no income box or if they provide a current SNAP (food stamps), TAFI, FDPIR case
number, or marks the Foster, Migrant, Homeless or Runaway box, Institutions may approve
the IEF in the Tier | category.

All information on the IEF is confidential. Institutions must have internal controls to ensure
that no one is allowed access to these documents other than authorized Institution
employees. IEF’'s must be maintained in a safe and secure location, i.e. in a locked desk or
filing cabinet.
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Enrollment and Eligibility Requirements in CACFP

Institution Approval Section on IEF

» Check appropriate box if household is SNAP, TAFI,
FDPIR, Income or child is Foster child

» List income and frequency for household
®» Record total number of household members

» Check appropriate eligibility category (Tier | or
Tier I1)

= Determining official signs and dates form
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In the box labeled “For Official Use Only” Institution officials approve the IEF following
these steps:

Indicate, by checking the appropriate box, if the household is qualifying by Food Stamps,
TAFI, FDPIR, or household income.

If qualifying by income, list the total income. If income is reported with different
frequencies received, use the conversion factors on the IEF to annualize the income.
Institutions must verify income reported on form for all providers approved Tier I.
Verification documentation may be previous year income tax returns.

Record the total number of household members. Be sure all household members are listed
on the form by name.

Indicate if the participant on the IEF is a Foster child

Determine the correct eligibility category using current household income and size of
household compared to the current Federal income guidelines. The Institution should
contact the household to obtain missing information or to clarify questions about
information submitted on the IEF. The individual who adds information shall initial and date
when information was added; if the individual adding the information is not the parent or
guardian, provide the method of retrieving the updated information i.e. via telephone.
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For Tier Il day care homes check the appropriate eligibility category determination: Tier | or
Tier Il

And the approving determining official must sign and date the IEF in the box labeled, “For
Official Use Only.”

15



Enroliment and Eligibility Requirements in CACFP

Income Eligibility Form Activity

FY 2014-2015 CACFP Meal Benefit Income Eligibility and Enroliment Form
ONE APPLICATION PER HOUSEHOLD

1 e
Child Fist and Loot Name ‘e | e Circle Rorraa Daps oG FOPR TA G o
1 TRaTE NS Tch | 5o Uoa Tot Wed Th P 560
Al Saack Spper_Late Saack | Normaivis x.
2 e AT T Tor e ea Th 7 5
PuSexck Sioper LteSoack | NomaiMs ___ b
3 Treaat AW Sa5 [o0h | Son Uon Toe Wea 10y Fa oo
PuiSeack Siper LeSnack | Nomains )
1 Bremtost AMSoa% Luoch | St Won Toe Wes Thu Fa 52t
PUSeack Siooer LweSoack | NomaiWs ___ m_
5 Treaiaar AW Srax Lanch | Sun Wion Tus Wea Thu Fr 580
A Seack Sper Late Seack | Normaitis .

rostercmin: [0 crecxvo # appying for tostar enmenasen. Skip 1o Pav 510 sgn 1 orm,

Homeless Liaison or Migrant Goordinator.

W any child you are applying for Is homeless, migrant, or 8 runaway check the appropriate box and call Your School,
Homeless O Migrant

Runawsyd

4 HOUSEHOL

Hyou listed 3 50 Stamp, TAFI, or FOPIR No. for sach ehild, skip to Part S
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Euted socve (sniess they Rave moome). If Poutancls Earmings from Work
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ek

Pamaices, Rutramens, | A5 Ovar ngame

FIRST and LAST NAME NO INCOME | yiou mucr  siom cmany | Howmoshi  Mow 0ien’ | Howmsueh? How chen? | How mueh? How ctea?
3 o
I ]
= a
¥ o

5 Signature and Last Four Digits of Social Security Number (Adult must sign and date)

foaFeod Stamps, TAFI ot FDPIR,  Socal Secarty numear & fetreauend. Jatign ans cae.
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Let’s practice approving Income Eligibility forms.
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Enrollment and Eligibility Requirements in CACFP

Length of Time Eligibility Determination is Valid

= |EFis valid for 12 months from date signed by determining
official or adult household member depending on
Institution policy

= Direct Certification match is valid for 12 months from date
on match report

= Example: If Income Eligibility Form or Direct Certification

was valid on August 25, 2014, the eligibility is valid from
August 1, 2014 — August 30, 2015

Child and Adult Care Food Program (CACFP) Summit

The Income Eligibility Form is valid for 12 months from the date signed by the determining
official or adult member of household depending on the Institutions Income Eligibility Form
determination process. Whichever date the Institution chooses in their procedure, the
Institution must apply it consistently for all IEF’s approved and provide the Institutions
procedures in the Institutions Management Plan in MyldahoCNP. The Direct Certification is
valid for 12 months from the date the Institution prints the match report. Each match
report whether a group or single must have a date printed on the report. This is the date
SDE will verify during the Institutions program review.

For Example:

1. If the Institution choses the validation date of the determining official: If the determining
official approves the IEF and signs and dates it on August 25, 2014 the IEF is valid from
August 1, 2014 — August 31, 2015.

2. If the Institution choses the validation date when the Adult member of the household
signs the form: If the adult member of the household signs and dates the IEF on August 25,
2014, the determining official receives and approves the IEF on September 15, 2014, the
IEF is valid from August 1, 2014 — August 31, 2015.

3. For Direct certification: If the Institution determining official runs the group or single
match and prints the report on August 25, 2014. The Direct Certification match is valid from
August 1, 2014 — August 31, 2015.
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Institutions must maintain annually approved Income Eligibility forms or Direct Certification
match reports for all participants claimed in the Free or Reduced Categories for three years
plus the current program year.
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Enrollment and Eligibility Requirements in CACFP

Common Errors on Income Eligibility Forms
Missing:
* Income information for households not receiving SNAP TAFI,

FDPIR benefits or Foster, Migrant, Homeless, Runaway box not
checked;

« Last four digits of Social Security Number of the adult
household member or guardian signing the IEF (or a
checkmark that the signer has no SSN) for income eligibility
IEF’s;

* A valid SNAP, TAFI, or FDPIR, case number for categorical
eligibility IEF’s;

* Enrolled participants name or birth date;

* All household members not listed by name on income
eligibility IEF’s;

¢ Signature of adult member of household or guardian;

* Date adult member of household or guardian signed the form

Child and Adult Care Food Program (CACFP) Summit

During announced or unannounced reviews, the State agency staff will review Income
Eligibility Forms to verify each enrolled participants eligibility for tier Il day care homes. If
errors are found fiscal action may occur and the Institution shall be required to return the
over claim to the State agency.

The State agency will classify participants as Tier Il when the following information is
missing from the approved IEF on file:

Income information for households not receiving SNAP TAFI, FDPIR benefits or Foster,
Migrant, Homeless, Runaway box not checked;

Last four digits of Social Security Number of the adult household member or guardian
signing the IEF (or a checkmark that the signer has no SSN) for income eligibility IEF’s;
A valid SNAP, TAFI, or FDPIR, case number for categorical eligibility IEF’s;

Enrolled participants name or birth date;

All household members not listed by name on income eligibility IEF’s;

Signature of adult member of household or guardian;

Date adult member of household or guardian signed the form.
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Enrollment and Eligibility Requirements in CACFP

Other Errors on Income Eligibility Forms

* Total income added incorrectly;

* Number of household members added incorrectly;

* Using an outdated form (from a previous fiscal year);

* Tier | or Tier Il category not checked by Institution;

* Participant placed in the wrong eligibility category;

* |EF not approved, signed, and dated by Institution Determining
Official;

* |EF signed by determining official or adult household member
or guardian more than 12 months prior;

* Adult household member was not given a copy of the Letter to
Households;

* Lost or otherwise missing IEF not on file for participant
categorized as Tier |

Child and Adult Care Food Program (CACFP) Summit

Other errors that may result in program review findings and fiscal action:

* Total income added incorrectly;

* Number of household members added incorrectly;

* Using an outdated form (from a previous fiscal year);

* Tier | or Tier |l category not checked by Institution;

* Participant placed in the wrong eligibility category;

* |EF not approved, signed, and dated by Institution Determining Official;

* |EF signed by determining official or adult household member or guardian more than 12
months prior;

e Adult household member was not given a copy of the Letter to Households;

* Lost or otherwise missing IEF not on file for participant categorized as Tier .
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Enrollment and Eligibility Requirements in CACFP

Methods of Determination for Tier | Day Care Homes

= Elementary attendance area 50% or
higher free & reduced

A 2 = Census Data

® Approved Income Eligibility Forms
(valid for 1 year)

= Both Elementary attendance area
and Census Data is valid for 5 years

= Supporting documentation of Tier |
eligibility must be maintained by
the Institution

Child and Adult Care Food Program (CACFP) Summit

Each sponsoring Organization of day care homes shall determine which of the day care
homes under its sponsorship are eligible as tier | day care homes. A sponsoring
Organization may use current elementary school or census data provided by SDE or income
eligibility forms collected from day care home providers in making a determination for each
day care home. When using elementary school or census data for making tier | day care
home determinations, a sponsoring Organization shall first consult school data. When
using school data the home must be in an elementary attendance area where 50% or more
of the students are free and reduced. In cases in which busing or other bases of
attendance, such as magnet or charter schools, result in school data not being
representative of an attendance area’s household income levels, census data should
generally be consulted instead of school data. A sponsoring Organization may also use
census data if, after reasonable efforts are made, the sponsoring Organization is unable to
obtain local elementary school attendance area information. A sponsoring Organization
may also consult census data after having consulted school data which fails to support a
tier | day care home determination for rural areas with geographically large elementary
school attendance areas, for other areas in which an elementary school’s free and reduced
price enrollment is above 40 percent, or in other cases with SDE approval. However, if a
sponsoring Organization believes that a segment of an otherwise eligible elementary
school attendance area is above the criteria for free or reduced price meals, then the
sponsoring Organization shall consult census data to determine whether the homes in that
area qualify as tier | day care homes based on census data. If census data does not support
a tier | classification, then the sponsoring Organization shall reclassify homes in segments
of such areas as tier Il day care homes unless the individual providers can document tier |
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eligibility on the basis of their household income. When making tier | day care home
determinations based on school data, a sponsoring Organization shall use attendance area
information that it has obtained, or verified with appropriate school officials to be current,
within the last school year. Determinations of a day care home’s eligibility as a tier | day care
home shall be valid for one year if based on a provider’s household income, five years if
based on school data, or until more current data are available if based on census data.
However, a sponsoring Organization, SDE, or FNS may change the determination if
information becomes available indicating that a home is no longer in a qualified area. SDE
will not routinely require annual redeterminations of the tiering status of tier | day care
homes based on updated elementary school data.
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Ask questions, have class answer then indicate the correct answer by clicking to the next

slide.

Enrollment and Eligibility Requirements in CACFP

Scenarios (if time allows)

1. Can a child be enrolled for care and
claimed without completing eligibility?
a. |Ifyes, category?
2. Achild does NOT have complete
enrollment but has Tier | eligibility.
a. Canyou claim their meals?

b. Can you include them on the Eligibility
Roster?

Child and Adult Care Food Program (CACFP) Summit

Yes - No
Tier | or Il
Yes - No
Yes - No
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Enrollment and Eligibility Requirements in CACFP

Scenarios (if time allows)

1. Can a child be enrolled for care and - No
claimed without completing eligibility?
a. If yes, category? Tier | 0|®
2. Achild does NOT have complete
enrollment but has Tier | eligibility.

a. Can you claim their meals? Yes - @
b. Can you include them on the Eligibility Yes - @
Roster?

Child and Adult Care Food Program (CACFP) Summit

Go through answers and address any questions.
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Enrollment and Eligibility Requirements in CACFP

Wrap Up

Get your passport stamped
before you leave!

Remember to complete the
evaluation.

Thank you! CHILD NUTRITION
PROGRAMS

Child and Adult Care Food Program (CACFP) Summit

| hope you have found this session helpful. Please make sure | have stamped your passport
before you leave this session. Remember to complete the evaluation.
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Enrollment and Eligibility Requirements in CACFP

The U.S. Department of Agriculture prohibits discrimination against its customers,
employees, and applicants for employment on the bases of race, color, national origin,
age, disability, sex, gender identity, religion, reprisal, and where applicable, political
beliefs, marital status, familial or parental status, sexual orientation, or all or part of an
individual’s income is derived from any public assistance program, or protected
genetic information in employment or in any program or activity conducted or funded
by the Department. (Not all prohibited bases will apply to all programs and/or
employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the
USDA Program Discrimination Complaint Form, found online at
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call
(866)632-9992 to request the form. You may also write a letter containing all of the
information requested in the form. Send your completed complaint form or letter to
us by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400
Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202)690-7442 or
email at program.intake@usda.gov. Individuals who are deaf, hard of hearing or have
speech disabilities may contact USDA through the Federal Relay Service at (800)877-
8339; or (800)845-6136 (Spanish).

USDA is an equal opportunity provider and employer.

USDA Child Nutrition Programs recognize the following protected classes: race, color,
national origin, sex, age, and disability.

Child and Adult Care Food Program (CACFP) Summit
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