Child and Adult Care Food Program

Child Care Institutions

Instructions for Collecting and Reporting Enrollment and Income Eligibility

The study month is an essential part of completing the application process for participation in the Child and Adult Care Food Program (CACFP).  Each institution is required to conduct a study month when it begins participating in the CACFP, and then annually (sometime between July 1 and October 31) for the beginning of each federal fiscal year.  The result of the study sets the reimbursement rate each institution receives for the fiscal year.  It is very important to carefully follow the steps below to complete this process.  Money can be recovered for errors found in the study month.
Decide on a Period of Time for the Study Month

Either one calendar month (August 1–31, September 1–30) 

OR

30 consecutive calendar days (July 10–August 8)—including closed weekdays, 
weekends, and holidays

Distribute 

· Enrollment/Income-Eligibility Application—Form SPI CACFP 1269 E/IEA 
OR

· Enrollment Form—Form SPI CACFP 1269EF

AND 
· Letter to Parents—Form SPI CACFP 1269 Suggested Ltr.
Each child must have a form on file that indicates normal days and hours in care and meals normally received.  This requirement can be satisfied by using either the Enrollment/Income-Eligibility Application (E/IEA) or the Enrollment Form (EF).  
Collecting E/IEAs and/or EFs when new children come into the center, not just during the study month, ensures an enrollment form is on file for all children at all times.

Schools sponsoring the CACFP and National School Lunch Program (NSLP) may use the NSLP application for free and reduced-price meals instead of the CACFP E/IEA to determine income eligibility.  If this option is chosen, an EF must be collected.
Evaluate the Enrollment/Income-Eligibility Application (E/IEA) and/or Enrollment Form (EF)
Upon return of the E/IEA or EF, ensure completeness of the form.  For those qualifying based on household income (Part 4), determine the income eligibility of the child based 
on current U.S. Department of Agriculture (USDA) Income-Eligibility Guidelines.  

	PART 1—CHILDREN’S INFORMATION


	· Child’s name.

· Birthdate.

· Age.

· Normal days and hours of care.

· Meals normally received. 

· Income eligibility. 

	PART 2—CHILDREN RECEIVING WASHINGTON BASIC FOOD  (WBF), TANF, OR FDPIR 
	· Child’s name.

· Type of assistance is circled.

· WBF, TANF, or FDPIR case number.

	PART 3—FOSTER CHILD—One form per       

                foster child

	· Child’s name.

· Amount of child’s personal use income.  
Put “0” or “Zero” if the foster child receives no personal use income.  Do not include the money the foster parent receives from the state for the child’s care.

	PART 4—TOTAL HOUSEHOLD INCOME FROM LAST MONTH—Not Required if You Have Reported 
                 a Case Number in Part 2
	· First and last name of all household members.

· The amount of income received by each household member.

	PART 5—SIGNATURE AND CERTIFICATION


	· Signature of adult household member completing the E/IEA.

· Date signed.

· If you completed PART 4, a social security number must be provided.  If the signer does not have a social security number, check the box indicating such. 

· Address and phone number of adult signing the E/IEA.

	PART 6—IDENTIFYING INFORMATION AND CERTIFICATION OF DATA—You Are Not Required to Answer This Part.
	If the parent/guardian has not completed 
Part 6, this data must be collected by the center staff and submitted on the Sponsor Information application form (online).

	CENTER USE ONLY section


	The institution’s authorized representative should calculate and then enter the total income (if income was listed in Part 4).  Select the appropriate eligibility category, sign, and date the form.


Develop a CACFP Enrollment Roster—Form SPI CACFP 1269 ENR 
Complete one CACFP Enrollment Roster for each site.  All sites must be open and operating during the study month.

· Indicate the study month.

· List the name of the site and institution.

· List each child in attendance during the study month using the attendance roster or sign-in/out sheets.  If infants are not being claimed, infants should not be included on the Enrollment Roster.

· Alphabetize by last name, first name.

· Check the box confirming enrollment information is on file (E/IEA or EF).

· Categorize each child as free, reduced-price, or above-scale, based on the E/IEA determination.  The determination must be done regardless of the length of time the child is in attendance during the study month (a child that was in attendance for only part of one day must be counted in the total and listed on the roster.)  If a parent fails to return the E/IEA for a child in attendance by the end of the study month, the child must be listed and counted in the above-scale category.  On the other hand, if an E/IEA is completed for a child that was not in attendance during the study period, the child may not be counted in the total.  This is important because errors in the study month found at the time of the Office of Superintendent of Public Instruction’s review may mean loss of dollars to the institution.
· Tally the total number of enrolled children listed on the Enrollment Roster, and the total number identified in the free, reduced-price, and above-scale claiming categories at the bottom of the roster.
· Ensure that a child is listed on only one Enrollment Roster.

· List only the children participating in child care if a site has both child care and at-risk care at the same site.
A copy of the Enrollment Roster and the E/IEAs or EFs for all children must be maintained by the institution (or center) for each study month reported on claims.

Enter Results on the CACFP Enrollment Data Summary—Form SPI CACFP 1269ENR SUM

The Enrollment Data Summary is used to consolidate the total number of children in each category (free, reduced-price, above-scale) from the Enrollment Roster(s) during the study month.  The total number of children on the roster must be the same as the total number of enrolled children in attendance during the study month.  The enrollment data summary information will provide the basis for reimbursement for the entire fiscal year unless it is updated during the year.  This information is to be entered by the institution on the first claim of the federal fiscal year or on the first claim filed by a new institution 
and does not need to be changed unless a new study month is completed.
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