Chapter 2

Tiering
Chapter 2 describes the two types of reimbursement categories:  Tier I and Tier II, 

and the review, approval, and confidentiality of the provider and Tier II Provider 
Income-Eligibility Application.  It explains the usage of school data, census data, 
and provider income when tiering homes.  Categorical eligibility and individual 
children’s determination of eligibility by household size and income is also described.   
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	CHAPTER 2
Tiering
	SUBJECT

Classification of Day Care Homes for Reimbursement Purposes
	Section

2.1
	Issued
April 2009



I. Policy 

The tier level of each day care home determines the amount of reimbursement the day care home receives for meals served. 

II. 
Procedure 


A. 
Tier I day care homes receive the high meal reimbursement rates for all children.  The provider either lives in a low-income area as determined by school or census data or is determined to be a low-income family based on submitted Provider Income-Eligibility Application. 


B. 
Tier II High day care homes receive the high meal reimbursement rates for all children. The provider is not low-income and does not live in a low-income area but all the children are determined to be low-income based on submitted Tier II Family Income- Eligibility Applications. 


C. 
Tier II Low day care homes receive the low meal reimbursement rates for all children.  Neither the provider nor any of the children are determined to be low-income nor does the provider live in a low-income area. 


D.
Tier II Mixed day care homes receive a combination of high and low meal reimbursement rates. The provider is not low-income and does not live in a low-


income area but one or more of the children are determined to be low-income based 


on submitted Tier II Family Income-Eligibility Applications. 

	CHAPTER 2
Tiering
	SUBJECT

Title I—Methods of Determining
	Section

2.2
	Issued
April 2009



I.
Policy 


Sponsors must qualify Tier I day care homes using school data, census data, or provider income data.  When determining if a home meets Tier I criteria, the sponsor will consult school data information first prior to using census data or provider income data.  

II.
Procedure 


A.
School Data Tier I Home (Refer to Section 2.3). 
1. Must be consulted first when attempting to determine homes as Tier I.


2.
Tier I home eligibility using school data must be re-determined at least every 



five years from previous date of eligibility determination. 


B.
Census Data Tier I Home (Refer to Section 2.4). 
1. May be consulted when home does not qualify as Tier I based on school data.
2. Day care home must meet criteria defined in Section 2.4, II. B of this chapter.


3.
Census Data Tier I Homes must be re-determined each time a new census is 
released by the federal government and approved for use by U.S. Department of Agriculture (USDA).  (The census is conducted every ten years.) 


C.
Provider Income Data Tier I Home (Refer to Section 2.5).


1.
The provider must complete and submit a Provider Income-Eligibility Application to 



their sponsor for approval. 


2.
At a minimum, Tier I Home eligibility must be re-determined annually from the date 



the provider signed the form or if not dated by the provider, from the date the 



sponsor approved the form. 


D.
There is a significant financial benefit associated with the classification of a home 


as a Tier I Home.  Therefore, please note the Office of Superintendent of Public Instruction (OSPI) will require the sponsor to repay any improperly claimed funds if there is an indication that the sponsor has intentionally or negligently classified a 


home as Tier I. 


E.
To change an existing day care home from one tier level to another, refer to Section 5.1. 

	CHAPTER 2
Tiering
	SUBJECT

Tier I—Qualifying by School Data
	Section

2.3
	Issued
April 2009

Revised

April 2010


I.
Policy 


Sponsors must accurately qualify day care homes for Tier I when using school data.  

II.
Procedure 

A. There are two major steps in qualifying day care homes for Tier I using school data. 

Step one is identifying the school and verifying the elementary school zone in which the day care home is located. Step two involves determining whether the identified elementary school is on the Washington Public School Free and Reduced-Price Meal Eligibility in Elementary Schools list.
B. Identification of elementary school and verification of school zone:  The day care home 
must be located within the geographical boundaries of an elementary school zone with 50 percent or more of the total enrollment certified eligible for free or reduced-price meals (at or below 185 percent of the federal poverty guidelines). 
1. The sponsor must determine and document elementary school zone information for 
each day care home qualified as Tier I.  The sponsor must verify by one of the following methods: 
a. Current (dated) county elementary school-zone map from school district.
(1) Copy/print the section of the map that includes the school zone of the day care home. 

(2) Mark the location of the day care home. 


(3)
Highlight the school zone boundaries. 



(4)
Maintain a copy of the current county elementary school-zone map from school district for audit purposes in the provider’s file. 

b. School District Contact
(1)
A school district official’s verification of the day care home’s school zone written on school district letterhead.  



(2)  
The sponsor may write a memo to the day care home file detailing information provided by school officials, the name(s) of the official(s) consulted, and the date the information was obtained.  A memo to the 



file must be dated and initialed by the person obtaining the information.  

2. In February of each year, OSPI will post the Washington Public School Free and Reduced-Price Meal Eligibility in Elementary Schools in a bulletin on the OSPI Web site at: http://www.k12.wa.us/BulletinsMemos/.  This data is valid until the next list is issued.

a. If the elementary school the day care home is zoned for is listed as 50 percent


Free and Reduced-Price Eligible, the day care home is a School Data Tier I 

Home. 
b. If the school is less than 50 percent Free and Reduced-Price Eligible, the home 
is not considered a School Data Tier I Home.  The sponsor may try to qualify the home as Tier I by census data or provider income data (Refer to Sections 2.4 and 2.5).  Otherwise, the home is a Tier II Home. 
c. When a school district only has two elementary schools that serve different grades and one meets the Free and Reduced-Price percentage and the other does not, refer to Section 2.3a

d. Seattle School District data will be provided by OSPI.


C. 
Sponsors must retain the map, letter, or memorandum used in verification and a copy of the page of the Washington Public School Free and Reduced-Price Meal Eligibility in Elementary Schools list.  Highlight the school’s name. 


D.
If the local elementary school data does not reflect the surrounding area’s socioeconomic condition due to the use of busing or other non-neighborhood methods (for example, “magnet schools” and “charter schools”) for defining elementary school attendance areas, the sponsor should determine eligibility using census data or provider income.  


E. 
If the day care home is located within a “school choice” school zone (an area that 


is zoned for more than one elementary school), all elementary schools within the “school choice” school zone must have at least 50 percent or more Free and Reduced-Price Eligibility to qualify the home as Tier I.  When all the schools are not at least 50 percent Free and Reduced-Price Eligible, the sponsor must then consult census data or provider income data. 


F. 
Re-determination of a School Data Tier I Home:


1.
Re-determination of day care home eligibility must be completed at least once




every five years.  (Example:  Initial determination—June 16, 2003. 



Re-determination must be completed by the end of June 2008.)

2.
If a day care home relocates to a different school zone, the home must immediately be re-determined, using the most recent Washington Public School Free and Reduced-Price Meal Eligibility in Elementary Schools list. 
3. If public school zones change: 


a.  
All new day care homes must be approved using the new school zones. 


b. 
Existing Tier I day care homes may keep their determination as a Tier I home




until the end of their five-year period of eligibility.  After the five-year period, all




day care homes must be re-determined using the most recent school-zone




maps and Washington Public School Free and Reduced-Price Meal Eligibility in Elementary Schools  list. 


4.
When a sponsor chooses to reclassify a home’s tier level prior to eligibility expiration, the sponsor must use the most current Washington Public School Free and Reduced-Price Meal Eligibility in Elementary Schools list when the reclassification takes place. 


5.
If a school data Tier I Home is terminated from the CACFP and the home is subsequently added back on the CACFP, the most recent Washington Public School Free and Reduced-Price Meal Eligibility in Elementary Schools list must be utilized. 


6. 
When the new Washington Public School Free and Reduced-Price Meal Eligibility in Elementary Schools list is issued: 
a. Sponsors must use the new list for determining the tier level for any new 
day care homes and any active day care homes whose five-year eligibility 
has expired. 



b. 
Sponsors may allow existing Tier I day care homes to keep the determination as a Tier I home until the end of their current five-year period. 

	CHAPTER 2
Tiering
	SUBJECT

Tier I—Using Combined School Data to Qualify a School District as greater than 50 percent
	Section

2.3a
	Issued
April 2010




There are some schools that at first glance do not appear to qualify but do meet the greater than 50 percent Free and Reduced-Price qualifier as a school district.  This occurs when a school district has:
· Only two elementary schools.

· Each school serves different grades.

· The combined Free and Reduced-Price data results in greater than 50 percent Free and Reduced-Price.  

Reminder:  Only K–5, K–6, with or without preschool (identified as “P”) data may be used to determine Free and Reduced-Price eligibility.
When one school in the school district meets the greater than 50 percent Free and Reduced-Price qualifier, and the other does not, the data from each school may be combined to determine eligibility as a school district.  An example of this would be:

	(1)

County/

Building Number
	(2)

School District with County/District Number and Schools within District
	(3)

Grade Level
	(4)

October 31 Students Eligible Free and Reduced-Price
	(5) 

October 31 Enrollment Schools on Child Nutrition Programs
	(6)

October 31 Free and Reduced-Price Percentage

	
	
	P
	K
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	
	
	

	
	Clear Waters School District
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6540
	Perimeter Lake Primary
	
	X
	X
	X
	
	
	
	
	
	
	
	
	
	
	127
	247
	0.5142

	9870
	Dock Elementary
	
	
	
	
	X
	X
	X
	
	
	
	
	
	
	
	88
	252
	0.3492

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Vast Shores School District
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7089
	Waves Primary School
	
	X
	X
	X
	
	
	
	
	
	
	
	
	
	
	309
	628
	0.4920

	1203
	Sandy Shores Elementary
	
	
	
	
	X
	X
	X
	
	
	
	
	
	
	
	33
	55
	0.6000


If you believe you have a school district that would qualify when the data is combined:
· Confirm the combined Free and Reduced-Price data result is greater than 50 percent.
· Request written permission from OSPI to use combined data.
Below is an example of how to compute the free and reduced-price percentage of a school district.
Scenario:

You have two providers; one lives in the Clear Waters School District and the other lives in 
the Vast Shores School District.   

Question:

Does either school district qualify as a greater than Free and Reduced-Price school district using combined school data based on the table above?  

Answer:

1. Add both school data in column (4) together.

2. Add both school data in column (5) together.

3. Divide the sum of (4) by the sum of (5).

4. If the product is less than 0.5000, then neither school qualifies as a Free and Reduced-Price school.

5. If the product is greater than 0.5000, then the school district qualifies as a Free and Reduced-Price school.

6. Request written permission from OSPI to use the combined Free and Reduced-Price school data.

7. When combined data is being used, attach: 

· The original note to the Free and Reduced-Price bulletin.

· A copy of the written permission to the determination form in the provider’s file.
Clear Waters School District

[127 + 88] / [247 + 252] = 0.4308 (or 43%) = does not qualify

Vast Shores School District

[309 + 33] / [628 + 55] = 0.5007 (or 50%) = qualifies

There is no reason to combine the data when both schools in the school district do meet the greater than 50 percent Free and Reduced-Price qualifier.  (Snow Mountain School District)

You cannot combine the data when both schools in the school district do not meet the greater than 50 percent Free and Reduced-Price qualifier.  (Pretty Valley School District)

Examples of these would be:

	(1)

County/

Building Number
	(2)

School District with County/District Number and Schools within District
	(3)

Grade Level
	(4)

October 31 Students Eligible Free and Reduced-Price
	(5) 

October 31 Enrollment Schools on Child Nutrition Programs
	(6)

October 31 Free and Reduced-Price Percentage

	
	
	P
	K
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	
	
	

	
	Pretty Valley School District
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	1230
	Emerald Elementary
	
	
	
	
	X
	X
	X
	
	
	
	
	
	
	
	123
	272
	0.4522

	4560
	Crystal Elementary
	X
	X
	X
	X
	
	
	
	
	
	
	
	
	
	
	130
	262
	0.4962

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Snow Mountain School District
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7890
	Glacier Elementary
	X
	X
	X
	
	
	
	
	
	
	
	
	
	
	
	396
	446
	0.8879

	3210
	Crevasse Intermediate
	
	
	
	X
	X
	X
	
	
	
	
	
	
	
	
	429
	502
	0.8546


	CHAPTER 2
Tiering
	SUBJECT

Tier I—Qualifying by Census Data
	Section

2.4
	Issued
April 2009



I. Policy 


Sponsors must accurately qualify day care homes for Tier I when using census data. 

II.
Procedure 


A. 
When qualifying a Census Data Tier I Home, the day care home must be located in a census tract block group where at least 50 percent of the children residing in the block group are members of households which meet the income guidelines for free or reduced-price meals (at or below 185 percent of the federal poverty guidelines).  


B. 
In general, census data may be used in three types of circumstances: 

1. The day care home is in an elementary school zone that is found on the 40–49.99 percent school list.  By February 15 of each year, OSPI will make available to sponsors a list of schools in which 40–49.99 percent of the students are eligible 
for the free or reduced-price meals. This list is called the Washington Public School Free and Reduced-Price Meal Eligibility in Elementary Schools. 
2. The day care home is located in a rural area, where the elementary school students are from a large geographical area, which obscures a localized pocket of poverty. The sponsor must have OSPI approval prior to determining eligibility based on census.

3.
The local elementary school data does not reflect the surrounding area’s socioeconomic condition due to the use of busing or other non-neighborhood bases (for example, “magnet schools,” “charter schools,” and “school choice” zones).  The sponsor must have OSPI approval prior to determining eligibility.

C. Verification of Census Data.
 
1. Determine census tract and block group for the provider’s address:

a. Log on to the website: http://www.fairdata2000.com/CACFP/.

 
b. Click on the link to “Child and Adult Care Food Program Mapper” about half way down the page. 

                c.   Click on the “Find” button in the top left hand corner of the page. 
                  

                  

              
d. 
A box will appear, Enter a street address, city (where it says “place”), state, and zip code, then click on the “Find” button. 

                                    

    
e. 
A detailed map will appear with a star representing the location of the address entered.  The chart below the map shows the “% Under 13 Below 185% Pov.” The colors on the map represent the range of percentages of poverty.   If the percentage of children living in poverty is less than 50 percent the provider does not qualify for Tier 1 rate by census.
             
f.
Print a copy (color copy, if you have a color printer) of the close-up map using the File>Print command on your browser.          

g. Highlight the “% Under 13 Below 185% Pov.” at the bottom of the page.                   
Maintain a copy of the detailed area map (with the census tract and the block 
group highlighted) and the copy of the OSPI 2000 Census Data list page (with 
the applicable row highlighted) in the provider’s file when qualifying the provider 
as Tier 1 by census.

D. Census data are collected once every ten years by the federal government. 
E. Tier I determination based on current census data is good until the next census data is collected.

F. Re-determination of a Census Data Tier I Home 


The census is conducted every ten years.  When new census information is released and USDA and OSPI approve its use, the sponsor must re-determine day care homes that are census data Tier I. 

	CHAPTER 2
Tiering
	SUBJECT

Tier I—Qualifying by Provider Income
	Section

2.5
	Issued
April 2009

Revised

April 2010


I. 
Policy 


Sponsors must accurately qualify day care homes for Tier I when using provider income. 

II. 
Procedure 


A. 
In order to qualify a home as Provider Income Tier I, the provider’s household income must be at or below the reduced-price income guidelines or the provider must be eligible for WBF/TANF based on a completed Provider Income-Eligibility Application. (Refer to Section 2.6)   


B. 
The sponsor must inform providers who do not qualify as Tier I based on school data or census data that qualifying as a Tier I home based on provider’s household income is available to them.  Sponsors must distribute the “Letter to Day Care Home Provider” and the “Provider Income-Eligibility Application” to these homes. 

C. To classify a day care home as Tier I based on the provider’s household income or WBF/TANF eligibility (Refer to Section 2.8) and prior to claiming the provider for meals at the high reimbursement rate, the sponsor must: 
1. Have on file a completed and correctly approved Provider Income-Eligibility Application.  (Refer to Section 2.6)  The Provider Income-Eligibility Application lists 

all household members and income or indicates participation in WBF/TANF for the 
month prior to the month the Provider Income-Eligibility Application is signed. 
2. Verify all income using outside sources.  
3. Check the mathematical accuracy of the Provider Income-Eligibility Application and compare the income information to the current Income-Eligibility Guidelines to determine whether income is at or below the reduced-price income guidelines (for statements listing income).  Income-Eligibility Guidelines are published every July.

4.
Complete the “For Sponsor Use Only” section of the Provider Income-Eligibility Application. 


D. 
Verification of provider income using outside sources. 

1. Written evidence.

a. 
Pay Stubs/Letters—Verification from employers must contain the name of the household member, amount of income received, frequency received, and the date the income was received.   

b. Agency Records 
(1) A current “Notice of Eligibility" for WBF benefits or current certification to participate in TANF.  This documentation must include the certification 

period or an expiration date.

(2)
The sponsor must use information for the most recent month available. 

c. 
The sponsor may use income tax forms as verification exclusively for self-employed persons.  However, for income tax purposes the IRS defines income differently than the CACFP; so the sponsor must adjust the provider’s income for these differences. (Refer to Section 2.11) 


E. 
If declaring multiple economic units within a provider’s home, there must be a statement from the provider explaining the living arrangements in the provider’s file.

 
F. 
Re-determination of Provider Income Tier I Home.
1. Must be completed on an annual basis, unless the provider is claiming zero or no income.  If so, a new Provider Income-Eligibility Application must be completed every 45 days until the provider qualifies with income or by categorical eligibility. 
2.
USDA, OSPI, or the sponsor have the authority to change a Tier I determination category if new provider household income information becomes available. 

	CHAPTER 2
Tiering
	SUBJECT

Tier I—Provider Income-Eligibility Applications
	Section

2.6
	Issued
April 2009

Revised

April 2010



I.
Policy 


The sponsor is responsible for ensuring that each Provider Income-Eligibility Application is correctly approved and filed. 

II.
Procedure 


A. 
Enrolled child(ren)’s eligibility is determined by using the Provider Income-Eligibility Application Form.   


B. 
General information when approving Provider Income-Eligibility Applications. 
1. For any Provider Income Tier I Home, a correctly approved Provider Income-
Eligibility Application must be on file. 

2. In School Data or Census Data Tier I Home, a correctly approved Provider Income-Eligibility Application must be on file for each provider who is claiming meals for  provider’s own child on the CACFP.  (Refer to Section 2.12) 
3. If the provider’s household receives WBF, TANF, or FDPIR, complete Part 2 of the Provider Income-Eligibility Application.

a. List the names, ages, and birthdates of children in the household.

b. Circle the benefit(s) the household receives and note the case or identification number in Part 2.

(1) A Social Security Number is not a WBF or TANF case number.
(2) A Social Security Number may be a FDPIR identification number.

c. Use the space provided in Part 4 for additional children residing in the household.  Foster children are not considered part of the economic unit. 

4. 
If the household is not eligible for WBF or TANF, then complete Part 5: 

a. List the names of all children and adults considered one economic unit in the household.  (See Section 2.9). 

b. List the gross income from the most recently completed month and all other household income.

c. The adult signer’s Social Security Number must be noted.  In the event that the adult signer does not have a Social Security Number, the box indicating “I do not have a Social Security Number” must be checked.
5. The provider must sign and date the Provider Income-Eligibility Application in Part 6.
6. In the “For Sponsor Use Only” section, the sponsor must complete the appropriate areas in this section and then indicate Tier I eligibility status based on the information in Parts 2–6.  
a. If the provider has children under the age of 12 years and meets the Tier I criteria, the sponsor may approve the provider to claim her own children for 
meal reimbursement when other nonresidential children are in attendance 
and participating at the same meal service.
b. If the provider does not meet any of the Tier I criteria, the sponsor must deny 
Tier I eligibility and indicate the denial reason.

c. The sponsor must then sign and date the form, and note the effective date of the Tier I eligibility.
C. Effective dates for the Provider Income-Eligibility Application for Tier I Homes.
1. Verification Date—When a sponsor receives an Income-Eligibility Application, it must be date stamped.  The sponsor has 30 days from the date the last piece of required verification documentation is received to make a determination.  The sponsor must document all correspondence requesting verification from the provider. 
2. Classification of a home as a Tier I Home—May be retroactive to the first of the month, or to the first day the home operates the CACFP, during the month in which the Tier I determination is made.  The month of determination is considered to be the month in which the sponsor verifies the information on the Income-Eligibility Application, not the month in which the provider submits the information.  If the provider is determined eligible based on zero or no income, refer to section 2.5(II)(F)(1).  If the provider is eligible based on WBF or TANF benefits, refer to Section 2.8(II)(C) for eligibility inclusive dates.  

3. Re-Determination Date—The Provider Income-Eligibility Application is valid for 


one year and expires on the last day of the month the eligibility determination.   

For example, if a Provider Income-Eligibility Application was effective on 
April 1, 2009, the provider’s eligibility is effective through April 30, 2010.)  After 
that time, eligibility is no longer valid unless a new form is completed and approved. 
If the provider does not date the form, then the date the sponsor receives the form is used.  It is not necessary to send the Provider Income-Eligibility Application back to the provider for a date and delay the determination of Tier I status. 

	CHAPTER 2
Tiering
	SUBJECT

Confidentiality
	Section

2.7
	Issued
April 2009



I.
 Policy 


The sponsor must ensure that all provider information collected for the CACFP is only made available to persons directly employed by the sponsor for purposes of the administration of the CACFP, as well as OSPI staff and USDA staff. 

II.
Procedure 


A.
Family Income-Eligibility Applications and Provider Income-Eligibility Applications. 

1.
The distribution and collection of all Income-Eligibility Applications must be handled in a way that will eliminate the possibility of overt identification of the eligibility category of children or providers. (Overt identification refers to methods that clearly indicate to others the eligibility status of children or providers for the high or low reimbursement rates.)  
4. Sponsors are prohibited from making enrolled children’s Family Income-Eligibility Application information or eligibility information available to day care home providers.

3.
Sponsors may inform providers in Tier II homes of the numbers of enrolled children

determined by the sponsor as eligible for the low or high reimbursement rates.  The



names of the individual children must not be divulged. 
4. The sponsor may allow the provider to distribute blank Family Income-Eligibility

Applications to families of children enrolling for care.  However, it must be clear to the family that the completed Family Income-Eligibility Application must be returned directly to the sponsor.  Under no circumstances may Family Income-Eligibility Applications be returned to the provider, even in a sealed envelope. 

5.
The sponsor may also provide the Family Income-Eligibility Application directly to the



family and have the information returned directly to the sponsor.   

6.
The sponsor may wish to provide stamped, self-addressed envelopes to facilitate the return of the completed Family Income-Eligibility Applications.  This is not required, however, it is in the best interest of the sponsor and the day care home provider to encourage households to return completed Family Income-Eligibility Applications promptly. 

	CHAPTER 2
Tiering
	SUBJECT

Categorical Eligibility
	Section

2.8
	Issued
April 2009

Revised

April 2010


I.
Policy 


The sponsor must accurately determine categorical eligibility when approving Income- Eligibility Applications. 

II.
Procedure 


A. 
Children in households currently eligible for WBF or TANF are categorically eligible for Tier I meal reimbursement on the CACFP. 


B.
The case number for the program for which the household is eligible must be collected and included on the Income-Eligibility Application. 

C. To qualify a Tier I home using WBF or TANF case number, the sponsor must verify the provider’s eligibility by obtaining the WBF or TANF award letter.  The award letter must show the inclusive dates of benefits.  The provider is Tier l eligible only during these dates.

D.
OSPI will report those providers qualifying by WBF to the appropriate agency.

	CHAPTER 2
Tiering
	SUBJECT

Determining Household Size
	Section

2.9
	Issued
April 2009



I.
Policy 


The sponsor must accurately determine household size (economic unit) when approving Provider Income-Eligibility Applications or Tier II Provider Income-Eligibility Applications. 

II.
Procedure 


A. 
Each person living in the household as an economic unit must be listed on the applicable Income-Eligibility Application. 


B.
The following definitions are useful when determining household size. 

1.
Adopted Child—An adopted child for whom a household has accepted legal responsibility is considered a member of that household. 

2.
Child Attending an Institution—A student who attends but does not reside in an institution is considered a member of the household in which he/she resides.


3.
Child Away at School—Students who are temporarily away at school (for example, students attending boarding schools or colleges) should be counted as members of the household. 

4.
Child Living with One Parent, Relatives, or Friends—In cases where no specific welfare agency or court is legally responsible for the child, or where the child is living with one parent, other relatives, or friends of the family; the child is considered to be a member of the household with whom he/she resides.  In this case, the size and total income of that household is used to determine the child's eligibility. 

5.
Children of Foster Parents—When foster parents apply for benefits for their own children, they should not include foster children as household members or include the payments provided by the welfare agency for the care of the foster child as income to the household.  Each foster child is a household of one and is therefore separate and not included in the household of the foster parent. 

6.
Economic Unit—A group of related or unrelated individuals who share housing and/or all significant income and expenses of its members.  Generally, individuals residing in the same house are an economic unit.  However, more than one economic unit may reside together in the same house.  Separate economic units in the same house are characterized by prorating expenses with economic independence from one another. 
7. Household—A group of related or unrelated people who are not residents of an institution or boarding house, but who are living as one economic unit. 
8. Family Members Living Apart—Family members living apart on a temporary basis are considered household members.  Family members not living with the household for an extended period of time are not considered members of the household for purposes of determining eligibility, but any money made available by them or on their behalf for the household is included as income to the household. 
9. Food Stamp Household—Any individual or group of individuals that are currently certified to receive benefits under the Food Stamp Program. In Washington, the Food Stamp Program is called Washington Basic Food. 
10. Foster Child—A foster child is a child who is living with a household but who remains the legal responsibility of the welfare agency or court.  Such a child is considered a household of one.  Children who live in the home without formal legal placement by a court or other agency of government must be considered members of the household.  The family may consider the children "foster" children, but unless they are the legal responsibility of a court or welfare agency, they are members of the household for purposes of determining eligibility for reimbursement under the CACFP.  
11. Institutionalized Child—An institutionalized child is a child who resides in a residential-type facility that the state has determined is not a boarding school.  Such a child is considered a household of one. 
12. Institutionalized Family Members—An institutionalized spouse or other member of the household away for extended periods, should not be considered a member of the household. 
13. Joint Custody—In cases where joint custody has been awarded and the child physically changes residence, the child is part of the household where he/she resides.  Therefore, the child's eligibility could change depending on the rotating times at each household. 
14. Military Families—
a. Military personnel on shore duty living with the household or away on Temporary Duty (TDY) are considered household members.
b. Military personnel serving overseas or assigned to a military base and not living with the household are not considered members of the household for purposes of determining eligibility, but the money sent to the household is included as income to the household.  However, if a child’s parent(s) are deployed and due to lack of other available residential situations, the child must stay with the day care home provider, this child may continue to receive CACFP benefits, providing the following criteria is met: 
(1) The child must be a dependent of military personnel deployed from their normal duty station as a result of a current situation. 
(2) The child care provider must have legal power of attorney, custody, or an agreement established by the military parent to provide residential care for the child being claimed for program benefits. 

15. TANF Assistance Unit—Any individual or group of individuals, who is currently 


certified to receive assistance under the Temporary Assistance to Needy Families. 

16.
Temporary Emergency Residential Care—In a day care home situation when a child is housed with a provider on an emergency basis, the provider may claim regular program meals served to the child for up to three consecutive calendar days.  In these situations, the child is not considered part of the provider’s household.  The stay must be a true emergency, not a situation which could have been foreseen or planned for.  Document the circumstances of the emergency and place the documentation in the child’s file.

17.
Washington Basic Food Household—Any individual or group of individuals that are currently certified to receive benefits under Washington Basic Food (WBF). 
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I.
Policy 


The sponsor must accurately determine household income when approving Income-Eligibility Application forms. 

II.
Procedure 


A.
Income is the total monetary compensation received by a household on a recurring basis before any deductions, such as income taxes, social security taxes, insurance premiums, charitable contributions, and savings bonds.  


B. 
Income includes:
1. Monetary compensation for services, including wages, salary, commissions, or fees.
2. Net income from self-employment. 
3. Social Security payments.
4. Dividends or interest on savings, bonds, stocks; or income from estates or trusts. 
5. Net rental income. 
6. Public assistance or welfare payments. 
7. Unemployment compensation. 
8. Retirement benefits, pensions, annuities, or veterans payments. 
9. Alimony or child support payments.
10. Regular contributions from persons not living in the household.
11. Net royalties.

12.
Other cash income (This includes cash amounts received or withdrawn from any source including savings, investments, trust accounts, income in lieu of providing insurance, military basic allowance for subsistence, and other resources.) 


C.
Current Household Income.

1.
Refers to income received during the month prior to completion of the Income-


Eligibility Application.  

2.
If the income does not accurately reflect an average month of the household’s annual income and the prior year’s income provides an accurate reflection of the household’s current annual income: 


a.
A monthly average from the prior year may be used as a basis for the projected




monthly income.



b. 
The sponsor is to divide the annual income by 12 to determine the monthly




average income 


D.
Zero Income.

1.
If a parent/guardian declares zero income for the household on the Income-Eligibility Application, the child is approved for Tier I meal reimbursement for a maximum of 45 days. 


2. 
Before the end of the 45-day period, the sponsor must contact the household and update the household income section of the Income-Eligibility Application form. 


a. 
If the household income is still zero, a new Income-Eligibility Application must be obtained.  Contact must continue to be made every 45 days and noted, as above, until the household declares an income. 


b. 
If the household declares an income, then they must complete a new Income- Eligibility Application with the current income and the sponsor must determine eligibility.  


E. 
Special Situations Regarding Income. 

1. Alimony and Child Support.


a.
Any money received by a household in the form of alimony or child support is considered as income to the receiving household. 



b. 
Any money paid out for alimony or child support may not be deducted from the household’s reported gross income.

2.
Garnished Wages and Bankruptcy—In the case of garnished wages and income ordered to be used in a specified manner, the total gross income must be considered regardless of whatever portions are garnished or used to pay creditors. 

3. Lump Sum Payments. 


a.
Lump sum payments or large cash settlements are not counted as income since they are not received on a regular basis. 
b. 
These funds may be provided as compensation for a loss that must be replaced, such as payment from an insurance company for fire damage to a house.   


c. 
When lump sum payments are put into a savings account and the household regularly draws from the account for living expenses, the amount withdrawn is counted as income.

4.
Military Benefits.  



a.
An in-kind benefit, such as on-base housing, is not counted as income.  



b. 
Military benefits received in cash, such as off-base housing, must be considered as income.

5. 
Projected Income for Seasonal Workers and Others. 



a.
Seasonal workers, (for example, migrants and day care home providers) whose income fluctuates, usually earn more money in some months than in other months.  Consequently, the previous month's income will commonly distort the household's actual circumstances. 
b. In these situations, the household may project its annual rate of income and report this amount as its current income. 
c. If the prior year's income provides an accurate reflection of the household's 
current annual rate of income, the prior year may be used as a basis for the projected annual rate of income. 



d. 
Seasonal workers do not need to notify their sponsors of income fluctuations. 


F. 
Income exclusions include:
1. Student Financial Assistance—provided for the costs of attendance at an educational institution, such as grants and scholarships, awarded to meet educational expenses. 
2. Loans—such as bank loans, since these funds are only temporarily available and must be repaid. 

3. The Value of In-Kind Compensation. 

4. Military Housing Privatization Initiative—A housing benefit, in the form of cash, provided by the Military Housing Privatization Initiative is not considered as income.  A housing allowance will appear on the leave and earnings statement of service members living in privatized housing but this must not be counted as income.  

5. Occasional Earnings—received on an irregular basis, meaning it is not recurring, such as payment for occasional baby-sitting or mowing lawns.
6. Cash income or benefits from federal programs that are excluded by Legislation. 
a. The value of assistance to children and their families under the National School Lunch Act, the Child Nutrition Act of 1966, and the Food Stamp Act of 1977.
b. Reimbursements from the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970.
c. Any payment to volunteers under Title I (VISTA and others) and Title II (RSVP, foster grandparents, and others) of the Domestic Volunteer Service Act of 1973 to the extent excluded by that Act. 
d. Payments to volunteers under section 8(b)(1)(B) of the Small Business Act (SCORE and ACE).
e. Income derived from certain sub-marginal land of the U.S. that is held in trust for certain Indian tribes; payments received under the Job Training Partnership Act.
f. Claim Settlement Act payments to Native American Indians.
g. Student financial assistance received under Title IV of the Higher Education Act of 1965, including the Pell Grant Supplemental Education Opportunity Grant, State Student Incentive Grants, National Direct Student Loan, PLUS, College Work Study, and Byrd Honor Scholarship Programs, to the extent excluded by the Act. 
h. Agent Orange Settlement Payments to veterans that have been excluded under Public Law 101-201. 
i. Payments received under the Civil Liberties Act of 1988.
j.
TANF and Child Care Development Block Grant Fund (P.L. 104-193) benefits. 
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I.
Policy 


Sponsors must use net income to determine income level of self-employed persons.  In cases where gross income for a self-employed person qualifies a provider for Tier I, gross income may be used. 

II.
Procedure 

A. Net income for self-employment is determined by subtracting IRS allowable business expenses from gross receipts.
1. Gross receipts—include the total income from goods sold or services rendered by the business.  (This would include any reimbursement from CACFP.)
2. Deductible business expenses—include the cost of goods purchased, rent, utilities, depreciation charges, wages, and salaries paid, and business taxes (not personal federal, state, or local taxes). 


3.
Non-deductible business expenses—include the value of sellable merchandise used by the proprietors of retail businesses. 

B. Self-employed persons may use last year's reported income to the IRS as a basis to project their current year's net income, unless their current net income provides a more accurate measure.  Sponsors must make a copy of the provider’s IRS 1040 form, including the Schedule C, when using the last year’s income.  A worksheet has been devised to assist sponsors in using the IRS 1040 to determine income for CACFP. Some reasons not to use the IRS 1040 might be if: 
1. Any of the household member’s income has changed substantially since filing the 1040.  If there has been a loss of income, be sure to ask about Unemployment Compensation, Welfare Benefits, Insurance Benefits, etc. 
2. The household’s composition has changed since filing the 1040 (for example, spouse’s death or change in marital status).  Be sure to ask about child support or alimony. 
3. A new day care provider who was either unemployed or employed in different pursuits in the prior year. 
4. The entire household income is not reflected in the 1040, for example, the provider has used filing status “3” (married, filing separately).  In this case, both household members must submit a copy of their respective 1040.

C. 
For a household with one or more persons self-employed and others who are wage earners, the self-employed person’s reported income to the IRS for the previous year, prorated on an annual basis, should be the projected monthly income for the self-employed person.  For any others contributing to the household, the previous month’s gross pay or wage stubs should be used. 


D. 
If there is a business loss, income from wages may not be reduced by the amount of the business loss.  If income from self-employment is negative, it should be listed as zero income.  Thus, if a wage earner reports $30,000 in income while her/his self-employed spouse reports a business loss of $5,000 on line 12 of Form 1040, the IRS would view "household income" as $25,000, whereas the CACFP considers the household's income to be $30,000.  


E. 
For a household with income from both wages and self-employment, each amount must be listed separately. 


F.
One time business expenses (for example, licensing costs, toys, or a computer) may be deducted from that year’s income. 
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I.
Policy 


Provider’s own children are eligible to participate in the CACFP in Tier I Homes only. 

II.
Procedure 

A. General Information 
1. The term "provider’s own children" refers to any children who reside in the household, such as the provider’s own children by birth or adoption, grandchildren, or housemates’ children, who are part of the economic unit.  It does not include foster children residing in provider’s home, since a foster child is a separate economic unit. 
2. The provider’s own children may participate in the CACFP in Tier I Homes only. These children may be determined eligible for the high reimbursement rate if they are determined eligible through the Provider Income-Eligibility Application.  If they do not qualify for the high reimbursement rate, then the provider’s own children receive no reimbursement for their meals. 
3.
Foster children residing with the provider—in order to claim a foster child residing with a provider, other enrolled nonresidential children must be served a reimbursable meal during the same meal service. 

B. For a provider’s own children, in a Tier I Home qualified by school data or census data: 
1. The sponsor must annually collect a Provider Income-Eligibility Application indicating that the provider’s child is eligible through income, WBF eligibility, or TANF eligibility.
2. Verification using outside sources is not required. 
3.
The “Expanded” Categorical Eligibility must not be used in determining the eligibility of provider’s own children when the provider’s home has been approved Tier I by school data or census data. 


C.
In a Tier I Home qualified by provider income: 

1.
When a home is approved by a Provider Income-Eligibility Application (using outside sources), then the provider’s own children are approved for Tier I meals. 


2.
The provider’s own children must be listed in the household section of the currently 


approved Provider Income-Eligibility Application.  


D.
In a Tier II Home, the provider’s own children are never allowed to be claimed for CACFP. 


E.
Reimbursement for Provider’s Own Children—Meals served to the provider’s own children may only be reimbursed if the following three conditions are met: 
1. The provider’s own children must be enrolled and participating in the CACFP during the time of the meal service. 
2. Other enrolled nonresidential children, not the provider’s own children nor the provider’s foster child(ren), must be served a reimbursable meal during the same meal service. 
3.
The sponsor must have a Provider Income-Eligibility Application on file documenting that the provider’s household is eligible based on income, WBF, or TANF.  
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I.
Policy 


A day care home unable to qualify for Tier I status is by definition a Tier II day care home. 

II.
Procedure 

A. The definition of a Tier II Home is: 
1. A home that is not zoned for an elementary school that has 50 percent or more of total enrolled students certified eligible for free or reduced-price meals.
2. A home that is not located in a census block group in which at least 50 percent of the children residing in the area are members of households which meet the income guidelines for free or reduced-price meals. 
3.
A home in which the provider’s household income is above the income guidelines for Tier I meals based on a completed Provider Income-Eligibility Application, or the provider did not complete the Provider Income-Eligibility Application. 


B.
Tier II Homes may still receive the high rates of reimbursement for those children enrolled in their care who are individually determined to be eligible for the high reimbursement rate.  The day care home provider decides whether or not they wish to take advantage of this option.  (Refer to Section 2.14)  However, in a Tier II Home, a provider’s own children are never allowed to be claimed in the CACFP. 
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I.
Policy 


The three types of Tier II Homes are Tier II Low, Tier II High, and Tier II Mixed. Reimbursement is based on the Tier II Provider Income-Eligibility Application information, or lack thereof, for the children enrolled in the day care home. 

II.
Procedure 

A. 
All Tier II Homes must be provided with an Option Form.  Tier II High or Tier II Mixed Homes must have the form in the provider’s file.


B. 
Tier II Low.
1. These homes receive the low reimbursement rates for all approved meals served.


2.
The low reimbursement rates are either based on ineligible Tier II Family Income-Eligibility Application information or the provider or parent has chosen not to complete the form. 


C. 
Tier II High.
1. A Tier II High Home receives the high reimbursement rates for all approved meals served.  To become a Tier II High Home, a Tier II Family Income-Eligibility Application must be completed for each child participating, and all children must be eligible for the higher reimbursement rate. 
2. The provider or sponsor gives each child’s parent/guardian a Parent Letter to Tier II Households that includes the Eligibility Guidelines and a Tier II Family Income-Eligibility Application to complete. 
3. Parents must return the completed Tier II Family Income-Eligibility Application to the sponsor.  It is suggested that the sponsor include a self-addressed, stamped envelope to facilitate returning of forms.  

4.
If a child’s, excluding the provider’s own child(ren), household income is at or below the Income-Eligibility Guidelines or the child’s household is eligible for WBF/TANF, then the Tier II Family Income-Eligibility Application is approved and the child’s meals are eligible for the high reimbursement rates.  If household income exceeds the Income-Eligibility Guidelines or the household does not complete a Tier II Family Income-Eligibility Application, then the child’s meals are only claimed for the low reimbursement rates and the day care home would become a Tier II Mixed Home.  The income listed does not have to be verified using outside sources when determining the eligibility status of children in a Tier II Home. 

5.
The sponsor must have a valid Tier II Family Income-Eligibility Application on file for each child in a Tier II High Home.  A valid Tier II Family Income-Eligibility Application is one that is complete, current, and correctly approved for the high reimbursement rates. 

D. Tier II Mixed Home. 
1. A Tier II Mixed Home receives a combination of the low and high reimbursement rates for approved meals, based on the eligibility of enrolled children.

2. If the provider chooses, the provider or sponsor may give each child’s parent/guardian a Parent Letter to Tier II Households that includes the Eligibility Guidelines and a Tier II Family Income-Eligibility Application to complete. 
3. Parents must return the completed Tier II Family Income-Eligibility Application to the sponsor.  It is suggested that the sponsor include a self-addressed, stamped envelope to facilitate returning of forms. 
4. If the child’s household income is at or below the Income-Eligibility Guidelines or the household is eligible for WBF/TANF, then the Family Income-Eligibility Application is approved and the child’s meals are eligible for the high reimbursement rates.  If household income exceeds the Income-Eligibility Guidelines or the household does not complete an Income-Eligibility Application, then the child’s meals are eligible for the low reimbursement rates.  The income listed does not have to be verified using outside sources when determining the eligibility status of children in a Tier II Home. 
5.
The sponsor must have a valid Family Income-Eligibility Application on file for each child in a Tier II Mixed Home that is served a meal claimed for the high reimbursement rate.  A valid Family Income-Eligibility Application is one that is complete, current, and has been correctly approved for the high reimbursement rates. 

E. Provider’s own children—In all Tier II Homes, meals served to the provider’s own children are not eligible for any reimbursement.  By definition, if the provider’s own children can be determined eligible for the high reimbursement rates, then the home
is a Tier I Home. 
F. Re-determination of all children claimed for the high reimbursement in a Tier II Home must be completed annually.  The child’s eligibility is effective for one year from the month the parent/guardian signs the Tier II Family Income-Eligibility Application or if date is missing, then the date that the sponsor approving official signs the form.  It is recommended that sponsors develop a tracking system that prompts the sponsor to initiate an updated Family Income-Eligibility Application for Tier II High children in a timely manner.  

	CHAPTER 2
Tiering
	SUBJECT

Tier II—Family Income-Eligibility Applications
	Section

2.15
	Issued
April 2009



I.
Policy 


Using the Tier II Family Income-Eligibility Application, the sponsor must accurately qualify participating children in order to receive the high reimbursement rate for meals served to these children. 

II. 
Procedures 

A. For any child in a Tier II household eligible for meal reimbursement, a correctly approved Tier II Family Income-Eligibility Application must be on file for the child. 
1. When determining children’s categorical eligibility, refer to Section 2.8.
2. When determining the children’s household size, refer to Section 2.9.
3. When determining the children’s household income, refer to Section 2.10.
4. When qualifying a foster child, refer to Sections 2.9 and 2.17. 
5. When qualifying a child on Head Start or Even Start, refer to Section 2.17.


6.
When qualifying a homeless child, refer to Section 2.17. 

B. Effective dates, when approving the Tier II Family Income-Eligibility Application for children eligible for Tier I meal eligibility, are the following: 
1. Determination Date—the sponsor has 30 days from the date the Family Income- Eligibility Application is received (date stamp), to determine eligibility of a child. 
2. Eligibility Date—the sponsor is allowed to claim Tier I meal reimbursement for the child as of the first day of the month in which the income eligibility was approved.
3. Re-determination Date—the Tier II Family Income-Eligibility Application is valid for one year from the beginning of the month in which the parent signs the form.  After that time eligibility is no longer valid unless a new form is completed and approved.
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I. 
Policy 


In a Tier II Home only, an enrolled child that participates in any of the following state and federal programs is eligible for the high reimbursement rates.  Parents must complete a Tier II Provider Income-Eligibility Application that includes the name of the program and program case number, if applicable.  

II. 
Procedure 

A. These programs are called "expanded" categorically eligible programs:
1. National School Lunch and School Breakfast Program—children eligible for free or reduced-price meals. 
2. Head Start Enrolled.

B. 
Sponsors must not use the “expanded" categorically eligible programs to qualify a Tier I Home or to qualify the provider’s own children in a Tier I day care home. 
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I. 
Policy 


The sponsor must accurately determine eligibility criteria when approving an Income- Eligibility Application. 

II. 
Procedure 


A. 
Head Start Program—if a child is eligible for the Head Start Program, the child is eligible for Tier 1 meal reimbursement.  The Family Income-Eligibility Application must have the program identified and may be taken at face value without further verification.
B. The Even Start Family Literacy Program—contact the Office of Superintendent of Public Instruction.


The Family Income-Eligibility Application must have the correct program identified and may be taken at face value without further verification.

C. Homeless Children.
1. Although there may be parents/guardians with children in a homeless shelter, the parents/guardians may be unable to complete the Income-Eligibility Application. 
2. The director of the homeless shelter where the child lives may complete and return an Income-Eligibility Application for the child. 


3.
Local officials may complete and return an Income-Eligibility Application for a homeless child based solely on their knowledge that the child’s address is a homeless shelter or that the child has no known address and is indeed homeless. 

D. Foster Children.
1. A foster child's income may include funds provided by the welfare agency that are specifically identified by category for the personal use of the child, such as for clothing, school fees, and allowances.  The child's personal income only, must be considered for the eligibility determination.
2. Other funds received by the child are included as income, including money provided by the child's family for personal use.
3. If funds are not specifically identified for personal use, income should be listed as "0" or “zero income,” and the Income-Eligibility Application should be approved for a full year.  This Income-Eligibility Application is not considered a “zero income” Income- Eligibility Application needing follow-up within 45 days. 
4. The foster parent or guardian or other official representative for the child must 
sign the Income-Eligibility Application for a foster child; however, the foster parent’s/guardian’s income, household size, and Social Security Number are not needed on the Income-Eligibility Application. 
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I. 
Policy 


The sponsor is responsible for ensuring that children attending day care homes have a


current and complete Enrollment Form. 

II. 
Procedure 

A. The Enrollment Form must include at least the following. 
1. Child’s name.


2.
Child’s date of birth. 



3.
Child’s enrollment date.  (The first day the child is actually cared for by the home.) 



4.
Parent/guardian name(s). 



5.
Parent/guardian address. 



6.
Signature of the parent/guardian. 



7.
Date of the parent’s/guardian’s signature. 



8.
Usual days and times of child care and meals normally eaten while in care.


B. 
The Enrollment Form must be signed and dated by the parent/guardian. 


C.
The sponsor must not claim a meal for a child prior to the child’s enrollment date on the Enrollment Form. 


D. 
The sponsor must ensure enrollment information is accurate and up-to-date.  Sponsors must develop methods of annually updating enrollment information of enrolled children. 


E. 
The sponsor must have on file a completed Enrollment Form for all children present in a home.  The file must include children not participating in the CACFP, for example, ineligible provider’s own children. 
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