Chapter 5

Administrative Responsibilities
Chapter 5 describes other administrative CACFP requirements, such as, updating the sponsor application, reviewing and retaining appropriate CACFP records, and collecting data in accordance with the Civil Rights Act of 1964.  Other administrative responsibilities include staffing requirements, annual sponsor training conducted by OSPI, and periodic training sessions conducted by the sponsor for sponsor staff and day care home providers regarding CACFP requirements. 
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I. 
Policy 


The sponsor is responsible for notifying OSPI when any of the information supplied as part of the online application or agreement is changed.  
II. 
Procedure 

A. When any information on the online application changes, the sponsor must click on the Sponsor Application, enter the changes, and submit the changes on the CNP 2000 for state agency approval.  Listed below are examples of possible changes: 

1. Sponsor change of name.
2. Sponsor changes the designated official, phone number, or e-mail address (may 
be changed via CNP 2000 during the renewal process or anytime during the fiscal 
year.) 

3. Change in fax number or address. 
4. Any other organizational information that affects the application.
B. When information on the Day Care Home Site Application changes, the sponsor must update the provider site application and enter the changes on the CNP 2000 for state agency approval. 

1. Provider information changes, (for example:  name, address, or license information.)
2. Tier status changes. 

a. Tier II to Tier I—Changes must be submitted the month the provider is determined eligible for the higher reimbursement rates and meals may be claimed back to the first day of the month if the provider served approved 
meals to eligible children. 

b. Tier I to Tier II—Changes must be submitted the month the provider is 




determined ineligible for the higher reimbursement rates but the provider 




will remain eligible for the higher reimbursement rates for the remainder of 




that month.  The first day of the following month the provider will start earning 




the lower reimbursement rate for all meals. 
3. License Information—Submit any license changes on the Site Application (license capacity, expiration date, address, and name). 

4. Tier I Eligibility Basis—School Data and Census information must be updated as needed.  (Refer to Section 2.2) 

5. Termination Information—Amend the Provider Application on the CNP 2000. (Refer to Section 5.3) 



6.
The number of provider’s own child(ren) change(s) participation on the CACFP.

C. Budget (Refer to Section 3.7) and Management Plan or Sponsor changes must be entered into the CNP 2000. 

D. The state agency will approve, defer approval, or deny approval of changes on the 


CNP 2000. 
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I. 
Policy 


To add a day care home to the CACFP, the sponsor must submit required documentation via CNP 2000 for OSPI approval.  

II. 
Procedure 

A. The sponsor must conduct an in-home preapproval visit at a prospective day care home prior to requesting OSPI approval for the home to participate in the CACFP.
1. Prior to the preapproval visit, the sponsor must ensure the provider is eligible to transfer.  This can be done by telephone.  Previous participating providers must meet the Transfer Policy outlined in Section H.


2.
The sponsor must discuss CACFP benefits and requirements, and ensure that the provider is trained and capable of fulfilling these requirements. 

B. If the sponsor determines that the day care home provider meets the requirements to participate in the CACFP, complete or obtain the following:

1. The provider’s current day care home license. 

2.
Complete two copies of the Agreement Between Sponsoring Organization and Day Care Home Provider. The agreement must be signed and dated by both parties.  The provider must receive and retain one copy and the sponsor must maintain a copy on file. 

C. Sponsor must submit to OSPI:

1.
Day Care Home Site Application submitted via the CNP 2000. 

2. The provider’s current day care home license must be available for review by OSPI upon request. 

3. If the addition of new providers necessitates an amendment to the sponsor’s budget, the amendment must be submitted at this time. (Refer to Section 3.8) 


D.
The above items are to be submitted to OSPI for approval before the first claim is submitted.


E.
OSPI may consult the USDA National Disqualified List to ensure the provider has not been disqualified from participating in CACFP.


F. 
OSPI will approve, may defer approval until additional information is available, or deny approval on all submitted documentation.  


G. 
New providers may claim meals as of the effective date on the Day Care Home Site Application or the date of the license, whichever is later.  The effective date cannot be before the preapproval date on the Site Application.


H.
Transfer Policy—A day care home may transfer from one sponsor to another only once during a twelve month period.  For example, if a home transfer is effective May 1, the home may not change sponsorship again until May 1 of the following year.
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I. 
Policy 


To terminate a day care home provider from the CACFP, the sponsor terminates the Day


Care Home Site Application on the CNP 2000. 

II. 
Procedures 

A. The sponsor enters the reason for the termination (see Section 5.4), and the date of 
the termination.  The effective date on the Day Care Home Site Application is the date the provider can no longer be on the program.  This date is also the same as the termination date.  Claims can be processed after the provider is terminated on the 
CNP 2000 for any claims through the day of the termination.

B. When the sponsor terminates a provider because of a serious deficiency that was not corrected, a copy of the termination letter sent to the provider must also be submitted 
to OSPI.  This information will be provided to the USDA Food and Nutrition Service and the provider will be placed on the National Disqualified List.  Any person or business on this list will not be permitted to participate in the Child and Adult Care Food Program for up to seven years or until the serious deficiency is corrected (see Chapter 4 for more information) unless money is owed.  If the provider owes money to the USDA, they may not participate until the money has been repaid.
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I. 
Policy 


When terminating a day care home, the reason must be identified. 

II. 
Procedure 

A. Record one of the following reasons in the Provider Status section of the online Site Application.
1. “Terminated for Cause”—The provider failed to correct a serious deficiency.  Seriously deficient providers are placed on the National Disqualified List. 

2. “Provider Request”—The provider requests termination from the sponsor.  Providers cannot voluntarily terminate from a sponsor if the provider has an unresolved documented serious deficiency or if the provider is currently in corrective action.  
3. “Terminated for Convenience.” 




a.
The sponsor is overextended administratively and needs to reduce the size of its program. 
b. Geographic location of the day care home (for example, the distance is cost-prohibitive for monitoring.)
c. Sponsor cannot terminate for convenience any provider who has an unresolved serious deficiency. 




d.  
Sponsor cannot terminate for convenience any provider who is in corrective action.
4. “Provider Transfer.”
5.  “Other.”
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I. 
Policy 


The sponsor must ensure that necessary documentation is available and maintained to support the sponsor’s reimbursement claims and that these records are stored securely in an organized manner.  Remember, the sponsor accepts final administrative and financial responsibility for the program. 

II. 
Procedure 


A. 
Sponsor must make any and all records available to OSPI or USDA personnel upon request.   

B. The sponsor must maintain the following CACFP records in a Washington office.  These records must be kept for the prior three years plus the current year.
1. Copies of the Application Packet:
a. Budget with all referenced supporting documentation (Refer to Section 1.8).
b. Management Plan and documents and procedures identified (Refer to 



Section 1.7). 
c. Certification Statement regarding Business Integrity and Publicly-Funded 


Program Compliance for Board, Supervisors, and Managers.
d. Signed agreements with OSPI (Refer to Section 1.6).  

e. Current Provider Agreements.

f. Written Compensation Plan for Labor Costs (if applicable).
g. Copies of documents required annually.
h. All subcontractor agreements (if applicable).
i. Approved Indirect Cost Plan (if applicable).
j. Articles of Incorporation.



k. 
IRS Letter of Tax Exempt Status 501(c)(3); private not-for-profit sponsors only.


l. 
Proof of federal or state tax exemption from the Washington Secretary of State.



m. 
Conflict of Interest and Ethics Statement. 



n.
Civil rights complaint procedure.

2. Administrative Receipts (Refer to Section 7.5).

3.
Reimbursement claims and all revisions (Refer to Sections 3.4 and 3.7). 


4.
Time Sheets (Refer to Section 5.9). 


5.
Mileage records (Refer to Section 5.7). 


6.
CACFP reimbursement records from OSPI (Refer to Section 3.4). 

7. All bank statements and deposit slips.
8. Canceled checks.

9.
OSPI reviews and corrective action plans (Refer to Section 8.3). 

10. Audits and Agreed Upon Procedures Reviews and any responses (Refer to

Sections 8.1 and 8.2).

11.
Documentation of staff training (Refer to Section 5.11). 


12.
Correspondence to and from OSPI. 


13.
Contracted services agreement(s) (if applicable). 


14.
Preapproval Visit forms for any new home(s) visited (Refer to Section 5.2). 


15.
Day care home licenses. 


16.
Sponsor/Provider agreements (Refer to Sections 1.5 and 5.2). 


17.
Enrollment Forms for all children in day care homes (Refer to Section 2.18). 


18.
Day Care Home Site Applications (Refer to Section 1.9). 


19.
Day care home menus (Refer to Section 6.5). 


20.
Day care home Meal Count Worksheets (Refer to Section 6.5). 


21.
Income-Eligibility Applications and all supporting documents (Refer to 


Sections 2.5, 2.10, and 2.15) 

22.
Documentation of provider training (Refer to Section 5.11). 

23.
Documentation of sponsor conducted home reviews, disallowances, and corrective action plans (Refer to Sections 4.1, 4.2, and 4.3). 


24.
A system to track required corrective action plans or serious deficient determinations (Refer to Section 4.3).

25.
Documentation of shift care in day care homes. 


26.
Documentation of disbursements to providers (Refer to Section 3.2). 


27.
Numbered memoranda from OSPI regarding policy guidance.


C.
Any information gathered to determine financial eligibility to become a Tier I Home or a Tier I child must be kept secure due to confidentiality laws. 


D. 
All records pertaining to any unresolved audit or CACFP review findings must be maintained for a minimum of three years plus the current year or until all outstanding issues are resolved. 

E.  All policies and procedures developed by the organization.
F. 
Provider Handbook.

G. 
All USDA regulations and guidance.
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I. 
Policy 


Sponsors must strictly adhere to and enforce the provisions of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act (ADA). 

II. 
Procedure 


A. 
Sponsors must not discriminate in employment or program participation based on race, age, gender, color, disability, or national origin. 


B. 
Each sponsor must display the official USDA nondiscrimination “And Justice For All” poster in a prominent place. 


C. 
The sponsor is required to collect and maintain racial/ethnic data on all enrolled children participating in its homes.  This should be done in a manner so as not to bring attention to the child.  In order to determine a child’s racial/ethnic category, the sponsor may use visual identification, or the child’s parents may be asked to identify the racial/ethnic group of their child.  The data is collected from the enrollment forms and reported to OSPI annually through the application process. 
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I. 
Policy 


Sponsors must maintain documentation for all mileage claimed to CACFP. 

II. 
Procedure 


A. 
All mileage claimed must be CACFP related. 

B. Mileage Allowance includes: cost for operating a vehicle including fuel, depreciation, insurance, and maintenance.  Documentation to support mileage allowances charged to the program must include the following for each trip: 

1. Driver’s name. 

2. Date.
3. Mileage.
4. Origin and destination.
5.
Purpose of travel. 


C. 
A record of payment to the employee must be documented. 


D.
Refer to FNS 796-2, Revision 3 for more information. 
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I. 
Policy 


Recruiting efforts by sponsors shall be limited to providers who are not currently participating with another CACFP sponsor.   

II. 
Procedure 


A. 
If a sponsor inadvertently contacts a potential provider in an attempt to enroll him/her, and the sponsor discovers the provider is already enrolled in the CACFP, all recruiting efforts should be immediately discontinued. 

B. The use of any type of incentives is not allowed when attempting to recruit existing or future providers. 
C. Sponsors found using incentives or actively recruiting participating providers will be declared seriously deficient. 
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I. 
Policy 


Each sponsor of day care homes must provide adequate personnel for the effective management and monitoring of the CACFP homes under its jurisdiction. 

II. 
Procedure 

A. Sufficient personnel must be employed to provide required monitoring, technical assistance, and other administrative duties, as required by federal and state regulation.  Staffing requirements are as follows: 

1. Sponsors with less than fifty (50) day care homes are required to devote adequate supervisory and operational personnel for management and monitoring of the program.
2. Sponsors with fifty (50) or more day care homes are required to employ at least 

one full-time equivalent (FTE) monitor per 50–150 day care homes.  Generally, 
there should be approximately one monitoring FTE per 100 homes.  A FTE equals one staff year (2,080 hours) and could be one full-time staff person who spends all of their time monitoring, two half-time staff who spend all of their time monitoring, two full-time staff who spend half of their time monitoring, three full-time staff one of whom spends 40 percent of their time monitoring with the other two each spending 30 percent of their time monitoring, etc.  

3. OSPI will review the sponsor’s Management Plan and Budget to determine the adequacy of the monitor staff to provider ratio.  Federal regulations establish 
ranges for monitoring staffing.  The actual number of required monitoring full-time equivalents will depend on a number of factors including rural/urban characteristics, traffic, distance between providers, review findings, etc. 


B. 
The time sheets or similar document must be utilized for each employee whose salary is claimed under the CACFP and does not spend 100 percent of his or her time on the day care home component of CACFP. 
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I. 
Policy 


The designated official must attend mandatory OSPI training sessions.   

II. 
Procedure 


A. 
OSPI will provide one or more mandatory training sessions each year for the designated official.   Additional program administration staff may also attend depending on the subject matter.


B.
If the designated official sends someone to represent him/her at the training, that individual is responsible for training the designated official.  The designated official is responsible for knowing all training information presented through OSPI.


C. 
Additional training sessions by OSPI may be held throughout the year. 
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I. 
Policy 


Sponsors must provide training to their own staff and to day care home providers under their sponsorship, at least once during each fiscal year. 

II. 
Procedure 

A. Sponsors must document each training session with the date of the training, names of the trainers, location, agenda topics, and an attendance list with signatures of participants. 

B. Sponsors may offer provider training in annual workshops, in the office, during individual home visits, or other methods approved by OSPI.
C. If training is not done in person, the provider must return documentation that they received and completed the training.

D. Topics required by USDA to be covered each year:
1. CACFP menu planning and meal pattern requirements including infant feeding requirements.
2. CACFP record keeping requirements.

3. Reimbursement process.
4. Claim submission process.

5. Accurate meal counts.
6. Civil rights.

E. Topics required by OSPI to be covered each year:

1. Transfer policy.

2. Corrective action policy.

3. Termination policy.

4. Appeal Policy.

5. Record Retention.

F. Suggested topics to cover in addition to the above: 

1. Purchasing and preparing food. 

2. How to cycle your menus.

3. Nutrition education.

4. Cultural diversity in menus. 


5.  
Food safety and sanitation. 

G. OSPI staff will not participate as trainers for the sponsor but may be able to offer technical assistance if requested by the sponsor. 

H. Training expenses claimed to CACFP must be directly related to CACFP and approved in the budget. 

I. Providers who do not complete the annual training must be declared seriously deficient.  The corrective action is to complete the required training by the end of the fiscal year.  (Refer to Section 4.3)
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