
 

   

How to submit claims and update calendars in WINS during this time of 
closures and non-congregate feeding. 

Part 1 – Claims 

1. What if I am open, operating and providing care as usual? 
Submit your claim in WINS following your standard procedures.  

2. What if I am not operating and not providing any meals? 
You do not need to submit any meal counts in WINS.  

3. What if I am closed and not providing on-site care (for part or all month), but still serving 
meals (Non-congregate, Grab ‘n Go, or delivery)? 
Submit your claim in WINS following your standard procedures for meal counts, but adjust 
how you report your attendance and operating days on the claim. You may need to submit a 
calendar revision for approval first (see Part 2 - Calendars below).   

Total Attendance: 
Under normal circumstances, you would report your actual total monthly attendance 
under “Attendance.” However, when serving non-congregate meals, you will use your 
largest total meal count as your attendance. So, under total attendance, you will put the 
total meals you served.  

• For example, if you served ten children 22 Breakfasts and Lunches for the 
month, your total attendance would be 220 – and you would also have 220 
Breakfasts and 220 Lunches to claim for the month. 

Operating Days: 
Be sure that you report the number of “Operating Days” reflecting the number of days’ 
worth of meals that were provided, even though you may have distributed them all on 
one day of the week. 

• For example: During April, you distributed 5 days’ worth of meals on Monday 
the 6th, 13th, 20th, and 27th. Enter on the claim the operating days as 19 days, 
as that represents the number of days’ worth of meals provided. 

• Note: Meals should be claimed on the days they were intended (so if you provided 
Meals for April 1st, 2nd, and 3rd on your Monday delivery on March 30th, you 
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would count those three days of meals on the April Claim. This would make your 
operating days 22 in April. 

4. What if I closed on March 20 but have not yet updated my WINS calendar to reflect the 
change? I have also already submitted my March claim. What date do I need to enter in 
WINS to reflect my closure? 
Since you have already submitted a claim for March, WINS will not allow you to adjust the end 
date in the calendar to be before the last day of the month.  In this situation you will need to 
revise the schedule by entering March 31 (the last day of the month) as the end date and then 
add non-operating days to reflect the other days in March that the site was closed due to COVID.   
 
If a claim has not yet been submitted for a specific month, you should revise the end date of the 
schedule to reflect the final day of meal service at the site for that corresponding month. 

Part 2 – WINS Calendars 

5. What if my site is open now, but had a week where it was closed? 
You need to make those updates now in WINS by adding the closure dates under the Non-
Operating Days tab (as a COVID closure). 

6. What if my site is closed, and there is no plan yet for a re-open date? 
Revise the schedule in the WINS calendar to reflect the last day of meal service and submit for 
approval. Once there is a re-open date planned, you can add a new schedule in the calendar with 
the new start date listed, and include the end date no later than the end of the fiscal year. 
Contact your program specialist once you have a re-open date.  

7. What if my site was closed for more than a week, but has now re-opened? 
You need to make those updates now in WINS by revising the end date of the previous schedule 
in the calendar to reflect the last day you served meals. Add a new schedule in the calendar with 
a start date of when you reopened, and include the end date no later than the end of the fiscal 
year. 

8. Who should I contact with additional questions? 
For questions regarding the CACFP, contact your CACFP Specialist. For questions regarding the 
Claims, contact hydie.kidd@k12.wa.us. 
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