[image: ]


Rules and Information 
for Participation in the 
Child and Adult Care Food Program (CACFP)



To be eligible for reimbursement you must have:
· completed a pre-approval visit, 28-day visit and be up to date on regular visits
· a signed "permanent agreement between a Type B or Type A family child care home provider and sponsoring organization"
· a current and valid professional Type B or Type A family child care home license
· completed child enrollment reports for children you are claiming
· documentation of daily meals, menus, and attendance in accordance with CACFP program requirements
· completed the annual CACFP training requirement
Home Visits	
· Home visits may or may not be announced.
· At least three home visits per year will be conducted by OCCRRA during the provider's hours of child care operation to verify meal service and record keeping.
· Two of the three visits per year must include observation of a meal or snack, preparation or clean up.
· The provider must be at home during scheduled hours of care unless OCCRRA is notified of schedule changes. Schedule changes include field trips, vacations or errands.
· If a provider is not home at the designated meal/snack time when a visit is attempted and children are present, the approved back up/emergency caregiver or assistant must be trained to carry out the visit - knowing where the required paperwork is, how to serve a creditable meal, names of the children, etc.
· A review of your menu is required during a visit. We must have access to your computer or you may supply us with paper copies. If meals/attendance are not up to date, those meals/snacks will be disallowed.
· If a meal or children cannot be verified during a visit, that meal cannot be reimbursed for that day.

Menu and Attendance
· Menu/Attendance must be recorded in KidKare (KK): (attendance may not be filled out in advance)
· Type B family child care home by the end of the day for all meals served
· Type A family child care home at point of meal service
· Food items may be completed in advance using the KidKare template by scheduling menus (using menu templates); however; attendance cannot be completed in advance.
· The Meal Pattern Chart (MPC) Poster must be posted and referred to when serving food.
· A review of your KidKare online menus is required during a home visit with the CACFP specialist. We must have access to your PC or laptop, or you may supply us with paper copies. If you cannot produce daily records for your specialist, you understand that you will not be paid for those meals and/or snacks.
· Only two meals and one snack, or two snacks and one meal may be reimbursed per child per day.
· All meal pattern requirements must be met for a meal to be reimbursed.
· Certain foods require a Child Nutrition (CN) label 
· Homemade (HM) require a standardized recipe - examples - chili, beef stew, lasagne, etc.	
· Restaurant meals may not be reimbursed on the nutrition program.
· Meal times are recorded on KidKare and must be consistent with the actual serving time. The OCCRRA specialist will make most home visits based on your serving times and will expect to see either meal preparation or meal consumption.
· Any claim along with all required paperwork submitted after the third of the following month may result in delay or loss of payment for the month
Record Keeping
· Providers are expected to have their CACFP requirements up to date and readily available.
· documentation of current license or approval
· menus
· each child's enrollment form
· daily records of the number of children in attendance
· daily records of the number of meals, by type, served to enrolled children
· These records support the actual claims and must be kept for three years plus the current fiscal year.
· Records can be kept in electronic or hard copy format, provided they are readily available. 
Agreement Form
· The agreement form is known as the "Agreement between Family Child Care Home Provider and Sponsoring Organization."
· The form outlines the rights and responsibilities for OCCRRA and you. The agreement includes basic program rules and regulations for participation in the CACFP program.

Infants
· Infants must receive iron-fortified formula or breast milk and iron-fortified cereal until their first birthday.
· All children under the age of 12 months are listed on the infant menu. Meals are recorded under the infant section until the child's first birthday.
· Infant Formula/Food choice information must be completed on the child enrollment report for infants.
· An infant can be claimed if a parent supplies iron-fortified formula or breast milk and the provider supplies the food, once the infant is developmentally ready.
· The iron-fortified formula must be available in the event the caregiver does not provide a quantity sufficient to meet the infant's daily needs. This will be observed during a visit.
Enrollment of Children
· To claim a new child, the child's information needs to be entered into KidKare, print the child enrollment report, collect required signatures/date - send (fax or email) to OCCRRA two days after the child has started in your care. The child will be activated upon receipt.
· "Building for the Future" and WIC information is given to new families enrolled in the food program and upon annual enrollment renewal.
· Enrollment forms must be made available during a home visit.
· Child enrollment renewals are done annually for participating children and are due before October first each year.
· Children can remain on the program until their thirteenth birthday. If a child is over thirteen years of age, has an Individual Education Plan (IEP) or 507 Plan from their school, they may remain on the food program until the form expires. The Individual Education Plan (IEP) or 507 Plan must be on file with OCCRRA.
Health and Safety
· A provider's home should be safe and free of hazards. Food preparation and serving areas must be kept clean and providers must follow good hygiene practices such as hand washing.
Training
· Training is offered annually, online or face to face, and must be completed by the deadline date. Training topics may include Meal Counts, Meal Patterns, Record Keeping, Claim Procedures, Claim Submission, Reimbursement Process and Civil Rights.
· Training schedules will be available through the OCCRRA website at occrra.org and through the Ohio Professional Registry (OPR).
· Failure to complete the annual training will lead to a Corrective Action (CA). Failure to write an acceptable CA and complete the training will result in temporary deferment or leads to intent to be terminated off the program. See Serious Deficiency Section including Corrective Action.
Claiming residential/own children
· Providers may claim for their own children only if the provider is income eligible and has an approved Income Eligibility Application (IEA) on file. The original application (no electronic copies), along with proof of income and child enrollment reports, need to be on file at OCCRRA.
· If you make any errors or mistakes, please request a new application. No white-out or scratch-outs will be accepted.
· Providers claiming their own children must complete an IEA application and child enrollment report annually. This is typically due before the end of July.
· Residential/Own children's meals can only be reimbursed when nonresidential children are in care eating the same meal at the same time.
Getting Paid
· Claims are to be submitted to OCCRRA by midnight on the third of the month following the month of the claim. This also includes all supporting documentation (weekend sign-in sheets, child enrollment reports, and program or schedule changes).
· All Provider claims are reviewed and processed by OCCRRA and submitted for payment to the Ohio Department of Education (ODE), Office of Child Nutrition Services within 45 days after the end of the claim month.
· Upon completion of this process, ODE submits a reimbursement to OCCRRA. We then disburse the reimbursement to providers within 5 days after the funds are received by OCCRRA.
· Reimbursement to providers is made via Direct Deposit.
· To learn the date of reimbursement, check your KidKare messages for information.
· Any claims received after the third of the following month may be denied or will be processed as a late claim, therefore payment will be late. Any documents received after their due date (two days after implemented) may be denied.
OCCRRA Holidays
· There will be no reimbursement for the following holidays:  New Years Day, Memorial Day, July 4th (observed), Labor Day, Thanksgiving Day, and Christmas Day. Providers can use the KK tax report for days claimed but not reimbursed as a business expense when filing yearly taxes. See occrra.org or Child Nutrition Program page for the current holiday dates.
Weekend Care - Required Information	
· If caring for children on a weekend, the provider is required to contact OCCRRA sometime Monday - Friday of the week prior to the weekend - to inform OCCRRA they anticipate care for the weekend.
· The provider must also have the parents/guardians sign the weekend sign-in sheet, prescribed by the Ohio Department of Education to verify weekend care.
· This form is due to OCCRRA two days after the last weekend day you provide care for the month.
· This form is required by Ohio Department of Education to verify you had children for the weekends. If this form is received after the final claim for the month has been processed, it will be denied!
Household/Parent Contact
· OCCRRA is required to make household/parent contacts of participating family child care providers. Providers can be selected at random.
· Households/Parents are contacted by mail, email or telephone to verify child enrollment, attendance, and meal service.
· It is important we have up-to-date contact information on the children's parents/guardians.
Program Changes
· Any changes to the provider's information or children's schedule, address or phone numbers need to be given to OCCRRA in writing (fax or email - Program Change in subject line) in order to officially make the change.
· If a provider moves, they must inform OCCRRA with the new address right away. The provider is also required to sign a new address Permanent Agreement and provide new license, and child enrollment reports and IEA information if required.
Serious Deficiency Process
A serious deficiency is when a provider is non-compliant with one or more areas of CACFP rules and requirements.
· OCCRRA will send written a notice of the serious deficiency(ies) and offer the provider an opportunity to take corrective action [7CFR 226.16(1)].
· If the serious deficiency(ies) are not corrected within the given time frame, OCCRRA has to begin action to terminate the agreement with the provider.
· When the serious deficiency constitutes an imminent threat to the health and safety of children, OCCRRA must immediately suspend the provider's agreement.
· OCCRRA will provide a copy of the notice of serious deficiency to the Ohio Department of Education at the time it is issued.

Serious Deficiencies
A provider is seriously deficient in the event of:
submission of false information on the application;
submission of false claims for reimbursement; (claiming children not present or a specific meal/snack claim that was not prepared and served to children, etc.)
participated simultaneously under more than one sponsoring organization;
non-compliance with the CACFP meal pattern;
failure to keep required records;
conduct or conditions that threaten the health and safety of a child(ren) in care, or the public health or safety;
a determination that the day care home has been convicted of any activity that occurred during the past seven years and that indicated a lack of business integrity; or
failure to participate in training; or
any other circumstance related to non-performance under the sponsoring organization-day care home agreement, as specified by the sponsoring organization or state agency.
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Corrective Action	
· If a provider has committed one or more of the serious deficiencies listed above, the monitor issues the provider a notice of serious deficiency(ies) and the provider is given an opportunity to take corrective action.
· A corrective action must clearly address the identified problems and outline the steps the provider will take to fully and permanently correct the deficiency.
· The corrective action must address the following questions:
· Who will be responsible for making sure the deficiency is corrected? 
· What will be done to correct the problem?
· How often will this be done - that is frequency: daily, weekly, monthly, etc? 
· When will this be done?
· Depending on the situation, matters needing corrective action may result in disallowance of meals.
· An unannounced visit will be conducted to verify corrective action and decide if it is adequate or not.
· If OCCRRA determines that the provider has fully corrected the serious deficiency within the allotted time, OCCRRA will notify the provider that the serious deficiency determination has been temporarily deferred [7CFR 226.16(I)(3)(ii)].
· Not all findings will rise to the level of a serious deficiency. It will often depend on the severity of the finding and how often it has occurred. However, if the provider does not fully and permanently correct the serious deficiency(ies) within the required time, OCCRRA will issue a notice proposing to terminate the provider's agreement. 

Suspension
The provider's main priority is to protect the health and safety of the children in care. If the monitor determines that there is an imminent threat to the health or safety of participants at a day care home, or that the day care home has engaged in activities that threaten the public health or safety, the provider will be suspended. This means that the provider will not receive payment until a Program-appeal activity is completed.
If there is an imminent threat to the health or safety of the children in care, the monitor must immediately notify the appropriate State or local child welfare, licensing, and health authorities and take action that is consistent with the recommendations and requirements of those authorities [7CFR 226.16(l)(3)(ii)].
Additionally, if OCCRRA finds out that a State or local health or licensing official has cited a day care home for a serious health or safety violations, OCCRRA must immediately suspend the home's CACFP participation.
OCCRRA may not wait for formal action to revoke the home's licensure or approval.
OCCRRA will notify the day care home that its participation has been suspended, that the day care home has been determined seriously deficient, and that the sponsor proposes to terminate the day care home's agreement for cause. OCCRRA must also provide a copy of the notice to the Ohio Department of Education and follow the procedures outlined in Program regulations [7 CFR 226.16(l)(4)].
Appeals	
If timely corrective action is not taken to fully and permanently correct the serious deficiency(ies) cited, OCCRRA must issue a notice proposing to terminate the provider's agreement for cause. The notice must explain the provider's opportunity for an administrative review (appeal) of the proposed termination. A copy of OCCRRA's appeal procedures must be in the notice of proposed termination. OCCRRA must provide a copy of the notice to the Ohio Department of Education [7CFR 226.16(l)(3)(iii)].
OCCRRA must continue to pay any claims for reimbursement for eligible meals served until the serious deficiency(ies) is corrected or the day care home's permanent agreement is terminated, including the period of any appeal.
Agreement Termination and Disqualification
OCCRRA must immediately terminate the provider's agreement and disqualify the provider when the appeal official upholds the termination and disqualification, or when the provider's opportunity to request an appeal expires. At the same time the notice is issued, OCCRRA must provide a copy of the termination and disqualification letter to the Ohio Department of Education [7 CFR 226.16(l)(3)(iii)]. The provider will also be added to the National Disqualified List (NDL). 


Flow Chart:
Serious Deficiency Process/Temporary Deferment
For Family Child Care Providers
Corrective Action (CA)




Hold Appeal
No timely appeal requested
Appeal requested
Sponsoring Organization sends temporary deferment (TD) for State Agency (SA) to approve for next steps
Complete
Send Proposed
Termination/Delinquent Notice
· Day Care Home Provider
· Copy to SA
Full & 
Permanent CA
No/Inadequate CA
Day Care Home Provider Wins
Provider is active with the TD understanding this CA is full and permanent
Send Termination/DQ Notice
· Day Care Home Provider
· Copy to SA
· Update NDL
Sponsoring Organization Wins

Directions for Transfers and Changes
Transfers:
During the current fiscal year, transfers can only be done during the month of October. If a provider chooses to transfer to another sponsor, he/she must make a request to transfer from the current sponsor (verbal or written) and give the new sponsor's name in order to be processed as a transfer. OCCRRA cannot request this transfer.
Change:
A provider may change sponsors during the current program fiscal year only if provider has not claimed with their sponsor from October first of the current fiscal year to date of the requested change. The provider must notify the current sponsoring agency to let them know about the request to change. OCCRRA cannot request this change.
Request:
When requesting a transfer or a change from OCCRRA, your request must be made in writing. Please fax, mail, or email your request to:
OCCRRA / CACFP
2760 Airport Drive, Suite 160 
Columbus, OH 43219 

or

Fax 614-396-5960
Attention: Deb Humphrey 

or

Email:  cacfp@occrra.org 
Attention: Deb Humphrey 

*Providers will not be contacted in writing about changing or transferring sponsors prior to October first.
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