[bookmark: _GoBack]CHILD AND ADULT CARE FOOD PROGRAM
Management Plan
Sponsors of Daycare Homes 

Local Agency Name: 	___________________________________________________________________________

A. FAITH-BASED OR COMMUNITY-BASED STATUS
Mark one. If your agency fits under more than one category, please choose the one the bests fits your organization.

Sponsor of Daycare Homes			LA Name: 			____________________________________________

1
18
8
· Non-Profit Organization/Secular 
· Educational Institution
· For-Profit Organization
· Non-Profit Organization/Faith-Based
· Government Agency
· Other: _______________________________


B. TRAINING
Training is required for all homes prior to the beginning of program operations, with additional training in Child and Adult Care Food Program duties and responsibilities not less frequently than annually.  Annual CACFP training is required for all key staff at the institution (including all monitoring staff).

1. Training Plan
Describe the local agency’s schedules for training both administrative and day care home providers in the CACFP requirements during the upcoming program year (separate charts to follow).  

a. Administrative Staff Training Plan
	CACFP duties
(from list below)
	Name of Key Staff responsible for this duty
	Is this staff new to the CACFP?
	Approximate date(s) of training
	Who will provide the training?

	
	
	Yes
	No
	
	

	Approves Family Income Statements
	
	
	
	
	

	Approves Menus
	
	
	
	
	

	Approves Tier 1 Income Applications
	
	
	
	
	

	Collects Records
	
	
	
	
	

	Completes the Claim
	
	
	
	
	

	Makes Census and School Determinations
	
	
	
	
	

	Makes Payments to Providers
	
	
	
	
	

	Monitors License/Registration Status
	
	
	
	
	

	Monitors Providers
	
	
	
	
	

	Reviews Provider Meal Counts and Claims
	
	
	
	
	




b. Day Care Home Provider Training Plan

	Topics of training to be covered in upcoming year
(October 1 – September 30) (use numbers from list below)
	Approximate date(s) of training
	Who will provide the training?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



** Topics of Training: For staff with one or more years of experience working with the CACFP, a summary of the topics below is all that is required.  In addition to the summary of the items below, experienced personnel must receive training in any new Program regulations pertaining to their specific job duties.

1. 
2. Civil Rights 
3. Claim Consolidation
4. Collection of Required Records
5. Creditable Foods	
6. Health & Sanitation Procedures
7. Income Eligibility Applications
8. Infant Feeding Requirements
9. Meal Counting & Claiming
10. Meal Pattern Requirements
11. Menu Planning
12. Menu Substitutions
13. Monitoring Requirements
14. Program Regulations
15. Reimbursement System
16. Required Recordkeeping
17. Other List: __________________
___________________________


c. Civil Rights Training – Does the local agency understand that all individuals who have contact with participants must be trained in the area of their civil rights requirements prior to beginning those duties and at least annually after that?
		 Yes	 No, please send me more information

d. Describe the procedures that will be used to assure that all new providers working with the CACFP will receive training prior to beginning Program operations.




e. Describe the system used to “track” the attendance/participation of all providers at annual training.




C. MONITORING

1. On a separate sheet, describe the agency’s process for scheduled the required monitoring reviews to be completed at each home during the program year. The description must show: 
· the month for each review (If the agency groups homes by area, make sure that is clearly described);
· which reviews will be unannounced (at least two of the three required visits must be unannounced);
· which reviews will involve the observation of a meal service (at least one of the unannounced visits must include the observation of a meal service); and
· if all reviews are unannounced, how all homes will receive training that is convenient and accessible to the providers.

Note: if a serious deficiency is noted during any review, the next review must be unannounced.

2. Describe the method used to assure the required number of home reviews are made and within the required time frame (daily calendars, outlook pop-up reminders, supervisor oversight, etc.). Also, provide justification, if averaging is used.




3. For sponsors of more than 50 homes only: Indicate the number of full-time equivalent (FTE) staff that are devoted to monitoring. Also, attach 1) a copy of the job description for monitoring staff and 2) a breakdown of FTEs for each staff person which defines specifically how the total FTE is derived.



4. Does the organizational structure have a quality assurance person to supervise monitors? If so, describe the process and provide the name(s) and position(s) of the personnel responsible for this process.



5. Submit the monitoring form to be used.  Indicate how these forms will be used to assure corrective action is taken and follow up reviews are conducted. Indicate who is responsible to review the forms. 





6. Describe the sponsoring organization’s policy and procedure for parental audits or contacts to verify observations made during home reviews.




7. Describe the methods in place for disallowances based on observations made during home reviews and how the information is transferred to personnel responsible for claims processing. In other words, if for example, during a review the monitor notices that some children did not receive the milk as required for lunch, how will the monitor document that those meals may not be claimed so that when it comes time to process the claim the person responsible for compiling the claim will make sure that those meals are not included in the final count.  





8. Describe the sponsor’s policy for referring a situation to Licensing or Child Protective Services.






9. Describe the local agency policy in regard to unannounced reviews of day care homes to include: 1) the number of reviews conducted without prior notice. 2) The conditions which warrant an unannounced review (e.g. discovering a serious deficiency at the previous review). 3) If all reviews are unannounced, the steps that are taken to ensure that these homes receive training (additional, scheduled reviews, training at a convenient location outside of normal business hours, etc.). And, 4) which reviews will include the observation of a meal service.




10. Attach a copy of the annual written notification that is provided to homes of the local agency’s unannounced review policy.


D. RECORD COLLECTION / RECORD KEEPING
Describe the agency’s procedures for collecting and maintaining the following records:
	
	1. 
	Child Records
	Who collects them once they are completed?
	When are they collected?
	Where are they maintained on file?

	Tier 1 Income Applications
	
	
	

	Family Income Applications
	
	
	

	Child Enrollment Forms
	
	
	

	Provider Meal Count Records
	
	
	

	Child Time In/Out Records
	
	
	

	Provider Menus
	
	
	

	Provider License/Registration
	
	
	

	Agency Accounting Records
	----N/A----
	
	



2. Record Review
On a separate sheet of paper, describe what information the agency requires the family and/or staff to include on each of the records listed above (except the CACFP Applications and Amendments) before the agency considers the forms to be complete/approved. It is important that the agency reviews each of the child record forms to make sure they are complete before they are filed, approved, and/or used to complete the claim for reimbursement. It is not enough to simply collect the forms without reviewing them for completion and/or accuracy. Agency officials need to review the forms to make sure they are in compliance with Program requirements. A prototype summary is available upon request from the state agency. Use of the prototype form will ensure that all of the required information in included in the description.


E. RECRUITMENT PRACTICES
Describe the recruitment practices of the local agency to include target areas, procedures used, etc. Attach additional pages as necessary. Also, attach a copy of the local agency’s recruitment policies and procedures.













F. DELIVERY OF BENEFITS
Describe (or attach documentation, if able) how the local agency’s participation will help ensure the delivery of benefits to otherwise un-served facilities and/or participants.







G. REIMBURSEMENT

1. Describe the system for disbursing CACFP reimbursement and/or advance payment to homes under the agency’s sponsorship within five working days of receipt from the state agency. 



2. Describe (or provide a copy) of the local agency’s policy for reimbursing, including withholding funds from, sponsored homes.



3. Who is responsible for making the payments to the providers within this time frame? Include their name(s) and position(s).


4. Who will provide the oversight/supervision for this process? Include their name(s) and position(s).



H. TIERING DETERMINATIONS

1. Who is responsible for making tiering determinations? Include their name(s) and position(s).


2. Who will provide the oversight/supervision for this process? Include their name(s) and position(s).


3. Describe the processes used to determine a provider’s eligibility according to the following eligibility methods. If applicable, describe the computer software used.

a. Using school data –


b. Using census data –


c. Using household income eligibility data –


4. Tier 1 – time frames for determinations

a. What is the time frame for notifying a provider of Tier 1 determination?


b. Who is responsible for notifying a provider of their Tier 1 determination? Include their name(s) and position(s).


c. How will the provider be notified of their Tier 1 determination?



d. Who will provide the oversight/supervision for this process? Include their name(s) and position(s).


5. Tier 2 – provider options

a. What is the time frame for notifying a Tier 2 provider of their reimbursement options?


b. Who is responsible for notifying Tier 2 providers of their reimbursement options? Include their name(s) and position(s).


c. How will the provider be notified of their Tier 2 reimbursement options?




d. Who will provide the oversight/supervision for the process? Include their name(s) and position(s).


e. How will the provider’s selected option be documented?

	
6. Tier 2 – household income eligibility of children in Tier 2 homes

a. Describe the method used to distribute and collect household income eligibility statements to/from families of a Tier 2 provider who elects to have the forms collected.







b. Describe the process used to determine the eligibility of enrolled children using household income eligibility statements. If applicable, describe the computer system used.







c. Who will be responsible for making the household income eligibility statement determinations?  Include their name(s) and position(s).


d. Who will provide the oversight/supervision for this process? Include their name(s) and position(s).


e. What is the time frame for making determinations for the enrolled children?




f. What is the process used to follow-up on incomplete or incorrect household income eligibility statements?



g. Describe the measures taken to ensure the confidentiality of the information obtained on the household income eligibility statements.



h. How will the providers be informed of the number of income eligible enrolled children? When will this occur?

I. TIER RELATED FILE MAINTENANCE

1. How will a provider’s Tier 1 or Tier 2 eligibility be recorded and documented?


2. How will a provider’s Tier 1 eligibility for determinations that apply for more than one fiscal year be recorded and documented?



3. Describe the reminder system used to alert the sponsor to when a new Tier 1 or Tier 2 determination must be made.






J. PROGRAM OVERSIGHT

1. Attach a copy of the written policies and procedures for the assignment of Program responsibilities that ensure compliance with civil rights and other Program requirements. Sample policies and procedures are available upon request from the CANS office.


2. Attach a copy of the local agency’s written policies which assure fiscal integrity and accountability for all funds and property received, held, and disbursed. These policies should assure the integrity and accountability for all expenses incurred and assure that funds and property are used and expenses incurred for authorized Program purposes. They should also describe a system of safeguards and controls in place to prevent and detect improper financial activities by sponsoring organization employees; and ensure the timely and accurate payment of claims to all sponsored homes. You may request sample policies and procedures from the CANS office.

3. Attach a copy of the local agency’s outside employment plan. You may request sample policies and procedures from the CANS office.

4. Attach a copy of the information/brochure that is shared with families at the time of enrollment which provides the family with basic CACFP information and its benefits.

5. Attach a list of all Tier 1 providers whose tiering determinations are based on participation in the SNAP Program or for those providers who have reported a SNAP case number on their income application. This list must include the first and last name of the provider(s), the provider’s home address(es), and the SNAP number(s) provided on the application.



K. SERIOUS DEFICIENCY AND TERMINATION

1. Describe the policies and procedures for determining a provider to be seriously deficient in the operation of the Child and Adult Care Food Program. If additional space is required, attach a separate sheet of paper. Also, if applicable, attach a copy of any written procedures which supplement the requirements of the State Agency.










2. Describe the policies and procedures for the termination of a provider from the Child and Adult Care Food Program. If additional space is required, attach a separate sheet of paper. Also, if applicable, attach a copy of any written procedures which supplement the requirements of the State Agency.









L. ADDITIONAL ATTACHMENTS
The agency must submit these additional attachments for approval.

· Attach a copy of the institution’s bylaws
