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MEMORANDUM NO. 014-16M CHILD NUTRITION SERVICES

TO:

Family Day Care Home Sponsors

FROM:

Randy I. Dorn, State Superintendent of Public Instruction

RE:

Child and Adult Care Food Program: Family Day Care Home New and
Renewing Application Materials, Federal Fiscal Year 2017

CONTACTS: Adele Roberts
Arianne McConchie
Agency TTY:

360-725-6200
360-725-6201
360-664-3631

adele.roberts@k12.wa.us
arianne.mcconchie@k12.wa.us

This memorandum includes information for the application process between Family Day
Care Home Sponsors and new or renewing Day Care Home Providers for Federal
Fiscal Year 2017. Licensed in-home providers and exempt providers eligible to
participate in the Child and Adult Care Food Program (CACFP) may submit an
application to a Family Day Care Home Sponsor.
The application process includes an agreement between Family Day Care Home
Sponsors and Family Day Care Home providers (Attachment 1) that outlines the rights
and responsibilities of the sponsor and the provider. This agreement must be signed by
the provider as part of the initial application process. Although the agreement is
permanent, some parts of the application process must be completed annually.
The following information and updated forms for new and renewing providers are
available on the Child Nutrition Services (CNS) Family Day Care Home web page at
www.k12.wa.us/ChildNutrition/Programs/CACFP/ProvidersSponsors.aspx.
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All new and renewing providers
 Provider Site Application
Provider Site Applications must be updated annually and returned to the sponsor
by October 31 to avoid loss of reimbursement.


Enrollment Form
Each child in care must have an annual enrollment form completed and signed
by parents before meals can be claimed for that child. Minute Menu enrollment
forms or re-enrollment documents may also be used. For re-enrollment forms
make sure parents review, update, sign and date. Re-enrollment forms must be
collected and submitted to the sponsor no later than October 31.



Determination of Tier I or Tier II Eligibility Form
Sponsors must initially tier and then review and update each sponsor’s Tier
Eligibility as appropriate. Eligibility determination made by school or census data
is in effect for 5 years, while eligibility determination made by a provider’s income
is in effect for one year. Make sure to sign and date the Determination of Tier I or
Tier II Eligibility form, as well as attach any supporting documentation.

Family Day Care Homes (FDCHs) with Tier I Eligibility based on provider income
 Provider Income Eligibility Application (PIEA)
A Provider Income Eligibility Application and supporting documentation must be
annually completed for FDCHs to be approved for Tier I Reimbursement based
on provider income. A corresponding letter describing the requirements is also
available on the CNS Family Day Care Home web page.
FDCHs with Tier I Eligibility wishing to claim reimbursement for meals provided
to their own children
 Provider Income Eligibility Application (PIEA)
A Provider Income Eligibility Application must be annually completed in order for
FDCHs to claim meals for a provider’s own children.
FDCHs with Tier II Eligibility
 Tier II Election of Reimbursement Option
A reimbursement option must be completed initially and any time a FDCH wishes
to change their reimbursement option.
FDCH with Tier II Eligibility selecting Option 2 or Option 3
 Family Income Eligibility Application (FIEA) and sample family letter
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Option 2 or Option 3 requires all or some of the families to complete a Family
Income Eligibility Application. Sponsors may supply the letters and forms to the
FDCH to distribute or mail them directly to families.
Income Eligibility Guidelines
Sponsors must evaluate the income information provided on the PIEA or the
FIEA using the income guidelines in effect at the time of the evaluation. The new
Income Eligibility Guidelines become effective July 1, 2016.
Effective Date of Eligibility for Income Eligibility Applications
The effective date of eligibility for the PIEA and the FIEA may be established in two
different ways:


By the date the provider or the parent/guardian signed the eligibility form. If using
this date, the application must be complete, containing all information. Any
required documentation must also be attached.
OR
 By the date the sponsor signs the form to establish eligibility.
An application must be complete and contain all information before an application can
be considered effective. Sponsors must be consistent in the date to be used with all of
their providers. However, if the date of the parent signature is not within the month the
sponsor signs the form to establish eligibility or the immediately preceding month, the
effective date must be the date the sponsor signs the form.
This information is also available at www.k12.wa.us/bulletinsmemos/ on the agency
website.
EXECUTIVE SERVICES
Ken Kanikeberg
Chief of Staff
FINANCIAL SERVICES
JoLynn Berge
Chief Financial Officer
Donna Parsons, MS, RD, SNS
Director, Child Nutrition Services
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RD:al

Attachments:
Attachment 1 - Child and Adult Care Food Program (CACFP) Agreement between
Sponsoring Organization and Day Care Home Provider
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, the USDA, its Agencies, offices, and employees,
and institutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, sex, disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded by
USDA.
Persons with disabilities who require alternative means of communication for program
information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should
contact the Agency (State or local) where they applied for benefits. Individuals who are
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877-8339. Additionally, program information may be made
available in languages other than English.
To file a program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, (AD-3027) found online at:
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a
letter addressed to USDA and provide in the letter all of the information requested in the
form. To request a copy of the complaint form, call (866) 632-9992. Submit your
completed form or letter to USDA by: mail: U.S. Department of Agriculture, Office of the
Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C.
20250-9410; fax: (202) 690-7442; or email: program.intake@usda.gov.
This institution is an equal opportunity provider.

