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1) Purpose and Scope
A) The purpose of this policy is to describe the requirements for day care homes participating in the Child and Adult Care Food Program.
B) Included are procedures and deadlines to be followed by sponsoring organizations and day care homes participating in the Child and Adult Care Food Program in the state of New Hampshire.  Polices and procedures addressed include licensing, agreements, meals served, daily records and recordkeeping requirements.
2) Legal Requirements
Laws and regulations that serve as the basis for this policy include:
7CFR 226.18
3) Licensing or approval
A) Day care homes shall have a state registration to provide day care services to children. 
B) The agreement must be signed by the sponsoring organization and the provider and must include the provider's full name, mailing address, and date of birth. 
C) Day care homes which are complying with applicable procedures to renew licensing or approval may participate in the Program during the renewal process, unless the Department has information which indicates that renewal will be denied.
4) 
Operating under a sponsor
Day care homes participating in the program shall operate under the auspices of a public or private nonprofit sponsoring organization. 
5) Written agreement
Sponsoring organizations shall enter into a written agreement with each sponsored day care home which specifies the rights and responsibilities of both parties. This agreement shall be the prototype developed by the Department. The agreement must be signed by the sponsoring organization and the provider must include the provider’s full name, mailing address and date of birth.  
6)  Agreement components
 At a minimum, the agreement shall address:
A) The right of the sponsoring organization, USDA, and the Department to visit the day care home and review its meal service and records during its hours of child care operations;
B) The responsibility of the sponsoring organization to train the day care home's staff in program requirements;
C) The responsibility of the day care home to prepare and serve meals which meet the meal patterns specified in 7CFR 226.20;
D) The responsibility of the day care home to maintain records of menus, and of the number of meals, by type, served to enrolled children;
E) The responsibility of the day care home to promptly inform the sponsoring organization about any change in the number of children enrolled for care or in its licensing or approval status;
F) The meal types approved for reimbursement to the day care home by the Department;
G) The right of the day care home to receive in a timely manner the full food service rate for each meal served to enrolled children for which the sponsoring organization has received payment from the Department;
H) The right of the sponsoring organization, USDA, the Department, and other State and Federal officials to make announced or unannounced reviews of the day care home's operations and to have access to its meal service and records during its normal hours of child care operations;
I) The right of the sponsoring organization or the day care home to terminate the agreement for cause or, subject to stipulations by the Department, convenience;
J) A prohibition of any sponsoring organization fee to the day care home for its Program administrative services;
K) The Department time limit of 10 days from the end of the month for submission of meal records by day care homes, shall be stated in the agreement; 
L) The responsibility of the sponsoring organization to inform tier II day care homes of all of their options for receiving reimbursement for meals served to enrolled children. These options include:
i) Electing to have the sponsoring organization attempt to identify all income-eligible children enrolled in the day care home, through collection of free and reduced price applications and/or possession by the sponsoring organization or day care home of other proof of a child or household's participation in a categorically eligible program, and receiving tier I rates of reimbursement for the meals served to identified income-eligible children; 
ii) Electing to have the sponsoring organization identify only those children for whom the sponsoring organization or day care home possess documentation of the child or household's participation in a categorically eligible program, under the expanded categorical eligibility provision contained in 7CFR 226.23(e)(1), and receiving tier I rates of reimbursement for the meals served to these children; or receiving tier II rates of reimbursement for all meals served to enrolled children;
M) The responsibility of the sponsoring organization, upon the request of a tier II day care home, to collect applications and determine the eligibility of enrolled children for free or reduced price meals;
N) The responsibility of the day care home to notify their sponsoring organization in advance whenever they are planning to be out of their home during the meal service period. The agreement must also state that, if this procedure is not followed and an unannounced review is conducted when the children are not present in the day care home, claims for meals that would have been served during the unannounced review will be disallowed;
O) The day care home's opportunity to request an administrative review if a sponsoring organization issues a notice of proposed termination of the day care home's Program agreement, or if a sponsoring organization suspends participation due to health and safety concerns, in accordance with 7CFR 226.6(1)(2); and
P) If so instructed by its sponsoring organization, the day care home's responsibility to distribute to parents a copy of the sponsoring organization's notice to parents.
7) Meals served
A) Each day care home shall serve one or more of the following meal types:
i) Breakfast,
ii) Lunch,
iii) Supper, and
iv) Supplements.
B) Reimbursement shall not be claimed for more than two meals and one supplement provided daily to each child.
8) Meal types approved
Each day care home participating in the program shall serve the meal types specified in its approved application in accordance with the meal pattern requirements specified in 7CFR 226.20. Menu records shall be maintained to document compliance with these requirements. Meals shall be served at no separate charge to enrolled children;
9) Daily records 
A)  Each day care home shall maintain daily records of the number of children in attendance and the number of meals, by type, served to enrolled children. 
B) Each tier II day care home in which the provider elects to have the sponsoring organization identify enrolled children who are eligible for free or reduced price meals, and in which the sponsoring organization employs a meal counting and claiming system in accordance with 7CFR 226.13(d)(3)(i), shall maintain and submit each month to the sponsoring organization daily records of the number and types of meals served to each enrolled child by name. 
C) Payment may be made for meals served to the provider's own children only when 
i) such children are enrolled and participating in the child care program during the time of the meal service, 
ii) enrolled nonresident children are present and participating in the child care program and 
iii) providers' children are eligible to receive free or reduced-price meals.
D) Reimbursement may not be claimed for meals served to children who are not enrolled, or for meals served at any one time to children in excess of the home's authorized capacity or for meals served to providers' children who are not eligible for free or reduced-price meals.
10) Operating costs
The Department does not require a day care home or sponsoring organization to maintain documentation of home operating costs.
11) Recordkeeping
Each day care home shall comply with the recordkeeping requirements established in 7CFR 226.10(d) and in this section. Failure to maintain such records shall be grounds for the denial of reimbursement.
12) Distribution of Notice to Parents
A) A sponsored home must post the “Building for the Future” poster as the home’s notice to parents.
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