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1) Purpose and Scope
A) The purpose of this policy is to describe the responsibilities of Child and Adult Care Food Program Sponsoring Organizations.

B) Included are general procedures to be followed by the Sponsoring Organizations of Child and Adult Care Food Program Day Care Homes regarding institution and day care home information provided to the Department, administrative and financial responsibility, recordkeeping requirements and program payments. 
2) Legal Requirements
Laws and regulations that serve as the basis for this policy include:

7CFR 226.16
3)  Comply with general institution provisions

 Each sponsoring organization shall comply with all provisions of Sec. 226.15 as described in IN 1.1 General Institution Provisions.
4)  Prohibition against applications from facilities / principals on National Disqualified List
A sponsoring organization is prohibited from submitting an application on behalf of a facility if either the facility or any of its principals is on the National Disqualified List. 
5) Required sponsoring organization information
A) Each sponsoring organization shall submit to the Department all information required for its approval and the approval of all child care and adult day care facilities under its jurisdiction, including:
i) A sponsoring organization management plan and administrative budget as described in IN 2.2 , which includes information sufficient to document the sponsoring organization's compliance with USDA’s established performance standards. 

(a) As part of its management plan, the sponsoring organization must document that each facility claim is edited monthly for approved meal types and total number of meals claimed.  

(b) As part of its management plan, a sponsoring organization of day care homes must document that, to perform monitoring, it will employ the equivalent of one full-time staff person for each 50 to 150 day care homes it sponsors.
(c) As part of its monitoring plan, a sponsoring organization of centers must document that, to perform monitoring, it will employ the equivalent of one full-time staff person for each 25 to 150 centers it sponsors. 
(d) The monitoring staff equivalent may include the employee's time spent on scheduling, enrollment forms, travel time, review time, follow-up activity, and report writing. 
(e) For sponsoring organizations of centers, the portion of the administrative costs to be charged to the Program as shown on the administrative budget and the actual administrative costs charged to the Program may not exceed 15 percent of the meal reimbursements estimated or actually earned during the budget year, unless the Department grants a waiver in accordance with Sec. 226.6(f)(3). 
(f) A sponsoring organization of centers must include in its administrative budget all administrative costs, whether incurred by the sponsoring organization or its sponsored centers. 
(g) If at any point a sponsoring organization determines that the meal reimbursements estimated to be earned during the budget year will be lower than that estimated in its administrative budget, the sponsoring organization must amend its administrative budget to stay within the 15 percent limitation (or any higher limit established pursuant to a waived granted under 7CFR 226.6(f)(3)) or seek a waiver. Failure to do so will result in appropriate fiscal action in accordance with 7CFR 226.14(a).
B) An application for participation, or renewal materials, for each child care and adult day care facility accompanied by all necessary supporting documentation;
C) Documentation of the enrollment of each participant at child care centers, adult day care centers, and day care homes including information used to determine eligibility for free or reduced price meals in accordance with Sec. 226.23(e)(1).  Child enrollment forms (child care centers and day care homes) must capture the children’s normal days in care, meals received, hours in attendance, parent/guardian signatures, and be updated at least annually;
D) Timely information concerning the eligibility status of child care and adult day care facilities (such as licensing/approval actions);
E) The sponsoring organization's notice to parents, the Building for the Future poster.  The poster informs them of their facility's participation in CACFP, the Program's benefits, the name and telephone number of the sponsoring organization, and the name and telephone number of the Department responsible for administration of CACFP;
F) Sponsoring organizations which establish procedures for determining a day care home seriously deficiencies that supplement those in IN 4.5 Serious Deficiencies for Day Care Homes and Sites, must have the procedures approved by the Department.  The sponsoring organization's supplemental serious deficiency and administrative review procedures must comply with 7CFR 226.16(l) and 7CFR 226.6(l);
G) A copy of their outside employment policy which must restrict other employment by employees that interferes with an employee's performance of Program-related duties and responsibilities, including outside employment that constitutes a real or apparent conflict of interest; 
H) For sponsoring organizations of day care homes, the name, mailing address, and date of birth of each provider; and,
I) A list of family day care homes claiming eligibility for tier I reimbursement on the basis of the provider’s participation in the Food Stamp Program.  The list must include:

i) Providers living outside Tier I eligible areas, who claim eligibility for Tier I reimbursement for all children in care based on the provider’s food stamp eligibility; and

ii) Providers in eligible areas who have established their child’s eligibility for Tier I reimbursement based on the provider household’s food stamp participation. 

J) Each sponsoring organization of family day care homes shall submit to the State agency a list of day care home providers receiving tier I benefits on the basis of their participation in the Food Stamp Program.  

K) Training of Key Staff and Sponsor’s Monitors

i) Sponsoring organizations are required to provide training specifically related to CACFP requirements for key staff (those staff members involved in the administration, management, or functional operation of the CACFP) of all facilities, both before program participation and at least annually thereafter.  Minimum CACFP training topics to cover include: Meal patterns, meal counts, claims, monitoring and review procedures, recordkeeping, and reimbursement processes.  Minimum documentation consists of a dated attendance sheet and copy of training agenda.
ii) Sponsoring organizations must keep records documenting the attendance at training of each staff member with monitoring responsibilities.  Training must include instruction appropriate to the level of staff experience and duties.  Minimum training frequency and content requirements apply – see IN 1.2 (5) (K) (i).
L) Monitoring Review Requirements

i) The minimum content of sponsor’s monitoring reviews will include:

(a) Meal pattern compliance;

(b) Licensing or approval;

(c) Participation in, or attendance at, sponsor training;

(d) Meal counts:

(e) Menu and meal records;

(f) Annually updated enrollment forms;

(g) Correction of problems noted on previous reviews; and

(h) A five-day reconciliation of meal counts with enrollment and/or attendance records.
M) Frequency of Facility Monitoring Reviews  
i) Reviews of food service operations at facilities (including day care homes, child care centers, adult day cares, OSHCC’s and At-Risk centers) will occur:

(a) Each facility will be reviewed a minimum of three times annually;

(b) At least two of the three reviews must be unannounced; sponsors must vary the timing of unannounced reviews so they are unpredictable to sponsored facilities;
(c) At least one unannounced review must include observation of a meal service;

(d) Not more than six months can elapse between reviews;

(e) A pre-approval visit must be conducted for all new facilities;

(f) New facilities must be reviewed within the first four weeks of Program operation;
(g) Additionally, when establishing the monitoring cycle the sponsoring organization may choose to focus the review effort on newer facilities and facilities with a history of operational errors - see IN 2.2 (10) (B) (i-iii) Review Averaging.
6)  Administrative and financial responsibility
Each sponsoring organization shall accept final administrative and financial responsibility for food service operations in all child care and adult day care facilities under its jurisdiction.
7) Recordkeeping requirements 
Each sponsoring organization shall comply with USDA’s recordkeeping requirements and recordkeeping requirements established by the Department in order to justify the administrative payments made in accordance with 7CFR 226.12(a). Failure to maintain such records shall be grounds for the denial of reimbursement.
8) Program Payments
Sponsoring organizations shall make payments of program funds to child care centers, adult day care centers or outside-school-hours care centers within five working days of receipt from the Department, on the basis of the management plan approved by the Department, and may not exceed the rates times the number of meals documented at each facility during any fiscal year.
9) For profit organizations serving as sponsors
A for-profit organization shall be eligible to serve as a sponsoring organization for proprietary title XIX or title XX centers which have the same legal identity as the organization, but shall not be eligible to sponsor proprietary title XIX or title XX centers which are legally distinct from the organization, day care homes, or public or private nonprofit centers.
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