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4000
Managing the Program

By agreeing to participate in the CACFP (Program), the contracting entity (CE) accepts final
administrative and financial responsibility for operating the Program in its independent child
care center and/or sponsored site(s). These responsibilities are described in federal and state
laws, regulations, and policies and in the CE’s approved application and Permanent
Agreement. The CE must not deviate from its approved budget and application/management
plan without TDA’s written consent.

Either directly or through its site(s), a CE must:

e Prepare and serve reimbursable meals.

e Operate a nonprofit food service.

e Manage Program activities.

e Document the Program activities as required.

4100 REMOVED - SEE SEPARATE SECTION, MEAL SERVICE

The previous Section 4100 content has been removed from this section and separated into its
own document that consolidates content from all four TDA CACFP handbooks. Refer to the
CACEFP Policy/Handbook page on SquareMeals and select Section 4100, Meal Service, from the
handbook table to see information on meal pattern requirements, meal planning, and other
requirements related to CACFP meal service.

4200 Program Administration

If a CE creates, develops, or produces materials with federal funds, the USDA FNS may
reproduce or publish the material. USDA FNS may also authorize others to reproduce, use, or
publish the material. A CE may reproduce any material developed by TDA or USDA as long as
the reproduction is:

e Used in an USDA FNS program.
e Not used for profit.

4210 Management and Monitoring
CEs are responsible for the management and monitoring of the Program in their centers;
additionally, a sponsor is responsible for the management and monitoring of the sites that it

sponsors. These responsibilities include:

e Making pre-approval visits (sponsors only).
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e Adding, submitting changes for, and terminating sites.

¢ Ensuring sites maintain a current license/exemption (if applicable).

¢ Conducting training.

¢ Conducting reviews (sponsors only).

e Providing technical assistance.

e Disbursing payments to sites (sponsors only).

¢ Ensuring sites submitted for participation are not disqualified from participation in any
Child Nutrition Program, as well as ensuring site staff in principal positions or
performing CACFP functions are not disqualified (see Section 1000, Introduction for a list
of other Programs).

4211 DParental Notification
CEs must notify households that the CE participates in the CACFP.

Additionally, sponsors must ensure that their sites provide the same notification. The CE may
provide this information or may require the sites to provide this information to the households.
The Building for the Future flyer located at https://www.squaremeals.org under CACFP
Administration and Forms must be used to satisfy this requirement.

The flyer presents the information in English and Spanish (other translations will be made
available upon request) and provides:

e A brief statement about the CACFP.
» Notice of the CE’s/site’s participation in the CACFP.

The USDA and TDA toll-free telephone numbers for households with questions or concerns
about the CACFP.

¢ The name and telephone number of the CE with administrative oversight of the center
or sponsored site.

CEs must retain documentation of their method of distribution.
CEs and/or sites must:

e Distribute the flyer annually by the beginning of each CACFP Program Year;

e Provide the flyer to households who enroll children for child care or who participate in
the at-risk program during the CACFP Program Year

¢ Ensure that the English and Spanish versions of this flyer are posted where it can be
easily seen.
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Additionally, sponsors must also post the English and Spanish versions of the flyer in their
administrative office(s).

4212 Documentation of Attendance

CEs and sites must maintain a daily attendance log or roster of the children attending their
educational or enrichment program. The daily attendance roster must contain each child’s
name and age.

CEs and sites can use TDA’s Daily Meal Count and Attendance Record (H1535-AT), or alternate, to
record attendance and meal counts. If the at-risk afterschool care center uses TDA Daily Meal
Count and Attendance Record (H1535-AT) it will satisfy the attendance log or roster requirement.

4213 Policy Statement

The Contracting Entity Management Plan contains the Free and Reduced-Price Policy Statement
which CEs must agree to in order to participate in the CACFP. CEs must sign this statement
with their initial application and with the renewal application, if needed.

4214 State Government Privacy Policy

Texas” State Government Privacy Policy legislation stipulates that an individual has the right to
review their personal information as maintained by a state agency. An individual also has the
right to request the correction of inaccurate information. TDA is required to consider the
request, but reserves the right to determine whether the requested correction is appropriate.

A privacy statement is written at the bottom of all TDA forms that request personal information
about a specific individual, and at the bottom of the TX-UNPS logon page under TDA
Disclaimer.

4215 Making Changes in Operations
A CE must notify TDA of changes to its operation (such as changing meal times) through its CE
application or site application in TX-UNPS, and mail, fax or email any required documentation
to TDA.
The following information must be submitted:

e CE Application or Site Application (in TX-UNPS) as appropriate; and

e Any additional documentation needed dependent on the change. For example, if the
change is an address change, you must submit a copy of the new license that reflects the
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address change and proves the site is licensed to operate at that location or if exempt,
documentation of compliance with health and safety requirements.

NOTE: A site cannot be approved if it does not meet the licensing and/or health and safety
requirements.

4220 Training and Education

Proper training is an important element in ensuring compliance with Program requirements
and minimizing disallowances, unallowable costs and termination of Program participation.
CEs are required to provide and attend training, as described below.

Educating staff, sites, and participants in proper nutrition, physical activity, and healthy
lifestyles (including limiting the use of electronic media) is also an important part of the
Program purpose. Although promoting physical activity and limiting the use of electronic
media is not required, CEs are encouraged to devote time to educating participants. The cost of
these efforts can be an allowable expense and is further described in Item 4333 Physical Activity
and Limiting the Use of Electronic Media and in Item 7400, Nonprofit Food Service, and FNS
Instruction 796-2, Financial Management — Child and Adult Care Food Program.

4221 Required Training - Sponsoring Organizations

e New site staff must receive training prior to the site’s participation in the Program and
annually thereafter.

e New site staff who performs key activities must receive training prior to beginning key
activities.

e Participating site staff must attend training annually.

¢ A new employee of the sponsoring organization (50) who performs key activities must
receive training prior to beginning key activities.

e A current employee of the SO must receive training annually.

Sponsors must plan trainings that are appropriate to the experience level and duties of the
sponsor’s and site’s staff. Experienced and inexperienced staff should not get the same training
year after year; however, repetition of some information may be necessary to ensure continued
Program compliance.

Although all topics must be included in the annual training, a sponsor may provide more
information on some topic than others. A sponsor’s training should always address areas in
which deficiencies have been identified.

There is no requirement for the amount of time spent on training. Therefore, a sponsor may
only need a short review on some topics, while other topics require a longer period of time.
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Training may be conducted in a variety of ways to meet the needs of the sponsor’s and site’s
staff. Sponsors may use classroom style, on-site, distance learning (with the exceptions listed
below), or other innovative training techniques, provided the training is properly documented
and the training accomplishes the regulatory requirements for training content and frequency.

However, sponsors may not fulfill the training requirements by providing a training video to
and requiring staff to certify that they watched it. Training on video, web-based training,
and/or other independent learning approaches are only permitted to fulfill the requirement if
there are means to verify that each trainee has actually received the training, i.e., pre- and post-
tests, activities, exercises, etc. Sponsors may use electronic signatures to verify that sponsor and
site staff has completed electronic training.

4221.1 New Site and Sponsor Staff

The sponsor, its staff and new site staff who perform key CACFP activities must participate in
or receive training in the following areas and subtopics:

e Program Meal Pattern
Child meal pattern
Serving sizes for age groups
Creditable foods
Meal service styles
Accommodating special needs diets
Menu planning
e Meal Counts

o Daily (point of service)

o Weekly

o Monthly
e (laims Submission

o Duedate

O O O O O

o Late claims
o Adjusted claims

e (laims Review Procedures
o Review elements
o Adverse Action
o Appeal rights

e Recordkeeping Requirements
o Daily, weekly, monthly forms
o Meal production records
o Attendance records
o Financial records
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o Record retention
e Purchase meals (FSMC/Vendor)
¢ Reimbursement System

o Administrative fee

o Payment schedule
e Civil Rights

TDA provides Civil Rights training materials on the TDA website at
http://www.squaremeals.org, click on F&N Resources, then “Training,” select “Online
Education and Self Study”, and finally choose the English or Spanish course.

TDA may require sponsors to attend additional training during the Program Year. Sponsors
will be notified if and when mandatory training is scheduled.
Key CACFP activities include:

Budget Procurement Enrollment Eligibility Determination
Attendance Records | Meal Preparation Meal Service Meal Counting
Claim Preparation Monitoring Civil Rights Training

4221.2 Participating Sites and Current Sponsor Staff

After a sponsor’s first Program Year of participation, the sponsor, its staff, and site staff that
perform key CACEFP activities must participate in or receive training annually in the same areas
and subtopics as listed in 4221.1.

TDA may also require sponsors to attend additional training during the Program Year.
Sponsors will be notified when mandatory training is scheduled.

During the Program Year staff may change. New sponsor and site staff are required to be
trained on the areas and subtopics. It is the sponsor’s responsibility to ensure new site
employees who will be performing key activities receive training prior to beginning these
CACEFP functions.

The sponsor can develop a method to ensure this training is performed and compliance with
the requirement for the staff member to participate is met. This can include the sponsor

providing the training as needed, or developing a training plan with the site for a trained site
employee to provide the training. All documentation requirements apply in either situation.

The sponsor is responsible for verifying compliance with the training requirements during their
review of the site, if the site personnel provided the training.
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4222 Required Training - Independent Centers

CEs must train each staff member before they assume any CACFP duty and must train each
staff member annually thereafter.

Key CACFP activities include:

Budget Procurement Enrollment Eligibility Determination
Attendance Records | Meal Preparation Meal Service Meal Counting
Claim Preparation Monitoring Civil Rights Training

Training must cover the following topics:

e Program Meal Pattern

¢ Meal Counts

e Claims Submission

e Claims Review Procedures

e Recordkeeping Requirements
e Reimbursement System

e Civil Rights

Training for each staff member can be specific to their CACFP duties or can include all topics as
listed above. Training must be documented as indicated below.

4223 Physical Activity and Limiting the Use of Electronic Media

Educating staff, sites, parents, and children on the importance of physical activity and limiting
the use of electronic media can contribute to the wellness, healthy growth, and development of
young children.

USDA has provided informational materials related to physical activity and limiting electronic
media use as well as others which are free to CEs and sites and can be downloaded and printed

for use in trainings and other settings. To obtain these materials visit the USDA website at:

http://healthymeals.nal.usda.gov/cacfp-wellness-resources-child-care-providers

CEs and sites are encouraged to use these free resources before developing or purchasing
others. However, under certain circumstances, CEs and sites may be able to develop and
distribute their own materials related to physical activity and limiting electronic media use and
use CACEFP funds to pay for those materials.
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CEs and sites must ensure:

e The materials (e.g., training curricula, toolkits, newsletters, pamphlets, etc.) emphasize
the link between nutritious meals and physical activity and/or limiting the use of
electronic media; and

e Costs for these materials are reasonable, necessary, and allocable as to their content in
relationship to CACFP requirements.

Reference Item 7400, Nonprofit Food Service and FNS Instruction 796-2, Financial Management —
Child and Adult Care Food Program for further information.

4224 Training Documentation
CEs must maintain documentation of all training sessions that include the following:

e Date of training,

e Location of training,

e Training topics,

e Names of participants, and

e Written or electronic signature of the participants.

When a site completes a required training course, the sponsor must present the site with written
documentation acknowledging their completion of the training.

The documentation must include the:

e Name of the site.

o Title of the training.

e Date that the training was completed.

e Name of the sponsoring organization.

e Name of the trainer who provided the training.

e Written or electronic signature of an authorized representative of the sponsoring
organization.

NOTE: TDA materials are produced using federal funds for TDA-sponsored training events
and as a tool for attendees to reference and use for training their own staff. No part of TDA’s
publications may be reproduced in any form or by any means for profit or for any purpose
other than use in USDA FNS programs. TDA cannot guarantee that non-TDA sponsored
Program training will contain current or correct information. CEs should contact TDA if there
are any questions about information received during training.
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4230 Sponsoring Organizations — Management and Monitoring

A sponsor is responsible for the management and monitoring of the sites that it sponsors. These
responsibilities include:

e Making pre-approval visits.

e Adding, submitting changes for, and terminating sites.

¢ Ensuring sites maintain a current license/certification/health and safety documents.

¢ Conducting training.

¢ Conducting reviews.

e Providing technical assistance.

e Disbursing payments to sites.

e Ensuring sites submitted for participation are not disqualified from participation in any
Child Nutrition Program, as well as ensuring site staff in principal positions or
performing CACFP functions are not disqualified (see Section 1000, Introduction for a list
of other Programs).

4231 Adding, Terminating, or Making Changes to Sites

Sponsors must inform sites that are not part of their same legal entity that they may apply
directly to TDA for participation in the CACFP as an independent CE.

CEs must submit all information and documentation to TDA by the last day of the month for
the request to be effective for that same month. In some cases, TDA may be able to approve
participation or changes to participation with an effective date in the month prior to
submission.

If the information and/or documentation submitted by the CE is incorrect or incomplete, TDA
will return the incomplete information and request incomplete documentation before approval.
Submitting incomplete or incorrect information or documentation could result in the effective
date being a month or months after the initial submission, so TDA recommends requests are
submitted as early in the month as possible to allow for corrections to be made during the same
month.

REMINDERS:

e Sites and site staff disqualified or excluded from participation in a Child Nutrition
Program may not participate in the CACFP.

e Sites that lose their license/certification may not be claimed or participate in the CACFP.
It is the sponsor’s responsibility to ensure each site is licensed before submitting an
application for participation or a claim each month.
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4231.1 Adding a Site
Pre-Approval Visit
Before a sponsor enrolls a site, the sponsor must make a pre-approval visit to the site.

EXCEPTIONS: A CE that is a school is not required to conduct a pre-approval visit to its school
sites that are currently participating in the NSLP and a currently participating SFSP sponsor in
good standing does not have to conduct a pre-approval visit to its sites that are currently
participating in the SFSP.

During the visit, the sponsor must discuss Program benefits and requirements and determine
whether the site can provide food service in accordance with CACFP requirements.

A sponsor must use TDA’s Pre-Approval Visit (H1606-AT-P) form, or alternate, to document pre-
approval visits.

The sponsor must inform each unaffiliated site that it can apply directly to TDA for
participation in the CACFP as an independent CE.

After conducting the pre-approval visit, a sponsor may complete the site application and the
budget detail in TX-UNPS and mail, fax or email the remaining required documentation to
TDA.

The following information must be submitted:

e Sponsoring Organization Monitoring Staff Information (in TX-UNPS) (applies to sponsors of
25 or more sites, including sites being added);

e Contracting Entity Budget (in TX-UNPS) amending the sponsor’s budget as the addition
of sites will increase the budget;

o Site Application (in TX-UNPS) for each site;

e Documentation of area eligibility;

¢ Documentation of educational or enrichment program; and

e A copy of the site's license/certification to provide day care services, or exemption from
licensing; and

e If exempt from licensing, documentation of compliance with health and safety
requirements.

NOTE: A site cannot be approved if it does not meet the licensing and/or health and safety
requirements.
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The sponsor must also obtain from an unaffiliated site, and maintain in the site’s file, a copy of
the following;:

e Articles of Incorporation, Assumed Name Certificate or Certificate of Formation;
e IRS 501(c)(3) tax-exemption (if applicable);

e Organizational chart; and,

¢ Governing Body Awareness.

Sponsors must maintain on file a copy of the original Site Application from TX-UNPS and the
Permanent Agreement Between Contracting Organization and Child Care Site, for each site they
sponsor and will enter the dates of signature for both the sponsor representative and site
representative from the agreement on the site application (applies to unaffiliated sites only).
Sponsors must provide each site a copy of the original site application and Permanent Agreement
Between Contracting Organization and Child Care Site.

TDA has two types of Permanent Agreement Between Contracting Organization and Child Care Site.

o Permanent Agreement Between Contracting Organization and Child Care Site - applies to the
traditional sponsor/site relationship in which the sponsor passes through funds to the
site for operation of the nonprofit food service.

o  Permanent Agreement Between Contracting Organization and Child Care Site — Sponsor
provides Meals and Snacks - applies to sponsors that also serve as the meal service vendor
and conducts the nonprofit food service for the site and retain 100% of the meal
reimbursement.

The sponsor must ensure it has executed the proper agreement with the site before submitting
the site for approval.

These documents must be provided, upon request, to TDA. In addition, the completeness and
accuracy of these documents will be evaluated during administrative and site reviews.

TDA will not approve a site's participation, and sponsors may not claim reimbursement for
meals served at a site, before the latest of the following dates:

e Effective date of the site's license;

e Date of the pre-approval visit;

e Beginning effective date on the Permanent Agreement Between Contracting Organization
and Child Care Site (unaffiliated sites);

o Latest date that the Permanent Agreement Between Contracting Organization and Child Care
Site (applies to unaffiliated sites only) is signed by the site or CE; or

e Date of participation that TDA assigns.
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Example: The beginning effective date on the Permanent Agreement Between Contracting
Organization and Child Care Site is February 21, 2018; the site's license is effective March 1, 2018
the pre-approval visit was conducted March 10, 2018. The earliest the site could begin
claiming would be March 10, 2018, the date of the pre-approval visit.

NOTES:

e Reference handbook Item 2241, Licensing, for exemptions from licensing requirements.
e Submitting additions, terminations and changes via paper may delay the approval
process. TDA highly recommends CEs use TX-UNPS.

4231.2 Documentation of Area Eligibility

At-risk afterschool care center sites must be located in the attendance area of a public school
(elementary, middle, or high school) where at least 50 percent of the students are eligible for
free or reduced price meals. NOTE: CEs may not round up a percentage. A percentage such as
49.94 cannot be rounded up and would not qualify the site as area-eligible.

CEs must use the free and reduced-price percentages provided on the current school data list
when determining eligibility. If no school in the attendance area in which the site is located
meets the 50 percent or greater percentage, the site cannot be qualified as area eligible.

EXCEPTION: If a CE can obtain from the school in the attendance area in which the site is
located documentation for a more recent month that demonstrates that the school meets the 50
percent or greater percentage, that documentation may be submitted to qualify the site as area
eligible.

CEs must verify with the school, by written or verbal verification, that the site is located in the
school’s attendance area. CEs must also verify with the school, by written or verbal verification,
that the school in whose attendance area the site is located draws their attendance from a
specific neighborhood.

EXCEPTION: Some rural areas or small towns will have a single school that serves the entire
town or Independent School District (ISD). In this case, it is acceptable for the “specific
neighborhood” from which the school draws attendance to be the entire town or ISD.

Written documentation may include a map with school boundaries, a letter confirming school
boundaries, etc. Verbal documentation may include a telephone conversation with an ISD
official knowledgeable in school boundaries.

NOTE: CEs may not use data for magnet schools, charter schools, or alternate schools that serve
the entire ISD, in determining a site’s eligibility. EXCEPTION: sites located in magnet schools,
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charter schools, or alternate schools may use that schools free and reduced price enrollment
data to determine area eligibility.

CEs must verify, by written or verbal verification from the ISD, that the school in whose
attendance area the site is located does not target their attendance to children with special
needs. Schools such as alternate schools and schools that primarily or only serve children with
disabilities, etc., may not be used.

CEs must retain documentation of all school data used in its determination. Documentation
includes, but is not limited to, the list of schools, copies of all written information that you
receive from school officials (i.e., maps of school boundaries, letters confirming school
boundaries, etc.), and written documentation of all verbal information received from school
officials.

Documentation of verbal contacts with school officials must include:

e The name of the school being used for the area eligibility determination and the district
in which the school is located;

e The name of the school official who was contacted;

e The date the school official was contacted;

e The phone number for the school official contacted; and

¢ The specific information you were given by the school official.

Failure to retain the required documentation could result in denial of a site’s eligibility and
adverse action against the CE.

NOTES:
e SFAs do not have to submit the above documentation for school sites.
e Currently participating SFSP sponsors do not have to submit documentation of area
eligibility for sites currently participating in the SFSP unless the sponsor used census data
to establish area eligibility.

4231.3 Terminating a Site

To terminate (close) a site, sponsors may complete the process in TX-UNPS and mail, fax or
email any required documentation to TDA.

The following information must be submitted:
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e Sponsoring Organization Monitoring Staff Information (in TX-UNPS) (applies to sponsors of
25 or more sites, this is not needed if the termination of sites decreases your sponsorship
to below 25); and

e Contracting Entity Budget (in TX-UNPS) amending the sponsor’s budget as the
termination of sites will decrease the budget.

4231.4 Making Changes to a Site

To make a change to a site (such as changing meal times), independent CEs, and sponsors may
complete the site application in TX-UNPS and mail, fax or email the remaining required
documentation to TDA.

The following information must be submitted:

o Site Application (in TX-UNPS); and

¢ Any additional documentation needed dependent on the change. For example, if the
change is an address change, you must submit a copy of the new license that reflects the
address change and proves the site is licensed to operate at that location or if exempt,
documentation of compliance with health and safety requirements.

NOTE:

e A site cannot be approved if it does not meet the licensing and/or health and safety
requirements.

e Submitting additions, terminations and changes via paper may delay the approval
process. TDA highly recommends CEs use TX-UNPS.

Sponsors do not have to obtain the unaffiliated sites” signatures on the site application for
changes the sponsor makes on behalf of the site; however, the sponsor must provide the site a
copy of the site application with the changes indicated and maintain a copy on file. The sponsor
can print the site application from TX-UNPS to accomplish this, or if completed via paper, mail
the paper copy to the site. TDA will verify compliance with this requirement.

4232 Denials
A site’s participation will be denied if:
e Thessite is already participating with another sponsor.

e The site requested a good cause transfer, but the transfer approval letter from TDA is
not submitted with the application.
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e The site, responsible principal(s) and/or responsible individual(s) has been declared
seriously deficient and is on the National Disqualified List (NDL) or Texas Excluded
SFSP List (TEXSL).

e Thessite is currently participating in the Program with a sponsor and signs the site
application or Permanent Agreement Between Contracting Organization and Child Care Site
prior to June 1 or after July 31.

o The site signed the site application and Permanent Agreement Between Contracting
Organization and Child Care Site with multiple sponsors between June 1 and July 31. The
sponsor whose Permanent Agreement Between Contracting Organization and Child Care Site
shows the earliest sign date of both the site and the sponsor representative has the
legally binding application and agreement.

e A copy of the site’s license or alternate documentation, if applicable, was not submitted.

o The site is otherwise ineligible to participate.

4233 Resuming Site Participation

A sponsored site whose Permanent Agreement Between Contracting Organization and Child Care
Site has been terminated by mutual consent that wants to resume its participation in the same
Program Year must participate with the same sponsor, unless:

o The site has "good cause" for a transfer and TDA approves the site to transfer to another
sponsor. Reference Item 4225, Transfers, for more information.

e The site signs a Permanent Agreement Between Contracting Organization and Child Care Site
for the next Program Year during the open enrollment period (June 1 through July 31 of
each Program Year).

o The site applies to participate directly with TDA.

Sponsors must ensure a resuming site is eligible to participate and submit the same items as
required in Item 4220, Adding, Terminating, or Making Changes to Sites, to resume a site’s
participation.

4234 Open Enrollment

Sites that are at-risk afterschool care centers ONLY (do not participate in any other component
of the CACFP) may select a new sponsor, without prior approval from TDA, between June 1
and July 31 of each Program Year. Permanent Agreement Between Contracting Organization and
Child Care Site signed during the open enrollment period are effective August 1 of the same
Program Year.

Sites that are traditional child care centers or emergency shelters that also participate in the at-
risk afterschool care component may select a new sponsor, without prior approval from TDA,
between June 1 and September 30 of each Program Year. Permanent Agreement Between
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Contracting Organization and Child Care Site signed during the open enrollment period are
effective October 1 of the following Program Year.

A new site can sign a Permanent Agreement Between Contracting Organization and Child Care Site
with a sponsor at any time during the Program Year. If the Permanent Agreement Between
Contracting Organization and Child Care Site is signed between the applicable open enrollment
period above, the new site may choose another sponsor before the end of the applicable open
enrollment period.

If a site signs a site application and Permanent Agreement Between Contracting Organization and
Child Care Site with more than one sponsor during open enrollment, the Permanent Agreement
Between Contracting Organization and Child Care Site that was signed earliest by both the sponsor
representative and the site is legally binding.

Sponsors may not obtain a newly signed Permanent Agreement Between Contracting Organization
and Child Care Site during the open enrollment period from existing sites in an attempt to
prevent the sites from transferring to another sponsor during open enrollment. A newly signed
Permanent Agreement Between Contracting Organization and Child Care Site signed by a Sponsor
and its existing site will not be considered as “signed earliest by both the sponsor representative
and the site” if the site signs with another sponsor during the open enrollment period.

Once a site has selected a sponsor, the site may not transfer to another sponsor without prior
approval from TDA.

NOTE: A site may terminate its Permanent Agreement Between Contracting Organization and Child
Care Site with the sponsor and apply to participate directly with TDA at any time during the
year.

4235 Transfers

Prior to open enrollment, sponsors may not recruit nor enter into a Permanent Agreement Between
Contracting Organization and Child Care Site for the next Program Year with sites that are
currently participating or had participated with a sponsor in the CACFP in the current Program
Year.

Sites that can demonstrate good cause for transferring from a sponsor may, with prior approval
from TDA, enter into a Permanent Agreement Between Contracting Organization and Child Care Site
with another sponsor at any time during the Program Year.

If a site wants to transfer to another sponsor, the site must:

¢ Request in writing, and receive, prior approval for the transfer from TDA.
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¢ Demonstrate good cause for the transfer request.
e Submit a letter to its current sponsor stating the intention to terminate their agreement
and the effective date of termination.

"Good cause" for transferring from the sponsorship of one sponsor to another during the
Program Year is limited to the following conditions:

e A sponsor denies a site access to the Program.
e A sponsor reduces the level of benefit a site receives under the Program, for example,
the sponsor:

o  Will not allow sites to claim suppers or weekend meals because the sponsor does not
want to monitor those meal services.

o Requests and receives approval to withhold more than 15% of the meal
reimbursement annually for allowable administrative costs thereby reducing the
reimbursement received by the site.

e Any other good cause as determined by TDA.

It is the site's responsibility to demonstrate that such conditions exist.

EXAMPLE: A site moved to an area where the current sponsor does not provide service.

When approving a transfer based on good cause, TDA will specify the earliest dates on which a
new Permanent Agreement Between Contracting Organization and Child Care Site may be signed or
become effective. Transfers may be approved any time throughout the Program Year when
there is good cause. The approval granted by TDA to transfer is only effective one time. A site
may not use the same transfer letter to transfer between multiple sponsors.

Sponsors must submit the approval to transfer letter with all other required documentation
when adding a site.

Occasionally, a sponsor will cease participation in the CACFP prior to the end of the Program
Year. When this happens, TDA notifies the sites that they are approved to transfer to another
sponsor. No sponsor may execute an agreement with a site that has been approved for transfer
prior to the date in the notification.

Sponsors adding a site that was previously under the sponsorship of a sponsor that terminated
during the same Program Year must submit the termination letter/approval to transfer letter
with all other required documentation when adding the site.

Any costs sponsors incur while recruiting a current or former sponsor's sites, prior to June 1 or
prior to the date that TDA has approved a site's transfer, are unallowable. At a minimum,
sponsors records must include:
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e Itemized accounts, including the source of non-Program revenue, of recruiting costs.
e The first date of contact with the site.

Failure to properly request a transfer may delay the processing of your claim or result in a
reduced reimbursement.

4236 Training and Education

Proper training is an important element in ensuring compliance with Program requirements
and minimizing disallowances, unallowable costs and termination of Program participation.
Sponsors are required to provide and attend training, as follows:

e New site staff must receive training prior to the site’s participation in the Program and
annually thereafter.

e New site staff who performs key CACFP activities must receive training prior to
beginning those activities.

e Participating site staff must attend training annually.

¢ A new employee of the sponsoring organization (5O) who performs key CACFP
activities must receive training prior to beginning those activities.

e A current employee of the SO must receive training annually.

Sponsors must plan trainings that are appropriate to the experience level and duties of the
sponsor’s and site’s staff. Experienced and inexperienced staff should not get the same training
year after year; however, repetition of some information may be necessary to ensure continued
Program compliance.

Although all topics must be included in the annual training, a sponsor may provide more
information on some topic than others. A sponsor’s training should always address areas in
which deficiencies have been identified.

There is no requirement for the amount of time spent on training. Therefore, a sponsor may
only need a short review on some topics, while other topics require a longer period of time.

Training may be conducted in a variety of ways to meet the needs of the sponsor and sites staff.
Sponsors may use classroom style, on-site, distance learning (with the exceptions listed below),
or other innovative training techniques, provided the training is properly documented and the

training accomplishes the regulatory requirements for training content and frequency.

However, sponsors may not fulfill the training requirements by providing a training video and
requiring staff to certify that they watched it. Training on video, web-based training, and/or
other independent learning approaches are only permitted to fulfill the requirement if there are
means to verify that each trainee has actually received the training, i.e., pre- and post-tests,
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activities, exercises, etc. Sponsors may use electronic signatures to verify that sponsor and site
staff has completed electronic training.

4236.1 New Site and Sponsor Staff

The sponsor, its staff and new site staff who perform key CACFP activities must participate in
or receive training in the following areas and subtopics:

e Program Meal Pattern
Child meal pattern
Serving sizes for age groups
Creditable foods
Meal service styles
Accommodating special needs diets
Menu planning
e Meal Counts

o Daily (point of service)

o Weekly

o Monthly
e (laims Submission

o O O O

o Due date
o Late claims
o Adjusted claims
e (Claims Review Procedures
o Review elements
o Adverse Action
o Appeal rights
e Recordkeeping Requirements
Daily, weekly, monthly forms

o Meal production records
o Attendance records
o Financial records

Record retention
e Purchase meals (FSMC/Vendor)
e Reimbursement System
o Claiming percentage
o Administrative fee
o Payment schedule
e Civil Rights
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TDA provides Civil Rights training materials on the TDA website at
http://www.squaremeals.org, click on F&N Resources, then “Training,” select “Online
Education and Self Study”, and finally choose the English or Spanish course.

TDA may require sponsors to attend additional training during the program year. Sponsors
will be notified if and when mandatory training is scheduled.

Key CACEFP activities include:

Budget Procurement Enrollment Eligibility Determination
Attendance Records | Meal Preparation Meal Service Meal Counting
Claim Preparation Monitoring Civil Rights Training

4236.2 Participating Sites and Current Sponsor Staff

After a sponsor’s first program-year of participation, the sponsor, its staff, and site staff that
perform key CACFP activities must participate in or receive training annually in the same areas
and subtopics as listed in 4346.1.

TDA may also require sponsors to attend additional training during the program year.
Sponsors will be notified when mandatory training is scheduled.

During the program year staff may change. New sponsor and site staff are required to be
trained on the areas and subtopics. It is the sponsor’s responsibility to ensure new employees
who will be performing key activities receive training prior to beginning these CACFP
functions.

The sponsor can develop a method to ensure this training is performed and compliance with
the requirement for the staff member to participate is met. This can include the sponsor
providing the training as needed and/or developing a training plan with the site for a trained
site employee to provide the training. All documentation requirements apply in either
situation.

The sponsor is responsible for verifying compliance with the training requirements during their
review of the site, if the site personnel provided the training.

4236.3 Physical Activity and Limiting the Use of Electronic Media
Educating staff, sites, parents, and children on the importance of physical activity and limiting

the use of electronic media can contribute to the wellness, healthy growth and development of
young children.
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http://www.squaremeals.org/

Educating staff, sites, and participants in proper nutrition, physical activity and healthy
lifestyles (including limiting the use of electronic media) is also an important part of the
Program purpose.

Although promoting physical activity and limiting the use of electronic media is not required,
CEs and sites are encouraged to devote time to educating participants. The cost of these efforts
can be an allowable expense and is further described in Item 4333, Physical Activity and Limiting
the Use of Electronic Media and in Item 7400, Nonprofit Food Service and FNS Instruction 796-2,
Financial Management — Child and Adult Care Food Program for further information.

USDA has provided informational materials related to physical activity and limiting electronic
media use as well as others which are free to CEs and sites and can be downloaded and printed

for use in trainings and other settings. To obtain these materials visit the USDA website at:

http://healthymeals.nal.usda.gov/cacfp-wellness-resources-child-care-providers

CEs and sites are encouraged to use these free resources before developing or purchasing
others. However, under certain circumstances, CEs and sites may be able to develop and
distribute their own materials related to physical activity and limiting electronic media use and
use CACFP funds to pay for those materials.

CEs and sites must ensure:

e The materials (e.g., training curricula, toolkits, newsletters, pamphlets, etc.) emphasize
the link between nutritious meals and physical activity and/or limiting the use of
electronic media; and

e Costs for these materials are reasonable, necessary, and allocable as to their content in
relationship to Program requirements.

Reference Item 7400, Nonprofit Food Service and FENS Instruction 796-2, Financial Management —
Child and Adult Care Food Program for further information.

4236.4 Training Documentation
CEs must maintain documentation of all training sessions that include the following:

e Date of training,

e Location of training,

e Training topics,

e Names of participants, and

e  Written or electronic signature of the participants.
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When a site completes a required training course, the sponsor must present the site with written
documentation acknowledging their completion of the training.

The documentation must include the:

e Name of the site.

o Title of the training.

¢ Date that the training was completed.

e Name of the sponsoring organization.

¢ Name of the trainer who provided the training.

e Written or electronic signature of an authorized representative of the sponsoring
organization.

NOTE: TDA materials are produced using federal funds for TDA-sponsored training events
and as a tool for attendees to reference and use for training their own staff. No part of TDA’s
publications may be reproduced in any form or by any means for profit or for any purpose
other than use in USDA FNS programs.

TDA cannot guarantee that non-TDA sponsored program training will contain current or
correct information. CEs should contact TDA if there are any questions about information
received during training.

4237 Reviews

Sponsors must conduct reviews of each of their sites to determine compliance with all Program
requirements.

Sponsors must use TDA’s Review (H1606-AT) form, or alternate, during each visit.

All questions on the Review (H1606-AT) form are considered critical. However, each entry on
the Review (H1606-AT) form, in and of itself, does not ensure that an organization fulfills its
fundamental management responsibilities. Some entries are essential to ensuring that the
Program’s intent is being met with integrity.

Other entries denote that technical federal and state requirements are being met. Sponsors must
ensure the form is completed in its entirety.

Sponsors that fail to complete all elements on the Review (H1606-AT) form will be subject to
serious deficiency.

Sites participating in the CACFP are subject to unannounced as well as announced reviews by
the sponsor, TDA, USDA or other State or Federal officials.
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Sponsors must notify each site that:

e [t will be reviewed on an announced or unannounced basis;

¢ Announced and unannounced reviews will be made during the site’s normal hours of
operations, including evenings and weekends if applicable;

e Monitors conducting announced and unannounced reviews will have photo
identification that is current and must clearly identify the individual by name and the
name of the sponsoring organization; and

e State or Federal officials that visit the site will carry photo identification that identifies
them by name and agency.

A Texas Driver’s License or Texas ID card is not sufficient to meet the photo identification
requirement because it does not identify the individual as an employee of the sponsoring
organization. State or Federal officials that visit the site will carry photo identification that
identifies them by name and agency.

Sponsors are required to review each of their sites:

e At least three times per year (based on the 12-month review period of each site) unless
the sponsor is averaging reviews.

¢ Once within the first four weeks of Program operations with the sponsor.

e At least once every six months (unless the sponsor is averaging reviews).

EXCEPTIONS:

e A School Food Authority (SFA) participating in only the at-risk component of CACFP
may align its at-risk review with its required NSLP review.

e A Summer Food Service Program (SFSP) sponsor may follow the CACFP review
requirements (this must be documented in its management plan), and must ensure that

it:

o Conducts three visits;

o Once within the first four weeks of operations;
o Atleast once every six months; AND

*  One review occurs during the summer, includes a review of SFSP
requirements, includes a meal observation and be unannounced;

* Two reviews occur during the school year, includes a review of CACFP
requirements, includes a meal service observation and one be unannounced.

NOTE: See Item 4237.1, Review Averaging, for procedures and requirements for review
averaging.
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Two of the reviews conducted must be unannounced (unscheduled); the third review may be
announced or unannounced at the sponsor’s discretion, during each site’s 12-month review
period.

Prior to conducting an announced review, sponsors must notify the sites in writing.

When planning unannounced reviews sponsors must ensure that the planning of the reviews

does not allow for the unannounced review of a specific site to be conducted at the same time

each year. For example, reviews that always occur during the third week of any given month,
or never occur during the first week of a month when claims are being processed.

Unannounced reviews are designed to help sponsors ensure sites are operating the Program in
accordance with regulations and policies, and unannounced reviews that are always scheduled
at the same time, therefore are known to be expected by a site, are less likely to uncover
management deficiencies and Program abuse, and undermine the intent of unannounced
reviews.

A sponsor must observe an entire meal service at each required review. The duration of the
meal service is designated on the Site Application (beginning and ending times). Only one
review during the site’s 12-month review period may include the observation of a snack rather
than a meal. If a site participates on Saturday or Sunday, the sponsor must attempt to conduct
at least one of the reviews on a Saturday or Sunday.

NOTE: If the monitor has observed at least the average number of children normally claimed by
the site receive a meal during the meal service being reviewed; the monitor does not have to
remain for the entire meal service.

A sponsor must provide oversight of all types of meal services being claimed by its sites. In
order to provide adequate oversight, the sponsor must review all meal service types being
claimed by all of their sites, including weekend meals. Reviewing all meal service types does
not require a sponsor to annually conduct reviews of all meal services being claimed at each
site. As long as, in the total of all reviews conducted, the sponsor provides oversight of all meal
service types being claimed, the sponsor has met its responsibility. Meal service types include:
breakfast, at-risk breakfast, lunch, at-risk lunch, supper, at-risk supper, snacks (am/pm/eve/at-
risk) and/or weekend meals.

Sponsors may not observe the same meal service type at all reviews conducted for the same site.
EXCEPTION: If a site only serves one meal type, each review must include the observation of
that meal service.

The following is a recommendation and not a requirement when reviewing meal service:
The number of breakfast, lunch, or supper reviews should be roughly the same percentage as
the percentage of breakfast, lunch, or suppers claimed for reimbursement.
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EXAMPLE: If 20% of the meals claimed by the sites are suppers, then 20% of the sponsor’s
effort should be devoted to reviewing suppers.

The sponsor must keep records of the locations, dates, times, and findings for each review. The
sponsor is responsible for using the reviews as an opportunity for training the site. If problems
are identified during a review, the sponsor must require corrective action to ensure that the
problems are corrected. TDA expects reviews of sites that are experiencing difficulty operating
the Program to exceed the minimum number and frequency.

4237.1 Review Averaging

Sponsors may choose to average their reviews as a means to better utilize resources, by
conducting only two unannounced reviews of sites with few or no Program non-compliances
or findings at the last 2-3 reviews, three reviews for the bulk of their sites, and four reviews per
year of those sites that need closer oversight and technical assistance.

Sponsors are not required to obtain prior approval from TDA to implement review averaging.
However, sponsors are responsible for informing TDA of their intent to utilize the option and to
provide a description of their implementation plan.

If a sponsor decides to implement or to stop averaging during renewal application processing,
or during the Program Year, they must submit a revised Contracting Entity Management Plan to
TDA via TX-UNPS. If the request is to begin using review averaging, the sponsor must also
submit their implementation plan.

A sponsor’s plan must include the criteria it will use to determine which sites will receive two,
three, or four reviews, and review procedures for its organization. TDA will evaluate and
approve the plan to ensure that all reviews will be conducted and performed according to
Program regulations.

Regardless of the sponsor’s review schedule, TDA will review and monitor the sponsor’s
operation for compliance to determine if reviews are being conducted as required.

NOTE: If a sponsor conducts one unannounced review of a site and finds no serious
deficiencies the sponsor may choose not to conduct a third review of the site that year and may
make the second review announced or unannounced at its discretion. However, the sponsor
must ensure that it conducts an average of three reviews of all its sites in the year, and that it
conducts an average of two unannounced reviews of all its sites that year. If a sponsor uses this
provision, and a site or sites receive only two reviews in one year, it must ensure that the first
review of the site(s) in the next review year occur no more than 9 months after the previous
review.
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Review Averaging Exceptions

Sponsors that average their reviews must include the review requirements found in Item 4237,
Reviews with the following exceptions:

1. There can be no more than 9 months between reviews if a site is receiving two reviews.
2. The minimum number of reviews a site may receive is two per year.

3. A site that has a serious finding during the review year must receive at least three
reviews.

How to Establish the Averaging Cycle

In order to implement the review averaging option successfully, the sponsor’s review cycle
must correspond with the CACFP Program Year (PY) (October 1 — September 30). If the
sponsor has been conducting reviews on a schedule other than the CACFP PY (for example,
sites approved participation date, calendar year, etc.), the new review averaging cycle must
have a beginning date of October 1 for all participating sites.

Step 1. Calculate the number of total reviews that must be conducted.

Number of participating sites as of October 1 multiplied by 3 equals the total number of
required reviews over the entire PY.

EXAMPLE: 5 sites x 3 =15 total number of required reviews that must be conducted during the
PY (October 1 — September 30).

Step 2. Construct a profile to determine which sites need more or fewer reviews.

The following is an example of how a sponsor may determine which sites would require more
frequent review and which would require less frequent review.

Sites that need only two reviews:
e Sites that had no findings on their last 2-3 reviews.

e Sites that have participated for several years that have only minor findings on their last
review.
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Sites that need three reviews:

e New sites that have previously participated with another sponsor.
e Sites that had findings on their last 2 reviews.
e Sites that are doing well, but need additional technical assistance in a particular area.

Sites that need four reviews:

e New sites that have never participated in the CACFP.

e Sites that had serious findings on their last review, and/or a principal or individual of
the site were in the serious deficiency process.

e Sites that are having difficulties.

e Sites that have a combination of the above.

Fluctuations due to adding and terminating sites will affect the sponsor’s review averaging
plan. To help manage the total number of required reviews the sponsor must perform, a

separate averaging plan may be beneficial for new participating sites added during the PY.

New sites added during a PY will then be added to the total reviews for the following PY.

For New Sites Beginning within a Program Year
Site Beginning Participation Date Minimum Number of Reviews in PY
October 1-December 30 3
January 1-March 31 3
April 1-June 30 2
July 1-September 30 1

EXAMPLE: If a new site begins participation on December 3, three reviews must be conducted
for the PY. If a new site begins participation on May 2, two reviews are required.

Step 3. Determine exactly how many sites will get two, three, or four reviews.

In order to get the total number of reviews required, the sponsor will need to have the same
number of sites receiving two reviews as receive four reviews.
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EXAMPLE: If 300 reviews are required, a sponsor’s schedule might have:
e 10 sites receiving 2 reviews.
e 80 sites receiving 3 reviews.

e 10 sites receiving 4 reviews.

Step 4. Develop a plan to track reviews.

Tracking reviews shows the timing of reviews for each site throughout the year, and identifies
which reviews will be announced and unannounced.

A sponsor’s tracking plan should keep a running tally, by month and by year-to-date, of:
e The number of reviews conducted.
e The number of unannounced reviews conducted.

e The number of announced reviews conducted.

Step 5. Frontload reviews.

Conducting a majority of the reviews early in the PY (“frontloading”) allows for more flexibility
if circumstances occur later in the year that forces a revision to the review averaging plan.

Step 6. Revise the schedule.

The sponsor’s review averaging plan will need to be reassessed periodically. The more sites the
sponsor has, the more times the schedule will need to be assessed.

Anticipate changes such as:

e The number of participating sites changes due to new, terminated, or temporarily
inactive sites.

e One or more monitors leave the position.

e Bad weather prohibits the review.

e The monitor has car problems and all reviews for the day cannot be conducted.

Averaging will work differently for each organization, depending on how the site profile is
developed, the organization is structured, and other factors. Sponsors that implement review
averaging should remember it is a tool to use to focus more technical assistance and oversight
on problematic and new sites.
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4237.2 Meal Counts and Attendance

Documented daily attendance must be maintained. The daily attendance is not the same as the
meal count and the two must be indicated separately. The attendance must be compared to the
meal count to determine if any discrepancies exist. For example, the site could have an
attendance that is larger than the meal count but should not have a meal count that is greater
than the number of infants or children in attendance.

NOTE: An unanticipated fluctuation in participation resulting in the service and claiming of
second meals would be the only reasonable explanation for meal counts to exceed attendance.
Claiming second meals requires prior approval. Refer to Item 4172, Second Meals During One
Meal Service, for additional information.

Sponsors” Action: Sponsors must require corrective action and disallow any meals claimed in
excess of attendance unless the site has requested approval for second meals and the CE has
obtained that approval from TDA. Corrective action should include requiring the site(s) to:

e Develop and implement (step-by-step) processes/procedures to ensure:
o Meal counts and attendance will be documented and reported accurately
o Meals will only be claimed for those children/infants who are documented in
attendance
The process/procedure must include:
o Who will be responsible for each/task/function/step in the procedure (by
position/title)
o The date the process/procedure was or will be implemented
o How often the process/procedure will be done, e.g., daily, weekly, monthly,
etc.
o Opversight measures to ensure the noncompliance will not occur again
e Submit:
o The process/procedure developed
o Any additional supporting documentation required by the sponsor to

demonstrate successful corrective action

Sponsors should also provide additional training and technical assistance.
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4237.3 Meal Service

Review of the meal service encompasses a wide range including compliance with the meal
pattern requirements, meal service times, and documentation.

Meal pattern

To determine a site’s compliance with the meal pattern requirements a sponsor must review
documentation including, but not limited to:

e Meal production records

e Documentation of food purchases
o Invoices
o Receipts
o Vendor receipts/records

e Donation logs

e Leftover/Recycle logs

e (N labels

e Product formulation statements

The sponsor must determine if the site has complied with the required meal components and
portion sizes for each meal type, and if the site purchased or acquired enough of each item to
support the meals and snacks it claims.

NOTE: If a site was unable to serve the documented meal with the whole grain-rich grain due
to extenuating circumstances, such as being forced to close before serving that meal due to
severe weather, the sponsor would not have to call a finding and disallow meals on the basis
that the whole grain-rich requirement was not met.

To determine compliance with the components and portion sizes the sponsor must perform a
meal analysis.

Ensuring compliance with the meal pattern requirements is not only done during a review, but
each month when the sites submit documentation for a claim.

Substitutions due to Disabilities or Medical or Special Dietary Needs

Sponsors must also review the meal production records to determine if there have been
substitutions due to disabilities and/or medical or special dietary needs. If there are, sponsors
must ensure documentation to support the substitutions is on file and that the substitutions
have been made correctly. Refer to Items 4113.2, Children with Disabilities and 4113.3, Children
with Medical or Special Dietary Needs for additional information.
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Meal Service Times

Sponsors must ensure sites are serving meals during the meal service times as indicated on the
last approved Site Application. Meals served outside of the approved meal service times may
not be claimed for reimbursement.

Common meal service non-compliances include, but are not limited to:

e Meal production record does not contain all required information to allow the reviewer
to determine a credible meal was prepared for each infant/child

e Meal production record contains documentation which indicates the food prepared was
not sufficient (measurable amount) to feed the number of infants/children/adult
participants claimed for the meal service

e Meal production record contains documentation which indicates not all required food
components were prepared for the meal (missing a component such as fruit or
vegetable, etc.)

e Meal production records are not available for the month(s)/day(s) being reviewed

e Meal production records do not contain substitutions as appropriate

e Meal being observed does not comply with meal pattern requirements

e Meal being observed is served outside of the approved meal serving times

e Records, such as invoices, receipts, do not support the meals produced and claimed

Sponsors” Action: Sponsors must require corrective action and may disallow any meals that do
not meet meal pattern requirements or for which there is not sufficient documentation.

Corrective action should include requiring the site(s) to:

¢ Develop and implement (step-by-step) processes/procedures to ensure:

o Meals claimed meet meal pattern requirements;

o Meal production records are documented accurately;

o Meal production records and all records to support the claim (receipts,
invoices, recycle logs, etc.) are maintained and available for reviewers;

o Only meals that comply with the meal pattern requirements will be claimed

o Meals will be served during the approved meal service times

The process/procedure must include:

o Who will be responsible for each/task/function/step in the procedure (by

position/title)

o The date the process/procedure was or will be implemented
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o How often the process/procedure will be done, e.g., daily, weekly, monthly,
etc.
o Oversight measures to ensure the noncompliance will not occur again
e Submit:
o The process/procedure developed
o Any additional supporting documentation required by the sponsor to

demonstrate successful corrective action

Adverse action is to be taken as follows:

¢ Insufficient quantity of food for a specific meal served - claim the number of meals for
which sufficient quantities were available. EXAMPLE: One hundred children were
present during a meal service. The main dish was spaghetti and enough meat was
prepared for a total of 95 servings. Assume that all 100 attendees were fed, resulting in
insufficient quantities for each of the children, however, allow the site to claim 95 meals.

e Receipts/invoices/other documentation shows insufficient quantity of food/milk was
available for the meals claimed - first disallow from the meals with the lowest rate of
reimbursement.

e Completely missing one or more of the required components — all meals for that meal
service must be disallowed.

e (N label/product formulation statement not maintained/available — disallow meals that
contained products which required this documentation.

Sponsors should also provide additional training and technical assistance.

4237.4 Civil Rights

Sponsors must ensure sites are in compliance with civil rights requirements as detailed in
Section 6000, Civil Rights, of this handbook. Sponsors will use observation, conversation and

documentation to make this determination.

Sponsors” action: Sites that are in violation of civil rights requirements must be required to take
immediate corrective action as well as develop corrective action to ensure future compliance.

Corrective action should include requiring the site(s) to:

e Develop and implement (step-by-step) processes/procedures to ensure:
o {enter specifics related to noncompliance observed}
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The process/procedure must include:

o Who will be responsible for each/task/function/step in the procedure (by
position/title)

o The date the process/procedure was or will be implemented

o How often the process/procedure will be done, e.g., daily, weekly, monthly,
etc.

o Opversight measures to ensure the noncompliance will not occur again

e Submit:
o The process/procedure developed
o Any additional supporting documentation required by the sponsor to

demonstrate successful corrective action

Sponsors should also provide additional training and technical assistance.
4237.5 Record Keeping

Sites must comply with all record keeping requirements specified in this handbook. This
includes not only retention, but the manner in which records are maintained and completed.

Sponsors will review the sites records to determine if the records are 1) available according to
record retention requirements; 2) completed accurately according to policy and record
instructions; and 3) current according to policy and record instructions.

Sponsors” Action: Sponsors must require corrective action, disallow any claims/meals or reduce
reimbursement, if applicable, for which there is not sufficient documentation. Corrective action
should include requiring the site(s) to:

e Develop and implement (step-by-step) processes/procedures to ensure:

o All required documentation will be maintained according to record keeping
requirements

o {enter specifics to the documentation in question, such as eligibility
documentation}

The process/procedure must include:

o Who will be responsible for each/task/function/step in the procedure (by
position/title)

o The date the process/procedure was or will be implemented

o How often the process/procedure will be done, e.g., daily, weekly, monthly,
etc.

o Oversight measures to ensure the noncompliance will not occur again
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e Submit:
o The process/procedure developed
o Corrected/updated documentation (for example, meal production records,
meal count and attendance)
o Any additional supporting documentation required by the sponsor to

demonstrate successful corrective action

Example of potential adverse action due to record keeping is as follows:

¢ Meal count and attendance - All meals for days for which meal count and attendance
records are missing {enter time period for which records are missing}

Sponsors should also provide additional training and technical assistance.
4237.6 Training

Site staff must receive training prior to beginning key CACFP activities and annually thereafter
in all required areas and sub-topics. Sponsors are responsible for ensuring each site’s staff are
in compliance with the requirement through the review of training documentation,
organizational charts, employee records, etc.

Sponsors” Action: Sponsors must require corrective action for any site not in compliance with
training requirements. Corrective action should include requiring the site(s) to:

e Provide a description of the circumstances that resulted in the noncompliance
e Develop and implement (step-by-step) processes/procedures to ensure:
o Staff participate in training prior to beginning key CACFP activities and annually
thereafter
o If applicable, sites ensure sponsors receive updated information on new employees
in a timely fashion to be able to ensure the new employees receive training prior to
beginning key CACEFP activities
The process/procedure must include:
o Who will be responsible for each/task/function/step in the procedure (by
position/title)
o The date the process/procedure was or will be implemented
o How often the process/procedure will be done, e.g., daily, weekly, monthly, etc.
o Oversight measures to ensure the noncompliance will not occur again
e Submit copies of the following documents:

o The process/procedure developed
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Sponsors must also provide training to those sites that have not received the required training.
4337.7 Five-day Reconciliation

During each review sponsors must conduct a reconciliation of meal counts to enrollment and
attendance records for five consecutive operating days, including weekends and holidays,
during the current and/or prior claiming period. NOTE: a comparison of meal counts to
licensed capacity is not required as part of the five-day reconciliation process but is a best
practice to help identify and resolve problems in the claiming process.

Reconciliation is expected to involve records from the current or previous month, or some
combination of days from the current and previous months if the review is conducted early in a
month. However, if there are circumstances that warrant the review of a five-day period from
an earlier month (for example, the site was closed for vacation or the monitor is trying to
establish a pattern), the sponsor may look at the earlier month’s records.

The five-day reconciliation is done by comparing enrollment (if available), attendance and meal
counts by meal type. Use the information obtained from the meal count, attendance, and
enrollment records to complete the five-day reconciliation portion of the Review (H1606) form.

To perform the five-day reconciliation, compare the meal counts and attendance records to the
tive-days chosen during the current and/or prior claiming period to determine the number of
children in care during each meal service and attempt to reconcile those numbers to the
numbers of breakfasts, lunches, suppers, and/or snacks recorded for that day. Based on that
comparison, determine whether the meal counts were accurate. If there is a discrepancy
between the number of children in attendance on the day of review and prior meal counting
patterns, the sponsor must attempt to reconcile the difference and determine whether the
establishment of an over claim is necessary.

The monitor will:
e Choose five consecutive operating days from the meal count record.
e For this five-day period, gather records of:

o Meal counts, and
o Attendance.

e Identify the number of children in attendance during the five-day period.

e Compare total meal counts to daily attendance to ensure that meal counts for
each approved meal type did not exceed the number of children in

attendance on any day.
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e Compare total enrollment (if available) to daily attendance to ensure that the
number of children in attendance did not exceed the number who were

enrolled.

e If meal counts cannot be reconciled with attendance data (and enrollment if
available), determine the source of the error and appropriate corrective

action.

Sponsors that use automated systems that routinely check all of the critical elements,
attendance and meal counts, for the entire claim period may use this as an alternative to the
five-day reconciliation. The sponsor would have to demonstrate that the system has the

capability to:
e (Collect attendance and meal count data;
e Separate attendance or “in and out times” from meal counts; and

e Perform comparisons of attendance and meal counts that would detect potential

problems in the claiming process.

The five-day reconciliation may be conducted in the office prior to the review if the monitor has
access to all current daily attendance and meal count records for the current or previous month.
If this information is available, the monitor could conduct reconciliation in the office prior to
arriving at the site, then complete any necessary follow-up work while onsite. The monitor
could also conduct a desk review if the comparison of meal counts to attendance and
enrollment records, if available is for the purpose of a follow-up review.

Sponsors” Action: Sponsors must require corrective action appropriate to the non-compliance
identified during the reconciliation, if applicable and require the site to:

e Develop and implement (step-by-step) processes/procedures to ensure:
o {enter specifics to the non-compliance identified}
The process/procedure must include:

o Who will be responsible for each/task/function/step in the procedure (by
position/title)

o The date the process/procedure was or will be implemented

o How often the process/procedure will be done, e.g., daily, weekly, monthly,
etc.

o Oversight measures to ensure the noncompliance will not occur again
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Submit:
o The process/procedure developed
o Corrected/updated documentation, if applicable (for example, meal counts,
attendance)
o Any additional supporting documentation required by the sponsor to

demonstrate successful corrective action

Adverse Action:

Meals claimed in excess of attendance must be disallowed.

Sponsors should also provide additional training and technical assistance.

4237.8 Nonprofit Food Service

Meal reimbursement, and the goods and services that reimbursement procures, must be used
solely for the operation or improvement of the food service, principally for the benefit of the
infants/children enrolled for care.

Sponsors must ensure sites are using the reimbursement received to procure goods and services
for the use in the food service. This is done through review of documentation and determined
by 1) identifying all nonprofit food service revenues; 2) including only allowable net expenses
incurred in the operation or improvement of the nonprofit food service when determining food

service cost; 3) deducting allowable net expenses from total nonprofit food service revenue; and

4) verifying that any excess is retained and used solely in the nonprofit food service.

Documentation of nonprofit food service status includes, but is not limited to:

O O O O

o O O

Cash register tapes, invoices, delivery slips, and receipts

Receiving reports from vendors signed by authorized staff

Itemized purchase invoices

Records showing costs of processing, distributing, transporting, storing, and
handling food (if these costs are in addition to the cost on the purchase invoice)
Credits - if they are not shown on invoices

Canceled checks or other forms of receipts for payments

Inventory records (including records of major inventory adjustments)

Payroll records (such as payroll ledgers, IRS Form W-2, IRS Form 941, and cancelled
payroll checks, time distribution reports)

Records of all income to the program
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e Records of donations to the program, such as food, services, supplies or labor
e Bank statements

e General ledgers

Sponsors” Action: Sponsors must require corrective action if sites fail to operate a nonprofit
food service and/or maintain documentation to allow the sponsor to determine compliance with
the requirement to operate a nonprofit food service. Corrective action should include requiring
the site(s) to:

¢ Develop and implement (step-by-step) processes/procedures to ensure, as
applicable:

o All Program funds will be retained and used solely for the operation or
improvement of the nonprofit food service

o Documentation will be maintained according to requirements outlined in the
handbook to allow review of the nonprofit food service status

The process/procedure must include:

o Who will be responsible for each/task/function/step in the procedure (by
position/title)

o The date the process/procedure was or will be implemented

o How often the process/procedure will be done, e.g., daily, weekly, monthly,
etc.

o Opversight measures to ensure the noncompliance will not occur again

e If applicable, repayment of funds spent improperly back to the sites nonprofit food
service from a non-Program source, and a plan to spend those funds on allowable
costs

e Submit:

o The process/procedure developed

o Corrected/updated documentation (for example, general ledger)

o If applicable, documentation of the refund of the improperly spent funds to
the nonprofit food service and documentation to confirm use of those funds
on allowable costs

o Any additional supporting documentation required by the sponsor to

demonstrate successful corrective action

Sponsors should also provide additional training and technical assistance.
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4238 Meal Edit Checks

Sponsors must use monthly edit checks to review meal counts submitted by each site to ensure
the accuracy of the sponsor’s monthly claim.

The edit checks will ensure that sites are:

¢ Reimbursed only for approved meal types.
e Not reimbursed for more meals than they could have served during the claiming period.

Edit checks can reveal problems with sites” meal data that need to be resolved before the
sponsor submits their claim to TDA. A failed edit check must always result in further
investigation or follow-up by the sponsor.

The edit checks required are:

e Approved Meal Types Edit Check: Compare the meal types claimed to the meal types
for which the site has been approved. This basic edit check can detect obvious claiming

errors. It ensures, for example, that a site approved to serve a snack only does not
attempt to receive reimbursement for suppers.

FOLLOW-UP ACTION: Sponsors must follow their own procedures for handling
invalid documentation submitted by a site. However, all meal types claimed that are

not approved must be disallowed. For example, the sponsor could contact the site to
determine if a revision should be submitted to change the approved meal types.

Sponsors may not retroactively revise the approved meal types in order to reimburse the
site for meals already claimed.

¢ Maximum Number of Meals Edit Check: Identifies the total reported counts that exceed
the maximum number of meals that a site could claim in a month. This maximum
number equals the site’s total attendance, times the maximum number of approved
meals that can be claimed per child (2), times the number of operating days in the
claiming period.

EXAMPLE: If a site attendance is 50 and the site serves supper and a snack for 20
operating days, it can claim a maximum of 1,000 for each meal type, and a maximum of
2,000 total meals; 50 attendance X 2 meal types X 20 operating dates = 2,000 maximum
total meals that can be claimed for the month.
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When the sponsor prepares the claim, each site’s total meals/snacks reported must be
compared with the site’s attendance figure for that month. The sponsor must develop a
procedure to ensure that it’s using the most current information for the claim month to
conduct this edit check.

FOLLOW-UP ACTION: If the meals/snacks count reported for reimbursement fails the
maximum number of meals edit check, you must follow-up with a more complete review to
determine whether the meal count is accurate. If the meal count is incorrect, follow your
own procedures for handling inaccurate meal counts.

Although block claim edit checks are not required, sponsors may use it as a tool to determine
potential training needs or claiming concerns with a particular site. Block claim edit checks
identify data submitted by a site for which the number of meals for one or more meal type
submitted for reimbursement is identical for 15 or more consecutive days within a claiming
period.

4239 Health and Safety

When conducting a review of a site, the CE must ensure that noted or suspected instances of
conduct or conditions that pose an imminent threat to the health or safety of the children in care
or the public are reported to the proper authorities. CEs must exercise judgment in making a
determination of imminent threat.

CEs should have guidance in place for monitors to respond consistently and fairly to an
imminent threat, and a plan to report, manage, and train staff on determining incidents that
pose an imminent threat.

Examples of incidents that rise to the level of imminent threat include:

e Lost or missing child;

e Suspected maltreatment of a child;

e Suspected sexual, physical, or emotional abuse of staff, volunteers, or family members
occurring while they are on the premises of the day care home;

e Injuries to children requiring medical or dental care;

e Illness or injuries requiring hospitalization or emergency treatment;

e Mental health emergencies;

e Health and safety emergencies involving parents or guardians and visitors to the site;

e Death of a child or staff member (including a death that occurred outside of child care
hours that had resulted from serious illness or injury at the site); or

e The presence of a threatening individual who attempts or succeeds in gaining entrance
to the site.
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If, during a review, a circumstance such as one of those listed above is suspected or occurs, the
monitor must:

¢ Contact the proper authorities
o Which authority(ies) to contact (HHSC (formerly DFPS), 911, etc.) will depend on the
actual circumstances, CEs should have a procedure/process in place to aide monitors
in making this determination
e Stay at the site until the authorities have arrived
o Staying on-site will depend on the actual circumstances, CEs should have guidelines
in the procedures/process to aide monitors in making this determination
e Request assistance from TDA to place the responsible principal(s)/individual(s) in
serious deficiency (if it is determined to be an imminent threat to health or safety)
following the procedure outlined in Section 10000, Serious Deficiency

Caring for Our Children, located at http://cfoc.nrckids.org/ is a resource that provides additional
guidance on managing, reporting, and documenting incidents of imminent threat.

4240 Claims for Reimbursement
A CE’s claim is its actual participation report submitted for the purpose of receiving
reimbursement for costs associated with food service. TDA reimburses claims depending on

the availability of funds.

The maximum numbers of meals CEs and sites may claim per child per day are as follows:

At-Risk Afterschool Care Traditional Child Care Center NSLP/SBP and At-Risk
Center and At-Risk Afterschool Care Afterschool Care Center
Center*

One meal and one snack, or | Two meals and one snack, or NSLP/SBP Breakfast, Lunch,

two snacks with prior Two snacks and one meal afterschool snack and

approval from TDA CACEFP supper; or**
NSLP/SBP Breakfast and
lunch and CACFP snack and
supper.**

*CEs and sites must ensure all requirements as outlined in the CACFP Child Care Centers Handbook
are met in order for a site to participate in both the traditional and at-risk component of the CACFP.
**CEs and sites may not serve an afterschool snack through NSLP and then serve the same children an
additional snack through CACFP.

Each meal and snack must be reported individually on the appropriate Centers Claim for
Reimbursement.
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For-profit CEs or sites must not claim reimbursement for meals or snacks served to children in
any month in which less than 25 percent of the children in care (enrolled or licensed, whichever
is less) were eligible for free or reduced price meals or were Title XX beneficiaries. Children
who only receive at-risk snacks/meals must not be included in this percentage.

CEs and sites may claim reimbursement for:

e Children through age 18 years (19 if the child turns 19 during the school year). Children
with disabilities are eligible without regard to age.

e Supper and snack served to children on school days, weekends, and school holidays
during a school's regular session.

¢ Breakfast only during school holidays or weekends during the school year.

e Lunch only during school holidays or weekends during the school year, except that
lunch meals may be claimed for those children who only attend school half-day, such as
pre-school.

Emergency shelters may claim meals served to children on weekdays and weekends.

Sponsors will complete the Documentation of Meals Claimed — At-risk (H1540-AT), or alternate,
monthly when preparing their claim for reimbursement and maintain the form(s) with their
Program files.

In order to process a CE’s claims, TDA must have an approved Certificate of Authority for
External Users (FND-101), for the CE’s staff member submitting the claim via TX-UNPS.

Each authorized representative will receive an email with a user ID and temporary password.
Once logged into the system, the user will be prompted to change the password. A user
manual is available on-line at http://TXUNPS.TexasAgriculture.gov.

The user manual gives instructions on how to:

e Access/log on to TX-UNPS;

e Submit a claim for reimbursement; and

e Obtain help if they are having trouble with their user ID or password, or with accessing
TX-UNPS.

NOTE: The purchase of a computer and Internet Service Provider (ISP) support is considered
an allowable operating cost. If a CE uses the automation equipment and ISP for any activity,
personal, or business, other than the operation of their nonprofit food service, the CE must
prorate the cost. The only allowable cost is the portion used in the operation of the CE’s
nonprofit food service.
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4241 Filing Claims and Submittal Deadline

CEs submit claims electronically via the Internet, through the Texas Unified Nutrition Programs
System (TX-UNPS). TDA will set up a TX-UNPS account for each authorized representative
indicated on the Certificate of Authority for External Users (FND-101).

Claims must be received no later than the 60t day after the last day of the claim month. Refer to
Item 4242, Late Claims, for information on claims received after the 60t day.

Once the CE’s claim has been successfully submitted, a confirmation number will appear, and
the claim status will be “accepted.” CEs can print the screen, which contains a confirmation
number, to reference when calling to confirm or ask questions about the claim. If the 60th day is
on a weekend or Federal holiday, the claim must be postmarked or received no later than
midnight on the following workday.

CEs that call to confirm the receipt of their claim or make inquiries about their claim must have
the confirmation number available. TDA office hours are 8:00 a.m. to 5:00 p.m. Central
Standard Time (CST).

If TX-UNPS is unavailable on the last day of the filing deadline (“the system is down”), CEs
may submit a paper claim via fax, mail, or by personal delivery to the TDA office in the Stephen
F. Austin Building in Austin. However, the claim must be postmarked or received by TDA
before close of business on the 60* day or it will be received as a late claim. CEs must attach a
cover letter explaining why they could not submit their claim electronically via TX-UNPS.

If a CE waits until the 60" day to submit a claim electronically and then is unable to access TX-
UNPS due to any problem other than TX-UNPS being down, the CE must:

¢ Find an alternate site to access TX-UNPS and submit their claim before the deadline, or
e Submit their claim via the paper process as a late claim. See Item 4242, Late Claims for
information on the processing of late claims.

NOTES:

¢ CEs should not mail their claim if they fax it or submit it electronically.
e It may take up to 45 days to process valid claims, no matter the method of submittal.

TDA recommends that CEs always have a back-up person designated to submit claims. Doing
so could lessen the chance of submitting a late claim that may be denied for payment. If a CE
receives advance payments, it should submit the claim as early as possible after the end of the
claim month, as a delay in submitting the claim could affect receipt of advance payments.
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When submitting a claim for reimbursement the CE certifies that the claim is accurate and
documentation is on file to support that claim. A CE that submits an inaccurate claim may be
required to repay funds and will be required to submit corrective action.

Inaccurate claims include:

o Opver claiming -
* claiming more meals than were actually served
* claiming meals that did not meet meal pattern requirements
* claiming meals for ineligible children
o Under claiming -
* claiming fewer meals than were served

4242 Late Claims

Claims postmarked or received by TDA later than 60 days after the last day of the claim month
(i.e. late claim) will be processed in the following manner:

Corrective Action Plan (CAP)

The submission of a late claim is a Program noncompliance; therefore, CEs must submit an
approvable CAP that includes the:

e Reason for submitting a late claim;

e Actions to be taken to avoid repetition of the situation linked to the late claim
submission;

e Actions to be taken to avoid any future late claim submission from the same or other
causes; and

e Signature of an Authorized Representative designated to act on the organization’s behalf
per the Certificate of Authority for External Users (FND-101).

Once a CE has submitted an approvable CAP, TDA will determine if it is eligible for the one-
time exception payment provision.

NOTE: TDA will accept as proof of submission of a claim a postmark affixed by the U.S. Postal
Service or equivalent documentation from a private postal service showing when the item was
mailed. TDA will not accept as proof of submission of a claim a postmark affixed by a postage
meter.
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4242.1 One-Time Exception

A one-time exception may only be used once within a 36-month time period for each USDA
Child Nutrition Program (CNP) in which the CE participates. The CACFP is one CNP,
regardless of whether a CE participates in only at-risk afterschool care center component or if
they also participate in Adult Day Care and/or Day Care Homes.

A one-time exception granted to a CE does not eliminate the CE from consideration for a one-
time exception for another CNP claim, for example, the Summer Food Service Program.

If the CE has ...

Then the CE may ...

Not used the one-time exception
provision within the 36-month time
period,

Choose or request to use the one-time exception
payment or receive no payment for the late claim.
If the CE submits claims for more than one month
at the same time, then the CE may choose the
claim month for which to apply the one-time
exception.

Already used the one-time exception
provision within the 36-month time
period,

Request a good cause exception.

4242.2 Good Cause

Requesting a Good Cause Exception

IfacCE...

Then TDA ...

Requests a good cause exception,

Will consider each request on a case-by-case basis.
The CE must demonstrate that the noncompliance
occurred due to circumstances beyond its control
(i.e., Good Cause).

If TDA... Then TDA...

Approves the Will forward the request to
request, USDA for approval.

Does not Will deny payment of the late
approve the claim.

request,

Does not request a good cause

exception,

Will deny payment of the late claim.
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Examples of good cause beyond a CE’s control may include, but are not limited, to:

e A catastrophic incident such as a tornado, flood, or fire; or
¢ A life-threatening injury or illness to the person responsible for submitting the claim.

NOTE: Catastrophic incidences, life-threatening injuries or illnesses do not automatically
entitle a CE to be granted a good cause exception. The responsibility is upon the CE to
demonstrate how the catastrophic incident, life-threatening injury or illness caused a situation
that made submitting the claim within 60 days unreasonable/impossible.

Examples of reasons that would not be considered good cause beyond a CE’s control include,
but are not limited to:

e Absence of personnel on the 60th day, for reasons other than a life-threatening injury or
illness;

e TX-UNPS is down or inaccessible for electronic filing;

¢ A malfunction of power or equipment at the CE’s facility; or

o Failure to get the claim in the mail in time to get it postmarked on the 60th day.

If USDA determines that a CE’s request for a good cause exception does not demonstrate that
the noncompliance occurred due to good cause, payment of the late claim will be denied. CEs
cannot appeal USDA’s denial of a claim. However, CEs may appeal TDA’s denial to submit the
CE’s request for a good cause exception to USDA for consideration of payment.

4243 Adjusted Claims

A CE may have a reason to submit an adjusted claim (that is, make a change to an already
submitted claim) to amend any of the information submitted. An adjusted claim that results in
TDA owing the CE money (an upward adjustment), will be included in the CEs next regular
reimbursement payment. If the adjustment results in the CE owing TDA money (a downward
adjustment), the amount will be deducted from the CEs next claim or claims until the funds
have been repaid.

A CE that needs to adjust an already submitted claim may do so by following the instructions in
the TX-UNPS user manual located at http://TXUNPS.TexasAgriculture.gov.

Occasionally, an adjusted claim as the result of disallowances taken during an administrative
review or as the result of claim validation will be required. If this occurs, TDA will notify the
CE in writing and provide appeal rights.
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4243.1 Upward Adjusted Claims

The corrective action procedures stated in Item 4242, Late Claims, also apply to any upward
adjusted claim postmarked or received by TDA more than 60 days after the last day of the
adjusted claim month.

4244 Limitations on Administrative Reimbursement for Sponsoring Organizations

Sponsors may only withhold an amount not to exceed 15% of the CACFP reimbursement paid
annually as a source of income for paying actual allowable administrative costs incurred in
supporting the operation of the nonprofit food service in its sites. The sponsor must maintain
documentation to support the percentage of CACFP reimbursement withheld.

Sponsors that are operating with less than 15% (for example, sponsors that have operated at
12% for 2 or more consecutive months) are expected to retain no more than the lesser
percentage each month unless or until they can document that the amount needed has
increased or decreased. NOTE: When determining the monthly percentage, those costs which
are incurred each month but are paid on a quarterly basis must be included in the calculation of
the monthly amount.

Each claim month, sponsored sites submit their food service participation information to the
sponsor who then consolidates the information and prepares the Claim for Reimbursement, for
submittal. Upon receiving the reimbursement for a claim month, sponsors must determine each
site’s reimbursement and deduct from each site’s reimbursement the amount the sponsor
withholds for administrative costs in an amount not to exceed 15%.

Sponsors must not include the cash-in-lieu amount when calculating its administrative cost
percentage, and sponsors must also have documentation of actual expenses to support the
percentage of reimbursement withheld each month.

Sponsors must also use the Sponsoring Organization Disbursement Record (H4503), or alternate,
for any financial transaction in which the sponsor receives CACFP funds from TDA, including
reimbursements related to advance payments, initial claim payments and adjusted claim
payments.

The Permanent Agreement Between Sponsoring Organization and Child Care Site, prohibits the
sponsor from charging the facility for CACFP services (see page 1, Rights and Responsibilities
of the Sponsor, Number 5).
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A sponsor requiring a site to use software or services the sponsor provides must include the
cost of the software or services in the allowable percentage of administrative reimbursement the
sponsor can withhold each month, and cannot charge a separate amount in addition to the
allowable percentage, regardless of whether the software or services are paid for out of CACFP
funds or non-CACFP funds.

In addition, a sponsor requiring a site to use software or services provided by another source
must reduce the allowable percentage of administrative reimbursement it can withhold each
month by the amount paid by the site to that third party, regardless of whether the software or
services are paid for out of the CACFP funds or non-CACFP funds by the site.

Sponsors charging a site for software or services, or requiring a site to purchase software or
services from another source, in addition to withholding administrative reimbursement,
exceeding 15%, will be required to reimburse the site for excess charges and may be placed in
the serious deficiency process.

Sponsors must have an internal accounting system in place to show how much and where the
funds including overages were applied and must ensure the funds are used to enhance and
support the nonprofit food service.

4244.1 Sponsors of Affiliated Sites

A sponsor of affiliated sites must only use an amount not to exceed 15% of each month’s total
CACFP reimbursement to pay for actual allowable administrative costs. The sponsor must use
the remaining amount of each month’s CACFP reimbursement to enhance the quality of the
food service operation.

The sponsor must indicate on the Sponsoring Organization Disbursement Record (H4503) or
alternate the total amount of the CACFP reimbursement it received for the corresponding claim
month and the amount the sponsor withheld to apply to its actual allowable administrative
costs. A sponsor of affiliated sites only completes Section 2 of the Sponsoring Organization
Disbursement Record (H4503).

4244.2 Sponsors of Unaffiliated Sites

A sponsor of unaffiliated sites must only withhold an amount not to exceed 15% of each
month’s CACFP reimbursement to pay for actual allowable administrative costs. Sponsors of
unaffiliated sites must disburse reimbursements to its sites within 5 days of receipt of payment
from TDA, this includes advances if applicable. A sponsor of unaffiliated sites must complete
all sections of the Sponsoring Organization Disbursement Record (H4503) or alternate.
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Each month Sponsors of unaffiliated sites must provide to each site written documentation that
details the reimbursement the site is receiving that month, and includes the:

e Name of the site;

e Total meals/snacks claimed, by type, by the site for the month;

e Total meals/snacks disallowed, by type, including the reason(s) for the disallowances,
for the month, if applicable;

e Total meals/snacks submitted for reimbursement (minus disallowances, if applicable);

e Total reimbursement for meals/snacks claimed and submitted for reimbursement for the
month (minus cash-in-lieu);

e Total cash-in-lieu for the month, if applicable;

e Total withheld for allowable administrative expenses for the month; and

e Total reimbursement paid to the site for the claim month.

The Claim for Reimbursement Worksheet-Meals (H4502) or alternate and Sponsoring Organization
Disbursement Record (H4503) or alternate as well as the claim summary in TX-UNPS can be used
in preparing this documentation for each site.

4254.3 Sponsors of Both Affiliated and Unaffiliated Sites

A sponsor of both affiliated and unaffiliated sites must only withhold an amount not to exceed
15% of each month’s total CACFP reimbursement to pay for actual allowable administrative
costs. A sponsor of both affiliated and unaffiliated sites must:

a. Indicate in Section 2 of the Sponsoring Organization Disbursement Record (H4503) or alternate
the total amount of the CACFP reimbursement it received for the corresponding claim
month and the amount the sponsor withheld to apply to its actual allowable administrative
costs for unaffiliated sites only.

b. Complete Section 3 of the Sponsoring Organization Disbursement Record (H4503) or alternate
for the unaffiliated sites only.

c. Disburse reimbursements to its unaffiliated sites within 5 days of receipt of payment from
TDA, this includes advances if applicable.

4244.4 Waiver to Limitation on Administrative Reimbursement for Sponsoring
Organizations

Sponsors may request approval to withhold a percentage of reimbursement that exceeds 15%
for allowable administrative costs, if the sponsor:

e Does not have an outstanding debt to the Texas Department of Agriculture (TDA);
e Isnot currently in the serious deficiency process; and
e Isin good standing with the Comptroller of Public Accounts
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To request a waiver, the sponsor must:

¢ Complete and submit the Contracting Entity Request for Waiver of 15% Limit for Allowable
Administrative Costs form, as well as have the required documentation listed on the form
to support the request available for review prior to approval of the waiver.

e Revise the Contracting Entity Budget Detail screen in TX-UNPS.

e Mark the Administrative Waiver Documentation Checklist item and indicate the date
the waiver form was submitted, in TX-UNPS. Select the red “Submit for Approval”
button to transmit your request.

If approved, the:

e Approval would be effective no earlier than two full months* from the approval date;

e Sponsor must obtain a signed Acknowledgement By Sponsored Child Care Facility and
Amendment 1 to Permanent Agreement Between Sponsoring Organization and Child Care Site
from each currently participating unaffiliated site and each new unaffiliated site they sign
an agreement with.

*For example, the sponsor’s request is approved November 20, 2018 the earliest it could begin
withholding the higher amount would be February 2019. This gives the sponsor and
unaffiliated sites time to execute the amendment, or the unaffiliated sites time to choose one of
the other options given them on the amendment form.

An unaffiliated site that is currently participating with a sponsor at the time the sponsor
receives an approved waiver has the following options:

e [Execute the amendment and agree to allow the sponsor to retain more than 15%;

e Terminate its agreement with the sponsor and apply to participate directly with TDA;

e Request a “good cause” transfer from TDA to transfer to another sponsor during the
current Program Year;

e Terminate its agreement with the sponsor and apply with another sponsor during the
open enrollment period of June 1 through July 31.

A sponsor that has received an approved waiver must notify its current and potential
unaffiliated sites of the approved waiver, and explain what it means to the site’s reimbursement
amount, prior to signing an agreement and amendment with that site. Failure to do so could
result in adverse action, up to placement in the serious deficiency process and termination of
the CE’s Permanent Agreement.
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4300 Operation of Child Nutrition Program During a Disaster
Disasters, such as hurricanes, tornadoes, and floods, and an outbreak of a pandemic disease can
cause situations that are not typical of the day to day operation of a CE or site. Below is

guidance for handling CACFP operations in the event of a disaster or pandemic.

Eligibility for Free Meals

Children residing in or evacuated from disaster areas may be determined homeless and are
categorically eligible for free meals.

CEs and sites can get verification of the child’s homeless status from the:

e School district homeless coordinator,

e Homeless liaison (in cases where a liaison assisted the family in moving in with another
household),

e Application from the Health and Human Services Commission with case number
showing receipt of Disaster Supplemental Nutrition Assistance Program (D-SNAP) ,or

e Adult member of the child’s household
o The adult member would complete the CACFP Meal Benefit Income Eligibility Form

and designate the child or children “homeless.”

Host families can include the displaced family members and any income provided to them
when applying for free or reduced-price meals.

In cases where an evacuated family or child is not categorically eligible and an application
cannot be completed or obtained, the CE may request shared income information from the
school in which the child is enrolled (if applicable) and for whom a school official completed an
application on the child’s behalf.

Children determined eligible for free meals as a result of a disaster remain eligible for 12
months.

Designated Emergency Shelters

TDA may designate as “temporary emergency shelters” organizations that provide:

e Temporary shelter and meals to displaced families, and

e Meals to displaced families though not providing actual shelter (for example,

organizations that are serving meals to those sheltered in locations not providing meals).
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These designated emergency shelters will not be required to complete the entire application
process to participate in the CACFP and may serve and claim up to three meals (breakfast,
lunch, and supper) each day for children through age 18.

Meal Components and Meal Service

Modifications to time of meal service and use of offer versus serve may be made with TDA
approval. Additionally, changes to meal components, such as using canned or dry milk in the
event that fluid milk is unavailable may be approved by TDA.

During unanticipated school closures at-risk afterschool care centers that are able can continue
to serve meals and snacks, but may as necessary modify the meal type offered. For example, at-
risk centers that normally offer a snack and supper may instead choose to offer either a lunch
and snack or breakfast and snack. Changes to the meal type(s) and times offered must be
submitted via TX-UNPS.

Any other modifications to the required meal pattern must be submitted to TDA and will be
approved or denied in consultation with FNS.

Record Keeping

CEs must maintain required records. When required records have been destroyed due to a

disaster CEs should consult with their Community Operations office for guidance.

Other Exceptional Emergency Situations or Man-made Disasters

Other exceptional emergency situations or man-made disasters, such as human pandemic or
chemical plant explosions, may impact the ability of schools, institutions, and sponsors to
continue normal Program operations (for example, congregate feeding, review requirements,
etc.).

In the event of such exceptional emergency situation or man-made disaster, flexibilities may be
approved by USDA on a case-by-case basis to accommodate the needs of severely impacted
areas. CEs in these situations should contact their Community Operations office for assistance.
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Resources
The following resources are available to assist in planning for and responding to disasters:

FNS Disaster Resources website at: https://www.fns.usda.gov/disaster/disaster-assistance

National Center for Homeless Education: McKinney-Vento Toolkit at:
https://nche.ed.gov/pr/liaison toolkit.php

FEMA: Guide for Developing High-Quality School Emergency Operations Plans at:
https://www.fema.gov/media-library/assets/documents/33599

4400 Program Documentation
4410 Record Retention

CEs must keep the Permanent Agreement and any amendments for at least three years from the
end of the CE’s final Program Year. CEs and sites must retain all documents relating to their
participation in the Program, such as claims and supporting documents that are specific to a
particular Program Year, for at least three years from the end of that Program Year. For
example, all documents specific to the CACFP 2016 Program Year must be retained until
September 30, 2019.

NOTE: Records that have not been revised and are still in effect at the end of a program year
will be considered current and cannot be archived or destroyed until three years from the end
of the program year in which they are finally superseded. For example, budgets, management
plans, organizational charts, etc.

EXCEPTION: If audit findings, claims, or litigation have not been resolved, all forms and
records must be retained beyond the required time period until all issues are resolved.

4420 Availability of Records

CEs and sites must allow TDA, USDA, Government Accountability Office, and representatives
of other appropriate agencies to inspect facilities and records and to audit, examine, and copy
records during normal business hours, which at a minimum are 8:00 a.m. to 5:00 p.m., Monday
through Friday.

CEs and sites must maintain their CACFP records separately from records of other programs;
additionally sponsors must maintain separate records for each of their sites.
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4430 Types of Records

CEs and sites must keep complete and accurate records of the Program including, but not
limited to, the following;:

e Copies of applications and supporting documents submitted to TDA, including but not
limited to
o Budget Detail, all versions submitted

Direct Deposit Authorization

Application for Texas Identification Number

Contracting Entity Management Plan

Pre-Award Civil Rights Compliance Review form

Description of qualifying afterschool program

Documentation of Licensure, or exemption if applicable

Documentation of compliance with health and safety requirements

Proof of tax-exempt status (501(c)(3))

Organizational chart

Articles of Incorporation, Certificate of Formation, Assumed Name Certificate

Governing Body Awareness

o 0 O 0 o 0 O O O O O O

Government Issued Identification and proof of residential mailing address

* Dirivers’ license or personal identification card issued by the Texas Department
of Public Safety, or a similar document issued by an agency of another state,
regardless of whether the card or license has expired,

* Military identification,

* Valid US Passport

* Current, valid voter registration card,

= Official mail addressed to the person’s current address, by name, from a utility
provider or government agency or bank,

* A lease (that has not expired) executed by the individual,

* Any other proof approved by TDA.
o School data
o Site applications

e Copies of financial documents, including but not limited to
o Cash register tapes, invoices, delivery slips, and receipts
o Receiving reports from vendors signed by authorized staff

o Itemized purchase invoices
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o O O O O O

o O O O O O

Records showing costs of processing, distributing, transporting, storing, and
handling food (if these costs are in addition to the cost on the purchase invoice)
Credits - if they are not shown on invoices

Canceled checks or other forms of receipts for payments

Inventory records (including records of major inventory adjustments)

Records of insurance claims and collections

Mileage logs to support transportation costs

Payroll records (such as payroll ledgers, IRS Form W-2, IRS Form 941, and cancelled
payroll checks, time distribution reports)

Records of all income to the Program

Records of donations to the Program, such as food, services, supplies or labor
Bank statements

General ledgers

Copies of audits

Records of dates and amounts of food service payment to each of a sponsor’s sites

e Procurement records, including the basis for the cost or price and the reason for

selecting a particular

O

O

O

Method
Contract type

Contractor

e Daily meal production records that include the food items and amounts of food

prepared.

e Daily records of

O

O

O

O

The names and number of children in attendance (H1535/H1535-AT)

The number of meals, by type, served to children (including names)

The number of meals served as second meals, if any

* Documentation sufficient to justify the service of second meals (if claimed for
reimbursement)

The number of meals, by type, served to adults (Program Meals) working in the food

service (H1535/H1535-AT)

The number of non-Program meals, by type, served to adults (H1535/H1535-AT)

e Copies of medical statements with prescribed substitutions for children with disabilities

or who require special diets

e Copies of CACFP claims and receipts for payment from TDA

e Rosters for children residing in emergency shelters with their parents or guardians

(including the arrival and withdrawal dates, the child’s name and age)
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e Documentation of training
o Documentation of training provided to staff prior to beginning key CACFP activities
and annually thereafter
o Documentation of attendance at training provided by TDA or the ESC
o Documentation of training provided to sites (sponsors only)
e Records of site reviews (locations, dates, problems noted, corrective action prescribed,
and technical assistance provided), including completed Reviews (H1606-AT)
¢ Records of pre-approval visits (H1606-AT-P)
e Agreements
o Copy of organization’s Permanent Agreement with TDA
o Copies of Permanent Agreement Between Sponsoring Organization and Child Care Site for
all sponsored unaffiliated sites
o Lease/rental agreements
o Subcontractor agreement
o Inwvitation for Bid and Contract for Purchased Meals (IFB)

*Not all records pertain to sponsored sites, for example the Texas Department of Agriculture Food and
Nutrition Division Permanent Agreement.

CEs and sites that scan original documents for storage must maintain the original (source)
documentation on file if that documentation contains signatures. For example enrollment
records, Daily Meal Count and Attendance, CACFP Meal Benefit Income Eligibility Forms, etc.

Additionally, all other copied or scanned documentation must copy or scan completely and
must be legible when viewed or printed. Failure to maintain acceptable documentation could
result in disallowances or unallowable costs.

4440 Required Forms

CEs and sites must use forms provided by TDA to administer and operate the CACFP with the
exception of the forms listed below.

The forms listed below are provided for CE and site use in documenting compliance with the
operation of the Program.

CEs and sites may develop their own forms or documentation, in lieu of using the forms listed
below, to capture the information contained in these forms. CEs and sites must ensure that they
maintain this information as required and that it is available for review.
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Failure to capture all required information on alternate documentation, including certification
statements and signatures (as applicable), could result in Program non-compliances, including
disallowances and/or placement in the serious deficiency process.

e Governing Body Awareness

e Daily Meal Production Record — Child Care (H1530)

e Daily Meal Count and Attendance Record (At-Risk) (H1535-AT)
e Documentation of Meals Claimed — At-risk (H1540-AT)

e Record of Leftover/Recycled Food (H1568)

o Claim for Reimbursement Worksheet — Meals (H4502)

e Sponsoring Organization Disbursement Record (H4503)

e Review (H1606-AT)

e Pre-Approval Visit (H1606-AT-P)

4450 Confidentiality

CEs and sites must protect the confidentiality of any information that has been provided by a
household. The CE and site must not release any information that contains a Program
participant’s name or other individual information. Summary information, such as the number
of participants, can be released.
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