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Miscellaneous Forms
e

Enrollment Form

Site Sheet

Training Log

Household Income Eligibility Application



What makes a good form?
S

Name of the form

Date that the form was created or updated
Name of Organization

Agreement Number

Spaces allow enough room for requested
information

All forms must have instructions
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Enrollment Form Must Contain:

Organization’s name, address, and agreement
number

Provider’s name and address

Fiscal year

Full name of enrolled children

Indication of provider’s own child

Indication of foster child residing in provider’s home

Birth date and age of child residing in provider’s
home



Enrollment Form Must Contain:

(continued)

Days of the week child is in care
Time each child arrives and leaves
Meal types each child will be served
Information explaining the CACFP

Signature, date, and telephone number of
parent/guardian

Racial ethnic categories

Civil rights clause and complaint procedures



Provider Training Log




Supporting Documentation
e

ISBE requires two hours of annual training per
provider

Need to maintain a training log

Must have samples of training, etc. [Examples:
sample tests, internet sites, newsletters]

Certificate of training at provider’s home



CACFP 226.15 (d) and (e) (11)

Sponsors must maintain records and training
documents:

o Dates of the training
o Type of training

O Location

0 Amount of time

o Agendas

o Start date of provider



CACFP Regulations Require Providers to Know
Program Requirements

How to follow meal claims and recordkeeping
requirements

Demonstrates knowledge of meal
requirements /limitations as outlined in the Provider
agreement

Must notify sponsor of changes to their meals,
license, etc.

Comply with Civil Rights requirements



Provider Site Sheet

Revised on 6/10
Form number is ISBE 68-49



New Site Sheet 6/2010






Introduction Visit Form
e

Make sure that you ask if the provider has been in
the program before

You provide a check list of all start up training
materials

Signature for representative and provider

Check off to ensure Sponsor-Provider Agreement is
covered



Sponsoring Organizations Recruiting
Requirements
-

When a new provider is contacted, staff must ask
the provider if they have been contacted by
another sponsor before discussing program
information.

If the provider says yes and they have an
appointment on a certain date with another sponsor,
the monitor says thank you and hangs up.



Sponsoring Organizations Recruiting
ReqUiremenfS (continued)

At the introductory review, staff must explain all
program requirements to the provider.

Must make clear the Sponsor-Provider Agreement is
a contract and after signing this contract the
provider becomes part of their organization.



Sponsoring Organizations Recruiting

Req U i reme nis (continued)
T

If the provider is undecided, the monitor cannot insist
the provider sign the sponsor/provider contract.

Providers can sign with a sponsor prior to their
licensure. Must have contact once a month.



Sponsoring Organizations Recruiting

Req U i reme nis (continued)
T

Sponsor must review the weekly license reports to
see when the providers receive their license.

When licensure is identified, the provider’s site
information can then be submitted to ISBE.



Weekly Start Dates

As result of a request from several sponsoring
organizations.

Starting October 1, provider may start on any
Tuesday of the month that is not a holiday.

Provider will no longer start on the 1st and 15th of
the month unless it is a Tuesday.



Household Income Eligibility

Application (HIEA

Household Income Eligibility Application For
Parents/Guardians Of Enrolled Children In A
Day Care Home (ISBE 67-56) 6/17/10

Household Income Eligibility Application For Day
Care Home Provider (ISBE 67-56A) 6/17/10



Latest News

T
The updated Poverty Guidelines issued August 3,
2010, by the Department of Health and Human

Services do not represent a change in the IEGs for
the Child Nutrition Programs.

Therefore, in making eligibility determinations for
free and reduced price meals for School Year
2010-11, schools and institutions should continue to

utilize the 2009-2010 IEGs.









FY11 changes to HIEA
e

Extended Categorical Eligibility will now allow Tier |
rates for children who are members of the household
receiving assistance under the Supplemental Nutrition
Assistance Program (SNAP) or Temporary Assistance to
Needy Families (TANF) Program.

The policy states a valid SNAP or TANF case number
now allows ALL children in the same family to be
automatically eligible for higher reimbursement rates.

The SNAP or TANF case number can belong to any
member of the family, a child or an adult.

The USDA definition for family means a group of related
or nonrelated individuals, who are not residents of an
institution or boarding house, but who are living as one
economic unit.



FY11 changes to HIEA

The application has been changed to require all
household members to be listed in Section 1 and to

list the SNAP or TANF number in Section 2, if
applicable.

Section 4, now only requires listing the household
members names if they have income.

Ensure that if a client marks no income that a Social
Security Number is still provided and the application
is still signed.



FY11 changes to HIEA

.
The application has been changed to require all
household members to be listed in Section 1 and to

list the SNAP or TANF number in Section 2, if
applicable.

Section 4, now only requires listing the household
members names if they have income.

Ensure that if a client marks no income that a Social
Security Number is still provided and the application
is still signed.
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