WISCONSIN DEPARTMENT OF PUBLIC INSTRUCTION

Community Nutrition Programs

Child and Adult Care Food Program

Guidance Memorandum I: For Sponsoring Organizations of the Child and Adult Care Food Program (CACFP) in Day Care Homes

Topic:
Instructions for Completing the Application Statement of Household Size-Income 2009 - 2010
Date:
March 2009 
Household Size-Income Statements are used when:

1.
A provider, determined as Tier 1 based on area eligibility, wants to claim reimbursement for meals served to his/her own enrolled children, and/or resident foster children. (see Attachment 1);
2.
A provider wants to establish eligibility as a Tier I home using his/her household size and income level 
(see Attachment 2); 

3.
A provider wants to receive Tier I rates for children in care based on the enrolled child’s household size and income level (see Attachment 3). 

The Application Statement of Household Size-Income forms included in this memorandum collect all necessary infor​mation, with the specific items required by federal regula​tions identified by foot​notes. Application Statement of Household Size-Income forms that lack any required infor​mation must be classified as “Not Income Eligible” or “Tier 2 Eligible”.
DETERMINING ELIGIBILITY BY HOUSEHOLD SIZE AND INCOME

When eligibility is established by household size and income, a complete application must include:

a.
names of all household members including the name of the child applicant;

b.
social security number of the adult house​hold member signing the application or an indication that the signatory does not have a social security number;

c.
household income received by each household member identified by source of income; and

d.
the signature of an adult member of the household.

If income has been reported from more than one source and for different time periods, such as a weekly unemployment payment and a monthly social security payment, the weekly figure should be con​verted to a monthly figure by multiplying by 4.33 (4.33 weeks in a month) to arrive at a total in​come amount. To convert biweekly to monthly, 2.15 is the multiplier. To convert twice a month the multiplier is 2. Definitions of income are included in this guidance memorandum. The Determining Official must review the income state​ment to ensure that this information is reported and then use the current Household Size-Income Scale, included in this memorandum (Attachment 4), to determine and document the need category (needy or non-needy) of the child applicant. All reported income payments must be totaled to determine the need category. The Determining Official must fully complete the bottom of each income statement (“For Sponsoring Organization Use Only”), including initials and date. The date of determination is the date that the Household Size-Income statement becomes valid.

Special rules apply to foster children when establishing eligibility by household size and income. A foster child living with a family is considered to be a household of one, rather than part of the house​hold, when a government agency has the responsibility for the child. If a child has been permanently placed in a home, the child is considered to be a member of that household. For the purposes of deter​mining income for foster children, only the following funds shall be considered:

►Funds received from a welfare agency which can be identified for personal use of the child. Funds provid​ed by the welfare agency may be specified by category; i.e., funds for shelter and care; special needs funds; and funds for personal needs such as clothing, school fees, and allowances. Only those funds that can be identified as personal use funds shall be considered as income. When such funds cannot be identified, no portion of the funds provided by the welfare agency shall be consid​ered as income.

►Money received in hand from any source. This includes, but is not limited to, funds received from trust accounts, monies provided by the child’s family for personal use, and earnings from employment other than occasional or part-time jobs; i.e., paper routes, babysitting.

A foster parent or guardian must sign the form but it is not required that their social security number be reported.

CATEGORICAL  ELIGIBILITY

When eligibility is established by one of the programs listed below, a participant is categorically determined as needy. A complete application must include:

a.
the name of the provider or child applicant. 

b.
the appropriate case number for the provider or child. 

c. the signature of the provider or adult member of the household.

The following programs qualify a provider or a provider’s own child for Tier I rates:

•
Food Stamps (FoodShare Wisconsin)
•
Wisconsin Works (W-2 – Cash Benefits)

· Trial Job

· Community Service Job (CSJ)

· Caring for a Newborn (CMC)

· W-2 Transition (W-2 T)

•
Food Distribution Program on Indian Reservation (FDPIR)

The following programs qualify children attending a Tier II home for Tier I rates:

•
Food Stamps (FoodShare Wisconsin)
•
Food Distribution Program on Indian Reservation (FDPIR)

•
Special Supplemental Nutrition Program For Women, Infants, and Children (WIC)

•
Wisconsin Works (W-2 Cash Benefits); Eligible W-2 Cash Benefits Program are:
· Trial Job

· Community Service Job (CSJ)

· Caring for a Newborn (CMC)

· W-2 Transition (W-2 T)

•
Respite Care
•
The Emergency Food Assistance Program (TEFAP)

•
Free or Reduced Price School Lunch/Breakfast (NSLP/SBP)

•
Other programs pending approval

DEFINITIONS

1.
The terms family and household are used interchangeably. Program regulations define these as a group of related or nonrelated individuals, who are not residents of an institution or boarding house, but are living as one economic unit. Within this definition, the term “household” is gen​erally used for consistency.

2.
Economic Unit generally means a group of related or unrelated people who share all significant income and expenses of its members. Economic units are characterized by the sharing of ex​penses such as food, housing, medical, and household insurance expenses. More than one economic unit may live in the same house. Separate econ​omic units living in the same house are characterized by prorating of expenses and economic independence from each other.

3.
Types of Income to be Reported on the household’s application form means income before any deductions such as income taxes, Social Security taxes, insurance premiums, charitable contributions and bonds. Income in​cludes the following:


a.
Monetary compensation for services, including wages, salary, commissions or fees;

b.
net income from nonfarm self-employment;


c.
net income from farm self-employment


d.
Social Security;


e.
Dividends or interest on savings or bonds or income from estates or trusts;


f.
net rental income;


g.
Public assistance or welfare payments;


h.
Unemployment compensation;


i.
Government, civilian employee or military retirement or pensions or veterans payments;

j.
Private pensions or annuities;


k.
Alimony or child support payments;


l.
Regular contributions from persons not living in the household;


m.
Net royalties; and


n.
Other cash income such as amounts received or withdrawn from savings, investments, trust ac​counts, or other resources that would be available to pay the price of a child’s meal.

4.
Current income means income received during the month prior to completing the application. If such income does not accurately reflect the household’s annual income, income shall be based on the projected annual household income. If the prior year’s income provides an accurate re​flec​tion of the household’s current annual income, the prior year may be used as a base for the pro​jected annual income.

5.
Income Not to be Reported includes any cash income or value of benefits a house​hold may receive from any Federal program that excludes such income by any legis​lative prohibition. An example would be any funds received by volunteers for services performed under such programs authorized by the Domestic Volunteer Services Act of 1973, such as the Foster Grandparents Program, Volunteer Man​agement Support Program, Senior Companions Program, VISTA, etc. Other examples would be benefits received under the National School Lunch Program and Child Nutrition Acts. In addition, the value of in-kind compensation allowances, such as military base housing or other subsidized housing, medical, and dental services, are not considered as income. Student financial assistance, such as grants and scholarships, are not considered income.

6.  "Zero” Income vs. no listed Income:  A household that reports only zero (“$0”) income on the application form must be temporarily approved for 45 calendar days. The agency is required to re-evaluate the household’s current income status every 45 days if zero ($0) income continues to be reported. In contrast, if no income is listed on the application form the application is considered incomplete. The agency must contact the household for additional information.  If the agency is unable to contact the household and/or can not obtain sufficient clarification, the application form must be denied because it is incomplete.
Sharing Income Eligibility Information between Child Nutrition Programs

Local education agencies (LEAs) may disclose children’s names and all eligibility information, including eligibility status (whether they are eligible for free or reduced price school meals or free milk), to persons directly connected with the administration of other Federal child nutrition programs authorized under the National School Lunch Act (NSLA) and the Child Nutrition Act of 1966, which includes CACFP and Summer Food Service Program (SFSP).  Because LEAs are not required to give prior notice or receive consent from the household before sharing this information, these programs are subject to the same confidentiality and disclosure requirements.

The term “persons directly connected” with the administration of another child nutrition program can include sponsors or local program operators of CACFP or SFSP. This is not to say that all employees of a sponsoring organization are entitled access to eligibility information. “Persons directly connected” with the administration of the program must legitimately “need to know” the eligibility information in order to carry out their program responsibilities.
The LEA or school administrator responsible for making free and reduced priced meal or free milk eligibility determinations is also responsible for the decision on what information may be released, and to whom. The release of eligibility information between Child Nutrition Programs is an administrative option that is encouraged, but it is not required. The LEA also has the option to enter into a written agreement with the institution or sponsor that will receive the information, which identifies the information to be shared, a description of how it will be protected and a prohibition against further use of the information. (For a sample agreement, go to: http://www.dpi.wi.gov/fns/doc/disclagree.doc)
The privacy and confidentiality of personal data must be protected, and LEAs must take the decision to release eligibility information seriously. It must be made clear that the sponsor or institution receiving eligibility information cannot share the information with any other entity or institution. The institution or sponsor must also ensure that the information is securely stored, and the number of individuals that have access to it is limited. In this way, the LEA maintains control over the use and release of all eligibility information and guards against improper disclosure.
PARENT AND PROVIDER LETTERS

Parents/guardians and providers must be given a letter with the Application Statement of Household Size and Income form. The letters to be used are included in this memorandum.  See Attachments 1, 2 and 3.
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