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Per federal regulation, 7 CFR 226.6(m)(5), the Oregon Department of Education Child Nutrition Programs (ODE CNP) is required to establish policy and procedures for Sponsors to use in making household contacts as part of their review and oversight of participating homes. The purpose of the household contacts is to verify the enrollment and attendance of participating children. The policy must specify the circumstances under which household contacts will be made, as well as the procedures for conducting household contacts. 

ODE CNP will verify the Sponsor is following this policy during administrative reviews. 

Annual Requirement: 
Family Day Care Home (FDCH) Sponsors are required to survey households from at least five percent of the participating providers each Federal fiscal year.  

To determine the number of surveys, FDCH Sponsors will calculate five percent of the number of homes upon which the administrative budget for the fiscal year is based. Example:  if the FY 2023 budget is based on 100 homes, ODE CNP requires that at least five homes are surveyed. The number of surveys may exceed five percent if more providers meet the section criteria in this policy. 

Selection Criteria: 
FDCH Sponsors must conduct household contacts when: 
1. During a site monitoring review: 
a. Substantially few children are present on the review day than are regularly claimed without good reason (flu epidemic, field trip, etc.)
b. Parent-signed attendance records, child enrollment forms appear unauthentic
c. Records (meal counts, attendance, etc.) were completed in advance
d. A specific meal is always claimed by the provider; however, the provider is not serving that specific meal when the Sponsor conducts the review.  Example:  a provider always serves supper at 5:30 PM on Saturday, but when the Sponsor conducts a review at 5:30 PM on Saturday, the provider is not serving a meal or planning to serve a meal 
e. Other record keeping discrepancies found by the Sponsor during the review 

2. The Sponsor receives a whistleblower complaint regarding integrity

3. The provider reimbursement claim in any given months exceeds: 
· Certified Providers - $1800.00
· Registered Providers - $1500.00
· DHS Listed providers that are not OCC Certified or Registered homes - $600.00

4. The Sponsor questions the validity of a provider’s reimbursement claim. 

In addition to the above-listed requirements, FDCH Sponsors may make household contacts due to other circumstances deemed necessary by the Sponsor or when using a random selection method. 

Procedure: 
1. Sponsors are responsible for developing their own survey tool. The tool must identify the name and contact information of the Sponsor and ask parents to provide information regarding such items as: 
a. Parent name, telephone number, address, email and child(ren)’s name
b. What days and hours the child(ren) are/were in care, and 
c. Which meals the child(ren) eat/ate while at the provider’s home 
d. Other information may include: 
i. Verifying that the child(ren) is/are still attending the home
ii. Verifying the child(ren)’s date of birth
e. Additionally, the tool may be tailored to the specific issue the Sponsor has identified. 

2. The Sponsor may obtain the information via telephone, email, mail or fax. If obtained via telephone, the Sponsor staff must complete the entire form, date and sign. 
a. If the information is initially obtained via telephone, it is also recommended that a copy of the completed form be e-mailed or mailed to the parent for verification. If e-mailed or mailed, the parent completes the form and returns it to the Sponsor. When a written contact is not successful, follow up contact by phone must be complete

3. Maintain documentation of household contacts

Follow-up:
1. If strong evidence from household contacts validates the complaint or review concerns, the Sponsor will disallow meals or commends the Serious Deficiency process, if required. 

2. If a Sponsor finds the household contact surveys support a claim over the exceeded monthly amount for the type of provider, the Sponsor must document this information.  The Sponsor is not required to conduct another survey of this provider for 12 months for reasons of a high value claim.  If another reason (e.g. unauthentic signatures) arises, the FDCH Sponsor would be required to contact households to conduct another survey. 

3. If evidence from the household contacts does not validate the complaint or review concerns, the Sponsor is not required to take action. However, if other problems are revealed, the Sponsor is required to follow-up with those problems appropriately, via technical assistance or the Serious Deficiency process. 
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