
 

   

Child and Adult Care Food Program 
(CACFP) WINS Information Sheet 

Submitting a Site Application in WINS 
All Child and Adult Care Food Program (CACFP) sponsors must have approved site applications for 
each site prior to submitting claims for reimbursement. 

1. Navigate to the Site Application Section 
a. Select the ‘Sites’ tab on the Sponsor Profile page. 
b. Next, select the ‘green checkmark’ for the site application being renewed.  

 

2. Complete the Site Profile 
a. Review the profile pages of all sites being renewed. 

• Ensure all information is current including site contact(s), contact phone numbers, and 
emails.  

• Changes can be made in the ‘Contacts’ section of the site application. Use the 
Updating Sponsor Contacts WINS Information Sheet for instructions. 

 
 

https://www.wa-wins.com/WINS/Views/Utility/Utility.aspx?Source=ShowDocument&Guid=c0cf7af2-afc0-49ad-882a-f4a2acb2f393


 
OSPI Child Nutrition Services  June 2021  

3. Complete the Site Application 
a. Select the ‘Site Applications’ tab. 
b. Next, select the ‘Renew Application’ button on the top right of the page.  

 

c. Program Section- Select the ‘Child Care Program’ or ‘Adult Care Program’ checkbox to 
renew. 

 
 

d. Address Section 
• Ensure site address in WINS is correct. 
• Ensure a contact phone number is entered for the site. 
• Certify all information provided is accurate and current.  

  
 

e. Contacts Section 
• Ensure the site contact for this location is accurate. If a new site contact needs to be 

added, select the ‘Manage Staff’ button. Include at least one valid phone number for 
the new site contact. 

• Select the checkbox at the bottom of the screen, verifying all information is current 
and accurate. 
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f. Racial/ Ethnic Section 
• Racial/Ethnic data is required to be reported at least annually. Report data for the 

actual children served at your facility and for the general community where your 
facility is located.  

• Community Percentages (use either school data or census data). 
o Enter the percentage of Hispanic and Not Hispanic or Latino. 
o Enter the percentage of each race. 

• Actual Numbers of Children Served at your Facility 
o Enter the number of Hispanic and Not Hispanic participants for Ethnicity. 
o Enter the Race for each participant. More than one race may be selected per 

participant. 
Note: Actual Numbers Served are compared against either School Data or Census Data to 
ensure the site is providing benefits equitably in the community. 

 
 

g. License/Permit Section 
• Is this a licensed child care center?:  
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o Select ‘Yes’ in the dropdown if the site is a licensed facility. 
o Select ‘No’ in the dropdown if the site is not a licensed facility. Additional 

questions will appear. 
 Non-licensed facilities must provide proof of compliance with state and 

local health/sanitation and fire/safety requirements. A current (at least 
annual) copy of both the health/sanitation and fire/safety permits or 
inspection reports must be uploaded. 

 Head Start and ECEAP-only sites, Adult Care programs and programs 
located in school buildings are exempt from having to provide proof of 
current health/sanitation and fire/safety inspections. 

• Is the license non-expiring?: Select the appropriate answer in the dropdown. 
• License capacity: Enter the site license capacity. 
• License number: Enter the license information.  
• License document: Upload a copy of the current license.  
• The address and license capacity on the license must match the information entered 

in this section. 
 

  
 

h. Age of Enrolled Section 
• Are infants enrolled? and Is the site claiming infants?: Select ‘Yes’ if infants are 

enrolled and the site claims infants.  
If infants are enrolled in a participating CACFP center, they must be offered meals that 
comply with CACFP infant meal pattern requirements even if the meals are not 
claimed for reimbursement.  

• Ages of Participants: Enter the ages of program participants (Adult Care Programs 
must start at age 18 or older). 
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i. Child Care Centers ONLY- Services Provided Section 
• Service Type:  

o Sites Serving Children Between the Ages of Birth Through 12 years: Select 
‘Child Care Center’ in the dropdown. 

o Sites Serving Only School-Age Children Before and After School: Select 
‘School-Age Children Only’ in the dropdown. 
Do not select this if the program is At-Risk or provides care between the ages 
of birth through 12 years. 

o Site Does Not Offer Child Care or School Age Only services: Select ‘Not 
Applicable’ in the dropdown. 
Do not select this if the program is At-Risk or provides care between the ages 
of birth through 12 years. 

 
• Will this center provide Head Start services?: Select ‘Yes’ to providing Head Start 

services only if the sponsor is a Head Start grantee.  

• Will this center provide ECEAP services?: Select ‘Yes’ to providing ECEAP services 
only if the sponsor is an ECEAP Grantee.  

• Will this center provide Emergency Shelter services?: Select ‘Yes’ if the site 
provides residential Emergency Shelter services. A new question will populate if ‘Yes’ is 
selected. 

o Will this center provide temporary residential and food services to 
children experiencing homelessness?: Select ‘Yes’ if the site temporarily 
provides residential and food services to children experiencing homelessness. 
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• Will this center participate in the At-Risk Afterschool Meals program?: Select ‘Yes’ 
if the site received OSPI approval to participate in the At-Risk Afterschool Meals 
program, is in an area-eligible location and will provide afterschool 
enrichment/educational activities. If selected, additional questions specific to the At-
Risk program will populate and will need to be answered for approval.  

At-Risk programs must be organized primarily to provide care for children after 
school or on weekends, holidays, or school vacations during the regular school year.  

o Is this afterschool program organized primarily to provide care for 
children after school or on weekends, holidays or school vacations during 
the regular school year?: Select appropriate response. 

o Is this afterschool program an organized athletic program engaged in 
interscholastic or community-level competitive sports? (Such programs 
are not eligible)?: Select appropriate response. 

o Educational Activities?: Select appropriate response. 
o Enrichment Activities?: Select appropriate response. 
o Describe the educational and enrichment activities: Use text box to 

describe activities. 

 
 

o Do you wish to continue to use the most current data?: Select appropriate 
response. 
 Note: Answering ‘No’ will prompt you to re-establish eligibility at this 

site. 
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o School District from which site draws its attendance: Select the school 
district from which the site draws attendance from the dropdown. 

o School Year Begin Date and School Year End Date: Enter the school year 
begin and end dates for that district. 

o School from which site draws its attendance: Select the qualifying school 
from which the site draws its attendance. 

o Month used to establish eligibility: Enter the month used to establish At-
Risk eligibility. 

o Year: Enter the year used to establish At-Risk eligibility . 
o Note: WINS will default to the most current October building data in the 

system.  The Free & Reduced-Price percentage and eligibility dates will autofill 
based on the information provided. 

o Upload supporting documentation for establishing eligibility: If using a 
more current month  than October to determine eligibility, upload the 
supporting documentation from the school district that verifies the month of 
eligibility is at least 50%. 

 

  
j. Adult Care Centers ONLY- Adult Care Center Services Section 

• Select the appropriate response to each question regarding your services. 
• Notes about questions in this section: 

o Does this adult center have approval to provide day care services to 
functionally impaired adults in a group setting outside their home on a 
less than 24-hour basis?: Select ‘Yes’ if this adult care day center has 
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approval to provide day care services to functionally impaired adults in a 
group setting outside their home for less than 24 hours at a time. 

o Does this center receive reimbursement under Title III of the Older 
Americans Act?: Select ‘No’ only if the center does not receive any 
reimbursement under Title III of the Older Americans Act. 

o Does this center receive reimbursement from the CACFP and funding 
under Title III of the Older Americans Act for the same meals?: Select 
‘No’ only if the center does not receive reimbursement for the same meals 
from CACFP and from funding under the Title III of the Older Americans Act. 

 

 
 

4. Application Errors Section 
• Review this page for errors. If errors are noted, make the corrections then select the ‘Done’ 

button. 
• If no errors are found, select the ‘Done’ button.  
• You will then be returned to the ‘Site Application’ page. 

  



 
OSPI Child Nutrition Services  June 2021  

5. Submit Site Application 
• Select the ‘Submit’ button to submit the site application for OSPI approval. 
• If the site application is returned for corrections by the Program Specialist, edit and correct 

as instructed then resubmit the application for approval. 
 

  
 

  
 
Additional WINS information sheets are located in WINS under the ‘Info’ tab, in the ‘Documentation 
and Job Aids’ section.  

Have questions? Contact your CACFP Specialist. 
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