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Mid Michigan Child Care Food Program 
P.O. Box 610  (   Freeland, MI  48623  (   989-695-2683  (   1-800-PIC-FOOD (742-3663)
Shift Change Form
Meal Served __________________________________
First Shift Meal Time (From)________ (To)________

	Time

Arrive
	Children's Names
	Time

Leave
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Provider’s Name ______________________________
Second Shift Meal Time (From)______ (To)_______

	Time

Arrive
	Children's Names
	Time

Leave
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Instructions to Use This Form:
1. Use this form only if you are claiming meals in shifts. 

2. Fill out one sheet for each meal you are serving in shifts. 

3. Fill in the children’s names, the times they arrive and leave and the days they are in attendance. 

4. The form must be filled out completely for full reimbursement. 


5. A provider may be approved to claim no more than double his/her capacity per meal/snack without exceeding his/her license capacity at any given time. 

6. If you have any questions about this form, please call (989) 695-2683 locally or 1-800-742-3663.

Definition of a Shifting Meal: 

· Shifting meals is when the home claims more than the licensed capacity because children are leaving and coming during a meal time. 

· Example for a provider with a licensed capacity of six (6): Six children arrive for breakfast at 7:15 am. Three of these children leave to go to school at 7:45 am. Three more children come in at 8:00 am and also receive breakfast. If all of these children were marked on the attendance form, the home would look to be overcapacity, but because children left and more came in, the home was never over the licensed capacity. 

· Shifting meals is a rare occurrence. If you believe you have a shift at a meal time but are not sure, please call our office for clarification. 
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