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USDA Child Nutrition Programs 

Administrative Review Summary Report 

 

School Food Authority:  St John’s Lutheran School Agency Code:  107522 

School(s) Reviewed: St John’s Lutheran 

Review Date(s): April 5-6, 2017 Date of Exit Conference:  April 6 2017 

 

State agencies (SA) are required to conduct administrative reviews to assess School Food Authority 

(SFA)’s administration of the National School Lunch Program (NSLP), School Breakfast Program 

(SBP), and other school nutrition programs. The objectives of the Administrative Reviews are to: 

 Determine whether the SFA meets program regulations, 

 Provide technical assistance, 

 Secure needed corrective action, 

 Assess fiscal action, and when applicable, recover improperly paid funds.  

General Program Reminders/Updates:  

 The Department of Public Instruction (DPI) School Nutrition Team (SNT) conducts School 

Nutrition Skills Development Courses (SNSDC) each summer in various locations around the 

state at no charge. Courses cover many areas of the school nutrition programs including 

administrative responsibilities, program basics, meal pattern requirements and menu planning, 

financial management, professional standards, procurement, and many other topics. More 

information along with other upcoming trainings and webinars can be found on the Wisconsin 

DPI School Nutrition Training webpage dpi.wi.gov/school-nutrition/training.  

 

 SFA staff are encouraged to pursue GOALS Certification. GOALS stands for Goal Oriented 

Achievement Learning Skills. This is a certificate endorsed by the DPI and is obtained by 

completing training in nutrition, program administration and operations, and communications 

and marketing. For more information go to the Wisconsin DPI School Nutrition Training 

webpage dpi.wi.gov/school-nutrition/training/goal-oriented-achievement-learning-skills.  

 

 SFAs are required to have a local meal charge policy in place no later than July 1, 2017. More 

information, resources, and best practices may be found on the Wisconsin DPI School 

Nutrition Financial Management webpage dpi.wi.gov/school-nutrition/national-school-lunch-

program/financial, scroll down to the unpaid meal charges section. 

Appreciation/Commendations/Noteworthy Initiatives: 

Thank you to the staff at St John’s Lutheran for the courtesies extended to us during the on-site 

review. Thank you for being available when answering questions and providing additional 

information. All were very receptive to recommendations and guidance. In addition, thank you for 

taking the time to respond to the off-site questions and requests, as well as pulling records for the on-

site portion of the review.  

 

http://dpi.wi.gov/school-nutrition/training
http://dpi.wi.gov/school-nutrition/training/goal-oriented-achievement-learning-skills
http://dpi.wi.gov/school-nutrition/national-school-lunch-program/financial
http://dpi.wi.gov/school-nutrition/national-school-lunch-program/financial
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REVIEW AREAS 

 

1. MEAL ACCESS AND REIMBURSEMENT 

Comments/Technical Assistance/Compliance Reminders 

Public Release 

All School Food Authorities (SFAs) are required to distribute a Public Release before the start of the 

school year. SFAs should send the public release to media and grassroots organizations. In addition, 

SFAs should send the release to major employers contemplating or experiencing large layoffs and 

local unemployment offices, as applicable. SFAs are not required to pay to have it published but must 

maintain documentation of whom the release was sent to along with the specific materials distributed. 

 

 Applications 

 As a reminder, for the household income size box: 

 If the Total Household Members box has been completed, but the number of children and 

adults listed on the application add up to a different number, the SFA is required to follow up 

with the household to clarify the correct number of people in the household and ensure all 

household member have been included on the application before an eligibility determination 

is made.  Technical assistance was provided. 

 If the Total Household Members box has not been completed, the SFA is required to follow 

up with the household to confirm the total number of household members.  It cannot be 

assumed that the number of people listed on the application is the total number of household 

members.  This box has been added as an edit check to ensure all members of the household 

are included and can make a difference in the eligibility determination.  Per clarification from 

the USDA Regional office, any application that does not have this box completed is 

considered an incomplete application.  

 

 Incomplete Applications 

 Any application that is missing required information, contains inconsistent information, or is 

unclear is considered an incomplete application and may not be determined until clarified.  

The SFA may return the application to the household or contact the child’s parent or guardian 

either by phone, or in writing, including email.  

  The determining official should document the details of the conversation, date, and initial.  

Applications missing signatures must be returned to the parent to obtain.  Reasonable effort 

should be made to obtain the missing information prior to denying the application.   

 

 Verification 

 When applications are chosen for verification, the person designated as the Confirming 

Official should be reviewing these applications prior to contacting the family to ensure the 

initial determination is correct. There is a place for the Confirming Official to sign and date on 

the back of the application. Technical assistance was provided. 

 The LEA has a regulatory obligation to verify “for cause” all approved applications that may 

be questionable.  For more information, refer to the current Eligibility Manual.  

 

Meal Counting and Claiming 

 REMINDER: Meals may only be charged to a student at the time of receipt of a reimbursable 

meal to assure proper benefits issuance. Technical assistance was provided. 
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 Meals must be offered to all students each day school is in session a full day, so DPI has 

posted a Field Trip resource page on our website to help schools offer a meal to students 

found under NSLP, then meal planning. http://dpi.wi.gov/sites/default/files/imce/school-

nutrition/doc/field-trip-meals-templates.doc 

 

Average Daily Attendance (ADA)  

 Divide the average daily attendance for students by the school enrollment to obtain the attendance 

factor. The attendance factor is percentage of students in attendance and not the percentage of 

students participating in the school lunch program. 

 Do not include half-day kindergarten or pre-kindergarten students if they do not have access to the 

school lunch program. If you have excluded pre-kindergarten and/or kindergarten students from 

your NSLP “enrollment” number, exclude them from your ADA. If you have included pre- 

kindergarten and/or kindergarten students in your “enrollment” number, include them for your 

ADA. This figure is the number of students attending school who have access to the lunch 

program, not the number of students eating a lunch (participation). Refer to Appendix A for 

details on calculating ADA for pre-kindergarten/kindergarten students. 

 

Findings and Corrective Action Needed 

 
 Finding #1:  It was found that the public release that was provided to grass root organizations was 

not the current one for the 16/17 school year.  

 

Corrective Action Needed:  Please submit a statement on how this will be corrected in the future. 

 

 Finding #2:  There was confusion on the role of confirming official’s responsibility as well the 

confirmation review regarding the verification process. It was noted when reviewing applications 

during the on-site portion of the AR that all applications not selected for verification had the 

confirming official’s signature on them. 

 

 Corrective Action:  Change procedures to meet USDA requirement by limiting confirmation to 

applications selected for verification. Please submit a statement of what the confirming official’s role 

is regarding the verification process and whom will be handling this task in the future.  

 

 Finding #3:  It was found that when reviewing the application that was chosen for verification, 

documentation provided did not support the income listed on the application.  

 

 

Corrective Action Needed: Please send letter of adverse action. Household must supply supporting 

documentation regarding income listed on application before reapplying for benefits. 

 

 Finding #4:  It was found the Pre k-kindergarten did not get checked before or after a meals for 

purposes of meal counting and claiming. Staff assisted students and then went back to check them off 

roster. Please change the process to ensure students are marked either before or after receiving meals. 

This allows for an accurate point of service. Also as a reminder whomever is at the end of the meal 

service line needs to be sure that the meal is reimbursable in order to be claimed. 

 

Corrective Action Needed:  Please submit a statement on how the POS will be corrected. 

http://dpi.wi.gov/sites/default/files/imce/school-nutrition/doc/field-trip-meals-templates.doc
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/doc/field-trip-meals-templates.doc
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 Finding #4: It was noted that student workers were assisting the cook. Student workers were at the 

end of the line. While meals were reimbursable, it was noted there was a little confusion on how 

much to serve. Several suggestions were mentioned.  

 

Corrective Action Needed:  Please submit a statement on how this will be corrected. 

 

 

2. MEAL PATTERN AND NUTRITIONAL QUALITY  

Comments/Technical Assistance/Compliance Reminders 

. Meal Pattern and Nutritional Quality 
Commendations:  

Thank you to all staff at St. John’s Lutheran School for sending documentation ahead of time, 

including labels, production records, and recipes. Staff were friendly and open to learning. Great job 

at scratch-cooking most menu options! The beef stew served the day of onsite review was delicious 

and filling. Thank you for cooking healthy, nutritious meals to students.  

 

Technical Assistance: 

 

Links to Resources 
- Lunch “In a Nutshell”: here  

- Lunch Meal Pattern: here 

- Breakfast Meal Pattern: here   

- Breakfast “In a Nutshell”: here  

- Breakfast OVS Handout: here  

- Signage Resources: here 

- Food Buying Guide (FBG): here  

- Standardized Recipe Templates: here. 

 

Cycle Menu Resources 

Using a cycle menu can help to ease the burden of menu planning once the cycle has been set and 

helps ensure meal pattern requirements are being met. They can also aid in purchasing if production 

records are reviewed and analyzed to forecast meal counts based on historical data.  

 

If using a cycle menu, production records can be partially completed including the menu items, 

crediting information, serving sizes, etc. ahead of time. More cycle menu resources can be found: 

here. Menu Planning Worksheets are also a very helpful tool for ensuring that meal pattern 

requirements are being met at both breakfast and lunch (particularly vegetable subgroup 

requirements). These can be found electronically on our website: here, under Menu Planning 

Worksheets. 

 

Documentation 

 Processed products like Chicken Patties, Chicken Nuggets, and Mini Corn Dogs require a 

current Child Nutrition (CN) label or a detailed Product Formulation Statement (PFS) to be 

credited toward the meal pattern. A complete PFS must be directly from the manufacturer and 

must include the product name and number, weights of raw and cooked ingredients, portion 

https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/lunch-in-a-nutshell.pdf
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/lunch-mpt.pdf
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/breakfast-mpt.pdf
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/breakfast-in-a-nutshell.pdf
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/ovs-handout-breakfast.pdf
https://dpi.wi.gov/school-nutrition/national-school-lunch-program/menu-planning/signage
https://www.fns.usda.gov/tn/food-buying-guide-school-meal-programs
https://dpi.wi.gov/school-nutrition/national-school-lunch-program/menu-planning/recipes
https://dpi.wi.gov/school-nutrition/national-school-lunch-program/menu-planning/cycle-menu
http://dpi.wi.gov/school-nutrition/national-school-lunch-program/menu-planning
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size, statement of contribution to meal pattern requirements, and an original signature from 

the manufacturer certifying that the information is correct. 

 It is highly preferred that this documentation is printed on company letterhead, and signed by 

an appropriate person (e.g., a quality assurance agent or Registered Dietitian, rather than a 

salesperson.) 

 If a processed item does not have a valid CN label or PFS, it may not be credited when served 

as part of the USDA’s Child Nutrition Programs. This was seen with the mini corndogs, 

which were purchased from the grocery store. These cannot be credited using the Food 

Buying Guide (FBG) and would therefore need additional crediting documentation. More 

information regarding crediting documentation can be found: here.  

 

 

Milk 

 During the day of onsite review, milk was offered in gallons, with students pouring the milk 

into 10 oz cups. This is okay to do, however, some students were receiving less and some 

more. Most cups were not filled fully to the 8 oz line. Under the K-8 meal pattern, a full 1 cup 

(8 oz) portion of milk needs to be offered daily to students. This is considered the full 

component of milk. Anything less than the 8 oz would not be considered the full component 

and therefore would not be reimbursable.  

 Going forward, please make sure students are filling the cups of milk up to the 8 oz line. 

Please also note that students to not have to take a milk with their meal. They only need a 

minimum of three components, one of which is a ½ cup fruit and/or vegetable or a 

combination of both. 

 

Traditional Food Based Meal Pattern for Preschool 

 The menu for the 4K students is based on the Traditional Food Based Meal Pattern for 

Preschool, not the Healthy, Hunger Free Kids Act Meal Pattern (HHFKA). There was 

confusion regarding the menu planning and implementation of this meal pattern. Furthermore, 

production records currently in use do not distinguish these two meal patterns, though the 

Traditional Food Based Meal Pattern for Preschool has different daily and weekly minimum 

requirements. 

 Per food service staff, 4K students following this meal pattern do not receive the same portion 

sizes as K-5 students following the Lunch Meal Pattern for the National School Lunch 

Program in regards to milk. To ensure reimbursable meals are planned and served, 

information pertaining to the 4K students must be recorded on a separate production record 

and cannot be grouped with the K-5 information going forward. 

 

 You may choose to use either the Traditional Food Based Meal Pattern for Preschool or the 

HHFKA Meal Pattern when serving meals to children ages 1-5 in the School Breakfast 

Program (SBP) and National School Lunch Program (NSLP). Note that these options will be 

replaced by the updated Child and Adult Care Food Program (CACFP) meal pattern 

requirements and the NSLP and SBP infant and preschool meal patterns when the final rule is 

implemented October 1, 2017. 

 

Crediting  

 In the National School Lunch Program (NSLP), grains and meat/meat alternate are referred to 

in ounce equivalents (oz. eq.), while fruits and vegetables are referred to in cups, with 1/8th 

cup being the smallest creditable amount (1/8th cup, 1/4th, 3/8th, 1/2th, 5/8th, 3/4th, 7/8th, 1 cup). 

http://dpi.wi.gov/school-nutrition/national-school-lunch-program/menu-planning/meal-pattern
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Crediting for meat/meat alternate and grain products must always be rounded down to the 

nearest quarter (0.25) ounce equivalency (0.25, 0.50, 0.75, 1 oz eq). Make sure menu items 

are written in these increments on production records going forward. 

 

 Remember that some meat/ meat alternates do not credit ounce-for-ounce based on other 

ingredients besides meat (water, fillers, breading, etc.). For example, the commodity Ham 

used credits as 1 ounce equivalent (oz eq) for every 1.22 oz by weight. Make sure to use 

current product information to determine the weight of each serving in order to meet the daily 

and weekly requirements. When working with this product information, production staff 

should be using scales to determine adequate weights of serving sizes. 

 

 

 

Commodities 

Below are links to state-processed and USDA foods. Please keep this crediting documentation on file 

for products received from the government. 

- State-Processed USDA Foods SY 2016-17: here (includes Chicken Nuggets) 

- USDA Diced Ham, 5lbs: here  

 

Breakfast  

Consider participating in the School Breakfast Program (SBP). Participation in the SBP will enable 

you to help students start their school day with good nutrition and provide reimbursement to you for 

doing so. More information is available on our website: here. For ideas for breakfast recipes, visit our 

school nutrition page: here. 

 

USDA Quantity Recipes 

USDA has new, What’s Cooking? Recipes with nutritional information and crediting. They are a 

great resource to use in child nutrition programs and can be found: here. 

 

Production Records 

Make sure production records are being filled out completely. Some menu items during the week of 

review did not have serving sizes. It is important this information is documented so kitchen staff 

know how much to serve each student and also ensures meal pattern requirements are being met. 

 

Training 

It is recommended that anyone involved with the school meals program attend DPI training classes. 

The classes are offered in the summer and select other times throughout the year (more information 

on training can be found: here). Numerous webcasts are also available here. Travel/meal expenses are 

allowable food service expenses for your program. The classes provide an overview of all areas of the 

USDA requirements for the federal nutrition programs including verification, free/reduced 

applications, civil rights, USDA Foods, menu planning, production records, and record keeping 

requirements.  

 

Standardized Recipes 

Standardized recipes are required for all menu items that have more than one ingredient (e.g., grilled 

cheese). All standardized recipes must include detailed information about the specific ingredients, 

equipment, and procedures used to prepare the recipes. The recipes onsite had vague information, like 

hamburger (what percentage of fat? Is this fresh or frozen? Ground beef or patties?). A standardized 

https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/wiprocessed_nutritioninfo_1617.pdf
https://www.fns.usda.gov/sites/default/files/fdd/100188_Ham_Diced_Frozen.pdf
http://dpi.wi.gov/school-nutrition/school-breakfast-program
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/b_rec.pdf
https://www.fns.usda.gov/usda-standardized-recipe
https://dpi.wi.gov/school-nutrition/training
https://dpi.wi.gov/school-nutrition/training/webcasts
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recipe is a recipe that has been tried, tested, evaluated, and adapted for use by a food service 

operation. It produces a consistent quality and yield every time when the exact procedures, 

equipment, and ingredients are used, which is crucial for crediting school food service recipes. 

Instructions for standardizing recipes and recipe templates can be found: here. There is also a DPI 

webcast on standardizing recipes: here. A Standardized Recipe Checklist can be found: here. 

 

 

Food Buying Guide (FBG) 

The USDA Food Buying Guide (FBG) for Child Nutrition Programs contains yield and crediting 

information for foods with a standard of identity (in large part, unprocessed foods). Foods that do not 

have a standard of identity are not listed in the FBG, and require further documentation (a Child 

Nutrition (CN) label or a product formulation statement) clearly detailing the ingredients and their 

creditable quantities in order to be served in Child Nutrition Programs. The electronic version can be 

found: here.  

 

Extras 

Extra, non-creditable items such as cupcakes, pickles, brownies, and potato chips are frequently 

offered on the menu. These foods do not credit toward the meal pattern, but must be included in the 

dietary specifications (calories, saturated fat, and sodium). While occasional use of such foods is 

allowable and can be a nice incentive for participation, they are counting toward your calorie, 

saturated fat, and sodium limits, without being able to fulfill any of the required components. It can 

be very difficult to stay within the dietary specification limits. These foods are also adding to the cost 

of the meal without providing the value of being a creditable component for a reimbursable meal.  

 

Seconds 

It is strongly encouraged to discontinue the practice of offering second portions free of charge to 

students. This complicates production planning, burdens food cost, can be seen as unfair as it is only 

offered to the older students and/or boys and increases dietary specifications (calories and percentage 

of calories from saturated fat). If students are still hungry, these items can be offered and charged as 

an ala carte price. Also, if there is school-wide support, consider expanding your programming under 

the National School Meals program. Programs, such as the School Breakfast Program and 

Afterschool Snack Program can provide more access to healthy food for your students.  

 

Whole Grain-Rich 

The terms “wheat” or “made with whole grains” on a product label do not necessarily mean that a 

product is whole grain-rich. Please check the label to determine that the first ingredient is a whole 

grain (and any other grain ingredients in the list are enriched, if not whole) to determine that a 

product qualifies as whole grain-rich. USDA has a very thorough Whole Grain Resource that 

provides tools and tips for identifying whole grain-rich products: here. 

 

Printed Menu 

The printed menu should list all components that are included with the reimbursable meal. Currently, 

milk, fruits, vegetables, and occasionally grains are not listed on the menu. It may either be listed 

daily or may be listed in one place on the menu and include a statement that says that a variety of 

milk is offered daily as part of the reimbursable meal. Please also include USDA’s non-

discrimination statement: This Institution is an equal opportunity provider and employer, if 

distributing to the public. 

 

http://dpi.wi.gov/school-nutrition/national-school-lunch-program/menu-planning/recipes
https://media.dpi.wi.gov/school-nutrition/whats-yield-with-standardized-recipes/story.html
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/standardized-recipe-checklist.pdf
https://www.fns.usda.gov/tn/food-buying-guide-school-meal-programs
http://www.fns.usda.gov/sites/default/files/WholeGrainResource.pdf
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Field Trips 

Children on a field trip must be offered lunches that meet the daily meal pattern requirements. 

Specific procedures must be followed, including maintaining the temperature of potentially hazardous 

food, having an established way for collecting meal payments and obtaining a count by eligibility 

category, etc. More information on field trips can be found: here.  

 

Findings and Corrective Action Needed:  

 

Finding #1: Every grain served and credited as part of a reimbursable meal needs to be whole grain-

rich, meaning greater than 50% of the product needs to be whole grain. When determining if an item 

is whole grain-rich, the first word in the ingredient list needs to say whole or have a whole grain listed 

first. The Pan-o-Gold Bread, Hansen’s Bread, Homemade Biscuits, Egg Noodles, and Spaghetti 

Noodles were not whole grain-rich.  

Corrective Action Required: Please find new, whole grain-rich versions of the following products 

and submit nutrition facts labels and ingredient lists: 

- Pan-o-gold bread 

- Hansen’s bread 

- Homemade biscuits 

- Egg noodles 

- Enriched spaghetti noodles 

 

Finding #2: There was no standardized recipe on file for the BBQ Pork Sandwich that was served the 

week of review. Any food with more than one ingredient must have a standardized recipe on file. 

More information on standardized recipes, including templates and requirement checklists, can be 

found: here.  

Corrective Action Required: Please submit a standardized recipe for the BBQ Pork Sandwich. 

 

Finding #3: There were daily grain shortages during the week of review on Monday, March 13th 

(Mac and Cheese; 1 cup credited as 0.5 oz eq grain) and Thursday, March 16th (Chicken Nuggets; 4 

credited as 0.75 oz eq grain). For the K-8 meal pattern, a full 1 oz eq grain needs to be offered daily 

to students. 

Corrective Action Required: Please submit a statement explaining what you will do to both 

Monday, March 13th and Thursday, March 16th so that a full 1 oz eq grain are offered to students. For 

Thursday, March 16th, the Food Service Director will increase the serving size of the chicken 

nuggets to 5 nuggets (credits 2 oz eq M/MA, 1 oz eq G).  

 

Finding #4: No labels or information were available for the macaroni noodles (served March 13th), 

buttered bun (served March 14th), the buns served with the BBQ Pork Sandwiches (served March 

15th), or the buns served with the BBQ (served March 17th).  

Corrective Action Required: Please submit labels, ingredient lists, and/or recipes for the macaroni 

noodles (served March 13th), buttered bun (served March 14th), the buns served with the BBQ Pork 

Sandwiches (served March 15th), and the buns served with the BBQ (served March 17th). 

 

Finding #5: The only allowable milk types to serve in Child Nutrition Programs are non-fat 

unflavored milk, non-fat flavored milk (e.g., chocolate) and 1% unflavored milk. Neither 1% 

(flavored), nor 2% (flavored or unflavored) milk can be served. Please discontinue serving 1% 

https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/field-trip-meals-overview.pdf
http://dpi.wi.gov/school-nutrition/national-school-lunch-program/menu-planning/recipes
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chocolate milk. As a reminder, at least two choices of allowable milk types must be offered daily at 

each meal.  

Corrective Action Required: Please submit a statement explaining your understanding of the 

allowable milk types and that you will discontinue use of 1% chocolate milk. 

 

Finding #6: Although all students observed at lunch took a reimbursable meal, it is important for 

staff to fully understand the Offer versus Serve (OVS) requirements. For example, knowing that a 

student does not have to take a milk, but could take a fruit, vegetable, and a grain (in their appropriate 

amounts) and that would be a reimbursable meal. 

Corrective Action Required: Have all staff responsible for determining reimbursable meals attend a 

training on Offer versus Serve. The lunch meal pattern here and Offer versus Serve here webcasts 

may be used. Please submit the attendance sign-in roster when complete. 

 

Finding #7: Signage needs to include language on how to select a reimbursable meal. For example, 

“Must select at least three components, including ½ cup fruit and/or vegetable or a combination of 

both”. More information on signage can be found: here.  

Corrective Action Required:  Please either alter the current signage, post new signage, or post a 

supplemental sign that informs students that they must select ½ cup of fruit, vegetable or a 

combination. Submit a photo of the signage posted. Corrected on-site no further action needed. 

 

Finding #8: There were no dark green vegetables offered during the week of review.  

Corrective Action Required: Please state what you will do to the week of review to ensure a full ½ 

cup of dark green vegetables are offered to students.  

 

Finding #9: There was a daily vegetable shortage during the week of review on March 15th (1/2 cup 

green beans) and March 17th (1/2 cup beans). Under the K-8 meal pattern a full ¾ cup vegetable 

needs to be offered daily to students.  

Corrective Action Required: Please state what you will do to both March 15th and March 17th 

during the week of review so that a full ¾ cup vegetable is offered to students. 

 

3. RESOURCE MANAGEMENT 

Comments/Technical Assistance/Compliance Reminders 

Allowable Costs  

 The nonprofit school food service account is to be used for the operation of the school meal 

program including food, supplies, equipment and personnel.  

 The nonprofit school food service account may not be used to purchase land and/or buildings 

unless approved by FNS.  

 Allowable costs are defined in 2 CFR 200 Subpart E and should be necessary, reasonable and 

allocable. More information on allowable costs can be found within the Indirect Costs 

guidance http://dpi.wi.gov/school-nutrition/national-school-lunch-program/financial.   

 Bad debt is an unallowable expense to the food service program.  A transfer must be made 

from non-federal funds to cover student account write-offs. SP57-2016 Unpaid Meal Charges 

guidance Q & A may be found at http://dpi.wi.gov/sites/default/files/imce/school-

nutrition/pdf/sp-57-2016.pdf.   

 USDA Policy Memorandum SP 46-2016 requires all SFAs operating federal school meal 

programs, by July 1, 2017, to have a written and clearly communicated policy that addresses 

unpaid meal charges. For a snap-shot on what the policy must include, see the Unpaid Meal 

http://dpi.wi.gov/school-nutrition/training/webcasts#lunch
http://dpi.wi.gov/school-nutrition/training/webcasts#ovs
http://dpi.wi.gov/school-nutrition/national-school-lunch-program/menu-planning/signage
http://dpi.wi.gov/school-nutrition/national-school-lunch-program/financial
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/sp-57-2016.pdf
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/sp-57-2016.pdf
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Charges In a “Nutshell”: http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/unpaid-

meal-charges-nutshell.pdf. For a more comprehensive overview, see SP 58-2016: Unpaid 

Meal Charges Guidance: http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/sp-58-

2016.pdf  

o Best Practices 

o Local meal charge policy checklist 

o Sample outstanding balance letter 

o Sample robo-call script 

 

 Non-Program Foods 

 Nonprogram Food costs and revenues must be separated from Program Food costs and 

revenues. This includes adult meals and extra milks. Technical assistance was provided. 

 

 SFAs that sell only nonprogram milk and adult meals as nonprogram foods are exempt from 

completing the USDA Nonprogram Food Revenue tool. 

 

 Annual Financial Report 

 All revenues including reimbursements and student payments, and expenses including food, 

labor, equipment, purchased services, and other need to be entered into the program to which 

they belong, and this will aid the school in calculating its “yearly” reference period for 

nonprogram food compliance which is highly recommended. 

  The new 16-17 Annual Financial Report instructions are located on our website at: 

http://dpi.wi.gov/sites/default/files/imce/school-nutrition/doc/annual-financial-report-

instructions-new-1617.doc 

 The ending balance on June 30 from the previous year needs to be the beginning balance on 

July 1 for the current year. 

 The ending balance, on June 30, can never be a negative balance.  A transfer must be made 

from the non-federal funds to bring the ending balance to $0.00. 

 The school food service fund may not have an ending fund balance in access of 3 month 

operating expenses, as this is considered “Excess Cash Balance”.   

 

 

 

 

4. GENERAL PROGRAM COMPLIANCE 

Comments/Technical Assistance/Compliance Reminders 

Civil Rights 

Nondiscrimination Statement 

 When including the non-discrimination statement on letters, menus, website, and other 

documents used to convey program information, it is necessary to use the current statement 

which was just updated in October 2015 http://dpi.wi.gov/school-nutrition/national-school-

lunch-program/civil-rights. Technical assistance was provided. 

 However, when space is very limited, such as on the printed menus, the abbreviated statement 

may be used, “This institution is an equal opportunity provider,” so that it can be printed 

in the same size font as the other printing in the document. Technical assistance was 

provided. 

http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/unpaid-meal-charges-nutshell.pdf
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/unpaid-meal-charges-nutshell.pdf
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/doc/annual-financial-report-instructions-new-1617.doc
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/doc/annual-financial-report-instructions-new-1617.doc
http://dpi.wi.gov/school-nutrition/national-school-lunch-program/civil-rights
http://dpi.wi.gov/school-nutrition/national-school-lunch-program/civil-rights
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And Justice for All Poster  

 “And Justice for All” posters need to be posted in public view. Technical assistance was 

provided. 

Civil Rights Training 

 Civil rights training must be conducted on a yearly basis for all staff and volunteers who 

administer any portion of a school nutrition program.  

Processes for complaints 

 Schools must have a process for receiving and processing complaints alleging discrimination 

within the school meals program.  

 All verbal or written civil rights complaints regarding the school nutrition programs that are 

filed with the district must be forwarded to the Civil Rights Division of USDA Food and 

Nutrition Service within 3 days.  You will want to make sure that this is included in the 

district procedures to ensure compliance.  

 All SFAs should have procedures (written procedures preferred) in place for handling civil 

rights complaints in regards to discrimination in the National School Lunch Program and 

School Breakfast Program. A SFA may always attempt to resolve a situation that is occurring 

in real time.  However, if an individual states that they wish to file a civil rights complaint, the 

SFA must provide them with the information necessary to do so and not impede an 

individual’s right to file. The form to assist in filing these complaints can be found on the DPI 

SNT website at 

https://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf 

 

 

Food Safety 

All schools must have a comprehensive site-specific food safety plan on site which includes all 

process 1, 2, and 3 items, all standard operating procedures (SOP) for each individual site, all 

equipment, and food service staff and be reviewed yearly. Updated prototype food safety plan 

templates and SOPs may be found at our website under https://dpi.wi.gov/school-nutrition/food-

safety. Technical assistance was provided. 

 

 All food service employees must have a signed Employee Reporting Agreement on file. 

Technical assistance was provided. 

 

 Hair restraints are required in food service programs, this excerpt is take from the Wisconsin 

Food code:  FOOD EMPLOYEES shall wear hair restraints such as hats, hair coverings or 

nets, beard restraints, and clothing that covers body hair, that are designed and worn to 

effectively keep their hair from contacting exposed FOOD; clean EQUIPMENT, UTENSILS, and 

LINENS; and unwrapped SINGLE−SERVICE and SINGLE−USE. More information can be 

found at https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/fs_wfc09.pdf. Always 

contact your local sanitarian for guidance of local regulations. Technical assistance was 

provided regarding hair restraints with student workers.  

 

 

https://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
https://dpi.wi.gov/school-nutrition/food-safety
https://dpi.wi.gov/school-nutrition/food-safety
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/fs_wfc09.pdf
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Food Safety Inspections 

 Every school operating USDA School Child Nutrition programs, must have two food safety 

inspections during each school year, one in the fall of the school year, which is an actual Food 

Safety Inspection, and one in the spring which is a review of the site’s Food Safety Plan.  

 

Professional Standards 

 The Professional Standards regulations in 7 CFR 210.30 established hiring standards for new 

school nutrition program directors, hired on or after July 1, 2015, that manage and operate the 

National School Lunch and School Breakfast Programs.  In addition, the regulations established 

annual training standards for all school nutrition program directors, managers, and staff which 

must be tracked. 

 Each SFA must designate at least one staff member as a program “director”.  A program 

“director” is the person designated to perform or oversee the majority of the program duties such 

as sanitation, food safety, nutrition and menu planning, food production, procurement, financial 

management, record keeping, customer service, nutrition education, and general day-to-day 

program management.   

 The hiring standards for SFA directors are based on the size of their SFA and includes education, 

school nutrition experience and food safety training requirements 

http://dpi.wi.gov/sites/default/files/imce/school-: nutrition/pdf/professional-standards-hiring-

chart-by-district-size.pdf.  

 Per SP 38-2016, any School Food Service Director hired after July 1, 2015 that does not meet the 

minimum education requirements cannot use the nonprofit school food service account to pay 

their salary; this would be an unallowable cost and the SFA’s general fund may be used to pay the 

salary of a new director who is actively pursuing the minimum education requirements.  

 Annual training must be job-specific and intended to help employees perform their duties well. 

The required annual training hours vary according to the employee’s role in the management and 

operation of the school nutrition program.   

 SFAs should clearly document all required training information and maintain that file including 

the name of staff person, date hired, title/position, brief list of core duties/responsibilities, status 

(full, part-time, volunteer, etc.), professional standards position (director, manager or staff).  

Learning codes are not required, but encouraged.  A template tracking tool is posted to our 

website at http://dpi.wi.gov/school-nutrition/training/professional-standards.  

 

 Annual Training Requirements for All Staff - If hired January 1 or later, only ½ of the training 

hours are required during the first school year (SY) of employment. 

 

Directors Managers Other Staff Part Time Staff 

 (20 hrs or more/week) (less than 20 hrs/week)  

2015-16 SY 2015-16 SY 2015-16 SY 2015-16 SY 

8 hours 6 hours 4 hours 4 hours 

2016-17 SY 2016-17 SY 2016-17 SY 2016-17 SY 

12 hours 10 hours 6 hours 4 hours 

 

Buy American  

 The USDA requires that a SFA purchase, to the maximum extent practicable, domestic 

commodities or products.  Using food products from local sources supports small local farmers 

http://dpi.wi.gov/sites/default/files/imce/school-:%20nutrition/pdf/professional-standards-hiring-chart-by-district-size.pdf
http://dpi.wi.gov/sites/default/files/imce/school-:%20nutrition/pdf/professional-standards-hiring-chart-by-district-size.pdf
http://dpi.wi.gov/school-nutrition/training/professional-standards
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and provides healthy choices for children in the school meal programs. Purchasing from these 

entities also supports the local economy. The Buy American provision is required whether food 

products are purchased by SFAs or entities that are purchasing on their behalf. Technical 

assistance was provided and resources left onsite. 

 

Wellness Policy 

The local wellness policy requirement was established by the Child Nutrition and Special 

Supplemental Nutrition Program for Women, Infants, and Children (WIC) Reauthorization Act of 

2004 and further strengthened by the Healthy, Hunger-Free Kids Act of 2010 (HHFKA). The final 

rule requires School Food Authorities (SFAs) to begin developing a revised local school wellness 

policy during School Year 2016-2017 and full compliance with the requirements of the final rule by 

June 30, 2017. 

 

At a minimum, SFAs must permit participation by the general public and the school community 

including parents, students, and representatives of the school food authority, teachers of physical 

education, school health professionals, the school board, and school administrators in the wellness 

policy process. In addition, SFAs must designate one or more school officials to ensure each school 

complies with the policy. 

 

Content of the Wellness Policy 

At a minimum the wellness policy must include: 

 Specific goals for nutrition promotion and education, physical activity, and other school-

based activities that promote student wellness. LEAs are required to review and consider 

evidence-based strategies in determining these goals. 

 Standards and nutrition guidelines for all foods and beverages sold to students on the school 

campus during the school day that are consistent with Federal regulations for 

school meal nutrition standards, and the Smart Snacks in School nutrition standards. 

 Standards for all foods and beverages provided, but not sold, to students during the school 

day. 

 Policies for food and beverage marketing that allow marketing and advertising of only those 

foods and beverages that meet the Smart Snacks in School nutrition standards. 

 Description of public involvement, public updates, policy leadership, and evaluation plan. 

 

SFAs must complete an assessment of the policy every three years to determine compliance with the 

wellness policy, how the wellness policy compares to model policies, and process made in attaining 

the goals of the wellness policy. SFAs must make the Triennial Assessment available to the public. In 

addition, SFAs must make available to the public the wellness policy and any updates to the wellness 

policy on an annual basis. 

 

A summary of the requirements can be found at: 

http://www.fns.usda.gov/sites/default/files/tn/LWPsummary_finalrule.pdf. USDA Food and Nutrition 

Service has information on the local school wellness policy process and wellness policy elements at: 

https://healthymeals.nal.usda.gov/school-wellness-resources. Wisconsin Team Nutrition has several 

wellness policy resources available including a toolkit, a wellness policy builder, and wellness policy 

report card at: http://dpi.wi.gov/school-nutrition/wellness-policy. Technical assistance was provided. 

 

Procurement  

http://www.fns.usda.gov/sites/default/files/tn/LWPsummary_finalrule.pdf
https://healthymeals.nal.usda.gov/school-wellness-resources
http://dpi.wi.gov/school-nutrition/wellness-policy
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Procurement manual is required to be developed by schools. Please see the view the following 

webpage for additional information: https://dpi.wi.gov/school-nutrition/procurement/developing-

procurement-handbook. Technical assistance was provided. 

 

 

 

Findings and Corrective Action Needed 

 
 Finding #1: It was found that the non-discrimination statement was not listed on the menu 

provided to families. 

 

Corrective Action Needed: Please correct this and submit a copy of a menu with the non-

discrimination statement using the correct font size. 

 

 Finding #2:  It was found that the HAACP process 1, 2 and 3 sheet for menu items was not 

completed. 

 

Corrective Action Needed:  Please complete the HAACP process 1, 2 and 3 sheet with items that 

are used for the menus and submit a completed copy. 

 

 Finding #3:  It was found that the employee reporting agreement was not completed by student 

workers and cook. 

 

Corrective Action Needed:  Please submit copies of signed employee reporting agreements of 

student workers and cook. Completed while on-site, no further action is needed. 

 

 Finding #4:  It was found that the food safety inspection was not posted in a visible place for the 

public to view. 

 

Corrective Action Needed:  Please submit a statement on where the inspection report will be posted 

moving forward. 

 

 Finding #5: It was found that student workers had some required training, but there was no 

documentation tracked and further training is needed. 

 

Corrective Action Needed: Please submit a statement on how training will be handled for students 

in the future and how it will be tracked. 

 

 

5. OTHER FEDERAL PROGRAMS REVIEWS 

Comments/Technical Assistance/Compliance Reminders 

Wisconsin School Day Milk 

The Wisconsin School Day Milk Program (WSDMP) was created by the Wisconsin Legislature to 

reimburse schools for a portion of their costs for serving milk at a milk break to Pre-Kindergarten 

through Grade 5 students who are eligible for free or reduced price meals.  Only one half-pint of milk 

may be claimed per eligible student per school day. 

  

https://dpi.wi.gov/school-nutrition/procurement/developing-procurement-handbook
https://dpi.wi.gov/school-nutrition/procurement/developing-procurement-handbook
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By State law, no charge can be made to those students who qualify for free and reduced price meals 

and are receiving free milk under the WSDMP.  Milk served to non-needy (paid) students at the milk 

break in Grades Pre K through 5, and students in Grades 6-12, is not eligible for 

reimbursement. Technical assistance was provided to be sure to check off students as they receive 

their milk. Additionally they must be sure that the student receives eight ounces of milk. 

 

Summer Feeding 

 As part of the National School Lunch Program, it is required to do SFSP outreach.  The 

purpose is to inform your students and families of the free feeding site(s) they may have 

access to in the summer while school is out of session.  

  Near the end of this school year, it is as simple as a blurb in a newsletter sent home to 

students, or putting up free posters and/or mail these items free of charge.  To access an 

inclusive map of all potential participating sites in your area, see the interactive map on the 

SFSP website http://www.fns.usda.gov/capacitybuilder.  

 

Breakfast 

More than 8.1 million children across the United States start their day with the School Breakfast 

Program, a Federal program that provides States with cash assistance for non-profit breakfast 

programs in schools and residential child care institutions. 

 Parents play an important role in School Breakfast Program participation. A video was 

developed to help show parents the benefits that the School Breakfast Program provides for 

them and their children. This video along with a brochure can be found on our website: 

https://www.youtube.com/watch?v=aHR7eECbKaE 

 

 For more ideas on breakfast menus, visit our On, Wisconsin! Cycle Menu or look up menus 

for other schools in Wisconsin.  

 Cycle Menu Resources: http://dpi.wi.gov/school-nutrition/national-school-lunch-

program/menu-planning/cycle-menu   

 School Breakfast Menus on the Web: http://dpi.wi.gov/sites/default/files/imce/school-

nutrition/pdf/school-breakfast-menus-on-the-web.pdf  Technical assistance was provided 

regarding starting a breakfast program as the school is considering this. 

 

 

 

 

Dr. Tony Evers, State Superintendent of Wisconsin Department of Public Instruction, shares a vision 

that every student will graduate prepared for college and career in an initiative called “Agenda 2017”. 

His goals are for students to have the knowledge, skills, and habits that will allow them to succeed in 

life after high school. Access to quality nutrition plays a major role in developing those life-long 

habits.  

 

The School Nutrition Team believes that what school nutrition programs do every day plays a very 

important part in the success of every child being able to graduate. We all know that well-nourished 

children are ready to learn. Thank you for all you do to ensure your students’ success.   

 

For more information on this initiative, please visit the Wisconsin DPI Every Child a Graduate 

webpage dpi.wi.gov/statesupt/agenda-2017.  

  

 

With School Nutrition Programs! 

http://www.fns.usda.gov/capacitybuilder
https://www.youtube.com/watch?v=aHR7eECbKaE
http://dpi.wi.gov/school-nutrition/national-school-lunch-program/menu-planning/cycle-menu
http://dpi.wi.gov/school-nutrition/national-school-lunch-program/menu-planning/cycle-menu
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/school-breakfast-menus-on-the-web.pdf
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/school-breakfast-menus-on-the-web.pdf
http://dpi.wi.gov/statesupt/agenda-2017

