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SFA Name: 

Administrative Review Conducted on: 

Sites Selected for Review:

Due Date for Corrective Action Plan: 

Commendations & Suggestions

Outstanding job meeting all of the requirements for breakfast.  All daily and weekly meal component and food 
quantity requirements were met for the week of menu review, for breakfast.

Thank you for being so well prepared!  

The kitchen staff was kind and courteous and interacted well with the students.  

Other areas of Technical Assistance (NOT requiring Corrective Action)

Menu Review- Technical assistance was provided in an email to the SFA with the menu review results. 
Suggestions were provided to bring the menus into compliance.

1219.  The SFA is tracking training hours for each individual.  During the on-site review, it was discussed with 
the SFA how to use the USDA Professional Standards Training Tracking Tool.  

Date Corrective Action Plan was provided to SFA:

Finding #1

Please provide a detailed response to each finding in the spaces provided.

2/9/2017

Shorewood High School

3/3/2017

3/31/2017

The Code of Federal Regulations citation 
number or alternate resource citation

A summary of the regulation / 

requirement

 Suggested guidance for the SFA in order 
to achieve compliance

The following pages address the findings that were identified during your Administrative Review. 
For each finding you will be presented with the following:                                                       

SFA area for reply to state how, when and 
by whom corrections will be made

The finding, and details specific to the SFA 

regarding the finding

Shorewood School District-405355
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SFA Suggested Guidance for Compliance

To come into compliance with meal pattern requirements, the SFA must provide the State Agency 
with a written plan that will be implemented to ensure future compliance. The plan should include; a 

statement that all menus will be reviewed to ensure that all portion sizes planned meet at least the 
minimum required amount for the specific grade group, a process for sites to reference when they 

do not have one of the planned menu items or there is insufficient quantities, a statement that the 

serving line will be visually reviewed prior to service to confirm that all required components are 

available and that additional menu training for all SFA staff will be provided. Provide the outline and 
dates for the trainings that will be completed. In addition please submit the name(s) and title(s) of 
the SFA representative(s) that will oversee this area and ensure future compliance. Submit the menu 

from the week of review with the corrections that were made to the menu to bring it into compliance 
moving forward. Provide any needed documentation to support the changes such as labels, recipes, 

production records, etc. 

SFA Response

410. For the week of menu review, the 9-12 lunch menu did not meet the minimum daily 
requirement of 2 ounce equivalent grain. A grain was provided, however the minimum required 
portion size was not met, with one meal choice this week.

Regulation / Citation and Summary

During the review, the portion sizes required by the meal patterns were discussed with the SFA. The 

SFA must ensure that all meals counted for reimbursement contain the required components in the 
minimum portion size required for the specific grade group. The SFA should review all menus to 
ensure that at least the minimum portion size is planned for the specific grade group. The SFA 
should also provide additional training to the kitchen staff on the requirements of a reimbursable 
meal. The training should include what to do if a certain planned menu item is not available or if the 

item runs out during service. The USDA FNS website can be used for training materials, resources 
and guidance on the meal pattern. http://healthymeals.nal.usda.gov/

Finding #2

1601.  The SFA has not performed SFSP outreach. 

Technical Assistance Provided

210.10(c) Meal pattern for school lunches. Schools must offer the food components and quantities 

required in the lunch meal pattern established: 9-12: 2 oz. equivalent daily grain.

Technical Assistance Provided
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Finding #3

Technical Assistance Provided

During the review the requirement for the SFA to have a complaint procedure was discussed. The 
procedure must indicate: that any person or representative alleging discrimination based on a 

prohibited basis has the right to file a complaint; all complaints, written or verbal, must be 
forwarded to the appropriate Regional or FNS OCR Director, unless an approved State complaint 
procedure is in place; in the event a complainant makes the allegations verbally or in person and 
refuses or is not inclined to place such allegations in writing, the person to whom the allegations are 
made must write up the elements of the complaint for the complainant. The procedure must also 

identify the outside agency to which the complaints are forwarded.

Regulation / Citation and Summary

SFA Suggested Guidance for Compliance

To come into compliance with this requirement, the SFA must submit an assurance to the State 

Agency  that the SFA will cooperate with Summer Food Service Program sponsors to conduct 
outreach on the availability of the Summer Food Service Program. Additionally, please state the 

name and position of the person who will oversee compliance in this area.

Regulation / Citation and Summary

It was determined during the review that the SFA has not performed SFSP outreach. The SFA must 
perform SFSP outreach before the end of the school year. Methods of outreach such as posting SFSP 
information on the SFA's website, parent newsletters and district-wide emails were discussed with 
the SFA. 
Schools may fulfill this requirement through Robo calls, flyers or other methods that notify the 

community of locations of summer meal sites. 

Methods to locate sites that serve free meals to children during the summer include the following: 

•Call 211 
•Call 1.866.3Hungry or 1.877.8Hambre 
•Visit the website: www.fns.usda.gov/summerfoodrocks (note, this replaces the whyhunger.org 
website)
•Use the site locator for smartphones - Rangeapp.org 

210.12(d)(2)  School food authorities must cooperate with Summer Food Service Program sponsors 

to distribute materials to inform families of the availability and location of free Summer Food 

Service Program meals for students when school is not in session. 

SFA Response

803.  The SFA has a procedure in place for handling civil rights complaints, but the procedure does 

not identify the outside agency to which complaints are forwarded (i.e., SA, FNSRO, FNS Office of 

Civil Rights, or USDA Office of Civil Rights)
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To come into compliance with civil rights requirements, the SFA must develop a procedure that will 
be put into place to handle any discrimination complaints and to forward them to an appropriate 
agency. The process must outline the steps that will be taken when a complaint is received, the name 
and contact information of the agency that the complaint will be forwarded to, and the name(s) and 
title(s) of the person(s) who will be responsible for forwarding complaints to the appropriate 

agency. Please submit the procedure to the State Agency. 

SFA Response

The NonProgram Food Revenue Tool (or DPI's NonProgram Price Calculator Tool) should be 

completed every year. You can use a one-week reference period instead of gathering numbers for an 
entire year. This tool should include adult meals, extra milks, extra entrees, and other a la carte 
items as your nonprogram foods. If the tool shows you are out of compliance, you need to increase 

nonprogram food prices (even if you are meeting the USDA adult meal pricing guidelines).  During 

the review, the tool was completed by the SFA and showed that the SFA needed an additional $69 in 
nonprogram food revenue during the reference week to be in compliance. Although the SFA has 
marked up adult meals and a la carte items above cost, nonprogram food prices will need to be 

increased enough to meet the nonprogram food revenue requirements. 

Regulation / Citation and Summary

Resource Management Comprehensive Review – NonProgram Foods

Prior to the review, the SFA had not determined compliance with nonprogram food requirements. 
During the review the SFA completed the tool as required, and it showed the SFA was out of 

compliance. 

Technical Assistance Provided

FNS Instruction 113-1 Section XV All complaints, written or verbal, must be forwarded to the 
appropriate Regional or FNS OCR Director, unless an approved State complaint procedure is in place. 

Anonymous complaints will be handled as any other complaints, to the extent feasible, based on 
available information.

SFA Suggested Guidance for Compliance

Finding #4

7 CFR 210.14 (f) Revenue from non-program foods. Beginning July 1, 2011, school food authorities 

shall ensure that the revenue generated from the sale of non-program foods complies with the 
requirements in this paragraph.
(1) Definition of non-program foods. For the purposes of this paragraph, non-program foods are 
those foods and beverages; (i) Sold in a participating school other than reimbursable meals and meal 
supplements; and (ii) Purchased using funds from the nonprofit school food service account.

(2) Revenue from non-program foods. The proportion of total revenue from the sale of non-program 
foods to total revenue of the school food service account shall be equal to or greater than: (i) The 
proportion of total food costs associated with obtaining non-program foods (ii) The total costs 
associated with obtaining program and non-program foods from the account.
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SFA Suggested Guidance for Compliance

As the corrective action response, please explain the process that will be put into place to ensure 
that the USDA Nonprogram Food Revenue Tool or the DPI NonProgram Price Calculator Tool is 
completed each year. This should include a timeframe for when the tool will be completed, the name 

by position of the person responsible for completing the tool, and the steps that will be taken if the 
tool shows you are out of compliance. Additionally, include a plan to increase nonprogram food 
prices in order to come into compliance with the nonprogram food revenue requirements.

7 CFR 210.14 (f) Revenue from non-program foods. Beginning July 1, 2011, school food authorities 
shall ensure that the revenue generated from the sale of non-program foods complies with the 
requirements in this paragraph.
(1) Definition of non-program foods. For the purposes of this paragraph, non-program foods are 
those foods and beverages; (i) Sold in a participating school other than reimbursable meals and meal 

supplements; and (ii) Purchased using funds from the nonprofit school food service account.
(2) Revenue from non-program foods. The proportion of total revenue from the sale of non-program 

foods to total revenue of the school food service account shall be equal to or greater than: (i) The 
proportion of total food costs associated with obtaining non-program foods (ii) The total costs 
associated with obtaining program and non-program foods from the account.

SFA Response


