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SFA Name: 

Administrative Review Conducted on: 

Sites Selected for Review:

1221. During the on-site review, training requirements were discussed with the SFA. To be in compliance, the 

SFA must ensure that employees outside of the School Nutrition programs (whose responsibilities include 
duties related to the operation of the School Nutrition program) receive adequate training specific to the task 
they perform. For further information, please see the USDA's Guide to Professional Standards for School 

Nutrition Programs.

1219. During the on-site review, training requirements were discussed with the SFA. To be in compliance, the 
SFA must track the hours of training completed by all School Nutrition staff. For further information, please see 

the USDA's Guide to Professional Standards for School Nutrition Programs. The SFA was provided with a the 
excel tracker for Professional Standards from the DPI website. 

Resource Management - Internal Controls
The SFA should improve their internal controls by adding segregation of duties for cash handling and 
recordkeeping functions. A second person, different than the person collecting the cash sales, should reconcile 
the receipts from meal tickets to the cash deposit amount. If possible, the individual responsible for 

bookkeeping should not also have custody of the cash & checks. If this cannot be avoided, the SFA should take 
measures to ensure that all accounting entries & bank reconciliations are reviewed monthly by an 

administrator.

The SFA was very organized and prompt to answer all questions from the reviewer.

The SFA was eagar to learn from all technical assitance provided on the day of review.

The kitchen was clean and organized and the staff did an excellent job interacting with the students.

Other areas of Technical Assistance (NOT requiring Corrective Action)

1006. During the review, Local Wellness Policies were discussed with the SFA. The SFA is required to perform 

an assessment of the Local Wellness Policy at a minimum at least once every three years. The results of the 

assessment must be made available to the public.

St. John the Evangelist School

1/11/2017

St. John the Evangelist School 407505

Commendations & Suggestions

Outstanding job meeting all of the requirements for the meal pattern.  All daily and weekly meal component 
and food quantity requirements were met for the week of menu review.
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Due Date for Corrective Action Plan: 

Resource Management - NonProgram Food Revenue
It was suggested that the SFA separates the deposits received for adult meals and extra milks from 
reimbursable meal sales. Adult meals and extra milks are considered nonprogram foods, and should be tracked 
separately from program sales. Ideally the SFA would have separate revenue accounts in their general ledger to 
easily track nonprogram and program sales.

2/3/2017

3/3/2017

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

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

Technical Assistance Provided

Date Corrective Action Plan was provided to SFA:

SFA Suggested Guidance for Compliance

Finding #1

803. The SFA is attempting to resolve complaints alleging discrimination within the FNS School Meal 
Programs.

Regulation / Citation and Summary

During the review the process for receiving and processing complaints alleging discrimination was 

discussed with the SFA. The SFA should not attempt to resolve complaints in-house and should 
forward all complaints to the appropriate outside agency. SFA was provided with a copy of the USDA 
Complaint Form off of the DPI website. 

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.
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During the review, Local Wellness Policies were discussed with the SFA. The SFA is required to 
perform an assessment of the Local Wellness Policy at a minimum once every three years. The 
results of the assessment need to be made available to the public. The SFA should use the results of 

the assessment to determine any changes or updates that need to be made to the wellness policy. 
The SFA was provided with the Local Wellness Policy Report Card Online Tool from the DPI website 

that they can use for the assessment process. 

210.30 Local School Wellness Policy (e) Implementation assessments and updates. Each local 

educational agency must: (1) Designate one or more local educational agency officials or school 
officials to ensure that each participating school complies with the local school wellness policy; (2) 
At least once every three years, assess schools’ compliance with the local school wellness policy, and 

make assessment results available to the public. The assessment must measure the implementation 
of the local school wellness policy, and include: (i) The extent to which schools under the jurisdiction 

of the local educational agency are in compliance with the local school wellness policy; (ii) The 
extent to which the local educational agency’s local school wellness policy compares to model local 

school wellness policies; and (iii) A description of the progress made in attaining the goals of the 
local school wellness policy. 
 (3) Make appropriate updates or modifications to the local school wellness policy, based on the 
triennial assessment.

Finding #2

1005. An assessment of the Local School Wellness Policy has not been completed.

SFA Suggested Guidance for Compliance

Technical Assistance Provided

Regulation / Citation and Summary

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



4 5

SFA Response

Finding #3

Technical Assistance Provided

During the review, determining applications was discussed with the SFA. When determining 
eligibility, the SFA must ensure that the household has included the last four digits of the social 

security number of an adult household member (or an indication of none); otherwise, the 
application is incomplete. For more information, see the Eligibility Manual for School Meals, Chapter 

3.

To come into compliance with this requirement the SFA must submit a statement that and 
assessment of the wellness policy will be completed by the wellness committee. In addition to the 
statement the SFA must submit the minutes from the meeting that was held to complete the 
assessment. If the assessment has been updated by the corrective action due date, submit a copy of 
the assessment report. If the due date is prior to the completion of the assessment, submit a detailed 

timeline for the completion of the assessment. Once it is completed copy of the assessment should be 

submitted to the state agency for review.

To come into compliance with the requirements for determining applications, the SFA must provide 

the State Agency with an assurance that staff administering the free and reduced lunch program 
understand these requirements, and the SFA must put a plan in place to ensure future compliance. 
Please submit the assurance and plan to the State Agency. Applications found to be incorrectly 
determined during the review must be corrected, and the corrected application and date of the 

correction must be submitted to the State Agency. If the SFA is unable to correct the error because of 
missing/incomplete information from the household, after allowing the household an adequate 
amount of time to respond, the SFA must send a letter of adverse action and advise the State Agency 
of the date that this letter was sent. 

SFA Response

126. Not all selected applications were approved correctly. Not all income based applications 
included the last four digits of the social security number of an adult household member, or an 
indication of none.

245.6(a)(6) Household members and social security numbers. The application must require 

applicants to provide the names of all household members. In addition, the last four digits of the 
social security number of the adult household member who signs the application must be provided. 
If the adult member signing the application does not possess a social security number, the household 

must so indicate.

SFA Suggested Guidance for Compliance

Regulation / Citation and Summary
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Finding #4

1216. No one person has been designated as the food service director. Someone must complete the 
training hours required for a food service director. 


