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Oregon Department of Education – Child Nutrition Programs

Administrative Review

Section 4

General Program Compliance

 

The Administrative Review has been 
divided into 5 sections with specific 
modules in each section.  This training 
will focus on Section 4: General 
Program Compliance.   
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New Administrative Review Structure
Section 1 Section 2 Section 3

Access & 
Reimbursement

• Eligibility 
Determination

• Benefit Issuance

• Direct 
Certification

• Verification

• Meal Counting,
Claiming and 
Reimbursement

Nutritional
Quality/Meal 
Pattern

• Meal 
Components

• Offer versus 
Serve

• Dietary 
Specifications 
and Nutrient 
Analysis

Resource 
Management

• Resource 
Management

• Nonprofit 
School Food 
Service 
Account

• Paid Lunch 
Equity

• Revenue from 
Non-program 
Foods

• Indirect Costs

• USDA foods
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Section 4 Section 5

General Program
Compliance

• Civil Rights

• Sponsor On-site 
Monitoring

• Local Wellness 
Policy

• Competitive 
Foods

• Water

• Food Safety

• SBP & Summer 
Meals Outreach

• Reporting and 
Recordkeeping

Other Federal 
Program Reviews

• Afterschool 
Care Snack 
Program

• Seamless 
Summer 
Option

• Fresh Fruit and 
Vegetable 
Program

• Special Milk 
Program

 

We hope you find these trainings 
useful  to help you understand the 
new Administrative Review.  As a 
reminder, the trainings and resources 
related to all of the sections of review 
are available on the ODE Nutrition 
website under Administrative Review 
Resources.  Resources specific to this 
section are available  as a handout on 
the website.   
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General Program Compliance

• Civil Rights
• Sponsor On-Site Monitoring
• Sponsor Wellness Policy
• Competitive Foods
• Water
• Food Safety
• School Breakfast Program/Summer Meals 

Outreach
• Reporting & Recordkeeping
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The modules in this section include 
Civil Rights, Sponsor On-site 
monitoring, Sponsor Wellness Policy, 
Competitive Foods, Water, Food 
Safety, School Breakfast and Summer 
Meals Outreach, and Reporting & 
Recordkeeping. 
 
For each module, there is a 
combination of questions on the off-
site tool, documents that may need to 
be provided to ODE CNP, and 
questions to be answered during the 
on-site visit.  The time between the 
off-site tool being completed and the 
on-site visit is called pre-visit.   Based 



on current sponsor procedures 
documented by information gathered 
during the off-site assessment, the 
pre-visit, and the on-site review the 
assigned specialist may need to work 
with sponsors on system changes 
using technical assistance and 
corrective action.  Areas that lead to 
fiscal action may also be identified 
during any portion of the 
Administrative Review. 
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Civil Rights
 Off-site Assessment Tool completed by sponsor 

 If necessary, clarification provided
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On-site Assessment
 Ensure the USDA “And Justice for All” Poster is 

displayed in a prominent location and  visible to 
program participants

 Determine if all program participants had equal 
access to the program without discrimination

 Ensure Program materials contain the correct 
non-discrimination statement

 

Let’s go over how the different 
methods of assessment (off-site, pre-
visit,  and on-site) will work and what 
they will mean for you, the sponsor: 
 
First, as with the previous sections, the 
completed offsite assessment tool will 
be reviewed, and clarification or 
documentation may be requested to 
help your assigned specialist 
understand the current procedures for 
each module .  
 
The Civil Rights module ensures 
compliance with and enforcement of 
anti-discrimination laws in 
all Food and Nutrition Services 
nutrition programs and activities. 
 
In the off-site assessment the 
questions cover these topics: 
nondiscrimination statement, public 
release/notification, Information on 
services for Limited English Proficient 
households, Complaint procedures, 
Complaints received, Accommodating 
Students with special dietary needs, 
Civil Rights training for sponsor staff, 
and Racial/Ethnic data collection.   



 
The first on-site question in each 
module asks if what is observed on-
site matches the answers on the off-
site assessment tool.  If on-site 
observations don’t match the off-site 
tool , corrective action may be 
required as part of the sponsor follow-
up to the review.    
 
The on-site review will allow your 
assigned specialist to determine the 
following during meal observation: 
 
Is the USDA approved “And Justice for 
All” poster is in a prominent location 
visible to program participants 
 
Do all program participants have equal 
access to the program without 
discrimination 
 
And do Program materials contain the 
correct non-discrimination statement.  
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Sponsor On-Site Monitoring
Off-site  Assessment

 The sponsor monitors 
lunch counting and 
claiming systems in each 
site by February 1 of 
each year

 Extension requested if 
deadline not met

 Identified findings have 
corrective action plan

On-site Assessment

 If applicable, determine if 
the sponsor monitoring 
requirements are 
understood and if sponsor 
is in compliance with the 
requirements

 Corrective action 
completed within 45 days
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The second module is sponsor on-site 
monitoring 
On-site monitoring is an integral part 
of managing your National School 
Lunch Program.  This form is sent out 
with a memo each October.   On-site 
monitoring allows sponsors to ensure 
that all schools are meeting program 
requirements.   
 
On-site monitoring is required for 
sponsors with more than one site, and 
encouraged for all sponsors.  The on-
site monitoring questionnaire is filled 
out for each service site by the 
sponsor.   



 
The off-site assessment of this module 
has questions that help define how the 
sponsor monitors the counting and 
claiming at National School Lunch 
meal sites within the correct 
timeframe. 
When your assigned specialist is on-
site they will look at sponsor on-site 
monitoring forms and verify that 
issues found by the sponsor that 
required corrective action were 
resolved within 45 days. 
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Sponsor Wellness Policy
Off-site Assessment

Sponsors send copy of their Wellness Policy to 
ODE CNP

Policy and all related documentation will be 
evaluated to ensure all required elements are 
met
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Sponsor’s Wellness Policy is the next 
module reviewed in the General 
Program Compliance section.  All 
National School Lunch Program 
sponsors are required to have a 
Wellness Policy.  In addition to schools, 
this includes Residential Child Care 
Institutions (RCCI), Detention Centers,  
and Treatment Facilities. 
 
In 2010, the Healthy, Hunger-Free Kids 
Act strengthened local wellness policy 
requirements by adding provisions 
regarding content, public input, 
implementation, evaluation and 
transparency.   These new regulations 
changed the policy’s content 
requirements while at the same time 
requiring that sponsors take specific 
actions regarding their respective 
wellness policies on a continual basis.  
The off-site assessment for this 
module includes a review of the 
sponsors wellness policy.  The policy 



and all related documentation will be 
evaluated to ensure all required 
elements are met. 
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Sponsor  Wellness Policy
Off-site Assessment

Required elements include:

-Goals for nutrition education, physical 
activity, school based activities, and 
nutrition promotion 

-Nutrition guidelines

-Plan for measuring implementation

-Designation of one or more sponsor officials 
in charge of school compliance oversight
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The Healthy Hunger Free Kids Act 
added nutrition promotion goals to 
the required elements of a  Sponsor’s 
Wellness Policy.  
 
The assigned specialist must ensure 
that specific goals for nutrition 
promotion are included in the policy 
along with the other requirements 
that are identified on this slide and in 
the guidance.  
 
This evaluation considers whether the 
policy contains the required elements, 
not the quality  of those elements, or 
the policy itself.    
 
Wellness is not a result of food alone.   
The required elements of a  wellness 
policy involve many departments.   
Sponsors determine the specific goals 
and policies appropriate for the sites 
under their jurisdiction.   
 
The required elements are a minimal 
framework, and sponsors are 
encouraged to consider all areas 
where policy change can impact 
wellness. 
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Sponsor Wellness Policy
Off-site Assessment

Plan for measuring implementation

Who reviews and updates the Wellness Policy 
and when and how this occurs

How is Wellness Policy and assessment made 
available to the public
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The Healthy Hunger Free Kids Act also 
added implementation assessment to 
the requirements of a Sponsor 
Wellness Policy.  There are specific 
criteria that need evaluated  in the 
assessment:  1)the extent to which 
schools are in compliance with the 
Sponsor’s Wellness Policy, and 2) the 
progress schools have made toward 
attaining the goals of the Sponsor’s 
Wellness Policy.  
 
A copy of the most recent assessment 
will be reviewed by your assigned 
specialist during the pre-visit portion 
of the administrative review.   The 
method used to make the results of 
the assessment public will also be 
reviewed.   
 
 
 
 
 



Slide 9 

Oregon Department of Education – Child Nutrition Programs

Competitive Foods, Water
On-site Assessment

• Observed during meal service for site(s) selected 
for review

• Restricted to the day of review

• Review ensures that foods of minimal nutritional 
value are not available in food service areas during 
meal periods

• Water access is required in any serving area for 
lunch, and in the cafeteria for breakfast
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The next 2 modules are competitive 
foods and water.  The assessment for 
these areas will occur on-site. 
Competitive Foods are any foods 
available for sale to students that may 
impact the students participation in 
National School Lunch Program or 
School Breakfast Program.  The 
assigned specialist will observe the 
serving AND dining areas and evaluate 
any foods available.  This will include 
school stores, fundraisers, and vending 
machines. 
 
The HHFKA included a requirement for 
free potable water to be available in 
each lunch meal service location.  The 
Smart Snacks in Schools rule includes 
free potable water in the cafeteria 
during breakfast service.   This is not a 
final rule for snacks, but the 
requirement that water is available in 
the cafeteria during breakfast became 
effective July 27, 2013. 
 
Potable means safe to drink.  This 
requirement does not mean free 
bottled water for students. 
 
Providing cups for the drinking 
fountain is acceptable. 
 
During the on-site phase of the review, 
your specialist will observe meal 
service for breakfast and/or lunch.   
 
Compliance with Competitive Foods 
and Water requirements will be 
evaluated at that time.  
 
 
 



Slide 10 

Oregon Department of Education – Child Nutrition Programs

Food Safety 
Off-site Assessment

Written Food Safety Plan

• Use process (1, 2, or 3) approach to HACCP 
principles

• Be available at all sites

• Cover alternative meal service locations

• Current year HACCP forms must be in place 
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Food safety is another module in 
section 4 of the administrative review 
Serving safe food to the students 
enrolled in your facility is critical.   
The  on-site phase of the review for 
food safety includes these four areas 
for each review site: written food 
safety plan, food safety inspections, 
recordkeeping and storage.   
 
A written food safety plan gives 
direction to the food service 
department staff that will help ensure 
good food safety practices are 
followed.   The sponsor must have a 
written food safety plan in place for 
each of its facilities (or part of 
facilities) where food is stored, 
prepared or served.  This means 
alternative meal locations such as 
hallways, classrooms and school buses 
must be considered in addition to 
cafeterias during the food safety plan 
development.  The plan must use the 
Hazard Analysis and Critical Control 
Point (HACCP) principles following 
USDA guidelines.  
 
The written policy will be evaluated by 
your assigned specialist for all the 
required elements.  A link to a 
complete list of the required elements 
of a food safety plan, as well as 
samples and templates is available on 
the resource slide later in this 
presentation.   
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Food Safety
On-site Assessment

Food Safety Inspections

• Two food safety inspections per school year

• Most recent posted in a publicly visible location

• Discuss inspection violations, if any 

• Good food safety practices observed
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During the on-site review, your 
assigned specialist will:  verify the 
number of inspections performed in 
the past school year, review the 
inspection report for violations,  verify 
inspection reports are posted and 
clearly visible, ensure good food safety 
practices are in use, and check for 
storage violations and visible evidence 
of pests. 
 
Examples of good food safety practices 
include personal hygiene habits, 
temperatures being recorded for foods 
and storage equipment, clean 
preparation and service areas and 
utensils. 
 
Your assigned specialist is NOT 
conducting a food safety inspection.  
They will be ensuring food safety 
inspections are being conducted and 
that procedures observed on the day 
of review are consistent with 
procedures observed by county health 
inspectors during their visits. 
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Food Safety
On-site Assessment

Recordkeeping & Storage

• Temperature Records Requested

• Past inspection records

• Each area is evaluated at the site level

• If all sites compliant, sponsor compliant
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The  assigned specialist will request to 
see temperature records from a 
chosen day in the last 6 months. 
 
This is intended to show recordkeeping 
compliance and will be done for each 
site selected for review.  
 
During meal observation, the assigned 
specialist will be noting kitchen 
practices for food safety compliance. 
The storage areas available for foods 
and equipment used  in National 
School Lunch Program  and School 
Breakfast Program will be evaluated at 
this time as well. 
 
 Food safety deficiencies identified do 
not result in fiscal action unless they 
are repeat violations and are evident. 
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SBP and Summer Meals Outreach
Off-site Assessment

• Review materials and documentation of the 
sponsor’s School Breakfast, Summer Food 
Service and Seamless Summer Option outreach 
activities for the current year 

• SBP notification = just prior/beginning of school 
year and multiple times during the school year

• Summer Meals = before the end of the year
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Another module in this review is 
School Breakfast Program and Summer 
Meals Outreach. 
Materials and documentation of 
outreach for the School Breakfast 
Program and Summer Meals will be 
reviewed off-site.    
 
Every sponsor is required to make 
reasonable effort to advertise 
availability of free meals and their 
location to children in the community. 
 
The sponsor sends this documentation 
in to ODE CNP along with the off-site 
assessment or as requested during the 
pre-visit phase of this review. 
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Reporting and Recordkeeping
On-site Assessment

• Records should be retained for 3 years plus the 
current year

• Electronic record keeping is an acceptable form 
of storage

• For Provision 2 sites records establishing base 
year must be maintained until you establish a 
new base year 
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The last  module in general program 
compliance is reporting and 
recordkeeping.  This will be addressed 
during the on-site assessment.   
 
Examples of  program records include 
(but are not limited to) free and 
reduced applications, claims and 
supporting documentation , menus 
and production records, and any 
applicable policies and procedures for 
all programs.   
 
A more comprehensive list can be 
found on the USDA FNS Guidance and 
Resources website under 
Administrative Review Guidance, there 
is a link to this webpage on the ODE 
CNP Administrative Review Resources 
page. 
 
As a reminder…….Read Slide 
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Corrective Action/Fiscal Action

• Fiscal Action not required for General Program    
Compliance violations

• Deficiencies addressed through corrective 
action

• ODE CNP may withhold claims if corrective 
action  plan not submitted or not implemented 
as required
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Corrective Action/Fiscal Action 
 
In the General Program Compliance 
modules, all of which we discussed 
today, noncompliance results in 
technical assistance and written 
corrective action plans that are 
submitted to ODE CNP for approval.   
Technical Assistance and Corrective 
Action can occur throughout the 
review process: Off-site, pre-visit, on-
site and post visit.  
 
If the sponsor submits a written 
corrective action plan which is 
approved by ODE-CNP, no fiscal action 
is required. 
  
If a sponsor either fails to submit a 
written corrective action plan or does 
not implement corrective action as 
required, then ODE-CNP may withhold 
claims until corrective action occurs.  
(ODE-CNP is required to provide the 
sponsor with appeal rights if funds are 
withheld.)   
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Resources
• Civil Rights
Nutrition Civil Rights - Oregon 
Department of Education

• On-Site monitoring
SNP Memos - Oregon Department of 
Education

• Local Wellness Policy
Wellness Policy - Oregon Department 
of Education

SNP Memos 2011-12 - Oregon 
Department of Education

• Competitive Foods
SNP Competitive Foods - Oregon 
Department of Education

• Water
http://www.ode.state.or.us/wma/nu
trition/snp/memos/sp-28-2011.pdf

• Food Safety
SNP Food Safety - Oregon 
Department of Education

• SBP and SSO outreach

• Reporting and 
Recordkeeping

SNP Guidance/Regulations - Oregon 
Department of Education

• Administrative Review
Administrative Review - Oregon 
Department of Education
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This slide is available as a handout 
(instructions). For each of the 
following module areas links are 
provided on this slide to webpages 
with further resources.   
 
For example, the ODE-CNP website has 
comprehensive Civil Rights training, 
posters, and resources that will ensure 
compliance for sponsors that use 
them. 
 
Onsite monitoring requirements are 
addressed in Annual Training, and 



resources are sent out with a memo 
each October.  You can see the memos 
from each school year using this link.  
 
Wellness policy requirements were 
updated in 2010.  One of these links 
takes you to the resource section of 
the ODE website and the other link 
will take you to the implementation 
memo SP 42-2011.  
 
Reading through these resources will 
greatly improve your understanding of 
program requirements. 
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Questions?
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If you have any questions please 
contact your assigned specialist.   
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The U.S. Department of Agriculture prohibits discrimination against its customers, employees, 
and applicants for employment on the bases of race, color, national origin, age, disability, sex, 

gender identity, religion, reprisal, and where applicable political beliefs, marital status, familial or 
parental status, sexual orientation, or all or part of an individual’s income is derived from any 

public assistance program, or protected genetic information in employment or in any program or 
activity conducted or funded by the Department.  (Not all prohibited bases will apply to all 

programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete 
the USDA Program Discrimination Complaint form, found online at 

http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, 
or call (866) 632-9992 to request the form.  You may also write a letter containing all of the 

information requested in the form.  Send your completed complain form or letter to us by mail at 
U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, 

S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov

Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through 
the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish). USDA is an equal 

opportunity provider and employer.

 

 

 


