


School Food Authority (SFA) Corrective Action Response 
This guide was created to help School Food Authorities (SFA) respond to administrative review corrective actions in a timely and complete manner.
Regulation:
Under 7CFR 210.18(c) State agencies are required to conduct an administrative review of each local educational agency (LEA) participating in the National School Lunch Program (NSLP) and School Breakfast Program (SBP) at least once during each 3 -year cycle.
Administrative reviews are conducted at a sample of participating sites.
Each reviewed sponsor will receive a written Administrative Review Report (ARR) that identifies applicable regulations, review findings, required corrective actions, technical assistance, and recommendations.
A space is provided on the ARR for the sponsor to provide a response for each finding in the “SFA Completes” section.
Sponsors must submit written responses to review findings by the date specified in the ARR. If a sponsor is unable to meet the deadline, a written request for an extension must be submitted to the reviewer. Sponsors will work with their reviewer to determine a reasonable time frame.
Administrative review findings may result in one or more of the following outcomes:
· Corrective action
· Fiscal Action 
· Technical Assistance
· All of the Above

1) Corrective Action
Is when a regulatory violation is identified. Corrective action requires the SFA to make permanent and system-wide corrections. Those corrections must be noted, implemented, and submitted to the state agency for approval. Corrective action is required to address violations identified during the review.
· Must be applied system-wide to ensure procedures and practices are corrected at all sites.
· Must be documented and submitted by the date specified in the ARR.
· May Include, but is not limited to:
· Revising procedures and practices 
· Staff training
· Updating policies and procedures
· Developing plans to demonstrate ongoing compliance
Corrective Action Response Steps 
[image: Image of 5 steps of correction action with arrows going left to right.]
 Step 1: Make Corrections
· Identify the root cause of the finding. Was it due to insufficient knowledge, and in correct procedure, logistics, communication, oversight, or another factor?
· Describe how the issue will be corrected, including:
· Who will implement the correction
· What actions will be taken
· When will the correction occur
· Where will the correction occur
Step 2: Address All Sites
· Identify the issues that must be corrected system-wide by the School Food Authority (SFA) as applicable.
Step 3: Maintain Future Compliance
· Describe  the procedures, monitoring activities, training, and/or other measures that will be implemented to ensure continued compliance.
Step 4: Provide a Complete Response
· Respond to all parts of each finding in the “SFA Completes” section of the ARR.
· If submitting additional response documents for corrective action identify the response to the corresponding finding number in the ARR.
· If all required elements/parts are not addressed, additional responses and/or documentation may be requested before corrective action can be approved.
Step 5: Include Supporting Documentation , if applicable
· If supporting documentation  is required, it must be submitted with the corrective action response. Identify the corresponding finding number in the ARR.
· Corrective action cannot be approved until all required documentation has been received and reviewed.
Helpful Tips: Use Action Verbs
Start - accomplish, complete, collect, create, develop, document, implement, install, organize, plan, schedule
Change or Improve – accommodate, amend, centralize, formalize, incorporate, modify, revise, standardize, update
Maintain – continue, keep, preserve, retain, sustain
2) Fiscal Action may be taken in some cases
Fiscal action may include, but is not limited to:
· Recovery of overpayments
· Disallowance of overclaims
· Submission of revised reimbursement claims
· Correction of records to ensure reimbursement claims are accurate
· Suspension of payments until corrective action is received and approved
· Termination of performance-based reimbursement
· Fiscal action may be assessed through direct offset against future claims or direct billing
3) Technical Assistance
Technical assistance can be given when a violation does not rise to the level of a finding but requires attention. Technical assistance is located in two places in the ARR.  It is found at the start of the ARR and with each finding to aid the SFA in making corrections. It  may include guidance, resources, and support to help improve program operations and maintain compliance. The SFA is not required to submit corrective action documentation but must address the issues noted. 
Sponsors must submit the completed Administrative Review Report (ARR) and any required supporting documentation through SNP Secure File Transfer to ODE.SchoolNutrition@ode.oregon.gov
The Washington Office of the Superintendent of Public Instruction and the Minnesota Department of Education developed source material used in this document.  The Oregon Department of Education modified the content for use in Oregon’s School Nutrition Programs.
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