
No. Review Observations & Findings Technical Assistance Provided Required Corrective Action

No Findings. 

No Findings. 

1 Food quantities served at lunch during the 
review period did not meet minimum 
amounts required by the meal pattern. 
Specifically, 1/2 cup of vegetables was 
served on January 15, 2025 when 3/4 cup is 
required daily at lunch for grades K-8. This 
was not a repeat finding from the previous 
cycle and will not result in fiscal action. 

Discussed how current system allowed for 
this to happen and potential changes that 
could be made to ensure it doesn't continue 
(e.g., changes in serving utensils, recipes, 
etc.). Meal pattern requirements for the 
National School Lunch Program can be 
found on ADE's website at 
http://www.azed.gov/hns/nslp under the 
Meal Pattern accordion. The Step-by-Step 
Instruction: How to Plan a Lunch Menu can 
be found on ADE's website at 
http://www.azed.gov/hns/nslp/training under 
the Online Training Library accordion. The 
Using Appropriate Serving Utensils 
Recorded Webinar & Webinar Slides can 
be found on ADE's website at 
http://www.azed.gov/hns/nslp/training under 
the Online Training Library accordion. 
Please note that repeated violations 
involving food quantities may result in fiscal 
action.

Please provide a written description of the 
changes that have been made to ensure 
that vegetable quantities at lunch meet 
minimum amounts required by the meal 
pattern. Additionally, the certificate of 
completion of Step-by-Step Instruction: 
How to Plan a Lunch Menu must be 
submitted. Additionally, the certificate of 
completion of Using Appropriate Serving 
Utensils must be submitted. 

Exit Conference Date: February 25, 2025

Site: Sacred Heart School

Contacts: Ralph Almanzar, Principal
                Felicitas Leon, Cafeteria Manager

Review Date: February 25, 2025

Review Period: January 2025
Programs Reviewed:

Performance Standard 1: Certification and Benefit Issuance – Critical Area

Performance Standard 1: Meal Counting and Claiming – Critical Area

Performance Standard 2: Meal Components & Quantities – Critical Area

Health and Nutrition Services Division

Administrative Review Summary Report
School Food Authority Name: Sacred Heart School
CTD: 12-20-02

National School Lunch School Breakfast Afterschool Snack
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2 Food quantities served at lunch during the 
review period did not meet minimum 
amounts required by the meal pattern. 
Specifically, 3/8 cups red/orange vegetable 
subgroup was served during the week of 
review when 3/4 cup is required weekly at 
lunch for grades K-8. This was not a repeat 
finding from the previous cycle and will not 
result in fiscal action.

Discussed how current system allowed for 
this to happen and potential changes that 
could be made to ensure it doesn't continue 
(e.g., changes in serving utensils, recipes, 
etc.). Meal pattern requirements for the 
National School Lunch Program can be 
found on ADE's website at 
http://www.azed.gov/hns/nslp under the 
Meal Pattern accordion. The Step-by-Step 
Instruction: How to Plan a Lunch Menu can 
be found on ADE's website at 
http://www.azed.gov/hns/nslp/training under 
the Online Training Library accordion. The 
Using Appropriate Serving Utensils 
Recorded Webinar & Webinar Slides can 
be found on ADE's website at 
http://www.azed.gov/hns/nslp/training under 
the Online Training Library accordion. 
Please note that repeated violations 
involving food quantities may result in fiscal 
action.

Please provide a written description of the 
changes that have been made to ensure 
that red/orange vegetable subgroup 
quantities at lunch meet minimum amounts 
required by the meal pattern. 

No Findings. 

No Findings. 

3 Direct verification procedures were not 
followed correctly. Specifically, direct 
verification was conducted on the entire 
student population.

Discussed requirement to conduct direct 
verification only on selected applications 
prior to contacting households. Additionally, 
discussed how to conduct direct verification 
in ADEConnect CNP Direct 
Certification/Direct Verification. Referred to 
Step-by-Step Instruction: How to Conduct 
Direct Verification in CNP Direct 
Certification/Direct Verification found on 
ADE's website at 
https://www.azed.gov/hns/nslp/training 
under the Online Training Library accordion 
Additionally, referred to Section 6: 
Verification in USDA's Eligibility Manual for 
School Meals, Revised found on ADE's 
website at https://www.azed.gov/hns/nslp 
under the Guidance Manuals accordion.  

Please provide written procedures that will 
be implemented during verification to 
ensure that direct verification will only be 
conducted on applications selected for 
verification.

4 The person designated as the verification 
confirming official is the same person who 
made the initial eligibility determination.

Discussed that the confirmation review must 
be done by an individual other than the 
individual who made the initial eligibility 
determination. The Online Training: 
Verification Review found on ADE's website 
at https://www.azed.gov/hns/nslp/training 
under the Online Training Library accordion. 
Additionally, referred to Section 6: 
Verification in USDA's Eligibility Manual for 
School Meals, Revised found on ADE's 
website at https://www.azed.gov/hns/nslp 
under the Guidance Manuals accordion. 

Please provide the name and title of the 
individual designated as the confirming 
official. Additionally, please provide written 
assurance that the person designated as 
the confirming official will not be the same 
person who made the initial eligibility 
determination.

Meal Access & Reimbursement: Certification and Benefit Issuance

Meal Access & Reimbursement: Verification

Performance Standard 2: Dietary Specifications and Nutrient Analysis – Critical Area
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No Findings.

5 Offer versus Serve (OVS) was not 
implemented properly. Specifically, on the 
day of review during breakfast service 
students were instructed to take all 
components. 

Provided technical assistance on proper 
implementation of OVS and discussed with 
kitchen and point of service staff. Reviewed 
menu and discussed options for a 
reimbursable meal under OVS. USDA’s 
Offer Versus Serve Manual can be found on 
ADE's website at 
https://www.azed.gov/hns/nslp under the 
Guidance Manuals accordion. 

Please provide a written description 
demonstrating how OVS will be 
implemented properly. Additionally, please 
provide written assurance that moving 
forward, OVS will be implemented properly. 

6 Cafeteria staff have not been properly 
trained on Offer versus Serve (OVS) meal 
service.

Discussed that schools are expected to 
conduct training for point of service and 
serving line staff so they can help students 
select the required food components/food 
items in the quantities needed for 
reimbursable lunches and breakfasts. 
Additionally discussed that this could be 
included in the annual training requirements 
for program staff. Referred to USDA’s Offer 
Versus Serve Manual located on ADE's 
website at https://www.azed.gov/hns/nslp 
under the Guidance Manuals accordion. 

Please provide a written description of how 
cafeteria staff will be trained on OVS. 
Additionally, the certificate of completion of 
Meal or No Meal and Meal must be 
submitted. 

7 Signage which explains what constitutes a 
reimbursable meal and includes the 
requirement to select 1/2 cup fruit or 
vegetable was not displayed to students at 
breakfast or lunch. 

Discussed the requirement for SFAs to 
identify, near or at the beginning of the 
serving line, the food items that
constitute a reimbursable meal to assist 
students in selecting the required meal 
components in the appropriate quantities. 
Additionally discussed feasible options for 
signage and where to display it. Printable 
POS Signage can be found on ADE's 
website at 
https://www.azed.gov/hns/nslp/forms under 
the Menu Planning accordion. 

Please provide a copy of the signage that 
has been displayed explaining what 
constitutes a reimbursable meal and 
includes the requirement to select 1/2 cup 
fruit or vegetable. Additionally, please 
provide written assurance that this sign will 
be displayed for all students to see. 

No Findings. 

No Findings. 

8 The "And Justice for All" poster displayed 
was not the most current "And Justice for 
All" poster.

Discussed where to find a printable "And 
Justice For All" poster on ADE's website at 
https://www.azed.gov/hns/civilrights. 
Referred to HNS 08-2019 USDA 
Nondiscrimination And Justice for All Poster 
Clarification.

Please provide pictures to demonstrate the 
correct poster has been displayed in a 
prominent location visible to all program 
participants. 

Not Applicable. 

Meal Access & Reimbursement: Meal Counting and Claiming

Meal Pattern & Nutritional Quality: Offer Versus Serve

Meal Pattern & Nutritional Quality: Meal Components and Quantities

Resource Management

General Program Compliance: Civil Rights

General Program Compliance: SFA On-Site Monitoring
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9 The Local Wellness Policy did not contain 
all required elements. Specifically, the Local 
Wellness Policy did not contain policies for 
food and beverage marketing, public 
involvement, and public updates. 

Discussed updating the Local Wellness 
Policy to include policies that allow 
marketing and advertising of only those 
foods and beverages that meet Smart 
Snacks Standards during the school day. 
Explained that this requirement applies to 
exterior vending machines, posters, menu 
boards, coolers, trash cans and cups used 
for beverage dispensing. The Local 
Wellness Policy Final Rule: Guidance and 
Tools From ADE Webinar can be found on 
ADE's website at 
https://www.azed.gov/hns/nslp/training 
under the Online Training accordion. 

Please provide a written plan for how n 
policies for food and beverage marketing, 
public involvement, and public updates will 
be added to the Local Wellness Policy. The 
plan should include draft language of the 
element to be added, who will be involved 
in updating the Local Wellness Policy and 
the date the update is expected to be 
completed. Additionally, provide written 
assurance that the Local Wellness Policy 
will be specific to your institution. 

10 Potential stakeholders are not made aware 
of their ability to participate in the 
development, review, update and 
implementation of the  Local Wellness 
Policy. Specifically, students and general 
public were not made aware of their ability 
to participate in the development, review, 
and update of the Local Wellness Policy.

Discussed feasible means of notifying 
potential stakeholders of their ability to 
participate such as informing students 
through announcements and the general 
public through social media and flyers. The 
Local Wellness Policy Final Rule: Guidance 
and Tools From ADE Webinar can be found 
on ADE's website at 
https://www.azed.gov/hns/nslp/training 
under the Online Training accordion.  

Please provide a written description of how 
all potential stakeholders, including 
students and general public, will be made 
aware of their ability to participate in the 
development, review, update, and 
implementation of the Local Wellness 
Policy.

Not Applicable. 

11 The School Nutrition Program Director did 
not meet the training requirements for the 
current school year and sufficient plans for 
meeting the requirements have not been 
developed. Specifically, the director was 
hired after January 1 and did not meet half 
of the annual training requirements nor 
were sufficient plans developed to complete 
half of the annual training requirements.

Discussed 6 hour requirement for directors 
hired after January 1 and feasibility for 
attending upcoming applicable trainings. 
Training Curriculum for Arizona Child 
Nutrition Professionals Operating the 
National School Lunch and School 
Breakfast Program can be found on ADE's 
website at 
https://www.azed.gov/hns/nslp/training 
under the Build Your Employees Training 
Plans accordion. The Online Course: 
Designing Your Employee Training Plan: A 
Course for School Nutrition Directors can be 
found on ADE's website at 
https://www.azed.gov/hns/nslp/training 
under the Online Training Library accordion. 

Please provide the expected date that the 
training requirement will be met as well as 
the name, date and content information of 
trainings that the School Nutrition Program 
Director is registered for. Additionally, the 
certificate of completion of Online Course: 
Designing Your Employee Training Plan: A 
Course for School Nutrition Directors must 
be provided. 

12

The School Nutrition Program Director hired 
after July 1, 2015 did not complete the 
required 8 hours of food safety training 
within 30 days of being hired or within 5 
years prior to hire date. 

Discussed requirement and feasibility for 
attending an available certification training 
within current school year. Food Safety 
Online Training Library can be found on 
ICN's website at https://theicn.org/icn-
resources-a-z/food-safety/.

Please provide the expected date that food 
safety certification training will be 
completed by the School Nutrition Program 
Director. 

General Program Compliance: Competitive Food Services

General Program Compliance: Professional Standards

General Program Compliance: Local Wellness Policy
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13 Full-time School Nutrition Program staff 
hired after January 1 have not met the 
training requirements for the current school 
year and sufficient plans for meeting the 
requirements have not been developed to 
complete the annual training requirements.

Discussed 6 hour training requirement and 
feasibility for attending upcoming applicable 
trainings. Training Curriculum for Arizona 
Child Nutrition Professionals Operating the 
National School Lunch and School 
Breakfast Program can be found on ADE's 
website at 
https://www.azed.gov/hns/nslp/training 
under the Build Your Employees Training 
Plans accordion. The Online Course: 
Designing Your Employee Training Plan: A 
Course for School Nutrition Directors can be 
found on ADE's website at 
https://www.azed.gov/hns/nslp/training 
under the Online Training Library accordion. 

Please provide the expected date that the 
training requirement will be met as well as 
the name, date and content information of 
trainings that full-time School Nutrition 
Program staff are registered for. 

14 Professional Standards training hours are 
not being tracked on an annual basis. 

Referred to USDA's Professional Standards 
Training Tracker Tool and to ADE's Training 
Tracking forms found on ADE's website at 
https://www.azed.gov/hns/nslp/forms under 
the Professional Standards accordion 
Additionally discussed ability to create a 
custom training tracker with all required 
elements. The Online Course: Designing 
Your Employee Training Plan: A Course for 
School Nutrition Directors can be found on 
ADE's website at 
https://www.azed.gov/hns/nslp/training 
under the Online Training Library accordion. 

Please provide the tracker that will be used 
to track Professional Standards training 
hours on an annual basis for all School 
Nutrition Program staff. Additionally, please 
provide written assurance that Professional 
Standards training hours will be tracked for 
all School Nutrition Program staff on an 
annual basis.

15 Employees outside of the School Nutrition 
Program with responsibilities that include 
duties related to the operation of the School 
Nutrition Program have not received 
applicable training nor has sufficient training 
been planned. Specifically, the 
Administrative Assistant assists with meal 
counting and claiming.

Discussed 4 hour training requirement, 
employee's job duties, and applicable 
trainings that could be provided and feasible 
timeline. Training Curriculum for Arizona 
Child Nutrition Professionals Operating the 
National School Lunch and School 
Breakfast Program can be found on ADE's 
website at 
https://www.azed.gov/hns/nslp/training 
under the Build Your Employees Training 
Plans accordion. The Online Course: 
Designing Your Employee Training Plan: A 
Course for School Nutrition Directors can be 
found on ADE's website at 
https://www.azed.gov/hns/nslp/training 
under the Online Training Library accordion. 

Please provide the expected date that the 
training requirement will be met as well as 
the name, date and content information of 
trainings that employees outside of the 
School Nutrition Program with 
responsibilities related to the operation of 
the School Nutrition Programs will receive. 
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16 The School Nutrition Programs Director and 
Administrative Assistant tasked with 
National School Lunch Program 
procurement responsibilities has not 
completed annual training on Federal 
procurement standards.

Discussed that school nutrition program 
directors, management, and staff tasked 
with National School Lunch Program 
procurement responsibilities must complete 
annual training on Federal procurement 
standards annually. Additionally discussed 
that procurement training may count 
towards the professional standards training 
standards. Training Curriculum for Arizona 
Child Nutrition Professionals Operating the 
National School Lunch and School 
Breakfast Program can be found on ADE's 
website at 
https://www.azed.gov/hns/nslp/training 
under the Build Your Employees Training 
Plans accordion. Procurement Basics 
training can be found on ADE's website at 
https://www.azed.gov/hns/nslp/training 
under the Online Training Library accordion. 

Please provide the certificate of completion 
of Procurement Basics (or an equivalent 
training on Federal procurement standards) 
for School Nutrition Programs director and 
Administrative Assistant tasked with 
National School Lunch Program 
procurement responsibilities. Additionally, 
please provide written assurance that 
annual training on Federal procurement 
standards will be completed annually.

No Findings. 

17 A written food safety plan has not been 
developed.

Discussed required components of a food 
safety plan and resources available on 
ADE's website at 
https://www.azed.gov/hns/nslp/forms under 
the Food/Health Safety accordion. 

Please provide a copy of a written food 
safety plan. 

 

18 Reports are not submitted to the State 
agency as required. Specifically, the Annual 
Financial Report was not submitted to ADE 
on time.

Discussed reporting requirements for 
Annual Financial Report and who would be 
responsible for submitting by October 1st 
each year.

Please provide steps that will be taken to 
ensure that the Annual Financial Report will 
be submitted to ADE by October 1st each 
year, includng the title of the individual 
responsible for submitting it.

19 Production record crediting is inaccurate. 
Specifically, oatmeal served at breakfast on 
January 15, 2025 credited as 1.50 oz eq 
grain; however, the production record 
indicated it contained 8 oz eq grain.

Discussed how to credit meal components 
and ensuring consistency with recipes, 
labels, and production records. Additionally 
discussed that crediting information is not a 
required element of a production record and 
therefore is not required to be included on 
the production record. Crediting resources 
can be found on ADE's website at 
https://www.azed.gov/hns/nslp/forms under 
the Menu Planning accordion. 

Please provide a production record that 
reflects the correct crediting information for 
oatmeal. Additionally, please provide a 
written description of changes made to 
ensure crediting is correctly reflected on 
recipes and production records.

No Findings. 

Not Applicable. 

Not Applicable. 

General Program Compliance: Food Safety, Storage and Buy American

Will be reviewed in Summer 2025 if applicable. 

General Program Compliance: Water

General Program Compliance: Reporting and Recordkeeping

General Program Compliance: School Breakfast Program and Summer Food Service Program Outreach

Other Federal Program Reviews: Afterschool Snack Program

Other Federal Program Reviews: Seamless Summer Option

Other Federal Program Reviews: Fresh Fruit and Vegetable Program

Page 6 of 7



Not Applicable. 

Not Applicable. 

Comments/Recommendations:

$0.00
$0.00

Fiscal Action under $600 will be disregarded. 

Reviewer Signature                       Date

If you disagree with any finding that affects the claim for reimbursement, you may appeal the decision by following the 
School Food Authority Appeal Procedure for the Administrative Review found under the Reviews Conducted by the State 

Agency accordion on ADE's National School Lunch and School Breakfast Program webpage.

Fiscal Action Assessed?

Tom Horne, Superintendent of Public Instruction
1535 West Jefferson Street • Phoenix Arizona 85007 •  www.azed.gov

“We are a service organization committed to raising academic outcomes and empowering parents.” 

This institution is an equal opportunity provider.

Other Federal Program Reviews: Special Milk Program

Other Federal Program Reviews: At-Risk Afterschool Meals

Please submit corrective action response by April 27, 2025 to Danielle Kirksey at Danielle.Kirksey@azed.gov. The 
response must be on organizational letterhead and signed by an authorized representative and must indicate that 
corrective actions will be be implemented SFA-wide.

To stay on track with NSLP requirements, check out the NSLP at a Glance Calendar & Monthly Checklist on our 
website at https://www.azed.gov/hns/nslp/forms under the Calendars and Checklists tab. 

Training: In-person classes, web-based training, and how-to guides can be found on ADE's website at 
https://www.azed.gov/hns/nslp/training.

Sacred Heart School, thank you for completing and participating in the National School Lunch Program's Administrative 
Review. The Local Education Agency has gone through many changes this school year and still made sure to keep the 
students fed with nutritious meals. Your hardwork does not go unnoticed! Thank you for welcoming me into your school, I 
enjoyed my time with you all. 

No- SBP Yes- SBP
Yes- NSLPNo- NSLP
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