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Purpose

NEHA'’s new Retail Standards Assessment (RSA) Tool streamlines the completion of the Self-Assessment of
All Nine Standards (SA9) and Comprehensive Self-Improvement Plan (CSIP) by providing a standardized,
cloud-based platform modeled after FDA’s Gap Analysis spreadsheet.

NEHA developed the RSA Tool for many reasons. First, the tool helps to standardize the formats of SA9 and
CSIP submissions so that all jurisdictions are working from the most recent version of the Retail Program
Standards. Secondly, the tool creates a more user-friendly experience for jurisdictions completing their SA9
and CSIP, making these documents more sustainable and accessible to multiple users from the same
jurisdiction. Finally, the tool will help NEHA and the FDA better collect data on Retail Program Standards

progress across the nation.

This guide is meant to walk you through the steps of using the tool. While modeled off the FDA Gap Analysis
spreadsheet, we wanted to provide users with a full user guide that covers all the features and nuances of

this new tool.

D
nehq National Environmental
Health Association

1400 S. Colorado Blvd., Ste. 325 Denver, CO 80222 | neha.org
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Process Overview - Administrator

1. Logln

Retail P

(RSA)

Tool

The RSA tool loud-based platform that helps state, local.
tribal, and t mplete their SA9 and CSIP using the tatest

d helps track long-term Standards prog

Figure 1: Log-in Screen

To begin, navigate to the RSA Tool login page and enter your email and password. After logging in, you can
review tutorial pages designed for both administrators and self-assessors. Click the Continue button at the
bottom of the page to proceed to the main tool interface.
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Admin Tutorial Self-Assessor Tutorial

Welcome, Admin 3

This guide walks you through your Admin workspace and how to oversee CSIP progress,
manage users, and complete the FDA form submission.

Workspace Switching
As an Admin you have elevated access and can switch contexts:

= Use the profile dropdown (top-right) — Switch Werkspace to jump between Admin and
Self-Assessor views.

[T SA9 Selection

Use the SA9 selector to set the active SA9 you're reviewing. All dashboards, exports, and
management actions apply to the selected SA9.

& Profile & Preferences

+ Update your profile details

« Switch site themes

« Change your password (enferces strong password policy)
« Switch Workspaces

* Logout

[l Progress Overview

The Admin dashboard shows overall progress and per-Standard breakdowns for the active
SA9. Use it to spot gaps and drill in as needed.

 Project Management

+ Invite Self-Assessors (email invite flow with expiring link).
= Assign Standards and track per-user progress bars.
* Revoke access if needed (idempotent and auditable).

B |nvite Management

= Track Self-Assessor invites.
+ Resend/cancel Self-Assessor invites.
» View status of an invite.

Self-Assessor Request

« Approve/Deny Helper Requests to grant temporary access to subparts/subsections
{auto-approve in specific cases).

[T Reports & Exports

Export CSIP data to CSV or a printable PDF view of SA9.

{2 FDA Submission

Once the active SA9 reaches 100% (all required action items accounted for), the Submit to
FDA flow is available. Upload the required Form 3958 and finalize submission from the
Admin workspace (you can do this in one file at the end or as you complete the Standards).

& Vvideo Walkthrough

Coming Soon!

Figure 2: Admin Landing Page
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Upon opening the tool, you may see a message that reads “Screen Size Not Supported” if you are using a
laptop with no external monitor. To fix this, all you need to do is zoom out your web browser.

Figure 3: Screen Size Not Supported Error
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2. Access the Admin Workspace

If you are both an administrator and a self-assessor, you can switch to the Self-

Assessor Workspace at any time to edit your SA9 or CSIP directly.

Choose a workspace

You have access to multiple roles. Fick how you

want to use the app right now.

Self-Assessor Workspace
You can switch amy time from your profile menu.

Figure 4: Choose a Workspace

Administrators have access to a comprehensive workspace that includes an overview of all projects and tools
to manage SA9 and CSIP activities. From here, you can create and manage projects, add and manage users,

and view project progress.
The Self-Assessor Workspace is for you to directly edit the SA9 and CSIP yourself if you are the admin; we

will cover this workspace later. This is the same workspace your team who are not administrators will have
access to in order to complete their Self-Assessment and CSIP work.
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3. Step 1 -1a: SAg Selection

32 Step 1: SASfUser Assignment [ Step 2: SA9 Project Management (7] Step 3: CSIP Overview @& [z} Step 4: CSIP Project Management &

of All Nine 'ds (SAg)

@, search

Search by SA9 name, ID, or jurisdiction...

(@ Step 1A: Create or select an $AS to work an.

G | Guide 1

Jurisdiction: Last Updated:
Suttell County 2/20/2026

GEEITIES O

3 StartaSA9

Input the name of your SA9 here

Figure 5: Select or Create an SA9

To begin your self-assessment, go to the SA9 Selection tab. Click the + New button to create a new SA9.

Confirm SA9 Creation X

This jurisdiction already has 1 SA9. Are you sure you want to

create another 549 (“Guide 2")7
o

Figure 6: Confirm SA9 Creation
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You may create multiple SA9s to reflect different self-assessment periods. Each record can be renamed for
clarity using the Edit button (the pencil icon).

(i) Step 1A: Create or select an SA9 to work on.

G | Guide 2 G  Guide 1
Jurisdiction: Last Updated: Jurisdiction: Last Updated:
Suttell County 2/20/2026 Suttell County 2/20/2026

GEEITEEN0) GEEITEES O

Figure 7: Multiple SA9 Records

4. Step 1 -1b: Add and Assign Users to SA9

Once an SAQ9 is created, you can assign users to help complete the self-assessment. Click Select on
your SA9 record to access assignment options. Administrators automatically have access to all nine
Standards.

To add staff, click Add Assignee and enter their details; an invitation will be sent automatically. You can
monitor invitation status under the Manage User Invites tab, where you can also resend or cancel

invitations.
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= User Assignment

(i) Step 1B: Add and assign users to your SA9,

Change SA9 . Manage User Invites

SA9: Guide 1
Jurisdiction: Suttell County

All Users User Assignments

(D) Click Add User to invite users to the system.
(i) Click Manage to assign standards to users.

Mo assignments yet.

Search User...

Evan Suttell
Es | esuttell@nehaorg

105 || T OF || & 0Sub | | & OAI

Figure 8: User Assignment Screen with Add User and Manage User Invites highlighted
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|
2+ Add User

First Name *

Test

Last Name *

User

Email *

':_J eztraining@neha.org

Confirm Email *
eztraining(@neha.org

Jurisdiction

Suttell County

Invite Sent!

eztraining@neha.org has been sent an invitation to join
Suttell County.
They'll receive an email with instructions to join.

Close

el

Figure 9: Invite Self-Assessor

You can check the status of the invitation by clicking the Manage User Invites tab at the top right of the User
Assignment screen. You can resend and cancel invites in the Manage User Invites tab and see whether an
invite is pending or has been accepted.

Invited Users Management X

Search by name or email...

eztraining@neha.org Pmdm_n SA  Guidel

Name: Test User  Invited: Feb 20, 2026  Expires: Feb 27, 2026 ¥ Accoepted:

( Resend Invite ]| Cancel Invite |

Figure 10: Pending User Invite

User status will change from “Pending” to “Accepted” when the user creates a log-in.
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Invited Users Management X

Search by name or email...

eztraining@neha.org - SA  Guidel
MName: Test User  Invited: Feb 20, 2026  Expires: Feb 27, 2026 Accepted: Feb 20, 2026

[ Resend Invite _JL Cancel Invite ]

Figure 11: Accepted User Invite
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SA9: Guide 1

Jurisdiction: Suttell County

All Users

(i) Click Add User to invite users to the system.

(i} Click Manage to assign standards to users.

Search User., 2+ Add User
' "

Evan Suttell (himan)

ES esuttelliminana.org s A
S8 DOF & 0Sub | R OA I.\Ht-n-:w.x}

Test User i a

| Manage )

TU erira giEnehaorg : l‘
105 POF | A0Sub | &ROM '_\H:Tl-:'ﬁ;;

Figure 12: List of Self-Assessors who have Accepted an Invite (as well as Administrator)

After a user accepts the invite and creates their account, the admin will be able to assign specific Standards
or sub-elements to the Self-Assessor via the Manage button. You can also assign yourself specific Standards,

but the admin will have access to all 9 Standards by default.

You can grant full or partial access for each Standard to a user depending on their role. Use the check box on
the left side to assign Standard access. You can also assign a target date for completion of each Standard’s
assessment. This date represents when the self-assessment should be completed, not when the Standard

must be met.

D
neh National Environmental
Health Association

1400 S. Colorado Blvd., Ste. 325 Denver, CO 80222 | neha.org



& Assign Standards to Test User ining@nehaorg>  Self-A t X

(0 Select standards, set target dates, and toggle Full access or pick subsections per standard. Fill empty with ( Pick date ) (Claar dates on selected)
Standards
<, o |5
Search standards... 4 selected
B Standard Title Access Target date Status
. Full access
[~} 51 Standard 1: Regulatory Foundation @D Full access
Mo date yat
52 Standard 2: Trained Regulatory Staff Full access ( &s b Mot selected | —
. p
N L Full access
[ -] 53 Standard 3: Inspection Pragram Based on HACCP Principles @D Full access
Mo date yet
54 Standard 4: Uniform Inspection Program Full access Mot selected = —
55 Standard 5: Feodborne Illness and Food Defense Preparedness and Response Full access ( = ) Not selected = —

Full access
[~} 56 Standard 6: Compliance and Enforcement @D Full access ) Sat date
Mo date yat
B B Full access
[~} 57 Standard 7: Industry and Community Relations @D Full access &F] Set date
Mo date yat

58 Standard 8: Program Support and Resources. Full aecess Mot selected = —

59 Standard 9: Program Assessment Full aecess Mot selected  —

4 selected items have no date. You can still save or use “Fill empty with..". [ save & Close

Figure 13: Assigning Full Access to Standards to Self-Assessor

B Standard Title Access Target date Status

Full access

Subsections: 3
[ -] 51 Standard 1: Regulatory Foundation
e
Select one or more subsections for this standard. | Selectall | @

(ﬂ 1a (Assessment of the Program's Regulatory Fol.nclationD (ﬂ 1b (Assessment of the Program's Regulatory FuundaﬁanD

(ﬂ 1c (Assessment of the Program's Regulatory Foundatinn}) 2a [Food Code Interventions and Risk Factors) 3a (Good Retail Practices)

da (Compliance and Enforcement)

Figure 14: Assigning Partial Access of a Standard to Self-Assessor
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Quiick picks

(mdofm) (Eldufnerl’:mek)

(mdufmunuﬁ {Endnfhextmnﬂ'l)

(End of quarter ) (End of next quarter )

<+14 dajrs) <+3u days:)

Specific date

Figure 15: Assign Date to Complete Self-Assessment

A summary of all assignments appears on the right-hand side of the User Assignment screen. The admin is
not automatically listed on this screen as you will have full access to all 9 Standards by default. You can
assign yourself specific Standards as the admin to track progress.

User Assignments All standards -

Evan Suttell
ES esuttelli@neha.org (@ @
7 Full Access 9

51 52 53 54 55 =1 57 SB 59

& Subsection Access 0

None

# Narrow Access ' 0

None

Test User ( 3
™ ertraining@neha.ong Manaoe

) Full Access 3

=32 =15} 57

% Subsection Access 3

51-1a 51-1b 51-1c

% Narrow Access 0

MNone

Figure 16: Summary of Assigned Standards to Self-Assessors
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5. Step 2: SA9 Project Management

The SA9 Project Management step provides a detailed view of self-assessment progress across all 9
Standards. It shows completion status for assessment activities but does not indicate whether specific action
items are “met.” If you do meet an entire Standard, the Standard will be highlighted in green and listed as

“Met and Not Audited.” You can also view uploaded Evidence for each Standard as well as comments left by

l* SAg Project Management for | susail county
SAg Progress by Assignee CSIP Action Plans Action Plan Requests
View Details View Details View Details
SA9 Progress by Standards ©
Self-Assessmes an Self-Assessment of Standard 2. Self-Assessment of Standard 3
E ion items assessed
= 32/32 action items assessed -
B A
100% 100% Z Assessed 7%
Z Met and Not Audited
w 3/23f2026, 1:25:24 PM
“ 3/23/2026, 1:14:29 PM
(& oassionees | ( 8 Evidence ] (B Comments | (% 1assionees ) [ B Evidence ) (=) Comments | [ oassigness ) (@ Evidence | (= cComments )
- ~ 2 N
\ @ Met and Not Audited )‘ (= Assesser d ) ® InProgress
Self-Assessment of Standard 4 Self-Assessment of Standard 5 Self-Assessment of Standard 6
= o R A = e
i= 12/34 action items assessed i= 7/56 action items assessed = 0/10 action items assessed
35% 13% 0%
Z No assessment due date set Z Mo assessment due date set Z No assessment due date set
¥ Evidence | (B Comments | (22 1assignees | [ @ Evidence | [ Comments ) [z Dassignees | [ Evidence | [E Comments )
® InProgress ® InProgress
Self-Assessment of Standard 7 Self-Assessment of Standard 8 Self-Assessment of Standard 9
= 2/2 action items assessed
% Assessed = 0/36 action items assessed = 0/47 action items assessed
100% 0% 0%

Figure 17: SA9 Progress by Standard

The SA9 Progress by Standards dashboard shows you the progress of the Self-Assessment on all 9
Standards. For Standards with a set Assessment due date, the system will tell you how many days until the

due date/how many days overdue the Assessment is.

Assessors will work through action items associated with each non-met Standard subsection. If you do not
know when or who can start working on an Action Item, you can click the Not Planned button when your
Action Item status is set to Not Started Yet to record that you have not met the Action Item without needing
to complete your CSIP. We highly recommend completing the CSIP fields as they will be required for final

reports; if you do choose to check the Not Planned box, you will need to complete these fields later.
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The SA9 Progress by Assignee dashboard allows you to see progress made on specific Standards by
assignees. PLEASE NOTE: Admin progress does not show on this dashboard as you will have access to all
Standards by default. The Admin will have to assign themselves specific Standards to appear on this

dashboard.

|~ SAg Project Management for  suusll County

SAg Progress by Standards SAg Progress by Assignee CSIP Action Plans Action Plan Requests
View Details View Details View Details View Details

i SAg Progress by Assignee ©

Fitter users Fitter standarcs
Users: Allusars = | | Standards: All standards = | [ Clear |
s1 52 53 sS4 55 56 57 sa s9
J— e Campietes Campisted E— Completes Compietea Compictes Mo sote
Z Evan Suttell r . .
18 32732 azaz 3432 sese 10710 P e oz
& Test User i "
aa 2% s2142 s 1020 2% ss

Figure 18: SA9 Progress by Assignee

When all action items have been assessed (they do not need to be met), there will be a new Mark Self-
Assessment as Complete box on the SA9 Project Management screen. Completing the Self-Assessment
does not mean you have met the Standard, just that you have reviewed and assessed the status of all action
items. If you do meet an entire Standard, the Standard will be highlighted in green and listed as “Met and Not

Audited.”

| SAg Project Management for = sustett County

SAg Progress by Assignee CSIP Action Plans Action Plan Requests
View Details View Details View Details

Mark Self-Assessment
Complete
View Details

SA9 Progress by Standards ©

+ SA9 Successfully Assessed: 03/23/2026 (UTC)

Self-Assessment of Standard 1 Self-Assessment of Standard 2

i= 18/18 action items assessed #= 3232 action items assessed i= 42/42 action items assessed

Self-Assessment of Standard 3

[ tassionees ) (8 Evidence) (1 Comments ) fs}L " Evldence] (® comment:) nees ] (8 Evidence | (= comment )

(@ Ava 3 = N

{ ) J )
Self-Assessment of Standard 4 Self-Assessment of Standard 5 Self-Assassment of Standard 6

« 3/23/2026,3:33:19 PM

= 34/34 action items assessed
= 56/56 action items assessed = 10/10 action items assessed
% Assessed - Mar31,2026
100% 100% ) E Assessed-Jun 01,2026 100% ) £ Assessed
£ Metand Not Audited
& 3(23/2026, 3:37:24 PM o 3/23/2026, 3:29:38 PM

e ) [ it () ot |

(= 1assignees J (8 Evidence | |'\r- Comments |

e

(® Wt sn ot s

Self-Assessment of Standard 7 Salf-Assessment of Standard & Self-Assessment of Standard 9

= 903 action iteme accoceed = 47147 actian itome acesecod

Figure 19: SA9 Project Management Screen when SA9 is Completed.
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P Upload FDA PDF

Figure 20: Finalize SA9 and Submit Form 3958
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) Confirm SA9 is Fully Assessed ¥

& Finalize Self Assessment (SA9) Final step

Are you sure you want to mark the Self Assessment as
Fully Assessed?

&  Once finalized, 5A9 is locked for editing. To reopen
the Self Assessment phase, you'll need to contact
the development team.

@ SA9 Form 3958 iz on file

B | understand and want to finalize SA9 now.

| Cancel | = Yas, finalize SA9

Once all Standards have been assessed, you can mark the Self-Assessment as complete, which unlocks
access to the CSIP Overview. The Admin will be prompted to file FDA Form 3958 indicating completion of
the SA9 at this stage. You will still be able to update SA9 progress after this initial completion.

Figure 21: Finalize SA9
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6. Step 3 - CSIP Overview

+ Admin Dashboard 22 Step 1: SA9/User Assignment |7 Step 2: SA9 Project Management @& (5] Step 3: CSIP Overview (2] Step 4: CSIP Project Management ES
I [y

[5] CSIP Overview for | suet county
Complets CSIP CSIP Planning Teol
View Details View Details

(2] Complete CSIP @

ActionID ion Deliverable Start End Duration  Team Members. atus 1~ Comments

gL =tfing, budger, statfing, budget,
H .

8-4dAIL Assess statfing, budges, and equipmen it of stafing, budget.
4. - .

B-deAlL affing. budget, i staffing, budget.
5, .

B-4fAIL Assess statfing, budget, and equipmen it of stafing, budget.
3 - -

s-anail =tting, buck statfing, budget,
2 o

8-4aA1L Assess statfing, budges, er it of stafing, budget.
1 .

8-30AIL Assess the data collection, analysis. and
i sto
8-20A18 D these Budget

8-20A1 Develop written procedures outlining how  Equipment Request Procedures.
to obkain items that cannot be purchased...

==
==
| Complatad
=)
B-dga e i g and cvioment o s, gt  complatss
| Completad
| Complatad
=
[ ]
-]

Figure 22: Complete CSIP View

After marking the SA9 as complete, you can view all CSIP Action Items in one place with the Complete CSIP
view in the Step 3: CSIP Overview. This section allows you to export data to Excel or PDF. You can edit your
Action Items here to ensure that all of them have the required submission criteria filled out for non-completed
Action Items (Start Date, Team Members, and Status).

The CSIP Planning Tool view will allow you to break down action items by Standard, subsection, completion
status, and grant year in which you plan to work on the item. The NEHA-FDA RFFM Planning Tool is meant
to help you plan your work for the next two years of the RFFM Grant Cycle. You can export each year of the
Planning Tool as a PDF workplan.
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[5] CSIP Overview for = sutel County
Complete CSIP CSIP Planning Tool Action Plan Requests
View Details View Details View Details

[Z] CSIP Planning Tool @

RFFM Planning Tool {\mcyu.zw: mwsmmuzs{} \:mqmzwa 1n4mmsmm1.'zn'j;.
Search standard, subsection, action item, sta :A_ll\ Sl SM2  SW3  Sid4  SW5  SME  S7  SWME SO Ascending  Descending aqunmezwzmbn‘ [ :Eupmcydzl“im:}
Standard Subssction Action Itsm Start End  Team Memberls) Status RFFMCycle¥ra RFFM Cycle 2 Vr 3
Standard 1 Subsection 13 1-1aAl1 _ Yer  No Yes  No

Subsection 1b 1-1bAI1 E Yes  No Yes Mo
Subsection 1c 1-1cAll n Yes | No Yes | Mo
Subsection 22 1-2aAl1 n Yes | Mo Yes | Ma
1-2aA12 | Complersd Yes  No Yes | Na
1-2aA13 “ Yer | No Yer | Mo
1-2aA14 | Completad Yer | No Yer Mo
1-2aAl5  Completed Yes Mo Ye: Mo

Figure 23: CSIP Planning Tool

7. Step 4: CSIP Project Management

The CSIP Project Management view provides a high-level overview of all completed and ongoing action
items.

[ & Export csv] [ @ Export PDF] [2- View Submissi:ms] B Submit Final SAS Form 3958

= CSIP Progress by Standard ©

Standard1 | Standard 2 Standard 3 Standard 4 Standard 5 Standard & | Standard 7 Standard 8 Standard 9

[Q- Supporting DacumenratjnnJ {C, Hismrv} [a Audit Standard ZJ

s 1 Action Items In Progress

Not Started Yet

Action ltems Not Started Yet

Figure 24: CSIP Progress By Standard
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Having completed all elements of a Standard will allow you to download FDA Form 3958 to submit to your
FDA Retail Food Specialist. You can also submit documentation for met Standards to external auditors for a

Verification Audit.

[ & Export CW] [ i Export PDF J L 2 View Submissions ]

= CSIP Progress by Standard @

Standard 1 Standard 2 Standard 3 Standard 4 Standard 5 Standard 6 Standard 7 Standard 8 Standard 9

R —
@ Supporting Documentation L Histol "' & Audit Standard 7 '
‘ B Submit Form 3958 for Standard 7 .

2 Action Items Completed

In Progress

0 Action Items In Progress

0 Action Items Not Started Yet

(© Standard completed on: 2/26/2026 04:13 PM

Figure 25: Completed Standard with Option to Submit Form 3958

The CSIP Progress by Assignee tab allows you to see the completion status of Action Items assigned to your

staff members.

82 CSIP Progress by Assignee &

& | Filter people by name or email... Direct team-member tracking

[ CSIP Progress by Assignee

Lagend: ({E8&8Al - user completed sll of their Action tems for that Standard. (iR Fregress:

Assignee Standard 1 Standard 2 Standard 3 Standard 4 Standard & Standard &
Ev Admin Ne ac 5 assigned for this standard Remaining: 1 Mo signed e action it signed ! ssigned e action te
EA
s th ™ e this i’ 1o this
I R
Click for dota
gs Evan Suttell R it ey res e R AW W sl Remaining: 12 Remaining: 3 Remaining: 13 Remaining: 5 b
esuttell@ineharg 1o this us ot
STl 11 ot Started 11n Progress TS 3 ot Started
SR Click for et Click for et Click for detaits
Tu Test User : Remaining: 2 Remaining: 2 Remaining: 4 l"' ek fox Mtz st wre Remaining: 4
eztrainingEneha.ong o 1
1inProgress . @131 2in Progress 4 Not Started 4 Not Started
Click for et Click for ot Click for dorait Click for et

Figure 26: CSIP Progress by Assignee
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Process Overview - Assessor
1. Accessing Assessor View - Admin Accounts
Administrators can switch to the Self-Assessor workspace using the profile icon in the top-right corner and

selecting “Switch Workspace.” Clicking Switch Workspace will allow you to view/edit the SA9/CSIP as a
Self-Assessor.

ES

Evan Suttell
Es Admin

Suttell County

& Address: —
., Phome: —
2= Email: esuttellifinehaorg

it Workspace 1
SR A Choose a workspace
[ Switch Workspace : 7
You have access to multiple roles. Pick how you
want to use the app right now.
Edit Profile
i Admin Workspace
Tutorial
Change Password
Logout You can switch any time from your profile menu.
=

Figure 27: Admin Switch Workspace

As an admin, you will have full access to all SA9/CSIP records that you have created.
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2. Accessing Assessor View - Assessor Accounts

Assessors, upon accepting an invitation, will set up their password and be taken directly to the SA9 selection

screen. They will only have access to the SA9/CSIP records and Standards on those records assigned to them

by the admin. The figure below shows a Self-Assessor who has been assigned to multiple SA9 records with

different levels of Standards access.

'
neh

sas  Your Assigned SAg 1202 @ €
Guide 2 G Guide 1
Suttell County Suttell County
[ Created: 2/20/2026 B Created: 2/20/2026
=) Access: 7} Access:
Standard 1 — Standard 1 —
Standard 2 — Standard 2 —
Standard 3 — Standard 3 —
Standard 4 — Standard 4 —
Standard 5 — Standard 5 —
Standard 6 — Standard 6 —

Ctomedned T CHmmclned T

Figure 28: Assessor Assigned SA9 Selection
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3. Editing SA9/CSIP

© \ Stndadl  StandardZ  Standard3  Standad4  Standard5  Standard6  Standard7  Standard8  Standard @

5 = o = e & & oy S

SAVA Gap Analysis Tool
Self Assessment of ALl 9 Standards

CSIP

Comprehensive Strategic Improvement Plan

@ Next step: Click each subsection below to complete it
© Purpose: Action Plans will suto-populate here s you 3dd ther Click on a row to edit

ignments: Use the drapdown below to filte through your

R
Search. Status: ALl Standards: All
e e AN S e . SN e Dot = - S B foms by
110a Complete sdeby-sdeco. SUTT' statue. reulation, 5 Complatad
My Work Progress for Standard 1: Regulatory
Foundation 1-1bA1L Include the a: o. SLTT's statute, regulation, - Completed
= - = LA Crossreference localstat SUTT's statute regulaton. Completed
| Self Assessment Completed
S 1200 Assess f rleftatute hast.  Documentation showing . e Completedt ©
) Stardird intormation | | [ Standerd Instractions 1200 Rule/Statute draft angu. . Completed o
12083 Complated ®
o v ®
12080 Revised rleftatut langu - Completed
1 ‘Action tam(s) Status ~ 12088 Final ulabtstute Completed
i Action item(s) Status ~ BERE Completed
13082 Draf language for each G Rule/Statute Drat Langua . Completed
1 Acton lem(s) Status =
13083 Conducta masting wih e . Completed
Food Code Interventions and Risk Factors v 1 P N T . e
- RS 1308 Final ulabtstute Completed
L4am Assessif lsktatute cont.. Do n showings . Completed
ctail Practices v
Cood Retak Peace 1-4a12 Draft language for each C Rule/Statute Draft Langua. - Completed
3a Action Item(s) Status ~ 1-4aAi3 Conduct a meeting with le. =, Completed

Figure 29: SA9 and CSIP View for Assessors

The RSA Tool integrates both the SA9 and CSIP, allowing assessors to complete their Self-Assessment and
improvement plans in one place.

In the SA9 section, assessors indicate whether each Standard subsection is met or not. If the subsection is
met, corresponding CSIP action items automatically mark as completed. You will also be able to add evidence
in the form of a link or file if you do indicate you met a Standard subsection.
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= Subsection 1a
(i) Subsection Description

The jurisdiction maintains a written training record for each employee that includes the date of hire
or assignment to the agency’s retail food protection program.

( E This subsection has 7 action items.

) Self Acseccment Met? [F] Self-Assessor's Comments
Yes [I:nter your comments here... J
@ Verification Audit Met If No, why criterion not met

- B =
< (L} View History ) QA Edit Action Plarl) I, Supporting Documentation

Figure 30: Marking Standard Element as Met

In the SA9 section, assessors indicate whether each Standard subsection is met or not. If the subsection is
met, corresponding CSIP action items automatically mark as completed. You will also be able to add
Supporting Documentation in the form of a link or file to all Standard sub-sections.
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<= Review Action Subpart X

Review checklist
*

= FDA Action ltems 7

/ items to complete

Please review each iterm and ensure it is addressed individually.

= ¥

= FDA Action tems I\Actiun ltem 1 :l
% Standard 2 - Subsection 1a All > How would you like to proceed?

[=] Action

Mark as Complete

Draft department training and
& I've reviewed this item and it is fully

standardization policy based on
CFP Training Manual (see 2.2b). done
) Deliverable

No deliverable specified. Hof Complete

[N

Start your action plan
Viewing 1/7 action items

(@ Done Reviewing Action ltems

Figure 31: Completing Action Items for Non-Met Subsections

If the subsection is not met, a window prompts the assessor to complete or update related CSIP action items,
including timelines, team members, and progress status. If you click Not Complete, you will be redirected to
another window where you complete the CSIP action plan for that action item. You can also mark specific

action items as Complete even if you have not met the Standard element fully.

The requirements for the CSIP have not changed: all non-completed action items will require a target date, at

least one team member, and a completion status (either “Not Started Yet” or “In Progress”).
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4 Action Plan X
F Recommended Action @ Deliverable
Diraft department training and standardization Mo deliverable specfied.
policy based on CFP Training Manual (see
2.2b).

? e e ;
Required to Save: |:/ @ Start Date } (/ @ Team Members \:I [ @ Status \:I
. A F, W,

[l Start Date & [ End Date Duration
mimiddfyyyy = mimiddfyyyy = eq. "2 weeks"
Team Members @
Iype a name or email...
[E Additional Comments

= Status @

Add comments...
-= Select ==
[¥] Save & Close

_

Figure 32: CSIP Action Plan for Not Complete Action Items

PLEASE NOTE: for the purpose of completing your Self-Assessment in Step 2 in a timely fashion, selecting
the Not Planned box when your status is Not Started Yet will remove the requirements to add a Start Date

and Team Members. If you choose not to fill these fields, you will need to go back later to add these fields for
NEHA to accept your CSIP as complete.

|
neh National Environmental
Health Association

1400 S. Colorado Blvd., Ste. 325 Denver, CO 80222 | neha.org



- _
4 Action Plan X‘

F Recommended Action @ Deliverable

Craft department training and standardization Mo deliverable spedhed.

policy based on CFP Training Manual (see
2.2h).

Required to Save:

[¥] Start Date [ End Date Duration

mimfddfyyyy mimddfyyyy eq., "2 weeks"

Team Members

[F] Additional Comments
= Status 3

Add comments...
Mot Started Yet

[¥] Save & Close
B 4

Figure 33: “Not Planned” Box To Bypass Requirements

This Not Planned box was created so jurisdictions looking to complete their full self-assessment before

completing their CSIP are not forced to create action plans for all action items before their Self-Assessment
was finished.

The date function will allow you to select dates up to 5 years in the future to fit with the 5-year Self-
Assessment period. The status of the Action Item will change based on the start date entered (such as if the
date is before today’s date, the status will automatically be set to “In Progress”).
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r{} Action Plan X

F Recommended Action @ Deliverable

Draft department training and standardization No deliverable specified.
policy based on CFP Training Manual (see
2.2b).

Required to Save: @ Start Date @ Team Members

Start Date [ End Date Duration

03/20/2026 mm/ddfyyyy e.g., "2 weeks"
March 2026 ™ &

Su Mo Tu We Th Fr Sa
1 2 3 4 5 6 7

8 98 10 M1 12 13 14

15 16 17 18 1921

20 93 24 25 26 27 928 [Addcommentsu. J

29 30 31 1 2 3 4

[= Additional Comments

5 6 7 & 9 10 N

Clear Today
L [¥] save & Close
4

Figure 34: Date Function

Add team members to a task using their email address. When adding team members to a task, you can either
add users who already have been granted access to the system by the admin, or you can invite users not in
the system. If listing an email that has not been invited to the system, an administrator must approve the
invitation. You can add multiple team members to any action item.
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4 Action Plan X

F Recommended Action @ Deliverable
Assess available IT systems for tracking and IT System or Tracking Method
finaliaining st training and standardization
records.
R—
[=] Start Date [<] End Date % Duration
06/01/2026 @ |  mmiddiyyyy 5] ; eg. "2 weeks"

Team Members @

(eziﬁin‘ng@neha.arg )

Test User
ertraning@nehanng

' Not Started Yet . L J
Mot Planned (3)
[#] save & Close

Figure 35: Adding a User who has already been invited by the admin
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r& Action Plan X

Recommended Action @ Deliverable
Finalize the training and standardization policy Field Training Manual

wsesosoe

Start Date [ End Date = Duration

06/01/2026 | mmfddlyyyy | eq., "2 weeks"

Team Members @

esuttelladmin@neha.org

Invite esuttelladmin@neha.org

Add comments...
Mot Started Yet

Mot Planned @

| [*] Save & Close

—d

[=] Start Date [5End Date Z Duration
06/01/2026 | ommiddiyyyy 1 eq., "2 weeks"
Team Members
r/.- . '\|
| | esuttelladmin@nehaorg ¥ | Type a name or email ]
P
-4 Helper access status (pending admin approval)
B esuttelladmingineha.org
Invites show as pending until an admin approves.
= Additional Comments

= Status

Add comments._..
Mot Started Yet

Mot Planned (&)

Add names for invited helpers (optional but recommended)

Team Member — esuttelladmin@nshaorg

First name Last name

We'll notity your admin for approval. i they already hawve an account, these names are ignored.

[¥] Save & Close

Figure 36: Adding users not invited to the system
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While working on the SA9, Assessors will be able to see the percentage of the Standard assessed. This is

not a measure of how much of the Standard is met, but simply if you have completed the self-assessment for

each Standard. In this view, Standard elements that have been assessed will become green.

SAVA Gap Analysis Tool

Self-Assessment of All 9 Standards

@ Next step: Click each subsection below to complete it.

@ Admin Assignments: Use the dropdown below to filter through your
assignments.

Admin Elevated: All standards ~

My Work Progress for Standard 1: Regulatory
Foundation

Standard Assessed

[ standard Information | | [T Standard Instructions

% Standard Prep Work [T Risk Factor Study Toolkit

Assessment of the Program's Regulatory Foundation hd
la Action Item(s) Status

1b Action Item(s) Status

SAVA Gap Analysis Tool

Self-Assessment of All 9 Standards

@ Next step: Click each subsection below to complete it.

@ Admin Assignments: Use the dropdown below to filter through your
assignments.

Admin Elevated: All standards ~

My Work Progress for Standard 2: Trained
Regulatory Staff

Not Started Yet

D Standard Information U Standard Instructions

% Standard Prep Work [T Risk Factor Study Toolkit

Employee Training Records N
1a Action Item(s) Status ~
1b Action Item(s) Status =

SAVA Gap Analysis Tool

Self-Assessment of All 9 Standards

@ Next step: Click each subsection below to complete it.

@ Admin Assignments: Use the dropdown below to filter through your
assignments.

Admin Elevated: All standards v

My Work Progress for Standard 3: Inspection
Program Based on HACCP Principles

L%
In Progress
[0] Standard Information | =[] Standard Instructions

% Standard Prep Work [ Risk Factor Study Toolkit

Inspection Form Design N
1a Action ltem(s) Status ~
1b Action ltem(s) Status ~

Figure 37: SA9 Assessment Completion Percentages for 1.) Fully-Assessed Standard, 2.) Standard that has no Assessment progress,

and 3.) Partially-Assessed Standard

After Step 2 (Self-Assessment) is completed by the Admin, the Standard progress percentages will change

from the percentage of Self-Assessment completed (i.e. percentage of Action Items assessed) to the

percentage of Action ltems met.

Standard 1 Standard 2

Standard 3

Standard 4 Standard 5

Figure 38: Completion by Standard on Top Bar

Standard 6

Standard 7 Standard 8 Standard 9

'.’..') o~

The language in the My Work Progress box in the Self-Assessor View will change after the Admin finalizes
the SA9 in Step 2. In this Post-SA9 view, only Standard elements that you fully meet will be highlighted in

Green.
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SAVA Gap Analysis Tool SAVA Gap Analysis Tool

CSIP Action Plan (Post SA9) CSIP Action Plan (Post SA9)
@ Mext step: Click each subsection below to complete it. @ Next step: Click each subsection below to complete it
@ Admin Assignments: Use the dropdown below to filter through your ©@ Admin Assignments: Use the dropdown below to filter through your
assignments. assignments.
Admin Elevated: All standards v Admin Elevated: All standards v
My Work Progress for Standard 1: Regulatory My Work Progress for Standard 2: Trained
Foundation Regulatory Staff
T
|' [) Standard Information \ \ [ Standard Instructions | | O Standard Information | [] Standard Instructions

" % Standard Prep Work ‘ | % Standard Prep Work |

‘ Assessment of the Program's Regulatory Foundation s ‘ ‘ Employee Training Records v ‘

Action ltem(s) Status ~ 1b -'\/ Action ltem(s) Status v \"‘

Figure 39: Post-SA9 CSIP Progress on Met and Partially-Achieved Standards

Action Item(s) Status = 1a .'\' Action Item(s) Status ~ "_1
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The CSIP section on the right-side will allow you to sort by Standard and completion status.

@ Purpose: Action Plans will auto-papulate here as you add them! Click on a row to edit.

Search...

Standard &

1-1aAll

1-1bAll

1-1cAll

1-2aAl1

1-Zaal2

1-Zapl3

1-ZaAld

1-2aAl5

1-3aall

1-3aA12

1-3aAI3

1-3aAl4

1-3aAl5

1-4aAll

1-daAl2

1-4ar3

Figure 40: CSIP

The three buttons at the bottom of the CSIP will allow you to Export to CSV, Export to PDF, or Open Full

Page.
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Action

Complete side-by-sids co...

Include the assessment of ..

Cross-reference local/stat...

Assess if rulefstatute has t..

Draft language to update ..

Conduct a meeting with le...

Revise language based on...

Imglement ruls change pr..

Assess if rulafstatute has ..

Draft language for each G.

Conduct a meeting with le.

Revise language based on...

Implement rule change pr..

Assess if rulefstatute cont.

Draft language for each C..

Conduct a meeting with le.

Deliverable

SLTT's statute, regulation, ..

SLTT's statute, regulation, ..

SLTT's statute, regulation, ..

Documentation showing a.

Rule/Statute draft langua..

Revised rulefstatute langu...

Final rule/statute

Rule/Statute Draft Langua..

Revised rulefstatute langu...

Final rule/statute

Documentation shawing a...

Rule/Statute Draft Langua..
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Figure 41: Export CSIP
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Full page view:

@ Purpose: Action Plans will auto-populate here a5 you add them! Click an a row to edit.

Stondard 4 Acten Delverable: Start End Burstion Team Members Statis Comments
11aAiL Complete side-by-side comparison of  SLTT's statute, regulation, ordinance or  — - - - Completed -
rule. Regulatory Foundation
code or one of the two most recent Assessment document such as the
versions. Ensure elements from 11b  "Regulatory Foundation Self
nd 1.1, Assessment Worksheets™
1-1bAlL Include the assessment of Food Cade  SLTT's statute, requlation, — -~ - - Completed -
Interventions and Risk Factors, Good  rule. Regulatary Faundatio
Retail Practices, and Complianceand  Assessment document such as the
E tin side-by-side “Regulatory Foundation Self
con Assessment Worksheets™
1-1¢A11 Cross-reference localistate SUTT's statute, regulation. erdinance or  — — - - Completed =
rules/statute sections with Food Code  rule. Regulatory Foundation
provisions. Provide code references. Assessment document such as the
“Regulatory Foundation Self-
Assessment Worksheets™
1-28A11 Assess if ruleistatute has the required  Documentation showing adequate - - - - Completed -
number of Risk Factor and number of Risk Factor and Intervention
Interventions from the Food Code. If sections met.
not, proceed with Al2 below
1-2aA12 Draftlanguage to update or add Risk  Rule/Statute draft language with - - - - Completed -
Factor and Intervention items missing  public health reasans suppart
from stateflocal code. Provide public  document
health reason for the propased
change.
1-22A13 Conduct 3 meeting with leadership - . - - - Completed =
explaining proposed revisions and the
public health reasons.
1-2aA14 Revise language based on leadership  Revised rulefstatute language - - - - Completed -
input.

Figure 42: CSIP Full Page View

Technical Feedback

If you run into any technical issues, we have added a feedback snapshot tool for you to screenshot and screen

record any problem you see.

@ B G P

Use this bar on the right side of your screen. You will be able to take screenshots, screen recordings, and view
all feedback with this bar.
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Thank you!
You have finished reading our tutorial guide to the Retail Standards Assessment Tool. Please reach out to me

at rsatool@neha.org if you have any questions or concerns about the guide or tool. We would appreciate your

feedback on how this guide could be improved
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