CIVIL RIGHTS

Purpose of Civil Rights Training
To inform, educate, and support all staff who interact with Child
Nutrition Program (CNP) applicants:
 Staff rights and responsibilities as administrators of CNPs
 General USDA Civil Rights requirements
 Resources and information available to assist staff in carrying out
their Civil Rights responsibilities
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Outline
1) Public Notification Systems
2) Customer Service
3) Ethnic and Race Data Collection
4) Reasonable Accommodations
5) Complaint Procedures/Conflict Resolution
6) Resolution of Noncompliance
7) Compliance Review Techniques
8) Language Assistance
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What is Discrimination?
Defined as different treatment which make a distinction of one
person or group; either intentionally, by neglect, or by actions or
lack of actions based on the protected classes
Can Include:
• Delaying or denying benefits/services to an individual or group
that other individuals/groups receive
•

Treating individuals/groups differently than others
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Federal Protected Classes for CNP

o Race

o Color

o National Origin
o Sex

o Disability
o Age
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Public Notification: Purpose
o To inform surrounding areas that your school agency
participates in the CNPs
o To reach as many applicants, participants, and potentially
eligible persons as possible
o To ensure program access

Must include information on:
•
•
•
•
•
•
•

Eligibility
Benefits & Services
Program Availability
Applicant Rights & Responsibilities
Procedures for filing a complaint
Non-discrimination Policies
Any program changes
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Public Notification: Methods

Public Release: Inform the
general public that your school
participates in CNPs and that
free and reduced price meals
are offered.
Post “And Justice for All”
Poster
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Public Notification: Public Release to the
Media
 The media release should be provided near the beginning of
each school year.
 The media release must include the eligibility criteria for free
and reduced meal prices.
 The CEP media release should notify the public that school
meals will be available at no cost to all enrolled students.
 The public notice must be provided to the local news media,
the unemployment office, and any major employers
contemplating layoffs in the attendance area of the school.
 It is at the discretion of the media if they decide to publish the
notification.
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Public Notification: Letter to Households
o Schools must distribute informational letters regarding
program availability to households of children attending the
school.
o Letters must be sent at the beginning of the school year.

o Letters may be distributed by mail, email, in person, or
included in the informational packet provided to students.
o Informational letters may NOT be sent at the end of the school
year for the upcoming school year.
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“And Justice for All” Poster
Display in a prominent
area where participants
have access
Must be visible to all
students during their meal
service
Use 11” x 17” format
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Non-Discrimination Statement
The USDA required non-discrimination statement must be included
on ALL forms of communication and program materials; including
all materials for public information, education, or distribution that
mentions USDA programs.
Long Version: Use whenever possible. The long version is required on
all documents pertaining to student eligibility (prototypes such as
letters to households, verification, Direct Certification, etc); or where
space permits.
Short Version: required if the material or document is too small to
permit the full (long) statement—9 point font required (such as on
menus or nutrition posters).
“This institution is an equal opportunity provider.”
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Non-Discrimination Statement: Long Version
In accordance with Federal law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited
from discriminating on the basis of race, color, national origin, sex, age, disability, and reprisal or retaliation for prior civil rights activity. (Not
all prohibited bases apply to all programs.)
Program information may be made available in languages other than English. Persons with disabilities who require alternative means of
communication for program information (e.g. Braille, large print, audiotape, and American Sign Language) should contact the responsible
State or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA
through the Federal Relay Service at (800) 877-8339.
To file a program discrimination complaint, a complainant should complete a Form AD-3027, USDA Program Discrimination Complaint
Form, which can be obtained online, at https://www.ocio.usda.gov/document/ad-3027, from any USDA office, by calling (866) 632-9992, or
by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written
description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature
and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:
mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or
fax:
(833) 256-1665 or (202) 690-7442;
email:
program.intake@usda.gov
This institution is an equal opportunity provider.
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Non-Discrimination Statement: Printing
Requirements
 Wording for either statement must be exact and cannot be
changed in any way.
 Print size for either statement shall be no smaller than the text
of the material.
 Shorter version of the non-discrimination statement may be
used for broadcast advertisements/public service
announcements or other publications not related to student
eligibility.
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Non-Discrimination Statement: Materials
Print Advertisements
• Flyers
• Brochures
• Posters

Broadcast Advertisements / Announcements
• Internet
• Radio
• TV

Agency Publications
•
Parent/Student Handbooks
•
Employee Handbooks
•
Newsletters

Enrollment Forms
Menus, if made public

School Websites
Letters
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Customer Service: Meal Service
All students must be allowed equal opportunities to participate in
CNPs regardless of race, color, national origin, sex, age, or
disability.
All participants must be treated in the same manner
o Seating arrangements, serving lines, assignment of eating
periods, methods of selection for application approval and
verification processes
Separation by Gender:
USDA Memo SP 31-2015
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Customer Service: Meal Service
All students within the same grade grouping must be offered the
same selection of menu items in the same amounts regardless of
their eligibility, sex, national origin, race/color, etc., including when
a school offers:
•

A selection of more than one type of meal that is claimed for
reimbursement

•

A variety of foods and milk for choice within the meal
requirements.

Examples:
1) Do the high school football players get more food or bigger
scoops?
2) Are certain food items saved for certain groups of students?
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Customer Service: Denial of Meals
•

USDA policy prohibits the denial of meals as a disciplinary
action against any student who is enrolled in a school that
participates in the CNPs, including:
•
•

Disciplinary actions that directly result in loss or denial of
meals
Requiring a child to work for their meal
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Customer Service: Overt Identification
Identifying information must not be used for any purpose other
than determining and verifying eligibility for free or reduced meals.
Overt identification of any child is prohibited; this includes the sale
of competitive foods
No overt identification may be used when ordering meals for
special functions.
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LEP Language Assistance
Responsibility to take “reasonable steps” to ensure meaningful
access to programs and activities by persons with Limited English
Proficiency (LEP)
Reasonable Steps, consider…
 Number & proportion of LEP encountered
in eligible population
 Frequency with which LEP individuals
come in contact with the program
 Nature & importance of program, activity,
or service
 Resources available to the recipient
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Language Translations
Make CNP information available
to all participates and their families
in the necessary language
•

Enrollment forms

•

Menus

•

Informational brochures

•

Letters and notifications to
families
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Language Interpreters
o Children should not be used as interpreters
o Volunteers may be used, but should understand ethics for using
interpreters
o Example: Spanish teacher could assist a household in
completing an application but would need to be trained on
the importance of keeping all information received
confidential.

See www.lep.gov for more information and resources
21

Why Collect Racial/Ethnic Data?
Racial/ethnic data is used to determine how effectively your
program is reaching potentially eligible children and where
outreach may be needed.

Racial/Ethnic Data
6
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2
1
0

Category 1

Category 2
Free

Category 3
Reduced

Category 4

Paid
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Ethnicity and Race Categories
Ethnicity Categories:
• Hispanic or Latino
•

Non-Hispanic or Non-Latino

Race Categories (may mark one or more):
• American Indian or Alaskan Native
•

Asian

•

Black or African American

•

Native Hawaiian or other Pacific Islander

•

White
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Obtain Racial/Ethnic Data Through:


Voluntary self identification or self-reporting
 Free/reduced meal application: optional section for the
household to identify their racial and ethnic data



Visual identification by a school official



Personal knowledge, records or other documentation your
agency possesses that identifies household racial/ethic data (ex.
enrollment data)
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What is a disability?
Physical or mental impairment which substantially limits one or
more of an individual’s major life activities, has a record of such an
impairment, or is regarded as having such an impairment.
Disabilities are defined based on Section 504 of the Rehabilitation
Act/Americans with Disabilities Act and Part B of Individuals with
Disabilities Education Act (IDEA)

25

Accommodating Persons With Disabilities
What is the school’s responsibility?
o Provide accessible facilities: accessible parking lots, entrances &
exits, halls, elevators, restrooms,
o Provide appropriate information in alternative formats: Braille
program materials, sign language interpreters
o Provide food substitutions for students with disabilities when
documented in writing by a licensed medical provider (MD, NP,
PA) or when included in a child’s IEP or 504 plan at no charge.
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Accommodating Persons With Disabilities:
Meal Modifications
•

Modifications within the Meal Pattern DO NOT require a
medical statement

•

Modifications outside of the Meal Pattern DO require a medical
statement
Must include:
•Information about the child’s impairment and how it
restricts the diet
•An explanation of what must be done to
accommodate the disability
•The foods to be omitted and recommended
alternatives

If the statement does not fully explain the modification needed, the SFA
needs to contact the guardian for additional information *Receipt of the
clarification should NOT delay the SFA from providing the modification
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Right to File a Complaint
Any person who believes they or someone they knows has been
discriminated against based on Federal protected classes has a right
to file a complaint within 180 days of the alleged discriminatory
action.
To file a complaint:
1) Mail: US Department of Agriculture, Office of the Assistance
Secretary for Civil Rights, 1400 Independence Avenue, SW
Washington, DC 20250-9410
2) Call: 202.260.1026
3) Fax: 833.256.1665 or 202.690.7442
4) Email: Program.Intake@usda.gov
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Forms of Civil Rights Complaints
May be written, verbal, or observed
• If receiving a verbal complaint, listen politely
•

Complaints can be made via phone, letter, email, fax
or any other form of communication

May be anonymous
• Anonymous complaints should be handled as any
other complaint
Can be related to any area of CNP operation
• Program administration, food service, employment
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Civil Rights Complaints: Step #1
1) Document the Complaint
o Name, address, & phone number of compliant.
o Specific name & location of entity delivering the benefit or
service.
o The nature of the incident, action, or method of
administration that led the complainant to feel
discriminated against
o The basis on which the complainant feels discrimination
exists (race, color, national origin, sex, etc.)
o The names, titles, business addresses, and phone numbers of
persons who may have knowledge of the discriminatory
action
o The date(s) during which the alleged discriminatory actions
occurred, or if continuing, the duration of such actions.
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Civil Rights Complaints: Step #2
2) Contact USDA
All verbal or written complaints
must be forwarded to the Civil
Rights Division of USDA Food
and Nutrition Service within
three days of receiving a
complaint.
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Civil Rights Complaints: Step #3
3) Maintain Records
Have a central location where copies of Civil Rights complaints will
be documented and kept.
Agencies may provide complaint form to:
 Any individual wishing to make a complaint
 Person receiving verbal or phone complaint
http://cnp.doe.Louisiana.gov/DNAMemos/Forms.asp
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Civil Rights Reminders


USDA regional office is responsible for the review of State
Agencies



State Agency (SA) is responsible for review of LEAs
 SAs must report any significant findings to USDA
 LEAs must receive a pre-approval visit to ensure
compliance with Civil Rights before receiving federal funds
 Compliance is assessed through the Administrative Review
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Civil Rights Complaint Form
o All staff must be trained on
Civil Rights
o The compliant form must be
available at all sites
o Staff should allow individuals
to file their own complaint
with as little involvement as
possible
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Resolution of Non-Compliance
Non-Compliance is a factual finding that any civil rights
requirement, as provided by law, regulation, policy, instruction, or
guideline is not being adhered to.
There is no “minor” or “major” categories of noncompliance. All
instances of non-compliance are considered equally.
 No matter the level or severity of noncompliance, it must be
reported.
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Resolution of Non-Compliance
 If non-compliance is indicated, a corrective action plan must be
implemented to achieve voluntary compliance within 60 days.
 Corrective Action Plan: plan describing the agency’s actions to
be taken to resolve non-compliance with civil rights
requirements.
 Suspension of assistance or termination may result if noncompliance is not resolved.
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Civil Rights Training
All Staff must be trained annually on Civil Rights
o Part-time staff, temporary staff, volunteers, & full time staff
o Central office staff & site staff

Documentation of this training must be maintained
o Sign-in sheets (to show who was in attendance), agenda, date,
time of training
o All civil rights training should be tracked on the training tracking
tool
37

Civil Rights Training: Requirements
•

Collection & use of data

•

Effective public notification systems

•

Complaint procedures

•

Compliance review techniques

•

Resolution of non-compliance

•

Requirements for accommodation of persons with disabilities

•

Requirements for language assistance

•

Conflict Resolution

•

Customer Service
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Civil Rights Compliance: Checklist
 Civil Rights written policy and
compliant log should be kept
 Train all staff and volunteers
annually
 All staff should know CNP
Civil Rights Policy
 Prominently display “And
Justice for All” poster
 Collect & record racial/ethnic
data
 Keep All records for 3 years
plus the current year

 Maintain Civil Rights
complaint procedures &
forms
 Place non-discrimination
statement on all printed
materials mentioning Child
Nutrition Programs
*District policies regarding
civil rights complaints should
specify how civil rights
compliance is handled for CNP
separate from other programs
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Resources
 USDA: https://www.fns.usda.gov/civil-rights
 Accommodating Children with Disabilities in the School Meal
Programs: https://fnsprod.azureedge.net/sites/default/files/cn/SP40-2017a1.pdf
 Prototype Forms:
https://cnp.doe.louisiana.gov/DNAMemos/Forms.asp
 LA Child Nutrition:
https://cnp.doe.louisiana.gov/DNAMemos/DNAResources.asp
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QUESTIONS?

