CIVIL RIGHTS
SY 2018-2019

Civil Rights Training Overview
• Purpose
• Training requirements
• Discrimination
considerations
• Protected classes
• Collection and use of data
• Public notification
systems
• Long and short
statements
• Complaint procedures

• Compliance review and
resolution
• Requirements for
accommodation of persons
with disabilities
• Requirements for language
assistance
• Conflict resolution
• Customer service
• Helpful links
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Purpose
• To establish and convey policy and provide
guidance and direction to the United States
Department of Agriculture, Food and Nutrition
Service and its recipients and customers.
• To ensure compliance with and enforcement of the
prohibition against discrimination in all Food and
Nutrition Service nutrition programs and activities,
whether federally funded or not.
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Reason
• Ensure that program recipients are being treated
without discrimination while participating in Child
Nutrition Programs
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Annual Training
It your responsibility to ensure no one is discriminated
against in your program.

ALL staff* must be trained annually
on Civil Rights.
Documentation of this training must
be maintained. (sign-in sheets,
agenda, etc.). Civil Rights training can
be a portion of staff training for other
required areas.

* This includes part-time
workers, temporary
workers, volunteers, and
full-time staff, as well as
both central office and
site-level staff.
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Annual Training Requirements
• Collection and use of data
• Effective Public notification systems
• Complaint procedures
• Compliance review techniques
• Resolution of noncompliance
• Requirements for accommodation of persons with
disabilities
• Requirements for language assistance
• Conflict resolution
• Customer service
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Discrimination May Be:
Denial of benefits or services that others receive
Delay in receiving benefits or services that others
receive
Different treatment than others, leading to
disadvantage
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Discrimination Examples
• Refusing enrollment based on disability
• Failure to provide reasonable accommodation
• Serving meals at a time, place, or in a manner
that is discriminatory
• Failing to provide non English materials
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Protected Classes
• Race
• Color
• National Origin
• Age
• Sex
• Disability
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Collection and Use of Data
• SFAs/Sponsors must obtain data race & ethnic data
annually
• Self-reporting is preferred
• Systems for collecting actual ethnic and racial data
may be program specific
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Collection and Use of Data
Ethnic Categories
• Hispanic/Latino
• A person of Cuban, Mexican, Puerto Rican,
South or Central American, or other Spanish
culture or origin- regardless of race
• Not Hispanic/Latino
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Collection and Use of Data
Racial Categories
• Black/African American
• A person having origins in any of the
black
racial groups of Africa
• Asian
• A person having origins in any of peoples of the
Far East, Southeast Asia, or the Indian
subcontinent
• White
• A person having origins in any of the original
peoples of Europe, the Middle East, or North
America
12

Collection and Use of Data
Racial Categories
• Native Hawaiian/Pacific Islander
• A person having origins in any of the original
peoples of Hawaii, Guam, Samoa, or other Pacific
Islands
• American Indian/Alaska Native
• A person having origins in any of the original
peoples of North America (including Central
America) who maintains tribal affiliation or
community involvement
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Public Notification Systems
Basic Elements
• Program availability
• Each agency or other sub-recipient must take action to
inform potentially eligible persons of their program rights
• Complaint information
• Applicants and participants must be advised at the
service delivery point of their right to file a complaint and
the complaint process
• Non-discrimination poster statement
• Prominently display the current “And Justice
for All” poster
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Public Notification Systems
Methods
• Inform potentially eligible applicants about the
program (outreach)
• Provide information in alternative formats available
for those with disabilities, i.e. braille
• Include non discrimination statement on all
informational material provided to the public
• Convey equal opportunity message in all pictures that
are used to provide program information
• Prominently display the current “And
Justice for All” poster

Louisiana Believes
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Public Media Release

• Near the beginning of each school year the public
must be notified that free and reduced priced
meals are available.
• This public notice must include the eligibility
criteria for free and reduced priced meals.
• 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.
7 CFR 245.5(a)(2)

Public Outreach Requirements (continued)
• In addition to the required notification at the beginning of
the school year, LEAs are strongly encouraged to share
information about the availability of school meals in
routine contacts throughout the school year.
• LEAs may post the application on school or district
websites, provide information in newsletters sent to
families, and use other existing notification methods to
encourage eligible families to apply.
• LEAs must ensure that communication with applicants
are effective for people with disabilities
• Must include the same information supplied in the letter
to the households

Letter to the Households

• Schools must distribute information letters to the
households of children attending the school
• Letter must be sent before children begin
attending school
• Letters may be distributed by the postal service,
emailed, to the parent, or included in information
packets provided to students.
• Information letters may NOT be sent at the end of
the school year for the upcoming school year.

CEP Public Release

• LEAs should use their usual channels of
communication to notify the public that school
meals will be available at no cost to all enrolled
students.

Civil Rights Poster

“…And Justice for All” Poster.

https://www.fns.usda.gov/sites/default/files/cr/Justiceposter-general.pdf
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Civil Rights Poster
The “…And Justice for All” poster shall be displayed at each
site in a prominent place where participants receive benefits.
 The nondiscrimination statement changed in 2006 and again in
2013. The most current version was received by LDOE in
January 2016.


Current “And Justice for All”
posters are available if needed.
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Including the Nondiscrimination Statement on
Publications


All sponsor publications distributed to the public that
mention United States Department of Agriculture
(USDA) Child Nutrition Programs (CNPs) must include
the nondiscrimination statement.
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Long Statement
Use on all documents longer than one page or one sheet of paper
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and
policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal
or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.
Persons with disabilities who require alternative means of communication for program information (e.g. Braille,
large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they
applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA
through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available
in languages other than English.
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a
letter addressed to USDA and provide in the letter all of the information requested in the form. To request a
copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:
(1) mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;
(2) fax: (202) 690-7442; or
(3) email: program.intake@usda.gov.
This institution is an equal opportunity provider.
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Short Statement
Use on all documents that are only one page or one sheet of paper

This institution is an equal opportunity provider.

Louisiana Believes
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Complaint Procedure
Right to File
A person alleging discrimination based on a protected class has
the right to file a complaint within 180 days of the discriminatory action.
Acceptance
All complaints, written or verbal, must be forwarded to USDA
Anonymous complaints will be handled as any other
complaints

.

Verbal
If a person makes a verbal complaint via phone or in person and refuses or is not
inclined to place allegations in writing, the person to whom the allegation are
made must write up the complaint, making an attempt to collect specific
information
Louisiana Believes
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Handling Civil Right Complaints









Complaints of discrimination involving USDA programs must be documented
and reported in accordance with Federal and USDA policy.
If you receive a discrimination complaint involving the Child Nutrition
Program, the Discrimination Complaint Form should be completed by the
person filing the complaint.
The form is available on the CNP Website.
All complaints, written or oral, are to be forwarded to the USDA Director (it is
preferred that the person filing the complaint do so).
The most up-to-date address is on the complaint form and the
updated nondiscrimination statement.
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Complaint Documentation
Sponsors must keep civil rights documentation
• Written civil rights complaint procedure
• Complaint forms must be available at all Child
Nutrition Program sites.
Complaint Forms
http://cnp.doe.louisiana.gov/DNAMemos/Forms.asp
Information must be maintained for three years plus the current year

Louisiana Believes

27

Handling Civil Right Complaints
As a LEA, be sure that:





All staff is trained on how to handle complaints.
The Discrimination Complaint form is available at each
school site.
Staff should allow individuals to file their complaint with
as little involvement in the process as possible.
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Complaint Form

Louisiana Believes
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Compliance Review Techniques
• USDA regional office is responsible for the review of State Agencies
• State agency is responsible for review of local agencies
• State agency must report any significant findings to the regional
USDA office
• State and local agencies must receive a pre-approval visit for civil
rights compliance determination before receiving funds
• All reports must be maintained as part of the records for future
review
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Resolution of Non-Compliance

• If non-compliance is determined, a corrective
action plan will be developed including a
timeframe to bring the sponsor into compliance.
• If the LEA is unable to bring their operation into
compliance, suspension of assistance or
termination may result.

Language Assistance
• Failing to provide services to Limited English
Proficiency (LEP) potentially eligible persons, may be
discrimination.
• Take reasonable steps to assure “meaningful” access.

Louisiana Believes
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Requirements for Language Assistance

• Enrollment forms
• Menus
• Informational brochures
• Letters to families and notification

Louisiana Believes
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Requirements for Reasonable Accommodation for
Persons with Disabilities

• Handicap accessibility
• Food allergies
• Accommodations/ Modifications addressed in 504
or IEP
• Call state agency for further guidance
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Accommodations for persons with disabilities
• SFS- 17-87 (SP40-2017) NEW Edition released
• When a program participant has a diagnosed
disability that restricts their diet, the institution must
provide the prescribed food substitutions or
modifications at no charge.
• Requires a Medical Note from a licensed medical
provider(MD, NP, or PA) OR when included under a
child’s IEP.
Louisiana Believes
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Meal Modification Requests
• 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
Louisiana Believes
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Special Seating Arrangements
• Must not segregate children on the basis of
convenience
• This includes separation by gender (SFS-15-77 [SP2015])

Louisiana Believes
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Conflict Resolution & Customer Service
Discrimination vs. poorly handled conflict

Good customer service decreases the likelihood of
complaints.

Louisiana Believes
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Checklist
• Annually train all staff
and volunteers on Civil
Rights
• Prominently display the
current “And Justice for
All” poster
• Collect and record race
and ethnic data annually

• Maintain Civil Rights
complaint procedures
and forms
• Place non-discrimination
statement on all printed
materials mentioning
Child Nutrition Programs
• Keep all records for
three years plus the
current year

Louisiana Believes
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Civil Rights Training

Yearly
All Staff
Document:
- Who is in attendance
- Date of Training
- Training Topics

Training is available on the CNP
website
Louisiana Believes
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Helpful Civil Rights Links

• http://www.fns.usda.gov/civil-rights
• https://fnsprod.azureedge.net/sites/default/files/113-1.pdf

Louisiana Believes
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