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* The purpose of FNS Instruction 113-1 is to:

 Establish and convey policy;

* Provide guidance and direction

* Ensure compliance with and enforcement of the
prohibition against discrimination.
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» Training is required so that people involved at all levels of
administration of programs that receive Federal financial assistance
understand civil rights related laws, regulations, procedures and
directives.

» State agencies are responsible for training local child nutrition
administrators on an annual basis.

» Local agencies are responsible for training their managers and staff
who interact with applicants or participants on an annual basis.
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The annual training must include, but not be limited to, the
following training topics in the FNS Instruction 113 — 1:
1. Collection and Use of Data
Effective public notification systems
Complaint procedures
Compliance review techniques
Resolution of noncompliance
Requirements for reasonable accommodation of persons with
disabilities
Requirements for language assistance
Conflict resolution
9. Customer service
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Defined as:

Any person or group of people who have characteristics for which
discrimination is prohibited based on a law, regulation, or executive
order.

What are the protected bases?
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Race 9.
Color

10.
National Origin

11.
Age

12.
Disability

13.
Sex

14.
Gender Identity

15.

Religion

Reprisal / Retaliation -
for prior Civil Rights activity

Political Beliefs

Marital Status

Familial or Parental Status

Sexual Orientation

Protected Genetic Information

All or part of an individual's
income is derived from any
Public Assistance Program
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discrimination in all its programs and activities on the basis
of race, color, national arigin, religion, sex, gender identity
{including gender expression], sexual arientation, disability, age,
marital status, familial/parental status, income derived from a
public assistance program, palitical beliefs, reprisal or retaliation
for priot civil rights activity (Not all prohibited bases apply to
all programs.}

The U.S. Department of Agriculture (USDA) prohibits

Persons with disabilties who require alternative means of
communicaticn for program information (e.g., Braille, large
print, audiotape, American Sign Language, eto.} should
contact the responsible Agency or USDA's TARGET Center

af {202) 720-2600 {voice and TTY) or contact USDA through
the Federal Relay Service at (800) 877-8339. Additionally. this
information is available in languages other than English.

To file a complaint alleging discrimination, please complete the
USDA Program Discrimination Complaint Form, AD-3027, found
online at http: int_filing_cust.html,
or at any USDA office or write a letter acidressed 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

maik

U.S. Department of Agricutture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW

Washington, D.C, 20250-9410;

fax:

{202) 690-7442; or

email:

program.intake@usda.gov.

USDA is an equal oppertunity provider, employer, and lender.
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n accordance with Federal law and U.3. Department of

Agriculturs (USDA) civil rights regulations and palicies,

this institution is prohibited from discriminating on the basis
of race, color, national erigin, sex, religious creed, disability, age.
political beliefs, or reprisal or retaliation for prior civil
rights activity

To file a complaint alleging discrimination, complete the USDA
Program Discrimination Complaint Form, AD-3027, found online
at hitpe. lais ing custhtml or
at any USDA office or write a letter addressed to USDA and
provide in the letter all of the information requested in the form.
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To request a copy of the complaint form, call @66} 2.
Submit your completed form or letter to USDA by

m.
U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights.
1400 Independence Avenue, SW

Washington, D.C. 20250-8410;

ax:
(202) 690-7442; or

email:

program. intake@usda.gov.

This institution is an equal opportunity provider.
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n accordance with Federal law and U.8. Department of
Agricutture (USDA} civil rights regulations and policies, this
institution is prohibited from discriminating on the basis of race,
coler, national origin, sex, age, disability, and reprisal or retaliation
for prior civil rights activity. (Not all prohibited bases apply to
all programs. )

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 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
(B00) 877-8339. Additionally, program information is avallable in
languages cther than English

To file a complaint alleging discrimination, complete the USDA
Program Discrimination Complaint Form, AD-3027, found online
at http://www.ascr.usda.gov/complaint filing cust.html, or
at any USDA office or write a |etter 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 cr letter to USDA by

mail

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW

Washington, D.C. 20250-8410

(202) 690-7442; or

email:
program. intake@usda.gov.
This institution is an equal opportunity provider.
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onforme a las leyes federales y a los derechos civiles,
reglamentos y politicas del Departamento de Agricultura
de los Estados Unidos (U.S. Department of Agriculture,
USDA), se prohibe a esta institucién discriminar por motivo de
raza, color, nacionalidad, sexo, edad, discapacidad y reprimir
o tomar represalias por actividades realizadas en el pasado
relacionadas con los derechos civiles. (No todos los principios de
prohibicién se aplican a todos los programas).

Las perscnas discapacitadas que requieran medios alternos
para que se les comunique la informacién de un programa {por
ejemplo, braille, letra agrandada, grabacién de audio, lenguaje
de sefias estadounidense, etc.j deberan comunicarse con la
agencia estatal o local responsable de administrar el programa
© el TARGET Center del USDA al {202) 720-2600 (voz y TTY)

© comunicarse con el USDA a través del Servicio Federal de
Transmisién de Informacién al (800) 877-8339. La informaciéon
del programa también esta disponible en otros idiomas ademds
delinglés

Para presentar una queja por alegada discriminacién, complete el
formularic de quejas por discriminacion del programa del USDA,
AD-3027, que podrd encontrar en linea en http://www.ocio.
.l ses/daiautMiles/d ish_Form_508
Compliant 6 8 12 O.pdf o en cualquier oficina del USDA o
escriba una carta dirigida al USDA gue incluya toda la informacién
solicitada en el formulario, Para solicitar una copia del formulario
de 5n cle quejas, comuni al (B66) 632-9992
Envie su formulario o carta CQMP‘EIOS al USDA por

correo:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW

Washington, D.C. 20250-9410

fax:

(202) 690-7442; o

correo slectrénicor
program. intake@usda gov.

Esta institucién ofrece igualdad de oportunidades.
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n accordance with Federal law and U.8. Department of
Agriculture (USDA) civil Aghts regulations and policies, this
institution is prohibited from discriminating on the kasis of race,
color, national origin, sex, age, disability, and reprisal or retaliation
far prier civil ights activity, (Not all prehibited bases apply to
all programs.)

Persons with disabilities who require alternative means of
cammunication for program information (e.g.. Brallls, large
print, audiotape, American Sign Language, atc.) should contact
the respenaible State or lecal Agency that administers the
pragram or USDA's TARGET Center =t (202) 720-2600 (voice
and TTY) or contact USDA through the Federal Relay Service at
(800) 877-8339. Additionally, program information is availakle in
languages other than English.

To file a complaint alleging discrimination, complets the USDA
Program Discrimination Complaint Form, AD-3027, found online
at http://www.ascr.usda.gov/complaint filing cust.html, or
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 ar letter to USDA by:

mail:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independenca Avenue, SW

Washington, D.C, 20250-9410

fax:

(202) 690-7442; or

email:

program. intake®@usda.gov,

This institution is an equal opportunity provider.

onforme a las leyes federales v a los derechos civiles,
reglamentos y politicas del Departamento de Agricultura
de los Estados Unidos (U.S. Department of Agriculture,
USDA), se prohibe a esta institucion discriminar por motive de
raza, color, nacionalidad, sexo, edad, discapacidad y reprimir
o tomar represalias por actividades realizadas en el pasado
relacionadas con los derechos civiles. (No todos los principics de
prohibicién se aplican a todos los programas).

Las perschas discapacitadas que requieran medios alternos
para que se les comunique la informacién de un programa (por
sjernplo. braille, letra agrandada, grabacidn de audio, lenguaje
de sefias estadounidense, etc.] deberan comunicarse con la
agencia estatal o local responsable de administrar el pregrama
o el TARGET Center del USDA al {202) 720-2600 (voz v TTY)

© comunicarse con el USDA a través del Servicio Federal de
Transmisidn de Informacién al (800) 877-8339. La informacian
del programa tamblén esté dispenible en otros idiomas ademas.
delinglés,

Para presentar una queja por alegada discriminacion, complete el
formulane de quejas por discriminacién del programa del USDA,
AD-3027, que padréd encontrar en linea en http://www.ocio.
usda, ites/default files/d f2012/Spanish_Form_508
Compliamt 6 8 12 O.pdf o en cualquier oficina del USDA o
esciiba una carta dirigida al USDA que incluya toda la informacién
solicitada en el formulario. Para solicitar una copia del formulario
de presentacion de quejas, comuniquese al (866) 632-9992.

Envie su formulario o carta completos al USDA por

correo:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenus, SW

Washington, D.C. 20250-9410

fax:
{202) 690-7442, g

B Ectronico:
program. intake@usda. gov,

Esta institucién ofrece igualdad de oportunidades.

Prominently display at each site where
benefits are issued and received.

Reproductions must be of equal size
(11” width and 17” height).

If copied as black & white, insure the

correct form is used

Form AD-475-A Rev Dec 2015
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Agriculture (USDA) civil rights regulations and policies, this
institution is prohibited from discriminating on the basis of race,
color, naticonal origin, sex, age, disability, and reprisal or retaliation
for prior civil rights activity. (Not all prohibited bases apply to
all programs.)

I n accordance with Federal law and U.S. Department of

FPersons with disabilities who require alternative means of
communication for program information {e.g., Braille, large
print, audiotape, American Sign Language, etc.) 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. Additionally, program information is available in
languages other than English.

To file a complaint alleging discrimination, complete the USDA
FProgram Discrimination Complaint Form, AD-3027, found online
at http://www.ascr.usda.gov/complaint_filing_cust.html, or
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:

mail:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW

Washington, D.C. 20250-9410

fax:
(202) 690-7442; or

email:
program.intake@usda.gov.

This institution is an equal opportunity provider.
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“This institution is an equal opportunity provider.”
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1. State and Local agencies are required to obtain data by race and ethnicity

2. Self identification or self-reporting is preferred method of obtaining data

3. Applicants/participants may not be required to furnish information
on their race or ethnicity

4. Where an applicant/participant does not provide this information, the
collector shall through visual observation secure and record the data

12
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The purpose of the public notification system is to
inform applicants, participants, and potentially
eligible persons of:

» Program Availability

o Complaint Information

o Nondiscrimination Statement

13
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Ensuring a brightﬁtlm: for every child

* Right to File — anyone alleging discrimination has the right to file a
complaint within180 days of the alleged discriminatory action

» Acceptance — complaints, written or verbal, must be forwarded to
the appropriate OCR Director. Anonymous complaints will be
handled as any other to the extent feasible based on available
information.

 Forms — any OCR may develop complaint forms, but the use of such
forms must not be a prerequisite for acceptance of a complaint

14
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Ensuring a hrightﬁtu.n: for every child

« Verbal Complaints — the person to whom the allegations are made must write up the
elements of the complaint for the complainant. Every effort should be made to have
the complainant provide the following information:

« Complainant Name, address & phone (email or other contacting means)

+ Specific location and name of agency delivering the service or benefit

* Nature of the incident or action that led the complainant to feel discriminated

« What protected base (class) the complainant feels discriminated against

 Names, phone numbers, titles, addresses of persons who may have knowledge
of the discriminatory action

 The date(s) which the alleged discriminatory actions occurred or duration of
such actions

15
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[FNS 113 Complaint Processing Procedures & Timelines

v
Incident Occurs State or Region
| % Begins Investigation
180 - Process
Days Complainant Submits Complaint to: 3 -
v  Secretary of Agriculture Contact with
i v FNS Administrator Complainant &
= ¥ FNS Regional Office Review of Case File
¥ Other Executive Recipient -
State Agenc
el g i Review of representative
& case files of similary situated
Complaint Analysis by program participants
Civil Rights Specialist begins
Contact with State
Agency for a response
5 5 = to allegations
ays complaint is a5
outside of FNS Program Yes
Jurisdiction or requires l D4a?{s Days
referral? Case Is referred
to appropriate office
and/for agency and
No Complainant is notified
v
Acceptance Letter sent
to Complainant within & as complai
A Calendar Days submitted thru FNS
Admin. or
UsSDA Sec.?
10 Day5—>|
5 th laint Case is forwarded MNo
Dot tesomPatt™S] ess| _ioFMOS ror . .
on tgrl1e basis of age? mcdiatian (within i s
- 10 days of receipt) w | Investigation |_ prespuatl":qsit:nd —| Investigation 2
Completed Investigative Completed 4
No Report to HQ ¥ 5
State prepares Davs
- . and submits
Region issues o i
— = Decision Report
1
- Is additional - Decision Letter SRS to Region within
information required ves p| 20-day Letter sent 5D
from Complainant? to Complainant preparesand ays
- issues Final ¥+
Efi;\ge_n_cy egion Concurs an
e, Q::ﬂ/ Decision Letter is

MNo
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» Must advise the reviewed entity in writing of findings and recommendations

» Federal or State reviewer must secure information as necessary to make
the determination of compliance

* Routine reviews conducted as required by program regulations. Selection
criteria; unusual fluctuations of racial / ethnic groups in service area,
number of discrimination complaints filed against the agency, unresolved
findings from previous reviews, information from grassroots orgs., State
officials, etc ....

17
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Ensuring a hrightﬁtu.n: for every child

Noncompliance - factual finding that a Civil Rights
requirement is not being adhered to

Achieving Voluntary Compliance — if found
noncompliant, immediate steps to become compliant
must be taken

Termination / Suspension of Assistance — any action
must be limited to the agency found noncompliant and
limited to the particular program which noncompliance
was found.

18
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« The Americans with Disabilities Act (ADA) of 1990 prohibits
discrimination and ensures equal opportunity for persons with
disabilities in employment, State and local government services,

public accommodations, commercial facilities, and transportation.

19
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Title VI and its regulations require SAs, local agencies, or other sub-recipients
take reasonable steps to assure “meaningful” access to information and
services they provide. What factors should be considered to determine what
constitutes reasonable steps?

1. The number or proportion of LEP persons eligible to be served or likely to be
encountered by the program or grantee;

2. The frequency with which LEP individuals come in contact with the program;

3. The nature and importance of the program, activity, or service provided by the
program to people’s lives; and

4. The resources available to the grantee/recipient and costs.

20
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Ensuring a bnghtﬁru.re for every child

Conflict - when one or both parties are not
able to secure what they need or want and
are actively seeking their own goals.

21
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Ensuring a bngh,tﬁtu.re for every child

Causes of Conflict

* Misunderstanding

* Personality clashes

« Competition for resources

* Authority issues

» Lack of cooperation
 Differences over methods or style
* Low performance

» Value or goal differences

22
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Ensuring a bnghtﬁru.re for every child

Destructive conflict . . .

« Diverts energy from more important issues and tasks.
« Deepens differences in values.

« Polarizes groups so that cooperation is reduced.

« Destroys the morale of people or reinforces poor self-
concepts

23
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Constructive conflict . . .

* Reveals issues of importance, resulting in issue
clarification.

« Builds cohesiveness as people learn more about each
other.

« Causes reassessment by allowing for examination of
procedures or actions.

* |ncreases individual involvement.

24
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Ensuring a bngh,tﬁtu.re for every child

Conflict resolution refers to resolving the dispute to the
approval of one or both parties.

 Remain calm and approachable.

* Enter the process with an open mind.
« Don't prejudge others.

« Don't over react.

« Attack the problem, not the person and listen to understand their
concerns !

25
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Alternate Dispute Resolution (ADR)

Use of a neutral 3™ party to resolve informally a complaint of
discrimination through the use of various techniques (e.g. fact
finding, mediation, facilitating etc)

26
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* Be professional
* Be courteous
 Listen intently and take notes if needed

* Repeat back what you have been told to insure

correctness
* Follow up with corrective action if required

« Remember . . You are providing a service!

27
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