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Goals of  Civil Rights
◦ To ensure equal treatment for all applicants 

and beneficiaries

◦ To understand rights and responsibilities

◦ To eliminate illegal barriers that prevent or 
deter people from receiving benefits

◦ To ensure dignity and respect for all



Overview of  important terminologies will be defined.

Agenda 

Data collection, public notification, complaint procedures, compliance 
reviews, resolution of  non-compliance, reasonable accommodations, 
language assistance, conflict resolution & customer service.

Where did our current laws originate from?

Requirements for when and where the non-discrimination statement 
must be used.

We will go through some possible scenarios that you could 
encounter.

Definitions

Background

Scenarios

Civil Rights 
Components

Non-
discrimination 

Statement



◦ The act of  distinguishing one 
person or group of  persons 
from others, either 
intentionally, by neglect, or by 
the effect of  actions or lack of  
actions based on their 
protected bases. 

◦ Example: Sites cannot require 
that parents bring in special 
formulas or foods.

What is discrimination?



What are Civil Rights?

Non-political rights of  a citizen

The rights of  personal liberty guaranteed to 
U.S. citizens by the 13th and 14th amendments 

to the U.S. Constitution and the acts of  
Congress

All of  the above
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◦ A physical or mental 
impairment that substantially 
limits one or more of  an 
individual’s major life activities, 
having a record of  such 
impairment, or being regarded 
as having such an impairment.

Disability



Types of  Disability Discrimination

Discrimination because of the disability 
• Denying benefits or opportunity to participate 
• Segregating individuals with disabilities
• Aiding, perpetuating or contracting with others that discriminate 

Failure to provide a reasonable modification 

Ineffective Communication 

Inaccessible Facilities 



Reasonable Modifications
A change or alteration in policies, practices, and/or procedures to 
accommodate a disability 

 Duty to negotiate over modification. This means simply saying “no” is almost 
never appropriate. 

 Providing appropriate modifications is the primary objective, not ferreting out 
whether the participant has a disability or abusing the process 

 On a case-by-case basis



Reasonable Modifications: Key Considerations

Consider costs/resources, and the participant’s age and ability 

“Stereotypes” regarding certain conditions or individuals can never 
drive decisions. Decisions must be based on facts. 

Meal accommodations do not need to mirror the meal or meal item 
substituted. 

“Lifestyle” choices (e.g. vegetarian) are not considered disabilities and 
need not be accommodated unless related to an underlying disability



Protected Class

Any person or group of  people who 
have characteristics for which 

discrimination is prohibited based on a 
law, regulation or executive order. 



Protected Classes for the Child 
Nutrition Programs Include:

ColorRace

National 
Origin Age

DisabilitySex



Background: Title VI Civil Rights Act 
of  1964

◦ Title VI of  the Civil Rights 
Act of  1964 states that “no 
person in the United States 
shall be discriminated against 
on the grounds of  race, 
color or national origin, be 
excluded from participation 
in, be denied the benefits of, 
or be subjected to 
discrimination under any 
program or activity.”



Background: The Age Discrimination 
Act of  1975
◦ The Age Discrimination 

Act of  1975 provides that:

No person in the United States 
shall, on the basis of  age, be 
excluded from participation in, be 
denied the benefits of, or be 
subjected to discrimination under, 
any program or activity receiving 
Federal financial assistance.



Background: IX of  the Education 
Amendments of  1972

◦ Title IX of  the Education 
Amendments of  1972 
states:

No person in the United States 
shall, on the basis of  sex, be 
excluded from the participation in, 
be denied the benefits of, or be 
subjected to discrimination under 
any educational program or 
activity receiving Federal financial 
assistance.



Background: Section 504 of  the 
Rehabilitation Act of  1973 & The 
Americans with Disabilities Act of  1990

◦ Both Section 504 of  the Rehabilitation 
Act of  1973 and the Americans with 
Disabilities Act of  1990 prohibit 
discrimination based on a disability.

◦ The Americans with Disabilities Act 
of  1990 extended the requirements to 
all services, programs and activities of  
State and local governments and 
prohibits discrimination based on a 
disability in other public services.



Training Requirements

Resolution of  Non-Compliance

Processing Civil Rights Complaints

Compliance Reviews

Outreach & Education

Public Notification

Data Collection & Analysis

Assurances

Civil Rights Training Components 



Contractual Agreements in which a 
state agency, local agency, or the 
sub recipient legally agrees to 
administer Food and Nutrition 
Services (FNS) programs in 
accordance with all laws, 
regulations, instructions, policies 
and guidance related to 
nondiscrimination.

Your assurance to comply with civil 
rights requirements is in your 
Permanent Agreement agreed to 
each year in your application.

◦ Compliance with these 
requirements is verified 
through compiling data, 
maintaining records and 
submitting required reports. 

Assurances



• Self- identification is the preferred method for collecting racial & 
ethnic data.
◦ Ex. the household eligibility application requests this information, but is 

not required to be provided.

• Alternatively – if  an applicant/participant does not self-identify 
then staff  can make an observation of  race & ethnicity.  
◦ Rationale: discrimination if  often based on perception and others would 

probably have a similar perception to the person doing the data collection.

Sites need to establish a system to collect racial and ethnic data.

Data Collection & Reporting



It is recommended to collect ethnicity first and race second.

Data Collection & Reporting

Race Categories: 

American Indian or Alaskan Native
Asian

Black or African American
Native Hawaiian or Other Pacific 

Islander
White

Ethnicity Categories:

Hispanic or Latino
Non-Hispanic or Latino

How long do I have to keep the data?
• Three years plus the current year. 

• Data should be kept secure and confidential.



II. Data Collection and Reporting

Site Review Form (ISBE 67-42)



• The information that is collected should be compiled and 
compared to data that shows the make up of  your area of  the 
state.  

• We provide you with data from your county on your program 
application approval letter each year.

• The data that you 
collect should be 
compared to this county 
data annually.

What do I need to do with the information that I collect?

Data Collection & Reporting



Data Collection & Reporting
Why do I have to collect & compare this data?

The data is used to determine how effectively 
your program is reaching potentially eligible 
children and where outreach may be needed.

For example: if you find that 40% of your 
county is Asian but only 3% of applicants for 
the meal programs are Asian than that is an 
indicator that perhaps more outreach is needed 
to the Asian population.  A solution may be that 
you need to have the Household Eligibility 
Application available in different languages in 
order to meet the needs of your student 
population.



Nondiscrimination 
Statement

Complaint Info

Program Availability

Public Notification: 
Purpose: to inform applicants, participants and potentially eligible persons 
of  the program availability, program rights and responsibilities, the policy 
of  nondiscrimination and the procedure for filing a complaint.



◦ All feedings sites must provide 
information to eligible participants in the 
appropriate language concerning the 
availability and nutritional benefits of  the 
Summer meals program (SFSP). 

◦ The public announcement must be 
provided to the local news media. 

Must have info on:

◦ Program Availability

◦ Complaint information

◦ Non-discrimination statement or link

◦ Location, times

◦ The Illinois State Board of  Education 
submits a statewide public 
announcement on behalf  of  all 
participating sponsors annually. 

Local agencies:

◦ Brochures/fliers

◦ Letters

◦ Internet/website

◦ Local media

Public Notification System



Non-Discrimination Statement



The non-discrimination 
statement must be included on 
all materials that mention the 
USDA programs (including 
websites).  However, you do not 
need to include the statement 
on your menus. 

There is a shortened statement 
that can be used in rare cases.  
This shorted version can not be 
used just because it will not fit 
on the document, you must 
determine who the audience is 
and if  the full statement is 
needed.

Outreach & Education



Why is Outreach & 
Education 
Important?

Outreach & Education

Reach as many 
eligibles as 

possible

Ensure 
Program 
Access

Pay 
attention to 

under-
represented

groups

Ensure 
appropriate

resources are 
available



This poster must be prominently displayed 
and visible to program applicants & 
participants.  They must be posted in all 
administrative offices and eating areas.

Posters are available free of  charge from the 
Illinois State Board of  Education Nutrition 
& Wellness Programs Division upon 
request.

Send all requests to cnp@isbe.net and 
include the name of  the sponsor requesting 
the poster, the address to mail it to and the 
number of  requested posters.

Outreach & Education
And Justice for All Poster

mailto:cnp@isbe.net


• Definition:
◦ Individuals who do not speak English as their primary language and have a 

limited ability to read, speak, write or understand English.
◦ Recipients of  Federal financial assistance have a responsibility to take 

reasonable steps to ensure meaningful access to their programs and 
activities by persons with LEP.

Limited English Proficiency (LEP)



◦ Frequency of  contact in 
the programs.
◦ --Opportunities for outreach

◦ Importance of  the service 
provided by the programs

◦ Resources available to the 
recipient/costs

◦ Number or proportion of  LEP persons in the eligible service 
population.
◦ --The greater the number, the higher the need

Limited English Proficiency (LEP)
Reasonable Steps



School Nutrition Programs, such as CACFP and SFSP, have 
English & Spanish Household Eligibility Applications (HEA) 
available on their websites along with a link to the HEA in 
additional languages on the USDA webpage. 
Further information on LEP is available at www.LEP.gov

Limited English Proficiency (LEP)
Resources

http://www.lep.gov/


◦ Pre-Award 
Reviews:
◦ Take place before 

the sponsor is 
approved for 
operation.  This 
would be for new 
applicants to our 
programs.

◦ Post-Award 
Reviews:
◦ Take place after a 

sponsor is approved 
for operation.  An 
example would be 
during an 
Administrative 
Review.

◦ Special Reviews:
◦ Take place after a 

site has been 
approved due to a 
complaint, data 
collection or as 
follow-up to 
previous non-
compliance. 

Compliance Reviews
Compliance reviews are used to determine that the applicant or recipient of  

federal financial assistance is in compliance with civil rights requirements.



Where Can Civil Rights Complaints 
be Given?
Complainants may choose to:
◦Contact USDA directly or 
◦Contact the State Agency directly, or
◦Notify the SFA or Institution of  their complaint

SFAs and Institutions must forward all 
discrimination complaints received regarding Child 
Nutrition Programs to their State Agency within 5 

working days

34



Who would I refer someone to at the 
USDA if  they wish to file a complaint:
◦ The And Justice for All poster provides the following information on where Civil Rights 

Complaints can be sent: 

To file a program complaint of  discrimination, complete the USDA Program Discrimination 
Complaint FormPDF Document, (AD-3027) found online at https://www.ascr.usda.gov/how-file-
program-discrimination-complaint, 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 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.

Individuals who are deaf, hard of  hearing or have speech disabilities may contact USDA through the 
Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish).



All complaints alleging 
discrimination on the basis of  race, 
color, national origin, age, sex, or 
disability, either written or verbal, 
must be processed within the time 
frames established by 
Departmental regulations and 
agreements.  

◦ If  a school receives a civil 
rights complaint - All 
complaints written or verbal 
must be forwarded to the 
appropriate regional or Office 
of  Civil Rights Director.  

◦ Contact the state agency and 
we will be happy to assist you. 

◦ Phone: 800/545-7892

◦ Email: cnp@isbe.net

Complaints to the State Agency or School

A sample complaint form is available on the ISBE Civil Rights webpage at:
http://www.isbe.net/nutrition/htmls/civil_rights.htm 



◦ Develop a reporting method and train site staff  on the importance of  processing civil rights 
complaints in a timely manner.  

◦ Have a “go to” person who knows the process

◦ Complaints can be written on a form or presented verbally to site staff.

◦ Site staff  should put in writing all verbal complaints and details surrounding the event as 
quickly as possible.

◦ Complaints MUST be filed within 180 days of  incident

◦ Best to file as soon as possible after incident.

◦ Once complaint at USDA, letter issued within five days.

Complaint Process





Non-Compliance
◦ A factual finding that any 

Civil Rights requirement, as 
provided by law, regulation, 
policy, instruction, or 
guidelines is not being 
adhered to.

◦ There are no “minor” or 
“major” categories of  
noncompliance. All instances 
of  non-compliance are 
considered equally.



• Non-compliance: a finding of  noncompliance may be the result of  
a routine review, a special review or an investigation.  
Noncompliance is a factual finding that any CR requirement, as 
provided by law, regulation, policy, instruction or guidelines, is not 
being adhered to.

• Achieving Voluntary Compliance: once noncompliance is 
determined, steps must be taken immediately to obtain voluntary 
compliance.

• Termination or Suspension of  Assistance: as a last resort, if  
voluntary compliance is not completed within the allotted time 
period termination or suspension of  assistance may result. 

Resolution of  Non-Compliance



Conflict 
Resolution

USDA encourages the resolution 
of  complaints at the lowest 
possible level and as quickly as 
possible.

Create a written code of  conduct 
and post it with your policy for 
dealing with unacceptable 
behavior and conflict.

Use alternative dispute 
resolution (ADR) techniques.



Conflict Resolution Skills

Use

Use a win/win 
approach and 
solve the 
conflict as 
partners rather 
than 
opponents.

Transform

Transform 
problems into 
creative 
opportunities.

Develop
Develop 
communication 
tools to build 
rapport and use 
listening to 
clarify 
understanding.

Apply

Apply 
strategies to 
attack the 
problem and 
not the 
person.

Plan

Plan and apply 
effective 
strategies to 
reach 
agreement.



• All participants must be treated in the same manner:
•✓ seating arrangements
•✓ serving lines
•✓ services and facilities
•✓ assignment of  eating periods
•✓ methods of  selection for application approval processes

Customer Service



◦ Annual training is required for all 
“frontline staff ”.

◦ Frontline Staff  include those who 
interact with program applicants or 
participants and those who supervise 
frontline staff.

◦ This training module can be used to 
meet this annual training requirement.

Civil Rights Training Requirements



Civil Rights Training

USDA

State 
Agency

Local Agencies

Frontline Staff



• Training of  Frontline Staff  is required on an annual basis. 

• Resources that are available to help you meet that requirement:

◦ This slideshow presentation
◦ Civil Rights brochure
◦ Review of  the USDA’s Instruction 113-1 (Civil Rights Compliance & 

Enforcement)

*** Ensure that you document the date, what resources were utilized and who 
completed the annual training.  Sample documentation forms are available under 
our Civil Rights Requirements link on our SFSP resource page. 

Civil Rights Training





1. What are the six federally protected 
classes under USDA Requirements?



1) What are the six federally protected classes under USDA 
Requirements?

Race Color National 
Origin

Age Sex Disability



Next year at their annual civil rights 
training 

Whenever someone has time to train 
her 

It should be a part of  her new staff  
member orientation

1) A sponsor scheduled and held its annual Civil Rights training for 
frontline staff  on May 13th. On June 15th a new site worker named 
Tina begins working at a feeding site. 

When should Tina receive her first training on Civil Rights? 
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Whenever someone has time to train 
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member orientation

1) ) A sponsor scheduled and held its annual Civil Rights training 
for frontline staff  on May 13th. On June 15th a new site worker 
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When should Tina receive her first training on Civil Rights? 



Educational information or materials may be needed 
in other languages.

Provide outreach to other programs in the area 
which serves the Hispanic population.

Such as partnering with social service agencies and 
working with neighborhood groups.

Any and all the above.

2) Scenario #1 
Through your data collection procedures, you recognized that even though the community is 
composed of  a large Hispanic population (40 percent), only 2 percent of  Hispanics are receiving 
meal benefits. 

What outreach efforts could you take to increase Hispanic program participation? 
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Race

Age

Sex

Both B & C

2) On occasion, you will have leftovers at the close of  lunch and will 
offer them to the older boys in the group. 

Is this practice discriminatory and if  so on what basis? 



Race

Age

Sex

Both B & C

2) On occasion, you will have leftovers at the close of  lunch and will 
offer them to the older boys in the group. 

Is this practice discriminatory and if  so on what basis? 



3) Which of  the following staff  would be 
required to receive annual civil rights 
training?

Just Summer Sponsors

Just Site Supervisors

Cook/server

Children who receive a meal



3) Which of  the following staff  would be 
required to receive annual civil rights 
training?
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Just Site Supervisors

Cook/server

Children who receive a meal



4) Who can someone file a civil rights 
complaint with?

The School

The State Agency

The USDA

All the Above



4) Who can someone file a civil rights 
complaint with?

The school

The State Agency

The USDA



Yes

No

5) Can a site seat all children that speak the same language at the 
same table? For ex. have all children that speak Russian sit 
together at the same table and all students that speak Vietnamese 
at a different table.



Yes

No. Segregating or separating children who share 
particular characteristics into groups would be 

considered a civil rights issue and discrimination based 
on the protected class of  national origin.

5) Can a site seat all children that speak the same language at the 
same table? For ex. have all students that speak Russian sit 
together at the same table and all students that speak Vietnamese 
at a different table.

NOTE: Be careful of implied segregation, such as seating all boys or girls at separate 
tables.  This is a questionable practice unless it is done for disciplinary or other 
legitimate reasons.



The application is incomplete – return it 
to the household to complete that 

section of  the application.

Leave that section of  the application 
blank – you don’t need that information.

Have staff  complete that section based 
on a visual observation.

6) A family does not want to identify their race or ethnic background on 
the Household Eligibility Application.  What should the staff  do?
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Amy Bianco, Abianco@isbe.net or
Megan Kuchar, Mkuchar@isbe.net

Illinois State Board of Education
Nutrition Programs Division

800/545-7892 or 217/782-2491
www.isbe.net/nutrition

http://www.isbe.net/nutrition
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