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Training Information 

 

 
 

Goal  

 

The goal of civil rights is fairness and equality of 

treatment and delivery of benefits for all 

 

 

 
 

To effectively meet the Emergency Feeding Assistance Program civil rights 

requirements, Kentucky Department of Agriculture and its site partners and 

volunteers must receive Civil Rights Training.  Each person that receives the annual 

training must sign a training verification form to be kept on file at each agency.  

 



What is the purpose of this document? 

 

• Provides comprehensive information regarding responsibilities for civil 

rights compliance in the distribution of the Emergency Feeding Assistance 

Program. (TEFAP) 

• Serves as a training and reference tool to support civil right compliance;  

• Comes directly from federal law: 

 

 

 

• Title VI – Civil Rights Act of 1964 – Race, color, national origin  

• Title VI of the Civil Rights Act of 1964, Executive Order 13166 (National 

Origin and Language) 

• Title IX – of the Education Amendments of 1972 – Sex 

• Section 504 of the Rehabilitation Act of 1073 – Disability  

• Americans with Disabilities Act of 1990 – Disability  

• Age Discrimination Act of 1975 – Age 

• Civil Rights Restoration Act of 1987- Race, color & national origin 

• Program statutes and regulations – race, color, national origin, sex, age and 

disability 

 

 

 

• Helps you better serve current Emergency Feeding Assistance Program 

(TEFAP) participants and expand access to more new participants. 

 

 

Who’s involved? 

 

• Local agency and volunteers 

• Program participants 

• Local distributing agency staff 

• State and federal officials  

 

 

Kentucky Department of Agriculture must assure compliance with the Civil 

Rights Laws and Regulations and must provide training to all Local 

Distributing Agencies and Local agencies. 

 

 

 

 

 

 

Civil Rights Laws 



1. Protected Classes: 

 

In accordance with Federal law and U.S.D.A. policy, every participant must 

receive fair and equitable treatment without regard to race, color, national 

origin, sex age, or disability.  Also, reprisal of any kind against employees or 

participants is prohibited. 

 

The protected groups include: 

 

• Race 

 

• Color 

 

• National Origin 

 

• Sex/Gender 

 

• Age 

 

• Disability  

Sites should be accessible to people with all types of disabilities: mobility, 

sight, hearing, and other. Alternate means of service delivery should be 

provided and advertised to reasonably accommodate people with 

disabilities. 

 

2. Serving Individuals with Limited English Proficiency 

 

Where a significant proportion of the eligible population needs service and 

information in a Language other than English, translation and other 

language resources are available.  Consult with Kentucky Department of 

Agriculture to discuss the best way this need can be met. 

 

       3.  Reprisal/Retaliation 

A negative action toward an individual and/or his or her family, 

associates, or employees, etc. for having engaged in prior civil rights 

activity by filling a complaint or having been a witness or provided 

other information related to an EEO complaint. (Example: A 

participant accuses a site partner of discrimination. The site partner 

tells the volunteers to watch out for this “troublemaker.” At the next 

distribution, that participant encounters an “attitude” from the 

volunteers.) 

       

 

 

 

 



4. Civil Rights/Customer Service 

 

• Treat all people with dignity and respect. 

• Display the “And Justice For All” poster and insure program access and 

awareness of rights. 

• Conduct outreach to insure that potentially eligible persons and 

households are aware of the program, and have application information 

on hand. 

• Maintain confidentiality. 

• Avoid all forms of harassment. 

• Provide accessibility for people with disabilities. 

• Provide language assistance to persons with limited English proficiency. 

       

  5. Public Notification  

 

All FNS assistance programs must include a public notification system. The 

purpose of this system is 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.  

 

A. Basic Elements of Public Notification. The public notification 

system must include the following three basic elements:  

 

1. Program Availability. Each State agency, local agency, or other sub 

recipient that distributes program benefits and services must take 

specific action to inform applicants, participants, and potentially 

eligible persons of their program rights and responsibilities and the 

steps necessary for participation.  

 

2. Complaint Information. Applicants and participants must be 

advised at the service delivery point of their right to file a complaint, 

how to file a complaint, and the complaint procedures.  

 

3. Nondiscrimination Statement. All information materials and 

sources, including Web sites, used by FNS, State agencies, local 

agencies, or other sub recipients to inform the public about FNS 

programs must contain a nondiscrimination statement. It is not 

required that the nondiscrimination statement be included on every 

page of the program information Web site. At the minimum, the 

nondiscrimination statement, or a link to it, must be included on the 

home page of the program information.  

 

 

 

 



6. Disability Accommodations  

 

• Have a plan in place (or plan to assist) 

1. Parking lot, entrances & exits, halls, elevators, rest 

rooms, etc. 

2. Sign language, interpreters, Braille signatures, service 

animals 

3. Alternative arrangements for service 

 

• Check ADA guidelines for specifics 

 

7. Conflict Resolution 

• Have a written and posted policy for dealing with unacceptable 

behavior, conflicts, and complaints 

• Try to remain calm 

• Try to explain the situation 

• Get help, especially if threats or if violence is possible 

 

8. How to File a Complaint 

 

Be aware of the bases for which civil rights complaints may be filed: race, color, 

national origin, age sex and disability. 

 

Never discourage groups or individuals from filing complaints or from voicing 

allegations of discrimination. 

 

Right to File. Any person or representative alleging discrimination based on a 

prohibited basis has the right to file a complaint within 180 days of the alleged 

discriminatory action. Only the Secretary of Agriculture may extend this time under 

special circumstances. The complainant must be advised of confidentiality and 

Privacy Act applications. The complainant and the entity that the complaint is filed 

against will be encouraged to resolve the issue at the lowest possible level and as 

expeditiously as possible.  

 

Verbal Complaints. In the event a complainant makes the allegations verbally or in 

person and refuses or is not inclined to place such allegations in writing, 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: 

a. Name, address, and telephone number or other means of contacting the 

complainant,  

b. The specific location and name of the State agency, local agency, or other 

sub recipient delivering the service or benefit,  

c. The nature of the incident or action that led the complainant to feel 

discrimination was a factor, and an example of the method of administration 



that is having a disparate effect on the public, potential eligible persons, 

applicants, or participants,  

d. The basis on which the complainant believes discrimination exists. The 

bases for nondiscrimination are race, color, national origin, age, disability or 

sex. The FSP and FDPIR also prohibit discrimination on the basis of religion 

and political beliefs,  

e. The names, telephone numbers, titles, and business or personal addresses 

of persons who may have knowledge of the alleged discriminatory action, and  

f. The date(s) during which the alleged discriminatory actions occurred or, if 

continuing, the duration of such actions. 

 

State agencies delegated the authority to process complaints will:  

1. Provide information at the program delivery site advising program 

applicants/participants of the option to file a complaint with the Secretary of 

Agriculture, FNS’ Administrator, or the State agency.  

2. Accept and acknowledge complaints filed with the State agency informing 

the complainant of the action planned or requesting additional information 

needed for clarification.  

3. Refer all age discrimination complaints to FNS Regional OCR.  

4. Gather facts that will either support or refute the complainant’s 

allegation(s), ensuring that all relevant sources of information are 

investigated. 

 
If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program 

Discrimination Complaint Form, found online at 

http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 632-9992 

to request the form. You may also write a letter containing all of the information requested in the 

form. Send your completed complaint form or letter to us by mail at U.S. Department of Agriculture, 

Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by 

fax (202) 690-7442 or email at program.intake@usda.gov. 

 

Individuals who are deaf, hard of hearing, or have speech disabilities and wish to file either an EEO 

or program complaint please contact USDA through the Federal Relay Service at (800) 877-8339 or 

(800) 845-6136 (in Spanish). 

Persons with disabilities who wish to file a program complaint, please see information above on how 

to contact us by mail directly or by email. If you require alternative means of communication for 

program information (e.g., Braille, large print, audiotape, etc.) please contact USDA's TARGET 

Center at (202) 720-2600 (voice and TDD). 

Also, please notify Kentucky Department of Agriculture if a civil rights issue or 

complaint arises: 

 

Kentucky Department of Agriculture 

Division of Food Distribution 

107 Corporate Drive  

Frankfort, KY 40601 

502-573-0282 



Compliance Reviews Techniques 

 

When a review of a local agency or other sub recipient is performed, by the State, 

the following items should be determined:  

 

(1) Whether potentially eligible persons and households have an equal 

opportunity to participate in the program,  

(2) Whether case records are coded by race or ethnic origin,  

(3) Whether offices are displaying the USDA nondiscrimination poster in a 

conspicuous location,  

(4) Whether the nondiscrimination statement is included on all printed 

materials such as applications, pamphlets, forms, or any other program 

materials distributed to the public and on Web sites; and whether graphic 

materials reflect inclusiveness based on race, color, national origin, age, sex, 

and disability,  

(5) Whether program information is being made available to potentially 

eligible persons, program applicants, and participants. Whether the local 

agency or sub recipient is providing program information to organizations 

within the community that may assist the local agency in reaching potentially 

eligible populations,  

(6) Whether actual applicant and participant racial and ethnic data are being 

collected and maintained on file for 3 years,  

(7) Whether CR complaints are being handled in accordance with 

procedures outlined in this Instruction or other regulations, policies, and 

guidance, and  

(8) Whether the local agency or other sub recipient has conducted CR 

training for its staff. 

 

A. Resolution of Noncompliance  

 

 Noncompliance: A finding of noncompliance may be the result of a routine 

management evaluation review, a special review, or an investigation. 

Noncompliance is a factual finding that any Civil Rights requirement, as 

provided by law, regulation, policy, instruction, or guidelines, is not being 

adhered to by a State agency, local agency, or other sub recipient. 

  

The following are general examples of prohibited discrimination:  

 

1. Denying an individual or household the opportunity to apply for 

FNS program benefits or services on the basis of of race, color, 

national origin, age, disability, sex, gender identity, religion, reprisal 

and, where applicable, political beliefs, marital status, familial or 

parental status, sexual orientation, or if all or part of an individual's 

income is derived from any public assistance program, or protected 

genetic information in employment or in any program or activity 



conducted or funded by the Department. (Not all prohibited bases will 

apply to all programs and/or employment activities.)  

 

2. Providing FNS program services or benefits in a disparate manner 

on the basis of race, color, national origin, age, sex, or disability, 

unless the difference is necessary to comply with nondiscrimination 

requirements, such as disability accommodations.  

 

3. Selecting members for planning and advisory bodies in such a way 

as to exclude persons from membership on the basis of race, color, 

national origin, age, sex, or disability.  

 

4. Selecting FNS program sites or facilities in a manner that denies an 

individual access to FNS program benefits, assistance, or services on 

the basis of race, color, national origin, age, sex, or disability. 

 

Data Collection and Usage 

 
The responsibility for ensuring compliance in data collection and usage rests with Local Distributing 

Agency.  In turn, the local distributing Agency can require local agencies to collect and verify data in 

certain parts of the regular distribution process. Clear directive, methods and materials for doing so 

will be provided by the Local Distributing Agency to each local agency.  Local agencies must strive 

for consistency and accuracy in verifying, collecting, and recording data and in handling all TEFAP 

business. 

 

 

The U.S. Department of Agriculture (USDA) prohibits discrimination against its 

customers, employees, and applicants for employment on the bases of race, color, 

national origin, age, disability, sex, gender identity, religion, reprisal and, where 

applicable, political beliefs, marital status, familial or parental status, sexual 

orientation, or if all or part of an individual's income is derived from any public 

assistance program, or protected genetic information in employment or in any 

program or activity conducted or funded by the Department. (Not all prohibited 

bases will apply to all programs and/or employment activities.) 

If you wish to file a Civil Rights program complaint of discrimination, complete the 

USDA Program Discrimination Complaint Form, found online at 

http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call 

(866) 632-9992 to request the form. You may also write a letter containing all of the 

information requested in the form. Send your completed complaint form or letter to 

us by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 

Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 

or email at program.intake@usda.gov. 

Individuals who are deaf, hard of hearing, or have speech disabilities and wish to 

file either an EEO or program complaint please contact USDA through the Federal 

Relay Service at (800) 877-8339 or (800) 845-6136 (in Spanish). 



Persons with disabilities who wish to file a program complaint, please see 

information above on how to contact us by mail directly or by email. If you require 

alternative means of communication for program information (e.g., Braille, large 

print, audiotape, etc.) please contact USDA's TARGET Center at (202) 720-2600 

(voice and TDD). 

USDA is an equal opportunity provider and employer. 

 

The Kentucky Department of Agriculture does not discriminate on the basis of race, 

color, religion, gender, national origin, age (over 40), sexual orientation, gender 

identity, disability, genetics, ancestry or veteran status.  Reasonable 

accommodations are provided upon request. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

I have read and understood all of the components of the 

Civil Rights training materials and will carry out the tasks 

required of me to maintain compliance in serving the 

participants of the Emergency Feeding Assistance Program 

(TEFAP). 

 

 

 

 

Signature                                                                                         Date 

 

 

 

Please Print Name 

 

 

 

Agency Name 

 

 

 

City                                                                                                   Zip Code 

 

 
The U.S. Department of Agriculture (USDA) prohibits discrimination against its customers, 

employees, and applicants for employment on the bases of race, color, national origin, age, disability, 

sex, gender identity, religion, reprisal and, where applicable, political beliefs, marital status, familial 

or parental status, sexual orientation, or if all or part of an individual's income is derived from any 

public assistance program, or protected genetic information in employment or in any program or 

activity conducted or funded by the Department. (Not all prohibited bases will apply to all programs 

and/or employment activities.) 

USDA is an equal opportunity provider and employer. 
 

The Kentucky Department of Agriculture does not discriminate on the basis of race, color, religion, gender, 

national origin, age (over 40), sexual orientation, gender identity, disability, genetics, ancestry or veteran status.  

Reasonable accommodations are provided upon request. 


