CIVIL RIGHTS
TRAINING

Child Nutrition and
Food Distribution

NORTH DAKOTA

DEPARTMENT OF
PUBLIC INSTRUCTION


Presenter Notes
Presentation Notes
Hello and welcome to the Child Nutrition and Food Distribution Civil Rights training for School Food Service.
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Child Nutrition program sponsors who receive
federal funds are required to comply with civil
rights laws.



Presenter Notes
Presentation Notes
The reason why we are here today and reviewing civil rights training, 
because Child Nutrition program sponsors who receive federal funds are required to comply with civil rights laws.

Because your sponsor (school, district, child-care facility or other institution) receives federal reimbursement for meals, you are required to follow civil rights laws.

In fact, part of the application process completed by your sponsor is the assurance or agreement that your program will operate in compliance with these civil rights laws.


PART 1
 Define Civil Rights

PART 2

* Explain who is required to have
annual civil rights training

Agenda

PART 3

* Describe the nine civil rights
requirements of sponsors



Presenter Notes
Presentation Notes
This training will define civil rights, explain who is required to have annual civil rights training, and describe the 9 civil rights requirements of sponsors.
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Civil Rights refer to the rights and
personal liberties guaranteed by
numerous laws and regulations.

« U.S. Constitution; 13t & 14t Amendments

 Title VI of the Civil Rights Act of 1964

« Section 504 of the Rehabilitation Act of 1973

« Section 508 of the Rehabilitation Act of 1973

« Age Discrimination Act of 1975

 Civil Rights Restoration Act of 1987

* Americans with Disabilities Act of 1990

* Americans with Disabilities Act Amendment Act of 2008
» Program statutes and regulations



Presenter Notes
Presentation Notes
Civil Rights refer to the rights and personal liberties guaranteed by numerous laws and regulations.  


You can see some of the most substantial Civil Rights laws on the slide.
All Civil Rights laws refer in some way to the fair and equitable treatment of people.  Many Civil Rights laws specifically name different protected classes or groups of people who are to be protected against unfair treatment. 

Potentially one of the most significant pieces of Civil Rights legislation is the Civil Rights Act of 1964 which outlawed discrimination on the basis of race, color, national origin and sex.  
Additional laws followed outlawing discrimination on the basis of age such as the Age Discrimination Act of 1975. 
Discrimination on the basis of disability was initially outlawed in 1990 with the American with Disabilities Act and was amended further in 2008.

Finally, specific program regulations describe how these laws fit into the scope of civil rights within that program; those regulations then provide more specifics and nuance.

You can contact your State Agency for more information about any these laws or program regulations.
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Fair and Equitable
Treatment

* Eliminating barriers

* Ensuring applicants and
participants understand their
rights and responsibilities

 Affording respect and dignity



Presenter Notes
Presentation Notes
When we are talking about fair and equitable treatment, this can be seen in a variety of ways.

Sometimes that means eliminating barriers or ensuring that participants know their rights

At the core of civil rights is ensuring everyone is treated with respect and dignity no matter their differences.


CNED CIVIL RIGHTS TRAINING M

Discrimination in Child Nutrition
programs is prohibited.

e Denied benefits or services

 Delayed in receiving benefits
or services

* Treated Differently

nd.gov/dpi/



Presenter Notes
Presentation Notes
So we know that Discrimination – or the unfair treatment of a person or group of persons – is strictly prohibited in Child Nutrition programs.  
Remember that discrimination could be intentional and through a specific action taken, but it could also be unintentional, through neglect, or a lack of action

So, how we know if something is potentially discriminatory? 

An actions could be discriminatory if it:

denies or delays benefits or services
or if there is different treatment because the individual or group belongs to one of the protected classes.

Some examples of possible discrimination are:

Seating girls at one table and boys at another table –
Failing to provide meal substitutions for someone with a medical need – 
Refusing to provide language services when there is a language barrier – 


Protected Classes
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Presenter Notes
Presentation Notes
Previously USDA held 6 protected classes: race, color, national origin, disability, age, and sex

With the 2025 update, additional protected classes have been added to the USDA non-discrimination statement.
However, we haven’t received official guidance on the new NDS so we will focus our attention here on the original 6 protected classes.  As always, please contact the State Agency with any questions.

Discrimination based on Race is unfair treatment because of race. USDA has 5 race categories: American Indian or Alaska Native, Asian, Black or African American, Native Hawaiian or other Pacific Islander, and White
Color discrimination happens when there is unfair treatment based on skin color.
Discrimination based on national origin is negative or unfair treatment because someone is from a particular country or part of the world. It also includes if person has an accent or speaks a different language.
Disability discrimination is unfair treatment due to a person’s real or perceived disability.
Age discrimination happens when someone is treated negatively based on age.
Finally, discrimination can also happen when someone is treated unfairly based on their sex.

Really, the big takeaway here is that Civil Rights in the Child Nutrition Program focuses on fair and equitable treatment.  Protected class or not, we want to treat people with respect and dignity.


Child Nutrition programs include:

NATIONAL SCHOOL LUNCH
PROGRAM (NSLP)

SCHOOL BREAKFAST PROGRAM (SBP)

CHILD AND ADULT CARE FOOD
PROGRAM (CACFP)

SUMMER FOOD SERVICE PROGRAM
(SFSP)

)

FRESH FRUIT AND VEGETABLE
PROGRAM (FFVP)

SPECIAL MILK PROGRAM (SMP)

AFTERSCHOOL SNACK PROGRAM
(ASP)

SEAMLESS SUMMER OPTION (SSO)


Presenter Notes
Presentation Notes
Annual Civil Rights training is required for any sponsor that participates in one of the Child Nutrition programs – you can see a list of the Child Nutrition programs available.  
You may even participate in more than 1 program, but if you participate in 1 or more of these federal programs, civil rights training is required.



Frontline staff

Program Directors and administrators

Staff who interact with program
applicants and participants

Individuals who make eligibility
determinations

Food service staff (cooks, servers,
cashiers & meal count staff)

Monitors and administrative assistants



Presenter Notes
Presentation Notes
Civil Rights training is needed for staff who are considered front-line.  That is, they have Child Nutrition program duties.

This can include a number of people:
- Program directors and administrators
- Any staff who interact with program applicants and participants (this could include administrative assistants)
- Individuals who make eligibility determinations or works with Free/Reduced meal applications
- Food service staff (cooks, and servers)
- Monitors, cashiers at Point of Service or others who are taking meal counts

However, your custodians who clean the lunchroom after meal service wouldn’t necessarily need civil rights training since their job duties do not cause them to directly interact with program participants during meal service.



Training is required
annually.

Keep documents for:

3 years plus
the current year

=

PROFESSIONAL DEVELOPMENT

School Year

A TRAINING LOG
Name of Staff Member: School District:
Required Annual Training (from July 1 to June 30" of the following year):
Food Service Director: 12 hours Kitchen Site Manager: 10 hours
Fullime Food Service Staff: 6 hours Parttime Staff (<20hr/week): 4 hour
®
DATE ";Pfﬁ} TRAINING TITLE TIME
Initial Food Safety & Sanitation — SAN Expires on
2 - Must be state approved. Valid for 5 years. 8
- Required for: Food Service Directors, Kitchen Site Managers, Lead Foodservice hours™
Waorkers (LFSW)
Food Safety & Sanitation Update — SANU Expires on 3
2 - Valid for additional 5 years. hours
- Required for: Food Service Directors, Kitchen Site Managers, LFSW
Annual Procurement Training
2 - Required for at least one staff member in the SFA
- Recommended: Food Service Director and Business Manager
3 Civil Rights Annual Training
- Required for ALL staff with Child Nutrition program duties
5 Annual Cashier's Training
- Required for ALL staff with meal counfing or serving dufies
Annual Food Allergy Training
2 - May be required in coming years, however guidance is nof available for 3¥27

- Recommended: all Food Service Staif

’Trar'm’ng Topic Key Areas are 1=Nutrition; 2=0Operations; 3=Administration, 4=Communications & Markefing

TThe Initial Food Safety and Sanitation training is a pre-requisite for Food Service Directors, Kitchen Site Managers and lead food
service workers. These hours do nof count fowards annual Professional Development hours but still need fo be documented..


Presenter Notes
Presentation Notes
Finally, civil rights training is required on an annual basis. Participating in this presentation fulfills your Civil Rights training requirement for this school year.

The Child Nutrition office usually hosts a Kitchen Counter Conversation webinar in August that provides both the annually required Civil Rights and Cashier training
The office also has a 2page Civil Rights training document on our webpage or on your school’s Production Records book that can also be used to fulfill the Civil Rights training requirement.

Staff should keep track of Civil Rights training as well as any other professional development hours on the Professional Development log or a similar one.  
Remember to keep records of staff attendance and which trainings were offered for 3 years plus the current year. 


1) EFFECTIVE PUBLIC
NOTIFICATION
SYSTEMS

2) REQUIREMENTS
FOR LANGUAGE
ASSISTANCE

3) ACCOMMODATIONS
FOR PERSONS WITH
DISABILITIES

4) COLLECTION AND
USE OF DATA

5) COMPLIANCE
REVIEW TECHNIQUES

6) RESOLUTION OF
NONCOMPLIANCE

7) COMPLAINT
PROCEDURES

8) CONFLICT
RESOLUTION

9) CUSTOMER
SERVICE

Areas

of Civil

Rights
Compliance


Presenter Notes
Presentation Notes

The final part of our training will outline each of specific civil rights areas that are required under Child Nutrition programs.

There are 9 areas of civil rights compliance, and we will review each one more in depth


EFFECTIVE PUBLIC
NOTIFICATION SYSTEMS

* Program information\
* Availability of free
meals
\ * Nondiscrimination
% statement

 Processes for filing a

NORTH DAKOTA \Complamt /

DEPARTMENT OF
PUBLIC INSTRUCTION
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Presenter Notes
Presentation Notes
The first Civil Rights requirement is for effective public notifications. All sponsors of child nutrition programs are required to annually send out a public release to inform potentially eligible persons of program eligibility, benefits and services, location of benefits, and hours of service. The public release must also: 
announce the availability of free meals,
include the nondiscrimination policy,
and notify participants on the procedures for filing a complaint.

NDDPI does this on behalf of ND sponsors through the major newspapers in the state because we want all households to know about and participate in your Child Nutrition programs.

However, your school may also want to provide a public release through your local newspaper, or perhaps local radio or TV stations.  The school newsletter is also an effective way of informing your community about the availability of free meals and the eligibility requirements..
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And Justice for All

poster

nd.gov/dpi/

USDA
sl United States Department of Agriculture

Ve .
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I n 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.
ascr.usda.gov/sites/default/files/USDA-OASCR%20P-Complaint-
Form-0508-0002-508-11-28-17Fax2Mail.pdf, 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.

sted Poster Revis:

derechos civiles del Departamento de Agricultura de los
Estados Unidos (USDA), esta institucién tiene prohibido
discriminar por motivos de raza, color, origen nacional, sexo, edad,
discapacidad, venganza o represalia por actividades realizadas
en el pasado relacionadas con los derechos civiles (no todos los
principios de prohibicion aplican a todos los programas).

Conforme ala ley federal y las politicas y regulaciones de

La informacion del programa puede estar disponible en otros
idiomas ademas del inglés. Las personas con discapacidades
que requieran medios de comunicacion alternativos para

obtener informacién sobre el programa (por ejemplo, Braille, letra
agrandada, grabacién de audio y lenguaje de sefias americano)
deben comunicarse con la agencia estatal o local responsable que
administra el programa o con el TARGET Center del USDA al (202)
720-2600 (voz y TTY) o comunicarse con el USDA a través del
Servicio Federal de Transmision de Informacién al (800) 877-8339.

Para presentar una queja por discriminacion en el programa, el

reclamante debe completar un formulario AD-3027, Formulario de

queja por discriminacion del programa del USDA, que se puede

obtener en linea, en https://www.ascr.usda.gov/sites/default/files/
DA-OASCR%20P-Complaint-Form- -0002-508-11-28~

17Fax2Mail.pdf, en cualquier oficina del USDA, llamando al (866)

632-9992, 0 escribiendo una carta dirigida al USDA. La carta

debe contener el nombre, la direccién y el nimero de teléfono

del reclamante, y una descripcion escrita de la supuesta accién

discriminatoria con suficiente detalle para informar al Subsecretario

de Derechos Civiles (ASCR, por sus siglas en inglés) sobre la

naturaleza y la fecha de la presunta violacién de los derechos

civiles. La carta o el formulario AD-3027 completado debe enviarse

al USDA por medio de:

correo postal:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW

Washington, D.C. 20250-9410; o

fax:
(833) 256-1665 0" (202) 690-7442;

correo electrénico:
program.intake@usda.gov.

Esta institucion ofrece igualdad de oportunidades.



Presenter Notes
Presentation Notes
In addition to public notification requirements, sponsors are required to prominently display the USDA “And Justice For All” poster in a public location, i.e. forward facing not in the back in the kitchen.

If your program has more than one site, a poster must be displayed at each location. The poster must also be displayed at your administrative office if it is at a different location than the meal service site.

The “And Justice for All” poster is one of the primary methods to inform customers of their rights. This poster includes the USDA’s nondiscrimination statement which lists the USDA contact information for filing a complaint.  There will be a new poster at some point in time, but we haven’t received an updated timeframe on that.  For now, the most current poster shows the USDA building in green.

The poster is in both English and Spanish, the two most common languages in the United States. USDA also has the NDS translated into 49 languages.  

Please reach out to your State Agency for additional posters if needed or if you would like a translated NDS to include in addition to English and Spanish already on the poster.




USDA
Nondiscrimination
Statement

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, religion, sex, disability, age, marital
status, family/parental status, income derived from a public assistance program, political
beliefs, or reprisal or retaliation for prior civil rights activity, in any program or activity
conducted or funded by USDA (not all bases apply to all programs). Remedies and complaint
filing deadlines vary by program or incident.

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 State or local Agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information
may be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a 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 (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,
Mail Stop 9410, Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email:
program.intake@usda.gov.

“This institution is an equal
opportunity provider,
employer, and lender”



Presenter Notes
Presentation Notes
This is the 2025 USDA Non-discrimination Statement.  The Non-discrimination statement also needs to be included in all forms of communication available to the public regarding the child nutrition programs.  This is the updated 2025 version but we are still waiting on the official guidance for this update.  For now, you can wait to update your forms but once guidance is released, you will need to update all your program documents.  Paragraph one of the Non-discrimination Statement lists the protected classes that we discussed earlier.  Paragraph 2 discusses the need to provide alternative forms of communications such as Braille or languages other than English.  Finally, Paragraph 3 outlines the Civil Rights complaint procedure and contact information for USDA.

You may see other Non-discrimination Statements on your school’s website, perhaps related to educational materials.  However, for School Nutrition Programs, the USDA Non-discrimination statement is the correct one that needs to be included on all print and non-print materials that are considered vital to program access and participation. Text must be no smaller than the text of the document as a whole.

Some examples of documents that require the full Non-discrimination Statement include:

Free and Reduced Meal applications
Income eligibility forms and notices
Other notices which impact benefits and accessibility, 
Program Informational materials provided to the public, 
Don’t forget about websites or other non-print resources like a school nutrition specific newsletters – these also require the complete nondiscrimination statement

The last line of the Non-discrimination Statement “This institution is an equal opportunity provider, employer, and lender” can be used instead of the full Non-discrimination Statement on program information such as posters, fliers, or menus with program information such as pricing or hours.  You can use the shortened version on those.

Otherwise, you need to use the full version of the nondiscrimination statement whenever possible and to include it on all program documents.



REQUIREMENTS FOR

LANGUAGE ASSISTANCE

REQUIREMENTS FOR
LANGUAGE ASSISTANCE

Individuals with Limited English Proficiency
are those who have a primary language other
than English, and whose ability to read,
speak, write, or understand English is limited.

Language Services:

- Free

- Reasonable
- Competent
- Qualified
- Accurate

- Effective



Presenter Notes
Presentation Notes
In addition to alternative formats like Braille for people with a visual impairment or disability, program information may also need to be available in languages other than English.

This would be for individuals who are Limited English Proficient – that is their ability to read, speak, write, or understand English is limited or not sufficient.

Most language assistance will come in the form of interpretation and translation.  Interpretation is communication from one language to another in an oral or spoken format.  Translation is this same; communication from one language to another but in the written format.  Depending on your program needs, you may need to provide interpretation only, translation only, or a mix of both language services.

Language services must be free to the household, and language assistance should be competent so, interpreters and translators need to be qualified.  This is to ensure that the communication is accurate and effective.

Not providing language services could prevent access to federally funded programs and may be a form of discrimination on the basis of national origin.  That doesn’t mean that every sponsor needs interpreters on staff 24/7 or that all documents need to be translated into 100s of different languages.  This is where that ‘reasonable’ keyword comes into effect.



Four Factor
Analysis

NUMBER OR PROPORTION

How many persons with LEP are in your area?

FREQUENCY

How frequently do LEP persons contact your
program?

IMPORTANCE

How important is the program, activity,
service, or information?

RESOURCES & COST

What resources are available, and what do
they cost?



Presenter Notes
Presentation Notes
Determining reasonable language services is based on evaluating 4 different factors.

number, frequency, importance, and resources


Programs with a high number of LEP individuals in their area will need more significant language services available, while programs with fewer LEP individuals will need less.

The more often your program has contact with a particular language group, the more likely that language services will be needed.  Keep in mind, that LEP persons might not be contacting your program or organization because of the language barrier.  If you are in an area with a high number of LEP individuals but don’t have much contact, consider offering language services because you may see the frequency of contact increase once community members know you offer language assistance for them.

In terms of importance, some programs, information or documents are more critical for accessing services than others.  The more important a program, service or document is, the more likely that language services are needed.  Program information, applications and instructions, consent forms or notices of rights are all examples of documents that are more likely to need language services.  For example, providing access to translated applications for free and reduced-price meals is much more critically important for program access than translating a flyer for students to volunteer in the school garden.

Finally, you do also want to consider the resources available to you and their associated costs.
Keep in mind that a shortage of resources or high anticipated costs does not eliminate the requirement to provide language services if the other factors indicate that language services should be offered..





Translated meal applications

‘ ‘I Speak” language ID card
' Training bilingual staff/community members

Over the phone or video Interpreters

La“guage Translated documents
Resoul‘ces Sharing materials and services
0 Free A.l. translation tools

RESOURCES & OF

N

CIVIL RIGHTS

For more information about Limited English Proficiency and links T
to these and other resources, please check out the CNFD website. | wsssres

Information



Presenter Notes
Presentation Notes
There is no “one-size-fits-all” solution to determine language service needs.  Depending on your area, you may even find that a mix of language services is needed.

Two resources in particular should be mentioned with reference to Child Nutrition programs – USDA’s translated free and reduced meal application and their “I Speak” language identification card.

USDA has translated the Free and Reduced Meal application, parent letter, and instructions for completing the application in 49 languages.  USDA also has translated benefit determination notices and verification notices.  These documents are all critical for program access.

The USDA “I Speak” document helps an LEP person identify their language so staff can appropriately use language services such as requesting the correct language for interpretation.  Posting this flyer in a prominent location at entrances or by a main reception area not only helps facilitate identifying the language needed, and it also communicates that there are language services are available.

There are many other language service resources available.  Consider using bilingual staff or community members or contracting an interpreting and/or translation provider.  As you start out, consider sharing materials with others and collaborating with others in your area with a similar need to share the cost.

Free translation tools should be used with caution or not at all for vital or high-stakes communications.  While these tool are free, they are prone to errors. Such an error could prevent program access for the LEP individual.  Depending on the circumstances, these tools can be appropriate for low-stakes communication needs

Once last reminder: it is not the responsibility of the LEP person to provide an interpreter, and children or minors should never be used as interpreters for their parents.
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Major bodily functions bodily functions
» Circulatory

 Respiratory
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Presenter Notes
Presentation Notes
As mentioned before, one of the Civil Rights requirements is to provide accommodations to persons with disabilities.

The Americans with Disabilities Act (ADA) Amendments Act of 2008 made important changes to the meaning and interpretation of the term “disability” under the ADA and under Section 504 of the Rehabilitation Act of 1973. 

Under the definition, a disability is ‘a physical or mental impairment that substantially limits one or more major life activities, including the operation of major bodily functions’.  Major Life Activities include activities such as ‘walking, seeing, hearing, and eating’, and major bodily functions involve systems such as the ‘circulatory, respiratory, and digestive systems’

This is not an all-inclusive list and whether a physical or mental impairment represents a disability must be determined on a case-by-case basis.


The goal with providing reasonable modifications is to allow people with disabilities an opportunity to participate in the benefit or service in a way that is equitable to how ALL participants participate. 
For example, a reasonable accommodation for a participant with a physical disability would be to ensure physical access to programs and services, such as providing ramps or elevator access or push buttons for doors.





accommodations
REQUIRED FOR DO WE NEED A SIGNED
DARTICIPANTS WITH MEDICAL STATEMENT?
DISABILITIES

Within Meal Pattern — No
QOutside of Meal Pattern — YES!



Presenter Notes
Presentation Notes

Oftentimes, for Child Nutrition programs, the main accommodation that sponsors must address is meal modifications.


Meal modifications and substitutions for participants with a disability are required.  For modification that can be made while following the meal pattern, simply document the need and make the required modification.  An example of this would be if a participant had a pineapple allergy.  Instead of serving pineapple to that student, peaches can be served instead. This still meets the meal pattern requirement for fruit.

However, for modifications that cannot be met within the meal pattern, a signed Medical Statement must be provided for that modified meal to be considered reimbursable.
An example of this would be if a participant could not process gluten.  This disability prevents the sponsor from meeting the grains requirements in the meal pattern and so, a medical statement would be needed.




Medical
Statements

CONTACT CNFD FOR
A TEMPLATE FORM

WHAT NEEDS TO BE INCLUDED
ON THE MEDICAL STATEMENT

Information about the physical
or mental disability

What must be done to
accommodate

Foods to be omitted
Foods to be substituted

Signature of a medical
professional
Licensed physicians,
Physician’s assistants
Nurse practitioners
Registered dietitians



Presenter Notes
Presentation Notes
Make sure that the medical statements provide sufficient information about the physical or mental disability and how it affects the person’s ability to fully participate in the Child Nutrition program.
It should explain what must be done to make accommodations, including the foods that need to be omitted and foods that can be substituted in place.

The form should be signed by a licensed medical professional. This includes licensed physicians, physician’s assistants, nurse practitioners, and registered dieticians who oversee the participant's medical care.

The Medical Statement allows a non-creditable meal to be considered reimbursable.  However, it may take some time for a family to get a signed medical statement.  Remember to provide the necessary accommodations for the student even while waiting for the signed Medical statement.  Usually, you can get the Medical Statement before needing to submit a meal claim.  In that case, those meals are reimbursable.  If not, contact the parents or guardians with a reminder, and continue to make the necessary accommodations for the participant with a disability.

Finally, there is a template Medical Statement available on the CNFD website.  Or you can contact your State Agency directly




Dietary
preferences

 CULTURAL

* FAITH-BASED
 ETHICAL/MORAL
 TASTE

SPONSORS ARE STRONGLY
ENCOURAGED TO MEET
DIETARY PREFERENCES FOR
PARTICIPANTS WITH NON-

DISABILI

Y REQUESTS.



Presenter Notes
Presentation Notes
For accommodation requests that are for non-disability reasons, these are considered dietary preferences.  Any accommodations for dietary preferences must be made within the meal pattern because it is not associated with a disability.  Sponsors are strongly encouraged to meet dietary preference requests if possible.  It is recommended to develop a policy to ensure that all substitution requests are handled in a similar and equitable manner.

An example of a non-disability dietary preference would be to offer chicken and pork tacos because some participants cannot eat pork for religious reasons.  Another example, would be if a parent requested a vegetarian meal for their child.  Sponsors are still able to meet the meal pattern requirements so making accommodations for dietary preferences is considered a part of good customer service.
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COLLECTION OF RACIAL/ETHNIC DATA

NORTH DAKOTA DEPARTMENT OF PUBLIC INSTRUCTION
CHILD NUTRITION AND FOOD DISTRIBUTION PROGRAMS
[{Rev. B/25) TEAMS{tocls/SNPCollection of Racial-Ethnic Data

Retfain in School Files

Civil Rights instructions require programs to maintain racial/ethnic information on file for all free and reduced-
price meal applicants. This information is to reflect the racial/ethnic background of those children and must be
maintained an file for three (3) years. If racial/ethnic background is not indicated, source the information from
enrollment records.

Free/Reduced-price/Denied meal applicants fall into the following racial or ethnic identities: (indicate the
actual number of students in each category rather than the number of applications):

Ethnic Identity:

Hispanic or Lafino Mot Hispanic or Lating

Racial Identity (select one or more, as needed):

Asian American Indisn or Alasks Mative Black or African American
Mative Hawsiian or Other Pacific Islander White Other
Persan completing this form Date

Spensor compliance with the Civil Rights Act will be checked during State Agency reviews. The followi
will be checked:

data collection procedure for free and reduced-price meals
whether denied applications are disproportionately composed of minority applications
whether there is a need for bilingual materials

whether a civil rights poster is displayed

whether program materials contain the nondiscrimination statement

whether admission procedures are restrictive

whether meals are served without regard to race, color, national origin, age, sex, or disability
whether procedure is used to determine and process civil rights complaints

NN A W=

A check will also be made to ensure information is provided to the public upon request.

The information on the complaint must include the agency or individual toward which the complaint is directed
and an indication of what the possible violation is. The complaints may be anonymous. If possible, try to get
the name, address, and phone number of complainant; the specified location and name of the entity delivering
the program services; names, titles, and addresses of any people who may have knowledge of the action; and
date or dates the action occurred.

For sponsors, civil rights compliance includes determining the minority makeup of the applicants. This must be
done for all applications whether free, reduced-price, or denied.

Distributing program information through brochures, public service announcements on radio or television or
advertisements in the local newspapers are ways to ensure that the minerity population is being served.

?

COLLECTION AND
USE OF DATA

# for beneficiaries

compared to

# of total enrollees


Presenter Notes
Presentation Notes
The forth area of Civil Rights training describes the requirement of sponsors to obtain data by ethnic and race category.

The sponsor should collect with information for potentially eligible populations in their program service area, as well as actual applicants and participants in Child Nutrition programs.
You’ll use the free and reduced meal application for this. 

The purpose of collecting this data to see how effectively Child Nutrition programs are reaching eligible people and to identify where additional outreach may be needed for your community.
Data collected is used only for statistical purposes and has no effect on the eligibility determination for the child nutrition programs.
This data is also completely voluntary – participants do not need to provide this data to be eligible for services.


Any data with personal information about your students is also protected under different privacy laws so you want to make sure that the data collected is stored in a secure or confidential manner.  

You must retain the data collection files for three years plus the current year.



SELF-IDENTIFICATION
& SELF-REPORTING

How to collect racial .+ Free and Reduced meal
and ethnic data? applications

» Registration databases

e School enrollment
iInformation

e State census data



Presenter Notes
Presentation Notes

When collecting racial and ethic data on program participants, USDA regulations state that ‘respect for individual dignity should guide the process and methods for collecting data on race and ethnicity.”
With that in mind, visual identification is not an allowable method.  We want program participants to self-identify and report that information themselves.

This is most often down at student enrollment, and each year, when free and reduced meal applications are completed. The parent or guardian can choose to supply their racial and ethnic information.




Race

e o « American Indian or
Etthlty Alaska Native

* Asian
* Hispanic or Latino

* Not Hispanic or Latino

e Black or African American

 Native Hawaiian or other
Pacific Islander

« White



Presenter Notes
Presentation Notes
Racial and Ethnic information is collected in a 2 question format and ethnicity should be asked first.  


There are currently two recognized categories documenting ethnicity: Hispanic or Latino and Non-Hispanic or Latino.  Participants should select one or the other.

The categories for documenting race include:

American Indian or Alaska Native,
Asian,
Black or African American,
Native Hawaiian or other Pacific Islander, and
White.

Participants may identify in multiple race categories and may select as many race categories as they identify with.
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U.S. DEPARTMENT OF AGRICULTURE
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DEPA RTME NT OF
PUBLIC INSTRUCTION

COMPLIANCE REVIEW
TECHNIQUES

Administrative Review Checklist:

[

Sponsors

[}

Facilities/Sites

O Nondiscrimination statement

O And Justice for All poster

O Complaint Procedures

 Racial and Ethnic data

O Program information available/LEP needs

O Modifications for persons with disabllities


Presenter Notes
Presentation Notes
So now you may be wondering, how do I know if I am meeting the Civil Rights Requirements?

Several types of compliance reviews are conducted to make sure that Civil Rights requirements are met.  For example: your Civil Rights compliance is reviewed during your application to participate in Child Nutrition programs, and it is also part of the routine Administrative Reviews that are conducted by the State.  USDA also conducts regular civil rights reviews, can conduct special compliance reviews as needed, and leads investigations into Civil Rights complaints.

Finally, if you as a sponsor have multiple facilities or sites, you also need to assess civil rights compliance when you complete your monitoring reviews at the local level.  CNFD has a Multi-site Monitoring worksheet to assist in your local review of your own Child Nutrition programs.  If you are just one site, we still recommend that you complete this form as well, but it is not required.

When the NDDPI conducts Administrative reviews of Child Nutrition program sponsors, some of the Civil Rights-related items include:
- Checking to see if program documents have the current nondiscrimination statement
- Checking for the And Justice For All poster displayed in a public location
- Determining if sponsors make participants aware of the Civil Rights Complaint Procedure and checking to see if any CR complaints have been logged and sent on to NDDPI or USDA
- Reviewing the sponsors racial and ethnic data collection for participants
- Determining availability of program information and potential need for language services
- and finally, reviewing documentation of meal modifications for people with disabilities
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RESOLUTION of
NONCOMPLIANCE

Civil Rights: [s the most recent “And Justice for All' poster visible in a public location?

Breakfast

Lunch

Yes

¥as

Do program materials, including the district website, include the most current USDA nondiscrimination statement?

Have site staff completed Civil Rights fraining for the Child Mutrition programs this year? Date:

Were all meals served regardless of race, color, national origin, sex, age, disability, or reprisal?

O

O
O
O

Do Limited English Proficient families have access to translated Program documents, including meal applications? 1

For meal modifications that fall outside of the meal patiern due to a food intolerance or disability, 15 a signed

medical statement on file?

O

OO0 0004

O OO0 00 4d
1 1 I Y B

zeneral Observable Areas Corrective Action Plan: For any “No™ answers from abaove, ideniify how the area will be brought info compliancs.

Date Corrective Action(s)
will be implemented by:

and by whom:

Follow-up Visit Date: {Adust be within
45 days if corrective action is reguired.)

Was corrective action
implemented and successful in
resolving identified issues?

Breakfast

Lunch

Yias

Mo

MN/A

Yes

Mo

MNfA



Presenter Notes
Presentation Notes
If noncompliance is determined during a review or during one of your own local assessments – if you answer ‘no’ to something on that Monitoring worksheet for example 

You are required to develop a corrective action plan.

So you have identified the issue by answering ‘no’, and now you will develop the steps needed to correct that issue of non-compliance.

It can be as simple as identifying that your site does not have the current And Justice for All poster displayed and so your corrective action plan then you request one from the Child Nutrition office and post it on the wall in your cafeteria so students can see it.

It could also be more complex such as needing to create or revise a procedure for documenting and tracking meal modifications for students with food allergies or other food related disabilities.

After creating the corrective action plan, you also need to complete a follow-up review within 45 days. This is to ensure that the area of non-compliance has been corrected and continues to be implemented.

If noncompliance is identified during a state administrative review, your reviewer will assist with determining those appropriate steps to bring your program back into compliance.


180 COMPLAINT
days PROCEDURES

to file the complaint

"

1) Provide a copy of the Nondiscrimination Statement

3

business

days

to submit a received
complaint

2) Help document the complaint if needed
3) Submit the complaint to NDDPI-CNFD or USDA if it
is left with you
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Presenter Notes
Presentation Notes
Despite your best efforts, someone may still want to file a complaint that their civil rights have been violated.  And remember that this is a complaint of discrimination on the basis of one of the protected classes such as race, disability, or sex.  This is not a complaint that the lasagna had too much marinara sauce in it.

Complaints may be written down or verbally spoken to staff, and they may even be anonymous so staff need to have access to the complaint procedure and know how to address a complaint if it occurs.  You should never discourage anyone from making a Civil Rights Complaint.  And you also do not want to try to resolve the complaint yourself.  Instead, you want to follow this procedure if you do receive a civil rights complaint.

It is unlikely that the person will exactly say “My civil rights have been violated” so you need to watch out for complaints that revolve around unfair or negative treatment and around the protected classes.
Provide them with the non-discrimination statement.  That 3rd paragraph provides the customer with all the needed details for them to submit a complaint if they wish.  Explain that information to them and that they have 180 days from the alleged incident to file a civil rights complaint with USDA.
The person can either document the complaint themselves, or if asked, you are required to assist with documenting the complaint and potentially submitting it.
Know where the civil rights complaint form is located 
The customer should write or describe the details of the complaint
If the customer leaves the complaint with you, you must report the complaint
Know who your Civil Rights Complaint officer is
Log the Complaint in the school’s permanent file and keep for 3 years plus the current school year
File the complaint with NDDPI-CNFD or USDA within 3 business days~



What to include:

« Name and contact information
of the person making the
complaint

« Name and location of the
sponsor

« Name of people involved

 Date & time or duration

 Description of what happened

« Basis of discrimination

AD-3027 OMB Control No: 0508-0002
Expiration Date: 09/30/2027

U.S. Department of Agriculture
USDA Program Discrimination Complaint Form

Complainant Information

First name Middle Initial ‘ Last Mame

Mailing Address (Include Full City, State and Zip Code)

Primary Phone Number

Alternate Phone Number ‘ Email

Best way to reach you: | [ Mail | Phone L Email [ Other

If you have difficulty understanding the English language, you may request language assistance services by calling
BB6-632-9992. Assistance will be available for individuals who are not proficient in English. Persons with disabilities who
require alternative means of communication (e.g., braille, large print, American Sign Language) should contact the
responsible State or local Agency that administers the program or contact the United States Department of Agriculture
(USDA) through the Federal Telecommunications Relay Service at 711 (voice TTY).

Representative Information

Do you have a representative? C Yes [I'No | Do you have written authorization from representative?
If so, please attach. O Yes 1 No
First name Last Name

Mailing address (Include Full City. State and Zip Code)

Phone Email

Complaint Information
(attach addifional pages and supporting documentation as needed)

1. Provide the name of the program you applied for (if known/applicable).

2. Select the USDA agency that conducts the program or provides Federal financial assistance for the program.
| Agricultural Marketing Service, AMS
| Foreign Agricultural Service, FAS/Trade and Foreign Agricultural Affairs, TFAA
| Food and Mutrition Service, FNS
1| Forest Service, FS
| Farm Service Agency, FSA
| National Institute of Food and Agriculture, NIFA
| Matural Resources Conservation Service, NRCS
| Rural Development, RD

= Other 1 Unknown
3. Date of recent alleged discrimination 4. Location and/or address of the office where discrimination occurred
(mmidd/yyyy)

believe discriminated against you? Include the name(s) of person(s) involved in the alleged
(if known).



Presenter Notes
Presentation Notes
Civil Rights complaints should include relevant details:
- Name, address and contact information of the person making the complaint (unless they wish to remain anonymous)
- The name and location of the sponsor
- Details of the alleged discrimination incident – such as day and time of the event or duration of the alleged discrimination, who was involved with names if possible, any other people who may be witnesses and their contact information if possible
- The basis of discrimination (which protected class was treated unfairly, for example: discrimination of the basis of age or race)

On the slide you will see a picture of the form AD-3027.  This is the complaint form that is linked in the nondiscrimination statement.  It is 5 pages long, 2 pages for describing the complaint, and 3 pages of instructions or legal information that is required to be on the form.  

Keep in mind, Complaints do not need to be submitted on this form for them to be valid and requiring submission.  Our office also has a 1-page template available which some schools use as it helps document all the important details.  Complaints can also be submitted just on paper or over the phone. Having a form ready for use will help capture as much information as possible.

Finally, it is USDA’s job to investigate and resolve any Civil Rights complaints.  Your responsibility is to help document and file the complaint if needed, and to assist USDA in their investigation at their request.  

Remember to keep all information related to the complaint confidential, and keep in mind that is also against the non-discrimination statement to treat someone differently because they have filed a complaint.  
Retaliation is also one of the protected classes.
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De-escalation

Techniques
Active listening
Showing empathy
“I" statements
Stick to the Facts

Manage
emotions

Ask for
suggestions

Solution-focused

CONFLICT RESOLUTION

Prevention
is Key!

- Assess the serving line,

cafeteria, or application process
- Collaborate on a solution
- Follow-up


Presenter Notes
Presentation Notes
As we said earlier, a person’s right to submit a complaint should never be prevented.  Fortunately, many complaints can be prevented or reduced with conflict resolution techniques and good customer service.

Prevention a complaint from happening in the first place is key:
- Assess the serving line or cafeteria, or even the application process – make sure no one is being singled out or given potentially unfair or different treatment
- Take appropriate steps and work together if you have identified an issue
- Follow up – in a week, in a month, or routinely, make sure that the new processes are still being followed

You can see a list of conflict resolution techniques to the side.  These can be useful techniques whether you are addressing a concern to your team or responding to someone’s else’s complaint

Active listening can be one of the most beneficial techniques to practice – for really any situation where conflict may arise.  During conflicts, most people want to feel heard and understood from their point of view.

“I statements” can be useful phrases to practice. It allowed you to express what you’ve heard  both the frustrated customer’s perspective and the potential negative impact
For e.g. “I understand that you’re frustrated that you can’t have two slices of pizza for lunch. It is hard to learn if you’re feeling hungry.”

Next, propose a solution. You could also ask the other person for their idea as a way to show that you are interested in what they have to say.

For e.g. “A second slice of pizza is available for purchase if you are still hungry. You can also take as many fresh vegetables as you want to build a big salad; the vegetables will help you feel full longer.”

During conflict, it is important to manage your own emotions, even if the other person is showing their frustration. Sticking to the facts and using those “I statement” can help you stay calm yourself.
And it is always a good idea to practice the classics: take a deep breathe before responding or count to three. These are classic techniques for a reason!





CUSTOMER
SERVICE

» Respectful

« Helpful

* Enthusiastic

* Proactive

* Accommodating
* Responsive
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Presenter Notes
Presentation Notes
The last section of our civil rights training is talking about customer service.

Our customers in school nutrition are our students, and by extension, their parents and families.

In many was, good customer service is about making your customers feel good.
Maya Angelo said it best “I’ve learned that people will forget what you said, people will forget what you did, but people will never forget how you made them feel”.

You want to make the students who come to eat with you feel their very best, so they can be ready to learn and take on their school day.
Be that first smile they see, or the first hello they hear.
Remember to watch your nonverbal communication too  that could be the tone of your voice, the expression on your face, or your body language.

We all take pride in our school; let’s make sure we are doing the same for the cafeteria.
- This could be the care you take in cleaning spills, hanging food and nutrition posters, or anything else that you do to create an environment where students feel safe and calm

Finally, be on the look out during meal service for students who may need some extra assistance or care.
- Maybe this is a younger students who needs reminders to hold their tray with 2 hands, or a scowling student who needs a good morning with their name
- It could also be your students with meal modifications, making sure that they receive their meal safely or answering those parent questions about the meals and modification requests
- Maybe a student has forgotten their lunch number (again), or needs a quiet reminder about their lunch account balance funds running low.

Customer service in the Child Nutrition programs is about ensuring that every child has equitable, welcoming access to meals– no matter who they are or what their circumstances are. 

And the way that we bring this to life is through how we interact with students and parents each and every day  treating everyone in the same respectful and helpful manner.




Presenter Notes
Presentation Notes
Thank you for watching this webinar about Civil Rights in the Child Nutrition programs. 
If you have any questions about this material or are interested in the resources discussed, please call or email the Child Nutrition and Food Distribution Office.

mailto:dpicnfd@nd.gov

oo PROFESSIONAL DEVELOPMENT  {“School vear |
TRAINING LOG E E

'T(aim'ng Topic Key Areas are 1=Nutrifion; 2=0perations; 3=Administration; 4=Communications & Marketing

1'The Initial Food Safety and Sanitation training is a pre-requisite for Food Service Directors, Kitchen Site Managers and lead food
senvice workers. These hours do not count fowards annual Frofessional Development hours but still need to be documented..


Presenter Notes
Presentation Notes
Of course, remember to log the completion of this webinar on your current year’s Professional Development Log since Civil rights Training is an annual training requirement.

Thank you again for watching!


)

USDA Nondiscrimination Statement

In accordance with federal civil rights law and USDA civil rights regulations and policies, the USDA, its agencies, offices, employees, and
institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin,
religion, sex, disability, age, marital status, family/parental status, income derived from a public assistance program, political beliefs, or
reprisal or retaliation for prior civil rights activity, in any program or activity conducted or funded by USDA (not all bases apply to all
programs). Remedies and complaint filing deadlines vary by program or incident.

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 state or local agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may be made available in languages other
than English.

To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form, AD-3027, found online at How
to File a 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 (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, Mail Stop 9410,
Washington, D.C. 20250-9410;

2.Fax: (202) 690-7442; or

3.Email: program.intake@usda.gov

This institution is an equal opportunity provider, employer, and lender.


https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov
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