


Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent use of outdated content.



Nntended Audience

The content in this training is intended for
professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of
ADE

Opjectives

At the end of this training, attendees should be able
to:

e understand the basic policy and regulation
regarding complaints of discrimination under the
USDA,;

e follow procedures to file a complaint within the
correct timeline;

e file a written or verbal complaint; and

e direct the complaint to the appropriate recipient.
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The instruction within this How -To Guide is based on guidance
from the ENS Instruction 113 - 1.

It Is recommended to review the information in FNS 113 -1,
iIncluding Appendix E, for additional help with understanding
guidance Iin this instruction.



https://fns-prod.azureedge.us/sites/default/files/113-1.pdf
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SECTION 1 CIVIL RIGHTS POLICY

-ntorcing Civi
Rignts Regulation

"USDA disallows discrimination in all its programs
and activities.

The Food and Nutrition Service (FNS) Is
administered by USDA and oversees the
enforcement of the prohibition against
discrimination to protect customers and employees
within the various Child Nutrition Programs (CNPs).

FNS prohibits discrimination based on race, color,
national origin, age, disability, sex (including gender
Identity and sexual orientation), religion, political
beliefs, reprisal, or because an individual's income is
derived from any public assistance program."

The Rignt to File

When one has experienced a situation where
possible discrimination has occurred, all
Individuals involved have the right and are
encouraged to file and report it through a
complaint letter.

Individuals have 180 days from the date of the
Incident to report and file a complaint.

e |If the incident occurred more than 180 days
ago, the individual could request a waiver
and will be required to explain why the
complaint was not filed sooner in the
complaint letter.






SECTION 2 FILING A CIVIL RIGHTS COMPLAINT

FNS INSTRUCTION 113-1
AFPENDIX E

The purpose of this form is to assist you in filimg a complaint with the [insert name of agency or
organization]. You are not required to use this form; a letter with the same information is

Reporting S

sufficient. However, the information requested in the items marked with a star (*) must be
provided, whether or not the form is used.

1 State your name and address:

Discrimination -

Telephone MNo.: Home: () Work: )

SAM I L E Co M I LAI N I I o R M 2 *Person(s) discriminated against, if different from abowve:

MName:

Avddress:

FNS has created a Sample Complaint Form
that can be found in FNS 113-1 Appendix E. |
This form is intended to assist individuals in ——
properly filing a complaint. b

Telephone No.: Home: () Work: [ )

* Agency and depariment or program that diseriminated:

Telephone No: ()

Although this formm may be used, it is hot
required and a letter with the required
iInformation will be accepted.

If a complaint is made in person and the
complainant refuses to make a formal
complaint in writing, the person who took
the complaint is required to write up the
complaint for the complainant.



SECTION 2 FILING A CIVIL RIGHTS COMPLAINT

Written Complaints

WHEN FILING A COMPLAINT, THE FOLLOWING
MUST BE INCLUDED:

@ NAME OF PERSON BEING DISCRIMINATED AGAINST

NAME OF AGENCY AND DEPARTMENT OR PROGRAM
THAT ALLEGEDLY DISCRIMINATED

TYPE OF DISCRIMINATION (NON-EMPLOYMENT OR
EMPLOYMENT)

@ BASIS OF DISCRIMINATION (RACE, COLOR,

NATIONAL ORIGIN, SEX, INCLUDING GENDER
IDENTITY AND SEXUAL ORIENTATION, RELIGION,
AGE, DISABILITY)

DATES OF ALLEGED DISCRIMINATION (TO THE BEST
@ RECOLLECTION)

DETAIL OF WHAT HAPPENED (INCLUDING THE
BELIEF OF WHY THE INCIDENT HAPPENED AND WHO
WAS INVOLVED)



SECTION 2 FILING A CIVIL RIGHTS COMPLAINT

Types of
iscrimination

NON-EMPLOYMENT

Is discrimination that occurs during the
delivery of services or while being denied
As explained in the previous slide, the type services.
of discrimination must be included in the
complaint letter.

EMPLOYMENT

Is discrimination of a job applicant or

Types include either Non-employment or employee by the department or agency.
Employment.



SECTION 2 FILING A CIVIL RIGHTS COMPLAINT

Quliz Time

How many days after an incident does an individual have
to submit a complaint?

A 180 Days
B 45 Days
C 30 Days
D

90 Days

13



SECTION 2 FILING A CIVIL RIGHTS COMPLAINT 14

Quliz Time

How many days after an incident does an individual have
to submit a complaint?

( A )80 Days The individual has 180 days to
submit a complaint from the day of
B 45 Days the alleged incident. A waiver may
be requested for complaints that
C 30 Days were not submitted within the 180-
day deadline.
D 90 Days

f)



SECTION 2 FILING A CIVIL RIGHTS COMPLAINT

Quliz Time

Is the statement below a non-employment or
employment discrimination complaint?

An individual’s application for a cafeteria
manager position at Rock Road Elementary
School was denied because of their race or
color.

A Non-employment

B Employment

Is the statement below a hon-employment or
employment discrimination complaint?

A family applying for meal benefits through a
household application at Rock Road
Elementary School was denied because of
their race or color.

A Non-employment

B Employment

f)



SECTION 2 FILING A CIVIL RIGHTS COMPLAINT

Quliz Time

Is the statement below a hon-employment or
employment discrimination complaint?

An individual’s application for a cafeteria
manager position at Rock Road Elementary
School was denied because of their race or
color.

A Non-employment

< B ED\ponment

The individual in this statement was allegedly
discriminated against by the department based
on their race or color and, therefore this type of
complaint would be employment.

Is the statement below a non-employment
or employment discrimination complaint?

A family applying for meal benefits through
a household application at Rock Road
Elementary School was denied because of
their race or color.

< A N)n-employment

B Employment

The family in this statement was allegedly
discriminated against because they were f)
denied services based on their race or

color, and therefore this type of complaint

would be hon-employment.



SECTION 2 FILING A CIVIL RIGHTS COMPLAINT

supmitting the
CQ At p ‘ A \ mt TO FILE THE COMPLAINT
WITH ADE

Email the complaint to

Once the Sample Complaint Form or the written ContactHNS@azed.gov.

complaint has been completed, the individual

has the option to either send this into the

Arizona Department of Education (ADE) who will TO FILE THE COMPLAINT

then forward the complaint to FNS, or it can be WITH FNS

sent directly to FNS. Mail the complaint to:
Office of Civil Rights, 1400 Independence
Avenue, S.\W.,

Washington, D.C. 20250-9410
or call (800) 795-3272.



- CONTACT US



https://www.azed.gov/hns

Congratulations

You have completed the Online Course:
How to File a Civil Rights Complaint

Information to include when documenting this
training for Professional Standards:

Training Title:
How to File a Civil
Rights Complaint

Key Area: 3000 — Administration
Learning Code: 3420
Length: 15 minutes

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



CertiTicate

Requesting a training certificate
Please click the button to complete a brief

survey about this online training. Once the
survey is complete, you will be able to print your .4/

certificate of completion from Survey Monkey.

Information to include when documenting this training for Professional Standards:

Training Title: Key Area: 3000 - Administration
How to File a Civil

. . L ing Code: 3420
Rights Complaint earning Lode

Length: 15 minutes

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides

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
iInformation (e.g., Braille, large print, audiotape, American Sign Language, etc.) should
contact the responsible Agency or USDA's TARGET Center at (202) 720-2600 (voice and TTY)
or contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information 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,
Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

USDA Is an equal opportunity provider, employer, and lender.


https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov

