
USDA FOOD PROGRAMS 
CIVIL RIGHTS TRAINING

[Insert Local 
Agency’s name 

and logo] 

This institution is an equal opportunity provider.



USDA FNS FOOD PROGRAMS

PROGRAM
Commodity Supplemental

Food Program
[CSFP]

The Emergency Food 
Assistance Program

[TEFAP] 

Senior Farmers’ Market 
Nutrition Program 

[SFMNP]

AGE ELIGIBILITY 60 years+ Help low-income needy 
persons, including elderly 

60 years+

INCOME ELIGIBILITY 

Effective 
July 1, 2017 –
June 30, 2018  

Monthly Household Gross 
Income at or below 130%

of Federal Poverty Eligibility 
Guidelines 

Individual: $1,502 
Two-person: $2,023

Yearly Gross Income at or 
below 185% of the Federal 
Poverty Eligibility Guidelines

Individual: $25,641
Two-person: $34,540

Yearly Gross Income at or 
below 185% of the Federal 
Poverty Eligibility Guidelines

Individual: $25,641
Couple: $34,540

SERVICE AREA Statewide Statewide Statewide

Presenter
Presentation Notes
The State of Hawaii, Office of Community Services operates three United States Department of Agriculture (USDA), Food and Nutrition Service (FNS) programs.The Commodity Supplemental Food Program, or CSFP, improves the health of elderly people by providing participants with a box of nutritious USDA foods. A monthly box is estimated to weigh 32 pounds, meaning each participant is provided approximately 384 pounds of food a year.  The Emergency Food Assistance Program, or TEFAP, helps supplement the diets of low-income Americans, including elderly, at no cost through food pantries and soup kitchens. There are approximately 90 products that are distributed through this program. The Senior Farmers Market Nutrition Program (SFMNP) provides low-income seniors with eligible fresh produce through farmers markets, bulk purchase, or community-supported agriculture programs. In program year 2016, seniors were eligible to receive produce such as rambutan and dragon fruit.  



TRAINING REQUIREMENTS 

OCS Local Agency Subrecipients 

1. Executive Director 
2. Program Coordinator 

1. Frontline Staff
2. Volunteers 
3. Farmers (SFMNP only) 

Presenter
Presentation Notes
FNS requires Civil Rights Training to be provided to people involved in all levels of administration of federally funded programs. Annual training is required for those who regularly interact with program participants, including frontline staff and those who supervise frontline staff. The goal of this training is to understand and comply with civil rights related laws, regulations, and procedures to provide quality customer service and avoid potential complaints of discrimination. The Office of Community Services is responsible for training local agencies. Local agencies are responsible for training their subrecipients, including “frontline staff” and volunteers. This training is for local agency frontline staff and volunteers. 



CIVIL RIGHTS TRAINING TOPICS
1. Customer Service 
2. Public Notification 
3. Reasonable Accommodations for Persons with Disabilities
4. Language Assistance 
5. Collection and Use of Racial/Ethnic Data
6. Complaint Procedures
7. Compliance Review 

FNS Instruction 113-1: https://www.fns.usda.gov/sites/default/files/113-1.pdf

Presenter
Presentation Notes
Civil rights training is required to include these seven topics. 



1. CUSTOMER SERVICE 

Treating all people with dignity and 
respect regardless of race, color, 

national origin, sex, disability, age or 
reprisal or retaliation for prior civil 

rights activity.

Presenter
Presentation Notes
Customer Service. First and foremost, FNS’s objective is to provide quality customer service to all program participants. FNS programs prohibits discrimination on the basis of race, color, national origin, religion, sex, gender identity, sexual orientation, 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. If participants feel that they have been discriminated against, they have the right to file a complaint with the USDA. 



1.1 CUSTOMER SERVICE – TIPS

[Insert Local Agency’s 
Customer Service Philosophy] 

Presenter
Presentation Notes
Customer Service – Tips. 



2. PUBLIC NOTIFICATION 

1. Include the nondiscrimination statement on FNS and 
agency publications 

2. Prominently display “And Justice For All” poster

3. Inform eligible population of program availability or 
changes in program 

4. Provide information in alternative formats for persons 
with disabilities

5. Convey the message of equal opportunity in all 
graphics that are used to provide program-related 
material 

“And Justice For All” Poster 

Presenter
Presentation Notes
Public Notification. To provide quality customer service, program participants must be aware of their rights and program rules. FNS requires local agencies and their subrecipients to implement these five public notification actions.  These actions are necessary to inform eligible populations about applicable civil rights requirements and program rules. Please help us to comply by informing a supervisor or program coordinator if any of these requirements are not met.  



2.1 NON-DISCRIMINATION 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, sex, disability, age, or reprisal or retaliation for prior civil rights activity in 
any program or activity conducted or funded by USDA.    

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 Agency (State or local) where they applied for benefits.  
Individuals who are deaf, hard of hearing or have speech disabilities may 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 complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found 
online at: http://www.ascr.usda.gov/complaint_filing_cust.html, 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

This institution is an equal opportunity provider.

Presenter
Presentation Notes
All FNS program informational materials, including websites, must contain the full nondiscrimination statement.

mailto:program.intake@usda.gov


2.1 NON-DISCRIMINATION STATEMENT – SHORT VERSION

“This institution is an equal 
opportunity provider.”

Presenter
Presentation Notes
If the material is too small to permit the full statement, the material must, at a minimum, include the shortened version of the nondiscrimination statement. 



3. REASONABLE ACCOMMODATIONS FOR 
PERSONS WITH DISABILITIES  

1. Arranging services to 
ensure people with 
disabilities can access 
program benefits and 
locations 

2. Use of Proxy 

Presenter
Presentation Notes
Reasonable Accommodations for Persons with Disabilities. With our efforts to inform eligible populations of our programs, we want to ensure that participants can physically access their program benefits. Program facilities and distribution sites should be sufficiently staffed to provide assistance, accessible from public transportation, and in accordance with American’s with Disabilities Act requirements. Encourage participants to exercise their option to designate a proxy if they are physically unable to collect their benefits. 



4. LANGUAGE ASSISTANCE 
Limited English Proficiency (LEP)
Factors to consider: 

1. Number of LEP persons eligible to be 
served 

2. Frequency with LEP persons in 
program and services

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

4. Resources available to the local 
agency and costs 

Presenter
Presentation Notes
Language assistance. Hawaii is the “melting pot” of cultures and languages, resulting in an abundance of Limited English Proficiency, or LEP, persons. LEP persons are defined as individuals who have a limited ability to read, speak, write, or understand English. Use these four factors to determine if assistance will be applicable, and which languages will be needed to administer services. When delivering services, it is important to know who the designated bilingual staff and qualified community volunteers are to help with LEP persons are. 



5. COLLECTION AND USE OF RACIAL/ETHNIC DATA 
Application Form – CSFP & SFMNP only 
Not required for TEFAP   

Presenter
Presentation Notes
Collection and use of racial ethnic data.Local agencies are required to obtain racial and ethnic data on eligible applicants and participants for CSFP and the Senior Farmers’ Market Nutrition Program. FNS will use the data to determine how effectively programs are reaching eligible persons and identify areas where additional outreach is needed. Collection of racial and ethnic data needs to be done at the time of certification, using the application form, when participants apply for CSFP and the Seniors Farmer’s Market Nutrition Program benefits. FNS requires that all participant information collected be kept in a safe and secure location with restricted access to authorized personnel, your help is needed to ensure that this requirement is met.  



5.1 COLLECTION AND USE OF RACIAL/ETHNIC DATA 
CSFP April Data Collection: 

Participant self-declaration is the preferred 
method 
If participant does not want to share this 
information, visual observation is acceptable 

Presenter
Presentation Notes
For CSFP, racial and ethnic data are required to be collected for program participants who received a food box in April of that program year. This information is reported and submitted to FNS in July of each year. If a frontline staff or volunteer is assigned to help with the CSFP April Data Collection and encounters a participant that does not want to share their information, the frontline staff or volunteer may make a visual observation  of the participant to collect the data. 



Participant Local 
Agency OCS USDA

6. DISCRIMINATION COMPLAINTS 

Option 1  

Option 2 

Presenter
Presentation Notes
Discrimination complaints. One of the goals of this civil rights training is to prevent discrimination complaints. In the event a program participant has a complaint, the participant has two options: Go directly to USDAFile a complaint through the local agency 



6.1 FILING A COMPLAINT TO USDA

“And Justice For All” Poster 

Presenter
Presentation Notes
Option 1 allows the participant to exercise their right to file a complaint directly to USDA. Going back to the “And Justice For All” poster. Here is an explanation of the discrimination complaint procedure. In this process, either the FNS headquarters, regional, or state office of civil rights will determine how the discrimination complaint will be handled and the corrective action that must be taken. The local agency is required to inform participants of their right to file a complaint to USDA.However, please encourage participants to allow the local agency to resolve any issues at the local level first. 



6.2 COMPLAINT PROCEDURE – LOCAL AGENCY 

1. Accept complaint with an open mind 
2. Have written documentation by the complainant or person 

receiving complaint
3. Investigate 
4. Take corrective action 
5. Write a letter to the complainant with the corrective action and 

right to appeal to OCS 
6. Follow up 

Presenter
Presentation Notes
This leads to Option 2. If a program participant shares a concern regarding an incident alleging discrimination at the local level, please inform the local agency program coordinator or frontline staff/volunteer supervisor to assist the program participant. 



6.3 HANDLING COMPLAINTS

[Insert Local Agency’s 
Handling Complaint Procedures] 

Presenter
Presentation Notes




7. CIVIL RIGHTS COMPLIANCE REVIEWS
TEFAP CSFP SFMNP

On-site review of 25% 
of all local agencies 
once every 4 years 

On-site reviews of 
local agencies and all 
storage facilities once 
every 2 years 

On-site review of 10% 
of farmers and 10% 
of each outlet 
(farmers’ market, 
roadside stand and 
community supported 
agriculture programs)

Local agencies once 
every 2 years 

Presenter
Presentation Notes
Civil rights compliance reviews. The Office of Community Services is required to do monitoring for each of the FNS programs, including evaluating compliance with civil rights laws, regulations and policies. Please help to ensure that all program activities are being executed in compliance with civil rights requirements. Please inform a program coordinator/supervisor if you notice any opportunities for improvement. 



CONGRATS!
YOU’VE COMPLETED 
YOUR CIVIL RIGHTS 

TRAINING!
MAHALO! 
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