
The purpose of this training is to inform, educate, and support all staff on:

•Rights and responsibilities as administrators of a Child Nutrition Program;

•General USDA Civil Rights requirements; and

•Resources and information available to assist staff in carrying out their Civil Rights 
responsibilities
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FNS Instruction 113-1 is the USDA policy and guidance for all CNP programs to 
ensure compliance with and enforcement of the prohibition against discrimination in 
all nutrition programs and activities, whether federally funded in whole or not.
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Civil Rights Requirements direct sponsors on the proper procedures to follow so 
that benefits of Child Nutrition Programs are made available to all eligible 
participants in an non-discriminatory manner.  

All sponsors receiving Federal monies must implement the Civil Rights 
Requirements to be eligible for the program.
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All participants must be treated in the same manner (i.e. seating arrangements, 
services and facilities, assignment of eating periods).

Examples of discrimination in a CN program:

•Students whose language is Spanish are required to sit at a “Spanish-speaking” 
table for meals

Leftovers at the end of the meal service are only offered to the boys•Leftovers at the end of the meal service are only offered to the boys

•Selectively distributing outreach materials

•Requiring parents to provide infant formula and food for infants
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The And Justice for All Poster must be placed  in a public area where participants 
and potential participants have ready access. Example: all cafeterias, entrance to 
facilities, or main offices

The “And Justice For All” poster contains Civil Rights complaint procedures.  

The poster can be obtained from Angela Barnes at abarnes@doe.in.gov.  
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The following statement is appropriate for all areas of compliance regarding civil 
rights.  Sponsors need to include this statement in all printed communication when 
referring to the provision of  Child Nutrition Programs. 

If the material is less than a page, the minimum statement may be used, in print 
size no smaller than the text.
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It is not required that the nondiscrimination statement be included on every page of 
the program information Website. The nondiscrimination statement, or a link to it, 
must be included on the home page of the program information.
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Racial/Ethnic data is used to determine how effectively your program is reaching 
potentially eligible children and where outreach may be needed.  

Sponsors are to collect racial and ethnic data annually and maintain the data on file 
for three years, plus the current year.       

IDOE may require to see this information at any time.  Additionally, IDOE will review 
the racial and ethnic data during administrative reviews.  
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Sponsors must collect and record Racial and Ethnic Data for all participants at all 
sites on an annual basis.  An important point to make is that it is optional for 
households to provide you with racial and ethnic information, however, it is a 
requirement for sponsors to collect and maintain Racial and Ethnic data on an 
annual basis.  

Racial and Ethnic Data Collection is a two–step process.  Separate categories will 
be used when collecting and reporting Race and Ethnicity of participants.  You may 
collect this information either from enrollment records, actual attendance, 
Free/Reduced Priced Meal Application, or student data system.
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Sponsors are required to collect information annually on the above form these forms 
can found on the Civil Rights Requirement website. 

Record number of potentially eligible beneficiaries by the USDA racial-ethnic 
categories for the area served by each institution. Use the most current census 
data. 

Collect actual participant data by racial-ethnic data for each site.  Visual 
identification may be used to determine a participant’s racial-ethnic category or 
parents/guardians may be asked to identify this information.    
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Step One – Ethnic information will be determined.  For each participant, determine if 
they are Hispanic or Latino.  Or Not Hispanic or Latino. 
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The second step is this two step format is to determine one or more racial 
designations.  Participants may be considered in one or more of these categories.  

Racial and Ethnic data may be collected on the Free and Reduced-Priced Meal 
Application or can be collected using a visual identification method.  When using 
visual method, review the category definitions and make the determination to the 
best of your ability.  

If you refer to pages 18 and 19 of the Food and Nutrition 113-1 Instruction on the 
Civil Rights Requirements website you will see a definition and descriptive listing of 
the cultural groups that may be included under each racial category listed on this 
slide.

13



If the participant is not disabled, the sponsor may make food substitutions at their 
discretion.
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Sponsors must have a method for assisting families who need help when inquiring 
about available services and who need assistance to fill out the meal applications to 
apply for program benefits.  Examples of providing assistance include the 
availability of a staff member at your site who can interpret information for non-
English speaking household members.  Another example is to have foreign 
language meal applications available if needed. Providing assistance to complete 
the applications is also required.  The interpreter does not need to be a food service 
staff employee but does need to keep the information that they become aware ofstaff employee, but does need to keep the information that they become aware of 
confidential.
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If and when your center/school is faced with a civil rights complaint there are some 
procedures to keep in mind to be in compliance with the regulations.
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Civil rights violations are tied to the six protected classes listed on this slide.  The 
protected classes that are specific t o Child Nutrition Programs are Race, Color, 
National Origin, Sex, Age and Disability.

A person can allege that discrimination has occurred and file a discrimination 
complaint because  they feel that they were denied benefits, OR they received 
delayed benefits, OR they received benefits in a disparate manner due to being a 
member of one or more of the protected classes listed above.
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It is a basic right for a person to file a complaint; however, there is a time limit for 
filing the complaint.  It is very important to document all conversations and 
information that might be pertinent to a possible civil rights complaint because the 
person who wishes to file a complaint may report as late as 6 months after the date 
of the alleged occurrence.
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This slide outlines important information that you need to obtain for a verbal 
complaint.

*Name of person with complaint and contact information

*Name of the facility/department where the alleged discrimination took place

*What happened

*Which right was violated

*Witnesses

*Date the discriminatory action occurred
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These are the steps to follow to assure that the complaint is received, recorded and 
handled correctly.
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All staff involved with Child Nutrition Program functions must receive annual 
training on Civil Rights Requirements.

This Civil Rights training will cover the following compliance areas mentioned on this 
slide.
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