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Lesson One Review
Protected Classes Are:

 
Race
Color

National Origin
Age
Sex

Disability

Really Concentrate Now And Serve Diligently



It is important to note that your state agency is the agency
responsible for ensuring your compliance with USDA Civil

Rights guidelines and if you have questions about anything
particular to your program, you should rely on their guidance. 

This course has been created using USDA research and
resources that can be found in the materials section here as

well as the USDA FNS website.

Disclaimer



Collection & Use of Data
In an effort to make sure that the entire population in your service

area are being offered the benefits of your program, it is super
important to determine who they are. We want to make sure that

everyone, including those who are under-represented, have the option
and easy access to apply for and receive benefits. 

An auditor must be able to review your demographic information at
anytime and records should be kept for a minimum three-year period.



Common Means of Collecting Information

Ask For It!
Enrollment Forms or Free & Reduced Meal Applications or Household Surveys

Other Local Government Agencies
Health Department, Family and Children's Services or State DOE

 

Religious Organizations & Other Community Outreach
Churches, Camps, Day Cares

Census Bureau Reports



FNS believes that self-identification or self-reporting 
is the preferred method of obtaining characteristic data

Inform the applicant that demographic information 
will not be used to determine eligibility to receive benefits

Providing the information is optional

 Allow access to the information only to 
authorized individuals and agencies

Collection  Guidelines



Demographic Options
Ethnicity:

Hispanic or Latino
or 

Not Hispanic or Latino

Race:
American Indian or Alaskan Native - A person having origins in any of the original peoples of North
and South America (including Central America), and who maintains tribal affiliation or community

attachment.
 

Asian - A person having origins in any of the original peoples of the Far East, Southeast Asia, or the
Indian subcontinent, including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan,

the Philippine Islands, Thailand, and Vietnam.
 

Black or African American - A person having origins in any of the black racial groups of Africa. Terms
such as “Haitian” or “Negro” can be used in addition to ‘Black or African American.’

 
Native Hawaiian or Other Pacific Islander - A person having origins in any of the original peoples of

Hawaii, Guam, Samoa, or other Pacific Islands.
 

White - A person having origins in any of the original peoples of Europe, the Middle East, or North
Africa.



Effective Public Notification Systems

Three Basic Elements

Program Availability - What, How, When & Where

Complaint Information - Who to contact  & how
when someone feels rights have been violated

Nondiscrimination Statement - Standardized
Statement must be posted at point of service



And Justice For All
Must Be Prominently Displayed

https://www.fns.usda.gov/cr/and-justice-all-posters-guidance-and-translations



Communication Methods
Social Media

Facebook
Instagram

Twitter
Tik Tok

Newspapers
Radio Ads

District Website
Back to School Packets

Make Sure All Photos and
Graphics are Conveying A

Message of Equal Opportunity

Brochures



USDA Nondiscrimination Statement
SNAP and FDPIR State or local agencies, and their subrecipients, must post the following 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, sex, religious creed, disability, age, political beliefs, 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: How to File a

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.

 
This institution is an equal opportunity provider.

Multiple Language Translations Available at:

https://www.fns.usda.gov/cr/fns-nondiscrimination-statement



Complaint Procedures
May be verbal, written and anonymously submitted

Must Include
Name, address, and telephone number or other means of contacting them.

 
The specific location and name of the agency delivering the service or benefit.

 
The nature of the incident or action that led the complainant to feel discrimination was a factor.

 
The basis on which the complainant believes discrimination exists. Once again, the bases for

nondiscrimination are race, color, national origin, age, sex and disability. 
 

The names, telephone numbers, titles, and business or personal addresses of persons who may
have knowledge of the alleged discriminatory action.

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

duration of such actions.



USDA Civil Rights Complaint Form

English

https://www.usda.gov/sites/default/files/
documents/USDA-OASCR%20P-

Complaint-Form-0508-0002-508-11-28-
17Fax2Mail.pdf

Spanish

https://www.usda.gov/sites/default/files
/documents/USDA-OASCR%20P-

Complaint-Form-0508-0002-508-11-28-
17Fax2Mail.pdf



All complaints, regardless of the originating office, shall be processed and 
closed within 90 days of receipt. 

A decision letter will be sent to the complainant that contains: 

The name of the complainant, a review number, the date the complaint was received, a
statement of the jurisdictional authority, a statement of each allegation and applicable
regulation, if an investigation is warranted, the methodology on how the complaint was

investigated, and the conclusions. 

All decision letters to complainants will include their appeal rights to the 
Secretary of Agriculture.

Complaint Review Procedure



Thank you for joining me!
In our next lesson we will cover

 
Compliance Review Techniques
Resolution of Noncompliance 

Requirements for Disability Accomodations
Requirements for Language Assistance


