


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training library to prevent use of outdated content.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.




The instruction within this How -To Guide is based on guidance
from Title VI of the Civil Rights Act of 1964, Title IX of the
Education Amendments of 1972, Section 504 of the
Rehabilitation Act of 1973, Americans with Disabilities Act (ADA)
of 1990, ADA Amendments Act of 2008, Age Discrimination Act
of 1975, Civil Rights Restoration Act of 1987, 7 CFR 15,7 CFR 16, 28
CFR 35,28 CFR 36, 28 CFR 42, and USDA Departmental
Regulations, FNS Program Regulations.

It is recommended to review the information from the
resources above for additional help with understanding
guidance In this instruction.
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SECTION 1 CIVIL RIGHTS POLICY

-nrtorcing Civil Rignts
Regulation

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
iIncident.

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

AD-3027 OMB Control No; 03080002

° Expiration Diate: 09302027
U.S. Department of Agriculture
USDA Program Discrimination Complaint Form

Complainant Information
First name Middie Initial | Last Mame

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

Primary Phone Mumber | Alarnate Phone Numbes I Email

[ ] [ ) [ ] [ ]
Beast way to reach you (A1) Phona Email Oithasr
If you have difficulty undersianding the English language, you may request language assistance services by caling
BEE-632-5092. Assistance will be available for individuals who are not proficient in English. Parsons 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 of contact the United States Department of Agriculture
(USDA) through the Federal Telecommunications Relay Service at 711 (voice TTY).

Ropreseniative Information

Do you have a representative? Y5 Mo | Do you have writtén authorization from representativa?
SAMPLE COMPLAINT FORM e = e
First name Last Nama

Mailing addrass (Include Full City, State and Zip Coda)

Phone Emad

FNS has created a Sample Complaint Form e

1. Prowide the name of the prograrm you applied for (if knownfapplicable)

that can be found here. This form is intended T o PO o e o e S o

Foraign Agricultural Service, FAS/Trade and Foreign Agriculiural Affairs, TFAA
Food and Nutrition Service, FNS

to assist individuals in properly filing a e

Mational Institute of Food and Agniculture, NIFA

Matural Resources Consenvation Sendce, NRCS

complaint. e

3. Date of recent allaged discrimination 4. Location andior address of the office whare discrimination occumed
(mrmiddiyyyy)

5. Who do you believe discriminated against you? Include the name(s) of person(s) involved in the alleged

Although this form may be used, it is hot sactmoal o
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.


https://www.usda.gov/sites/default/files/documents/ad-3027.pdf

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

D



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 nhon-employment.



SECTION 2 FILING A CIVIL RIGHTS COMPLAINT

Suomitting the
Complaint

Once the Sample Complaint Form or the written
complaint has been completed, the individual
has the option to either send this into the
Arizona Department of Education (ADE) who will
then forward the complaint to FNS, or it can be
sent directly to FNS.

TO FILE THE COMPLAINT
WITH ADE

Submit the complaint to:
https://helpdeskexternal.azed.gov/

TO FILE THE COMPLAINT
WITH FNS

Mail the complaint to:

Office of Civil Rights, 1400 Independence
Avenue, S.\W.,

Washington, D.C. 20250-9410

or call (800) 795-3272.


http://link.hns.azed.gov/ls/click?upn=u001.7mGshMxIaEiVQIsoPhvu6D-2BIspWCabZi6OktiAjnDlmg77h7JkkJYXCxXewUt6bH8bynbdm5RkmDohhSiPylRmDYV-2BfOYpYwebMEax6gt3S8EFT3lhtQoqza-2FQjF8I58p61AYOV73ltCFb1vjxezS-2BIjzyYWiDYCz7jpinDATAGyM7RzASYc875q6yKEsU-2F0qk6jtuEnLaUWdvmmqlPIggB0mPwcL4334CFhVY3tCUVvvLIXy44YRLyLWSMNok6wAMrSCvaxf4gera0JEmVqEBuOEF-2Bc4CtcovH1IHfyLO69vWUmcVyZJ4-2BIbs6yECAN9NkV02Hlm5-2FHqDMWvf1wBHKqr9hLnM-2FfpwolX64y0-2FsFK29dhXq-2BUHrFnnhCpDmAzFEDi56YU0oRWry8A-2BQ36-2Bpcrz7gcVCkLRvy-2FkLBhqSISVzCn16E8IEmkNOxF3uiNJLPgkGmHFan8u5YV6z3bH5HkJKBxmYegKv4aKwtH64z-2FjLWxTR1jzikk5VX7BZxNOSg6771oYamdN-2Ff-2B24iUbxFVqxSYggYm-2FFegkl1UpEiZuDLn5ygHRZPbueaYDXaAdHv8NSfdmkukanCzc1dH79lMkq-2BI7Zx8vRsT9YWYM55zRcCq0ZmzF5SJCU-2Fn0-2FZ7UxOyJXH7wMgmmjDPO60p7NPNIgoCp6gJkhDJl6pi95vduEwbe9hC7AEGIAiffo-2FyrFCIvUPbyAwNBL0vXqTTrCFpLwFBywWZJpl8TOiNZDGNL73oUat9KOtZCWnNo0AWs7A3DIhNYkmT9OtZ1INWOBv1YJ-2Fz04Ye7kWnBQXvsiNfAfYxSXd2aL71E1dKX45pMkySjWEpAFfiz8ZaL0uKF6CSly6h4qjUAq-2BCfX9VFfAf9aLDko22HIa9MuX4d9r3CkD-2BA08fM6sSznkD82-2FUQ3WrOfYsEbbn0G43zdP5ySn4DzKFGkp2OVajo0D0Es8sanvqOT3lA4i-2F1z7mPZ1rg14-2BrHL0xxWRnuoTSeL97bnV2ZR3s7sikycfMywHT42YTp8RPxuGEZqxz-2B-2B2pvdAkU-2Bvkih3iOGpDiTk-2Bf63lYOx-2BfqqEEqqrxVVjdx3jTque4jSg6JDztmwD7IBL0qWwx5-2BerfGRSkZZ6YjPjXQdfXd-2BJNmdChJbFGE8CbjdpiFWjbLU-2BOYkYXRE72PWMzTUc8fes1-2FZW-2B3k86e9V200VH8nAhVXw5UDbb5TAsfP-2Fyu2f25oW4eCaNqB8JxsXH8q6qBd9i4ZvPViQk4CRYeMc4Hj4mi51gSP7nhf9A00QsI1G9f6YH3qHEJmyytNFA9q1gQg4Z4CcUT2sOjDfcpB51sOZvQu0lbMG-2BLXuPlDuhrsSYLVPwJYzpK2615dsyjPlaYu1eC1wZrikpifjh1p53wvsnMoiIY3M21DNX1-2FdaavrYHVp8Xyz3gnaJmbcmdqc7-2BM08enRdcSIKieZ49Kc9H3-2BVUNbA-2FNPRaW4KLwB8Mud-2BOOq6IjCTyHwIgQioz-2FhewV-2F9TgkZcxQbh6iV7bdQM7U2L8ONYwcMrO0IZAwWU3ZLYZNSNLYLAHwIV80xAwk8JW9w0BRiEjD2DC-2BeR94-2FBpZkve7VHyFNPPpYfGxtZjtQBqPrdqR-2BL84U-2F2LDBYCgIckRbsmrCgLwS6GQXeafg5xpF1xrfJ9zy6vdpyNy2rPVsu93g-2Fyxm5nfZd7g8g-3D-3DcEHW_VhpTxxuXcu4PIle2t6fOTViIc7xgnzRrzLGo7kAjtoswzrp1YoMVSODCIuCqR01w7nGxiZXpoiaAa05ZkCoh1UyhHLlvi3HX2oz2oLHXZM8vVD46Td76Tv2-2B1JVstKGlCoGo2jSkgOtkweKk0ql-2F9Ln9W0lbU-2BL5ZcunEw5cY-2FPdLpyG0Okwu0H-2Bj3V8qgGUIvfaZ14oFvKTGJcFx25KKV-2FB6eumesC2MvC07B4x-2F4xmX5XCvzeqSrYXNQtnVkypzlqtjArU7kIcb78EYjs0jYrJj1LStRgRkihtf63Vwhbptup-2BhNKgjiD4LAFrFMxTKHL-2FppTYuDLGkHc7fTXOzTc-2BgT8gsrMGp4VSzS8-2Bpe5XsdAUbv4Chw5tmNcLTs1F7xnfMMt6q4LTfZrZn1Laf0bvwggwC0V8L0wn4gkGy2v2tUqGz5jFgN7SL4WFuB087qIbpNf1JsjdaHrcokTnNWF9tihpk4QgjzF2QWtM88CWQlIGgwr9bbvTaNibzeEKfwF9C-2Bz3xL5wym7sAkcNWNIs3G-2Foyd-2FUuX9DZaCOWduv5Q-2Bs-2F8A9DEtSi0O5qIU66dFwGF-2FXrTb-2F0ajU5p7OckkGBpjB8K7oA3haRie7d-2FcZSmo7KNFnr368rYwsRs0-2F6P-2BABLIcpzX7r0cISFe1FiyKo0zQFvHtito8rNk0Ys94toGC7uN2oYPl24egKyjM

CONTACT US



https://www.azed.gov/hns
http://link.hns.azed.gov/ls/click?upn=u001.7mGshMxIaEiVQIsoPhvu6D-2BIspWCabZi6OktiAjnDlmg77h7JkkJYXCxXewUt6bH8bynbdm5RkmDohhSiPylRmDYV-2BfOYpYwebMEax6gt3S8EFT3lhtQoqza-2FQjF8I58p61AYOV73ltCFb1vjxezS-2BIjzyYWiDYCz7jpinDATAGyM7RzASYc875q6yKEsU-2F0qk6jtuEnLaUWdvmmqlPIggB0mPwcL4334CFhVY3tCUVvvLIXy44YRLyLWSMNok6wAMrSCvaxf4gera0JEmVqEBuOEF-2Bc4CtcovH1IHfyLO69vWUmcVyZJ4-2BIbs6yECAN9NkV02Hlm5-2FHqDMWvf1wBHKqr9hLnM-2FfpwolX64y0-2FsFK29dhXq-2BUHrFnnhCpDmAzFEDi56YU0oRWry8A-2BQ36-2Bpcrz7gcVCkLRvy-2FkLBhqSISVzCn16E8IEmkNOxF3uiNJLPgkGmHFan8u5YV6z3bH5HkJKBxmYegKv4aKwtH64z-2FjLWxTR1jzikk5VX7BZxNOSg6771oYamdN-2Ff-2B24iUbxFVqxSYggYm-2FFegkl1UpEiZuDLn5ygHRZPbueaYDXaAdHv8NSfdmkukanCzc1dH79lMkq-2BI7Zx8vRsT9YWYM55zRcCq0ZmzF5SJCU-2Fn0-2FZ7UxOyJXH7wMgmmjDPO60p7NPNIgoCp6gJkhDJl6pi95vduEwbe9hC7AEGIAiffo-2FyrFCIvUPbyAwNBL0vXqTTrCFpLwFBywWZJpl8TOiNZDGNL73oUat9KOtZCWnNo0AWs7A3DIhNYkmT9OtZ1INWOBv1YJ-2Fz04Ye7kWnBQXvsiNfAfYxSXd2aL71E1dKX45pMkySjWEpAFfiz8ZaL0uKF6CSly6h4qjUAq-2BCfX9VFfAf9aLDko22HIa9MuX4d9r3CkD-2BA08fM6sSznkD82-2FUQ3WrOfYsEbbn0G43zdP5ySn4DzKFGkp2OVajo0D0Es8sanvqOT3lA4i-2F1z7mPZ1rg14-2BrHL0xxWRnuoTSeL97bnV2ZR3s7sikycfMywHT42YTp8RPxuGEZqxz-2B-2B2pvdAkU-2Bvkih3iOGpDiTk-2Bf63lYOx-2BfqqEEqqrxVVjdx3jTque4jSg6JDztmwD7IBL0qWwx5-2BerfGRSkZZ6YjPjXQdfXd-2BJNmdChJbFGE8CbjdpiFWjbLU-2BOYkYXRE72PWMzTUc8fes1-2FZW-2B3k86e9V200VH8nAhVXw5UDbb5TAsfP-2Fyu2f25oW4eCaNqB8JxsXH8q6qBd9i4ZvPViQk4CRYeMc4Hj4mi51gSP7nhf9A00QsI1G9f6YH3qHEJmyytNFA9q1gQg4Z4CcUT2sOjDfcpB51sOZvQu0lbMG-2BLXuPlDuhrsSYLVPwJYzpK2615dsyjPlaYu1eC1wZrikpifjh1p53wvsnMoiIY3M21DNX1-2FdaavrYHVp8Xyz3gnaJmbcmdqc7-2BM08enRdcSIKieZ49Kc9H3-2BVUNbA-2FNPRaW4KLwB8Mud-2BOOq6IjCTyHwIgQioz-2FhewV-2F9TgkZcxQbh6iV7bdQM7U2L8ONYwcMrO0IZAwWU3ZLYZNSNLYLAHwIV80xAwk8JW9w0BRiEjD2DC-2BeR94-2FBpZkve7VHyFNPPpYfGxtZjtQBqPrdqR-2BL84U-2F2LDBYCgIckRbsmrCgLwS6GQXeafg5xpF1xrfJ9zy6vdpyNy2rPVsu93g-2Fyxm5nfZd7g8g-3D-3DcEHW_VhpTxxuXcu4PIle2t6fOTViIc7xgnzRrzLGo7kAjtoswzrp1YoMVSODCIuCqR01w7nGxiZXpoiaAa05ZkCoh1UyhHLlvi3HX2oz2oLHXZM8vVD46Td76Tv2-2B1JVstKGlCoGo2jSkgOtkweKk0ql-2F9Ln9W0lbU-2BL5ZcunEw5cY-2FPdLpyG0Okwu0H-2Bj3V8qgGUIvfaZ14oFvKTGJcFx25KKV-2FB6eumesC2MvC07B4x-2F4xmX5XCvzeqSrYXNQtnVkypzlqtjArU7kIcb78EYjs0jYrJj1LStRgRkihtf63Vwhbptup-2BhNKgjiD4LAFrFMxTKHL-2FppTYuDLGkHc7fTXOzTc-2BgT8gsrMGp4VSzS8-2Bpe5XsdAUbv4Chw5tmNcLTs1F7xnfMMt6q4LTfZrZn1Laf0bvwggwC0V8L0wn4gkGy2v2tUqGz5jFgN7SL4WFuB087qIbpNf1JsjdaHrcokTnNWF9tihpk4QgjzF2QWtM88CWQlIGgwr9bbvTaNibzeEKfwF9C-2Bz3xL5wym7sAkcNWNIs3G-2Foyd-2FUuX9DZaCOWduv5Q-2Bs-2F8A9DEtSi0O5qIU66dFwGF-2FXrTb-2F0ajU5p7OckkGBpjB8K7oA3haRie7d-2FcZSmo7KNFnr368rYwsRs0-2F6P-2BABLIcpzX7r0cISFe1FiyKo0zQFvHtito8rNk0Ys94toGC7uN2oYPl24egKyjM
http://link.hns.azed.gov/ls/click?upn=u001.7mGshMxIaEiVQIsoPhvu6D-2BIspWCabZi6OktiAjnDlmg77h7JkkJYXCxXewUt6bH8bynbdm5RkmDohhSiPylRmDYV-2BfOYpYwebMEax6gt3S8EFT3lhtQoqza-2FQjF8I58p61AYOV73ltCFb1vjxezS-2BIjzyYWiDYCz7jpinDATAGyM7RzASYc875q6yKEsU-2F0qk6jtuEnLaUWdvmmqlPIggB0mPwcL4334CFhVY3tCUVvvLIXy44YRLyLWSMNok6wAMrSCvaxf4gera0JEmVqEBuOEF-2Bc4CtcovH1IHfyLO69vWUmcVyZJ4-2BIbs6yECAN9NkV02Hlm5-2FHqDMWvf1wBHKqr9hLnM-2FfpwolX64y0-2FsFK29dhXq-2BUHrFnnhCpDmAzFEDi56YU0oRWry8A-2BQ36-2Bpcrz7gcVCkLRvy-2FkLBhqSISVzCn16E8IEmkNOxF3uiNJLPgkGmHFan8u5YV6z3bH5HkJKBxmYegKv4aKwtH64z-2FjLWxTR1jzikk5VX7BZxNOSg6771oYamdN-2Ff-2B24iUbxFVqxSYggYm-2FFegkl1UpEiZuDLn5ygHRZPbueaYDXaAdHv8NSfdmkukanCzc1dH79lMkq-2BI7Zx8vRsT9YWYM55zRcCq0ZmzF5SJCU-2Fn0-2FZ7UxOyJXH7wMgmmjDPO60p7NPNIgoCp6gJkhDJl6pi95vduEwbe9hC7AEGIAiffo-2FyrFCIvUPbyAwNBL0vXqTTrCFpLwFBywWZJpl8TOiNZDGNL73oUat9KOtZCWnNo0AWs7A3DIhNYkmT9OtZ1INWOBv1YJ-2Fz04Ye7kWnBQXvsiNfAfYxSXd2aL71E1dKX45pMkySjWEpAFfiz8ZaL0uKF6CSly6h4qjUAq-2BCfX9VFfAf9aLDko22HIa9MuX4d9r3CkD-2BA08fM6sSznkD82-2FUQ3WrOfYsEbbn0G43zdP5ySn4DzKFGkp2OVajo0D0Es8sanvqOT3lA4i-2F1z7mPZ1rg14-2BrHL0xxWRnuoTSeL97bnV2ZR3s7sikycfMywHT42YTp8RPxuGEZqxz-2B-2B2pvdAkU-2Bvkih3iOGpDiTk-2Bf63lYOx-2BfqqEEqqrxVVjdx3jTque4jSg6JDztmwD7IBL0qWwx5-2BerfGRSkZZ6YjPjXQdfXd-2BJNmdChJbFGE8CbjdpiFWjbLU-2BOYkYXRE72PWMzTUc8fes1-2FZW-2B3k86e9V200VH8nAhVXw5UDbb5TAsfP-2Fyu2f25oW4eCaNqB8JxsXH8q6qBd9i4ZvPViQk4CRYeMc4Hj4mi51gSP7nhf9A00QsI1G9f6YH3qHEJmyytNFA9q1gQg4Z4CcUT2sOjDfcpB51sOZvQu0lbMG-2BLXuPlDuhrsSYLVPwJYzpK2615dsyjPlaYu1eC1wZrikpifjh1p53wvsnMoiIY3M21DNX1-2FdaavrYHVp8Xyz3gnaJmbcmdqc7-2BM08enRdcSIKieZ49Kc9H3-2BVUNbA-2FNPRaW4KLwB8Mud-2BOOq6IjCTyHwIgQioz-2FhewV-2F9TgkZcxQbh6iV7bdQM7U2L8ONYwcMrO0IZAwWU3ZLYZNSNLYLAHwIV80xAwk8JW9w0BRiEjD2DC-2BeR94-2FBpZkve7VHyFNPPpYfGxtZjtQBqPrdqR-2BL84U-2F2LDBYCgIckRbsmrCgLwS6GQXeafg5xpF1xrfJ9zy6vdpyNy2rPVsu93g-2Fyxm5nfZd7g8g-3D-3DcEHW_VhpTxxuXcu4PIle2t6fOTViIc7xgnzRrzLGo7kAjtoswzrp1YoMVSODCIuCqR01w7nGxiZXpoiaAa05ZkCoh1UyhHLlvi3HX2oz2oLHXZM8vVD46Td76Tv2-2B1JVstKGlCoGo2jSkgOtkweKk0ql-2F9Ln9W0lbU-2BL5ZcunEw5cY-2FPdLpyG0Okwu0H-2Bj3V8qgGUIvfaZ14oFvKTGJcFx25KKV-2FB6eumesC2MvC07B4x-2F4xmX5XCvzeqSrYXNQtnVkypzlqtjArU7kIcb78EYjs0jYrJj1LStRgRkihtf63Vwhbptup-2BhNKgjiD4LAFrFMxTKHL-2FppTYuDLGkHc7fTXOzTc-2BgT8gsrMGp4VSzS8-2Bpe5XsdAUbv4Chw5tmNcLTs1F7xnfMMt6q4LTfZrZn1Laf0bvwggwC0V8L0wn4gkGy2v2tUqGz5jFgN7SL4WFuB087qIbpNf1JsjdaHrcokTnNWF9tihpk4QgjzF2QWtM88CWQlIGgwr9bbvTaNibzeEKfwF9C-2Bz3xL5wym7sAkcNWNIs3G-2Foyd-2FUuX9DZaCOWduv5Q-2Bs-2F8A9DEtSi0O5qIU66dFwGF-2FXrTb-2F0ajU5p7OckkGBpjB8K7oA3haRie7d-2FcZSmo7KNFnr368rYwsRs0-2F6P-2BABLIcpzX7r0cISFe1FiyKo0zQFvHtito8rNk0Ys94toGC7uN2oYPl24egKyjM

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
iIndicated 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
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	Disclaimer
	Intended 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.

	Objectives
	At the end of this training, attendees should be able to:
	understand the basic policy and regulation regarding complaints of discrimination under the USDA;
	follow procedures to file a complaint within the correct timeline;
	file a written or verbal complaint; and
	direct the complaint to the appropriate recipient.

	TRAINING HOURS
	Training Title: How to File a Civil Rights Complaint
	Key Area: 3000 – Administration
	Learning Code:  3420
	Length: 15 minutes


	The instruction within this How -To Guide is based on guidance from Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, Americans with Disabilities Act (ADA) of 1990, ADA Amendments Act of 2008, Age Discrimination Act of 1975, Civil Rights Restoration Act of 1987, 7 CFR 15, 7 CFR 16, 28 CFR 35, 28 CFR 36, 28 CFR 42, and USDA Departmental Regulations, FNS Program Regulations.
	It is recommended to review the information from the resources above for additional help with understanding guidance in this instruction.
	Quiz Time
	Table of Contents
	Civil Rights Policy
	SECTION 1

	Enforcing Civil Rights Regulation
	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.

	The Right 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.
	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.

	Filing a Civil Rights Complaint
	SECTION 2

	Reporting Discrimination
	SAMPLE COMPLAINT FORM
	FNS has created a Sample Complaint Form that can be found here. This form is intended to assist individuals in properly filing a complaint.
	Although this form may be used, it is not required and a letter with the required information 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.

	ALL EFFORTS SHOULD BE MADE TO INCLUDE ALL REQUIRED COMPLAINT INFORMATION.
	SECTION 2


	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
	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)
	TYPE OF DISCRIMINATION (NON-EMPLOYMENT OR EMPLOYMENT)
	DETAIL OF WHAT HAPPENED (INCLUDING THE BELIEF OF WHY THE INCIDENT HAPPENED AND WHO WAS INVOLVED)
	SECTION 2


	Types of Discrimination
	As explained in the previous slide, the type of discrimination must be included in the complaint letter.
	Types include either Non-employment or Employment.
	NON-EMPLOYMENT
	is discrimination that occurs during the delivery of services or while being denied services.

	EMPLOYMENT
	is discrimination of a job applicant or employee by the department or agency.
	SECTION 2



	Quiz Time
	How many days after an incident does an individual have to submit a complaint?
	180 Days
	45 Days
	30 Days
	90 Days
	SECTION 2


	Quiz Time
	How many days after an incident does an individual have to submit a complaint?
	180 Days
	45 Days
	30 Days
	90 Days
	The individual has 180 days to submit a complaint from the day of the alleged incident. A waiver may be requested for complaints that were not submitted within the 180-day deadline.
	SECTION 2


	Quiz 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.
	Non-employment
	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.

	Non-employment
	Employment
	SECTION 2


	Quiz 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.
	Non-employment
	Employment
	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.

	Non-employment
	Employment
	The family in this statement was allegedly discriminated against because they were denied services based on their race or color, and therefore this type of complaint would be non-employment.
	SECTION 2


	Submitting the Complaint
	Once the Sample Complaint Form or the written complaint has been completed, the individual has the option to either send this into the Arizona Department of Education (ADE) who will then forward the complaint to FNS, or it can be sent directly to FNS.
	TO FILE THE COMPLAINT WITH ADE
	Submit the complaint to : https://helpdeskexternal.azed.gov/

	TO FILE THE COMPLAINT WITH 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://helpdeskexternal.azed.gov/
	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
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	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 certificate of completion from Survey Monkey.
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	Training Title:  How to File a Civil Rights Complaint
	Key Area: 3000 – Administration
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	Length: 15 minutes


	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 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.

