TEFAP CIVIL RIGHTS TRAINING
FOR PARTNER AGENCY STAFF & VOLUNTEERS
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Civil rights are the non-political rights of an American
Citizen:

The rights of personal liberty guaranteed to US citizen by the 13t
and 14" Amendments to the US Constitution and Acts of Congress.
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Equal treatment for all applicants and beneficiaries
Knowledge of rights and responsibilities

Elimination of discriminatory barriers that

prevent or deter people from receiving food

Provide an atmosphere of dignity and respect for all




The act of distinguishing one person or group
of persons from others, either intentionally, by
neglect, or by the effect of action or lack of
actions based on their protected classes.




What you fail to do or lack of action can
also be seen as a form or discrimination

UP STOP DISCRIMINATION




To treat people differently based on their
race or other protected characteristics




Refusing service because someone is:
An Atheist or a faith other than your own.

A supporter of a opposing political candidate
Drives a beautiful car

Dresses in expensive clothes
Does not speak a particular language

Treating clients differently based on protected class

Using different eligibility criteria for certain clients

Any exceptions must be in writing and posted on site ex: Drive thru for Disabled.




Refers to policies, practices, rules or other
systems that appear to be neutral, but result in
a disproportionate impact on protected

groups




People must also be protected from Retaliation

Retaliation means negative treatment of someone
because they filed a complaint or complained
about their treatment at your agency.

Retaliation could involve denial of service,
harassment, intimidation etc.

Retaliatory behavior can be considered
discrimination




For Civil Rights in TEFAP, the Protected Classes are:

National Origin
Color

Age

Race

Disability

Sex




EFFECTIVE PUBLIC
NOTIFICATION

¢




TEFAP Agencies and Food Pantries must have
public notification systems in place containing
the following if TEFAP/USDA is mentioned or

advertised:
Current Non-Discrimination Statement

Program Availability with Days & Times
USDA Poster
Complaint Procedure and client’s rights




In accordance with Federal Civil Rights Laws 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.




(Continued)

Persons with disabilities who require alternative

means of communication for program
information(ex: Braille, large print, audiotape,

American Sign Language etc.) should contact the
Agency (State or local) where they applied for
benetfits.




To file a program complaint of discrimination, complete the
USDA Program Discrimination Complaint Form (AD-3027)
found online at

or at

any USDA office.

Can also write a letter to USDA and provide in the letter all
information requested in form to:

U. S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Ave S.W.
Washington, D.C. 20250-9410
Fax to (202)690-7442 or email to



http://www.ascr.udsa.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov

This institution is an equal
opportunity provider”

All public information related to TEFAP must
contain the Non-Discrimination Statement

Long or Short Form




Press releases-newspaper, TV, Online

Advertisements-newspaper, social media

Signs-Outside your facility, post serving times

Flyers-Clinics, public assistance offices,
schools, libraries, etc.




St Mary’s Food Pantry

Open Weekly Monday-Friday
9am to S5pm

Fc:-r emergencies please call 407-555-1526
This Institution is an Equal Opportunity

Provider
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Sign outside pantry listing regular hours of

operation. WHAT IS MISSING?
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Public notification, or “outreach” is required

Informs potential clients of program availability,
rights and complaint procedures.

[£551
Feeding the
Community




Try to reach underserved groups who may
qualify using a variety of formats and
languages if available

Eligibility forms are currently available in
English, Spanish, Creole, Russian, Polish




If you mention TEFAP on your website, you
must have at least the short version of the Non-

Discrimination Statement on the front page of
your website, Facebook Page etc.

This institution is an equal
opportunity provider”
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AND JUSTICE FOR ALL

- And Justice for All Posters

- Must be posted where eligibility
forms are completed and/or
where food or meals are being
distributed

- Should be visible for all to see
where clients register.

- All volunteers must understand
what the poster means

- If mobile distribution, sign must
be displayed on vehicle
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People with LEP are those who have
the limited ability to read, speak,
write or understand English.




Agencies should take reasonable steps to
ensure meaningful access to service

Consider interpreters to help read eligibility
forms to clients or explain program

Remember accommodations must be

reasonable. Translators are not required to be
onsite.




Translators can assist with understanding the
eligibility form and read form to the client to
ensure that the neighbor qualifies for TEFAP







A disabled person is someone who has a physical or
mental impairment which substantially limits one or
more major life activities, has a record of such an
impairment or is regarded as having such an
impairment.

Walking

Seeing

Hearing

Breathing
Thinking/Cognitive thought
Caring for oneself




Reasonable accommodations that do not cause undue
hardships should be provided.

Consider:
Parking Lot access
Entrance and Exits
Elevators
Restrooms
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RESERVED
PARKING

Assistance available for clients with disabilities

Alternate arraignments for services
Provisions for Service Animals




You are not allowed to ask a client
about the nature of their disability or

to require proof that they are a person
with a disability.




CIVIL RIGHTS
AND FOOD DISTRIBUTION




GIVE to people in Need and GIVE away Freely
No Payment in exchange for Food
No Work in exchange for Food
Do not require attendance for religious or

polltlcal serv1ces for Food




Clients must be informed of additional
activities not associated with TEFAP are
voluntary, and do not disrupt distribution

of food

‘ ComeJoin Us

BIBLE STUDY PAL%{ PATION
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Equal Treatment and service for all clients
Make people feel welcome and respected

Communication: Verbal and with signs

No Special Favors!!! CUST'Omer Service
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Signage must state that requested
documentation is NOT requires for

7
|z
i
B

-l

o

o

W

>

.‘




If any forms of identification or
documentation are required for other
services provided by the agency, TEFAP
food must be distributed first before any

these things are requested.
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Clients only need to provide their name, the
number of people in their household, the
county they live in and their zip code on their

eligibility form. The form is only completed
once and proves eligibility until the neighbor
states they no longer qualify for the program.




"OUR AGENCY'S NAMFE HERE
THE EMERGENCY FOOD ASSISTANCE PROGRAM (TEFAF)
CERTIFIC OF FLIGIBILITY TO TAKFE FOOD HOME
CF ]
Wame-_ 0 Wumberof People n Hounsehold:
County: Zip Code-

If your household income is at or below the income listed for the mumber of I:lenu}:lln= in your household, you are
eligible to recerve food. The chart below is effective July 1, 2024 - June

For each additional
family member add:

tha following programs. Plaaze place a checkmark in the space next to tha -_ategar;_: that appliss.

Incom
Supplemental T
Temporary A
Supplemental
Medicaid

[ The Loeal Dhstributing Azency staff must check this box, after the applicant has read the beal on statement:

OPTIONAL:- T anthorize ta pick up US S on my behalf

Any change: in the houzehold’s circumsztances must be reported to the distributing agency immediately.




Forms are completed “On the Honor System”
You can not ask for proof for requirements




Protect clients privacy on all Forms

Eligibility forms are filed in a separate

secured locations from other pantry
formes.




For Civil Rights in TEFAP, the Protected Classes are:

National Origin
Color

Age

Race

Disability

Sex




Post your Agency'’s policy for
unacceptable behavior and conflicts.

Prohibited




When Conflict arises: Stay Calm




Don’t interrupt or say the client is
right or wrong

Conflict

TResolution




Listen, try to be understanding
and nonjudgmental




Identify the problem and possible
solutions

HOW TO IDENTIFY

VoUR CE;TR@




Get help if you feel threatened or
uncomfortable




TEFAP Written Motice of Beneficiary Rights

Mame of Organization:

Because upported in wh i from the Federal

Government, red to let you know that:

1
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‘We may not discriminate nst you on the basi eligion, a religious belief, a refusal to hold
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y funded
tact Florida
SDA Hunger Hotline:

State Agency Contact Information:
Florids Department of Agriculture and Conzume
Mutrition and Welln
7400
The USDA Hunger Hotline:
» ByPhone: 1-866-3-HUNGRY or 1-877-8-HAMERE t. sk with a representative from

tion that may contain 2 key
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itten notice must be
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- If a client objects to the religious
character of an organization that
provides TEFAP Food, that
organization must promptly make an
effort to identify and refer the client
to an alternate provider, if available
to which the client has no objection

 This notice also provides additional
services available to assist the
neighbor

- This sign needs to be posted by all

TEFAP agencies next to their poster
at the intake area. .



TEFAP AND VOLUNTEERS




All Agency Staff and Volunteers must attend Civil
Rights training each year.

A sign in sheet materials must be used at the
training and this sheet and a copy of the training

materials must be stored with all important agency
paperwork

This materials must be produced at your annual
monitoring to ensure that your agency staff and

volunteers have attended training.




Staff and Volunteers who are also eligible
TEFAP clients can not be giving:

Special distribution times and days unless at

the end of distribution on the regular
distribution day.




Opportunities to “Cherry Pick” the best items
before distribution or have special product
set aside for them




Approval to move ahead in line if they are
volunteering

If you enter here, you

re "cutting in line‘;l'




Staff and Volunteers who are also eligible TEFAP
clients must following the same check in process
as a regular client!




Number System for all clients, including
volunteers

NOW SERVING




TEFAP food Prepacked so all clients receive the
same food!

The 15tin line receives the same as the last in




HAVEA

COMPLAINT?




Receiving the complaint may be verbal or written.




Determining if complaint is againstthe 6
rotected classes, which is considered a Civil
ights Complaint

National Origin
Color

Age

Race

Disability

Sex




Complaint can be made to any staff member
at the agency, SHFB, the Florida Department
of Agriculture, or USDA.




Listen to the person making the complaint, and practice good
customer service.

Write it down using an established form (see sample
complaint form).

Imrfl;ediately forward complaint by notifying your Food Bank
staff.

SHFB notifies Bureau of Food Distribution
Bureau notifies USDA.



U.S. Department of Agriculture
USDA Program Discrimination Complaint Form

First name

Mailing Address

First name

Mailing address

Complaint Information
o

2s needed)

Select the USDA agency that conducts the program or provides Federal financial assistance for the program.

CIFNS OFs CIFSA CIRD CINRCS ClOther - CUnknown
4. Location and/or address of the office where discrimination occurred

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

6. What happened to you? (please include dates of each allegation)

7.ltis a violation of the law to minate against you based on the following: race,
gender identity and expression), sexual orientation, disability, age, marital status, family/parental status
assistance program, and political beliefs. (Not all bases apply to all programs). Reprisal is prohibited based on prior civil rights activity.

| believe | was discriminated against based on:

Complainant Signature Representative Signature




SHFB has 3 days to notify USDA of complaint.

Client has 180 days to file complaint.

Complaint investigation and resolution will be
determined by the USDA.




PROGRAM complaints are not civil rights
complaints, although equally important.

They are NOT based on one of the 6 protected

classes. @ @
A




Some examples of program complaints.
Variety and quantity of food
Customer Service
[Inadequate Parking

vl




6 protected classes/bases NOCARDS

Public Notification System-All required posters and

information displayed so client can see clearly.
Complaint and Processing Procedure

Training Staff/Volunteers




Write down your agency’s civil rights complaint process

Train vour volunteers and staff !!!

Keep a roster of those who are trained with pantry documents
(we will ask to see it at monitoring's)




Any Questions?
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