
TRAINING INSTRUCTIONS

To validate your participation in this training and receive your 
certificate of attendance, you are required to complete a survey.

After finishing the civil rights section, please use the link provided 
on the last slide to access the survey. Upon survey submission, your 
certificate will be generated and available for printing. A copy of the 

certificate will also be emailed to you automatically.

Please be sure to ask any questions related to the annual training in 
the relevant section of the survey. All questions will be answered 
through an email Q&A document, once the training period ends.



Welcome Home Providers!

Child Care Food Program 
Annual Training

2024-2025



Agenda
 CCFP Overview
 Updates
 Program Reminders
 Reimbursement and Record Keeping
 Food and Nutrition

Meal Pattern
 Menu Planning
 Infants
 Food Safety and Sanitation
 Monitoring

Program Integrity 
 Claims

Kidkare
 Civil Rights



CCFP 
Overview



Participating in the Child Care Food Program (CCFP) 
offers several benefits for child care providers:

 Financial Support

 Nutritional Guidance

 Enhanced Program Quality

 Regulatory Compliance

 Community Recognition

Food Program Benefits





Swedish origin



 Medical Statement 
 Dietary Preference Form
 Accommodating Meal Modification Requests Due to Disability or Preference
 Crediting Combination Foods in the CCFP
 Creditable Infant Formulas 
 WIC Cereal List 2024-2025 
 Milk Substitutes and Creditable Milks 2024

These documents may look a little (or a lot) different in their updated form,  
but the information is essentially the same.  

One change to note would be the addition of refrigerated Silk Soy Milk to the 
Milk Substitutions List! 

Updated Resources



Medical Statement



Dietary Preference Form

Parent/Guardian may supply ONE 
food item per meal (food supplied 
MUST meet CCFP meal pattern 

requirements). Check below and list 
food item(s) that will be supplied by 

parent/guardian.



Milk Substitutions



Program
Reminders



 Detailed instructions will be included 

 Annual Re-Enrollment packets will be mailed Wednesday, October 2nd.

 Please call Sheron if packet is not received by Wednesday, October 9th.

 Re-enrollment packets are due by Tuesday, October 15th.

Annual Re-Enrollments



Annual Re-Enrollments

Provider needs  to 
verify all information

Parent needs to verify 
information about  the 

child(ren)

Indicate changes on 
the enrollment form

Indicate assigned 
school for school aged 

children

Provider signature is 
required on all pages

In order to process 
your claim this MUST 
be returned by due 

date

Double check the assigned school. This is the most missed item.



Renewal Forms

Provider Data Sheet Vacation Sheet

Complete, sign and submit originals of both the Provider Data Sheet and Vacation Form within 
5 days in the provided envelope.



Required Posting Material



www.familycentral.org

The Family Central web-site contains a variety of 
information including:

General information

CCFP specific Information

General training Information

KidKare information, 

training videos and materials

CCFP Forms

Posting Material 



Communication

E-mail all documents such as enrollment forms, infant feeding 
forms, medical statements, child care licenses etc. to the 

following email address:

foodprogramhomesdocs@familycentral.org

or fax to:  954-724-4067



Water Requirement

Water must be offered to 
children throughout the day.

Water does not count as a 
component on the Food 

Program



Reimbursement &
Record Keeping



Reimbursement Rates
July 1, 2024 - June 30, 2025

Type of Meal Service Tier I Tier II

Breakfast $1.66 $0.60

Lunch and Supper $3.15 $1.90

AM & PM Snack $0.93 $0.26

1099’s are issued to eligible providers by January 31st annually. 
PLEASE NOTE THE FOLLOWING: 

Providers must receive reimbursement in excess of $600 to be eligible to receive a 1099.
S and C Corporations are exempt from requiring a 1099-MISC.



Record Keeping

Child Care Food Program regulations require family child care 
home providers to maintain the following program records

 Menus
 Meal counts (electronically)
 New or updated enrollment/child participation forms
 Infant feeding forms
 Other related documents

Effective October 1, 2023 all CCFP records must be kept for six (6) 
years (5 years plus the current fiscal year). It is required that you 

keep at least 13 months of records onsite, in paper form. 



Food and Nutrition
Meal Pattern



Nutrition Requirements
Meal Pattern Components

 A  breakfast must include at least three food components.

 Lunch/supper must include all five components.

 Snack must include at least two different food components.



Milk
Required component at breakfast, lunch & supper



Creditable Milks

Breastmilk

Pasteurized types of cow or goat milk

Lactose-free or lactose-reduced milk

Ultra-High temperature milk

Acidified or cultured milk

Organic milk

The following milks may be served as part of a reimbursable meal with no extra 
documentation needed:



For Children Ages One through Five 
The following unflavored non-dairy beverages meet required nutritional standards for approved milk 

substitutions



For Children Ages Six and Older
The following flavored non-dairy beverages meet required nutritional standards for approved milk 

substitutions



Vegetables & Fruits

 Fruit juice must not be served more than once a day.
 Must be full-strength, pasteurized and 100% juice. 

Unless orange or grapefruit juice, must be fortified with 100% or more of Vitamin C.

 One cup of leafy greens counts at ½ cup of vegetables.
At lunch and supper, one vegetable and one fruit or two different vegetables may be served.

 Two fruits may not be served.



Whole Grains

Grain and bread foods 
MUST be whole-grain, 
enriched or made from 
whole grain or enriched 

meal or flour.

At least 1 serving per 
day across all eating 
occasions must be 

100% whole grain or 
whole-grain rich.

Must be noted on the 
menu (WG).

Grain based desserts 
do not count towards 
the grain requirement 
(donuts, granola bars, 

cookies, etc.).

Ready-to-eat and cooked 
breakfast cereals must contain 
no more of 6 grams of added 
sugar per dry ounce (refer to 
WIC-Approved Cereal List). 



Prepackaged grain 
products must have 

enriched flour or meal or 
whole grains as the first 
ingredient listed on the 

package.

Corn masa and masa-
harina are considered 
whole grain-rich.
• Corn flour, corn meal, and 

other corn products must be 
whole or treated with lime 
(nixtamilized) to be considered 
whole grain-rich.

Whole Grains (cont.)



Ounce Equivalents
Grains are an important part of meals in the Child Care Food Program (CCFP). To make 

sure children get enough grains at CCFP meals and snacks, required amounts for the 
grains component are listed in the meal pattern as ounce equivalents (oz. eq.). 

Ounce equivalents tell you the amount of grain in a portion of food.



Meat - Meat Alternates

 Lean meat, poultry, fish.

 Meat alternates:
- Tofu & soy products, cheese, eggs, cooked dry beans or peas, nuts and seeds, yogurt.

- Yogurt must contain no more than 12 gr of added sugars per 6 ounces. 
- Commercial tofu and soy products may be used to meet all or part of the meat/meat alternate 

component. 2.2oz of tofu credits as 1oz meat alternate.

 A serving of cooked dry beans or peas may count as a vegetable or as a 
meat alternate, but not as both in the same meal.

 At breakfast, meat/meat alternates may be used to meet the entire grains 
requirement a maximum of 3 times per week.



Cooking

 Deep-fat fried foods that are prepared on site cannot be 
part of the reimbursable meal.

 Deep frying: cooking by submerging food in hot oil or other fat.

 Foods that are pre-fried, flash-fried or pan fried by a commercial 
manufacturer may be served but must be reheated by a method other than 
frying.



When substitutions are made and the meal 
pattern is not met, a medical statement is 
required.

 A parent/guardian may supply one or more 
components of the reimbursable meal as 
long as the child care provider provides at 
least one required meal component.

 Providers cannot require the parents to bring 
in the substitute.

FCC Providers that fail to make appropriate 
meal modifications for children with 

disabilities could be found in violation of 
Federal civil rights laws

Special Needs in the CCFP



Modifications Within the Meal Pattern

 Child care providers or parents may provide a 
non-dairy beverage that is nutritionally equivalent 
to fluid milk.

 For the meal to be reimbursable, the beverage 
must be listed on the current CCFP “Approved 
Milk Substitution List”.

 A “Dietary Preference Form” or note from the 
parent/guardian requesting a nutritionally 
equivalent milk substitute is required if no medical 
statement is on file.
 The note must state whether the parent/guardian or 

the center will provide the milk substitute.
 All other milk substitutes (e.g. almond milk, rice 

milk, coconut milk) are NOT considered 
nutritionally equivalent to fluid cow’s milk and 
require a medical statement.



Food Program Crediting Handbook 

Click here to open a PDF version

Provides an extensive list of 
creditable and non-creditable 

foods



 Documentation is required to show that the 
combination foods have sufficient quantities of 
meat/meat alternate, grains, vegetables, 
and/or fruit to meet the meal pattern. 
Otherwise, it may not be counted towards a 
reimbursable meal. 

 There are three forms of acceptable 
documentation:

 Child Nutrition (CN) Labels.

 Product Formulation Statements (PFS).

 Standardized Recipes.

Combination Foods

Fish 
sticks

Chicken 
Nuggets

Canned 
Ravioli

Beef 
Stew

Canned 
Lasagna



● Label that communicates how the product 
contributes to the CCFP meal pattern.

● CN Labels will always contain:

○ The CN logo, which is a distinct 
border.

○ The meal pattern contribution 
statement (by serving).

○ A six digit product identification 
number.

○ USDA/FNS Authorization Statement.

○ The month and year of approval.

Child Nutrition (CN) Labels



Product Formulation Statement (PFS)

 If a valid CN Label is not 
available, the  contractor must 
obtain a PFS.
 Signed document on 

company’s letterhead that 
demonstrates how the 
processed product contributes 
to the meal pattern 
requirements.

 See overview packet for PFS 
requirements.



Standardized Recipes

 Standardized Recipes are recipes that have 
been carefully adapted and tested to ensure 
they will produce a consistent product every 
time they are used.

 A standardized recipe will help ensure that 
the best possible food items are produced 
every time and shall include the following: 

• Name of the recipe (which should match the 
way it is listed on the menu).

• List of all ingredients and the amount of each 
needed for the recipe.

• Specific instructions on how to make the 
recipe.

• Serving size.
• CCFP crediting information per serving size.



 If you purchase and serve pizza from a restaurant, you must have a Product 
Formulation Statement (PFS) on file that documents the amount of creditable 
components in the pizza.

It is no longer acceptable to order pizza with extra cheese or extra meat.

 The following two restaurants are the only pizza restaurants with pizzas that meet 
the CCFP meal pattern standards: 

 Pizza Hut - School Lunch Pizza 14” or 16” - 8-cut pizza
 Domino’s - Smart Slice 14” - 8-cut pizza  

Pizza & Meal Service



Menu Planning



A cycle menu is a series of menus
planned for a period of time, for example
1 month. The menu is different for each
day during the cycle. After you serve the
whole menu, you have completed the
first cycle. The menus are then repeated
in the same order. Because they turn
over and start again, they are called a
cycle menu.

Cycle Menus 



Why Using Cycle Menus?

Overall, cycle menus 
contribute to a well-
organized, cost-effective, 
and nutritionally balanced 
food service program.

 1. Nutritional Consistency

 2. Simplified Planning

 3. Cost Efficiency

 4. Improved Efficiency

 5. Enhanced Variety

 6. Ease of Compliance



Menu Planning Options

Menus must be planned 4 weeks in advance 
and may be repeated every 4 weeks



Scheduled menus 
must indicate at 

least 1 Whole Grain 
(WG) per day

Substitutions must 
be indicated on 

your menu before 
the start of the 

meal

Don’t forget to also 
claim at least 1 

Whole Grain per 
day when entering 

claim

Menus = Meals  
Served  = Meals Claim

Remember



Meal Times

At least one hour must elapse between the end of 
one meal and the beginning of the next meal 

Providers may choose up to two hours for each 
meal service.

The supper meal must begin after 5:00 p.m. and 
end by 7:00 p.m.

All meals/snacks must be served within the 
scheduled meal time

Meal Service

All meals and snacks must contain the proper 
components, per the meal pattern

Every component must be served together, 
including the milk.

The same meal cannot be served to a child for 
lunch and dinner on the given day.

Children should be encouraged, but not forced, 
to try new things. Food should never be used as 
a reward or a punishment.





Complete the top portion and post 
the standard infant menu if you 

accept infants in your care

Standard Infant Menu



Meal Pattern

Providers cannot serve infant cereal mixed in their bottle 

Providers cannot serve juice to infants

Providers cannot serve anything with honey in it (honey graham crackers)

Providers can mix breast milk with formula if required

3 components must be offer at every meal and snack once 
infants start eating solid foods. 

 Formula (All meals and snacks)

 Protein (Meals) 

 Grain (Snacks)

 Vegetable/Fruit (All meals and snacks)



Infant Feeding Form & Selected Formulas

Infant Feeding Forms must be on file for 

ALL infants.

By agreeing to participate in the CCFP, you are 
required to offer at least one iron-fortified infant 
formula.

Similac and Enfamil, also store brands such as Parent’s 
Choice (Wal-Mart), Member’s Mark (Sam’s), CVS 
Health, and Well Beginnings (Walgreens). 



Infant Formulas Requiring Medical Statement

The most common formula requiring a 
medical statement is Nutramigen.

A medical statement from the baby’s 
health care provider must document any 

substitutes to breastmilk or approved iron-
fortified infant formulas.

Please note:  Even if PARENT supplies 
this formula a Medical Statement is 

still required.



 Encourage mothers to breastfeed their child.

 Set up a breast feeding friendly environment for mothers to breastfeed in your home

 https://www.floridahealth.gov/_media/CCFP/creating-a-breastfeeding-friendly-child-
care-facility/index.htm

 Receive a CCFP breastfeeding Friendly designation

Breastfeeding

/



Non-Credible Infant Food

.

Cow’s milk, goat’s milk, nondairy beverages (such as soy or rice milk), and other breastmilk and 
formula substitutes until 1st birthday.

Fruit juices or drinks, vegetable juices, or fruit/vegetable blends or cocktails.

Low-iron infant cereals.

Ready-to-Eat Cereal with more than 6 grams of added sugar per dry ounce.

Commercial jars of baby food with “dessert” or “pudding” on the label.

Honey graham crackers or other baked goods containing honey.

Sweetened grains/baked goods, such as cookies, cakes, muffins, granola bars.

Do not serve peanut butter, nuts, and seeds.

Do not serve self-prepared spinach, beets, turnips, carrots or collard greens for infants less than 6 
months.



Combination foods are commercially prepared foods that include a mixture of 2 or more
components, such as meat and vegetables.

How to Credit Combination Foods: must include a detailed food packaging label or
Product Formulation Statement.

 Step 1: Look for the creditable ingredients.

 Step 2: Are the amounts of the ingredients listed as a 
unit of volume (cups, tbsp, tsp, etc.)?

 Step 3: Compare to required meal pattern requirements 
for each component.

Combination Foods



Food Safety 
and Sanitation





 Providers must have working 
thermometers in fridge & freezer at 
all times.

 Keep cold items cold, do not leave 
out on counters or in sink.

 Do not tightly pack refrigerators.

 Regularly check that thermometers 
are:
 Working.
 Easy to find.

Cold Storage



Do not thaw in hot water.  

Do not thaw on the kitchen counter.

The outer layer of the food can sit between 
the bacteria-breeding temperatures of 40°F 

and 140°F for too long.

Thawing Food Safely

Running 
Water

Microwave

Refrigerator





Apple Cheese Cubes Hot Dogs

Nuts
Grapes

Raisings
Carrots

Hard Candy Gum Bagel Popcorn

Top 10 Choking Hazards



Food Allergies

EggsMilk

Peanuts Tree 
Nuts

Shell 
FishFish

Wheat Soy

• Mild

Rashes; Sneezing; Runny 
Nose

• Serious

Swallowing; Anxiety; 
Confusion 

• Non-Verbal

Pointing to tongue; 
Hoarseness 



Monitoring
Program Integrity



Monitoring

In order to expedite the monitoring, 
providers are encouraged to 
schedule their menus in KidKare

Providers will be required to 
complete corrective action plans  as 
applicable.

Note: The Department of Health also has the right to conduct 
on-site monitoring at any time.



Items that Must be Accessible

 Latest Sponsor-Provider 
Agreement (Contract)

 In the child’s file:

 Copies of Signed 
Enrollment forms

 Copies of Signed Infant 
Feeding forms as 
required

 Completed Medical 
Statements as required

 FCI Food Chart

 FCI Master Menu

 CN Labels as required

 Unlock Procedures for KidKare

 Family Central Staff Contacts

 Children’s meal pattern 

 Temporary Claim Form



Common Findings

Failure to 
record

Failure to 
prepare a 

menu

Failure to 
follow 

prepared 
menu

Failure to 
indicate 

whole grain  
on menuServing non 

creditable 
food

Fridge/ 
Freezer out 

of 
temperature

Not notifying 
if not serving 

a meal

Fail 5-Day 
test 



Avoid the Pitfalls

Set a reminder to record your meals each day.

Double check your entry’s in KidKare.

Ensure parent(s) sign the required forms.

Prepare and follow your Menu; Indicate substitutions in advance.

Organize your paperwork. 

Submit paperwork and claim by the deadline.

Check the temperatures of your refrigerator and freezer on a weekly basis.



Per Department of Health guidelines, Class 1 
licensing violations could lead to termination 

from the Child Care Food Program

Licensing Violations



Corrective Action Plan (CAP)

A Corrective Action Plan must be 
completed by the provider when there 

is a finding as a result of a 
monitoring, complaint or other Child 

Care Food Program review. The 
corrective action plan must 

specifically explain how the finding 
will be permanently corrected.



The 5 Elements of a CAP

Who: List the person(s) by name and title responsible for implementing the corrective 
action plan in order to prevent the finding in the future

What: Describe the process/procedures which will be implemented to prevent the 
finding in the future

When: Indicate the actual date the revised process/procedure will be implemented.  
List the frequency (daily, weekly) in which the new procedure will be followed

Where: Describe the location or the new information will be explained to the 
appropriate staff (such as the next staff meeting) and/or (where the new forms will be 
located)

How: How will the new process/procedure be monitored /evaluated to prevent the 
finding in the future



From the USDA

Misuse of program funds, 
issuance of benefits to 

households who are not entitled 
to them, or denial of benefits to 

those who deserve them, lead to 
significant losses in program 
dollars and public confidence.



Serious Deficiency 

Termination 
from CCFP 

National 
Disqualified List 
for 7 years from 

all federally 
funded programs



Common Reasons for Serious 
Deficiencies 

 Submitting false information

 Failure to correct items found to be deficient during a review

 Failure to maintain required records 

 Failure to participate in annual or other required training

 Non-Compliance with Meal Pattern



NOTICE OF RIGHT TO ADMINISTRATIVE REVIEW

You have the right to appeal a notice to terminate your agreement for cause, or a notice of 
suspension of your participation, and have your case heard by an independent and impartial 
hearing official. In the event that you wish to challenge either of these circumstances, should 

they arise, the procedures outlined below must be followed.
If you wish to received an administrative review of such notice, a written request for a review 

must be submitted no latter than 15 calendar days after receipt of the notice to:

Family Central
Attn: Michelle Rosegreen

819 NE 26th St Ft Lauderdale, Fl. 33305
Phone: 954-724-4060

Fax: 954-724-4067
E Mail: Michellerosegreen@familycentral.org



Claims
Kidkare



Meals/Snacks must be recorded by 

the end of each day  by 11:59PM If you are unable to record 
meals by 11:59 pm due to 
technical difficulties 

(computer/internet issues), 
you must record all meals 
on the Temporary Claim 

Form and report it 
immediately to the 
hotline for your county.   

Recording Meals



Must be called at least one hour 
before scheduled meal time if:

 Provider is closed
 Provider/children are out of the home 

including field trips
 No children are present
 Not serving a meal/snack that day
 Must call immediately if you have a technical 

issue recording your meals on time.

 Broward:         954-724-7554
 Miami-Dade:  786-363-5120
 Palm Beach:   561-514-3390

Calling the Hotline



 Please contact Family 
Central for children  

re-activations

 If a mistake is noticed on a 
printed enrollment form, make 
the correction, initial and date 
in pen and forward to Family 

Central

Child Re-Activation and Errors



Frequent  Disallowances

Failing to record a 
meal/snack

Failing to provide a 
whole grain at 

least once during 
the day

Failing to submit 
documents timely

Serving the same 
snack  more than 

once per day

Serving the same 
lunch/dinner to the 

same child(ren) 
during the day

Serving juice more 
than once per day



 Remember to check the 
“sick” (as applicable) or 
“school out” box when 

recording lunches for school 
age children. If these boxes 

are not checked, lunches will 
be automatically disallowed 
during the claims process.

Sick Children



Advantages of preparing your menu in KidKare

Automatically populates your menu when you claim meals

Makes preparing cycle menus easy with a push of a button

Makes preparing menus easy with the use of drop down buttons





This concludes the first segment of our annual 
training. We will now proceed with the second 

segment, focusing on civil rights. 

Please remember that upon completing the civil 
rights portion, it is essential to fill out the survey 

provided to generate your certificate of attendance 
for this training. 

Thank you for your attention and participation.



Training
for 

Child Care Food Program
Providers

Civil Rights



Annual Civil Rights trainings are required by the 
United States Department of Agriculture 

(USDA) for all persons working with the Child 
Care Food Program (CCFP)

Civil Rights Training
Requirement



Ensures equal access for all to the Child 
Care Food Program

Why Civil Rights?



CIVIL RIGHTS ASSURANCES
Incorporated in all agreements to ensure children have
equal access to the CCFP. Included in the agreement
between the Department of Agriculture and the State of
Florida

Included in agreement between the Florida Department of 
Health and Family Central

Included in agreement between Family Central and Child Care 
Providers



Civil Rights Act, 1964



DISCRIMINATION



6 PROTECTED CLASSES

RACE COLOR NATIONAL
ORIGIN

AGE DISABILITY SEX



RELIGION
Though not part of the six
protected classes in civil
rights legislation, religious
discrimination is prohibited in
the State of Florida.



Modeled after the Civil Rights Act of 1964, 
which prohibits discrimination on the basis of 

race, color, religion, sex, or national origin, the 
ADA is an "equal opportunity" law for people 

with disabilities

Americans with 
Disabilities Act



ACCOMODATION



● Refers to a person who is not fluent in the English language.

● Requires recipients of Federal financial assistance to take reasonable 
steps to make their programs, services and activities accessible by 
eligible persons with limited English proficiency.

LIMITED ENGLISH PROFICIENCY



PROVIDER RESPONSIBILITIES

Provide CCFP services in a 
non-discriminatory manner1
Fully comply with all civil 
rights regulations2
Inform  current and potential 
participants of non- discriminatory 
policies3
Offer meals/snacks to all child 
care participants, including 
infants

4

5 Offer substitutions (as required) to 
persons with disabilities, including 
those with food allergies

6 Participate in annual civil rights 
training

7 Collect and allow collection of racial 
and ethnic data

8 Inform participants of complaint 
procedures

9 Refer complaints to Department of 
Health and USDA Civil Rights 
division



INFORMING THE PUBLIC

Through advertisements
(as applicable)

Through posting material 

At enrollment



CREDITS: This presentation template was created by Slidesgo, 
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This institution is an 
equal opportunity 

provider.



VS

Required Posting Materials



ETHNICITY

HISPANIC OR LATINO

NOT HISPANIC OR LATINO

RACE
AMERICAN INDIAN OR ALASKAN NATIVE

ASIAN

BLACK OR AFRICAN AMERICAN

NATIVE HAWAIIAN or other PACIFIC 
ISLANDER

WHITE 



● In order to report the racial and ethnic identity of children, the USDA has 
determined that visual observation and identification by a third party is 
unreliable and is no longer allowed.

● This information must be made through self reporting by the participant.

DETERMINING ETHNIC & RACIAL 
IDENTITY



COLLECTING DEMOGRAPHIC DATA

● The USDA requires providers to ask participants to identify 
their child’s racial and ethnic identity.

● Providers must ensure participants are made aware that 
failure to provide this information will NOT impact their 
eligibility.



Providing quality customer service to everyone 
will help you avoid the appearance of 
discriminatory practices.



CONFLICT RESOLUTION

Conflict resolution skills include:

PatienceCommunication
Technical

Knowledge
Empathy

Good conflict resolution skills can help you avoid unnecessary litigation 
and expenses. 



• Pre-Approval Visits

• Regular Monitoring

• Complaints



● Must be reported to appropriate State and Federal agencies

● Will be investigated

NON-COMPLIANCE WITH CIVIL RIGHTS
REGULATIONS



RESOLVING NON-COMPLIANCE

Voluntary

1
Corrective

Action 
Plan

2

Termination

3
Other Civil or 

Criminal 
Penalties

4



Civil Rights Language
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, gender identity (including gender identity and 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, 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) 877-8399. Additionally, program 
information may be made available in 
languages other than English.

Civil Rights Language



CIVIL RIGHTS 
COMPLAINTS

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
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THE END!
If you have specific questions or concerns about 

discriminatory practice and what is and is not 
allowed under the law, we recommend you seek 

legal advice



SURVEY
To complete the final step of this training, please click the 

following link to access and take the survey. Your 
participation in this survey is crucial for finalizing your 
training and receiving your certificate of attendance.

Thank you for your cooperation!

CLICK HERE


