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USDA Civil Rights & Non-Discrimination Training 

Federal and USDA civil rights regulations and policies  

ensure no person in the United States is subject to prohibited 

discrimination in programs and activities conducted in whole or  

in part by USDA based on: 

 

RACE ● COLOR ● NATIONAL ORIGIN ●  

DISABILITY ● SEX ● AGE 



USDA Civil Rights & Non-Discrimination Training 

Furthermore, no person is subject to reprisal or 

retaliation for prior civil rights activity in any program or 

activity conducted or funded by USDA. 



USDA Civil Rights & Non-Discrimination Training 

Civil Rights and Non-Discrimination are the cornerstones of USDA 

policy and must be adhered to at all levels of food distribution. 

 

NO EXCEPTIONS! 



USDA Civil Rights & Non-Discrimination Training 

Steps taken to prevent discrimination at our Food 

Banks and Distribution Sites: 
 

• Conduct annual training for staff and volunteers 

• Conduct outreach to under-represented communities 

• Display “And Justice for All” poster 

• Accommodate people with disabilities 

• Reduce language barriers for people with limited English 

proficiency 



USDA Civil Rights & Non-Discrimination Training 

If a Distribution Site suspects, for whatever 

reason, that a customer is unsatisfied with the 

services provided… 

 

Customers can call 866-632-9992 for a  

USDA Program Discrimination Complaint Form. 

 

Customers can submit complaints to: 

USDA, Office of the Assistant for Civil Rights 

1400 Independence Ave., SW 

Washington, D.C.  20250-9410 

 

Customers can also submit complaints via email 

to: program.intake@usda.gov  

 

mailto:program.intake@usda.gov
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TEFAP & TANF Food Distribution 

• The Emergency Food Assistance Program 

• Congress passed the TEFAP Act in May 1983 

• TEFAP is a Federal program that helps supplement the diets of low-

income individuals 

• TEFAP provides free food to agencies who voluntarily participate in 

this Federal program 

• Thanks to workers and volunteers across Illinois, TEFAP provides an 

emergency response to hunger throughout the State 

 

What is TEFAP? 
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TEFAP & TANF Food Distribution 

• Temporary Assistance for Needy Families 

• TANF program created by the Personal Responsibility and Work 
Opportunity Act in 1996 

• Special funds for the purchase of additional food for families with 
children 18 or younger, which includes items like cereal, peanut 
butter and milk 

• Distribution is usually from February or March through June 

• Prior to distribution of TANF food, the number of children must be 
entered on the Signature Sheet or Proxy Form 

 
 
 

What is TANF? 



TEFAP & TANF Food Distribution 

FY17 Accomplishment: 

 Households Served = 2,494,395 

 Pounds of Food Distributed  = 32,258,400 lbs 

 Individuals Served  = 7,863,681 



TEFAP & TANF Food Distribution 



TEFAP & TANF Food Distribution 

• Supplemental Nutrition Assistance Program 

• IDHS administers SNAP in the State of Illinois 

• IDHS Customer Help Line: 800-843-6154 

• Eligible applicants receive food assistance benefits, which are 

automatically transferred to an electronic card: Illinois Link Card 

• Documented on the last column of the Signature Sheet 

• Do you receive SNAP? (Check yes or no) 

 

 

 

 

What is SNAP? 



TEFAP & TANF Food Distribution 

• Signature Sheets 

• E-Signature 

• Proxy Forms 

• Proofread all Signature Sheets and Proxy Forms for accuracy and 
completeness 

• Submit all original Signature Sheets and Proxy Forms each month to the 
Food Bank 

 

Distribution Documentation 



TEFAP & TANF Food Distribution 

• Must be signed prior to distribution 

• Household size 

• How many living in household 

• How many are going to get fed 

• Address, City 

• Can state “none” if recipient is homeless 

• # Children in household 18 years or younger 

• Do you receive SNAP? (Check yes or no) 

 

Signature Sheets 



TEFAP & TANF Food Distribution 

• “Proxy” is the person picking up and 
delivering food for another individual 

• Customer completes, signs & dates the 
Proxy Form 

• Proxy takes the form to the pantry 

• Proxy signs & dates the form while at the 
pantry 

• Pantry staff sign & date the form 

• ALL SIGNATURES (3 total) & ALL DATES 
ARE REQUIRED 

 

Proxy Forms 
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TEFAP & TANF Food Distribution 

• Customers must not be asked to prove eligibility 

• Anyone eating at a soup kitchen or shelter is assumed to be eligible 

for service 

 

Eligibility Requirements 



TEFAP & TANF Food Distribution 

• Self-attestation/Self-declaration is the accepted means of 

documenting income eligibility 

• Distribution Sites are prohibited from verifying income 

• Distribution Sites are NOT ALLOWED to ask for social security cards, 

pay stubs or income data 

Proof of Income 



TEFAP & TANF Food Distribution 

• Documentation that can be verified are: 

• Driver’s License 

• State ID Card 

• Mail such as utility bill or letter from landlord 
 

If you request an ID from one person then you must request  

from EVERYONE! 

Proof of Identity & Residency 



TEFAP & TANF Food Distribution 

• Self-attestation by homeless recipients 

must be accepted 

• Homeless persons or persons with 

disabilities may lack documentation to 

verify their identity or residence 

• Distribution Site may indicate “NONE” in 

the address section of the Signature 

Sheet/Proxy Form 

 

Serving Homeless Recipients 





TEFAP & TANF Food Distribution 



TEFAP & TANF Food Distribution 

• Open at least 2 hours per week 

• Must display operating days and times 

• Must be open during established times 

• May not require appointments 

• Eligible customers entitled to service at least once every 30 days 

• May not charge fees or require memberships 

• Documentation to include signature sheets / proxy forms 

• Must distribute EFP in combination with other foods distributed 

• May not be distributed separately 

 

Food Pantries 



TEFAP & TANF Food Distribution 



TEFAP & TANF Food Distribution 

• Serve meals at least 2 hours per week 

• Must post meal-service schedule 

• Must count every meal served 

• Count additional helpings as individual meals and add to total # 

• Not reporting all meals served could result in reduction of commodities 

• Document how total meals were computed each month 
• i.e., sign-in, plate counting, etc. 

• Submit monthly reports to Food Bank for total meals served 

 

Homeless Shelters & Soup Kitchens 



TEFAP & TANF Food Distribution 

• Days/Hours of Operation 

• Income Eligibility Guidelines 

• “And Justice For All” 

• Notice to Program Participants 

• Written Notice of Beneficiary Rights 

• Prohibited Activities 

 

 

Required Posters 



TEFAP & TANF Food Distribution 

• Lists maximum allowable 

monthly gross income for 

household sizes 

• Updated annually  

• Provided by TEFAP 

 

Income Eligibility Guidelines 



TEFAP & TANF Food Distribution 

• Instructs the customer on what 

action to take in case of 

discrimination or Civil Rights 

violation  

• Provided by TEFAP/USDA 

 

“And Justice For All” 



TEFAP & TANF Food Distribution 

• Conditions customer agrees to 

by signing the Signature Sheet: 
• Household gross income 

• Household consumption 

• Release from liabilities  

• Provided by TEFAP 

 

Notice to Program Participants 



TEFAP & TANF Food Distribution 

• Notification that customer can 

receive a referral to another 

pantry, soup kitchen or shelter if 

there is a religious character 

conflict  

• Provided by TEFAP 

 

Written Notice of Beneficiary Rights 



TEFAP & TANF Food Distribution 

• Lists activities that violate 

TEFAP regulations 
• Donations 

• Payment for services 

• Purchase for a good cause 

• Politics 

• No fees 

• Food cannot be sold 

• Instructs the customer on what 

action to take  

• Provided by TEFAP 

 

Prohibited Activities 



TEFAP & TANF Food Distribution 

• Activities not part of TEFAP 

• Use a separate table or room 

• Post a sign 

• Not part of TEFAP 

• Entirely voluntary 

• Not endorsed by USDA 

 

Additional Activities 



TEFAP & TANF Food Distribution 

• No religious activity allowed, including activities such as worship or 

religious instruction 

• Customers are not required to participate in religious activities 

• Religious activity must take place in a separate location at a different 

time 

• It must be made clear that religious activities are not endorsed by 

USDA 

 

Explicitly Religious Activities 
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TEFAP & TANF Food Distribution 

• Sites must comply with State and local laws, policies, procedures and 

warehousing standards 

• Food must be stored in a manner to protect from spoilage, 

infestation, damage or other conditions that may jeopardize the 

safety of foods 

• The receipt of damaged, spoiled, infested USDA commodities must 

be reported to the Food Bank 

 

Food Storage & Safety 



TEFAP & TANF Food Distribution 

• Thermometer 
• Refrigerate between 35° F and 40° F 
• Freeze below 0° F 

• FIFO 
• Dry and refrigerated commodities must be rotated 

to ensure the quality and freshness 

• Packaging 
• Dented cans can be used unless you notice any 

of the following: 
• Bulged can, leakage, damaged seals, rust 

 

Food Storage & Safety 



TEFAP & TANF Food Distribution 

• Expiration & Use-By date 

• Do not use or distribute food when not fit for human consumption, 

regardless of product dates or when food received 

• Quality Control – Conditions to report to Food Bank: 

• Quality issues (odors, appearance) 

• Foreign material in product (bones, metal) 

• Poor packaging (split bags, leaking, rusty or bulging cans) 

 

Food Storage & Safety 



TEFAP & TANF Food Distribution 



TEFAP & TANF Food Distribution 

• All program staff and volunteers must be informed that Food Bank, 

USDA and IDHS inspectors have the authority to inspect food storage 

and distribution facilities 

• Denying an inspector access or not being in compliance with rules 

and regulations may result in loss of USDA commodities 

 

Monitoring & Site Inspections 



TEFAP & TANF Food Distribution 

• A pest control system must be in place 
• Keep a log 

• Register days & hours of operation 
• Notify Food Bank of any changes 
• Open to general public 
• No appointments allowed 
• Open at least 2 hours per week 

• Not including: 
• On-call or emergency times 
• Food prep, cleanup, restocking 

 

Monitoring & Site Inspections 



TEFAP & TANF Food Distribution 

Storing Refrigerated & Frozen 

Commodities 
 

• All cold units must: 

• Have a thermometer 

• Be cleaned & inspected 

• Allow for proper air circulation 

• Refrigeration temp 35° to 40° F 

• Freezer temp below 0° F 

Storing Dry Commodities 
 

• Store in a dry, cool place 

• Store away from sunlight 

• 2 foot ceiling clearance 

• At least 6” off floor 

• At least 4” from walls 

• Keep floor, pallets, storage and 
shelving clean 

• Keep non-food items separate 
from food 

Monitoring & Site Inspections 



TEFAP & TANF Food Distribution 

Projected Commodities 

Released by USDA in January 

 

Includes: 
Fruits & Vegetables 

Juices 

Legumes 

Protein Foods 

Grains 

Dairy 

Oils 

Soups 



TEFAP & TANF Food Distribution 

Projected Commodities 



TEFAP & TANF Food Distribution 

Projected Commodities 





Thank you for helping USDA and DHS Feed Illinois. 


