
[image: image1.jpg]UNITED
COMMUNITY
ACTION
NETWORK

AN

Serving Douglas & Josephine Counties
Helping People. Changing Lives.





POLICY – PROCEDURE

	SUBJECT:  
CIVIL RIGHTS 
	WRITTEN BY/(HS) COMPONENT:  Health
	EFFECTIVE DATE:



	PROGRAM APPROVAL:  

	

	APPLIES TO:  


	PREVIOUS REVISION DATE: 8/12/08, 6-20-11
	NUMBER OF PAGES:

2

	
	APPROVED BY HS POLICY COUNCIL: 8/9/05, 10/28/08
	APPROVED BY UCAN BOARD: 11/12/08


POLICY

UCAN Head Start complies with all Civil Rights Regulations in order to assure that benefits of the Child and Adult Care Food Program (CACFP) are made available to all eligible persons, making every effort in recruiting and enrollment procedures to allow equal participation by all eligible participants and potential participants regardless of race, color, national origin, sex, age or disability. 
Regulation

In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discrimination on the basis of race, color, national origin, sex, age and disability. A non-discrimination statement must be included in the parent handbook and the employees’ handbook or anywhere that mentions CACFP or USDA menus and any flyer that is sent home to the parent. The statement should also be on the Head Start website. Head Start classrooms must display the poster, “And Justice for All” where parents, adult participants and the general public can see and read it. 

PROCEDURE
If any UCAN employee receives a verbal or written Civil Rights complaint from any person alleging discrimination in the Child and Adult Care Food Program (Head Start meal service) based on race, color, national origin, sex, age, or disability, they must take the following actions:

· Give the complainant a Civil Rights Complaint Form

· Document the Civil Rights complaint in the Civil Rights Complaint Log, the same day that the complaint was given to you. 

· Notify the Health Service Manager and your direct Supervisor the same day the complaint was made.  Health Services Manager will inform Leadership Team of complaint.

· If the complainant returns the Civil Rights Complaint form, the employee must deliver the form to the Health Service Manager the same day of receipt. The HSM will then forward the complaint to the State Civil Rights Department within 3 working days. Individuals may choose to file their complaint directly to the Oregon department of Education, or to the USDA, if they so choose 

FORWARD

Racial and Ethnic data will be collected at enrollment for the child and the parents in the home. If the applicant is not willing to share the information; the UCAN HS employee will make note of the believed racial and ethnicity and document it in the enrollment section of the current data system. This is a requirement for annual Federal reporting.

All employees will receive annual Civil Rights Training at the beginning of each school year. During “new employee orientation” given by the Human Resource Manager; new employees hired after the beginning of school, will receive a packet that includes; a picture of the “And Justice For All” poster, the policy and procedure, sample complaint form and log. 

Required training topics are:

a. What is discrimination?

b. Collecting and recording racial and ethnic data

c. Where to display the “And Justice for All” poster

d. What is a Civil Rights Complaint and procedure for handling

Name__________________________________________________

Date of Training__________________________________________

This policy complies with Head Start Performance Standard 45 CFR Section 1304.23 and Child and Adult Care Food Program Guidelines Chapter 11; sections A-F.§ 1304.23 Child nutrition.

