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Civil Rights Complaint Procedures

Idaho Child Nutrition Program Sponsors

CIVIL RIGHTS PROCEDURES FOR CHILD NUTRITION PROGRAM SPONSORS

1.

Civil Rights complaint received by Child Nutrition Program Sponsor (verbal or
written).
Civil Rights complaint documented onto the annual Civil Rights Complaint Log
Sponsor gives complainant a Civil Rights Complaint Form and/or Sponsor assists
complainant in completing the form
If a complainant submits a complaint form or provides a verbal complaint, the
sponsor must forward the complaint to the State Agency within three working
days to:

Director

Child Nutrition Programs

Idaho Department of Education

PO Box 83720

Boise, ID 83720-0027
The State Agency Staff notifies USDA Western Region Office (WRO) program
contact and WRO Civil Rights Director
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Child Nutrition Programs
Civil Rights (CR) Requirements for All Institutions

1. All Child Nutrition Programs must operate in a non-discriminating manner.

2. Allinstitutions must collect and report racial and ethnic data initially when coming on the
program and annually thereafter.

3. Collect racial and ethnic data for actual participants and report the data in MyldahoCNP
during renewal (annual packet updates).

4. Keep all data on file for three years, plus current year.

5. SFSP sponsors must submit a public release including the non-discrimination statement
to their local news media describing their specific program. A copy of the public release
must be maintained by the sponsor and be available for the state agency during a review.
NSLP and CACFP sponsors are not required to submit their own public release to their
local news media. Annually the state agency will submit a state wide release for all
sSponsors.

6. All institutions must develop and implement a written Civil Rights complaint procedures to
handle any discrimination complaint.

7. Allinstitutions must have readily available Civil Rights complaint forms to give to
complainants who have a complaint.

8. Allinstitutions must have a Civil Rights Complaint Log to track any such complaints.

9. Allinstitutions must train their staff on Civil Rights requirements before the staff assume
their duties in Child Nutrition Programs and annually thereafter. Sponsors must document
the training with an agenda and sign in sheet for all participants. The training agenda
must include the following minimum training requirements:

Collection and use of data

Effective public notification systems

Compilaint procedures

Compliance review techniques

Resolution of noncompliance

Requirements for reasonable accommodation of persons with disabilities

Requirements for language assistance

Conflict resolution

. Customer service

10. All institutions must display the current "And Justice for All" poster in a prominent place.

11. All institutions must use the USDA long version of the non-discrimination statement on all
public correspondence of more than one page (one sheet of paper) that implies or
mentions USDA or Child Nutrition Programs. The short version can be used on all
materials one page or one sheet of paper with print on the front and back.
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For more information, please visit the Child Nutrition Civil Rights webpage

The site includes:

USDA Civil Rights Training Video for all Programs
Training Requirements and Sign in Form

Sample Complaint Form in English and Spanish

Civil Rights Complaint Log Spreadsheet

FNS 113-1 Instructions

Non-Discrimination Statements in English and Spanish

For Questions Contact

Child Nutrition Programs

Idaho State Department of Education
650 W State Street, Boise, ID 83702
208 332 6800 | www.sde.idaho.gov
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http://www.sde.idaho.gov/cnp/civil/
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