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CIVIL RIGHTS

1.
Include the following nondiscrimination statement on all materials relating to the National School Lunch Program, School Breakfast Program, Afterschool Snack Program, or Special Milk Program that are available to the public.  This includes menus, free and reduced-price meal/milk eligibility documents, and any other materials distributed.  

In accordance with Federal Law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability.

To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call toll free (866) 632-9992 (Voice).  Individuals who are hearing impaired or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish).                   USDA is an equal opportunity provider and employer.

2.
Display the “And Justice for All” poster in a conspicuous place in each approved site and the administrative office.

3.
Train staff on civil rights annually.  Specific subject areas include:

· COLLECTING AND USING DATA:  Data is being collected on ethnicity and race.  Parent self-declares.  If they refuse, institution staff will code based on perception.  All material must be filed in an area of restricted access and retained for three years.

· EFFECTIVE PUBLIC NOTIFICATION SYSTEMS:  Display the “And Justice for All” poster, use the nondiscrimination statement, provide information in other languages and alternative formats as needed, and convey equal opportunity in all photos and other graphics on websites, publications, etc.  

· COMPLAINT PROCEDURES:  Procedures must be established to accept complaints or grievances based on race, color, national origin, sex, age, or disability.  Participants must be advised of their right to file a complaint, how to file a complaint, and the complaint procedures.  If there are complaints, the institution must alert MDE.

· COMPLIANCE REVIEW TECHNIQUES:  Ensure civil rights requirements are being followed during review process.

· RESOLUTION OF NON-COMPLIANCE:  Inappropriate actions must cease.  A corrective action plan is required and appropriate procedures must be implemented.

· REQUIREMENTS FOR REASONABLE ACCOMMODATION OF PERSONS WITH DISABILITIES:  Entrances and exits to accommodate the disabled, Braille signage and alternative arrange- ments for service must be available, when needed.

· REQUIREMENTS FOR LANGUAGE ASSISTANT:  Bilingual personnel and materials must be provided depending on need, resources available, and cost.

· CONFLICT RESOLUTION:  Use alternative dispute resolution techniques when necessary.  Treat others with respect.

· CUSTOMER SERVICE:  “Treat others the way they want to be treated (or at least be aware of what that is).”

For more information on the USDA Civil Rights Laws, Regulations, Executive Orders and related Other Guidance, go to:  http://www.fns.usda.gov/cr/crregulation.htm.
The Michigan Department of Education (MDE), School Nutrition Programs unit developed a Civil Rights E-Learning Course.
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