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POLICY

Pocatello/Chubbuck Head Start prohibits its’ employees from discriminating against any family based on their race, color, national origin, sex, age or disability.

PROCEDURE

1. Any employee or participating family of Pocatello/Chubbuck Head Start may lodge a complaint if they feel they are the target of discrimination.

2. The complainant should lodge their concern in writing to the Support Services Manager within 180 days of the incident,  stating when and where the alleged discrimination took place, what was the nature of the discriminatory action and who (staff member, parent, child, school district employee) was responsible for the action.
3. The complainant may use a form provided by the agency but the use of the form is not a prerequisite for acceptance of the complaint.
4. The Support Services Manager will forward a copy of the complaint to the Director of Pocatello/Chubbuck Head Start as well as all applicable Federal and State agencies authorized to process civil rights complaints.

5. The Support Services Manager will refer to FNS Instruction 113-1 when handling the complaint, utilizing the sample documents located in the Appendix whenever possible.
6. Each complaint will be investigated by the Support Services Manager and every attempt will be made to ameliorate the incident at the local level.

7. The Support Services Manager will also keep a Civil Rights Complaint log and enter all complaints as they occur.

8. This entire policy and procedure will be presented yearly to all Head Start staff during the annual pre-service training.
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