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Procedure for River Valley School District if Presented with a Civil Rights Complaint

 
1. Complainant must be informed of Federal Civil Rights rules and regulations that have been established for protected classes. The classes are: Race, Color, National Origin, Age, Sex & Disability. 
2. River Valley School District (RVSD) will provide all information needed to file the complaint
Mailing address, USDA’s Telephone/Fax numbers and Email address Electronic link to file a civil rights complaint (How to File a Program Discrimination Complaint): 
3. The SFA will direct the complainant to the district food service website where they can fill out the official USDA complaint form.
4. After providing the complainant with the information on how to file a Civil Rights complaint directly at the Federal level, the RVSD may attempt to resolve the complaint if it is a matter that can be resolved quickly if it was potentially caused by a miscommunication.
If the matter cannot be resolved quickly, then the RVSD will:
A. Reiterate the complaint filing procedures in #1. 
Document the complaint and actions taken in a separate Civil Rights complaint log. 
B.	The Pennsylvania Department of Education (PDE) must be notified by forwarding complaint information, within 5 days of receipt of complaint from RVSD, to the FNS regional office. 
C. 	FNS team conducts complaint review and investigation, which includes contact with the complainant, State Agency, sponsor, etc. 

Complainants must file within 180 days of the alleged action. 

[bookmark: _GoBack]Confidentiality is extremely important. 


USDA complaint form is located on the Food Service Website “USDA Program Discrimination Complaint Form”
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