



PITTSFORD CENTRAL SCHOOL DISTRICT
Civil Rights Complaint Policy
(In Compliance with USDA Civil Rights Regulations)
Purpose
To ensure compliance with USDA civil rights regulations and uphold the principles of nondiscrimination, this policy establishes procedures for receiving, documenting, and addressing complaints alleging civil rights discrimination within the School Food Authority (SFA) meal programs.
Scope
This policy applies to all Pittsford Central School District Food Service staff involved in the administration of USDA Food and Nutrition Service (FNS) programs, including:
- National School Lunch Program (NSLP)
- School Breakfast Program (SBP)

Policy Statement
The Pittsford Central School District is committed to providing equal access to all program benefits and services without discrimination based on race, color, national origin, sex, age, disability, or any other protected class under federal civil rights law. All complaints alleging discrimination will be handled promptly, thoroughly, and in accordance with USDA guidelines.
Procedures
1. Receiving Complaints
- Complaints may be submitted verbally, in writing, or in person by any individual or their representative.
- Staff receiving a verbal or in-person complaint must document all details including the complainant’s name, contact information, and a description of the alleged discriminatory act.
- Complaints must be accepted without requiring additional forms.

2. Documentation
- All complaints must be recorded using the USDA Program Discrimination Complaint Form (AD-3027) or equivalent documentation.
- Documentation must include the date, time, location, nature of the discrimination, and names of individuals involved.



3. Forwarding Complaints
All complaints must be forwarded within five (5) business days to:
- State Agency (SA)
- USDA Food and Nutrition Service Regional Office (FNSRO)
- USDA Office of Civil Rights

USDA Office of Civil Rights Contact:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410
Fax: (202) 690-7442
Email: program.intake@usda.gov

4. Staff Training
- All staff interacting with program participants must receive annual civil rights training.
- Training includes complaint procedures, public notification, and language assistance.

5. Confidentiality
The SFA will maintain the confidentiality of all parties to the extent possible while ensuring a thorough investigation.

6. Prohibition of Retaliation
Retaliation against individuals filing or participating in a complaint investigation is strictly prohibited.
Monitoring and Compliance
The Pittsford Central School District SFA will review complaint procedures annually to ensure compliance with USDA regulations and implement corrective action where needed.
[bookmark: _Hlk212653182]Contact
Pittsford Central School District
Department of Food Service
100 Mendon Center Rd Pittsford NY 14534
585-267-1098 | food_service@pittsford.monroe.edu



Nondiscrimination Statement: This explains what to do if you believe you have been treated unfairly.
In accordance with federal civil rights law and USDA civil rights regulations and policies, the USDA, its agencies, offices, employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, religion, sex, disability, age, marital status, family/parental status, income derived from a public assistance program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or activity conducted or funded by USDA (not all bases apply to all programs). Remedies and complaint filing deadlines vary by program or incident. Persons with disabilities who require alternative means of communication for program information (e.g., Braille, large print, audiotape, American Sign Language, etc.) should contact the state or local agency that administers the program or contact USDA through the Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may be made available in languages other than English. To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint and at any USDA office or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:
1. Mail:	                                                                               2. Fax                                                                3. Email:
     U.S. Department of Agriculture                                 or              (202) 690-7442;                 or                       program.intake@usda.gov
     Office of the Assistant Secretary for Civil Rights
    1400 Independence Avenue, SW, Mail Stop 9410
    Washington, D.C. 20250-9410; 
This institution is an equal opportunity provider

