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Civil Rights Complaint Procedure Template
for Child Nutrition Programs

1. The complainant may file a complaint with the sponsor, Indiana Department of
Education, or directly with USDA.

2. All Child Nutrition Program operators can use the Civil Rights Complaint Log to
record any civil rights complaints regardless if the complaint is expressed in
writing or verbally.

3. The complainant or sponsor may file a complaint using the Civil Rights
Complaint Form. Use of a Civil Rights complaint form must not be a prerequisite
to an acceptance of a complaint. An acceptance of a complaint can occur
without the use of the form.

4. The complainant should include the following in your complaint letter:

a. Your name, address, county of residency, email address (if available), and
telephone number

b. The name, address, and telephone number of your attorney or authorized
representative, if you are represented.

c. The basis of your complaint. The basis is what you believe was the
motivating factor for the discrimination. For example, you may believe
you were treated differently because of your race, color, national origin,
sex (including gender identity and sexual orientation), age, or disability.

d. The date(s) that the incident(s) you are reporting as discrimination
occurred.

e. The name of the individual(s) or entity you believe discriminated against
you and the agency or recipient that employs that/those individual(s).

f. Location (including the county) of the incident.

g. Theissue(s) of your complaint. The issue is a description of what
happened, or the action that was taken by the individual(s) or agency that
discriminated against you, resulting in some harm. Explain as clearly as
possible what happened, why you believe it happened, and how you were
discriminated against. Please include how other persons were treated
differently from you, if applicable. If you were denied a benefit or service,
please provide a copy of the denial letter. If you have documents to
support the events you are reporting, provide a copy of the supporting
documents.


https://www.in.gov/doe/files/Civil-Rights-Complaint-Log-2024.docx.pdf
https://www.in.gov/doe/nutrition/civil-rights-requirements/
https://www.in.gov/doe/nutrition/civil-rights-requirements/

5. All civil rights complaints, written or verbal, that are filed directly with the
sponsor or with the Indiana Department of Education will be recorded in the
complaint log and sent to USDA for investigation.

Important

e Itisnecessary that the information provided be sufficient to determine the identity of
the agency or individual towards which the complaint is directed and to indicate the
possibility of a violation.

e Anonymous complaints should be handled as any other complaints.

e Inthe eventa complainant makes the allegations verbally or through a telephone
conversation and refuses or is not inclined to place such allegations in writing, the
person to whom the allegations are made shall write up the elements of the complaint
for the complainant.

Any person alleging discrimination based on race, color, national origin, sex, age, or
disability has a right to file a complaint within 180 days of the date of the alleged
discriminatory action.

This institution is an equal opportunity provider.
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