DESE Client Rights: Procedures for Sponsoring Organizations of Child Nutrition Programs

This sub-section of policy is applicable only for clients residing within Saint Vincent’s Services Congregate Care
Programs.

Saint Vincent’s will comply with the Civil Rights Requirements outlined in FNS Instruction 113-1 and the 2016
Memorandum of Understanding between United States Department of Agriculture Food and Nutrition Service Civil
Rights Division and the Massachusetts Department of Elementary and Secondary Education, Office for Food and
Nutrition Programs. If a participant, parent/guardian, or potential participant reports a concern that involves a
federally or state protected class we will inform, accept, document, and share the complaint or concern in
accordance with the procedures outlined below.

Procedure:

1. Inform the client who alleges potential discrimination may have occurred of their right to file an official
complaint. Consider parent/guardian notification as appropriate.

[J  Offer to share the complaint process steps and that submission can occur anonymously.

O Ask if the client would like to submit an official complaint.

[0 If no, ask the client how SVS can help. Clarify what they want you to do with the information they are
providing. When the person reports satisfaction that the issue has been resolved, no further steps are
required.

00 If yes, support the client through USDA's complaint process and clarify whether they want to use
USDA's process independently or if they would like SVS to "accept" their complaint or assist with
submission to USDA.

[ If the client would like to submit the complaint on their own, no further steps need to be taken.

[ Ifthe client would like SVS to “accept” the complaint: Accept, Document, and Share the Complaint
per the instructions below.

2. Accept an official complaint in any form.
[1  Written grievances are to be documented on Saint Vincent’s standardized Quality Improvement Form.
3. Document the complaint in a complaint log specific to Child Nutrition Programs.

[1  The client, in most cases, should sit with a trusted adult who will assist with thorough completion as
well as punctuation and spelling. In the event that a grievance is initiated verbally via telephone with a
parent or guardian, the Saint Vincent’s Services staff/program clinician should then initiate a written
grievance to begin the procedural response. Anytime a grievance is filed it must be forwarded to the
Program/Department Manager. Grievances will be facilitated and addressed in an open and objective
manner, without interference or retaliation of any kind.

4. Share the complaint within 5 days with FNS CRD.

[ Send a copy of the complaint you accepted by any of the following methods:
mail: 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; or
email: program.intake@usda.gov

Support with responding to reported concerns or Civil Rights complaints can be obtained by contacting FNP at
Nutriton@doe.mass.edu 781-338-6480, for technical assistance.



