CAPE /Head Start/ Early Head Start                             

 Section 3. Forms
Procedure for completing form:

Civil Rights Complaint 
	
	STEPS
	PERSON RESPONSIBLE 
	TIME LINE

	1
	Any person alleging discrimination based on their civil rights has a right to file a complaint within 180 days of the date of the alleged discriminatory action. Anytime anyone has a complaint the form is to be downloaded from Intranet or obtained from the Red Civil Rights Binder.
	Teachers, Caregivers, AT/FA, Home Visitor, LSM
	As needed

	2
	Any civil rights complaint, written or verbal, shall be accepted. The form is to be completed or an appropriate letter written whenever there is a complaint In the event a 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 compliant for the complainant.
	Teachers, Caregivers, AT/FA, Home Visitor, LSM
	As needed

	3
	The form is to be signed by the complainant and the signed by the CEO and forwarded to the appropriate address. All complaints are recorded on the complaint log.
	CEO
	As needed
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