@ Our Daily Bread

 Food Pantry

Non-discrimination Policy and Procedures:

The following document contains five sections:
- Our Daily Food Pantry Non-discrimination Policy
- How we communicate our policy
- Individual rights
- How we process non-discrimination complaints
- What corrective action we take

Non-discrimination Policy:

As a partner agency of the Harry Chapin Food Bank (HCFB) we adhere to several
Contract requirements. A key component of these requirements is our non-discrimination policy.

"In accordance with Federal law and our contract with the Harry Chapin Food Bank, we will
not discriminate on the basis of race, sex, age, color, national origins, disability, sexual
orientation or religion."

Communicating our Policy:

We ensure our clients, employees, volunteers, and HCFB are aware of our non-discrimination
policy through several means:
- We agree in writing with HCFB not to discriminate.
- Volunteers are advised of our policy.
- Any flyers we develop for the public includes our non-discrimination policy.
- Any website we have has our non-discrimination policy on it.

Individual Rights:

Our policy creates certain rights for any individual who believes he/she has been discriminated
against. An individual can file a complaint to several state and federal organizations, as well as
with the Harry Chapin Food Bank. A complaint may also her made to any of our volunteers
verbally or in writing.



Processing Non-discrimination Complaints:

1. Complaint is received by Our Daily Bread Food Pantry either verbally or in writing.
2. If verbal, we will work with individual to complete our complaint form, to gather appropriate

data, to establish a clear understanding of the allegation and to advise him or her of the next steps in

the review process.

3. If the individual has already completed our form we will review the data for completeness and
clarity.

4. The completed form will be promptly forwarded to the Pantry Team Leader who will review and
send to HCFB Agency Relations Manager who, as appropriate, will engage the HCFB's Executive
Director.

5. The HCFB Agency Relations Manager or Executive Director will assign an individual to review the
complaint, who will, as appropriate for the situation, independently gather data about the specific
situation.

6. Based on an analysis of the information a determination will be made by HCFB as to whether
discrimination, as defined by Federal law has occurred.

7. An appropriate specific solution will be defined for the complaint at hand and correction actions
steps will be devised to help preclude repetition by Our Family Church Food Pantry.

8. HCFB will notify the individual of the outcome within a reasonable timeframe.

9. HCFB will notify Our Daily Bread Food Pantry of the outcome and any needed corrective action they
must take.

10. Our Daily Bread Food Pantry will take corrective action as defined.

What Corrective Action will Our Daily Bread Food Pantry will take?:

One of our primary objectives in having a clear resolution to a discrimination complaint is to
gain a thorough understanding of not only what occurred but why. Based on the findings of
HCFB we will undertake appropriate corrective action to help minimize the likelihood or
recurrence of discrimination.

While the specific actions cannot be defined before discrimination occurs, corrective actions
include activities such as re-training volunteers and one-on-one discussions/ counseling with
particular volunteers about the importance of not discriminating and ensuring a clear
understanding of what discrimination is.

As a Volunteer of Our Daily Bread Food Pantry, I have read and understood our non-
discrimination policy.

Print your Name:

Signature: Date:

(Non-discrimination form - revised 1/1/2019)



