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Organization Name: __________________________________________________

Date Submitted:  _____________________________________________________



Title VI Nondiscrimination

An agency’s Title VI Policy and Practices must include (at a minimum) the following:

	Reviewer
Initials
	Policy /Practice Requirements
	Notes

	
	State that the agency prohibits discrimination on the basis of race, color or national origin
	

	
	State that the agency does not distinguish among individuals in the quantity, quality or timeliness of program services, aids or benefits that they provide or the manner in which they provide them
	

	
	Include a Limited English Proficiency Plan that outlines interpretation practices and staff training
	

	
	Include a complaint process (may link to an agency’s Grievance Policy/Processes)
	

	
	Public notification of Title VI Policy is required 
	



Americans with Disabilities

An agency’s ADA Policy and Practices must include (at a minimum) the following:

	Reviewer
Initials
	Policy/Practice Requirements
	Notes

	
	State that the agency will make reasonable accommodations for citizens in accordance with the Americans with Disabilities Act
	

	
	State that the agency will make reasonable modifications to policies and programs to ensure that people with disabilities have equal opportunity to participate in programs, services and activities
	

	
	Include an effective communication section that focuses on providing appropriate aids and services leading to effective communication for qualified persons with disabilities to participate in programs and services:
· include options for hearing and sight impaired individuals
· include options for intake forms and other vital documents
· include options for Web site information
	

	
	Document and maintain staff training, competency and manual regarding policies and procedures for effective communications
	

	
	Include a complaint process (may link to an agency’s Grievance Policy/Processes)
	











Grievance/Complaint

An agency’s Grievance Policy and Practices must include (at a minimum) the following:

	Reviewer
Initials
	Policy/Practice Requirements
	Notes

	
	Mention of (and practice of) offering informal and formal options for addressing ADA or Title VI complaints; if not addressed informally, complaints/grievances should be in writing
	

	
	Includes stages or levels of escalation; including mention of escalation options outside of the organization
	

	
	Includes timeframes, procedures and roles of responsibility for when and howh each stage or level will be responded to/addressed
	

	
	Policy must be posted in areas directly accessible to clients/customers at all times 
	

	
	Policy and forms must be available in English and Spanish
	

	
	Formal and informal grievances / complaints and their resolutions should be recorded and kept on file for a defined timeframe and be accessible to funding partners and licensing entities
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Legal Note:  The above checklists do not constitute legal advice. They are a summary of requirements and include highlights of what should be included in your policies and procedures/ practices. Please consult your organization’s attorney for legal counsel when preparing or revising your City of Loveland required policies and procedures for review and approval by your board of directors. 
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