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4.1 
Affirmative Action and Nondiscrimination

Eastern Oregon Head Start in compliance with Title VI of the Civil Rights Act of 1972, Section 504 of the Rehabilitation Act of 1973, and the Age Discrimination Act of 1975, does not discriminate on the basis of race, color, national origin, sex, handicap, or age in any of its policies, procedures, or practices, nor does Eastern Oregon Head Start discriminate on the basis of sexual orientation. Sexual harassment, like other forms of discrimination, is not tolerated. Nondiscrimination requires the elimination of all existing discriminatory conditions, whether purposeful or inadvertent. The non-discriminatory policy covers enrollment opportunities, access to services, employment and participation in the Head Start program and activities. 

Eastern Oregon Head Start will assure equal employment opportunity for all persons, regardless of race, color, national origin, religion, sex, age, sexual preference, mental or physical disability and will promote employment opportunities for minorities and women. The affirmative action program will affect all employment and personnel practices including recruiting, hiring, transfers, promotions, fringe benefits, and all other conditions of employment.

Discrimination or harassment by an employee will not be tolerated and will be grounds for discipline or termination. A Head Start employee who feels they have been discriminated against or harassed, or who has observed suspected incidents of discrimination or harassment, are to report the matter immediately to the Director, or to the Eastern Oregon University Affirmative Action Officer. Reported incidents will be investigated immediately and kept confidential to the greatest extent possible. The Director or Eastern Oregon University Affirmative Action Officer will take prompt corrective action whenever warranted.

Eastern Oregon Head Start staff, consultants and volunteers will respect and promote the unique identity of each child and family and refrain from stereotyping on the basis of gender, race, ethnicity, culture, religion or disability.  Head Start classrooms and activities will reflect the culture and interest of enrolled children, families and the surrounding community.

4.2
Accessibility of Program Services and Activities

Eastern Oregon Head Start will ensure that all eligible individuals will have access to the full range of program services and activities.  This policy covers individuals with Limited English Proficiency and individuals with disabilities, including persons with impaired hearing, vision and speech.

The Eastern Oregon Head Start Director is designated as the Section 504 Coordinator.  As Coordinator, the Director will ensure program compliance with Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973 and Title II of the Americans with Disabilities Act, identify resources to meet the needs of persons with Limited English Proficiency and disabilities, address any client concerns or grievances, and provide annual staff training and monitoring to ensure provision of services to all eligible individuals without regard to race, color, national origin or disability.

Procedure for Including Persons with Limited English Proficiency (LEP)

· A Spanish Language version of the Head Start Application and brochure will be made available through placement of posters containing brochures and relevant information in agencies and locations frequented by eligible families.  Brochures include a statement that language assistance is available.

· Spanish-speaking staff members with ties to the Latino community will contact eligible families and solicit applications, either in person or through members of the Latino community.

· Language assistance for individuals who speak a language other than English or Spanish may be available through Eastern Oregon University.  Arrangements would have to be made on a case-by-case basis through the 504 Coordinator at 541-962-3506, or through the Eastern Oregon University Office or Multicultural Affairs at 541-962-3741.  Staff may also call Certified Languages International at 1-800-237-8434 or the AT&T Language Line at 1-800-752-6096.

· Managers will place LEP children in classrooms with other children speaking their language if at all possible.  Whenever feasible, Spanish-speaking children will be placed with a teacher who speaks Spanish. Home visits with Latino families will be conducted in Spanish if that is the parents’ preference.  

· If confidentiality is important, or if absolute accuracy of the information presented and understood is essential, staff will use a qualified interpreter. Families will be informed that the program will attempt to provide a qualified interpreter at no charge to the family if they so wish, however, since conversation with families is generally casual and family-related, the family may ask another family member or friend to translate if needed.
Procedure for Communicating with Persons with Sensory Impairments

· Information about the location and type of services available through Eastern Oregon Head Start will be made available through a variety of means, including but not limited to: word of mouth, printed brochures, newspaper ads, radio announcements, Television ads, flyers, agency referrals and annual Child Find efforts in conjunction with the local education service district. 

· For persons with Hearing Impairments:  

· Children with suspected hearing impairments will be evaluated through Eastern Oregon Regional Programs Early Intervention (1-800-927-5847).  If they qualify for services, Eastern Oregon Regional Programs will develop an Individual Family Service Plan (IFSP) with the parents and Head Start Teachers, and will provide auxiliary aids and educational support. If the child qualifies by Head Start guidelines, but not by Eastern Oregon Regional Programs criteria, Eastern Oregon Head Start will ensure that the child gets the treatment and support needed.  Contact the Disabilities Manager at (541-523-1501) for approval.

· For adult individuals who use sign as their primary mode of communication, the program will attempt to locate a qualified sign language interpreter through the Eastern Oregon University Disabilities Office.  Contact the EOHS 504 Coordinator at 541-962-3506 or jgoodric@eou.edu.

· If confidentiality is important, or if absolute accuracy of the information presented and understood is essential, staff will use a qualified interpreter or present the information in writing. 

· Families will be informed that the program will attempt to provide a qualified interpreter at no charge to the family if they so wish, however, since conversation with families is generally casual and family-related, the family may ask another family member or friend for assistance if needed.
· Staff can use the Oregon Telecommunication Relay Service to communicate by telephone:  (Voice...1-800-735-1232; Spanish Voice…1-800-735-3896).  Parents or guardians with access to TTY or ASCII can use the Oregon Telecommunication Relay Service (Voice…1-800-735-1232;  TTY…1-800-735-2900; ASCII…1-800-735-0644; Spanish Voice/TTY...1-800-735-3896)

· For persons with Vision Impairments:

· Children with suspected vision impairments will be evaluated through Eastern Oregon Regional Programs Early Intervention (1-800-927-5847).  If they qualify for services, Eastern Oregon Regional Programs will develop an IFSP with the parents and Head Start Teachers, and will provide auxiliary aids and educational support. If the child qualifies by Head Start guidelines, but not by Eastern Oregon Regional Programs criteria, Eastern Oregon Head Start will ensure that the child gets the treatment and support needed.  Contact the Disability Services Manager (541-523-1501) for approval.

· For persons who are blind or vision impaired, staff will read the content of all materials out loud, clarify information and answer any questions that may arise.

· Written materials available on computer can be printed in a larger font.

· Audio tapes may be made available for parent information (training).

· For persons with Speech Impairments:

· Children with suspected speech impairments will be evaluated through Eastern Oregon Regional Programs Early Intervention (1-800-927-5847).  If they qualify for services, Eastern Oregon Regional Programs will develop an IFSP with the parents and Head Start Teachers, and will provide auxiliary aids and educational support. If the child qualifies by Head Start guidelines, but not by Eastern Oregon Regional Programs criteria, Eastern Oregon Head Start will ensure that the child gets the treatment and support needed.  Contact the Disabilities Manager (541-523-1501) for approval.

· Writing materials and computers will be made available to facilitate communication between staff and parents.

Procedure for Adapting Facilities for Persons with Disabilities

· All Eastern Oregon Head Start facilities will be handicap accessible.  This includes access to the facility itself, access to bathrooms, classrooms and playgrounds.  All facilities and grounds will be maintained so as not to impede access and use of the facility by any person who requires aids, such as a wheel chair, walker, cane, crutches, etc.

· Eastern Oregon Regional Programs Early Intervention (1-800-927-5847) will provide adaptive equipment needed by children with orthopedic impairments if the child qualifies for services and is placed on an IFSP.  If the child does not qualify for services through Eastern Oregon Regional Programs, Eastern Oregon Head Start will provide needed equipment.  Contact the Disability Services Manager (541-523-1501) for approval.
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4.3
Disclosure of Criminal History 

All Head Start employees and other individuals (including parents and volunteers) who are in the facility over four hours a year and have contact with child must be enrolled in the Central Background Registry.  The exception is school district or education service district employees that are already required to do fingerprint-based criminal offender checks.  Eastern Oregon Head Start will not refuse to hire solely on the basis of an arrest, a pending criminal charge, or a conviction.  Each case will be reviewed in order to assess the relevancy of an arrest charge or conviction to a hiring decision.

Procedure
Prior to employment, prospective employees must be enrolled in the Central Background Registry.  Eastern Oregon Head Start will provide the candidate with Registry forms that must be completed and submitted to the Child Care Division (CCD) by the prospective employee.  It will be the responsibility of each individual to keep his or her registration current. Eastern Oregon Head Start will reimburse parents and guardians of enrolled children for the application fee.
The CCD will conduct a check of Oregon criminal records and Child Protective Service (CPS) records on persons listed as subject individuals in OAR 414-60-0030 and, if approved, will enroll them in the Registry. 

In addition, FBI criminal records will be checked on subject individuals whose Oregon records checks indicate a multi-state offender status, on subject individuals who have lived in Oregon less than 18 months, and when CCD has information that the individual has committed a crime in another state.
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4.4   
Confidentiality

Any information obtained in the performance of official duties is to be considered confidential, and is to be protected from access by unauthorized persons.  This is to include information gained as a result of conversations, conferences, or staff meetings as well as written documentation.

Confidentiality is the preservation, in confidence, of all information concerning an individual or family that may be disclosed in the course of program operations.  The lives of families are private matters that must be protected from public scrutiny except when information is required to provide requested services, or a crime has been committed, the safety of a child is in question, or an individual poses a danger to him/herself or others.  

Under Oregon law, Eastern Oregon Head Start may be legally liable for an employee’s actions that are within the course and scope of duties as an employee, service provider or volunteer.  Improper disclosure of confidential information could be considered to be outside the scope of official duties.  As a result, Eastern Oregon Head Start could refuse to defend an individual in any legal action that might be brought against that individual for violating a client's confidentiality.

Improper disclosure of personally identifiable or confidential information may be subject to civil action in circuit court pursuant to ORS 30.864.  Violation of the Eastern Oregon Head Start Student Education Record Policy may be considered grounds for immediate dismissal.

4.5
Child Supervision and Guidance 

No child will be left alone or unsupervised while under the care of the Eastern Oregon Head Start program. No child may be left alone with any individual who is not on the criminal registry (including volunteers.)  Classroom and outdoor space will be arranged to ensure that children are always within sight of a teacher or other Head Start employee.  Eastern Oregon Head Start will ensure that staffing patterns are adequate to ensure appropriate staff to child ratios.  

Eastern Oregon Head Start staff, consultants and volunteers will use positive methods of child guidance and will not engage in corporal punishment, emotional or physical abuse.  In addition, they will not employ methods of discipline that involve isolation, the use of food as punishment or reward, or the denial of basic needs.  Within the Eastern Oregon Head Start program, any use of corporal punishment is grounds for immediate termination.  See Eastern Oregon Head Start CHILD GUIDANCE and BEHAVIOR MANAGEMENT POLICY and POSITIVE DISCIPLINE POLICY.  

4.6   
Personal Conduct

Eastern Oregon Head Start employees, consultants and volunteers are expected to perform all assigned duties in a professional and ethical manor.  

Procedure
Head Start employees, consultants and volunteers will represent Eastern Oregon Head Start through thoughtful interactions with the community. This includes following the mission, goals and policies of the Head Start program, demonstrating reasonable care in the use of program supplies, equipment and facilities, maintaining a professional personal appearance that is neat, clean and appropriate to the individual job duties and ensuring that any public statements concerning the program have the approval of the Head Start Director.

Head Start employees, consultants and volunteers will at all times promote the growth of the children and families enrolled in the Head Start program by encouraging them to act in their own behalf, by assisting them in identifying their own strengths and resources, and by helping them develop plans to meet their own needs and those of their families.
4.7
Respectful Work Environment
Eastern Oregon Head Start supports and encourages cooperative, participatory work environments that promote mutual respect between employees, volunteers, related service providers, children and their families.  Management practices are team-based and all staff members are expected to model respectful practices.  Rude, disrespectful behavior will not be tolerated under any circumstances.  

Procedure
A team is considered a group of people with a common purpose working to meet common goals. Differences and issues will be addressed with the appropriate individual(s) in a confidential manner.  Expectations for teams are members who:

1. Demonstrate mutual respect;

2. Ask for and give constructive feedback;

3. Have healthy, open conflict;

4. Give and receive criticism;

5. Are more interested in solving problems than in finding blame;

6. Have a sense of humor;

7. Affirm each other; and

8. Realize they work better together than separately.

To ensure respectful, team-based practices, Eastern Oregon Head Start will provide:

1. Opportunities for all staff to provide feedback and express their ideas in all areas of the organization;

2. Implementation of the employee grievance procedure (3.17) when employees have complaints or concerns;

3. Team-building and communication training;

4. Mentoring for teaching staff and for other staff on request;

5. Reference to affirmative action (4.1) and personal conduct (4.5) policies with regard to professional and ethical practices; and 

6. Referral to the Employee Assistance Program and/or agencies as needed for staff in crisis.

4.8
Political Activity

Employee political activity is governed by federal regulations and is a condition of the grant award.  No Eastern Oregon Head Start employee or volunteer may use his or her official position to interfere with the result of an election or a nomination for a party or public office.   Employees may not coerce, attempt to coerce, command or advise another employee to pay, lend or contribute personal services or anything of value for political purposes.  The use of program funds for any political purpose is prohibited.  No employee may allow the use of materials, equipment or premises, which are purchased or leased with program funds, for a political purpose.  Employees may not discriminate against or in favor of another employee or beneficiary of the program because of his or her political affiliation.  Employment, promotion or benefits under the program may not be offered as a reward for the support or defeat of any political party or candidate for public or party office.  The law prohibits an employee from threatening, creating a disadvantage in employment, or a deprivation of benefits as a penalty for such support.

While carrying out the mission of Eastern Oregon Head Start, no employee may engage in voter registration activity or in transporting voters to the polls.  In addition, employees of Eastern Oregon Head Start are not permitted to be candidates for partisan public offices.  Prior to filing for a public elective office, an employee must resign from Eastern Oregon Head Start.

4.9
Conflict of Interest
Conflict of interest is a conflict between the private interests and the official responsibilities of an Eastern Oregon Head Start employee.  Conflict of interest could include outside employment, direct profit from a firm or organization doing business with Eastern Oregon Head Start, or any other activity that would afford an advantage to an employee that s/he would not receive were s/he not associated with Eastern Oregon Head Start.  Each employee is responsible for informing her/his supervisor that a potential conflict of interest may exist.  The Executive Director will determine the course of action.  Violation of this policy could result in disciplinary action or termination of employment.

4.10
Gifts and Gratuities with Regard to Contracts

All employees engaged in the award and administration of contracts or other financial awards will sign a statement that they will not solicit or accept personal gratuities, favors, or anything of monetary value from contractors or potential contractors. Eastern Oregon Head Start will abide by the Oregon Government Standards and Practices Laws. Violation of this policy could result in termination of employment.
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4.11
Nepotism

Eastern Oregon Head Start prohibits the hiring of any individual if a member of that individual’s immediate family is working at the same site, is employed in an administrative capacity, or is a member of the Grantee Board or the Policy Council.  The term “administrative capacity” means a position having responsibility relating to the selection, hiring or supervision of employees.
4.12
Maintaining a Safe Work Environment

Eastern Oregon Head Start will endeavor to maintain a safe and healthy work environment.  Each Head Start employee has personal responsibility for their own safety, as well as the safety of fellow workers and the children in their care. The program will make every effort to ensure a safe working environment. Employees, consultants and volunteers have the responsibility to follow safe working practices and to take immediate corrective action to eliminate hazardous conditions. Accidents or unsafe conditions must be reported to the Manager and Director immediately. Written documentation of the report must be turned in to the Head Start Administrative Office and from there to the University Safety Officer as quickly as possible after an incident. Failure to report accidents or hazardous conditions could result in reprimand or termination.

4.13
Drug-Free Workplace 

Eastern Oregon Head Start, as a grant program under Eastern Oregon University, is committed to maintaining a workplace free from the unlawful manufacture, use, possession, or distribution of controlled substances (As defined in section 102 of the Controlled Substances Act (21 U.S.C. 802)). Unlawful manufacture, possession, distribution, or use of controlled substances by University employees in the workplace is prohibited under University policy. All employees of the University will receive a copy of, and must abide by this policy.

In addition to any penalties under Federal and State law, employees found to be in violation of this policy may be subject to disciplinary sanctions consistent with applicable provisions of State laws and regulations, applicable collective bargaining agreements, and applicable University and OUS Administrative Rules.

Any employee convicted of violating a criminal drug statute in the workplace must notify his or her supervisor and the Human Resources Office no later than five days after such conviction. If the employee is involved in work supported by a Federal agency, Personnel will notify the Federal agency within ten days after receiving notice of the criminal drug statute conviction.

Employees found to be in violation of this policy may be required to provide evidence of satisfactory participation in a substance abuse assistance or rehabilitation program. The University supports programs for the prevention of controlled substance abuse by University employees as well as assistance programs for those with problems related to controlled substance abuse. Employees are encouraged to seek assistance for controlled substance dependency problem using the health insurance programs available to all employees employed at least .5 FTE. The State health insurance provides at least partial reimbursement for treatment and rehabilitation associated with substance abuse problems.

4.14
Tobacco Products 

Second-hand smoke has been recognized as a health hazard and a trigger for asthma.  For this reason, use of tobacco products (smoking, smokeless tobacco, chewing tobacco) is strictly prohibited in all buildings and on grounds occupied by the Eastern Oregon Head Start program, and at Head Start sponsored events off the Head Start premises.  Tobacco-related clothing, gear or paraphernalia, tobacco-related advertising and marketing are strictly prohibited.

Employees, parents and volunteers who wish to smoke on break periods must do so off the Head Start campus and out of sight of Head Start children. Program staff and volunteers who wish to smoke on breaks must avoid bringing clothing that smells of smoke into the classroom, center or onto the playground. Failure of program staff or regular volunteers to abide by this policy could result in disciplinary action or termination. 
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