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l. POLICY

Boys and Girls Haven assesses the dietary needs of its clients at intake and
communicates those needs to applicable staff members. Boys and Girls Haven
makes reasonable accommodations to meet clients’ dietary needs when it is
possible to do so.

1. PROCEDURES

1.

The Referral/Intake Coordinator (or designee) obtains information about a
client’s food allergies and/or special dietary needs at the time of admission to
a Boys and Girls Haven program.

The Referral/Intake Coordinator (or designee) completes the Dietary Needs
Information and Waiver form and obtains the signatures of the client and
guardian. If the guardian’s signature cannot be obtained at the time of
admission, staff will continue efforts to obtain the signature.

Information about food allergies or special dietary needs is communicated by
the Referral/Intake Coordinator (or designee) to the Food Services
Supervisor, Program Supervisor, Program Manager and agency medical
personnel. This information is communicated at the time of admission to the
program.

Any food allergies or special dietary needs are noted in the medical
assessment completed by agency nursing staff.

The Food Services Supervisor develops a dietary plan to meet the client’s
dietary needs. This plan, which includes relevant information about the
client’'s needs and instructions regarding how to meet those needs, is
communicated to the Program Supervisor and Program Manager. The plan is
also noted on a whiteboard in the kitchen, and is documented on the
roster/meal count sheet that is used by all staff who are involved in food
service activities.
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6. The Program Supervisor and Program Manager ensure that all applicable
staff members receive information about the client’s food allergies and/or
special dietary needs.

7. For each meal, program staff members document the client’'s compliance with
the dietary plan developed by the Food Services Supervisor. Compliance is
recorded on the roster/meal count sheets.

8. If the client refuses to comply with the dietary plan, staff will inform their
immediate supervisor and document non-compliance in progress notes.
Agency medical personnel will be notified, along with the client’s guardian and
treatment team. A plan to address non-compliance will be developed by the
treatment team.

9. For clients with food allergies, all suspected instances of contact with
allergen(s) will be documented in incident reports. In addition, agency
medical personnel will be notified immediately.

10.Boys and Girls Haven reserves the right to decline admission to a potential
client if there is the possibility that the individual’s dietary needs cannot be
safely accommodated by the agency. Boys and Girls Haven also reserves
the right to discharge clients who are at risk due to ongoing noncompliance
with established plans to meet their dietary needs.

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and
policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large
print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for
benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the
Federal Relay Service at (800) 877-8339. Additionally, program information may be made available in languages
other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-
3027) found online at: http://www.ascr.usda.gov/complaint filing cust.html, and at any USDA office, or write a letter
addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the
complaint form, call (866) 632-9992.

Submit your completed form or letter to USDA by:

(1) mail: U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW

Washington, D.C. 20250-9410;
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http://www.ascr.usda.gov/complaint_filing_cust.html

(2) fax: (202) 690-7442; or

(8) email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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