
 

 

Literacy Source Non-Discrimination and Anti-Bias Policy  

Literacy Source recognizes the inherent dignity, equality and value of every person and strives to create and 

maintain a learning community that is respectful and welcoming. To foster and maintain a safe and inclusive 

community of respect, openness, understanding, and civility, it is crucial that students, volunteers and staff are 

aware of their rights and options when confronting a discriminatory or bias related incident. This document 

outlines our protocol for reporting and responding to any such incidents. 

Discrimination refers to conduct prohibited by law that unfairly treats people differently because of a charac-

teristic or perceived characteristic that the law deems to be unrelated to merit. An example of unlawful dis-

crimination would be to deny membership into a group because a person is Muslim.  

A bias incident is defined more broadly than discrimination, but is an act that also creates a hostile climate and 

negatively impacts the learning environment. A bias incident is an act motivated by the offender’s bias against 

the actual or perceived age, ancestry, color, disability, gender, gender identity, national origin, race, religion, 

religious practices, or sexual orientation of the targeted person or group, but does not rise to the level of a 

criminal offense. A bias incident can occur whether the act is intentional or unintentional.  

Bias incidents include, but are not limited to, name-calling, stereotyping, belittling, or excluding based on a 

person’s identity. Examples may include telling jokes based on stereotypes, or using offensive language per-

taining to identity.  

Literacy Source takes all incidents seriously and will investigate and respond to reported or observed incidents 

of discrimination and bias. 

Non-Discrimination and Anti-Bias Policies: Literacy Source complies with Federal civil rights laws 

and does not discriminate or deny an otherwise qualified individual services or other benefits on the grounds 

of race, color, sex, religion, national origin, creed, marital status, age, sexual orientation, political ideology, an-

cestry, or the presence of any sensory, mental or physical handicap. Literacy Source does not condone acts of 

bias. Literacy Source promotes inclusiveness and acknowledges and respects the diverse genders, cultures and 

national origins, religions, family diversity, ages, races, and abilities of its students, volunteers, and staff. 

 

Reporting:  To prompt an investigation, any incident of discrimination or bias must be reported. Reporting 

an incident helps Literacy Source to provide a safe community and learning environment and ensures that we 

can assist community members in receiving support.   

Anyone who feels they have been a victim, who has witnessed, or who learns of a discrimination or bias inci-

dent is encouraged to report the incident. Persons reporting an incident may self-identify or remain anony-

mous. Reports may be made in any of the following ways: 

1) Report incident to any Literacy Source staff member 

2) Fill out an Incident Report form - available from any staff member, or found in the lobby next to the 

blue box labeled “We want to hear from you”.   

3) Send an email to: grievance@literacysource.org 

mailto:grievance@literacysource.org


 

 

4) In the event of discrimination, you can also file a civil rights complaint (forms are available 

at http://www.hhs.gov/ocr/office/file/index.html) with the U.S. Department of Health and Human Ser-

vices, Office for Civil Rights, electronically through the Office for Civil Rights Complaint Portal, available 

at https://ocrportal.hhs.gov/ocr/portal/lobby.jsf, or by mail or phone at: 

U.S. Department of Health and Human Services 
200 Independence Avenue S.W., Room 509F, HHH Building 
Washington, D.C. 20201 
1-800-368-1019, 800-537-7697 (TDD) 

 

What happens when a report is received?  The incident reporting system keeps the targeted individual at the 

center of the response process so that s/he can decide how to proceed. When a report is submitted, the Inclu-

sion Change Team (IC-T), comprised of the Executive Director and staff from across the organization, will con-

tact the reporter within two business days to seek additional information and provide support resources as 

appropriate.  

What does the Inclusion Change Team do?  The IC-T considers and recommends responses in the event of bias 

or discrimination. The IC-T also serves an educational role in helping to cultivate community values of inclu-

sion, civility, and mutual respect. The IC-T will work to:  

1. support students, volunteers, or staff who report bias or discrimination  

2. evaluate the report and work collaboratively to develop an appropriate response 

3. keep annual statistical records of incidents at Literacy Source 

4. promote conversation about diversity issues  

The IC-T will implement appropriate educational and other measures to address the incident. Responses to 

incidents will vary based on the incident and the individuals involved. Responses may include providing care 

and support to community members negatively affected, learning more about the incident, engaging in educa-

tional conversations and interventions, providing access and referrals to resources, and coordinating efforts to 

restore individuals and groups negatively affected. 

If the IC-T receives an anonymous report, members will review and decide whether the report is actionable. If 

no action is possible or necessary, the incident will be documented.  It the incident is actionable, the IC-T will 

communicate with any known involved parties, develop a plan to resolve the issue, and document the incident 

and action taken.  

If the reported incident may violate the law, a referral may be made to the police or the Office for Civil Rights 

regarding violations of and/or any local, state or federal laws and regulations. In the case of a potential viola-

tion of any local, state or federal laws and regulations, the IC-T does not play a role in the investigation. 

If the reported incident involves potential violation of Literacy Source policies by employees, the Executive 

Director will conduct an investigation and follow appropriate protocols.  The IC-T does not play a role in an in-

vestigation involving employees.  
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