Asian Youth Center SRR /ZMEHL Policy and Procedure in Services R3S BUE MR

Asian Youth Center Provides individual and family services via the funding of the County of Los Angeles to participants who qualify for the following two criteria: (1) Residents of the Fifth Supervisorial District (please

refer to the map of the Fifth Supervisorial District) and (2) Household income qualifies for the Federal poverty guidelines set by the County of Los Angeles. The qualifications will be informed and explained at the intake

and the participants agree to provide the above resident and income proof at the intake or the following session. The participants also agree to comply with the agency’s policies on child abuse report and the contract for

counseling services, which will be informed and signed at the intake.
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Nondiscrimination Policy in Services/ X ELEE :

The Asian Youth Center does not discriminate in the provision of this services based on an individual’s race, color, religion, sex, sexual preference, National origin, age, handicap or any other classification. . % #
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Grievance Procedure H{FFaf:

I. Step One-Supervisor Level

A client with grievance or complaint which cannot be resolved with
the Asian Youth Center employee with whom he/she has a
complaint should file a grievance or complaint with the related
Program Manager or the Program Director in person, by telephone
or in a written report within 30 days of the alleged incident.

To submit a written report: www.aycla.org/contact
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2 X PEIRESE]: www.aycla.org/contact

A. The grievance should include the following:

1. Name, address, and phone number of the grievant and service
sought.

2. Description of the grievance and supporting documentation,
name of involved person and other relevant information.
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B. Upon receipt of the grievance, the Program Manager or the
Program Director shall:

1. Meet with and respond to the grievant within 10 days to either
uphold the grievance, or deny the grievance

2. Inform the grievant regarding step two if necessary.

B.UZEI iR, BWBLESHINE FEMZ

1. /£ 10 R VRN EF RN SCF U, BRIELR JF
2. WRFGE, HRHPFASERZ

11. Step Two-Decision by Executive Director:

Any person whose grievance has been denied by the Program
Manager or Program Director may appeal the decision to the
Executive Director in writing to exec@aycla.org within 10 days.
The Executive Director shall render a decision on the matter within
10 days of receipt of the appeal and inform the grievant regarding
step three if necessary.
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I11. Step Three — Appeal to the Board of Directors:

Any person whose grievance has been denied by the Executive Director under
step two may appeal the decision to the Board of Directors. Within 10 days of the
decision, the grievant shall submit a written request for an appeal to the President
of AYC Board of Directors: 300 S. San Marino Ave., San Gabriel, CA 91776
A. The appeal hearing shall be held at the next regular Board meeting unless
the President calls a special meeting for this purpose at an earlier date which is
amenable to all parties.

B. The grievant and the Executive Director shall provide pertinent documents
to the Board of Director at least 5 days in advance of the hearing.

C. The Board President shall provide a written decision of the step three hearing
to the grievant and the Executive Director within 10 days of the hearing.

D. The grievant will be informed regarding step four if necessary.
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1V. Step Four — Appeal to the Funding Source:

Any person whose grievance has been denied by the Board of Directors under
step three will be given the name, address, phone number and contact person of
the Funding Source of the program involved. If requested, all pertinent
information regarding the grievance shall be forwarded to the Funding Source.
A copy of the Asian Youth Center Client grievance procedure shall be posted at
the Center and a copy of the grievance procedure will be given to any client who
wishes to file a grievance or complaint and further grievance could be taken
into Los Angeles Community and Senior Services and be addressed to May
Kingi, Chief of Community Services Division at 510 S. Vermont, 11" Floor
Los Angeles, CA 90020
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