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The Child and Adult Care Food Program


Annual Civil Rights Data Collection Form -- Instructions

1. Name of Institution: Write the name of your institution
2. Institution Address: Write the address of your institution 

3. Actual Participants’ Race and Ethnicity Information:

· Total November enrollment or attendance: This is a head count. Do not count any participant more than once. 

· For child development centers, adult day care centers, and licensed outside-school-hours care centers not participating in the at-risk meal program: enter the total number of enrolled participants during the month of November. 
· For emergency shelters and institutions participating in the At-Risk Afterschool Meal Program only: enter the total number of the participants who were served a meal during the month of November.

· For child development centers that also participate in the At-Risk Afterschool Meal Program: enter the total number of participants enrolled for child care plus the total number of participants who were served a meal through the at-risk program during the month of November.
· Ethnicity:

· Use the self-reported ethnicity information on the Income Eligibility Statement (compiled on the Master Enrollment List) OR the Beneficiary Data Collection Form AND/OR visual identification data.
· Participants may be classified as either “Hispanic or Latino” or “Not Hispanic or Latino,” but not as both.
· “Number of Hispanic or Latino” plus “Number of Not Hispanic or Latino” should equal the total November enrollment or attendance.

· Race: 

· Use the self-reported race information on the Income Eligibility Statement (compiled on the Master Enrollment List) OR the Beneficiary Data Collection Form AND/OR visual identification data.
· Participants may be classified in as many categories as they choose to identify.

· The total across all racial categories may exceed the total November enrollment or attendance because participants may be included in multiple categories.

· Persons who self-identify as Hispanic or Latino for ethnicity but do specify a race should be assigned to a racial category based on visual identification. Using the USDA descriptions for the racial categories, persons of Hispanic or Latino ethnicity are most likely to be considered American Indian or Alaskan Native since this group includes persons with Central or South American ancestry.

4. Race and Ethnicity Information for the Eligible Population
· Data Source: Specify the source of the reported data on race and ethnicity information for the eligible population

· Instructions below for District-level data use the data source “U.S. Census Bureau – State & County QuickFacts” If you would like to use another data source, check first with your assigned CACFP Specialist.
· Instructions below for ward-level data use the data source “D.C. Office of Planning – 2010 Census Data.” If you would like to use another data source, check first with your assigned CACFP Specialist.
· Population: Specify the area served by your institution.

· If your institution serves participants throughout the District, check “District.” You will need to gather data on the entire District since this is your population of potentially eligible participants. 

· For District data, go to: http://quickfacts.census.gov/qfd/states/11000.html 

· Print or download and save the table
· To download, scroll to bottom of page and select “Download these tables – Excel”

· In addition: 

· Look at the second section (below the first dashed line).

· Record the on the form under “Race” the percent for each racial category in the District of Columbia column (not the USA column). 

**Note: Due to the way in which census data is reported here, there is a separate percentage for “Persons reporting two or more races.” Report this percentage on the “Two or More Races / More Than One Race / Some Other Race” line of the form. “Two or more races” is not an option for actual participants.

· For ethnicity, report the “Persons of Hispanic or Latino Origin” percentage in the District of Columbia column on the form under “Ethnicity.” On the form, for the “Number or Percentage Not Hispanic or Latino,” subtract the percentage of “Persons of Hispanic or Latino Origin” from 100 and record the resulting difference.
**Note: It is not necessary to report the percentage of “White persons not Hispanic.”  

· If your institution primarily serves participants from the ward in which the institution is located, check “Ward” and specify the ward.  You will need to gather data on that ward since this is your population of potentially eligible participants.

· For data by ward, go to: http://planning.dc.gov/DC/Planning/DC+Data+and+Maps/DC+Data/Census+2010+Data/Ward+Data+by+Race+and+Ethnicity+2000+&+2010 
· Print or download and save the PDF

· In addition, record the “2010” information in the middle column for each race and ethnicity from the row corresponding to your ward.
**Note: The number “Not Hispanic or Latino” would be the total 2010 population for your ward (from the first block in the upper left) minus the number of Hispanic or Latino individuals in your ward in 2010 (from the last block at the bottom middle of the page). 
**Note: Due to the way in which census data is reported here, there are separate numbers for “Some Other Race” and “Two or More Races.” Add up the two numbers and report it in the “Two or More Races / More Than One Race / Some Other Race” line of the form. Note that these categories are not options for actual participants.

· If your institution primarily serves participants from another area for which Federal or State data is available (such as a census block group), check “other” and specify the specific area used. Discuss this with your assigned CACFP Specialist before checking this option.
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