AGREEMENT OF PARTICIPATION


IN THE 


XXXXXX Organiztion

AMERICORPS*USA PROGRAM 
AGREEMENT OF PARTICIPATION, dated as of (date) (this "Agreement"), between XXXXXOrganization, a not-for-profit corporation ("Organization Name"), and Member Name  ("Member").
I.
Purpose


It is the purpose of this Agreement to delineate the terms, conditions, and rules of membership regarding the participation (Member name) in the XXXXX AmeriCorps*USA Program (hereinafter referred to as the "Program").

II.
Minimum Qualification

The Member certifies that he/she is a United States citizen, or a legal permanent resident of the United States, and is at least 17 years of age.  Member also certifies that he/she has a high school diploma, or equivalency certificate, or that, if Member does not have a high school diploma or equivalency certificate, Member will obtain a high school diploma or equivalency certificate prior to using the education award.  In addition, the Member hereby certifies that he/she has not dropped out of elementary or secondary school, or that if Member has dropped out of elementary or secondary school, Member is enrolled in an institution of higher education on an ability to benefit basis and considered eligible for funds under section 484 of the Higher Education Act of 1965, 20 U.S.C. §1091.

III.
Term of Service
(a)
The Member will complete a term of service as agreed upon at the time of Member's service placement (the “Term of Service”).  This Term of Service may be extended by the Member and Program, in writing, if the Member's service has been suspended due to compelling personal circumstances, such as those referred to in Section VI(c) of this Member Agreement.

(b) Full-time Members will complete a minimum of 1700 hours and one (1) calendar year of service in order to satisfy the minimum requirement for an educational award. Of these 1700 hours, a maximum of 20% (340 hours) may be spent on training, education, or other similar approved activities. 

Part-time Members will serve a minimum of 900 hours and one (1) calendar year of service in order to satisfy the minimum requirement for an education award.  Of these 900 hours, a maximum of 20% (180) hrs) may be spent on training, education, or other similar activities. 


All other Members will complete a minimum of 300 or 450 hours and complete a term of service as agreed upon at the time of Member’s service placement.

The Term of Service for all members cannot extend beyond a period of two (2) years.

(c)
The Member understands that, in the event of a second term, the Member must receive satisfactory performance reviews for any previous term of service in order to be eligible for serving a second term of service.


The Member's eligibility for a second term of service will be based on at least a mid-term and an end of term evaluation of the Member's performance focusing on factors such as whether the Member has:


(1)
Completed the required number of hours;


(2)
satisfactorily completed assignments, tasks, and projects; and 


(3)
met any other criteria that were clearly communicated both orally and in writing at the beginning of the Term of Service.


The Member understands, however, that mere eligibility for an additional term of service does not guarantee selection or placement.  In addition to other factors, the availability of funds under the Program will determine whether or not the Member, or other participants, are granted an additional term of service.

IV.
Benefits
(a) 
The Member will receive from the Program the following benefits:


(1)
a living allowance of  $00,000.00  for full time participation.  (The allowance will be distributed evenly over the term of service on the fifteenth day and last day of 
each month [less tax withholdings]). 


(2)
health care insurance, if Member qualifies for coverage (the health insurance 
policy will be provided to qualified Members); however Member’s dependents 
are not covered, and


(3)
a child care allowance to be disbursed directly to the childcare provider, if the 
Member qualifies for the allowance based on specified State guidelines and 
prevailing rates.  The qualifications for the childcare allowance shall be 
provided to the Member upon request.

(b)
Upon successful completion of the Member's Term of Service, a qualified full-time Member will receive an education award of a value of $4,725 from the National Service Trust.  Part-time members will receive an award, which will be prorated based on the number of hours completed.  Awards for part-time members have a value of approximately  $2,362.50; $1,250.00; and $1,000.00 for completing 900 hours, 450 hours, and 300 hours respectively.


(1)
Prior to using the education award, the Member agrees (in the event the Member has not yet received a high school diploma or its equivalent, including an alternative diploma or certificate for individuals with learning disabilities) to obtain a high school diploma or its equivalent (unless the Member is enrolled in an institution of higher education on an ability to benefit basis or the Program has waived this requirement due to the result of the Member's education assessment).


(2)
The Member understands that his/her failure to disclose to the Program any history of having been released for cause from another AmeriCorps program will render the Member ineligible to receive the education award.

(c)
If the Member has received forbearance on a qualified student loan during the Term of Service, and the Member successfully completes the Term of Service, the National Service Trust will pay to the lender any interest that accrued on such student loan during the Term of Service.  The Member shall supply the National Service Trust with relevant documentation of the loan in order to arrange for such payment; the Member may obtain contact information regarding the National Service Trust from XXXX.

V.
Rules of Conduct
(a)
The Member is expected to, at all times while acting in an official capacity as an AmeriCorps Member:


(1)
demonstrate mutual respect toward others;


(2)
follow supervisor's directions and carry on his/her assignments in a reliable and conscientious manner;


(3)
direct concerns, problems, and suggestions to the appropriate Program official;


(4)
keep accurate and precise time records including starting time, quitting time and total hours worked for each work day in accordance with the sample time sheet attached hereto as Exhibit 1;

(5) make sure that original time records are checked and signed by the Member's supervisor and are forwarded to the Program Director on the fifteenth day and last day of each month; Time sheets must be submitted on a regular basis.  The member understands that continual failure to submit timesheets in a prompt manner will be considered a violation of the Rules of Conduct, which may result in disciplinary action up to and including suspension of service and the living allowance.

Member timesheets in arrears for a period of one month or more will be subject to suspension of service and the living allowance until timesheets are current and up-to-date.


(6)
display responsible and professional conduct;


(7)
perform diligently and demonstrate attention to detail;


(8)
take personal responsibility for all tasks assigned to him or her; and


(9)
not engage in any activity involving proselytizing or assisting religious organizations in their religious activities, attempting to influence legislation or an election or aid a partisan political organization, helping or hindering union activity, or aiding a for-profit business. 

(b)
At no time may the Member:


(1)
engage in any activity that is illegal under local, state or federal law;


(2)
engage in activities that pose a significant safety risk to himself/herself or others.

(c)
The Member understands that any of the following acts will constitute a violation of the Program's rules of conduct:


(1)
tardiness not authorized in writing by the Member's supervisor;


(2)
absences not authorized in writing by the Member's supervisor;


(3)
use of inappropriate language (i.e. profanity) at job site;


(4)
failure to wear appropriate clothing to service assignments;


(5)
stealing;

(6) lying;


(7) 
failure to attend National, Regional or Local Training without the approval of the National Program Director or the local program officer, in the case of local training, will be considered a violation of the rules of conduct.  Failure to attend national and regional training will result in disciplinary action up to and including suspension of service and the living allowance.


(8)
engaging in activity that may physically or emotionally damage other Members of the program or members of the community;


(9)
possessing or using any illegal drugs during the Term of Service, or consuming alcoholic beverages during the performance of service activities in violation of the Drug Free Workplace Policy provided to Member as Exhibit 2 and by this reference incorporated herein;


(10)
being under the influence of alcohol or any illegal drugs during the performance of service activities;


(11)
failing to notify the Program of any criminal arrest or conviction that occurs during the Term of Service;


(12)
engaging in verbal or physical conduct which harasses, disrupts or interferes with another's performance or which creates an intimidating, offensive or hostile environment;


(13)
sexually harassing others by threatening or insinuating, either explicitly or implicitly, that a refusal to submit to sexual advances will adversely affect such other person's position, evaluation, wages, advancement, assigned duties or any other condition of employment or program participation.


(14)
engaging in conduct which sexually harasses others, including, but not limited to, the following conduct:



(a)
unwelcome sexual flirtations, touching, advances or propositions;



(b)
verbal abuse of a sexual nature;



(c)
graphic or suggestive comments about an individual's dress or body;



(d)
sexually degrading words to describe an individual;



(e)
the display in the work place of sexually suggestive objects or pictures, including nude photographs;


(15)
routinely conducting personal business and using the telephone at work for personal phone calls, except in the case of a personal emergency;


(16)
defacing, vandalizing or willfully damaging any Program office or work site property;


(17)
fighting, carrying weapons or threatening physical violence;


(18)
consistent failure to improve behavior, performance or attitude, after regular performance evaluations; and


(19)
any other inappropriate or unprofessional behavior.

(d)
For violating the rules stated above in Paragraphs (a), (b) and (c) of this Section V, or for failing to carry out the Member's work assignments diligently and thoroughly, the Program will do the following (except in cases where during the Term of Service the Member has been charged with or convicted of a violent felony, possession, sale or distribution of a controlled substance, in which case Paragraph (f) of this Section V shall apply):


(1)
for the Member's first offense, an appropriate Program official will issue a verbal warning to the Member;


(2)
for the Member’s second offense, an appropriate Program official will issue a written warning and reprimand to the Member;


(3)
for the Member's third offense, the Member may be suspended for one day or more without compensation;


(4)
for the fourth offense, the Program Director may release the Member for cause.

(e)
In the Program Director's sole discretion, if the offense causes physical harm to another or substantial property damage, the Term of Service of the Member may be terminated immediately with a written explanation from the Program Director.

(f)
The Member understands that he/she will be either suspended or released for cause in accordance with Paragraphs (b), (d), and (e) of Section VI of this Agreement for committing certain acts during the Term of Service such as being convicted or charged with a violent felony, possession, sale or distribution of a controlled substance.

VI. 
Release from Term Service
(a)
The Member understands that he/she may be released for the following two reasons:


(1)
for cause, as explained in paragraph (b) of this section; or


(2)
compelling personal circumstances as defined in paragraph (c) of this section.


(3)
The Member has dropped out of the Program without obtaining a release for compelling personal circumstances from the appropriate Program official;

(b)
The Program will release the Member for cause immediately for the following reasons:


(1)
During the Term of Service the Member has been charged with a violent felony or the sale or distribution of a controlled substance;


(2)
The Member has committed a fourth offense in accordance with Paragraph (d) of Section V of this agreement; or


(3)
Any other serious breach that in the judgment of the Director of the Program would undermine the effectiveness of the Program.

(c)
The Program may release the Member immediately from his or her Term of Service, due to compelling personal circumstances if:


(1)
the Member has a serious injury or illness that makes completing the term impossible;


(2)
there is a serious injury, illness or death of an immediate family member and the Member is needed to care for that family member or take over the duties of the family member;


(3)
the Member is drafted by the Armed Services of the United States; or


(4)
the Program Director deems some other circumstance to be compelling.

(d)
The Program will suspend the Member's Term of Service for the following reasons:


(1)
during the Term of Service the Member has been charged with a violent felony or the sale or distribution of a controlled substance  (If the Member is found not guilty or the charge is dismissed, the Member may resume his/her Term of Service.  The Member, however, will not receive back living allowances or credit for any service hours missed.); or 


(2)
during the Term of Service the Member has been convicted of a first offense of possession of a controlled substance.  (If the Member, however, demonstrates that he/she has enrolled in a drug rehabilitation program approved by the Program Director, the Member may resume his/her Term of Service.  Nonetheless, the Program Director retains the right to suspend or terminate the Member's participation.  The Member will not receive back living allowances or credit for any service hours missed.)

(e)
The Program Director may suspend the Member's Term of Service for violating the rule of conduct provisions in accordance with the rules set forth in Paragraphs (a), (b) or (c) in Section V of this agreement;

(f)
If the Member discontinues his/her Term of Service for any reason other than a release for compelling personal circumstances as described in Paragraph (c) of this Section, the Member will cease to receive the benefits described in Paragraph (a) of Section IV and will receive no portion of the education award or student loan interest payments.

(g)
If the Member discontinues his/her Term of Service due to compelling personal circumstances as described in paragraph (c) of this Section, the Member will cease to receive benefits described in Section IV.  If, however, the Member has completed at least 15% of the required service hours (250 service hours), the Member will receive a prorated portion of the education award or interest payments described in Paragraphs (b) and (c) of section IV.

VII.
Grievance Procedures
(a)
The Member understands that the Program has a grievance procedure to resolve disputes concerning the Member's suspension, dismissal, service evaluation or proposed service assignment;

(b)
The Member understands that, as a participant of the program, he/she may file a grievance in accordance with the Program’s grievance procedure, which is set forth in a separate document and hereto attached as Exhibit 3.

VIII.
Notices

In the event of emergency, the parties hereto should be notified at the following addresses:


To Member:


Member Name 


Address


City, State  Zip Code


 Phone:


To XXXXX® Field Office Representative:


Operating Site Name
 


Address


City, State Zip Code 


Attn: Operating Site Manager Name 


Phone No:  


Fax No;     


To LISC AmeriCorps® Program Director:


Parent Organization person in charge


Address


City, Sate, Zip 


Phone:
  


Fax:
  


To Placement Site:

Placement Site Name

Address

City, State, Zip Code 


Placement Site  Person in Charge

Phone:   

Fax:      
IX.
Amendments to This Agreement

This Agreement may only be changed or revised by written consent executed by both parties hereto.

X.
Consent for Criminal Background Check


To the extent permitted by state and local law in the jurisdiction where the Member is placed in service, the Member hereby agrees to allow XXXX to conduct a criminal history record check on him/her if he/she is placed in service in an environment where he/she will have substantial direct contact with children or other individuals considered vulnerable by the Program.  Applicants/Members have the right to be treated fairly and have their privacy respected.  Applicants/Members will be given the opportunity to challenge the accuracy of information that XXXX receives.

XI.
Authorization


The Member and Program hereby acknowledge by their signatures that they have 
read, understand, and agree to all terms and conditions of this agreement.

________________________________
__________________________________

Name:    
Parent Organization Director

AmeriCorps Member
AmeriCorps Sr. Program Director


EXHIBIT 1


Time Sheet

(See next page)
	AmeriCorps MEMBER -TIME SHEET
	PERIOD END

	MEMBER NAME
	SERVICE SITE
	DATE

	
	
	/    /

	REPORTING
	HOURS IN SERVICE
	OTHER: any time off, for example holiday, vacation and/or sick time

	Date
	Day
	Direct Service
	Training
	Total
	Hours
	Reason

	1

      16
	
	
	
	
	
	

	2

      17
	
	
	
	
	
	

	3

      18
	
	
	
	
	
	

	4

      19
	
	
	
	
	
	

	5

      20
	
	
	
	
	
	

	6
      21
	
	
	
	
	
	

	7

      22
	
	
	
	
	
	

	8

      23
	
	
	
	
	
	

	9

      24
	
	
	
	
	
	

	10

      25
	
	
	
	
	
	

	11

      26
	
	
	
	
	
	

	12

      27
	
	
	
	
	
	

	13

      28
	
	
	
	
	
	

	14

      29
	
	
	
	
	
	

	15

      30
	
	
	
	
	
	

	      31
	
	
	
	
	
	

	TOTAL HOURS
	             +             =
	
	

	MEMBER SIGNATURE               DATE
	SUPERVISOR’S SIGNATURE                      DATE

	
	


EXHIBIT 2

AmeriCorps® MEMBERS DRUG FREE WORKPLACE POLICY


It is the policy of XXXX AmeriCorps® to maintain a workplace that is free from the effects of drug and alcohol abuse.  All members are prohibited from the use, sale, dispensing, distribution, possession or manufacture of controlled substances, and abusing alcohol.  Drug use and alcohol abuse, in the workplace reduces effective job performance, increases absenteeism and endangers safety.


Any member who violates this policy will be subject to disciplinary action, which may include suspension, dismissal or other appropriate personnel action, and may also be required to participate satisfactorily in an approved drug abuse assistance or rehabilitation program.


Members will be assisted in seeking treatment.  Members who seek referrals to local rehabilitation and counseling programs should contact the LISC AmeriCorps® Director at 212-455-9800.


As a condition of service, and continued service, all members must abide by this Drug-Free Workplace Policy, and must notify XXXX AmeriCorps® of any criminal drug statute charge, arrest or conviction for a violation occurring in the workplace no later than five days after such charge, arrest or conviction.  Notices should be sent to: Program Director,  AmeriCorps® Program, Your address.

______________________________________
_______________________________

Signature





Date

EXHIBIT 3


AmeriCorps® Grievance Procedures

PURPOSE

The purpose of this process is to resolve disputes involving Grievants in a fair and expeditious manner.  In general, disputes should pertain to service-related issues such as a proposed service assignment, Performance appraisal, suspension or release for cause. A dispute may also concern individuals not selected as AmeriCorps members or a labor union's claim of employee displacement or duplication of activities by an AmeriCorps member.
I.
Grievants

All Grievants must file complaints in accordance with the following procedures set forth below.

A)
Alternate Dispute Resolution Process

All Grievants may attempt to resolve any problems or disputes with the other party on a one-to-one basis.  The issues should be clearly stated and understood by both parties.   If this process does not resolve the matter, the Grievant may request that the program provide an alternative dispute resolution process such as mediation or conciliation to resolve this dispute.  The alternate dispute resolution process must be instituted within 45 days of the Grievant’s complaint. The process is optional and should not be viewed as a precondition for filing a formal complaint. The Grievant may opt out of ADR at any point.  The process is also confidential, non-binding and informal.  The program will designate a neutral party who will attempt to facilitate a mutually agreeable resolution.  This neutral party must not have participated in any previous decisions concerning the issue in dispute.  

If an alternative dispute process is used the deadlines for convening a hearing and rendering a hearing decision 30 and 60 days respectively, are held in abeyance until ADR is concluded.   If dispute resolution does not resolve the matter in 30 calendar days, the neutral party mediating or facilitating the process must notify the Grievant of his/her right to file a formal complaint.  The neutral party, however, may not participate in the formal complaint process.  In addition, no discussions of the pre-complaint process can be referred to or introduced into evidence in the formal complaint process including the arbitration hearing.

B)
Grievance Hearing Process

While grievances may be filed no later than one year after the date of the alleged occurrence, except for a grievance that alleges fraud or criminal activity pursuant to 45 CFR §2540.230, it is preferred that they be filed no later than 60 days after the date of the alleged occurrence.  Allegations of fraud or criminal activity must be reported immediately to the Corporation for National and Community Service's Inspector General.  If the grievance pertains to discrimination on the basis of race, color, national origin, gender, age, or disability, the Grievant will be immediately notified in writing of his/her right to file a discrimination complaint with the Corporation's Equal Opportunity Office. 

(1)
The Grievant must notify his/her immediate supervisor to discuss the complaint and put her or his complaint in writing setting forth the facts of the situation, the program's policy or procedure involved, and ideas or suggestions for resolution of the problem. The XXX AmeriCorps Field Representative and the AmeriCorps Program Director should also receive written copies of the complaint at the addresses listed on page 8 of this agreement.


The supervisor must hold a meeting to discuss the matter with the Grievant and any other appropriate parties and reply in writing to the Grievant’s written complaint within five working days after receiving it.

(2)
If the dispute is not mutually resolved or the supervisor fails to reply within the time period stated above, the Grievant may appeal the matter to the XXXX AmeriCorps® Field Office Representative immediately after receiving his/her supervisor’s written decision.  The XXX AmeriCorps® Field Office Representative must meet with the aggrieved parties within five working days of receiving the appeal. At this meeting, the XXXX AmeriCorps® Field Office Representative or his/her designated official will discuss the grievance with the aggrieved parties.  Within five working days of this meeting, the XXXX AmeriCorps® Field Office Representative or his/her designated official will render a decision on the grievance and the necessary actions.

(3)
If the aggrieved Member is unsatisfied with the decision within five working days of receiving the decision, or the XXX AmeriCorps® Field Office Representative or his/her designated official fails to issue a decision within the time limit, the Grievant may appeal the decision to the Program Director by notifying him/her in writing.  The appeal should describe the grievance and the steps the Grievant has already taken to resolve the matter.  The Program Director will hold a formal hearing and interview the parties involved in the dispute, and will render a final decision within five working days from the date the appeal was filed.  The hearing with the Program Director must be held no later than 30 calendar days after the filing of the grievance.  A written decision must be made no later than 60 calendar days after filing.

C)
Arbitration

(1)
If a grievance hearing decision is adverse to the aggrieved party who filed the grievance or 60 calendar days after filing of a grievance no decision has been reached, the filing party may submit the grievance to binding arbitration before a qualified arbitrator.  The disputing parties will jointly select the arbitrator.  The arbitrator must be independent of the disputing parties.

(2)
An arbitration proceeding will be held no later than 45 calendar days after the request for arbitration.   If the parties cannot agree on an arbitrator, the Corporation for National Service's Chief Executive Officer will appoint an arbitrator within 15 calendar days after receiving a request from one of the parties.

(3)
An arbitration proceeding must be held no later than 45 calendar days after the request for arbitration.  If however, the CEO selects the arbitrator, the proceeding must occur no later than 30 calendar days after the arbitrator's appointment.

(4)
A decision must be made by the arbitrator no later than 30 calendar days after the date the arbitration proceeding begins.

(5)
The cost of the arbitration proceeding must be divided evenly between the parties to the arbitration.  If, however, the Grievant prevails in the binding arbitration proceeding, the program must pay the total cost of the proceeding and the prevailing parties' attorney fees.

(6)
Remedies for grievances may include, but are not limited to, reinstatement of a Grievant wrongfully suspended or dismissed along with credit for service hours missed and back living allowances, and prohibition of a placement of a Grievant.

(7)
 A lawsuit to enforce arbitration awards may be brought in any Federal district court having jurisdiction over the parties without regard to the amount in controversy or the parties' citizenship.
II.
Labor Unions
In general, a grievance filed by a labor union should pertain to allegations that the AmeriCorps program violated the Corporation's nonduplication and nondisplacement requirements.  See 45 CFR 2540.100.

Labor unions must file a grievance, on behalf of their union members, no later than one year after the date of the alleged occurrence.

A)
Formal Complaint Process

Any grievance filed by a labor union must be in writing clearly explaining the problem, setting forth the facts of the situation, and suggesting a resolution of the problem.

(1)
The XXX AmeriCorps Field Office Representative will respond to the labor union's grievance within ten working days from the date the program receives the grievance.  If necessary, the program will meet with the labor union to discuss the dispute.

(2)
If the XXXX AmeriCorps Field Office Representative does not respond to the grievance within ten working days or if the decision is contrary to the labor union's position, the labor union may appeal the dispute to the Program Director.  Within ten working days of receiving the appeal, the Program Director or his/her designated official will conduct an investigation or an informal hearing, with appropriate parties involved in the dispute, to determine if the labor union's grievance is meritorious.  Within five working days after the investigation or informal hearing, the Program Director will notify the labor union in writing of his/her final decision.

(3)
If the Program Director's final decision is not in the labor union's favor, he or she will inform the labor union, in writing, of its right to an arbitration proceeding.  The labor union also has the right to an arbitration proceeding, if 60 calendar days after the filing of a grievance no decision has been reached.  The labor union may submit the grievance to binding arbitration before a qualified arbitrator who is jointly selected and independent of the interested parties.

(4) Arbitration


(a)
If the parties cannot agree on an arbitrator within 15 calendar days after receiving the request for arbitration from the labor union, the Corporation for National and Community Service's Executive Officer ("CEO") will appoint an arbitrator from a list of qualified arbitrators.


(b)
An arbitration proceeding must be held no later than 45 calendar days after the request for arbitration.  If, however, the arbitrator is appointed by the CEO, the proceeding must occur no later than 30 calendar days after the arbitrator's appointment.


(c)
A decision must be made by the arbitrator no later than 30 calendar days after the date the arbitration proceeding began.  A lawsuit to enforce arbitration awards may be brought in any Federal district court having jurisdiction over the parties, without regard to the amount in controversy or the parties' citizenship.


(d)
The cost of the arbitration proceeding shall be divided equally between the parties to the arbitration.  If, however, the labor union prevails under a binding arbitration proceeding, the program must pay the total cost of the proceeding and the attorney's fees of the labor union.

(5)
Remedies

Remedies may include, but are not limited to, reinstatement of the employee to the position he/she held prior to the displacement; payment of lost wages and benefits; re-establishment of other relevant terms, conditions and privileges of employment; and any other equitable relief that is necessary to correct any violation of nonduplication or nondisplacement requirements or to make the displaced employee whole.

For the purposes of these Grievance Procedures, the Program Director is Your person in charge.  She can be reached at (XXX) XXX-XXX, or c/o Your address.  The XXX AmeriCorps® Field Office Representative is, XXXX and can be reached at phone #-, or address.

EXHIBIT  4

Non-discrimination and Affirmative Action Policy

PURPOSE


XXX is a not-for-profit national community development organization, which seeks to revitalize distressed urban neighborhoods in various cities across the country.  With this mission in mind, XXX is actively committed to promoting racial, ethnic and socioeconomic diversity in the neighborhoods we serve, and in the organizations we support.  XXX also strives for broad representation on its own board and staff, recognizing that without such diversity, the corporation’s ability to achieve excellence in its programs would be seriously constrained.  (XXX is aware that diversity benefits everyone and is not only compatible with, but actually promotes, community development success.)

EQUAL OPPORTUNITY


XXX is an Equal Opportunity Employer,  It is our policy to recruit, hire, train, promote, or terminate persons in all job classifications without regard to race, color, religion, age, sex, sexual orientation, marital status, national origin, or handicap.  XXX 

will also ensure that all personnel actions such as compensation, benefits, transfers, layoff, return from layoff, and social recreational programs will be administered in accordance with the principles of equal employment opportunity.

COMMUNICATION OF EEOC POLICIES


XXX will continue to take appropriate steps to ensure that all personnel know of our sincere desire to support and take affirmative action toward providing equal employment opportunity such as the following:

1. Posting and circulating EEO policies and openings.

2. Personnel Policies Guide.

3. Administrative Manual

4. Management and support staff meetings.


An employee who feels subjected to discrimination should report the complaint promptly to his/her supervisor, the Vice President, Human Resources, or to the Vice President responsible for their area.  Complaints will be investigated promptly by the Vice President, Human Resources in an impartial and discreet manner.  The President will be made aware of the status of all complaints.  The employee will be advised of the findings.  An employee who is found, after investigation, to have engaged in discrimination with respect to another employee will be subject to disciplinary action.
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