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20-13:HIRING PROCEDURE AND AFFIRMATIVE ACTION PLAN FOR EMPLOYMENT
Purpose:  

To address the policies and procedures for employing people seeking jobs as well as the training and advancement of people after they are employed.

Statement:

FREED establishes procedures showing that employment opportunities will be offered to anyone regardless of disability, ethnicity, racial background, gender, religious belief or sexual orientation.  These procedures include recruitment, job descriptions, evaluations, interviews, hiring, reasonable accommodations, training and advancement practices.

Procedures:

1. Defining the Position:

Through the planning process and grant development process, the FREED Board of Directors shall determine staff positions and direct the Executive Director to prepare job descriptions.  The Board shall review and adopt job descriptions when approving grants and the annual budget.  Job descriptions will include:  Essential Duties and Responsibilities, Supervisory Responsibilities (if applicable), Qualification Requirements—Education and/or Experience, Skills, Cognitive Skills, Stress Level, Other Skills and Abilities, Visual Requirements, Physical Demands and Work Environment.  A statement will indicate that reasonable accommodations will be offered to qualified individuals with significant disabilities.

In preparing to fill a vacant position, the Office Manager/Administrative Assistant shall prepare a job description, a job announcement and an employment application to be used as a basis for  the advertisements as well as to be available to applicants who are applying for employment.  All information sheets and forms shall state that FREED is an Equal Opportunity Employer (EOE) and that minority representatives, including:  women, racial and ethnic minorities, and people with disabilities are encouraged to apply.  

The job announcement will indicate the procedures for filing for a position and that reasonable accommodations will be made for people with significant disabilities. 

2. Recruitment:

Upon establishing a new position or filing a vacant position, the FREED Office Manager/Administrative Assistant shall:

a. Prepare advertisements which will be submitted to newspapers in Grass Valley and/or Marysville, and any other towns, such as Auburn or Truckee (if  applicable).  For supervisory or executive positions, advertisements may also be placed in a Sacramento newspaper, such as the Bee, Hispano or the Sacramento Observer (when deemed appropriate).  All advertisements will indicate that FREED is an EOE.

b. Copies of the job announcement and employment applications will be sent to the independent living centers in California and appropriate State or National job banks which have listing for independent living center positions.

3. Steps in Hiring:

The  following are the steps to be followed in hiring people for vacant FREED positions after advertising the position and the filing date has elapsed:

a. The position may first be opened to any employee currently employed at FREED.

b. Review of job applications and resumes.  Those which do not qualify, based on education and experience requirements, will be screened out.

c. Telephone, or write, eligible applicants to set up an appointment for an interview.

d. Hold interviews to ascertain the top three applicants.  The following shall conduct the interviews.

	Position
	Person(s) Conducting Interview

	Executive Director position
	Board of Directors’ Personnel Committee

	Other Management positions
	Executive Director

	Clerical and Secretarial positions

Grass Valley

Marysville
	Administrative Assistant/Office Manager

Yuba/Sutter Director

	Service positions

Grass Valley

Marysville
	Assistant Director

Yuba/Sutter Director


e. The Executive Director (or his/her delegated representative) will interview the top three applicants, if deemed necessary to make final decision.

f. The Executive Director chooses the successful applicant.  If requested, the Executive Director will meet with a person with significant disabilities to work out requirements for reasonable accommodations.

g. For the Executive Director’s position, the Personnel Committee will make a recommendation to the full Board.  The full Board may interview the top three applicants, if deemed necessary to make a final decision.

4. Employee Promotions Policy:

All staff will be advised as to the availability of a vacant position and shall be offered an opportunity to apply.  As staff meet requirements for advancement through the FREED probationary and annual review procedures, awards of advanced positions may be offered, if resources for such advancement are available.

5.
Staff Development and Training Policy:
FREED has a staff development and training  policy and procedure. See AM 20-04.

6.
Annual Review for Affirmative Action Compliance:
The Executive Director shall annually report to the Board of Directors, through the 704 Report, an evaluation of the Affirmative Action Plan for Employment.  This report  shall include a breakdown of staff with significant disabilities and those who have no disabilities or disabilities by administrative, service and supervisory positions.

7. Grievance Procedures:
Grievance procedures for staff are cited within the FREED’S Personnel Policy and Procedures Manual (AM 20-01). 

8. Access Policies for Physical and Attitudinal Barriers:
Access policies and procedures for consumers and staff are cited in FREED’S Accessibility Policy (AM 10-16).

9. Dissemination and Communication of Plan to Staff and Community:
Affirmative Action Plan and all other policy and procedures are available to staff in a loose- leaf binder, which is periodically updated by the Office Manager/Administrative Assistant.  These policies and procedures are made available to other agencies and the public upon request.

Approved_____________________________________    Date__________________




Tony Sauer, Executive Director

Originated in 1986, Revised  3/23/94 and 2/20/97,2/22/98 and 4/24/00 (am20-13.doc) ts




Foundation of Resources for Equality and Employment for the Disabled (FREED)

Grass Valley and Marysville CA  

Foundation of Resources for Equality and Employment for the Disabled (FREED)

Grass Valley and Marysville, CA 


