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1.
Statement of Policy

It is the policy of Youth and Shelter Services, Inc. (YSS) to seek, employ, assign and promote the best qualified personnel in all of its operations, and to provide equal opportunities for the advancement of employees, including training, upgrading, and promotion, all in a manner which will not discriminate against any person on the basis of age, race, ethnicity, sex, gender identity, creed, color, national origin, sexual orientation, religion, marital status, or physical and/or mental disability.  Applicants for employment and employees will be accorded equal treatment with respect to all terms, conditions, and privileges of employment, including recruitment, selection, placement, compensation, training, and opportunities for advancement.  In addition, YSS recognizes the need to reach out and assist individuals who might not otherwise be reached by our organization for employment opportunities.


It is not the policy of YSS to promote preferential treatment, reverse discrimination, or quotas, but rather to implement remedial affirmative action to correct any staffing pattern which shows an underutilization of persons listed above and to prevent future employment discrimination of such persons.  This policy applies to all levels of employment, and shall be considered an integral part of the personnel policy of the organization.


It is the intent of YSS to comply with the spirit and the letter of state and federal constitutional mandate, civil rights statutes, regulations of various departments, and executive orders of the Governor of the State of Iowa and the President of the United States of America.


YSS will endeavor to insure that all providers of services to YSS comply with this policy and with all laws of the State of Iowa and the United States of America regarding civil rights.  In addition, YSS shall endeavor to provide leadership in the community in establishment and implementation of this affirmative action policy.

2.
Responsibility

It is the ultimate responsibility of the Board of Directors of YSS to establish and implement this policy.  In order to assure its effective implementation, the Chief Executive Officer (CEO) of YSS is designated as the responsible officer to carry out the dictates of this policy.  The CEO shall report, at least annually, to the Personnel Practices Committee of the Board of Directors of implementation and progress of this policy.  The Personnel Practices Committee shall, in turn, report these results at least annually to the Board of Directors of YSS.


The CEO shall cause any necessary surveys, studies, or statistical analysis to be made that are felt to be necessary or helpful in implementing the provisions of this policy.

3.
Communication of Policy

The nondiscrimination policy of YSS shall be vigorously communicated throughout its organization, as well as the community it serves, so that all employees and prospective applicants for employment are fully and fairly apprised of this policy.


Internal dissemination of the YSS nondiscrimination policy shall take place by the following means:

A.
Posting of appropriate posters furnished by various government organizations in areas that are in view of employment applicants and employees.

B.
Advertisement of this policy periodically through bulletins, orientations, memos, conferences, training workshops, and other employee communications by reference to or inclusion of the following antidiscrimination statement:  “Youth and Shelter Services does not discriminate on the basis of age, race, ethnicity, sex, gender identity, creed, color, national origin, sexual orientation, religion, marital status, or physical and/or mental disability.”

C.
Any other means deemed effective and appropriate by the CEO.


External dissemination of YSS nondiscrimination policy shall include:

A.
Use of the nondiscrimination statement described below in all advertisements for employment that YSS is an equal opportunity employer.

B.
Communications to regular recruiting sources advising them that YSS is an equal opportunity employer.

C.
Communication of YSS’s nondiscrimination policy to state agencies that license services provided by YSS.
D.
Communication of YSS’s nondiscrimination policy through inclusion of antidiscrimination statements in contracts for services with various state, federal, and local agents of government.

E.
Any other method deemed effective and appropriate by the CEO of YSS.

4.
Recruitment:


YSS shall actively recruit all qualified persons for employment and shall make a special effort to seek out those persons who have traditionally been under-represented in the work force and therefore might not otherwise have equal opportunity for employment and encourage and assist them in qualifying and applying for employment.  Such recruitment may go beyond the normal recruitment channels and shall take into account the use of newspapers, radio stations, periodicals, and other channels of communication that might ordinarily have only a limited audience of persons of a particular race, color, sexual orientation, religion, sex, gender identity, age, or mental/physical ability.

5.
Employment Practices:

A.
Job placement and promotion: It is the policy of YSS to assign and promote the best qualified personnel in all of its programs and to provide equal opportunities in a manner which will not discriminate against any person.  This policy applies to Chapter V, Recruitment and Selection, and Chapter VII, Adjust Time Accounts, Promotions and Comparability Studies, of the YSS Personnel Policy.

B.
Employee benefits:  The same policy of nondiscrimination applies for Chapter IX, Employee Fringe Benefits, and Chapter X, Employee Expenses, Travel and Transportation, in the YSS Personnel Policy.

C.
Layoffs and terminations:  The same policy of nondiscrimination applies to Chapter XVIII, Reduction of Work Force Policy, Chapter XIX, Forced Vacation Leave/Furlough, Time off/Temporary Reduction of Hours, and Chapter XXI, Separation of Employment.

6.
Complaint Procedure:


Any employee at YSS shall have the right to file a complaint if that person believes he/she has been discriminated against on the basis of age, race, ethnicity, sex, gender identity, creed, color, national origin, sexual orientation, religion, marital status, or physical and/or mental disability.  Employees are to follow and refer to the complaint procedure outlined in the YSS Personnel Policy when filing such complaints.


Any employee of YSS may report to the Human Resource Manager (HR Manager) any action witnessed or known which they believe discriminates against another employee, applicant for employment, client, or member of the community served on the basis of age, race, ethnicity, sex, gender identity, creed, color, national origin, sexual orientation, religion, marital status, or physical and/or mental disability.


Reprisal or retaliation against an individual for filing a discrimination complaint is a violation of YSS policy and such conduct shall be cause of disciplinary action.


In addition to YSS channels, a person who believes that he/she has been discriminated against on a legally impermissible basis may file a charge under the various jurisdictions of the Iowa Civil Rights Commission or the Equal Employment Opportunity Commission.

7.
Annual Review:

The Chief Executive Officer (CEO) shall, at least annually, formally review this nondiscrimination policy and make recommendations for its change or modification, as well as report progress under this policy to the Board of Directors through the Personnel Practices Committee of that Board.
The CEO, as part of the responsibilities of the position, shall do the following:

A.
Analyze the present work force of the organization and identify any areas where members of a protected class are under-utilized, and where appropriate, re-evaluate job descriptions and hiring criteria, to assure that they reflect the goals and implementation of this nondiscrimination policy.

B.
Vigorously and systematically recruit the members of protected classes of persons who qualify, or can become qualified, to fill employment positions of the organizations.

C.
The CEO, as part of an annual or more frequent report to the Board of Directors, shall specify what steps have been taken and what results have been obtained for the implementation of the goals of this nondiscrimination plan, and that report shall become a part of the regular minutes of the Board of Directors' meetings.


The CEO shall furnish all information and reports required by the state or federal government, or subdivisions or department thereof.


Job descriptions and specifications will be kept current for all positions in the organization, and only qualifications that are relevant to the job and that are not discriminatory will be used.  Present employees of the organization will be encouraged to refer members of traditionally under-represented groups to the organization for employment.


For purposes of this policy, traditionally under-represented groups shall be considered to include individuals and groups which have historically encountered societal discrimination on the basis of race, color, sex, gender, identity, sexual orientation, religion, or disability or now encounter employment or other discrimination in our society because of such group membership affiliations, women, older persons, and handicapped persons.
