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LIFT's Mission
Our Mission
To improve the lives of low-income individuals and families
through service and collaboration leading to self-sufficiency

Our Vision
To Free Generations of People from Poverty

Our Core Values
Compassion; Honest y; Optimism; Integrity; Community;
Empowerment; and Stewardship

LIFT COMMUNITY ACTION AGENCY, INC.

EQUAL OPPORTUNITY POLICY STATEMENT
It is the.policy of this agency that.no applicant, client, and/or employee of LIFT
Community Action Agency, Inc., shall on the basis of race, color, national origin, religion, sex
(including pregnancy and sexual harassment), age (40 or older), disability, political affiliation,
protected veteran status, genetic information & testing. sexual orientation, gender identity,
Family Medical Leave, participation in protected activity, or any other characteristic protected by
law, be excluded from participation in or be denied the benefits of, or otherwise be subjected to
discrimination under any program or activity which LIFT Community Action Agency
operates or is applying for funding.
No person with responsibilities in the operation or administration of a program receiving
federal financial assistance will discriminate with respect to any such program or activity
because of race, color, national origin, religion, sex (including pregnancy and sexual
harassment), age (40 or older), disability, political affiliation, protected vete.ran status, genetic
information & testing, sexual orientation, gender identity, Family Medical Leave, participation in
protected activity, or any other characteristic protected by law.
It is the agency's equal employment opportunity policy to maintain a work environment
free of sexual harassment and intimidation. The agency is committed to comply with both the
letter and the spirit of applicable state and federal laws which address equal employment
opportunity.
LIFT Community Action Agency will not (1) deny an individual any service,
financial aid, or other benefit provided under the programs of this agency; (2) provide any
service, financial aid, or other benefit which is different from others provided under the program;
(3) subject an individual to segregation or separate treatment in any manner related to his/her
receipt of any service, financial aid, or other benefit; (4) restrict an individual in any way in the
enjoyment of any privilege enjoyed by others; (5) treat an individual differently from others in
determining whether he/she satisfies any admission, enrollment, quota, eligibility, membership,
or any other requirement or condition an individual must meet in order to be provided the
services they seek; ( 6) deny any individual an opportunity to participate in any programs that are
different from that afforded others in the agency, including the opportunity to participate as an
employee or; (7) deny any person the opportunity to participate as a member of a planning or
advisory body which is an integral part of any program in this Agency.
In keeping with our policy and mission statement concerning advocacy and institutional

LIFT

Rebecca Reynold , Executive Director

Wllliam mith, IJoard hairman

l ifi:ca.org

;mg North 4th - Hugo, OK 74741
elephone: 580-3l6-3351

ax; 580-3,;i6-;qo5

change, it is our policy that agency staff shall actively advocate for low-income people in the
area of civil rights.
Responsible officials that fail to adhere to this policy will be subject to immediate
disciplinary action by LIFT CAA. Further, LIFT Community Action Agency, Inc. expects that
staff members at each level are to make every reasonable effort to assure that equal
opportunity is available to applicants, employees, and clients. Staff members are expected to
demonstrate sensitivity and respect for all employees and clients, as individuals of worth and
dignity and to demonstrate the Agency's commitment to Equal Employment Opportunity
objectives. It is expected that all program directors and supervisors become familiar with and
have direct input into the development of the goals and timetables of the agency's Affirmative
Action Plan. Each program director and supervisor will be held accountable for ensuring equality
of opportunity within each program, while fostering employment and program participation
practices, which are compatible with the agency's Affirmative Action Program and civil rights
regulations.
The Board of Directors of the LIFT Community Action Agency, Inc. supports the
elimination of all vestiges of debilitation effects of discrimination. Jeannie McMillin has been
delegated to serve as the part-time Equal Employment Opportunity Officer for the agency. Ms.
McMillin's office address is 511 West Jackson, Hugo, OK 74743. Her telephone number is
(580) 326-3351. She is available to any employee having questions or needing assistance in
regards to Affirmative Action or Equal Employment Opportunity.
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Equal Employment Opportunity Officer
Jeannie McMillin is the appointed part-time Equal Employment Opportunity Officer for LIFT
Community Action Agency, Inc. Jeannie McMillin's office is located at 511 West Jackson,
Hugo, OK 74743. Employees may contact Ms. McMillin via telephone at: 580-326-8176. If she
is not available, leave a voice message and she will contact you as soon as possible concerning
any questions or complaints.
In her role as the Equal Employment Opportunity Officer, Ms. McMillin is granted the necessary
authority to carry out the following activities:
1. To receive and attempt to resolve equal opportunity complaints on an informal basis.
2. To provide aggrieved individuals with information and advice on Equal Opportunities
procedures.
3. To take any other steps which may assist in the resolution of the problem prior to filing a
formal complaint.
4. To assist in preparing formal complaints.
Jeannie McMillin was first appointed to this role on February 14, 2012. LIFT CAA seeks to
re-appoint Ms. McMillin as the part-time Equal Employment Opportunity Officer upon vote
and approval by LIFT Community Action Agency, Inc. Board of Directors during their
regularly scheduled meeting on February 9, 2021.

William Smith, Chairman
LIFT CAA Board of Directors

Date of Board Approval
February 9, 2021
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TO: All Employees
FROM: Rebecca Reynolds, Executive Director
DATE: January 10, 2019
SUBJECT: Sexual Harassment

SEXUAL HARRASMENT
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This memo is to be posted on all office bulletin boards and supervisors are instructed to urge all employees to read this memo.
LIFT Community Action Agency, Inc. is an equal opportunity employer. All applicants for employment and all enip\oyees are to
be judged on individual merit without regard to race, color, national origin, religion, sex (including pregnancy and sexual
harassment), age, (10 or older), disability, political affiliation, or genetic information.
Sexual harassment is a serious fonn of discrimination, which can take various forms; inappropriate remarks, comments, gestures,
overtures, or physical contact. In addition to being contrary to LIFT Policy #412, this behavior is also a violation of the Title VJI
of the Federal Civil Rights Act of 1964, as amended. The Federal Equal Employment Opportunity Commission has issued
regulation (29 CFR Section 1604.11) which describes the types of conduct that constitute sexual harassment. The following are
excerpts from that regulation:
"Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual
harassment when (1) submission to such conduct is made either explicitly or implicitly a term or condition ofan individual's
employment (2) submission to or rejection of such conduct by an individual as the basis for employment decision affecting such
induvial, or (3) such conduct has the purpose of or effect of unreasonably interfering with an individual's work performance or
crating an intimidating, hostile, or offensive working environment."
"With respect to conduct between fellow employees, an employer is responsible for acts of sexual harassment in the work place
where the employer (or its agents or supervisory employees) knows or should have known of the conduct, unless the employer can
show that it took immediate and appropriate corrective action."
"Prevention is the best tool for the elimination of sexual harassment. An employer should take all steps necessary to prevent sexual
harassment from occurring, such as affirmatively raising the subject, expressing strong disapproval, developing appropriate
sanctions, informing employees of their right to raise and how to raise the issue of harassment under Title Vll, and developing
methods to sensitize all concerned."
Neither sexual harassment, nor any other form of illegal discrimination, will be tolerated in the LIFT CAA Work environment.
Any employee who believes he or he has been or is being subje1.:leu lo such lreatrm:nl may utilize LIFT CAA's
complaint/grievance procedure to obtain redress.
Any employee desiring to take a complaint beyond the administrative remedies of the agency may do so by contacting any ofthe
following agencies; These agencies, Oklahoma Attorney General's Office of Civil Rights Enforcement and the U.S. Equal
Employment Opportunity Commission, are authorized to investigate, conduct hearings, and set penalties for violation to assure
there is no discrimination on the basis of race, color, national origin, religion, sex (including pregnancy and sexual harassment, age
(40 or older), disability, political affiliation, or genetic information_ Contact information is provided below.
Oklahoma Attorney General Office
Office of Civil Rights Enforcement
313 NE 21 st Street
Oklahoma City, OK 73105

U.S. Equal Employment Opportunity Commission
Oklahoma City Area Office
215 Dean A McGee Avenue, Suite 524
Oklahoma City, OK 73102

Any supervisor who has evidence that a subordinate employee is engaging in conduct, which constitutes sexual harassment, shall
deal promptly and decisively with the matter. Confirmation of sexual harassment must lead to strong disciplinary action, including
termination of employee where the evident is clear and unambiguous.
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Administration of Executive Order 11246

Related Resources

ecfr.gov

The Code of Federal Regulations (CFR) annual edition is the codification of the general and
permanent rules published in the FEDERAL REGISTER by the departments and agencies of the
Federal Government produced by the Office of the Federal Register (OFR) and the
Government Publishing Office.
Monthly Title and Part user viewing data for the e-CFR is available Parallel Table of
Authorities and Rules for the Code of Federal Regulations and the United States Code
Title 41: Public Contracts and Property Management

PART 60-2-AFFIRMATIVE ACTION PROGRAMS
Contents
Subpart A-General

§60-2.1 Scope and application.
§60-2.2 Agency action.
Subpart B-Purpose and Contents of Affirmative Action Programs

§60-2.1 O
§60-2.11
§60-2.12
§60-2.13
§60-2.14
§60-2.15
§60-2.16
§60-2.17
§60-2.18

General purpose and contents of affirmative action programs.
Organizational profile.
lob group analysis.
Placement of incumbents in job groups.
Determining availability.
Comparing incumbency to availability.
Placement goals.
Additional required elements of affirmative action programs.
(Reserved]

Subpart C-Miscellaneous

§60-2.30
§60-2.31
§60-2.32
§60-2.33
§60-2.34
§60-2.35

Corporate management compliance evaluations.
Program summary.
Affirmative action records.
Preemption.
Supersede.
Compliance status.
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APPLICABLE LAWS
Equal Employment Opportunity and Civil Rights Laws and Authorities
In the effort to achieve Equal Employment Opportunity for all in the Agency, we will be guided by
the intent and mandates of all applicable laws, including but not limited to the following;

EQUAL EMPLOYMENT OPPORTUNITY
•

lTLE vn OF THE CIVIL RIGHTS ACT OF 1964 (TITL vm
This law makes it illegal to discriminate against someone on the basis of race, color, religion,
national origin, or sex. The law also makes it illegal to retaliate against a person because· the person
complained about discrimination, filed a charge of discrimination, or participated in an employment
discrimination investigation or lawsuit. The law also requires that employers reasonably
accommodate applicants' and employees' sincerely held religious practices, unless doing so would
impose an undue hardship on the operation of the employer's business.

•

THE PREGNANCY DISCRIMINATION ACT
This law amended Title VII to make it illegal to discriminate against a woman because of
pregnancy, childbirth, or a medical condition related to pregnancy or childbirth. The law also makes
it illegal to retaliate against a person because the person complained about discrimination, filed a
charge of discrimination, or participated in an employment discrimination investigation or lawsuit.

•

THE EQUAL PAY ACT O I 963 (EPA)
This law makes it illegal to pay different wages to men and women if they perform equal work in
the same workplace. The law also makes it illegal to retaliate against a person because the person
complained about discrimination, filed a charge of discrimination, or participated in an employment
discrimination investigation or lawsuit.

•

THE AGE DISCRIMINATION IN EMPLOYMENT ACT OF 1967 (ADEA)
This law protects people who are 40 or older from discrimination because of age. The law also
makes it illegal to retaliate against a person because the person complained about discrimination,
filed a charge of discrimination, or participated in an employment discrimination investigation or
lawsuit.

•

SECTIONS 102 AND 103 OF THE CIVIL RIGHTS ACT OF 1991
Among other things, this law amends Title VII and the ADA to permit jury trials and compensatory
and punitive damage awards in intentional discrimination cases.

•

SECTIONS 501 AND 505 OF THE REHABILITATION ACT OF 1973
This law makes it illegal to discriminate against a qualified person with a disability in the federal
government. The law also makes it illegal to retaliate against a person because the person
complained about discrimination, filed a charge of discrimination, or participated in an employment
discrimination investigation or lawsuit. The law also requires that employers reasonably
accommodate the known physical or mental limitations of an otherwise qualified individual with a
disability who is an applicant or employee, unless doing so would impose an undue hardship on the
operation of the employer's business.
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•

THE GENE IC INFORMATION ONDL CRIMINATfON A T OF 2008 (GTNA)
Effective - November 21, 2009.
This law makes it illegal to discriminate against employees or applicants because of genetic
information. Genetic infom1ation include information about an individual's genetic tests and the
genetic tests of an individual's family members, as well as information about any disease, disorder
or condition of an individual's family member (i.e. an individual's family medical history). The law
also makes it illegal to retaliate against a person because the person complained about
di crimination, filed a charge of discrimination, or participated in an employment discrimination
investigation or lawsuit.

CIVIL RIGHTS
• EQUAL CREDIT OPPORTUNITY ACT
Enacted on October 28, 1974, the Equal Credit Opportunity Act (ECOA) makes it unlawful for any
creditor to discriminate against any applicant, with respect to any aspect of a credit transaction on
the bas,i of: Race Color Religion, National Origin, Sex, Marital Status Age, rncome Derived from
Public Assistance, or having exercised their rights under the Consumer Credit Protection Act.
•

SECTION 504 OF THE REHABILITATION ACT OF 1973
Prohibits discrimination against otherwise qualified individuals on the basis of disability in
Federally assisted or conducted programs.

•

AGE DISCRIMINATION ACT OF 1975
Prohibits discrimination against individuals in a Federally Assisted Program based on age.

•

TITLE Vf!I OF THE CIVIL RIGHTS ACT OF 1968 (Fair Housing Act, as amended 1988)
Prohibits discrimination in the sale rental or financing of housing based on: Race, Color, Religion,
ex National Origin, Familial Status or Disability

Equal Employment Opportunity and Civil Rights Laws and Authorities I USDA
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AAP Job Group Analysis
Listing of Job Titles
Job Titles

EE0-1 Category

Job Group Name

01.1

Executive Officials and Managers

01.2

First/Midlevel Officials & Managers

ADMINISTRATION ASSOCIATE DIRECTOR
EXECUTIVE DIRECTOR

ADMIN PLANNING PUBLIC RELATIONS DI
ADMINISTRATION ACCOUNTING FISCAL
ADMINISTRATION ACCOUNTING SUPERVI
BROKEN BOW PARK CAMP MANAGER
CACFP PROGRAM DIRECTOR
CLAYTON LAKE STATE PARK MANAGER
DRUG FREE COMMUNITY PROGRAM DIRE
ECCS PROGRAM DIRECTOR
EHS EHS-CC CENTER DIRECTOR
ELC PROGRAM DIRECTOR
HEALTHY START PROJECT DIRECTOR
HOUSING APARTMENT MANAGER
HOUSING PROGRAM DIRECTOR
HS/EHS/EHS CC DIRECTOR
HS/EHS/EHS-CC ASSISTANT DIRECTOR
HUGO LAKE STATE PARK MANAGER
HUMAN RESOURCES DIRECTOR
PARK ASSISTANT SUPERVISOR
PARK MANAGER
RAYMOND GARY PARK MANAGER
RSVP DIRECTOR
SELF-HELP HOUSING PROGRAM DIRECTO
T&MA CONTRACTOR PROGRAM DIRECTO
TRANSIT PROGRAM DIRECTOR
TRI-COUNTY OPIOID RESPONSE PROJECT
VICTIM AND YOUTH PROGRAMS DIRECT
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Job Title

Department:

Grade
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AAP Availability
Job Group: 01.1 Executive Officials and Managers
1

Raw Statistics

J Female

Factor: 1

1

fMinority

Reason/or Weighing
Total

Weighted Statistics

Value Weight j -Female

! Minority I

Percentage-of �i�mities or women with requisite skills in the reasonable recruitment area.
40.00% 1

Source ofStatistics

I

lzo

0.00%
�
18 A�ilability

l

100.00%

40.00%

- -24.00%
l--

)

I

---

Consolidated - All Reasons
100.00%

40.00%

0.00%

-

-1

I

I
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AAP Availability
Job Group: 01.2 First/Midlevel Officials & Managers

Factor: 1

, Percentage of minorities or women with requisite skills in the reasonable recruitment area.
40.00% I

Source ofStatistics

0.00% J

120 I 8 Availability

j

100.00%

40.00% l 24.00%

100.00%

40.00% -· 0.00% f

Consolidated - All Reasons
Reason/or Weighing I
Total
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AAP Availability
Job Group: 02

l

I Weighted Statistics 1
Val� Weightl Female Minority I

Raw Statistics
Female

Minority

1 Percentage of min�rities or women with requisite ;kilj; in the reasonable recr�itment area.

Factor: 1

Source ofStatistics
Reason/or Weighing

Total

I

Professionals

-

72.00%

J

0_:'l00/4_j

2018 Availability

'�"-"."% _l_::00%

j_ 19.00% ]

Consolidated - All Reasons

I

r

100.00%

72.00% r 0.00%

I

J
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AAP Availability
Job Group: 03

Technicians
I

I
Factor: 1

Source ofStatistics
Reason/or Weighing
Total

Raw Statistics

Female

I

Minority

[

l

i

V�I��; Wei�gllt I

Weighted Statistics
F;male TMin;;-rity

I

; Percentage of minorities or women with requisite skills in the reasonable recruitment area.
j 79.00%
I 0.00%
!2018 Availability

L

100.00%

Conso.lidated - All Reasons

1

100.00%

L 79.00% l_ 33.�0o/�

I 79.00%

I

0.00%

l

I
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AAP Availability
Job Group: 04

Sales Workers
Raw Statistics
1 Female

Factor: 1

Reason/or Weighing

Total

Value Weight

Weighted Statistics
Female

Minority

1

I

Percentage of minorities or women with requisite skills in the reasonable recruitment area.
j 63.00%

Source ofStatistics

I Minority

--+------

I

0.00%

12018 Avaihiliility

100.00%

_

"L63.00%

"T 26.00%_i

!Consolidated - All Reasons
100.00%

I 63.00% 1

0.00%

1
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AAP Availability
Job Group: 05

Administrative Support Workers

_J _ ___ _ _ _

Raw Statistics

Wei�hted �tatistics I

I __

Female 1 Minority I Value Weight [ Female ( Minority

Factor: 1

! Percentage of minorities or women with requisite skills in the reasonable recruitment area.

l s2.00%_1
Source of Statistics
Reason for Weighing
Total

0.00%

100.00%

12018 Availability
fonsolidated - All Reas�ns
I
-1

100.00%

1 24.00%
I 82.00%

82.00%

0.00%
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AAP Availability
Job Group: 06

Factor: 1

I

Craft Workers

Raw Statistics

I

l

FemaleI Minority

Value Weight

I

i ·0:00% _1··-1·0·0�00% r 7.0oo/;;-·

,::2018 Availability
- -ofStatistics
l
1-Source

Total

Female

Minority

; Percentage of minorities or women with requisite skills in the reasonable recruitment area.
r 7.00%

Reason/or Weighing

Weighted Statistics
\

1

-i5:oo%

Consolidated - All Reasons
100.00%

I

l

7.00% 1 0.00%
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AAP Availability
Job Group: 07

Operatives
Raw Statistics I
Weighted Statistics I
/ Female[ Minority Tval�;Weight - Fe�ale J Minori-ty [
1

Factor: 1

I Percentage of minorities or women with requisite skills in the reasonable recruitment area.

I
Source ofStatistics
Reason/or Weighing

Total

r

19.00% __O.O?<!io _J __1�0.00�--'

12018 Availability

,consolidated - All Reasons
100.00%

I 19.00%

0.00%

I
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AAP Availability
Job Group: 08

Laborers and Helpers
Raw Statistics

Female

Factor: 1

I Source ofStatistics
1
I

r

To�I

Value Weight

Weighted Statistics
Female

Minority

I

1 Percentage of minorities or women with requisite skills in the reasonable recruitment area.

I
Reason/or Weighing

Minority

I

15.00%

1

o.�0% J
_
2018 Availability

7

I

Consolidated - All Reasons
r

100.00o/;

, 15.00%

0.00% I
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AAP Availability
Job Group: 09

Service Workers
j

I Female

Factor: 2

Source ofStatistics
Reason/or Weighing
Total

r

Raw Statistics

__1

_

_ _

_ __

j Weighted Stat:istics

Minority i Value Weight j Female

1

I

Minority I

I Percentage of minorities or women among those promotable, transferable, and trainable
within the contractor's organization.
! 68_00%
0.00% ]
I 00.00%
68.00%
29.00%

l

_J _
f201s Availability

jConsolidated - All Reasons
100.00%

I

1

6s.oo%

0.00%

I
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Placement of Incumbents in Job Groups
Job Group

Total#of # of Females
Female
Incumbents
Incumbency%

#of
Minorities

I
Minority
Incumbency%

01.1

4

3

75.0%

l

25.0%

01.2

27

22

81.5%

6

22.2%

02

39

36

92.3%

8

20.5%

I
I

05

55

52

94.5%

10

18.2%

06

9

1

11.1%

3

33.3%

07

19

8

42.1%

8

42.1%

2

25.0%

30

27.0%

-----

-

08
09

·-

8
111

---

0
--

103

-

0.0%

-

92.8%

-�
-

-

-- --

I

I

Establishing Placement Goals

The 80% Rule of Thumb was followed in declaring under utilization and establishing a goal when the actual employment of
minorities and females are less than 80% of their availability.
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Designation of Responsibility for Implementation
The Executive Director, Rebecca Reynolds, and the Equal Employment Opportunity Officer,
Jeanie McMillin, have the responsibility for designing and ensuring implementation of LIFT
Community Action Agency's Affirmative Action Program (AAP). These responsibilities
include, but arc not limited to, the following:
1. Developing Equal Employment Opportunity (EEO) policy statements, affirmative action
programs and internal and external communication procedures.
2. Assisting in the identification of AAP/EEO problem areas.
3. Assisting management in arriving at effective solutions to AAP/EEO problems.
4. Designing and implementing an internal audit and reporting system that:
a. Measures the effectiveness of LIFT C.A.A.'s program;
b. Determines the degree to which the AAP goals and objectives are met; and
c. Identifies the need for remedial action;
5. Keeping LIFT C.A.A.'s Executive Director informed of equal opportunity progress and
reporting potential problem areas within the Agency though quarterly reports;
6. Reviewing LIFT C.A.A.'s AAP for qualified minorities and women with all directors and
supervisors at all levels to ensure that the policy is understood and is followed in all
personnel activities;
7. Auditing the contents of the Agency's bulletin board to ensure compliance information is
posted and up-to-date; and
8. Serving as liaison between LIFT C.A.A. and enforcement agencies.

Identification of Problem Areas
Area of Concern
At the beginning of 2019 there was a slight underutilization of women and minorities in Job
Groups 1, 5, and 8 where external hiring opportunities occurred. There is concern regarding
low minority and female applicant flow rate resulting from inadequate recruitment.

LIFT CAA AAP 202 I

Corrective Action
Increase recruitment resources with additional options to attract a wider range of applicants
and attract more qualified minorities and women to apply forjob openings, notify
management of numbers, and train regarding current goals. Increase the opportunities for
applicants to submit applications by informing the public of employment openings.

Action-Oriented Programs
LIFT C.A.A., Inc. has instituted action programs to eliminate identified problem areas and to help
achieve specific affirmative action goals. These programs include:
1. Conducting annual analyses ofjob descriptions to ensure they accurately reflectjob functions;
2. Reviewingjob descriptions by department andjob title usingjob performance criteria;
3. Makingjob descriptions available to all members of management involved in the recruiting,
screening, selection and promotion processes;
4. Evaluating the total selection process to ensure freedom from bias through:
a. Reviewingjob applications and other pre-employment forms to ensure information
requested isjob-related;
b. Evaluating selection methods that may have a disparate impact to ensure that they are
Job-related and consistent with business necessity;
c. Training personnel and management staff on proper interview techniques;
d. Training in EEO for management and supervisory staff;
5. Using techniques to improve recruitment and increase the flow of minority and female pplicants.
LIFT CM presently pursues the following actions:
a. Include the phrase "Equal Opportunity/Affirmative Action Employer" in all printed
employment advertisements;
b. Disseminate information onjob opportunities to organizations offeringjob postings to
minorities, women and employment development agencies whenjob opportunities occur
c. Encourage all employees, not in the hiring decision making process, to refer qualified
applicants;
d. Actively recruit at secondary schools, colleges and universities with predominantly
minority or female enrollments; and
e. Request employment agencies to refer qualified minorities and women;
6. Ensuring that all employees are given equal opportunity for promotion. This is achieved by:
a. Posting promotional opportunities;
b. Offering counseling to assist employees in identifying promotional opportunities to
enhance promotions and opportunities forjob rotation or transfer; and
c. Evaluatingjob requirements for promotion.

LIFT CAA, INC.
As of 1/29/2021

Compensation Data by EEO-I Category and Job Group
Annual Monetary Compensation and Tenure Data by EE0-1 Category and Job Group
for Full Time Employees at end of Calendar/AAP Year

MINORITY FEMALES

EE0-1 Category: Executive Officials and
I.Job Group:
EE0-1 Category:
I.Job Group:
EE0-1 category:
Job Group:
EE0-1 category:
Job Group:
EE0-1 category:

�ob Group:

EE0-1 CBtegory:
Job Group:

Highest Annual Average Tenure
Average Annual Lowest Annual
of Minority
Monetary
Monetary
Monetary
Female
Compensation Compensation of Compensation of
Employees With
any Single
any Single
for All Minority
Finn
Minority Female Minority Female
Femala
Employee
Employee
Employees
Years Months
3

Managers
Executive Offidals and
Managers
Flrst/Mldlevel Officials &
Managers
Flr&t/Mldlevel Officials &
Managers
Professionals
Profeaslonals
Administrative Support
workers
Administrative Support
workers
Operatives
Operatives
Service Workers
Service Workers

3

I I I
10

10

rffi
0

0

4

3

7

NON-MINORITY FEMALES

EE0-1 Cstegory: Executive Officials and

Managers
Executive Offlcfals and
Job Group:
Managers
EE0-1 Catego,y: Flrst/Mldlevel Officials &
Managers
Ffrst/Mldlevel Officials &
!Job Group:
Managers
EE0-1 Category: Professionals
Professionals
IJob Group:
Friday, January 29, 2021

Highest Annual Average Tenure
Average Annual Lowest Annual
of Non-Minority
Monetary
Monetary
Monetary
Female
Compensation Compensation of Compen9atlon of
any &Ingle Non- any Single Non- Employees With
for All NonFirm
Minority Female Minority Female Minority Female
Employee
Employee
Employees
Years Months
13

--

7

I I I
I I I
13

2

8

6
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LIFT CAA, INC.
As of 1/29/2021

Compensation Data by EE0-1 Category and Job Group
Annual Monetary Compensation and Tenure Data by EEO-I Category and Job Group
for Full Time Employees at end of Calendar /AAP Year
EE0-1 Catego,y: Administrative Support
Job Group:
EE0-1Catega,y:
'Job Group:
EE0-1 Category:
'Job Group:
EE0-1 Category:
Jab Group:

workers

.

8

9

Administrative Support

workela

Craft Wort(ers

Craft Worurs

Operatives

Operatives

Service Workers

Senrice Workers

Friday, Janwuy 29, 2021

9
13

2

3
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LIFT CAA, INC.
As of 1/29/2021

Compensation Data by EEO- I Category and Job Group
Annual Monetary Compensation and Tenure Data by EEO-I Category and Job Group
for Full Time Employees at end of Calendar/AAP Year

MINORITY MALES
Average Annual

Highest Annual Average TenuN
Lowest Annual
Monetary
of Minority Male
Monetary
Compensation Compensation of Compensation of Employees With
anySfngle
for All Minority
Finn
any Single
Male Employees Minority Male
Minority Male
Employee
Employee
Years Months

Monetary

EE0-1 Category:
Job Group:
EE0-1 Category.
Job Group:
EE0-1 Category:
Job GtoUD:
EE0-1 Cstsgo,y:
Job Group:

Professionals
Professionals
Craft Workers
Craft Workers
Operative&

Operatives
Laborers and Helpe�
Laborers and Helpers

.

10

3

10

1

12

0

0

7

NON-MINORITY MALES

EE0-1 Category: Executive Officials and
Managers
Job Group: -- Executive Officials and
Managers
EE0-1 category: Ffrat/Mldlevel Officials &
Managers
First/Mldfevel Officials &
jJob Group:
Manaaers
EE0-1 category: Professionals
Vob Group:
Professionals
EE0-1 Cstegoty: Administrative Support
j./ob GtoUp:
EE0-1 Category:
Job Group:
EE0-1 Category:
Jab Group:
EE0-1 Cstego,y:
Job Group:

workers

Administrative Support

1vvorkers

Craft Workers
Craft WOfkers
Operatives
Operatives
Laborers and Helpers
Laborers and Helpers

Friday, January 29, 2021

Highest Annual Average Tenure
Average Annual Lowest Annual
Monetmy
Monetary
of Non-Minority
Monetary
Compensation Compensation of Compensation of Male Employees
for All Non•
any Single Non- any Single NonWith Finn
Minority Male
Minority Male
Mlnorlty Male
Employees
Employee
Employee
Years Months
20

4

I I I
12

7

EB
8

5

0

20

3

1

4
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LIFT CAA, INC.
As of 1/29/2021

Compensation Data by EEO-I Category and Job Group

I

Annual Monetary Compensation and Tenure Data by EEO-I Category and Job Group
for Full Time Employees at end of Calendar/AAP Year

i=-1 Calagol],: Service WOIIIBnl

roup:

Service Workers

Friday, Jnnumy 29, 2021
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LIFT CAA, INC.
As of 1/29/2021

Compensation Data by EEO-I Category and Job Group
Annual Monetary Compensation and Tenure Data by EEO-I Category and Job Group
for Full Time Employees at end of Calendar/AAP Year

FEMALES

EE0-1 Category: Executive Offlcials and

!Job Group:
EE0-1 CBlegory:
!Job Group:
EE0-1 Category:
!Job Group:
EE0-1 Catego,y:
!Job Group:

Highest Annual Average Tenure
Lowest Annual
Average Annual
Monetary
of female
Monetary
Monetary
Compensation Compensation of Compensation of Employees With
for All Female
Finn
any Single
any Single
Employeea
Female Employee Female Employee
Years Months

10

Managers
Executfva Officials and
Manaaers
Flrst/Midlevel Officfals &
Managers
Flrst/Midlevel Officials &
Manaaers
Professionals
Pmfesslonals
Administrative Support
1vvofkers
Administrative Support
1norkera
Craft Workers
Craft Workers
Operatives

2

I I I
12

6

BIB
1

EE0-1 CBtegory:
'Job Group:
EE0-1 Category:
Operatives
Job Group:
EE0-1 CBtegoty: Service Workers
Service Workers
!Job Group:

9
8

11

3

9

MALES
Average Annual
Monetary
Compensation
for All Male
Employees

EE0-1 Category: Executive Offlciala and

Managers
Executive Officials and
Managers
EE0-1 Category: FlrstJMldlevel Officials &
Manaaers
Job Group:
Ffrst/Mldlevel Officials &
ManBQers

I.Job Group:

Friday. January 29. 2021

Lowest Annual
Highest Annual Average Tenure
of Male
Monetary
Monetary
Compensation of Compensation of Employees With
Finn
any Single Male any Stngle Male
Employee
Employee
Years Months
20

4

I I I
12

7
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LIFT CAA, INC.
As of 1/29/2021

Compensation Data by EE0-1 Category and Job Group
Annual Monetary Compensation and Tenure Data by EEO-I Category and Job Group
for Full Time Employees at end of Calendar /AAP Year
EE0-1 Catego,y. Profeaslonals
PR>feaelonals
�ob Group:
�E0-1 Category: Administrative Support
vvorkera
Administrative Support
!Job Group:
workelS
EE0-1 Category: Craft Workers
VobGroup:
Craft Workers
EE0-1 Category: Operatives
Operatives
!Job Group:
EE0-1 Category. Labo181'8 and Helpers
!Job Group:
Laborers and Helpers
EE0-1 Catego,y: Service Workers
Service Workers
IJobGtOup:

Friday, Janumy 29, 2021

.

3

9

1

8

6

6

13

8

1

2

7

8
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LIFT CAA, INC.
As of 1/29/2021

Compensation Data by EEO- I Category and Job Group
Annual Monetary Compensation and Tenure Data by BE0-1 Category and Job Group
for Full Time Employees at end of Calendar/AAP Year

MINORITY

EE0-1 category: Executive Officials and
Managers
Executive Officials and
!Job Group:
Manaaers
EE0-1 Catego,y: Rrst/Midlevel Officials &
Man&Qers
Flrst/Mldlevel Officials &
Job Group:
Managers
EE0-1 Catego,y: Professlonals ---- -----�Professionals
JobG,oup:
EE0-1 category: Admll'.listratlve Support
1norkers
Administrative Support
I.Job Group:
vvorkers
EE0-1 CBIBgory: Craft Workers
Craft Workers
Job Group:
EE0-1 category: Operatives
Operatives
Job Group:
EE0-1 CBtegoty. Laborers and Helpers
Laborers and Helpers
Job Group:
EE0-1 Category: Service Workers
Service Workers
JobG,oup:

Highest Annual Average Tenure
Average Annual Lowest Annual
Monetary
of Minority
Monetary
Mo.aary
Compensation Compensation of Compensation of Employaaa With
Finn
anySlngle
for All Mlnortty
anySlngle
Minority
Minority
Employees
Employee
Employee
Years Month&
3

3

I I I
10

10

BIB
0

10
8
0
3

NON-MINORITY

Average Annual
Monetary
Compensation
for All NonMinority
Employees
EE0-1 Category: Executive Officials and
Managers
JobGroup:
Executive Officials and
Manaaers

Friday, January 29, 2021

Highest Annual Average Tenure
Lowast Annual
of Non-Minority
Monetary
Monetary
Compenutlon of Compensation of Employees With
Finn
any Slngle Non• any Slngle NonMinority
Minority
Employee
Employee
Years Months
15

10
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LIFT CAA, INC.
As of 1/29/2021

Compensation Data by EEO-I Category and Job Group
Annual Monetary Compensation and Tenure Data by EEO-I Category and Job Group
for Full Time Employees at end of Calendar/AAP Year

EE0-1Categary: Flrst/Mfdfevel Offldals &
jJobGmup:

13

Manaaera

Fllst/MfdfeveJ Offlclals &

Manaaers

EE0-1Calego(y: Professional&
Professfonals
�Group:
EE0-1Category: Administrative Support

IJo6 Gmup:
EE0-1Categoty:
Jab G,oup:
EE0-1Category.
VobGroup:
EE0-1 Category.
IJob Group:
EE0-1Catego,y.
Job Group:

1vvorkera

Administrative Support

workers

Craft Workers
Craft WOfkers

Operatlvea

Operatives
Labonn and Helpens
Laborers and Helpers
Service Workers

Smvice Workers

Friday, Jm!JmY 29, 2021

...

1

EEE
5

5

10

14

7

1

4

4
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Guidelines on Discrimination
Because of Religion or National Origin
It is the policy of LIFT CAA to take affirmative action to insure that applicants are employed,
without regard to their religion or national origin. Such action includes, but is not limited to the
following employment practices: hiring, promotion, demotion, transfer, recruitment or
recruitment advertising, layoff, termination, rates of pay or other forms of compensation and
selection for training.
Employment practices have been reviewed to determine whether members of the various religions
and/or ethnic groups are receiving fair consideration for job opportunities. Attention has been
directed toward executive and middle management levels.
1. The policy concerning LIFT C.A.A.' s obligation to provide equal employment opportunity
without regard to religion or national origin is communicated to all employees via employee
handbooks, policy statement and the Affirmative Action Program.
2. Internal procedures have been developed in this program to insure that LIFT C.A.A.'s obligation
to provide equal employment opportunity without regard to religion or national origin is being
fully implemented. Directors and supervisors are continually trained at meetings regarding these
sensitive areas.
3. Employees are informed at least annually of LIFT C.A.A.' s commitment to equal employment
opportunity for all persons, without regard to religion or national origin.
4. Recruiting sources have been informed of our commitment to provide equal employment
opportunity without regard to religion or national origin.
5. Employment records of all employees are reviewed to determine the availability of promotable
and transferable employees.
6. LIFT C.A.A. may contact religious and ethnic organizations for purposes of advice, education,
technical assistance and referral of potential employees as necessary to accomplish the purpose of
this program.
7. LIFT C.A.A. may engage in recruitment activities at educational institutions with substantial
enrollments of students from various ethnic and religious groups.
8. Ethnic and religious media may be used for employment advertising.

Reasonable accommodations to the religious observances and practices of employees or
prospective employees will be made, unless doing so would result in undue hardship. In
determining whether undue hardship exists, factors such as the cost to the Agency and the impact
on the rights of other employees are considered.

LIFT CAA, INC.
As of 1/29/2021

AAP Individuals with Disabilities
Starting Date: 1/1/2020

Disabled
Applicants
2

Friday, January 29, 2021

Total
Applicants
1009

Job Openings
116

Jobs Filled
0

Ending Date: 12/31/2020
Disabled
Hired
3

Total
Hired
28

Disabled
Applicant Ratio

Disabled
Hiring Ratio

Job Fill Ratio

0.20%

10.71%

0.00%
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Invitation To Self-Identify For Protected Veterans
Note: The regulations at CFR 60-300.42 permit LIFT C.A.A. to invite veterans to self-identify at different
stages in the employment process. Accordingly, LIFT C.A.A. uses the language in paragraph 2 of the
sample Invitation to self-identify that best fits its affirmative action program, the veterans' status (disabled
veterans, Armed Forces service medal veterans, recently separated veterans, or other veterans who served
during a war, or in a campaign or expedition for which a campaign badge has been authorized), and the
timing of the invitation (pre-offer or post offer). See also: CFR 60-250.42, as appropriate.
I. LIFT C.A.A. is subject to the Vietnam Era Veterans' Readjustment Assistance Act of 1974, as amended,
(VEVRAA) which requires Government contractors to take affirmative action to employ and advance veterans in
employment. V.E.V.R.A.A. prohibits discrimination and requires affirmative action in all personnel practices
regarding protected veterans. The statute covers disabled veterans, Armed Forces service medal veterans, recently
separated veterans, and other veterans who served during a war, or in a campaign or expedition for which a campaign
badge has been authorized.
2. An invitation to veterans: If you are a recently separated veteran, other protected veteran, or Armed Forced service
medal veteran, we would like to include you under our affirmative action program. If you would like to be included
under the affirmative action program, please tell us. The term "recently separated veteran" refers to any veteran during
the three-year period beginning on the date of such veteran's discharge or release from active duty. The term "other
protected veteran" refers to a person who served on active duty during a war or in a campaign or expedition for which
a campaign badge has been authorized, under laws administered by the Department of Defense. The term "Armed
Forces service medal veteran" refers to any person who, while serving on active duty in the Armed Forces,
participated in a United States military operation for which an Armed Forces service medal was awarded pursuant to
Executive Order 12985 (62 FR 1209).1
3. You may inform us of your desire to benefit under the program at this time and/or at any time in the future.
4. Submission of this information is voluntary and refusal to provide it will not subject you to any adverse treatment.
The information provided will be used only in ways that are not inconsistent with the Vietnam Era Veterans'
Readjustment Assistance Act of 1974, as amended.
5. The information you submit will be kept confidential, except that (i) supervisors and directors may be informed
regarding restrictions on the work or duties of disabled veterans, and regarding necessary accommodations; (ii) first
aid and safety personnel may be informed, when and to the extent appropriate, if you have a condition that might
require emergency treatment; and (iii) Government officials engaged in enforcing laws administered by OFCCP, or
enforcing the Americans with Disabilities Act, as amended, may be informed.
6. A written copy of this Affirmative Action Program is available for inspection by any employee or applicant for
employment, during normal business hours, in the Human Resource Department. Interested persons should contact
Maria Herron, Director of Human Resources, at 580-326-335 l for assistance.
7. If you are a disabled veteran it would assist us if you tell us about (i) any special methods, skills, and procedures
that qualify you for positions that you might not otherwise be able to do because of your disability so that you will be
considered for any positions of that kind, and (ii) any accommodations that we could make that would enable you to
perform the job, including special equipment, changes in the physical layout of the job, elimination of certain duties
relating to the job, provision of personal assistance services or other accommodations. This information will assist us
in placing you in an appropriate position and in making accommodations for your disability.
Additional information about the Armed Forces service medal is found at:
http://www. fedshirevets.gov/hire/hrp/vetguide/index.aspx.

LIFT CAA, INC.
As of 1/29/2021

AAP Veterans
Starting Date: 1/1/2020
Veteran
Applicants

Total
Applicants

Job Openings

0

1008

116

Friday, January 29, 2021

Jobs Filled
0

Ending Date: 12/31/2020
Veterans
Hired
0

Total Hired
27

Veteran
Applicant Ratio
0.00"/o

Veteran
Hiring Ratio

Job Fill Ratio

0.00"/o

0.00%
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LIFT CAA

EEO-1 Category Current EEO-1 and AAP 01_31_202AP Current Disabily and Veteran by Race/ Gender
#

29
1
3
14
4
2
1
7
1
1
169
35
Total
Current
Staff
273

Race Description
--

- --. -

Ameri.can- - -Indian
-

Americian Indian

American
Indian
. . �- .

'Asian
Black

Black

Hispanic
Hispanic

Multi- Racial

Gender

Female

0
1

0

'DWTA
--

0

0

,Male

2

0

Female

'Male...
Female

' - - -- ----�

Male

Female

Male

;White

Female

iWhite

Veteran

Male

Multi-Racial
DWTA

Disability

Female

Male

0

3
0
0

0

0

0
0
0

0
0

0

0

0

3

3

15

Identify with
Disability
29

1

Veteran
4
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LIFT C.A.A. Internal Audit and Reporting System
The Human Resource Department has the responsibility for developing and preparing the formal documents
of the AAP. The Human Resource Department, in conjunction with the Executive Director and the Equal
Employment Opportunity Officer, is responsible for the effective implementation of the AAP; however,
responsibility is likewise vested with each associate director and program director. LIFT C.A.A., Inc.'s audit
and reporting system is designed to:
• Measure the effectiveness of the AAP/EEO program;
• Document personnel activities;
• Identify problem areas where remedial action is needed; and
• Determine the degree to which LIFT C.A.A.'s AAP goals and objectives have been obtained.
The following personnel activities are reviewed to ensure nondiscrimination and equal employment
opportunity for all individuals without regard to their race, color, national origin, religion, sex (including
pregnancy and sexual harassment), age (40 or older), disability, political affiliation, protected veteran status,
genetic information & testing, sexual orientation, gender identity, Family Medical Leave, participation in
protected activity, or any other characteristic protected by law:
• Recruitment, advertising, and job application procedures;
• Hiring, promotion upgrading, award of tenure, layoff, recall from layoff;
• Rates of pay and any other forms of compensation including fringe benefits;
• Job a signments, job classifications job descriptions, and seniority lists;
• ick leave, leaves or absence or any other leave;
• Training, apprenticeships, attendance at professional meetings and conferences; AND
• Any other term, condition, or privilege of employment.
The following documents are maintained as a component of LIFT C.A.A.'s internal audit process:
An applicant flow log showing the name, race, sex, date of application, job title, interview status, veteran
status, disability status, and the action taken for all individuals applying for job opportunities;
I . Summary data of external job offers and hires, promotions, resignations, terminations, and layoffs by
job group, gender, and minority group identification;
2. Summary data of applicant flow by identifying, at least, total applicants, total minority applicants, and
total female applicants for each position;
3. Maintenance of employment applications (not to exceed one year); and
4. Records pertaining to LIFT C.A.A.'s compensation system.
5. LIFT C.A.A.'s audit system includes an annual report documenting LIFT C.A.A.'s efforts to achieve its
EEO/AAP responsibilities. Associate Directors and Program Directors are asked to report any current
or foreseeable EEO problem areas and are asked to outline their
suggestions/recommendations for solutions. If problem areas arise, the Associate Director or Program
Director is to report problem areas immediately to the Executive Director.
6. During annual reporting, the following occurs:
1. The Human Resource Department will discuss any problems relating to significant rejection
ratios, EEO charges, etc., with the Executive Director; and
2. The Human Resource Department will report the status of the LIFT C.A.A. 's AAP goals and
objectives to the Executive Director. The Director of Operations will recommend remedial actions for
the effective implementation of the AAP.

LIFT CAA, INC.
As of 2/4/2021

AAP Hire Summary
Starting Date: 1/1/2020
Total

Male

EEO
Cat

Total

01.1

Executive Officials and Managers

Male

Female

0
01.2

2

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

2

0

0

0

0

0

0

0

0

8

0

0

0

0

0

0

0

0

0

2

0

0

5

0

0

0

Asian Multi-Race Other

0

0

0

0

0

0

2

2

0

0

0

0

9

0

0

0

0

0

0

0

0

0

0

2

0

2

3

7

0

0

0

Operatives

0

0

Laborers and Helpers

29
09

White Amer. Ind. Hispanic Black

Craft Workers

10
08

Other

Administrative Support Workers

2
07

Asian Multi-Race

Professionals

10
06

0

2

4
05

White Amer. Ind. Hispanic Black

Female

First/Midlevel Officials & Managers
3

02

Ending Date: 12/31/2020

26

3

17

6

6

2

0

0

0

0

0

Service Workers

--
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Review of Personnel Processes
LIFT C.A.A. annually reviews its personnel process to determine whether its present
procedures assure careful, thorough and systematic consideration of the qualifications of known
individuals with disabilities and protected veterans. This review covers all procedures related to
the filling of job vacancies either by hire or by promotion; as well as all training opportunities
offered or made available to employees.
In determining the qualifications of veterans, LIFT C.A.A. limits its consideration of a
protected veteran's military record, including discharge papers, to only that portion of the record,
which is relevant to the specific job qualifications for which the veteran is being considered.
Based upon LIFT C.A.A.'s review of its personnel processes, LIFT C.A.A. will modify the
personnel processes when necessary, and will consider new procedures in this Affirmative
Action Program to ensure equal employment opportunity. To date, no modifications have been
necessary.

Review of Physical and Mental Job Qualification Standards
The physical and mental job qualifications of all jobs were reviewed during calendar year
2016 to ensure that, to the extent that such qualification requirements tend to screen out
qualified individuals with disabilities and qualified disabled veterans, job qualifications are
consistent with business necessity and the safe performance of the job.
No qualification requirements were identified that are likely to have a screening effect. All job
qualification requirements were found to be job-related and consistent with business necessity and
safety.
LIFT C.A.A. will continue to review physical and mental job qualification requirements and
will conduct a qualifications review whenever job duties change.
No pre-employment physical examinations or qu estionnaires are used by LIFT
C.A.A.'s hiring process except upon offer of some employment positions.
If at any time in the future, LIFT C.A.A. should inquire into an: employee's physical or
mental condition or should conduct a medical examination, LIFT C.A.A. affirms that such
inquiries or exams will be conducted in accordance with the Section 503 regulations and that
information obtained as a result of the inquiry or exam will be kept confidential, except
as otherwise provided for in the Section 503 regulations. The results of the examination
or inquiry will only be used in accordance with the Section 503 Regulations.

Reasonable Accommodation to Limitations Due to Disability

LIFT C.A.A. commits to making reasonable accommodation to the known physical or mental
limitations of qualified individuals with disabilities and qualified disabled veterans, unless such
accommodation would impose an undue hardship on the conduct of its business. LIFT
C.A.A. also commits to engaging in an interactive process with the person requesting the
accommodation (or their representative), as needed, to determine an appropriate accommodation.
Undue hardship will be determined by assessing whether the requested accommodation would
cause significant difficulty or expense, as provided for in the Section 503 regulations.

Harassment Prevention And Prohibition Against Retaliation

Employees and applicants of LIFT C.A.A. will not be subject to harassment because of
disability or their status as a protected veteran. If an employee or applicant believes that he/she
has been subject to harassment, he/she may fle a complaint with the Equal Employment
i

Opportunity (EEO) Officer or Personnel Director's office. Any employee or applicant who
believes that they have been subject to harassment because of their disability or status as a
protected veteran should promptly contact a supervisor in their chain of command, or promptly
contact the Executive Director at 5280-326-335 l for assistance.
Retaliation, including intimidation, threat, or coercion, against an employee or applicant
because they have objected to discrimination, engaged or may engage in filing a complaint,
assisted in a review, investigation, or hearing or have otherwise sought to obtain their legal
rights under any Federal, State, or local EEO law regarding individuals with disabilities or
protected veterans is prohibited. Any employee or applicant who believes that they have been
subject to retaliation because of their disability or status as a protected veteran should contact the
Equal Employment Opportunity (EEO) Officer or
This policy is communicated to all employees and supervisors annually by posting on the
employee website; most recently in January 10, 2019 and a notice was posted in the
Administrative Office.

External Dissemination of Policy, Outreach, and Positive
Recruitment

All subcontractors, vendors and suppliers have been sent written notification of LIFT
C.A.A.'s Equal Employment Opportunity and Affirmative Action policy regarding the
employment of qualified individuals with disabilities and qualified protected veterans. All
recruiting sources, including State employment agencies, educational institutions and social
service agencies have been informed of the Agency's policy concerning the employment of
qualified individuals with disabilities and qualified protected veterans and have been advised to
actively recruit and refer qualified persons for job opportunities. LIFT C.A.A., foe. shall give
preference to those vendors, suppliers, and contractors who have instituted and enforce Equal
Employment Opportunity and Affirmative Action policies, within their establishment, offering
goods and services of comparable quality and value. LIFT C.A.A., Inc. will also give
priority to minorities businesses over other vendors, suppliers, and contractors offering goods and
services of comparable quality.

Audit and Reporting Systems
The EEO Officer, Human Resource Department, and the Executive Director have the responsibility for
developing and preparing the formal documents of the AAP. The Human Resource Department is
o
responsible fr the effective implementation of the AAP; however, responsibility is likewise vested with
each associate director and program supervisor. LIFT C.A.A.'s audit and reporting system is designed to:
• Measure the effectiveness of the AAP/EEO program;
• Document personnel activities;
• Identify problem areas where remedial action is needed; and
• Determine the degree to which LIFT C.A.A.'s AAP goals and objectives have been obtained.
The following activities are reviewed at least annually to ensure freedom from discrimination or stereotyping
of individuals with disabilities and protected veterans in any manner, including that which may limit their
access to any job for which they are qualified:
• Recruitment, advertising, and job application procedures;
• Hiring, promotion, upgrading, award of tenure, layoff, recall from layoff;
• Rates of pay and any other forms of compensation including fringe benefits;
• Job assignments, job classifications, job descriptions, and seniority lists;
• Sick leave, leaves or absence, or any other leave;
• Training, apprenticeships, attendance at professional meetings and conferences; and
• Any other term, condition, or privilege of employment.
LIFT C.A.A.'s audit system includes reporting LIFT C.A.A.'s efforts to comply with its EEO/AAP
responsibilities to the Executive Director. Associate Directors and Program Supervisors are asked to report
any current or foreseeable EEO problem areas and are asked to outline their
suggestions/recommendations for solutions. If problem areas arise, the director or supervisor is to report
problem areas immediately to the Equal Employment Opportunity (EEO) Officer or Personnel Director.
During quarterly reporting, the following occurs:
I. The Human Resource Department will discuss any problems relating to significant rejection ratios,
EEO charges, etc., with the Executive Director; and
2. The Human Resource Department will report the status of the LIFT C.A.A.'s AAP goals and
objectives to the Executive Director. The Human Resource Department will recommend remedial
actions for the effective implementation of the AAP.

Responsibility for Implementation of AAP
Responsibilities of the Equal Employment Opportunity Officer and/or Human Resource Department
In furtherance of LIFT C.A.A. 's commitment to Affirmative Action and Equal Employment Opportunity for
individuals with disabilities and protected veterans, the Human Resource Department has the responsibility
for designing and ensuring effective implementation of LIFT C.A,.A. 's AAP. These responsibilities
include, but are not limited to:
1. The development of the AAP for individuals with disabilities and protected veterans, policy
statements, personnel policies and procedures, internal and external communication of the policy, and
monitoring the effectiveness of these actions;
2. Reviewing all personnel actions, policies, and procedures to ensure compliance with LIFT
C.A.A. 's affirmative action obligations;
3. Reviewing the qualificati ons of all applicants and employees to ensure qualified individuals are
treated in a nondiscriminatory manner when hiring, promotion, transfer and termination actions
occur;
4. Assisting in the identification of problem areas and the development of solutions to those
problems;
5. Monitoring the effectiveness of the program on a continuing basis through the development and
implementation of an internal audit and reporting system that measures the effectiveness of the
program;
6. Keeping the Executive Director of LIFT C.A.A. infonned of equal opportunity progress and
problems within the Agency through annual reports;
7. Providing directors and supervisors with a copy of the Affirmative Action Program for Qualified
Individuals with Disabilities and Qualified Protected Veterans and reviewing the program with them
on an annual basis to ensure knowledge of their responsibilities for implementation of the program;
8. Reviewing the Agency's AAP for individuals with disabilities and protected veterans with all
directors and supervisors at all levels to ensure that the policy is understood and is followed in all
personnel activities;
9. Auditing the contents of Agency bulletin hoards annually to ensure that compliance information is
posted and is up-to-date;
10.

Serving as liaison between LIFT C.A.A. and enforcement agencies; and

11. Serving as liaison between LIFT C.A.A. and organizations for individuals with disabilities and
protected veterans.

Responsibilities of Directors and Supervisors
It is the responsibility of all managerial and supervisory staff to implement LIFT's AAP.
Directors and supervisors are advised annually of their responsibilities under LIFT C.A.A. 's AAP
for individuals with disabilities and protected veterans. These responsibilities include, but are
not limited to:
1. Review the Agency's Affirmative Action policy for individuals with disabilities and
protected veterans with subordinate directors and supervisors to ensure that they are aware
of the policy and understand their obligation to comply in all personnel actions;
2. Assist in the identification of problem areas, formulate solutions, and establish
departmental goals and objectives when necessary;
3. Review the qualifications of all applicants and employees to ensure qualified
individuals are treated in a nondiscriminatory manner when hire, promotion, transfer, and
termination actions occur; and
4. Reviewing the job performance of each employee to assess whether personnel actions are
justified based on the employee's performance of his or her duties and responsibilities and
ensure that nondiscrimination is adhered to in all personnel activities.

Training to Ensure AAP Implementation
Training is provided to all personnel involved in the recruitment, screening, hiring, promotion,
disciplinary and related employment processes, to ensure that the commitments made in LIFT
C.A.A.'s AAP are implemented.

GRIEVANCE POLICY
DISCRIMINATION COMPLAINT PROCEDURE- INFORMAL
LOCAL COMPLAINT PROCEDURE
PURPOSE
The purpose of the informal complaint process is to attempt to resolve and conciliate the complaint as soon as
possible to the satisfaction of all the parties involved.
POLICY
These procedures shall be referred to in the Agency's Personnel Policies and are a part of the Agency's
Affirmative Action Plan. The Equal Opportunity/Affinnative Action Grievance Procedure assists LIFT C.A.A. in carrying
out its responsibilities in administering and enforcing applicable federal and state laws and LDCAA policies related to
nondiscrimination and investigation of charges/complaints. LIFT C.A.A. may amend this process as necessary.
Any person (employee, program participant, eligible nonparticipant, visitor and applicant for employment) who feels
he or she is the victim of harassment or other form of discrimination on the basis of race, color, national origin,
religion, sex (including pregnancy and sexual harassment), age (40 or older), disability, political affiliation,
protected veteran status, genetic information & testing, sexual orientation, gender identity, Family Medical Leave,
participation in protected activity, or any other characteristic protected by law.
LIFT C.A.A. reserves the right to investigate any allegation brought fotward if it finds sufficient information o
indicate a serious or continuing violation of the equal opportunity policy.
These grievance procedures arc established so that their accessibility, simplicity, speed and high standards of
fairness will encourage covered individuals to choose the internal forum over the external one in seeking redress of
perceived injustice. Nothing contained in this internal procedure should be construed as limiting an individual's use of
the external forum.

COMPLAINT, COMPLAINANT, RESPONDENT DEFINED AND PURPOSE
A charge/complaint shall mean a complaint alleging specific acts, conditions, or circumstances, which are in
violation of applicable federal, state laws, or LIFT C.A.A. policies related to nondiscrimination and
hereafter charge/complaint shall be known as "complaint".
A complainant shall mean the person alleging the violation in the complaint.
A respondent shall mean the person al l eged to be responsibl e or who may be responsible for the violation
alleged in the complaint.
Complainants are encouraged to exhaust these procedures with regard to any complaint before pursuing remedies
outside LIFT C.A.A.
The complainant, the respondent, and the Agency each have the right to bring an advisor/representative to the
investigative meeting. If any party chooses to exercise this option, he or she shall submit the name of the advisor,
including legal representatives, in writing to the EEO Officer and the LIFT C.A.A. Executive ,Director at least 48
hours prior to any meeting.
WHO MAY FILE A COMPLAINT
Any person (employee, program participant, eligible nonparticipant, visitor and applicant for employment)
who feels that she/he has been denied an equal opportunity for employment, excluded from participating in or eajoying
the benefits of the Agency's programs, representation in or on the Agency's programs, or has been discriminated
against on the basis ofrace, color, national origin, religion, sex (including pregnancy and sexual harassment), age (40

or older), disability, political affiliation, protected veteran status, genetic information & testing, sexual orientation,
gender identity, Family Medical Leave, participation in protected activity, or any other characteristic protected by
law.
HOW TO FILE
Any person (employee, program participant, eligible nonparticipant and applicant for employment) should first
consult with the Agency's Equal Opportunity Office prior to filing a complaint for assistance.
PRIORITY
Any complaint of discrimination shall take priority in the assigned duties of the EEO Officer. Once a
complaint is filed it must be acted upon immediately by the EEO Officer.
SUBMISSION OF AN EQUAL OPPORTUNITY COMPLAINT
A. A complainant should first file a complaint with the EEO Officer of the agency within 20 days of the date
of the alleged act of discrimination.
B. A complainant also has the right to file a complaint directly with any federal, state, or local commission
with jurisdiction in the matter. However, a complaint filed directly will not be processed until the local procedure has
been exhausted, or a valid excuse offered for by-passing the local process.
C. A complainant may file a complaint with full knowledge that she/he will be free from any reprisals, threats,
intimidations, because she/he has filed a complaint, testmed, assisted or participated in any manner throughout the
complaint process and after the complaint h.as been resolved. The EEO Officer shall not reveal the identity of an aggrieved
person who has come to him/her for consultation except when necessary. All matters pertaining to a-complaint shall be
treated as confidentially as possible by the EEO Officer and other Agency personnel.
CONFIDENTIALITY
LIFT C.A.A. takes any allegation of discrimination, harassment, and/or retaliation seriously and is committed
to
protecting the integrity of the investigation process including confidentiality and the due process rights of all
individuals. Note that all those involved (the complainant, the respondent, LIFT C.A.A. and the witnesses) have
privacy interests. Therefore, outside the scope of the invesligation, all parties are cautioned not to publicize or
divulge the nature of the proceedings, or the identity of those involved.
RETALIATION
Retaliation is harassmenl, coercion, intimidation, or discrimination as a result of a person's filing an Equal
Opportunity complaint or participation in the Equal Opportunity complaint resolution process. It is contrary to
LIFT C.A.A. policy for any agent, employee, or client to engage, whether directly or indirectly, in retaliatory
conduct against a person who files a discrimination or harassment complaint, gives testimony during an investigation
of such a complaint, or otherwise objects to perceived discrimination or harassment. Retaliation is prohibited whether
or not the complaining party prevails in the original complaint. Anyone who believes that retaliatory actions have
been taken against him or her in violation of this policy may seek redress by contacting the Equal Employment
Opportunity Officer.

ABUSE OF POLICY
It is a violation of this policy to file a di crimination or harassment complaint for the purpose of injuring the
reputation or causing harm to another person. Without minimizing the injury that can be suffered by the victim of
discrimination or harassment, LIFT C.A.A. also recognizes that the filing of a discrimination or harassment complaint
can have serious consequences for the person accused. That person, too, has rights that the policies on discrimination
and harassment must preserve and protect. Therefore, any person who abuses this policy by knowingly filing a false
complaint will be subject to di cipline if LIFT C.A.A. determines that the complaint was filed in bad faith. This
provision is not meant in any way to discourage legitimate complaints.
If COMPLAINT FILED AGAINST THE EEO OFFICER OR LDCAA Exec. Dir.
If a complaint, whether informal or formal, is directed against the EEO Officer, the functions assigned to the
EEO Officer by these procedures, at the decision of the Executive Director, will transfer to the Personnel Officer or to

the LIFT C.A.A. Executive Director's designee. If a l:u111plai11L, wh�lher informal or formal, is directed against
the LIFT C.A.A. Executive Director, the functions assigned to the EEO Officer by these proce<lures will transfer
to the LIFT C.A.A. Personnel Committee.
PROC'EDURE AFfER INFORMAL COMPLAINT-INVESTIGATE
The parties and witnesses are reminded that LIFT C.A.A. expects all to adhere to the affirmative
action/equal opportunity policies. Upon receipt of a complaint, the Equal Employment Opportunity Officer will
meet with the complainant as soon as practical and make the meeting a priorily. The purpose of this meeting is
to clarify the complaint, reduce it to writing, if not already written, elicit relevant information, names of witnesses,
and documents regarding the complaint. Thereafter the EEO Officer will notify the respondent that actions have been
questioned and will deliver or mail a copy of the written complaint to respondent's last known ad�ress within two (2)
business days of EEO officer's initial meeting with complainant. The responde11t shall have an opp01tunity to submit a
written response to the allegations, any supporting documents, and list of witnesses within five (5) calendar days after
mailing or delivering a copy of the complaint to respondent's last known address. The complainant will be provided a
copy of the respondent's response and given the opportunity to submit a written rebuttal within five (5) calendar days
after date of mailing or delivery of the respondent's response to complainant's last known address. Respondent will be
given a final opportunity to respond in writing to complainant's written rebuttal within three (3) calendar days of date
of mailing or delivery to respondent's last known address. Both complainant and respondent may identify witnesses
who can provide information relevant to the allegations.
The EEO Officer is empowered to investigate the complaint, to interview the parties and others, and to gather
any pertinent evidence. This is to include access to Agency files and records. The EEO Officer shall take other steps
that may assist in the resolution of a problem prior to the filing of a formal complaint. For example, EEO Officer does
fact investigation, gathers documents, conducts interviews, conducts on-site visits, gathers information specifying
processes, criteria, personnel, etc., gathers statistical records, relevant comparative data and forms, gathers
performance evaluation data, and other data bearing on who, what, how, when, and why.
From the information above, the EEO Officer compiles a case file, and then analyzes grounds for the
complaint and causes of action.
The EEO Officer must attempt informal resolution with pertinent parties. This includes meetings, conferences
and negotiation, if necessary.
The Agency's EEO Officer shall be granted the authority to carry out the following activities:
I. Receive and attempt to resolve complaints of discrimination.
2. Explain and provide to complainant the Agency's approved discrimination complaint procedures.
3. Provide complainant with information and advice on Equal Opportunity procedures including local, state,
and federal redress procedures and notification of the filing deadlines for Equal Opportunity Commission complaints
where applicable.
4. Advise the complainant/respondent that they have the right to be accompanied, represented and advised by a
representative or attorney of his/her choice at the expense of the complainant/respondent.
5. Have the complainant submit the following information in writing, signed and dated:
--Name, address, telephone number of the complainant.
--Name, address, telephone number of respondent (person being accused of alleged discrimination) if a person
is not identified, then write in the name of the agency or program respondent.
--Identity of program in which alleged discrimination occurred.
--Identity of the source of funding for program.
--Type of complaint - employment, discharge, conditions of employment, program participation, promotion,
denial of program benefits, other.
--Cause of complaint - race, color, national origin, religion, sex (including pregnancy and sexual harassment),
age (40 or older), disability, political affiliation, protected veteran status, genetic information & testing, sexual
orientation, gender identity, Family Medical Leave,
participation in protected activity, or any other characteristic
protected by law.
--Describe what happened. Include the specific alleged acts of discrimination, by whom, when, and where.
--Identity of witnesses, if any.
--Ask complainant what are his/her desired corrective actions in the matter.
--Have the complainant to sign complaint form.

--Secure pennission from complainant to use his/her name when necessary in attempts to conciliate
complaints.
--The EEO Officer shall make every effort to resolve the complaint infonnally.
6. If requested by the complainant the EEO omcer shall as ist in discussions with any party to the complaint
and may take other steps, if requested, which may assist in the resolution of the complaint The EEO Officer shall be
assured by the Agency that in carrying out his/her duty in attempting to resolved the compluint, lhal he/she will receive
full cooperation from Agency staff and that he/she will be free from any reprisals, threats, coercion, or intimidation.
INFORMAL RESOLUTION
If the EEO Officer does not recommend the complaint to be dismissed then he/she will then conduct an informal
meeting with complainant, respondent, and Agency Representative(s) designated by the LIFT C.A.A.
Executive Director, in an attempt to resolve the complaint in an informal manner. Informal resolution shall take place
within 30 days of the filing of the informal complaint.
MEDIATION
As an alternative the LIFT C.A.A. Executive Director may propose mediation to complainant, respondent, and
Agency Representative(s) designated by the LIFT C.A.A. Executive Director, in au attempt to resolve a
complaint. Mediation will occur only if the complainant, respondent, and LIFT C.A.A. Executive Director agree to
participa1e in medfation. If there is no agreement to mediate, the compl ainant may proceed as if mediation was not
an alternative. Mediation shall take place within 30 days of the filing of the informal complaint.
RESOLUTION
If a resolution is achieved through mediation and is acceptable to the parties and the LIFT C.A.A.
Executive Director, a written agreement between the parties and LIFT C.A.A. will reflect the resolution and shall be
signed and dated by the parties and LIFT C.A.A. Executive Director. Copies will be provided to all parties and the
LIFT C.A.A. Executive Director shall appoint a designee to monitor compliance with the terms of the agreement. The
case will then be closed.
RESULT OF INVESTIGATION/MEDIATION/RESOLUTTON
The investigation and attempt at resolution, if necessary, shall be completed by the EEO Officer within forty
(40) calendar days. If the process is not completed within forty ( 40) calendar days, the complainant may file a formal
complaint with the LIFT C.A.A. Personnel Committee. The LIFT C.A.A. Executive Director must give written approval
before any resolution shall be considered binding. If the resolution of the complaint is approved in writing by the
LIFT C.A.A. Executive Director all parties shall receive a copy of the LIFT C.A.A. Executive Director's decision. If the
matter is resolved with the written approval of the LIFT C.A.A. Executive Director the investigation and the matter shall
be considered closed.
�f the complaint is not resolved in the informal meeting or by mediation, the Equal Employment Opportunity
Officer will make a formal, written report within forty (40) calendar days. The Equal Employment Opportunity Officer
shall make a written report which may include a recom_r:n.endation of a corrective action which he/she will believes to
be necessary and justified by the complaint. The report shall be forwarded to the LIFT C.A.A. Executive Director and a
copy to all interested parties. The complainant or respondent may appeal the determination of the EEO Officer and the
decision of the LIFT.C.A.A. Executive Director to the LIFT C.A.A. Personnel Committee pursuant to the LIFT
C.A.A. Affirmative Action Plan.
If a complaint, whether informal or formal, is directed against the EEO Officer, the functions assigned to him/her
by these procedures will transfer to the Personnel Director or to the LIFT C.A.A. Executive Director's designee. If a
complaint, whether informal or formal, is directed against the Executive Director, the functions assigned to the EEO
officer shall transfer to the Personnel Committee.
DISMISSAL
If the Employment Opportunity Officer finds that no policy violation occurred, he/she shall recommend to the
LIFT C.A.A. Executive Director that the complaint be dismissed, giving written notice of said recommendation to
each party involved and to the LIFT C.A.A. Executive Director. If the LIFT C.A.A. Executive Director
accepts the

recommendation that the complaint bt: uisrnisst:tl, writtt:n nolit:t: of the dismissal of the complaint shall be given to
each party involved. The complainant may appeal said dismissal in writing to the LIFT C.A.A. Personnel Committee
by filing an appeal or formal complaint in writing within ten ( l 0) calendar days of the date of mailing or delivery of
the notice of dismissal to complainant's last known address, whichever is sooner. If no appeal is tiled with the LIFT
C.A.A. Personnel Committee within the ten ( I 0) calendar day period, the case is considered closed.
COPY OF COMPLAINT AND COPY OF REPORT TO Exec. Dir.
The EEO Officer shall investigate all charges/complaints. The EEO Off�cer shall provide the
LIFT C.A.A. Executive Director with a written report of the investigation of the complaint and recommendations within
forty (40) calendar days and a full written report of the complaint and the results of investigating of the complaint. The
report shall include all information received, all reports and responses made, and shall summari_ze the claim l,l.n_d the
factual basis asserted by the complainant, the response of the respondent, and information from witnesses, the facts,
which the investigation has revealed, and whether the EEO Officer recommends (a) informal resolution or (b) findings
submitted for a decision by the LIFT CAA Executive Director with recommended remedial action be taken to correct the
situation or (c) no violation of policies governing harassment or discrimination has occurred.

The EEO Officer's informal investigation and/or recommendation are not binding on LIFT C.A.A. unless
the LIFT C.A.A. Executive Director accepts the informal investigation and/or recommendation in writing within five
(5) days of mailing or delivery, whichever is sooner. If the informal investigation and/or recommendation arc not
accepted by the LIFT CAA Executive Director in writing within five (5) days it will be assumed rejected.
Where the conduct complained of relates to the LIFT C.A.A. Executive Director, a copy of the
informal invesligation and/or recommendation in report shall be submitted to the LIFT C.A.A. Personnel Committee
within forty (40) days of the filing of the informal complaint. The EEO Officers informal investigation/recommendation
is not binding on the LIFT C.A.A. Personnel Committee unless the LIFT C.A.A. Personnel Committee
accepts the informal investigation and/or recommendation in writing within twenty (20) days after
receipt of said informal investigation/recommendation. If the informal investigation and/or recommendation is not
accepted in writing within said twenty (20) days it will be assumed rejected. After review of the EEO Officer's
written report the LIFT C.A.A. Personnel Committee may make their own recommendation or proceed with a fonnal
investigation.

REPORT AND RECOMMENDATIONS TO LDCAA

The investigation report and recommendations, if any, of the EEO Officer shall immediately be forwarded to the
LIFT C.A.A. Executive Director within forty (40) calendar days of his/her receipt of the complaint. Thereafter
the LIFT C.A.A. Executive Director shall review and detennine whether to accept and implement recommendations
made by the EEO Officer pursuant to this procedure or for the LIFT C.A.A. Executive Director to offer a reply for
alternative measures or other decision. In any event the LIFT C.A.A. Executive Director shall address the
complaint and shall notify the EEO Officer, complainant, and respondent of his/her decision within five (5) days of
receipt of the EEO Officer's investigation report and recommendations. All responses made by the LIFT C.A.A.
Executive Director pursuant to this procedure shall be in writing and shall be signed by the LIFT C.A.A. Executive
Director. All interested parties shall notify the EEO Officer of any change of address. The .EEO Officer has no duty
to attempt to locate any parties who fai I to advise the EEO Officer of a change of address.

ACCEPTANCE OR REJECTION OF RECOMMENDATIONS

If the complainant or respondent elects to accept/reject the written decision made by the LIFT C.A.A. Executive
Director regarding the complaint/investigation pursuant to this procedure, either party shall notify the LIFT
C.A.A. Executive Director in writing of his/her acceptance/rejection of the decision within ten (I 0) days after the
written decision was mailed or delivered to their last known address, whichever is sooner. Failure to notify the
LIFT C.A.A. Executive Director of such acceptance or rejection of the recommendation within the time period
provided in this section shall be deemed acceptance of the recommendation. If the complainant or respondent elects
not to accept the written decision of the LIFT C.A.A. Executive Director pursuant to this procedure, either party
file an appeal of the recommendation/decision to the LIFT C.A.A. Personnel Committee for investigation and review
within ten (10) days of the LIFT C.A.A. Executive Director's mailing or delivery of the written decision to their last
known address, whichever is sooner.

DISCRIMINATION COMPLAINT PROCEDURE- FORMAL
If the result of the informal discrimination complaint procedure is unsati ·factory to the complainant or
respondent a formal complaint or appeal may be filed within ten (10) calendar days of the date of mailing or delivery
of the EEO Officer's report and determination/ results to the last known address of the complainant or respondent,
whichever is sooner.
FILING OF FORMAL COMPLAINT OR APPEAL
A. A complainant may file a complaint or a respondent may file an app eal directly with the LIFT
Community Action Agency, Inc., Personnel Committee. However, no complaint will be investigated if not received by
the Agency's EEO Officer within twenty (20) days of the date of the alleged discrimination unless the time for filing is
extended for good cause.
B. If a complaint is filed with the local EEO Officer, the Personnel Committee shall not begin processing the
complaint until the twenty-one (21) calendar days to attempt informal resolulion of the complaint have expired and the
Personnel Committee has received the complainant's written intent or the respondent's appeal (within ten ( I 0) days off
the EEO Officer's report) to pursue the complaint at the formal level.
C. Within twenty-five (25) calendar days of receipt of a complaint or appeal the Personnel Committee shall:
appeal.

I. Determine whether LIFT Community Action Agency, Inc. has jurisdiction over the complaint or

2. If it is determined that LIFT Community Action Agency. Inc. has jurisdiction, notify the complainant and
respondent in writing, and initiate investigation.
3. If it is determined that LIFT Community Action Agency, Inc. docs not have jurisdiction, notify the
complainant and respondent in writing.
D. LIFT Community Action Agency Inc., Personnel Committee is responsible for advising the
respondent'(s) that he/she/they can submit a response, rebuttal, or denial within of the charges filed prior to making its
findings in the case.
E. Within thirty (30) days of the initiation of the investigation, LIFT Community Action Agency, Inc. shall notify
the complainant and respondent in writing of: the preliminary finding, its decision, and recommendations of
achieving voluntary compliance p.egotiations where appropriate.
F. The Agency shall have twenty (20) calendar days after the preliminary finding to voluntarily comply with
the findings, if applicable. If within the twenty (20) days, the recommendation for voluntary compliance has not been
agreed to or voluntary compliance is not secured, LIFT Community Action Agency, Inc., Personnel Committee shall
make a formal written determination of compliance. This determination shall be made no later than fourteen ( 14)
calendar days after the conclusion of the twenty (20) day period. If voluntary compliance has not been secured within a
ten ( 10) day period that the determination was made, the Personnel Committee may institute termination proceedings.
G. All agreements to come into voluntary compliance shall be in writing, shall set forth the specific steps the
complainant has agreed to take and shall be signed by an official of the Agency with authority to legally bind the
Agency.

