




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 CAA, INC. 

AAP Availability 

Job Group: 03 Technicians 

Factor: 1 

Source of Statistics 

Reason/or Weighing 

Total 

I Raw Statistics [ i Weighted Statistics

II Female I Minority l V�I��; Wei�gllt I F;male TMin;;-rity 

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

j 79.00% I 0.00% L 100.00% L 79.00% l_ 33.�0o/�!2018 Availability l 
Conso.lidated - All Reasons 

1 100.00% I 79.00% I 0.00% I 
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LIFT CAA, INC. 

Placement of Incumbents in Job Groups 

Job Group Total# of # of Females Female #of Minority I 

Incumbents Incumbency % Minorities 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% 
----- -- - - -� -

08 8 0 0.0% 2 25.0% 
- ·- -- -- - - - -- --

09 111 103 92.8% 30 27.0% 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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LIFT CAA AAP 2021 

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. fedsh ire vets .gov /hire/hrp/vetguide/index.aspx. 



















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 questionnaires 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. 











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 alleged to be responsible 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 





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. 










