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Purpose of the Policy

This Equal Employment Opportunity/Affirmative Action Plan has been designed by CDS Family & Behavioral Health Services, Inc. (CDS) to reaffirm and strengthen the Agency’s policy of providing equal employment opportunity in all of its operations and in all area of employment practice, and to assure that there shall be no discrimination against any employee or applicant for employment on the grounds of race, color, religion, sex, sexual orientation, age, national origin, marital status, individuals with disabilities, and protected Veterans or any other prohibited or protected category.  This policy likewise extends to the non-discriminatory treatment and reasonable accommodation of qualified disabled individuals.  It is the purpose of this Policy to both, reaffirm CDS commitment toward employment of qualified individuals without discrimination, and provide a format for the implementation of this policy.

I. Policy Statement

It has been and shall continue to be the policy of CDS to employ qualified individuals without regard to their race, color, religion, sex, sexual orientation, age, national origin, marital status or any other prohibited or protected category.  CDS is likewise committed to the non-discriminatory treatment and reasonable accommodation of qualified individuals with disabilities.

These and all other employment decisions will be based upon the above-discussed principles of equal employment opportunity, and on the basic principle of hiring employees who are most capable of assisting CDS in providing quality services to the Agency’s participants in a safe, efficient, and effective manner.
All managers and supervisory personnel are charged with the duty of implementing this policy to the best of their ability.  In addition, it is the duty of every employee to create a job environment, which is conducive to our non-discrimination policies.  The importance of fulfilling this policy cannot be overemphasized.  Failure to comply with the letter and spirit of this policy will be brought to the immediate attention of the Chief Executive Officer for appropriate action.

II. Responsibility for Implementation of Agency Policy
The Chief Executive Officer will designate an Equal Employment Opportunity Officer who will be responsible for implementing and monitoring the CDS’s Equal Employment Opportunity Affirmative Action Plan.  The Equal Employment Opportunity Officer's responsibilities shall include, but are not limited to, the following: 

A. Ensure that local recruiting sources, including sources of qualified minorities, are contacted and advised of CDS’s Equal Employment Opportunity Policy; 
B. Monitoring the Plan to identify and recommend actions concerning any problem areas which might impede the success of the Agency’s Equal Employment Opportunity Policy;
C. Establishing a procedure for orienting all employees to CDS’s policy of Equal Employment Opportunity and non-discrimination, and for conducting regular discussions with employees to be certain that the Agency's Equal Employment Opportunity Policy is being followed;

D. Designing and implementing procedures to process complaints made in connection with CDS’s Equal Employment Opportunity Plan; 
E. Keeping management informed of the latest developments in the entire Equal Employment Opportunity area; 
F. Serving as a liaison between CDS and minority organizations, women's organizations, and community action groups concerned with equal employment opportunities;
G. Ensuring that the government EEO posters are properly displayed;
H. Preparing and filing necessary governmental reports including EEO-1 reports.

III. Internal Dissemination of CDS’s Equal Employment Opportunity/Affirmative Action Plan

To ensure that all employees are aware of CDS’s Equal Employment Opportunity Policy, the following steps shall be taken:
A. Discussions of the policy and responsibility of all employees for its implementation will be held at employee orientation.

B. The Policy will be referenced in the Employee Handbook.
C. Government Equal Employment Opportunity posters will be displayed at each employing location in a conspicuous manner so that both employees and applicants for employment may be informed of CDS’s Equal Employment Opportunity Policy.
IV. External Dissemination of CDS’s Equal Employment Opportunity Policy 

External dissemination of CDS’s Equal Employment Opportunity Policy shall include: 

A. Placing appropriate employment advertisements, as needs arise, including placing employment advertisements in newspapers and periodicals, which are read by minority groups.  All solicitations for advertisements will state that CDS is an Equal Opportunity Employer; 

B. Communicating with prospective employees about the existence of CDS’s policy by referencing the policy in the employment application.

V. Interviewing for Job Placement

The following principles will guide all interviews and job placements:

A. All personnel involved in interviewing or other employment procedures should be familiar with CDS’s policy of Equal Employment Opportunity and non-discrimination, and should consider themselves bound by it at all times.

B. Any test or procedure used to determine job placement must bear a reasonable relationship to the actual qualifications necessary for the position sought by the applicant, and must be reviewed by the Equal Employment Opportunity Officer, and approved by the Chief Operations Officer, before implementation.  Where pre-employment tests are used as on criterion for employment, the following principles are to be followed:
1. The same or similar test must be given to all applicants without regard to race, color, religion, age, sex, sexual orientation, marital status, or national origin;

2. Test scores are to be considered confidential information;

3. Test results should be kept on file for a minimum period of one (1) year;

4. Test examiners must be thoroughly trained and knowledgeable in the area of test administration and scoring.

VI. Promotions and Transfers

CDS will continue to make certain that all qualified employees are given equal consideration for opportunities for advancement, including job upgrading, promotions, and transfers.
A. When positions become available, CDS will closely review the performance and abilities of incumbent employees who are qualified for and express an interest in the new positions in accordance with CDS’s policy to promote from within whenever reasonably possible; 
B. Information regarding training and educational programs shall be made available to employees.  Increased abilities obtained by the employees through additional education and/or training shall be given due consideration in promotions and transfer decisions; 
C. The criteria for promotions will be made on the basis of an individual's merit, effort, and ability, and advancement depends upon performance, qualifications, dependability, efficiency, and ability to get along with other employees and staff; 

D. Employees of a program in which a vacancy occurs would be given priority for promotion to that position over equally qualified employees of another program.

VII. Reporting System

In monitoring CDS’s Equal Employment Opportunity Plan:

A. The Chief Executive Officer shall periodically meet with the Equal Employment Opportunity Officer to review the progress of CDS’s Equal Employment Opportunity efforts and make recommendations, if necessary, on how to improve CDS’s policy; 
B. The Equal Employment Opportunity Officer will identify and recommend action concerning any problem areas, which might impede the success of CDS’s Equal Employment Opportunity Policy.

VIII. Evaluation and Review

A. There shall be a continued effort to follow the guidelines contained in this Equal Employment Opportunity Policy/Affirmative Action Plan, and they shall be reviewed and revised whenever necessary to better accomplish the desired goal of Equal Employment Opportunity for all employees and applicants for employment. 

B. Any necessary revision in the Plan shall be made by the Chief Executive Officer, and will be communicated to all appropriate personnel.
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