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Welcome from the National Director
Congratulations for taking your first steps towards becoming employed!  As a job seeker and participant in the Senior Community Service Employment Program (SCSEP), you will have the opportunity to develop the skills necessary to find a job.  While doing so, you’ll be providing valuable service to your community through your community service assignment, each year over one billion hours of community service is provided by SCSEP participants.  The ultimate goal of your participation in SCSEP is for you to find a job.  With hard work and dedication, you will!

This handbook is designed to provide you with information about Easterseals SCSEP policies and the terms and conditions of participation in the program.  As a federally-funded employment and training program, through the United States Department of Labor, this handbook also defines the guidelines established for the program.
If you have any questions or problems, please do not hesitate to contact your local SCSEP Project Director.  We look forward to doing whatever we can to help you succeed in your goal of finding permanent employment.  Your cooperation is an invaluable part of us being able to reach that goal.  
Best regards,
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Carol A. Salter

National Director, SCSEP

Easterseals, Inc.
Very Important, Please Note

All information contained in this handbook is subject to change, without notice, as a result of legislation or changes in Department of Labor or Easterseals SCSEP policies.  Easterseals SCSEP staff will make every attempt to keep program participants informed of policy changes.  For questions regarding areas not covered in this handbook, please contact your local Easterseals SCSEP Project Director. 
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- SECTION ONE -

Information about Easterseals SCSEP
About Easterseals
For nearly 90 years, Easterseals has been creating life-changing solutions that help children and adults with disabilities and other special needs and their families gain greater independence.  Our primary services — medical rehabilitation, job training and employment, inclusive child care, adult day services and camping and recreation – benefit more than 1 million individuals with disabilities and their families each year through more than 550 sites in the U.S. and through Ability First Australia.  Easterseals was incorporated in 1919, in Ohio, as a tax-exempt, 501 (c)(3), non-profit corporation.

Easterseals’ mission is to create solutions that change peoples’ lives.  Through Easterseals SCSEP, we hope to create new opportunities for unemployed older Americans with low incomes to develop new skills that make it possible to find a job, live with greater independence and more means and become more engaged in their communities. 
The Easterseals SCSEP team includes the Easterseals national headquarters SCSEP staff and Easterseals affiliates in Alabama, Arizona, Illinois, New Jersey, New York, Ohio, Oklahoma, Oregon, and Utah.

Easterseals national headquarters SCSEP contact, address and telephone number is:


Carol A. Salter                                                                       
National Director, SCSEP


Easterseals, Inc.


233 South Wacker Drive, Suite 2400


Chicago, IL 60606


(312) 726-6200


(800) 221-6827

Below is the address and telephone number of the local Easterseals SCSEP project office:
Easterseals-Goodwill NRM Utah SCSEP

Cindy Lehmann

Program Manager

c/o Department of Workforce Services

720 South 200 East

Salt Lake City, Utah 84111

801-536-7016

	Magic Valley/Pocatello/Idaho Falls & surrounding areas
Region 2-Latah, Clearwater, Nez Perce, Lewis and Idaho counties
Nanette Fisher—Employment Specialist

870 Blue Lakes Blvd Suite 1

Twin Falls, ID 83301

208-733-9675
	Treasure Valley and surrounding areas
Region 1-Boundary, Bonner, Kootenai, Shoshone and Benewah Counties

Michelle Miller – Employment Specialist

510 Arthur Street Suite B

Caldwell, ID 83605

208-454-8555


About SCSEP

The Senior Community Service Employment Program (SCSEP), funded under Title V of the Older Americans Act, has three purposes: to foster and promote useful part-time opportunities in community service activities for unemployed low-income persons who are 55 years of age or older and who have poor employment prospects; to foster individual economic self-sufficiency; and to move the number of older persons who may enjoy the benefits of unsubsidized employment in both the public and private sectors.  The program is designed to teach participants new and marketable skills so that you may enter the competitive job market; thus, opening slots for additional persons who may enroll in and benefit from the SCSEP program.  Participants continued enrollment in the program will depend on availability of funds, participation and effort in regards to your Individual Employment Plan, and federally mandated time durations.

Services provided to participants include: 

· an average of 20 hours a week of subsidized training in community service assignments 

· job training and related educational opportunities and certifications
· case management support to identify and address personal needs
· opportunities for placement into suitable unsubsidized jobs 
SCSEP was initiated in 1965 by national aging organizations, under a demonstration program grant from the U. S. Department of Labor (DOL).  In 1978, the states became partners in delivering program services. SCSEP is administered by the Employment and Training Administration (ETA) of the DOL, through grant agreements with eligible organizations. Examples of eligible organizations are governmental entities and public or private nonprofit organizations. In 2003, DOL solicited competitive grant applications from national organizations to operate the program. In addition to the individual states' Departments on Aging, thirteen organizations were awarded SCSEP grant funds, including Easterseals.  There are now a total of 16 organizations providing SCSEP services.

- SECTION TWO-

Training in SCSEP
Eligibility

The SCSEP staff has already interviewed you and determined you to be eligible for SCSEP.  You were determined eligible because you are over 55, your family income was at or below 125% of the federal poverty guideline, you live in a county that Easterseals SCSEP serves, and you are currently unemployed.   

To continue to be eligible for SCSEP, your family income must remain at or below 125% of the federal poverty guideline and you must remain unemployed.  This will be recertified annually. 
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If at any time you become employed or your family size or income changes, you must tell Easterseals SCSEP project staff immediately.  

Assessment

As a participant, you will go through an established process that will help identify your employment goals, barriers to employment, marketable skills, and your training needs.  This information is gathered through the Participant Needs Assessment, and other assessment tools.  Revealing personal information about your abilities and needs can be upsetting, but the more honest and open you can be, the better staff will be at providing appropriate services, matching you with the best training opportunities, and working with you to develop the strongest Individual Employment Plan.  As a training and employment program, SCSEP is unique, because it is specifically designed to serve people with the greatest needs, but we need your cooperation in order to identify how you can best be served.  If you do not feel comfortable sharing personal information in the environment you have been placed in, or with the staff person you have been matched with, please let someone know. 

Assignment

At enrollment, you were assigned to a community service assignment at a host agency that will provide you hands-on training.  This is where you will get the majority of the training you will receive as a participant in SCSEP.  Your assignment at the host agency is not a job, but rather a personalized training assignment.  Your supervisor at the host agency is not your boss, but rather another person who wants to help you gain the skills to find a permanent job off the SCSEP program.  You will learn more about the community service assignment and host agencies in the next section.  
Expect to be reassigned to reassigned to various host agencies throughout your time in SCSEP.  You will be reassigned once you have received all the training you can at a particular host agency.  When you are reassigned, it is not to make your life more difficult, but rather to help you gain the best training possible that can lead to employment.  The Easterseals SCSEP staff understands how emotionally difficult it can be to move to a new community service assignment, and they are there to help make the transition smooth for you.  

Please contact the project staff if you are having any problems or difficulties at your community service assignment.  They are always eager to help find ways to make your training better for you.  

Orientation
You will be provided an Orientation to SCSEP by the Easterseals SCSEP project staff.  Here they will explain all of the information contained in this handbook and will fill out any additional paperwork that is necessary for enrollment.  This is your time to ask questions about the program.
Individual Employment Plan

After participating in SCSEP for a short time, the Easterseals SCSEP project staff will make an appointment for you to sit down and develop your Individual Employment Plan (IEP) with them.  The IEP is a tool that you both will use to map out your road to success in finding permanent employment.  The IEP lists specific goals and the action steps necessary, with associated timeframes, to achieve those goals, so please be open with project staff about your ideas and preferences.

The IEP is reviewed with you at the completion of each identified milestone, every 90 days, or more often if appropriate.  If necessary, the IEP may be revised with your assistance.  You will be accountable for meeting the developed milestones.  
Participant Meetings

Easterseals SCSEP will hold participant meetings quarterly, or more often as scheduled.  Your attendance at these meetings is required as part of participation in SCSEP.  On the day of a participant meeting, you will go to the designated meeting location instead of going to your community service assignment at your host agency.  During these meetings, you will learn about training or information on job searching, employment trends and opportunities or other information relevant to older workers.  You will also get the opportunity to meet other SCSEP participants.  

Your host agency supervisor will also have a schedule of the meetings, but it doesn’t hurt to remind them the day before you are going to be gone for the meeting.  


If for some reason, you are unable to attend the meeting, you must notify the Easterseals SCSEP project staff in advance.  
Employability Training

The Easterseals SCSEP project staff will offer you various types of employability training.  This training can include computer classes, resume workshops, practice interviewing and filling out applications, and other activities that will prepare you to get a job.  If there are types of classes or training that you would like to participate in, please tell the project staff, and they can help find ways to provide that training for you.  

On-the-Job Employment

Once you have developed your skills, you may be a candidate to participate in On-the-Job Employment or OJE.  If you are assigned to an OJE, you will be training at a company that has agreed to hire you after a certain period of time.  This is a great way to bridge your training on SCSEP to a permanent job.  

Participant Advisory Council

Easterseals values the input that our participants can give us about making the SCSEP program better.  We do this through the Participant Advisory Council (PAC).  The PAC is a group of participants who meet regularly to exchange ideas, develop leadership, provide community service and participant activities, and to give guidance, education and feedback to SCSEP project administrators.  Participation in PAC is a great way to help your fellow participants and to get some great project management experience (to add to your resume!)  Depending on the budget, one representative from each Easterseals is selected by their fellow PAC members to attend the annual Easterseals SCSEP National Participant Advisory Council meeting in Washington, D.C.  

If you are interested in being a part of the PAC, please contact your project director.
- SECTION THREE -

Community Service Assignments
Community Service Assignment Description

You will receive a Community Service Assignment Description that lists your host agency, its address, your training hours, your duties at the community service assignment, and other training to which you are assigned.  When you sign this description, you are agreeing to the duties of the assignment as listed.  You are only allowed to do duties that are listed in the Community Service Assignment Description

If you are asked to do other duties than those listed on the Community Service Assignment Description, please contact the project office.  

Training Hours

In most cases, you will be assigned to train at the agency 5 days per week, 4 hours per day, for a total of 20 hours per week.  There may be variations to these hours depending on your community service assignment.  In no case may you work more than 8 hours in one day or more than 40 hours in one week.

You will be offered a minimum number of hours per week to train, but you may request fewer hours per week. In that case, you must fill out a form and receive approval from the Easterseals SCSEP Project Director.  

Your hours will be determined by you, the Easterseals SCSEP project staff, and your host agency supervisor.  The days and times you are scheduled to train at the host agency are listed on your Community Service Assignment Description.  You are not allowed to work different or more hours.  Depending on the budget, there may be times when Easterseals SCSEP needs to increase or decrease your hours.  You and your host agency supervisor will be notified two weeks prior to any changes in hours.  


If you are asked to work at a different time, or more hours than are listed on your Community Service Assignment Description, please contact the project office.

Length of Assignment

The length of any community service assignment is determined by many factors.  You may be assigned to an agency until hired by that agency, hired by another employer, transferred to another host agency, or otherwise separated from the program.  On the other hand, depending on your IEP goals and the ongoing training opportunities available through a particular host agency, you may need to be rotated to a different training assignment through another host agency in order to receive new and appropriate training.
Driving for the Host Agency

You may not drive your personal vehicle as a part of your community service assignment duties.  However, you may drive a vehicle that belongs to the host agency if it is listed as a duty on the Community Service Assignment Description, has been approved by the Easterseals SCSEP Project Director, and is covered by the host agency’s insurance policy.  

If you are asked to drive somewhere as a part of your community service assignment and it is not listed on your Community Service Assignment Description, please contact the project office.  
Request for Reassignment

If you are having problems at your host agency that cannot be solved you can request to be reassigned to another host agency, at any time.  Please do not hesitate to contact SCSEP staff about problems with your training assignment duties, the location, the physical space, or individuals; you are our main source of information about the performance of the host agency.
Evaluations

Periodically, the host agency supervisor will be required to formally evaluate your work performance and provide comments on areas in which you are performing well and guidance on areas in which you could improve.  The resulting feedback and discussions the supervisor has with you are meant to be positive feedback for you and will help you to develop those skills necessary to get and keep a permanent job, and re-evaluate your IEP.
- SECTION FOUR -

Finding a Permanent Job
Your primary responsibility in SCSEP is to look for a permanent job.  SCSEP is only a training program, and is therefore only temporary; permanent employment will lead you to continued financial freedom and security.  

Applying for Jobs

If you find out about a job that you are interested in applying for, contact the Easterseals SCSEP project staff and they will help you in preparing your resume, application, etc.  Likewise, if the project staff hears of a job that they think would be good for you, they will contact you.  Also, apply for all jobs at your host agency for which you qualify.  Your host agency already knows you, so they already know your skill, abilities, and dedication.
Searching for a job can be a difficult and stressful process.  The project staff is here to help you in any way that they can.  If you have questions, concerns, problems, or if you just need to talk about your difficulties in finding a job, do not hesitate to call the project office.  Their job is to help YOU!

Once You Find a Job


If you are hired for a permanent job, you must contact the Easterseals SCSEP project office immediately.  
They will probably ask you to come into the office to fill out some paperwork to exit you from the program.  This paperwork asks for information about the company or organization that hired you and about your new job.    

Employment Follow-up

The federal government requires that Easterseals SCSEP track your employment success for up to one year after you are hired.  The project staff will contact your employer a few times after you are hired to make sure everything is going well and to help you resolve any issues that you may be having.  They will also gather information about your wages; this information is strictly confidential and is only gathered to report the success of the program to the federal government.  If unable to find information from your employer, project staff may contact you regarding your employment status.  Please keep records, such as tax forms and pay stubs to provide information on earnings.  This follow up time is also an opportunity to receive supportive services from SCSEP, address employment concerns, and continue your positive relationship with your SCSEP team.
Do not be concerned about your employer knowing you were a part of SCSEP; if you have not already told your employer about SCSEP, the project staff will explain the program to them and tell them about the success you had in your training.  Your participation in SCSEP shows employers that you are dedicated to improving your skills and that you are able to learn new skills.  Those are two qualities that employers value.  
Changing Employers

If at any time, you are no longer employed by the company that hired you while you were in SCSEP, please notify the project staff immediately.  They can help you find another job or provide you with supportive services to help you find a new job.  If you’ve already found another job on your own, the project staff will need that employer’s information to continue to follow-up on your progress.

If at any time you are employed by a new employer, you must notify the Easterseals SCSEP project staff of who the new employer is so that they can continue to follow-up on your progress as required by the Department of Labor.  

- SECTION FIVE -

Payment of Training Wages
You will be paid by the Easterseals SCSEP project office for your time at your community service assignment and other trainings designated by the Easterseals SCSEP.  This wage is to be considered a training stipend and does not indicate that you are employed by Easterseals-Goodwill NRM, the federal government, or by the host agency where you are completing your community service assignment.

Payroll Periods and Paychecks
A payroll period covers 14 days beginning on a Saturday and ending the second Friday.  You will be given a list of pay periods and pay dates.   Payroll is processed at the Easterseals SCSEP project office the week after the end of the payroll period.  Pay is issued the following week.  For new participants, this payroll process could mean that there will be a delay of up to one month before receiving their first check from the program and they should plan accordingly.
As long as you submit your signed Participant Timesheet accurately and on time, you should be paid as scheduled.  

Direct Deposit

Direct deposit of your paycheck is available.  Direct Deposit is where your wages are deposited directly into your bank account and you do not receive a check for your wages, only a pay stub indicating the amount that was deposited.  

This is a very efficient and safe way for your paycheck to reach your bank. It is strongly encouraged, though not required, that you sign up for this service. Forms and instructions can be obtained from the Easterseals SCSEP project office.  
Participant Timesheets

It is your responsibility to complete your Participant Timesheet, because this is a requirement of most jobs.  Your host agency supervisor can help you if you have questions, and s/he is responsible for approving your timesheet.  
You should record the exact hours spent training at the host agency just below the “Community Service” column next to the appropriate date on the time sheet.  Only the hours you were physically present at the host agency should be recorded under “Community Service” on the time sheet.

If you did anything other than your usual training assignment as directed by the project staff, you will put those hours in the appropriate column: 

Employability Training

OJE
Paid Holiday (if applicable)
Other – (i.e. Participant Meeting, bereavement leave, jury duty)

If you need help figuring out what column to put hours in, you can always call the project office.  Additionally, if you need help in general filling out the timesheet, you can refer to the Participant Timesheet Instructions handout.

At the end of the pay period, once all of your hours have been filled into the appropriate columns, you will sign and date the timesheet and submit it to your host agency supervisor for their review and signature.  You should never sign a blank timesheet.  Once your host agency supervisor reviews and signs your Participant Timesheet, then you need to send/email/fax/hand deliver it to the SCSEP project office.  

You may want to make a copy of the completed Participant Timesheet for your own files.  

Fraudulent Timesheets

If it is discovered that you reported inaccurate hours on your Participant Timesheet, you will be terminated from Easterseals SCSEP.  Fraud can include reporting more hours than you actually spent at the host agency; or reporting hours when you never actually showed up at the host agency.  

Host Agency Closings
In the event that a host agency is closed due to snow, weather, power, or other related factors, the missed training days are not to be paid. If the inclement weather or other factors result in one or two scheduled training days being missed, training must be made up in the form of rescheduled training time during the current or following pay period.  If three or more days are missed due to inclement weather or other factors, training hours may be rescheduled through the coordination of the host agency supervisor and SCSEP staff person over a longer period of time.

Unpaid Leave of Absence

Participants may take an unpaid leave of absence (LOA) from their Community Service Assignment, with the approval of the local SCSEP Project Director or assigned staff.  Participants must make this request to project staff at least two weeks in advance.  SCSEP staff reserves the right to approve or deny the request.  Adequate notice must also be given to the Host Agency Supervisor or any relevant training providers. A leave may be granted for up to 30 days. There is no guarantee that the Trainee will be able to return to the same Host Agency site or training assignment upon return from a leave of absence.

A participant who is unable to return to their training assignment within 90 days will be exited from SCSEP, unless reasonable circumstances arise. At such time as the participant is able to return, he/she will be considered for re-enrollment, but re-enrollment is not guaranteed and will be subject to funding availability and appropriate host agency openings. 

Participants have an obligation to keep in contact with SCSEP program staff.  Failure to do so justifies their termination. In the event a participant does not contact SCSEP staff on or before the expected end date for their leave of absence, they are to be terminated for cause.  In circumstances where missing participants have not received training dollars for significant periods of time, it may be appropriate to put them on an approved break from the last day of paid training until an exit date 30 days from that date and as specified on their termination letter. Please keep in mind approved leaves of absence do not count toward the aggregate 48 month lifetime participation limit.

Holidays
Easterseals participants will be paid if they are scheduled to train on a day that their host agency is closed for a Federal Holiday. Any time missed due to a host agency closed on a non-Federal Holiday may be made up in the form of rescheduled training time during the current or following pay period. 
The 2017 Federal Holidays are as follows:
	January 1
	New Year’s Day

	Last Monday of May
	Memorial Day

	July 4
	Independence Day

	First Monday of September
	Labor Day

	Fourth Thursday of November
	Thanksgiving Day

	December 25
	Christmas


Bereavement Leave

In the event of a death of one of your family members or friends, you can miss up to three days of training for bereavement leave, but you will not be paid for this time.  You have the option to make up missed hours during the pay period you missed the hours, or the next pay period.  You must get approval from your host agency and Easterseals for your make up schedule.    

Jury Duty

If you are called for jury duty, you must notify the Easterseals SCSEP project staff and must provide the office with a Notification to Serve letter from the court.  You have the option to make up missed hours during the pay period you missed the hours, or the next pay period.  You must get approval from your host agency and Easterseals for your make up schedule.    

Attendance
Regular attendance is essential to the host agency and/or specific training experience.  Early notification of your ability to attend or arrive at your scheduled time, ready and prepared for training, allows managers and supervisors to plan around your schedule. In the event of an absence/tardiness/illness you are responsible for notifying both your host agency supervisor and your local SCSEP staff contact within a minimum of an hour of your scheduled reporting time.  Punctuality and attendance are important factors of the IEP and performance reviews, are required to obtain and retain unsubsidized employment, and are necessary to receive a reference when seeking unsubsidized employment.

Any participant absent from their community service assignment for three consecutive days, without proper notification and authorization, shall be considered to have withdrawn from the training assignment and may be terminated from the SCSEP. 

- SECTION SIX -

Safety, Accident, and Health Information
Easterseals SCSEP holds your safety, welfare, and health in the highest regard. No task is so urgent that it cannot be done safely.  By enrolling in the program, you are agreeing to exercise maximum care and good judgment in preventing accidents. 

Workers Compensation

You are covered under Workers Compensation Insurance carrier while performing your assigned tasks as identified in your Community Service Assignment Description.  

Accident Reporting

If you have an accident or suffer an occupational illness during your community service assignment, notify your host agency supervisor immediately.  The host agency supervisor will then evaluate the situation, call emergency help if necessary and report the incident to the Easterseals SCSEP project staff.  Please contact the Easterseals project staff as well in order to ensure they are aware of the situation and your present condition.
Physical Examination

Each year, you will be offered a basic physical exam that is fully reimbursed by Easterseals SCSEP.  This is a benefit to you for being a participant in SCSEP.  You may refuse the offer of a physical examination, in which case you must sign a form stating your waiver of the exam.  The results of the physical are your property and will not be accepted by or retained in the Easterseals SCSEP project office.   
- SECTION SEVEN -

Additional Program Information and Policies
Drugs in the Workplace

As a condition of continued enrollment in SCSEP, you may not unlawfully use, be under the influence of, distribute, dispense, possess, or manufacture drugs or alcohol during paid training or meeting hours on Easterseals SCSEP or host agency property.  Note:  Any violation of this policy can result in disciplinary action up to and including termination from the SCSEP.

Use of legally prescribed medications is permitted as long as your use does not adversely affect your ability to satisfactorily perform duties, your safety, or the safety of others.

If you are found “guilty” (or entered a plea of “nolo contendere”), or sentenced to serve time, or both, for a federal, state, or city criminal drug statute violation that occurred during community service assignment hours on host agency or Easterseals SCSEP property, you must notify the Easterseals SCSEP Project Director within five days of the verdict or sentencing.

Americans with Disabilities Act

The Americans with Disabilities Act (ADA) is the federal civil rights law that prohibits discrimination against people with disabilities in employment, access to state and local government services, public accommodations, transportation and telecommunications.  Easterseals was an important advocate for passing the ADA in 1990, and has worked with government, businesses, other nonprofits, and individuals to implement the law.  If you have a disability, Easterseals will assist you in identifying ways to perform the responsibilities of your community service assignment.

Age Discrimination in Employment Act

The Age Discrimination in Employment Act is a federal public law intended to prohibit age discrimination in employment.  This act was enacted in 1967 “to promote employment of older persons based on their ability rather than age; to prohibit arbitrary age discrimination in employment; to help employers and workers find ways of meeting problems arising from the impact of age on employment.”  All participants should become aware of their rights under this act; if you would like a copy of this public law, please talk to your project director.  
Disciplinary Procedures

If a disciplinary problem arises, your host agency supervisor will contact the Easterseals SCSEP Project Director immediately.  The Project Director will attempt to resolve any conflicts, but if a resolution cannot be reached, the Project Director may arrange to transfer you to another community service assignment.  

Continued disciplinary problems could be grounds for your termination from the program.  

Termination for Cause
A participant may be terminated for cause. For-cause terminations generally should require that participants commit willful misconduct before termination is appropriate, rather than as a result of mere negligence, inadvertence, incapacity, or incompetence. A written 30-day notice is required before every termination, and no participant may be terminated until after the 30 day’s notice has expired. This time period is available in order to determine whether the participant misconduct has in fact occurred. Termination rules and procedures must be applied in a fair and consistent manner to all SCSEP Participants. Examples of permitted reasons for termination include: 

· Refusal to cooperate in establishing eligibility, such as not supplying the proper documentation of finances, number in family, etc. by the recertification deadline; 
· Knowingly providing fraudulent/false information leading to a determination of eligibility; 
· Unwillingness to perform assigned training or tasks as agreed to in the IEP; 
· Intentional disclosure of confidential or private information obtained from the host agency, grantee, or local project; 
· Refusal to accept a different community service assignment aligned with their employment goals, through a rotation process; 
· Refusal to accept supportive services or ES offered services that will enhance the participant’s ability to train or job search; 
· Refusal to accept three or more job offers to unsubsidized employment consistent with the IEP, when there are no extenuating circumstances that would hinder the participant from moving to unsubsidized employment; 
· Unreasonable refusal to cooperate in accordance with the training plan outlined in the IEP or in development of the IEP; 
· Intentional refusal to carry out the direct instruction of a supervisor or project staff, provided there were no extenuating circumstances; 
· Three incidences of tardiness or unauthorized absences without good cause. 
· Falsification by the participant of timesheets or other official records; 
· Entering unsubsidized employment while enrolled; 
· Conviction of a felony or any criminal drug statute for a violation occurring in the workplace while on or off duty, or while on duty away from the workplace; 
· Physical violence or intentional destruction of property; 
· Causing an imminent threat to health or safety of self or others; 
· Obscene, abusive, harassing or threatening language or behavior; 
· Sexual harassment; 
· Theft; 
· Showing up to any SCSEP related location with illegal drugs, alcohol, or firearms; 
· Non-compliance with Drug and Alcohol policy. ES has a “no tolerance” policy for alcohol or substance abuse; and 
· Violation of ES vacation, sick leave, or approved break policy, including failure to return from an approved break by the required date without due notice or good cause; 

Exit for Durational Limit

You are only eligible to receive SCSEP services for a total of 48 months in your lifetime (see OAA Title V Sec. 518(a)(3)).  Easterseals must terminate any participant who reaches the 48 month durational limit, unless a waiver is in place. 


Participants are not automatically entitled to remain in SCSEP for 48 months.  Eligibility and other programmatic considerations, such as IEPs, apply.
The clock for this measurement started on July 1, 2007, for all participants; participants’ prior time in the program does not count toward the limit.  This limit applies to any and all enrollments in SCSEP, whether or not consecutive, with any SCSEP provider.  Participation in both the regular and Recovery Act (ARRA) funded programs counts towards this durational limit.  

Easterseals will request a waiver of the 48 month limit for participants who are severely disabled or are 75 years or older AND are old enough for but not receiving Social Security Title II benefits.   Pending DOL approval, a waiver will be granted for up to one additional year in SCSEP.  Eligible participants can only receive one waiver; therefore no participant will exceed 60 months of participation in Easters Seals’ SCSEP.   Enrollment during the waiver period will depend on continued participation in all required participant activities.

Grievance Procedure

Procedures exist to provide you with mediation of problems encountered at host agencies or with the Easterseals SCSEP project staff.  A copy of the Grievance Procedure is attached to this handbook.  A copy is also posted in the Easterseals SCSEP office.

If you have an official complaint you should follow the steps in the Grievance Procedure.  Upon request, the Easterseals SCSEP project staff will provide you with the proper procedures for filing complaints.  
Political Activity

You may not participate in partisan or nonpartisan political activities during hours for which you are paid by Easterseals SCSEP.  This includes hours at your community service assignment, OJE, employability training, periods of jury duty, and/or paid holidays.  The Political Activities Notice, which details allowable and unallowable activities, is attached to this handbook.
Federal Regulations
Regulations governing the Easterseals Senior Community Service Employment Program are contained in the 20 Code of the Federal Regulations, Part 641, dated April 9, 2004.  It is the responsibility of the Easterseals SCSEP Project Director and other project staff to ensure compliance with these regulations.

- SECTION EIGHT -

Participant Responsibilities
As a participant in SCSEP, you have certain responsibilities.  These responsibilities are to ensure that your time training with SCSEP is productive, fair, and safe.  The following are your participant responsibilities:

· Continue to seek employment – This is your primary responsibility.  Because SCSEP is not a permanent job, only a training program, it is essential to your participation that you want to find a job and are actively seeking a permanent job.
· Communicate with the SCSEP project staff - It is only with this open communication that they can fully assist you in realizing your employment goals.  Types of information you should share with the project staff include, your activities, concerns, progress and goals.    
· Tell your host agency supervisor of your employment goals – Your host agency supervisor wants to help you find a job, so request his or her assistance with locating an unsubsidized job.  

· Register with the State Employment Service and/or One-Stop – Notify the project staff when this has been completed.

· You must contact the SCSEP project office for all of the following situations:
· When you are unable to report to your scheduled training (you must also contact your host agency)

· You want to make any changes to your scheduled training hours at your community service assignment
· When you apply for a job or go on an interview, so your job search efforts can be noted in your file

· If there are changes to your income, family size, or employment status.  Changes to personal information such as address, telephone number or marital status must also be communicated to the office in a timely manner
· If you encounter problems with your training assignment, duties, supervisors, co-workers or staff, or if you are injured or become ill while at your assignment

· When you accept unsubsidized employment off the program
· If at any time you are employed by a new employer, so that the project staff can continue to follow-up on your progress as required by the Department of Labor  

· If you are unable to attend a Participant Meeting

· If you are asked to do other duties than those listed on the Community Service Assignment Description  

· If you are asked to work at a different time, or more hours than are listed on your Community Service Assignment Description

· If you are asked to drive somewhere as a part of your community service assignment, and it is not listed on your Community Service Assignment Description
· Abide by all requirements as agreed upon in the Participant Enrollment Agreement

- SECTION NINE-

Attachments – As Needed
· Grievance Procedure

· Political Activities Notice

· Termination Policy

· Termination Policy Appendix

Participant Handbook
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