<<**type name of corporation here**>>
Equal Opportunity Policy
The Board of Directors of this corporation ("the Corporation"), to ensure non-discrimination in employment and program services, by resolution does hereby affirm that it will carry out the following Equal Opportunity Policy for the Corporation.  Procedures shall be adopted by the Board to implement this policy.

 1.  Statement of Policy

(a) The purpose of this Equal Opportunity Policy is to ensure equal opportunity in the provision of legal services and equal opportunity in employment. There shall be no discrimination based on race, color,  national origin, religion, gender, handicap, age, pregnancy or sexual orientation.

 2. Administration

(a) The President shall create a form that employees, clients, and customers can use to file formal written complaints of discrimination.

 3. Employment Goals and Practices

(a) Recruitment: The President shall periodically review and monitor the means used by the Corporation to recruit for vacant positions to ensure that a broad range of potential candidates is reached. 

(b) Hiring, Placement, and Promotion: the Corporation shall strive to employ a diverse work force at all levels which includes staff who have the ability to communicate with and who have cultural similarity to the customers and clientele that the Corporation serves.

(c) Work Environment:  the Corporation shall strive to ensure a work environment which fosters the equal opportunity goals of this policy.

(d) Non-Discrimination in Participation and Enjoyment of Services

 i. the Corporation not deny services on the basis of race, color, national origin, religion, gender, handicap, age, or sexual orientation.

 4. Complaints of Discrimination - Procedure

(a) Customers and Clientele 

 i. Any customer, client or applicant for service who believes s/he has been improperly denied services may seek relief within thirty (30) days of the alleged discriminatory act by doing one of the following:

· Contacting the President by phone or by letter to file a complaint;  or

· If the customer, client or applicant believes that the President was guilty of the discriminatory act the complaint should be given to the Chairperson of the Board of Directors. by phone or by letter who shall then forward a complaint form to the complainant.

 ii. The President (or Chairperson) shall assist all complainants in filing a complaint form.  These provisions shall be liberally construed in favor of complainants.

 iii. The President (or Chairperson) shall investigate all allegations of discrimination; keep a written record of all complaints, investigations, findings, and reports; and ex​peditiously complete his/her duties.

 iv. The President (or Chairperson) shall immediately record any complaint received on a complaint form regardless of the manner in which the complaint is received, indicating the date, persons or policy involved, and the client's statement of complaint. The complainant shall sign the complaint form.

 v. The President (or Chairperson) shall commence an investigation within 10 working days of receiving the complaint. The investigation shall include an interview with the complainant and with any other persons who have knowledge of the subject of the complaint, and shall normally be concluded within 60 days. The President (or Chairperson) shall make a written report of the findings and make a recommendation concerning resolution of the dispute between the client/customer and the Corporation. 

 vi. The President (or Chairperson) shall make a determination as to whether the complaint is substantiated within ten working days after completion of the written report.

 vii. If the President (or Chairperson) determines that program services were not denied improperly the President shall advise the complainant in writing of the decision and of the right to request an appeal to the board of directors.  The letter will describe how an appeal can be requested. The appeal must be made within thirty days of receipt of written notice to the complainant.  A complainant may appeal by returning the decision letter indicating the desire to appeal in a stamped self-addressed envelope which is to be sent to the complainant with the decision.

 viii. If the President finds that program services were denied improperly, the President shall take the appropriate remedial action to ensure that the complainant is treated in accordance with this policy.

 ix. The President shall provide the complainant with a copy of the decision and the remedial action taken.

 x. In all cases, the President's report and decision shall be forwarded immediately to the Board of Directors.
 5.  Employees and Applicants for Employment.  Any employee of the Corporation or applicant for employment who believes that s/he has been discriminated against by the Corporation and who wishes to file a complaint shall notify the President within sixty (60) days of the alleged discrimination.  Thereafter, a formal complaint form must be completed and signed by the complainant. Any managerial employee who becomes aware of any alleged discrimination must report it to the President.

(a) Any complaint made against the President shall be made to the Chairperson of the Board of Directors (“Chair”).  If the complaint is unsubstantiated, the complainant and the President shall be so advised.  If it appears that there may be a basis for the complaint, the complaint shall be presented to the Board of Directors for further investigation and remedial action where appropriate.   Any complaints by applicants for employment shall be made to the Chair and shall follow the procedures listed in Section C below.

(b) The President shall immediately record any complaint received on a complaint form regardless of the manner in which the complaint is received, indicating the date, persons or policy involved, and the client's statement of complaint. The complainant shall sign the complaint form.

(c) The President shall conduct an investigation within 10 working days of receiving the complaint. The investigation shall include an interview with the complainant and with any other persons who have knowledge of the subject of the complaint, and shall normally be concluded within 60 days. The President shall make a written report of his/her findings, and shall also make a recommendation concerning resolution of the dispute.

(d) The President shall make a determination as to whether the complaint is substantiated, within ten working days of the written report.

(e) If the President finds that the complaint is unsubstantiated, the President shall advise the complainant in writing of the decision and of the right to appeal to the Board of Directors.  The appeal must be made within thirty days of receipt of written notice to the complainant.  The notice to the complainant shall contain the name and address of the Chairpersons of Board of Directors.

(f) Any appeal shall be filed with the Chairperson of the Board of Directors with a copy to the President.  The notice of appeal shall contain a statement of the grounds relied upon by the complainant.

(g) If the President finds that there is a basis for the complaint, the President shall take the appropriate remedial action.  The President shall provide the complainant with a copy of the decision and the remedial action taken, and advise the complainant of the right to appeal to the Board of Directors  if not satisfied with the decision.  The appeal must be made within thirty (30) days of receipt of written notice to the complainant of the President’s decision, and shall contain a statement of the grounds relied upon by the complainant. Any staff person affected by any action taken pursuant to this policy shall have all rights afforded under the collective bargaining agreement or applicable personnel policies and procedures.

 6. Appeal Procedures.  Appeals from decisions on complaints by clients, customers, employees, and applicants for employment shall be heard by a committee designated by the Chairperson of the Board of Directors. The decision of the Committee shall be final.   The complainant shall have at least ten working days notice of any hearing, and shall have the right to appear and make a statement.  The Committee shall render its decision within thirty days of the completion of the hearing.

 7. Dissemination

(a) Each office of the Corporation office shall post in a conspicuous location a notice in English, Spanish, and Creole, which shall state:

 i. It is the policy of the Corporation to make no distinction or discrimination in providing legal assistance to eligible persons on the basis of race, color, national origin, religion, gender, handicap, age, pregnancy or sexual preference.

 ii. If you believe that the Corporation has discriminated against you, you may ask for a 0.44"complaint form, and complete it and turn it in to the Corporation, or mail it.

These policies adopted by the Board of Directors will be revised to reflect experience, changes in laws and regulations, and better understanding of an effective approach that will assure equal opportunity for all.
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