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Senior Community Service Employment Program (SCSEP)

Check Off List

Please make sure the following are read, completed, and signed BEFORE returning to:

 Three Rivers Regional Commission Area Agency on Aging

· SCSEP Training Site Application
· Training Acknowledgment 
· Host Agency Agreement 
· Host Agency Orientation Checklist
· Safety Policy
· Safety Checklist

· Community Service Assignment Description

· Host Site Handbook
PLEASE KEEP YOUR HOST AGENCY HANDBOOK

All documents may be mailed using the self-enclosed envelope to:

Shana Anderson

Three Rivers Area Agency on Aging

P. O. Box 1600

Franklin, GA  30217

Or

Fax to:

Attn: Shana Anderson

(706) 675-9210 or (770) 845-5402

Or

Email to:

sanderson@threeriversrc.com
*Please return within 7 days of receiving host agency packet.

Thank you for helping a senior.  We look forward to making this program year a success!

Three Rivers Regional Area Agency on Aging

Senior Community Service Employment Program

Phone: (678) 552-2826 Fax: (770) 854-5402 or (706) 675-9210

sanderson@threeriversrc.com
SCSEP TRAINING SITE APPLICATION
Host Agency:  ________________________________________________________________
Physical Address: _____________________________________________________________

City: ___________________ State: ___________________ Zip Code: ___________________

Phone: _________________________________Fax : ________________________________

Email: ______________________________________________________________________

Contact Person’s Name and Phone Number: ________________________________________

_____________________________________________________________________________________
Type of Agency:
________ Federal Government ________ State Government __________ County Government
________ Non-profit organization that is tax exempt under 501(c) (3) of the Internal Revenue Code of 1954. Please attach a copy of the IRS determination letter of status.

Federal Employer’s Identification Number ___________________________________________

(Must be provided for consideration.)

Purpose of Organization: __________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Training Title: _________________________________________________________________
Description of on-the-job training to be provided: _____________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Name and Title of person who will provide supervision and training:

____________________________________________________________________________

____________________________________________________________________________

Employment: 
Will the agency be able to employ the participant upon success completion of training?

_______ Yes, provided funding is available.

_______ No, There is not a reasonable expectation that funding will be available.

If no, what will your organization/company do to help the participant obtain employment? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Authorization:
__________________________________________

_____________________
Name and title of Authorized Agency/Representative

Date
__________________________________________

_____________________

Signature of Authorized Agency/Representative

Date

Three Rivers Regional Area Agency on Aging

Senior Community Service Employment Program

Phone: (678) 552-2826 Fax: (770) 854-5402 or (706) 675-9210

Email: sanderson@threeriversrc.com
Training Acknowledgment form

Our agency, ________________________________________ is aware that each participant in the Senior Community Service Employment Training Program is NOT an employee and should NOT have the same requirements. 
__________________________________________________
Name of Authorized Official

__________________________________________________
Signature of Authorized Official

__________________________________________________
Date

Our agency, _______________________________________ is aware that the Senior Community Service Employment Program (SCSEP) is a training program and has received a copy of the SCSEP Handbook.
__________________________________________________
Name of Authorized Official

__________________________________________________
Signature of Authorized Official

__________________________________________________
Date
Three Rivers Regional Area Agency on Aging

Senior Community Service Employment Program

Phone: (678) 552-2826 Fax: (770) 854-5402 or (706) 675-9210

Email: sanderson@threeriversrc.com
Host Agency Agreement 
	Name of Host Agency
	Host Agency Type


[image: image3] Federal    
[image: image4] State          Local 501(c)(3)

	Mailing Address


	City


	State


	Zip Code

	Physical Address 


	City


	State


	Zip Code

	Telephone


	Fax


	Email
	FEIN


	A. PURPOSE: Host Agency and Three Rivers AAA enter into this Agreement for the purpose of joint engagement in the Senior Community Service Employment Program (SCSEP). Under which participant  receives training in a community service assignment   while actively pursuing unsubsidized employment outside of SCSEP.  Host Agency agrees to provide meaningful training and work experience to SCSEP participant(s) in exchange for federally subsidized hours of participant(s) assigned to Host Agency by Three Rivers AAA for community service.  Host Agency further agrees to support SCSEP objectives and will consider hiring participant(s) in permanent employment positions(s), if a vacancy arises.  Host Agency acknowledges that Three Rivers AAA may reassign participant(s) at any time in accordance with SCSEP rules, regulations, and policies.
B. Host Agency Responsibilities:  Host Agency specifically agrees to: 

1. Training Assignment:  Provide training and direct supervision to participant(s) during community service assignments commensurate with his/her assessed abilities and skills.  Assist Three Rivers AAA in developing training for participants(s).  A description of assignment, duties, responsibilities, and training schedule, including hours per week, timeline and anticipated completion date shall be attached and incorporated herein.  Coordinate any changes in training duties or responsibilities with Three Rivers AAA.  All participants must be trained at the host agency’s worksite; no participant may work from home.  Training assignments must be approved and authorized by Three Rivers AAA before the participant(s) starts the assignment.
2. Schedule and Authorized Hours:  Assure participant schedule(s) complies with number of hours authorized and specified in participant training assignment.  The participant(s) is normally permitted to train 18 to 20 hours per week, unless more or less hours are authorized in advance by Three Rivers AAA. Host Agency shall not permit participant(s) to perform community service for any hours not in accordance with those expressly authorized by Three Rivers AAA or to volunteer hours.  In the event that the Host Agency permits participant(s) to perform community service exceeding authorized hours, or to return to community service training assignment after being on Leave Without Pay (LWOP) for more than (30) days without prior authorization from Three Rivers AAA or past the participant’s termination date, Host Agency shall compensate participant(s) for such time.  Host Agency understands that to be eligible for SCSEP, participant(s) must be unemployed; therefore, Host Agency agrees and shall not place participant(s) on its payroll except upon permanent employment.  To the extent permitted by applicable law, Host Agency agrees to release Three Rivers AAA from liability for all wages, conduct, occurrences, or injuries that occur either on Host Agency premises or in connection with the Host Agency but are outside of authorized participant schedule(s) or scope of training assignment.
3. Training and Performance Evaluations:  Provide participant(s) with orientation, day-to-day direct supervision, instruction, and training at no cost to Three Rivers AAA (other that for subsidized hours performed by participant(s). Follow policies, procedures, and practices established by Three Rivers AAA for the operation of SCSEP, including those in SCSEP Calendar Handbook, as well as any applicable SCSEP regulations.  Meet with Three Rivers AAA representatives at least twice annually to discuss participant(s) performance and Host Agency Responsibilities.  Immediately report participant performance problems, failure to follow training schedule, leave without pay (LWOP) or unexcused absence, and any other similar matters.  Immediately notify Three Rivers AAA of change of Host Agency participant supervisor.
4. Time, Attendance and Supervision/In-kind Reporting:  The Host Agency supervisor is responsible for the accuracy of the final time sheet’s reported hours and signatures and for faxing or mailing the time sheet in a timely manner to Three Rivers AAA.  Participant(s) and Host Agency supervisor must initial corrections to time sheets and sign the time sheet(s) in ink.  The Host Agency also agrees to be trained upon and adopt new procedures associated with the reporting of participant time and host agency in-kind hours.  Report each pay cycle on participant time sheets a true and accurate statement of hours of participant supervision.  Other costs contributed to SCSEP by Host Agency will be reported on a Non-Federal Contribution Form semi-annually.  Host Agency understands that inaccurate time attendance and supervision hours may be a violation of False Claims Act, 31 U.S.C.§3729.
5. Communication:  To facilitate and optimize timely communication between and among Three Rivers AAA, a participant and Host Agency, the Host Agency agrees to maintain a high speed internet connection with functioning email or fax machine in good working order to both receive and send participant time records from and to a designated fax number.  “Good working order” means ensuring that the document output settings are correct so the fax is readable to Three Rivers AAA for timely processing of participant time records for payroll purposes.  Host Agencies are however, required to have an email address so Three Rivers AAA can communicate updates electronically.

6. Relationship between Host Agency and Participant:  Understand and accept that training with Host Agency is a short-term training opportunity for participant(s), not a job, and that participants are not employees of either Three Rivers AAA or Host Agency.  Treat participants accordingly, and remind them of this relationship in the event that any confusion arises.

7. Equipment and Supplies:  Furnish any tools, equipment, supplies and safety training and equipment, and preparation and training required to perform participant’s assignment with the Host Agency at no cost to Three Rivers AAA.

8. Safe Training Site / Accidents:  Provide participant(s) with a training site that is safe, healthful, free of drugs and alcohol, and follow all laws governing workplace safety.  Immediately report all assignment-related accidents by contacting Three Rivers AAA within 24 hours, completing a supervisor’s accident report, and providing all requested follow-up.

9. Three Rivers AAA Training / Participant Job Search Activities:  Permit participant(s) to attend meetings and training required or provided by Three Rivers AAA.  If permitted by Host Agency policy, assist with transportation or travel reimbursement for participant(s).  Host Agency will be expected to attend Three Rivers AAA training sessions.  Support participant(s) job search activities by permitting leave for interviews, providing referrals, references, and if possible, job offers.


	

	A. NONDISCRIMINATION:  Host Agency shall comply with all Federal and state nondiscrimination laws and shall not subject participant(s) to discrimination based on age, race, color, religion, sex, national origin, disability, veteran status, political affiliation, or any other basis prohibited by law.  Host Agency shall make any accommodations required by the Americans with Disabilities Act, 42 U.S.C. § 12101, and adhere to confidentiality requirements of the Act.  Host Agency shall immediately report all participant requirements for disability accommodation, or any complaints of discrimination of harassment to Three Rivers AAA.  This provision is not intended to create third party beneficiaries or confer contractual rights on any third party.

B. PRIVACY ACT:  All participant(s) records are subject to the Privacy Act, 5 U.S.C. § 552a, and neither party shall release records without written release signed by participant(s) or otherwise in accordance with law.

C. RECORDS RETENTION AND ACCESS:  Host Agency shall maintain all records, including original or copies of participant(s) time sheets, relating to this Agreement for a period of four years.  Host Agency shall retain original participant(s) time sheets if faxed to Three Rivers AAA for payment. Three Rivers AAA or the U.S. Dept. of Labor, through any authorized representative, shall have access to and the right to examine all records related to this Agreement.

D. Maintenance of effort / nepotism / political patronage and activities:  Assignment of participant(s) shall not displace existing workers or decrease existing contracts for services, including partial displacement by reducing hours or employment benefits, laying off, or requiring participant(s) to perform work of persons on layoff, or result in substituting Federal funds for other funds in connection with work that would otherwise be performed.  Participant(s) shall not be assigned to a Host Agency where a member of a participant’s family is engaged in a decision-making capacity, whether paid or unpaid, at the Host Agency.  Host Agency shall not favor or discriminate against a participant(s) based on political affiliation.  Participant(s) shall not be permitted to engage in partisan or non-partisan political activities during training assignment hours.  A notice explaining the allowable and unallowable political activities under the Hatch Act must be posted in every workplace where SCSEP activities are conducted.
E. LIABILITY OF RESPECTIVE PARTIES:  Three Rivers AAA does not conduct criminal background checks on participants, nor does it agree to indemnify or accept any responsibility or liability therefore. Host Agency agrees that Three Rivers AAA evaluations and assessments of participants are not designed to ascertain criminal background information.  Host Agency is solely responsible for investigating participant background and payment of any associated cost.  Participants further are not employees or agents of Three Rivers or Host Agency, and neither Three Rivers AAA nor Host Agency is responsible for their conduct, acts, or omissions.  Each party shall be solely responsible for the acts or omissions of its employees an/or agents under this contract subject to the limitations set forth in applicable laws, but will not be responsible for the acts or omissions of the other parties’ public officers, employees and/or agents.  It is expressly understood and agreed the nothing herein shall be construed as creating an employment or agency relationship between the parties or between officers, agent, and/or employees of any party with any of the other parties.

F. TERMINATION:  Either party may terminate this Agreement at any time for any reason upon notification to the other party.  Host Agency may reject or request the removal of any participant at any time for any lawful reason upon written notification to Three Rivers AAA.

G. AMENDMENT:  Any amendment, modification, or addendum to this Agreement, including changes or modification to Training Assignment(s), must be made by mutual consent of parties, in writing, signed and dated by both parties, prior to assignment of participant(s)  to Host Agency or any changes being performed.




My signature acknowledges that I understand and agree to the terms of this Agreement and that I have received orientation.
	HOST AGENCY REPRESENTATIVE’S NAME AND TITLE


	SIGNATURE
	DATE



	THREE RIVERS AAA REPRESENTATIVE’S NAME AND TITLE
        Shana Anderson, SCSEP Coordinator

	SIGNATURE
	DATE


Three Rivers Regional Area Agency on Aging

Senior Community Service Employment Program

Phone: (678) 552-2826 Fax: (770) 854-5402 or (706) 675-9210

Email: sanderson@threeriversrc.com
Host AgEncy Orientation checklist

State ___________________________________
County _________________________________________

Host Agency Name _____________________________________________________________________________

Instructions:  Provide a full orientation to a host agency supervisor when a participant is initially assigned to the agency or when there is a change in supervisors; provide annual refresher orientations therefore.  Full orientation includes review of all topics listed on this document, the handbook content of the Three Rivers Area Agency on Aging Calendar/Handbook and the Orientation Presentation easel.  Policies and procedures are outlined in the Three Rivers Area Agency on Aging Calendar/Handbook, which should be reviewed with the host agency supervisor; leave a copy for future reference. 

[image: image5]  Senior Community Service Employment Program (SCSEP) Goals and Objectives:  The SCSEP has dual goals:  to promote useful opportunities in community service activities and to move participants into unsubsidized employment so they can achieve economic self-sufficiency. 


[image: image6]  Purpose of Community Service Assignments:  The SCSEP helps unemployed older individuals who have poor employment prospects by placing them in part-time temporary job training through community service assignments.  The purpose of a community service assignment is to provide meaningful training through work experience and job skills that can lead to unsubsidized employment.  The SCSEP is not a job; it is a training program a stepping-stone to real employment with higher wages, benefits and opportunities for advancement.  

[image: image7]  What Three Rivers Area Agency on Aging Does:  Three Rivers Area Agency on Aging staff work with participants to establish employment goals, develop an individual Employment Plan (IEP), and to receive training.  The IEP reflects individual interests, training needs, realistic local job opportunities, supportive serve needs, and the types of services that can be provided through Three Rivers Area Agency on Aging and community partners.  An individualized training plan developed that outlines the skills the participant will need to learn at their host agency or in a classroom setting.


[image: image8]  The Participant’s Role:  Participants are expected to obtain skills at a host agency and/or in classroom training, look for job opportunities and follow-up on job leads.  Participants are expected to obtain a job after a reasonable period of time on the SCSEP.


[image: image9]  The Role of the Host Agency Supervisor:  Host agency supervisors provide support, skills training and ongoing supervision and a safe healthy work environment.  The host agency supervisor should reinforce that the SCSEP is a training program and encourage participants to find employment off the program.  Host agencies can provide additional support to Three Rivers Area Agency on Aging by promoting the program with their peers and employers in the community, co-sponsoring special events, and providing in-kind or direct support to the program.

[image: image10]  Training Opportunities:  The host agency assignment provides skills training and experience, builds confidence, and establishes a record for a resume and references.  Some participants’ training plans may indicate the need for basic training to help them get jobs, such as reading or math refresher classes, GED training, or English language.  Other participants’ plans may include skills training such as computer, Certified Nurses Aide, or Commercial Driver’s License training.  Once a participant has completed the training plan, he or she should be ready to get a job.


[image: image11]  Job Search Responsibilities:  Participants receive job search assistance from Three Rivers Area Agency on Aging, the Host Agency staff and from their local One-Stop Service Center.  All participants should be registered with the One-Stop, attend workshops, and regularly check for job openings.  Three Rivers Area Agency on Aging staff provides support, coordinates training plans, helps develop job opportunities, and assists participants in achieving goals outlined on the IEP.  If a participant cannot obtain a job, the staff and participant discuss other services that may be needed.  Next steps may involve developing a new training plan or determining that SCSEP services are no longer suitable, in which case the participant will exit the program.

[image: image12]  Schedule and Authorized Hours:  Participants train at a host agency for an average of 18 to 20 hours per week unless more or less hours a re authorized by Three Rivers Area Agency on Aging.  Authorized hours may be reduced to accommodate changes in the availability of funds.  The host agency assures that the participant works the number of hours authorized and specified in the participant’s training assignment.  The host agency shall not permit participants to perform community service for more hours than those authorized by Three Rivers Area Agency on Aging or to the volunteer hours.  If the host agency permits participant(s) to exceed authorized hours, or to return to the assignment after being on leave without pay for more than thirty (30) days without prior authorization from Three Rivers Area Agency on Aging or past the participant’s termination date, the host agency shall compensate the participant for those hours.  Host Agency supervisors ill receive prior notice if the participant’s schedule changes or if Three Rivers Area Agency on Aging staff know an absence is planned.  In the unlikely event that a participant is absent from the assignment without prior notification, please contact your Three Rivers Area Agency on Aging representative.


[image: image13]  Making up Time:  If a participant is away from the assignment due to necessary illness, he or she must be allowed to make up the time.  If absent due to death in the family, jury duty, or if the host agency is closed on a scheduled day of training, the participant may be provided the option to make up time if approved by the host agency supervisor and the Three Rivers Agency on Aging representative.  Time can be made up in the same pay period, or in the pay period immediately preceding or following the on in which the participant’s normal schedule is disrupted.  No more than 40 hours can be claimed per week when making up time.


[image: image14]  Time, Attendance and Supervision/In-Kind Reporting:  The host agency supervisor is responsible for the accuracy of each final time sheet’s reported hours and signatures and for faxing or mailing the time sheet timely to Three Rivers Area Agency on Aging.  Each pay cycle, the host agency supervisor shall report on participant time sheets a true an accurate statement of hours and participant supervision provided.  Annually the host agency supervisor will be asked to complete a Host Agency Supervision Report to provide up to date information about salary, source of funding to bay the supervisor’s salary, and the average number of supervision hours the participant receives per pay period.  Other in-kind is reported at leas twice annually on a Non-Federal Contribution Report


[image: image15]  Email Account:  Each Host Agency will be required to have an email account to receive electronic information about the SCSEP including, but not limited to:  program updates, timesheet follow-up, and copies of and/or notification of employment plan changes.  


[image: image16]  Leave without pay (LWOP):  A participant may be approved a leave of absence up to 90 days in a program year absent extenuating circumstances.  At the expiration of the approved leave, he/she must return to the SCSE or be exited from the program.  Upon return, the participant is not guaranteed to be assigned to the original host agency or to be placed in the same type of assignment.  A leave request will not be approved for less that 4 consecutive days or during the 30 day period between the date of a notification of exit letter and the actual exit date.


[image: image17]  Holidays:  If a participant is scheduled to work in his/her community service assignment during the holidays established under Federal lab (5 U.S.C. 6103) and the host agency is closed he/she will be permitted to make up the hours missed.


[image: image18]  Reporting Assignment Related Accidents:  The host agency supervisor must report all injuries sustained by a participant while at the host agency or training site within 24 hours of the accident to the Employment and Training Coordinator or the State Office.


[image: image19]  Participant Progress Report:  The ultimate goal of the SCSEP is for each participant to attain unsubsidized employment, most often based on the quality of skills learned at the host agency.  Host agency supervisors should evaluate participant training progress every 90 days in partnership with the Three Rivers Area Agency on Aging representative.  Whenever host agency supervisors would like to discuss the progress of the participant(s) assigned to their agency outside of the formal evaluation timeframe, they should contact their Three Rivers Area Agency on Aging representative.


[image: image20]  When a Participant has Learned all There is to Learn on an Assignment:  Upgraded training at the host agency may be recommended, or the participant may be transferred to another host agency, get a job off the program, or leave the SCSEP.  Whenever possible, host agencies are encouraged to hire participants for vacant positions for which they qualify.  Host agencies can also help participants by referring them to positions they know are available in the community and provide references.


[image: image21]  Program Participation:  The length of time on the program varies for each participant and is based on individual training needs; however, the maximum duration of program participation is 48 months.  The number of host agency training sites to which a participant is assigned varies for each participant and is based on individual training needs and the development of skills.


[image: image22]  Participants and Host Agency Visitations:  At least twice a year, Three Rivers Area Agency on Aging staff will visit each participant and host agency to review program administrative, and service satisfaction.  At least annually, a safety assessment will be completed of all training sites.

PARTICIPANTS’ RIGHTS AND RESPONSIBILITIES:


[image: image23]  Available Supportive Services:  Participants are assessed for the need for supportive services to enable them to successfully participate in the SCSEP.  Supportive services, such as housing assistance; eyeglasses; transportation assistance; incidentals such as tools, work boots, uniforms, etc, are offered when there is an imminent and documented need.  Services may be provided directly or through referrals to a social service organization.  Assistance is subject to funds availability.

[image: image24]  Availability of a Free Physical Examination:  As a participant benefit, the SCSEP offers to pay for all or part of the cost of a limited physical examination.  The results of the examination are the participant’s property, to share only upon his or her approval.


[image: image25]  Allowable and Unallowable Political Activities:  Participants have the right to be affiliated with a political party and its associated activities.  During paid SCSEP hours, they are prohibited from participating in any political activities.

[image: image26]  Annual Recertification:  Participants must continue to meet the SESCP eligibility requirements annually.  The Customer Service Center will schedule an appointment with the participant to recertify eligibility no less than once every 12 months.


[image: image27]  Obligation to Report Changes in Income or Family Size:  Participants are obligated to immediately report any changes in household income or family size to the Three Rivers Area Agency on Aging representative.  Failure to notify can be deemed as falsification and result in immediate termination.  


[image: image28]  Requirement to Notify Staff if Employed:  Employment while participating in the SCSEP is strictly prohibited.  If the participant obtains employment, immediately inform your Three Rivers Area Agency on Aging representative of his/her change in status.  Employment while on the SCSEP will result in the participant immediately being exited from the program.

[image: image29]  Obligation to Seek Unsubsidized Employment:  The SCSEP is a temporary paid training program, not a permanent job.  It is each participant’s responsibility to actively seek employment.  Each participant is required to work with Three Rivers Area Agency on Aging staff to identify and obtain unsubsidized employment.


[image: image30]  Background Checks:  Three Rivers Area Agency on Aging may conduct a background check on participants. Some assignments or customized training may require felony background checks at the expense of the host agency.
IN CLOSING:

Host agency supervisors provide an enormous service to Three Rivers Area Agency on Aging participants.  Thank you!  Please sign this form to acknowledge that you have received orientation to the SCSEP.

My signature below is acknowledgment that I have been fully oriented and received a full explanation to my satisfaction concerning the SCSEP program requirements and the participant assigned to my agency.  Further, I have been given the Three Rivers Area Agency on Aging calendar/handbook, and reviewed and understand the policies.
____________________________________________



___________________________

Host Agency Supervisor’s Signature







Date

___________________________________________



___________________________

Three Rivers Area Agency on Aging





                         Date

Representative’s Signature

Three Rivers Regional Area Agency on Aging

Senior Community Service Employment Program

Phone: (678) 552-2826 Fax: (770) 854-5402 or (706) 675-9210

Email: sanderson@threeriversrc.com
Safety Policy 
The safety program for SCSEP participants and host agencies is designed to provide direction and establish accountability for safety at each operating location.

At Three Rivers Regional Commission Area Agency on Aging, we care about the safety, health and well being of our participants.  We value the contributions our participants make toward our success.  We support local community interests, and value honesty, integrity, and teamwork.

We Value Our Participants

Our business operates with a goal of zero damage to people, property, and product.  It is our policy to provide safe working conditions.  At Three Rivers Regional Commission Area Agency on Aging everyone shares equally in the responsibility of identifying hazards, following safety rules, and operating practices.  All jobs and tasks must be performed in a safe manner, as safety is crucial to the quality of our products/service.

Safety Policy

At Three Rivers Regional Commission Area Agency on Aging, no phrase of the operation is considered more important than accident prevention.  It is our policy to provide and maintain safe working conditions and to follow operating practices that will safeguard all participants.  No job will be considered properly completed unless it is performed in a safe manner.  Three Rivers Regional Commission Area Agency on Aging is concerned about the health and good work habits of its participants.  In the event a participant is injured or unable to train, we want to help him/her obtain the best treatment, so he/she can return to their regular training site as soon as possible.

Zero Tolerance or Substance-Free Workplace

Our company has a vital interest in maintaining a safe, healthy, and efficient workplace for the benefit of its participants, clients, and the public.  The use of performance impairing drugs can cause avoidable injuries to participants, damage to property, and productivity losses.  In our efforts to improve a safe workplace, we have a substance abuse policy.  Reporting for work or working under the influence of alcohol or illegal substances is prohibited.  The use, possession, transfer or sale of illegal substances, alcohol, or any other substances which impair job performances or pose a hazard to the safety and welfare of the participants, the public, or other employees is strictly prohibited and may result in immediate disciplinary action as outlined in our company policies and procedures.

Return to Training Site

If a participant is injured while training at their training site, our goal is to assist in obtaining medical treatment and return the participant to their training site as soon as possible.  Our participants also have responsibilities for notifying us of their condition and providing appropriate information to assist in returning to their host agency.  Through this joint effort, recoveries are faster, and participants return to productive training environments sooner.

Enrollee Training

All host agency supervisory staff, volunteers, and program participants are expected to attend a training session covering safety procedures, preventative measures, effective job safety and health regulations once a year.  Participation is mandatory.  Training sessions will be conducted by staff of Three Rivers Regional Commission and necessary partners.

New Participant Orientation

All participants, prior to their official training date, should become acquainted with their host agency through a formal orientation.  This should include the participant touring the facility; introducing him/her to all personnel he/she will be working with, describing required duties, and covering all safety procedures such as fire safety, drills, and emergencies.  Once the formal orientation is completed, a Participant-Host Agency Orientation form for each participant assigned to the organized to the organization, should be signed and returned to the to the SCSEP project office.
Slip/Fall Prevention

All participants, while training, should wear properly fitting, nonskid sole shoes.  Shoes should cover the entire foot.  Heels, flip flops, “slide-in” shoes are not allowed while training.  Any participant wearing non-permitted footwear must immediately go home and change into proper footwear. 

Participants must refrain and cannot train in newly mopped floors/areas, waxed and/or polished flooring, loose flooring, carpeting, or mats.  Any such areas needing a participant’s assistance must receive prior approval by Executive Director, Director, and/or SCSEP Director and Program Manager.
Lifting

Heavy lifting is prohibited.

SCSEP participants should not lift any item weighing more than 15lbs. Any item weighing more than 15lbs should be handled with at lease three other individuals in the transporting of such item(s).

While lifting and transporting items, participants should always have a “spotter,” someone who is able to visibly see and encounter non-visible areas obstructed by the item(s) being transported.

All boxes, etc. should be lifted utilizing proper handles, slots, or holes.  Any boxes without such handles should be carefully transported using both hands and a spotter” at all times.

Proper lifting principles should be enforced at all times.  Maintain neutral and straight spine alignment whenever possible.  Bending at the knees, not the waist helps maintain proper spine alignment.  

Items should not be carried over one shoulder, under one arm, or in one hand.  This creates the potential for falling if the item is dropped and/or uneven pressure on the spine.

Cleaning Chemical and Repetitive Motion Exposures

If a participant assists with chemicals in any way, shape, or form, appropriate protective equipment should be used at all times, 

Examples of protective equipment include: Gloves, safety goggles, helmets, safety shoes, protective clothing, and/or respirators. All protective equipment should be inspected weekly, properly fitted and refitted, properly worn, maintained, and replaced when necessary. 

If there is a chance that the participant may come in contact with the items listed below, protective equipment must be implemented and enforced for the duration of the task each time.

Potential chemical and repetitive motion exposures include:  Air contaminants, chemical hazards, biological hazards, physical hazards, and ergonomic hazards.

Fire Safety Procedures

Fire safety procedures should be in place to ensure that all participants are safe.  Fire safety procedures should include:

· Ensure there are proper fire exits and training for participants to prevent deaths and injuries in the workplace.

· A fire extinguisher should be available in all training areas.  All participants should be trained on the proper use of 
extinguishers.

· Host agencies must have a written emergency plan and train participants on evacuation procedures.  

· There must be at least 2 doors or other means of escape for fire emergencies; they may not be close to each other.

· Fire doors must not be locked or blocked from the inside when participants are in the building.

· Routes to the fire exits must be free of obstructions and properly marked with exit signs.
· All extinguishers must be approved, maintained, and inspected.

· Designated evacuation routes should be established and posted for all participants.

· Participant alert of fire emergency must be established (voice command, bells, whistles, horns, etc.)

· Procedures for maintenance and cleaning of heat-producing equipment, such as burners, ovens, stoves and fryers must be implemented and enforced.

Emergency Preparedness

An evacuation plan should be in place to ensure that all participants are safe. An evacuation plan should include:

· Conditions that will activate the plan

· Chain of command

· Emergency functions and who will perform them

· Specific evacuation procedures, including routes and exits

· Procedures for accounting for personnel, customers, and visitors

· Equipment for personnel

· Develop a system for knowing who is currently in the building at all times, including workers, visitors, and customers

· Establish an alarm system to warn participants (test systems and conduct plans to tests efficiency of communication warnings)
· Determine “safe places” inside and outside of the building for each type of emergency (hurricane, tornado, fire, etc.)
· During winter weather, monitor the weather conditions during a winter storm, have a reliable means of communicating with workers and be able to stop work or evacuate when necessary

Accident Reporting and Investigation

If a participant has an accident or suffers an occupational illness during his or her community service assignment, the SCSEP project staff must be notified immediately.  

1. If immediate medical attention is required, the host agency should assist the participant in obtaining emergency medical treatment and notify the SCSEP project staff immediately

2. If medical attention is not considered an emergency, the participant will be directed to make an appointment to visit a medical provider.
3. Following the accident or illness, the Host Agency Supervisor will be asked to complete an Incident/Accident Report and return it to the SCSEP project office.

Documentation of all accidents and/or occupational illnesses must be provided to the SCSEP project office within 48 hours of being notified.  The host agency or participant must provide 3 out of 4 of the necessary documents including an accident report, witness statements, pictures, and/or security video.  All documentation will be placed in a workers’ compensation folder for the participant.

Facility Inspection Procedures

All host agencies will be monitored by the SCSEP Director every six months.  Supervisory staff at the host agency will be interviewed to discuss the participant(s) assigned to the organization and to make sure that there are no major problems, the performance of the participant/host agency is up to par, and all parties involved are fulfilling their responsibilities in a safe and efficient manner.  At the beginning of each year, all host agencies will sign a new Host Agency Agreement indicating their continued support and responsibility to the mission of the program.
Failure to abide by any rules and regulations will result in termination as a host agency for Three Rivers Regional Commission Area Agency on Aging SCSEP program.
I have read Three Rivers Regional Commission Area Agency on Aging Company Culture statement and understand the commitment to the safety and health of participants and customers/clients.
____________________________________________________________________

 (Authorized Official’s Name – Please Print)
________________________________________________  ___________________

(Authorized Official’s Signature)



Date

All questions, concerns, and/or documentation should be sent to:

Shana Anderson

Senior Employment Coordinator

Three Rivers Regional Commission

Three Rivers Area Agency on Aging

P.O. Box 1600

Franklin, GA  30217

Phone: (678) 552-2836
Fax: (706) 675-9210 or (770) 854-5402

Email: sanderson@threeriversrc.com
Additional Three Rivers Regional Commission Authorized Officials/Contacts:
Ramona Browning







                                         
Program Manager







                                  
Three Rivers Regional Commissioner




                  
Three Rivers Area Agency on Aging





                 
P.O. Box 1600







                                                   
Franklin, GA  30217







                            
Phone: (678) 552-2840







                       
Fax: (706) 675-9210 or (770) 854-5402




           
Email: rbrowning@threeriversrc.com




                  
Joy Shirley
TRAAA Director
Three Rivers Regional Commission
Three Rivers Area Agency on Aging

P.O. Box 1600







                                                   

Franklin, GA  30217







                            

Phone: (678) 552-2853







                       

Fax: (706) 675-9210 or (770) 854-5402




            

Email: jshirley@threeriversrc.com
Kirk Fjelstul
Executive Director

Three Rivers Regional Commission

P.O. Box 818

Griffin, GA  30224

Phone: (678) 692-0510

Email: kfjelstul@threeriversrc.com
Three Rivers Regional Area Agency on Aging

Senior Community Service Employment Program

Phone: (678) 552-2826 Fax: (770) 854-5402 or (706) 675-9210

Email: sanderson@threeriversrc.com
Safety Checklist

    Training Site:___________________________ Inspected by:______________________ Date:_____________ 
	 
	Item Inspected 
	OK 
	ACTION NEEDED 
	N/A 
	CORRECTIVE 
ACTION TAKEN 

	 1. 
	Accident report forms on site? 
	 
	 
	 
	 

	 2. 
	Does participant/supervisor know how to complete accident reports? 
	 
	 
	 
	 

	 3. 
	Does participant/supervisor know where to send accident reports? 
	 
	 
	 
	 

	 4. 
	Has training site provided safety training to participants within the past 12 months? 
	 
	 
	 
	 

	 5. 
	Is well-supplied first aid kit on site? 
	 
	 
	 
	 

	 6. 
	Does participant have access to first aid kit? 
	 
	 
	 
	 

	 7. 
	Have provisions been made for first aid/medical care in case of an emergency? 
	 
	 
	 
	 

	 8. 
	Does the participant have access to a phone? 
	 
	 
	 
	 

	 9. 
	 Is there a fire extinguisher that is accessible to participants? 
	 
	 
	 
	 

	10. 
	Does the training site have working fire and smoke 
alarms? 
	 
	 
	 
	 

	11. 
	Does the participant know how to use the extinguisher? 
	 
	 
	 
	 

	12. 
	Has the extinguisher been inspected and/or serviced in past years? 
	 
	 
	 
	 


	 
	Item Inspected 
	OK 
	ACTION NEEDED 
	N/A 
	CORRECTIVE 
ACTION TAKEN 

	13. 
	Is there a plan for leaving the building in case of fire? 
	 
	 
	 
	 

	14. 
	Are there sufficient exits in
case of fire/emergency? 
	 
	 
	 
	 

	15. 
	Does the participant know the exit plan or alternate routes? 
	 
	 
	 
	 

	16. 
	Do doors that swing in both directions have view panels? 
	 
	 
	 
	 

	17.  
	Does the training site or the participant have emergency numbers posted? 
	 
	 
	 
	 

	18. 
	Are electrical appliances grounded? 
	 
	 
	 
	 

	19. 
	Are cords in good condition? 
	 
	 
	 
	 

	20. 
	In the food service areas, are safety procedures practiced for the use, washing, and storage of knives? 
	 
	 
	 
	 

	21. 
	Are spills on floor mopped and dried promptly? 
	 
	 
	 
	 

	22. 
	Are aisles and passageways kept clean? 
	 
	 
	 
	 

	23. 
	Do stairs and steps have rails? 
	 
	 
	 
	 

	24. 
	Are stairs and steps well lit? 
	 
	 
	 
	 

	25. 
	Are stairs and steps in good repair? 
	 
	 
	 
	 


	
	Item Inspected 
	OK 
	ACTION NEEDED 
	N/A 
	CORRECTIVE 
ACTION TAKEN 

	26. 
	Do stairs and steps have a smooth but non-skid surface? 
	 
	 
	 
	 

	27. 
	Are outside steps and walks kept clear? 
	 
	 
	 
	 

	28. 
	When floor height changes, is the step or ramp clearly marked? 
	 
	 
	 
	 

	29. 
	Are electrical cords and extension cords properly covered when they cross a floor? 
	 
	 
	 
	 

	30. 
 
	Are extension cords adequate for appliances or tools connected to them? 
	 
	 
	 
	 

	31. 
	Are throw rugs and carpet edges secured? 
	 
	 
	 
	 

	32. 
	Is there access to a restroom? 
	 
	 
	 
	 

	33. 
 
	Is the restroom safe and sanitary? 
	 
	 
	 
	 

	34. 
	Is safe drinking water available at the training site? 
	 
	 
	 
	 

	35. 
	Are the participant’s work areas clean and orderly? 
	 
	 
	 
	 

	36. 
	Is adequate space provided for tasks performed? 
	 
	 
	 
	 

	37. 
	Is the training site clear of obstacles that might cause tripping? 
	 
	 
	 
	 


	 
	Item Inspected 
	OK 
	ACTION NEEDED 
	N/A 
	CORRECTIVE 
ACTION TAKEN 

	38. 
	Are scrap, old nails, and other debris disposed of or stored safely? 
	 
	 
	 
	 

	39. 
	Is the temperature reasonably comfortable throughout the year? 
	 
	 
	 
	 

	40. 
	Is the air free of smoke, fumes, and strong odors? 
	 
	 
	 
	 

	41. 
	Is the noise level normal and non-irritating? 
	 
	 
	 
	 

	42. 
	Have potential job hazards been pointed out to the participant? 
	 
	 
	 
	 

	43. 
 
	Are participants prohibited from lifting excessive weight? 
	 
	 
	 
	 

	44. 
 
	Has the participant been trained in the proper procedures for lifting? 
	 
	 
	 
	 

	45. 
	Are all tools/equipment properly stored and cared for? 
	 
	 
	 
	 

	46. 
	Are ladders safe and in good condition? 
	 
	 
	 
	 

	47. 
	Have the participants been trained to operate equipment, machines, or tools they use for their jobs? 
	 
	 
	 
	 

	48. 
	Are participant(s) aware of bad weather policy? 
	 
	 
	 
	 

	49. 
	Has the participant received First Aid training? 
	 
	 
	 
	 

	 
	Item Inspected 
	OK 
	ACTION NEEDED 
	N/A 
	CORRECTIVE ACTION TAKEN 

	50. 
	Do participants know they are 
not required to exert themselves beyond their physical capacities? 
	 
	 
	 
	 


Place Original Form in Training Site File 
Three Rivers Regional Area Agency on Aging

Senior Community Service Employment Program

Phone: (678) 552-2826 Fax: (770) 854-5402 or (706) 675-9210

Email: sanderson@threeriversrc.com
Community Service Assignment Description 
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Participant’s Name __________________CSA Title: __________________________________ Date: __________                                       Training Hours:______________________________





Training Duties: (List below)    


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________








The Community Service Assignment Description should be tailored to the individual participant and signed by all parties.  Community service assignments may be created, listing duties that offer an opportunity for participants to grow into additional responsibility. The notation “and all other duties as assigned” or similar language may not appear on any participant’s Community Service Assignment Description. 


Participants can perform only those duties listed on the Community Service Assignment Description and are asked to notify SCSEP project staff if asked to perform duties not listed. 


If you want a participant to complete a task that is not on the Community Service Assignment Description, call the SCSEP Project Director to have the form modified. 


Participants assigned to your agency should supplement, not supplant positions or projects that would normally be funded by your organization.   


Participant are not to act as a “floater”, (filling in for others who are sick or vacationing); should be performing tasks that others are doing, to help take some of the burden off other employees, or helping complete special projects that are not time-sensitive.   








SCSEP Participant:  ________________________________________		 Date:________


SCSEP Coordinator:  _______________________________________ 		 Date:________


Host Agency Supervisor:_____________________________________________ Date:________











