SCA EMPLOYMENT AND HIRING PRACTICES

Work Eligibility 

Our policy is to employ persons legally entitled to work in the United States without regard to citizenship, ethnic background, or place of national origin.  To conform with the Immigration Reform and Control Act of 1986 (IRCA), we hire only those who are eligible to work in the United States.  We have adopted the following policies and procedures to encourage compliance with federal regulations and to facilitate our commitment to equal employment opportunity:

1. Except as required by law, no job applicant may be asked about, or categorized according to, citizenship or resident status.  Hiring decisions will be made without considering such questions. 

2. Applicants offered jobs will be told that they are required to produce satisfactory legal evidence of eligibility to work in the United States – such proof will be a condition of employment. 

3. All new staff members will be asked to provide actual documentation verifying eligibility to work legally in the United States and to complete an INS Form I-9 within three (3) working days.

Introductory Period

The introductory period for all staff members is meant to provide you and SCA with an opportunity to evaluate the working relationship.  All staff members will complete a minimum of a ninety (90)-day introductory period, and your manager may extend this period beyond ninety (90) days upon review.  The introductory period begins with your orientation, which includes a handbook review, and a review of your job description and short-term performance objectives.  The remainder of your introductory period is spent increasing your familiarity with the organization and adjusting your skills to your specific job.

Completion of your introductory period is not a guarantee of continued employment.  Your employment is a mutual relationship between you and SCA, which either party may end during or after your introductory period without cause or advance notice.

Staff Member Classifications

Your SCA staff member classification is based on your position description and the nature of the position, consistent with the Fair Labor Standards Act (FLSA) and all applicable state laws.  Your classification determines how you are paid, to what benefits you are entitled, and whether or not you receive overtime pay.

All staff members are classified as either exempt or nonexempt based on their position and the type of work they perform.

workplace Exempt staff members hold executive, administrative, professional, or other exempt positions.  Exempt staff members are generally paid on a salaried basis, and their salary is intended to constitute their entire compensation, regardless of the number of hours they work.

Nonexempt staff members perform work that does not meet the qualifications for exemption as defined by the FLSA.  Nonexempt staff members are generally paid by the hour and are entitled to paid breaks and overtime pay for working over forty (40) hours in one week.  SCA nonexempt staff members working in California are entitled to overtime pay for working over eight (8) hours in one day.

Full-time staff members are those who are assigned a regular work schedule for thirty (30) hours or more per workweek and whose assignment is indefinite.  Full-time staff members are eligible for all staff member benefits as specified by the various plans.

Part-time staff members are those who are assigned a regular work schedule of less than thirty (30) hours per workweek and whose assignment is indefinite.  Part-time staff members are eligible for limited staff member benefits, excluding medical, dental and voluntary disability coverage.

Temporary full-time or part-time staff members are those who are assigned to work for a specified and limited period of time, usually less than six (6) months.  Temporary staff members are eligible for legally mandated benefits such as worker’s compensation insurance and state disability insurance (where applicable).

SCA employs consultants and independent contractors on a regular basis.  These individuals are not considered staff members and are therefore ineligible for staff member benefits, regardless of the working relationship.

Your staff member classification (which determines eligibility for benefits and overtime pay) may change over the course of your employment with SCA.  If, at any time, you have a question about a possible change in your classification, please speak with your manager or our human resources staff.

Changes in your staff member classification may result from a job change, a promotion, or a change in work hours or your position description.  Normally, a temporary change in job duties or work hours – for a period of up to four (4) months – will not affect your staff member classification. 

Position Descriptions

You will have received a position description as part of your orientation process.  Read it carefully, and direct any questions you may have to your manager.

Position descriptions are designed to serve three (3) purposes at SCA.  First, they give prospective staff members a clear understanding of the nature of an open position and facilitate the recruitment process.  Second, they serve as guidelines for staff members already working in established positions.  Third, they assist SCA in complying with the Americans with Disabilities Act by identifying the essential functions and physical requirements of each of our positions.

Position descriptions are dynamic documents, meant to be updated and revised continuously, based on the programs and services we offer.  Generally, position descriptions are reviewed and revised as part of our annual performance appraisal process.  We encourage you to offer suggestions for improving your effectiveness and the design of your position by speaking with your manager. 

Background Checks 

SCA is dedicated to ensuring, to the extent possible, that we are hiring the best people for our positions that have or may have contact with youth populations.  For this reason, all designated field program staff, and other identified staff positions, contract personnel and volunteers, will be subject to having a criminal background investigation completed prior to the finalization of any employment offer, contract or service. The process and forms used for the background checks are in accordance with the Fair Credit Reporting Act.  All information pertaining to the process will be kept in confidential files in Human Resources.

If a completed report brings forth any issue of concern, the issue will be addressed and confidentiality maintained to the extent possible.  Possible issues of concern will consist of, though are not limited to, convictions for violent crimes, crimes against youth and crimes of moral turpitude.  In such situations, SCA will take appropriate action based upon the type of act that is reported and an individual’s responsibilities.

 

Job Posting

Our employment policy at SCA is to select the most qualified person available for a position based on knowledge, skills, experience and ability to perform job requirements.  We are dedicated to internal promotion.  We post all open positions internally, usually before any external posting or advertising begins.  No hiring decision is made before all qualified internal applicants have been interviewed.  In the case of a choice between equally qualified candidates, internal applicants will be given preferential consideration.

Currently, open positions are posted on e-mail.  Descriptions of any position in the organization are available from our human resource staff.  If you are interested in an open position, you may request a confidential exploratory meeting with a member of our human resources staff before deciding to apply.   Once you decide to become an official candidate, an Internal Transfer Form must be completed and signed by your current manager.  The signed transfer application must be submitted along with your resume and any other requested information to the hiring manager. 

Referral Bonus Program

SCA’s referral bonus program encourages staff members to refer qualified external applicants for employment.  Any current SCA staff member who refers a successful candidate for an open position will receive $100.00 after the new staff member’s successful completion of the trial period (ninety (90) days).  After the new staff member has successfully completed six (6) months of employment, the referring staff member will receive an additional $100.00.  Members of the human resources staff, members of the management team and the direct hiring manager for a given opening are not eligible to participate in the Referral Bonus program.

 

Hiring of Relatives

It is our policy to avoid bringing family relationships into the workplace whenever possible.  However, on occasion, more than one family member may work for SCA.  The following guidelines will govern these situations:

1. No staff member will be permitted to hire a relative. 

2. When related persons work for SCA, one relative may not supervise another. 

3. Related persons will not be involved in evaluating each other’s job performance or in making recommendations for salary adjustments, promotions or other budget decisions.

For the purposes of this policy, the term family member includes individuals related more closely than second cousins by blood or marriage or unrelated persons sharing the same household.

