Jewish Family Services
Employment Procedures

Jewish Family Services, Inc., (JFS) is an Equal Opportunity Employer. No employee of JFS will
discriminate against any individual, whether employee or applicant for employment because of race,
creed, color, religion, sex, sexual orientation, national origin, ancestry, age, handicap, physical condition
or developmental disability. No employee of JFS will discriminate against any applicant because of the
person’s arrest or conviction record, veteran status, military status, marital status or other area of
prohibited discrimination. JFS will provide reasonable accommodation for the special needs of the
disabled capable of performing all essential job functions. Equal access to programs, services and
employment is available to all persons. Those applicants requiring reasonable accommodation to the
application and/or interview process should notify a Human Resources representative.

Jewish Family Services is fully committed to the concept and practice of equal opportunity and
affirmative action in all aspects of employment. As such, JFS maintains Affirmative Action Plans for
minorities, females, disabled individuals and veterans. Questions about or requests to review these
Plans should be directed to Andrea Walls-Slamka, Human Resources Manager during regular business
hours, Monday through Thursday, 8:30 am to 5:00 pm.

Employment will not be offered to any individual who has not had his or her references and history
checked. Offers will be made only after the satisfactory completion of a background check with the
Wisconsin Department of Justice.

Once an applicant is offered employment with JFS, a Letter of Employment will be issued. The Letter of
Employment is signed by the President/CEQO. The letter will include:
a) salary;
b) date to begin work;
c) specific terms and conditions of employment;
d) ajob description detailing the responsibilities and requirements for your
specific position. Additional duties or responsibilities may be added from
time to time at the discretion of the employee's supervisor and/or the
President/CEO.

When a new hire reports for work, he or she can expect to:
a) meet with a Human Resources representative to receive information, and complete
necessary forms, related to personnel and employee benefits.
b) receive a copy of the agency's Employee Handbook, which includes personnel policies and
benefits plans, and NASW Code of Ethics.

Drug tests may be given at any time subject to all legal requirements. Further information regarding the
agency’s drug and alcohol policy can be found in the employee handbook, numbered Policy 35.0, Drug
and Alcohol Policies.

Should a Hepatitis B vaccination be required following contact with blood or other bodily fluids containing
blood, the agency will pay the uninsured portion of such costs associated with the vaccination series.

All new hires will be provided with an orientation to the agency's programs, policies, benefits and
procedures during the first weeks of employment. The supervisor will conduct or arrange for such
orientation.
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WISCONSIN FAIR EMPLOYMENT LAW

Section 111.31-111.395 Wisconsin Statutes and DWD 218 Wisconsin Administrative Code
requires that all employers prominently display this Poster in all places of employment.

It is unlawful to discriminate against employees and job applicants because of their:

o Sex e Use of Lawful Products

e Color e Arrest or Conviction

e Ancestry e Honesty Testing

e Disability e National Origin

e Marital Status e Pregnancy or Childbirth

e Race e Sexual Orientation

e Creed (Religion) e Genetic Testing

e Age (40 or Over) e Military Service

e Declining to Attend a Meeting or Participate in any Communication About

Religious or Political Matters
This law applies to employers, employment agencies, labor unions and licensing agencies.

Employers may not require certain types of honesty testing or genetic testing as a condition of
employment, nor discipline an employee because of the results.

Employees may not be harassed in the workplace based on their protected status nor retaliated
against for filing a complaint, for assisting with a complaint, or for opposing discrimination in the
workplace.

There is a 300-day time limit for filing a discrimination complaint.

For more information or a copy of the law and administrative rules contact:

WISCONSIN
STATE OF WISCONSIN A
DEPARTMENT OF WORKFORCE DEVELOPMENT NSIE
EQUAL RIGHTS DIVISION DWD
201 E WASHINGTON AVE ROOM A300 819 N 6TH ST
PO BOX 8928 ROOM 723
MADISON WI 53708-8928 MILWAUKEE WI 53203
Telephone: (608) 266-6860 Telephone: (414) 227-4384
TTY: (608) 264-8752 TTY: (414) 227-4081

Website: http://dwd.wisconsin.gov/er/

The Department of Workforce Development is an equal opportunity employer and service provider. If you have
a disability and need to access this information in an alternate format or need it translated to another language,
please contact us.

ERD-4531-p (R. 4/2013)
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