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Purpose
To assure equal opportunities for all employees.

Policy
Northfield Retirement Community (NRC) is an equal opportunity employer.  It is the policy of NRC that all applicants for employment will be considered and that all employees will be treated without regard to race, color, creed, age, physical or mental disability, political or religious affiliation, sex, sexual orientation, national origin, marital status or status with regard to public assistance.  This policy includes but is not limited to the following:  employment, promotion, demotion, transfer, layoff, recall, corrective action/dismissal, recruitment, advertising, rate of pay and other forms of compensation, the application of policies, training and all NRC sponsored social and recreational programs.  All NRC employees are expected to abide by this policy and applicable state, federal and local equal opportunity laws and regulations.

Considerations:
1. Violation of Policy: Any violation of this policy by an employee, administrator, department manager or supervisor of NRC will be cause for appropriate action under the Corrective Action policy and will be referred to Human Resources.

2.  Related policies:  For information related to allegations other than illegal 

     discrimination, see also the Problem Resolution and Harassment/Disruptive Behavior 

     policies.

Procedure
1. Posting of Notices: NRC posts notices of this non-discrimination policy in 

      conspicuous places available to employees and applicants for employment.

2. Implementation of Policy:  The administrators, department managers and supervisory staff are responsible for the implementation of this policy in their respective areas.

3.  Coordination of Policy:  Human Resources is responsible for coordinating the efforts  

     of all departments and for providing the necessary assistance to implement the policy.

4. Procedure for Filing a Complaint:  Employees who feel they have been discriminated against can make their complaint known by:

a. The employee should contact his/her supervisor or Human Resources

       representative immediately.  If the supervisor is the individual accused of 

      discrimination, the employee can contact a Human Resources representative and 

      the supervisor's superior.

b. If the employee chooses to contact the supervisor, it is the supervisor's 

      responsibility to consult with Human Resources to determine appropriate 

      investigation.

c. The employee may be asked to put the facts surrounding the incident in writing as 

      soon as possible.

5. Discrimination Investigation:

a. Human Resources will be responsible for coordinating the investigation and any 

      appropriate follow-up.

b. The determination of discrimination will be made on a case-by-case basis, 

      depending on the circumstances, the nature of the conduct, and the context in 

      which it occurred.  All complaints will be examined impartially and will involve a 

      thorough investigation of the charge including interview with the charging 

      employee, the relevant witnesses, and the accused.  The investigation will be 

      conducted in such a manner as to preserve the confidentiality of all involved to

      the extent possible.

c. The accused employee may be asked to submit a signed written statement in 

      response to the accusation.

d. If the employee or the accused employee is not in agreement with the outcome of 

the investigation, she/he is encouraged to contact their Human Resources director or designee.

