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Introduction
Dear Participant, Host Agency and Training Site Supervisor,
The National Council on Aging (NCOA) has developed this Participant and Training Site
Handbook as an informational tool for the purpose of acquainting you with the policies,
procedures, benefits, and limitations affecting your participation in the Senior
Community Service Employment Program (SCSEP). This Handbook is also a source of
information for host agency and training site supervisors. Provisions outlined in this
handbook are not intended to give any rights or privileges to participants or guarantee
an assignment for any definite period of time. Enrollment in the program is considered a
temporary position and is governed by the training goals established in the participant’s
Individual Employment Plan (IEP).
SCSEP is a federal employment and training program administered by the U.S.
Department of Labor (DOL). The program serves low-income persons age 55 and older
that have poor employment prospects. Participants in the program are placed in parttime community service positions with the goal of transitioning into unsubsidized
employment.
As a guide, this handbook is not intended as a document to cover all circumstances or
situations. NCOA and/or the local SCSEP project may find it necessary to handle a
situation in a manner not specifically outlined in this handbook. For this reason, a
participant with special circumstances may require individualized treatment to resolve a
particular problem. In those situations, it may be appropriate for the program to treat a
participant in a manner different from the general rules specified in this handbook.
NCOA will review the contents of this handbook regularly and will make changes as
deemed necessary. If you have questions regarding personnel policies, practices, and
procedures, please contact your local SCSEP office.
NCOA adheres to the DOL policy and recognizes all marriages (including same-sex
marriages) that are lawfully entered in the state of celebration. Consistent with DOL
policy, NCOA will recognize the marriage even if the marriage is not recognized in the
state where the married individual resides.
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Responsibilities: Participants
Terms of Enrollment for Participants
1.

After it has been determined that I am job ready and a new Individual Employment Plan
has been developed, I agree to seek unsubsidized employment. I agree to go on all
appropriate job interviews to which I am referred, or instructed to arrange, and I will
report any job-seeking activities to SCSEP as requested. I understand that failure to
seek unsubsidized employment may result in my termination from the program.

2.

I understand that SCSEP is not permanent employment, and that by law there is a time
limit for my participation and I will be terminated when that time limit is reached. This is
a short-term subsidized training experience and training program designed to teach me
new and marketable skills so I may enter the job market. I understand that this is not a
“job” and that I am not an employee of NCOA, any of its sub-recipients, or my training
site. I also understand that my participation in this program does not entitle me to
unemployment benefits.

3.

I agree to cooperate with SCSEP staff in developing a plan of action for my training and
development. This cooperation will include completion of an assessment of my skills
and interests, and completion of my Individual Employment Plan.

4.

I agree to perform the assigned duties to the best of my ability. Failure to complete
these assigned duties could be cause for termination from the program.

5.

I agree to attend all training, classes, and other activities as required by SCSEP or by
my training site, including but not limited to actively seeking unsubsidized employment,
registering at local One Stop Centers, following up on job leads, reporting job-seeking
activities, attending all training meetings, classes, job-seeking clubs, job interviews,
and remaining in contact with the Employment Facilitator at all times.

6.

I agree to accept periodic transfers to new training sites so that my marketable skills
may be increased. I understand that I am subsidized by SCSEP and not the training
site, and SCSEP will determine training assignments. I do not “work” for the training
site, it is not a “job,” it is a short-term training assignment.

7.

I understand that my enrollment in SCSEP, and the number of hours I can train,
depends on the availability of funds. I understand that my hours could be reduced, or
my position eliminated, due to lack of funds. I understand that my continued enrollment
is not guaranteed.

8.

I understand that I will be subject to all SCSEP rules and regulations, including the
grievance procedures. I understand that I can be terminated for cause.

9.

I agree to complete and submit any reports and evaluations which may be requested by
SCSEP in a timely manner.

10. I understand that volunteering extra time at my training site without pay or
compensatory time is prohibited and in violation of the U.S. Fair Labor Standards Act.
11. I understand that I may receive a Customer Satisfaction Survey from the U.S.
Department of Labor or its agents, and that I am expected to respond to the survey if I
receive one.
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12. I have received a copy of the SCSEP Participant Handbook, which includes the
following:
a.
b.
c.
d.
e.

SCSEP grievance procedures.
NCOA SCSEP Involuntary Termination Policy.
Summary of the Drug-Free Workplace Act of 1988.
Permitted and Prohibited Political Activities.
Summary of Americans with Disabilities Act requirements.

13. I agree that a breach in confidentiality of information I may encounter in my host
agency/training assignment, including service as program staff, is grounds for exit from
SCSEP as stipulated in the NCOA SCSEP Involuntary Termination Policy. I may only
share confidential information as appropriate with SCSEP project staff and/or host
agency/training site staff. If in doubt, I will seek guidance from my training site
supervisor and/or SCSEP project staff.
14. I understand and consent to appropriate information about me being released by
SCSEP to appropriate parties as necessary. Such information may include, but not be
limited to, employment status, skills acquired, test results, education status, household
income, family size, age, marital status, residence, handicapped status, and offender
status. Entities with which such information may be shared include, but not be limited
to, employers, educational and training providers, and government agencies.
15. I understand that I may be asked to provide answers to security questions to establish
my identity for an electronic signature in an online data collection system, and I consent
to the use of my electronic signature in the online data collection system.

Obligation to Search for Employment
“Job Ready” individuals are not eligible for the SCSEP, but as noted in the DOL
Assurances, all participants on the program must start with the ultimate goal of getting a
job. Our mission, then, is to prepare individuals who are NOT “Job Ready” to meet that
ultimate goal and get employment outside of the SCSEP. The amount of time to
become “Job Ready” will vary widely from one individual to another based on a myriad
of factors, to include: health, experience, education, availability of transportation (public
or private), availability of suitable training, type of community (urban or rural), job
market, etc. The steps to becoming “Job Ready” are spelled out in the Individual
Employment Plan (IEP) and will vary in time from weeks to months to years based on
the factors above.
As noted above, the determination of an individual participant’s “job readiness” is a
subjective decision made by the project director and the individual participant with
possible input from the host agency supervisor, any training mentors, and other persons
with knowledge of the participant’s skills, confidence, transportation, health, willingness
to work, housing situation, and other factors that would lead to success in an
unsubsidized job. There is no “magic bullet” or simple bureaucratic solution that
provides an objective, scalable measure. This decision is, in fact, the reason for this
program in the first place. If “Job Readiness” were an objective measure, we wouldn’t
need skilled project directors with experience working with this cohort.
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Once a SCSEP participant is considered “Job Ready” as specified on their Individual
Employment Plan (IEP), they are required to seek employment as a condition of their
continued participation in SCSEP. Each subsequent IEP must specify the agreed upon
steps to be taken in this pursuit. Failure to meet the obligation to actively seek
employment could result in in a “For Cause” termination and exit from the SCSEP
Program.
The following core activities are required, as are specific assignments directly related to
your individual job goals and skills:
•
•
•

Attendance at meetings and trainings as agreed, both at the project site and in
other locations in your community;
Rotational Host Agency assignments as applicable to enhance and broaden
those skills needed to meet the job goals of the IEP;
Your demonstrated commitment to employment as evidenced by the following:
-Applying for jobs,
-Using available resources to identify job opportunities,
-Participating in job seeking skill workshops or Job Clubs,
-Taking classes to enhance skills and marketability,
-Updating your resume,
-Etc.
The Individual Employment Plan (IEP) form has been updated to add a section at
the beginning to enter job search actions for an individual who has been
determined to be job ready. Both the paper form (which will have to be used in
counties distant from the base office where no computer and/or internet access is
available) and the electronic form have added check boxes that specify what kind
of IEP is being prepared. On those for a “Job Ready” individual, it is mandatory
that an entry with specific actions be made in the designated area of the IEP
when the “Job Ready” box is checked. In the electronic version, once the “Job
Ready” box is checked, the form cannot be saved until an entry with actions is
made in this area. Paper IEP forms sent to the base office from outlying counties
will be attached to the electronic form (current policy for all IEPs) in the
participant’s electronic record. (IEP form attached)
Job Search action items must have a due date for completion. The “Actions Due”
report in the electronic system has been updated to include the due dates for
those actions in the “Job Ready” IEP so that the project director and the Director
of Program Operations (DPO) can closely monitor completed actions.
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National Council on Aging
Who We Are
The National Council on Aging (NCOA) is a nonprofit service and advocacy organization
headquartered in Washington, DC.

Mission
Our mission is to improve the lives of millions of older adults, especially those who are
vulnerable and disadvantaged.

How We Do It
We work with thousands of organizations across the country to help seniors find jobs
and benefits, improve their health, live independently, and remain active in their
communities.
We accomplish our work through collaborative leadership, innovation, and advocacy.
We create and lead strategic alliances, coalitions, and multi-sector partnerships. We
organize, mobilize, and support nationwide "communities" of organizations and leaders.
And we foster and diffuse innovations and strive to make markets work better for older
adults.
As advocates, we work to improve public policies by being a national voice for older
adults in greatest need and those who serve them, combining community service and
advocacy, and empowering and engaging older adults.
For all vulnerable and disadvantaged older adults , we seek:


Improved health and reduced disability.



Expanded job opportunities and supports.



Increased access to public and private benefits and resources.



Enhanced capacity to live in communities with dignity, choice, and financial
security.



Greater economic security.



Enhanced support and capacity for self-management and self-determination.

At NCOA, our work is guided by four core values: social and economic justice, respect
and caring for all, innovation, and excellence and integrity.
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Overview and General Information about SCSEP
Introduction
The Senior Community Service Employment Program (SCSEP) is a federally funded
employment training and placement program for unemployed low-income eligible adults
55 years of age or older who have poor employment prospects. The goals of the
program are to foster individual economic self-sufficiency and to increase the number of
older persons who may enjoy the benefits of unsubsidized employment in both the
public and private sectors. Its mission is to provide employers with trained, motivated
workers. SCSEP is an Equal Opportunity Program and is funded by the U.S.
Department of Labor (DOL), administered by the National Council on Aging (NCOA),
and operated by NCOA Resource Centers and subprojects throughout the U.S. The
SCSEP has four major goals. They are:


To upgrade job skills of the mature person for job placement.



To help the mature person get involved in his/her community.



To provide a community service.



To provide added income during training.

A Brief History
During the 1960s, President Lyndon Baines Johnson announced his “War on Poverty”
campaign. The SCSEP Program evolved from Operation Mainstream that trained and
employed chronically unemployed adults under the Economic Opportunity Act of 1964.
In 1965, Operation Mainstream funded a pilot to conduct a training and employment
program for economically disadvantaged older workers. Between 1965 and 1978,
legislation and administrative orders instituted most of the basic aspects of SCSEP
today. In 1968, NCOA became one of the national grantees that operated SCSEP, Title
V of the Older Americans Act.

SCSEP Today
NCOA/SCSEP is one of several national non-profit organizations that receives grant
awards to administer and operate the program, along with fifty-six (56) units of states
and territorial governments. SCSEP remains the only federally funded job training
program for low-income disadvantaged adults 55 years old and older. It plays an
important role in preparing mature workers for unsubsidized jobs in today’s competitive
job market. Older Americans are in position to become a tremendously productive,
dynamic, and cost-effective resource for the country’s Workforce Program.
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Mission Statement for the National Council on Aging, Inc.
Senior Community Service Employment Program (SCSEP)
For 40+ years, NCOA has been working with the U.S. Department of Labor and
community agencies to help older adults find employment to supplement their income
and learn new skills. SCSEP makes it possible for NCOA to promote economic
independence of older Americans by providing training and job opportunities.
To serve its constituents and their local communities, the SCSEP emphasizes three
primary goals:


To provide gainful employment through subsidized part-time training to lowincome older adults.



To demonstrate how older workers can facilitate the delivery of community
services by placing them in human service positions.



To transition low-income older workers into high quality jobs in public, private,
and non-profit sectors through training and job-finding assistance.

NCOA continues to support activities that provide subsidized part-time employment to
its participants. These efforts are necessary because some participants are unable to
obtain employment outside of the program.
NCOA’s focus is unsubsidized employment for our participants. Increased income,
possible benefits, and increased self-esteem all come to those who get off of this
program and become tax-paying workers in their community. Our training programs with
your organization help prepare participants for unsubsidized job placements and
advance them toward independence. We continue to focus on services designed to
transition low-income older persons into unsubsidized employment.
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SCSEP Participant Flow Chart
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Wages, Hours of Training, and Timesheets
Wages
The participant receives the federal or state minimum hourly wage, whichever is higher
on a bi-weekly schedule.

Hours of Training
Each participant will train at the minimum wage. Hours are determined by the local
project based on availability of funding. Each participant will assist in the development of
a training schedule with the training site supervisor and SCSEP representative. Weekly
hours are subject to decrease/increase according to availability of funds.
Participants are prohibited from training more than 8 hours in a day or 30 hours in a
week. Participants are prohibited from overnight travel and are not eligible for overtime.
Furthermore, participants are unable to travel outside of the “normal” scheduled training
day without written documentation that the travel will occur during the hours the site is
normally open.

Participant Timesheet
Timesheets are filled out by the participant on a bi-weekly schedule. The timesheets are
reviewed for accuracy by the training site supervisor, who will total and verify the hours
of training, add their in-kind hours, and sign the sheet. The timesheet must be faxed or
e-mailed to the phone number or e-mail address on the timesheet for immediate
processing.
A schedule is given to each participant. It is the responsibility of the participant to make
sure their timesheet is submitted on time. Failure to submit the timesheet on time may
delay check processing and distribution.
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Direct Deposit
Participants are strongly encouraged to set up direct deposit of their paychecks to avoid
possible delays caused by lost or misplaced checks.

How to Complete your Timesheet
You will receive a batch of timesheets from the SCSEP office from which you are
enrolling. The timesheets will be filled in with your specific information, including your
name, training site, site supervisor, and other pertinent information at the top of the timesheet.
Use a pencil to complete the timesheet (using pencil is preferred, as it allows you to
easily correct any errors that you might make). If you make an error and are using a
pen, discard the timesheet and start a new one.
There are only a few simple steps that you will need to correctly complete your
timesheet:
1. In section #1, enter the “Payroll End Date” (You can obtain this information from
your SCSEP office).
2. In section #2, mark a neat “x” into the check box corresponding to the number of
hours you trained in Community Service, Training, or On-The-Job Experience
each day (See the column titled “Example” to see how to properly fill in the box).
3. If you have to report a half hour increment, place an “x” in the bottommost
checkbox of the column (section #3).
4. In section #4, write in the total number of hours trained in Community Service,
Training, or On-The- Job Experience based on the check boxes marked in the
column (no more than eight (8) hours a day may be reported).
5. Add the total number of hours that you trained during the pay period and insert
the total in section #5 “Grand Total” box.
6. Sign and date your timesheet in section #6.
7. Present your timesheet to your Supervisor and ask that they report the number of
hours they spent supervising and training you in section #7 and sign and date
section #8.
8. If a fax machine is available at your training site, fax your timesheet to the
number indicated in section #9.
9. If you are able to scan and e-mail your timesheet, e-mail it to the address in
section #10.
10. If faxing or e-mailing are not options, contact your local SCSEP office to receive
instructions on how to submit your timesheet.
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Fringe Benefits for Participants
Personal Leave
No paid personal leave will be given to participants in the NCOA/SCSEP program.
If the participant is absent from the training site because of an illness, the participant
must notify his/her training site supervisor and the job monitor. The job monitor will notify
the Mature Worker Program. If three (3) days or more are missed from the training
assignment, a “return to training ” release from a medical practitioner is required.

Leave Without Pay (LWOP)
A request for leave without pay for 30 calendar days or less for family or personal
reasons may be allowed to a participant.
All requests for leave without pay should be submitted to the Mature Worker Program. If
the participant has no paid activity within the 30 day period, regardless of the
circumstances, the participant will be exited from the program.
If the LWOP is for medical reasons, a release from a medical practitioner must be
submitted to the Mature Worker Program before being reassigned to a training site.

Bereavement Leave
Participants are not paid for any bereavement leave. If a participant must take time off
for bereavement, the hours may be made up during the same pay period or the
immediately following pay period.

Jury or Witness Duty
Participants who are summoned to serve as jurors or subpoenaed to serve as a witness
in a case will not be paid for this time. If a participant must take time off for jury or
witness duty, the hours may be made up during the same pay period or the immediately
following pay period.

Worker’s Compensation Insurance
All participants are covered by Worker’s Compensation Insurance.

Unemployment Compensation
NCOA does not pay unemployment compensation benefits to its participants, since this
is a training program , not a job.
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Annual Physical Examinations
A physical examination is offered at the time of enrollment and annually thereafter.
NCOA/SCSEP will pay the cost of the yearly physical examinations up to $35.00.
The participant may pay and then submit for reimbursement, or the medical practitioner
may bill the Mature Worker Program directly.

Holidays
Participants are not paid for any holiday leave. If a participant’s training site is closed for
a holiday, any lost hours may be made up during the same pay period.
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Assessments of Participants
Initial Assessment
The initial assessment must be completed on every participant within thirty (30) days of
enrollment into the SCSEP Program. The assessment process helps to identify existing
work skills and deficits, job preferences, and any barriers to employment.

Individual Employment Plan (IEP)
The purpose of the Individual Employment Plan (IEP) is to outline a strategy that will
assist participants in achieving their employment goals. The (IEP) identifies job goals,
specific action steps, and establishes time frames to reach goals. The IEP is completed
by the Participant Monitor NCOA/SCSEP program representative and participant. The
IEP is also reviewed with the training site supervisor after the training site assignment
has been selected. A copy is provided to the participant. The IEP is reviewed at least
every six months until the participant completes training, finds a job, and/or exits the
program.

Evaluation of Training Performance
Host Agency Supervisors will be asked to provide feedback of the participants at their
site from time to time. Since this is a training program, honest feedback of the
participant’s performance is requested.

Recertification
Participants may not be in a training position for more than 12 months without having
his/her income recertified. The purpose of the recertification is to determine eligibility for
continued enrollment on the program. All participants will be recertified at least once in a
12 month period or close to the participant’s most current SCSEP enrollment date to
determine eligibility for continued enrollment on the program. A written notice will be
provided 30 days prior to the date the recertification is to take place. The written notice
will contain information on where the review will take place and the information needed
to verify income.
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Training Site, Assessments, and Training
Training Site
The training site is a federal, local, or state agency or 501(c) (3) non-profit organization
that provides training in job skills identified by the participant as specified in the
Individual Employment Plan (IEP). Each training site has a “Host Agency Agreement”
that states the responsibilities of both the training site and the Mature Worker Program’s
office. This agreement describes how the two organizations will work together to support
the goals and objectives of the SCSEP program.

Training Site Closing
When a training site is closed on the day the participant would normally go to the site,
the participant may, with the supervisor’s approval and notification to the Participant
Monitor and Project Office, adjust the training schedule to make up the hours. This must
be completed within the pay period the training was missed.

Working from Home
No SCSEP participant may work from home under any circumstances.

Training Site Supervisor
The training site supervisor is the main contact for the participant and is responsible for
the day-to-day supervision of the participant. The training site supervisor also plays an
important role in preparing the participant for employment. The kind of training provided
by the supervisor will help the participant find work in the labor force.
Training site supervisor expectations are listed under “Responsibilities: Host
Agency/Supervisor” in the handbook.

Training Assignment
The NCOA staff work together with the training site to develop the training assignment
for each participant. The participant’s Individual Employment Plan (IEP) is used as the
basis for the training assignment. The amount of hours spent in training is determined
by the local project, based on the availability of funding. These hours include training
time at the assigned site and other required program activities, as stated in agreements.
Once the participant has become proficient in the tasks in the current assignment, they
may be assigned to another training site by the Mature Worker Program to further
develop the skills and provide unsubsidized placement opportunities.
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Supportive Services
In addition to training opportunities through the NCOA/SCSEP program, supportive
service resources are also available. BenefitsCheckUp® screenings are provided to all
participants, and other people aged 55 and over, to find and get the benefits they are
eligible to receive.
If there are circumstances that hinder the successful completion of the Individual
Employment Plan, the Employment Facilitator can assist through program resources
and referral to other agencies.

Classroom and Educational Training Policy
If additional classroom training helps the participant reach the goal of unsubsidized
employment, the NCOA/SCSEP program will pay for part or all of the cost. For example,
a participant may be urged to obtain a General Equivalency Diploma (GED) or a high
school diploma.
The following procedure should be followed when requesting approval for classroom
training:


The specific classroom training must be included in the participant’s Individual
Employment Plan.



A training request must be submitted to the Mature Worker Program staff for
approval by the SCSEP Program Manager.

The participant will receive written notice from the local SCSEP office concerning the
training requested.
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Orientation and Monitoring
Orientation
NCOA/SCSEP policy requires an orientation with the participant take place prior to the
start of the training assignment.

Mature Worker Program
The Mature Worker Program is the liaison between the participant, training site
supervisor, prospective employer, and SCSEP Program Manager. As an NCOA staff
representative, the Mature Worker Program has frequent contact with these individuals
to insure compliance with SCSEP operating standards and U.S. Department of Labor
(DOL) performance requirements. This contact also enables the representative to recruit
eligible people and link mature workers with employers through employment training
channels.
The Mature Worker Program will also:


Assess the work and personal needs of the participant.



Establish an appropriate training site that corresponds to labor market
opportunities and meets with a participant’s Individual Employment Plan.



Monitor the training experience.



Make referrals to supportive services and provide follow-up.



Make referrals to classroom training outside of the training site.

Transportation
Participants will not be reimbursed for the cost of traveling between home and the
training site. Participants cannot drive a vehicle for the training site as part of their
assignment.

Reassignment Policy
Periodically, participant(s) may be reassigned to another training site for fulfillment of IEP
goals, to accommodate changes in training site status, or for other appropriate reasons.
Procedures for training site reassignment are:


Notice of reassignment will be stated in participant’s Individual Employment Plan
(IEP).



Participant and their training site will be notified in writing 30 days in advance.
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Factors considered in determining whether reassignment is appropriate:
o
o
o
o
o

Nature and location of the assignment.
Participant’s general performance.
Length of time at the site.
Participant’s skills and aptitudes.
Participant’s progress in meeting IEP goals.

On occasion, training site reassignments may also result from other issues and a
reassignment may be made by the Mature Worker Program Manager with little or no
written notice to the training site or participant. In these cases, the training site
supervisor will be back-briefed on the issue and reasons for the change.
A participant or supervisor may request a change in assignment by submitting the
reasons in writing to the attention of the Program Manager. In such cases, the
participant and/or supervisor may be reassigned with little or no written notice.
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Involuntary Termination Policy
The following policies will be applied fairly and equitably to all SCSEP participants
enrolled by NCOA or an NCOA sub-grantee. All NCOA SCSEP participants shall
receive a written copy of this policy, provided by NCOA or the local NCOA SCSEP sub
grantee at the time of enrollment.
In all cases, you will receive a 30 day termination letter notifying you of the date of exit,
the reason for the termination, and your right to appeal under NCOA’s grievance
process. A copy of the grievance procedure will be attached to the termination letter.
You may be placed on immediate leave without pay, and not report to your training site
or be paid during this 30 day period, in certain circumstances as noted below.
You will not be terminated based on age, as there is no upper age limit for participation in the
SCSEP.
This policy is based on the Older Americans Act Amendments of 2006 and the SCSEP
Final Rule, effective on October 1, 2010.
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Reasons for termination from SCSEP:
Ineligibility determinations
If you intentionally provide incorrect initial eligibility information that makes you appear
eligible when in fact you are not eligible for the program, you will be exited from the
program.
You will be placed on leave without pay immediately, and a 30 day notification of
termination will be sent to you.
If you are found to be ineligible at recertification, or if your eligibility is found to have
been recorded or calculated incorrectly, and you are, in fact, not eligible to participate in
SCSEP thru no fault of your own, you will be exited from the program after 30 days. In
order to get paid thru these 30 days, you must continue to work at the training site or do
intensive services to find a job. Upon being determined ineligible, a 30 day notice of
termination will be given to you.

Individual Durational Limit
SCSEP participants reaching the individual participation limit of 48 months will be exited
from the program at the end of the 48 month period. You will be given the right of appeal
through the NCOA grievance procedure.

IEP Related Terminations
IEP related terminations will be used as a last resort. It will be pursued only after all
options have been exhausted, corrective actions have been taken to inform SCSEP
participant of non-compliance with one or more of the IEP requirements, all events have
been documented, and after the appropriate written notices with time frames have been
given to the SCSEP participant.
An IEP related termination may occur for any of the following reasons:
a. You fail to follow through on three (3) referrals to a reasonable unsubsidized job
opportunity that is consistent with your IEP, or fail to accept a reasonable job
offer that is consistent with your IEP. A reasonable job is defined as a job which
you can physically do, to which you can commute, that has hours consistent with
the type of job, and that accepting such a job would not result in less income for
you than if you remained on the program.
b. You refuse to search for a job.
c. You sabotage a job interview, for example, you tell the interviewer that you are
not interested in the job or you tell the interviewer that you are not qualified.
d. You refuse or do not participate fully in training opportunities.
e. You refuse to transfer to a new community service training assignment.
f. You refuse to register at the One-Stop/Job Service.
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g. You refuse to take advantage of WIA opportunities.
h. You refuse to accept or follow through in obtaining supportive services that will
enhance your ability to participate in a community service assignment and/or
obtain employment consistent with the IEP.
i. You refuse to cooperate with other IEP-related referrals.
j. You refuse to cooperate with the assessment or IEP process, e.g., refusing to
participate in completing the assessment and training development plan.

For Cause Terminations
A SCSEP participant may be dismissed from the SCSEP program at any time for cause
as detailed below. You may be placed on immediate leave without pay, and not report to
your training site or be paid during this 30 day period, in certain circumstances as noted
below. A 30 day written notice will be given before termination. In all cases of
involuntary termination, you will be given the right of appeal through the NCOA
grievance procedure. Reasons for terminations for cause include:
1. Violence/Threats
Any use of violence or physical force, or threatening the use of violence or
physical force, against another participant, program staff, supervisor, or other
personnel or cliental at a host agency or training site is strictly prohibited. The
destruction of property belonging to the program or training site or another
person is also prohibited. Such use of violence or threat of violence will result in
immediately being placed on leave without pay and termination from the program
after 30 days.
2. Theft
Participants should not steal or have unauthorized possession of property
belonging to others, including the training site. The theft or unauthorized
possession of property belonging to others will result in immediately being placed
on leave without pay and termination from the program after 30 days.
3. Possession of f irearms or other weapons
Participants should not bring any firearms or other weapons to their training sites,
the SCSEP office, or to training activities. Violation will result in immediately
being placed on leave without pay and termination from the program after 30
days.
4. Harassment or abuse of fellow p articipants, SCSEP staff, and/or t raining site
staff
Participants are prohibited from using abusive, profane, or threatening language
towards others, including another participant, program staff, supervisor, or other
personnel or cliental at a host agency or training site. Violation will result in
immediately being placed on leave without pay and termination from the program
after 30 days.
5. Drug Free Workplace / Alcohol
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Participants are expected not to use, consume, sell, purchase, transfer, or
possess any illegal drug or controlled substance while at their training site,
SCSEP office premises, or during SCSEP sponsored training sessions. Nor
should any participant be under the influence of such substances, including
alcohol, while engaged in any such SCSEP activities. Violation will result in
immediately being placed on leave without pay and termination from the program
after 30 days.
6. Concealed employment
Participants are not allowed to work while enrolled in SCSEP. Concealing such
employment from program staff shall constitute fraud, and will result in
immediately being placed on leave without pay and termination from the program
after 30 days.
7. Threat to health or safety
If a participant causes an imminent threat to the health or safety of self or others,
the participant will immediately be placed on leave without pay, and, after an
investigation, may be subject to termination from the program.
8. Falsification of records
Participants are expected to provide accurate information for enrollment in the
SCSEP, during annual re-certification, on time sheets, on travel reimbursements,
or other records. The falsification of any records by the participant related to
determining eligibility for the program will result in the participant immediately
being placed on leave without pay and termination from the program after 30
days. The falsification of other records may result in termination from the
program.
9. Confidential Information
Participants are not to share confidential information about staff or clients
obtained at their training sites or at the SCSEP office. Violation may result in
termination from the program.
10. Excessive absenteeism or tardiness
Participants are expected to report to their training sites on all scheduled days. In
rare instances when participants cannot avoid being absent, they should notify
their supervisor prior to the scheduled starting time. Unexcused absenteeism
greater than 10% of the scheduled days (1 day out of 10) shall be considered
excessive.
Participants are expected to report to their training site on time and to depart at the
regularly scheduled time. In the rare instances when participants cannot avoid
being late, they should notify their supervisor prior to the scheduled starting time.
Unexcused tardiness greater than 10% of the scheduled days (1 day out of 10) shall
be considered excessive.
Participants may request to take leave without pay from the Program Manager
only for personal or family emergencies (up to 30 days).
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Excessive absenteeism or tardiness may result in termination from the program.

11. Attendance at SCSEP training meetings
Participants are expected to attend required SCSEP training meetings unless
excused by the Program Manager. Two such unexcused absences within a 12
month period shall be grounds for termination from the program.
12. Job Abandonment
Participants are expected to keep the program informed if they are unable to
report to their training site assignment or other training/meetings of the program. If
the program does not hear from a participant for a period of one week, the
participant will be considered to have abandoned the program and will be subject
to termination from the program. If a participant does not return from an approved
leave without pay and does not obtain an extension of leave without pay, the
participant will be considered to have abandoned the program and will be subject
to termination from the program.
13. Non-cooperation
If a participant refuses to cooperate in recertifying eligibility, for example, refusing
to provide a required document to determine continued eligibility, or refusing to
attend or be available for the recertification appointment, the participant will be
subject to termination from the program.
14. Failure or refusal to perform assigned duties
If a participant fails or refuses to perform assigned duties, e.g., refusing without
good cause to do assignments that are part of the training description and required
to increase skills and knowledge, the participant will be subject to termination from
the program.
15. Insubordination
If a participant intentionally refuses to carry out the direction or instructions of a
training site supervisor or program staff member, provided there were no
extenuating circumstances and the directions or instructions were reasonable, the
participant will be subject to termination from the program.
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Responsibilities: Host Agency/Training Sites
Host Agency/Training Site Agreement (Supervisor)
To ensure our host agency partners understand their important role in the daily lives of
our participants and their responsibilities in supporting each participant’s quest for an
unsubsidized job, we ask that each host agency supervisor clearly understand and
support the following requirements that are part of each participant’s agreement with our
program:
1. The primary purpose for SCSEP participants is to provide community service as
they actively seek unsubsidized employment.
2. Participants are required to:


Accept referrals and interviews for employment outside the program;



Conduct an ongoing search for unsubsidized employment as specified in
their IEP and as directed by the Project Director and/or project staff;



Accept regular transfers to other host agency assignments as necessary
to further their training and work experience;



Maintain registration with the State Employment service and/or One Stop
Center;



Attend job search training, job clubs, participant meetings, etc., when
offered by the Project Office, and to engage in continuing unsubsidized job
search activities.

Note: Job search activities may cause participants to miss time from their training
schedule.
3. The Senior Community Service Employment Program (SCSEP) is a short-term,
training program designed to prepare participants for unsubsidized employment.
SCSEP is not an entitlement program or an income supplement. SCSEP
participants are trainees preparing for unsubsidized employment. It is understood
that training assignments are not jobs. SCSEP participants are temporarily
assigned to the training sire and are NOT employees of NCOA, SCSEP, or the
host agency/training site. Program participants cannot be used to replace a staff
position at the agency. This is a violation of “Maintenance of Effort” and is
prohibited in the regulations governing this program.
4. NCOA SCSEP does not conduct background checks or drug screenings on
participants. However, when the training site requires intake background checks
and drug screenings for their employees, it is permissible to require them for
SCSEP participants in accordance with applicable laws. Fees for checks and
screenings will not be paid by the SCSEP program.
5. It is a violation of federal regulations “maintenance of effect” for host
agencies/training sites to substitute SCSEP participants for permanent
employees. This is considered substituting federal dollars for local dollars.
Participants are to be considered additions to, not substitutes for, regular staff.
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6. Training site supervisors are required to verify participant training hours by
appropriately signing participant time sheets. Participants are required to submit
their time sheet at specific times. They are solely responsible for timesheet
submission. The training site is expected to assist in this process, but not be
responsible. We actually have many participants bring their time sheets to us
personally.
7. Host agencies/training sites agree to consider SCSEP participants for any job
opening within the agency/site for which the participant is qualified. Failure to do
so may result in termination of this agreement.
8. The host agency agrees to provide supervision, training, and a safe training site
for each assigned participant.
9. In January of each year, the U.S. Department of Labor (DOL) conducts a survey
of randomly selected host agencies/ training sites. The results of the survey
influence continued DOL funding for the SCSEP program grant. It is expected as
part of this agreement that your agency/site will complete the survey should you
receive one.
10. NCOA SCSEP provides Workers’ Compensation for all participants in
accordance with appropriate state laws. NCOA SCSEP and their sub-grantees
will conduct periodic safety inspections at all training sites. Training sites are
responsible for maintaining a safe training environment, ensuring all equipment is
in proper working condition, and that all procedures and practices are safe and in
compliance with state laws. Failure to comply may result in termination of this
agreement.
Fourteen key safety issues that the host agency must keep in mind at all times:
1. Participants must comply with all safety rules of their training site.
2. Participants must ask their Training Site Supervisor they are unsure about any
safety precautions.
3. Participants must keep work areas clear of tripping hazards.
4. Participants must never climb on ladders, step stools, or other objects.
5. Participants must use personal protective equipment (gloves, safety glasses,
etc.) as required for various training assignments.
6. Participants must only operate equipment they are qualified and authorized to
operate, including vehicles, during training hours.
7. Participants must follow proper lifting procedures by bending their legs and
keeping their back straight.
8. Participants should not lift loads more than 20 pounds.
9. Participants should wear shoes appropriate for the training assignment with good
support.
10. Participants should not wear open-toed shoes or high heels.
11. Participants should know where emergency exits are located.
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12. Participants should immediately report safety and health hazards to their Training
Site Supervisor and SCSEP staff.
13. Participants should immediately tell their Training Site Supervisor about any training
related injury, no matter how small.
14. Participants should immediately tell their SCSEP project staff about any training
related injury, no matter how small, and complete any required incident report
with 24 hours.
NCOA SCSEP is a federally funded program, and as such, is required by federal
regulations to maintain documentation (timesheets) to substantiate the expenditure of
federal funds for wages. It is understood and agreed that NCOA SCSEP shall pay the
training stipends of participants assigned to the host agency. The host agency agrees to
verify, sign, and return completed timesheets to the local SCSEP project for processing.
Federal regulations also require that timesheets be signed by the individual participant
and by a responsible supervisory official having firsthand knowledge of the hours
worked by the participant. NCOA SCSEP recognizes that assigned supervisors change
and may not always be available to sign participant timesheet. Therefore, to ensure
compliance with federal regulations, in lieu of providing the names and signatures of all
authorized supervisors in the host agency and various training sites (if any), by signing
this Host Agency Agreement, the authorized agency representative agrees to ensure
that the participant signs his/her timesheet and that a responsible supervisory official of
the agency certifies that the information on the timesheet is correct. If there is a change
to the authorized agency supervisor whose name is on this agreement, the local SCSEP
Project Office must be notified so that the local SCSEP Project Office can update the
information in our databases.
Additional provisions:
This agreement may be terminated or amended by either party with thirty (30) days
written notice to the other party, or immediately by SCSEP upon termination or
reduction of funds.
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Rules of Conduct
Drug Free Workplace Policy
As a federal grant recipient, NCOA is required under Sec. 5153 of the Drug-Free
Workplace Act of 1988 to certify that our training sites are drug free. NCOA’s Drug-Free
Workplace Awareness Program contains the following restrictions and requirements that
must be adhered to:
The use, consumption, sale, purchase, transfer, or possession of any illegal drug or the
illegal use or possession of any controlled substance by an SCSEP participant while at
training sites or SCSEP office premises or during SCSEP-sponsored training sessions is
absolutely prohibited.
Disciplinary action for participants who violate this policy will include a variety of
sanctions up to and including termination .
Training sites are required to immediately notify the Mature Worker Office of any
violation of this policy. When a training site knowingly permits the violation of this policy
or fails to insure a workplace free of alcohol or substance abuse, it risks the immediate
loss of the services of its SCSEP participants.

Safety at the Training Site
The Senior Community Service Employment Program holds in high regard the safety,
welfare, and health of its participants. We feel very strongly that no task is so urgent that
we cannot take the time to do it safely. In accordance with this principle, participants are
responsible for exercising maximum care and good judgment in preventing accidents.
More specifically, participant(s) are required to:
1. Comply with all safety rules of their training site.
2. Ask their Training Site Supervisor they are unsure about any safety precautions.
3. Keep training areas clear of tripping hazards.
4. Never climb on ladders, step stools or other objects.
5. Use personal protective equipment (gloves, safety glasses, etc.) as required for
various training assignments.
6. Only operate equipment they are qualified and authorized to operate including
vehicles during training hours.
7. Follow proper lifting procedures by bending their legs & keeping their back
straight.
8. Not lift loads more than 20 pounds.
9. Wear shoes appropriate for the training assignment with good support.
10. Not wear open-toed shoes or high heels.
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11. Know where emergency exits are located.
12. Immediately report safety & health hazards to their Training Site Supervisor and
SCSEP project staff.
13. Immediately tell their Training Site Supervisor about any training-related injury,
no matter how small.
14. Immediately tell their SCSEP project staff about any training related injury, no
matter how small, and cooperate in completing any required incident report within
24 hours.

Confidentiality
Names of SCSEP participants are considered public information. However, NCOA shall
maintain the confidentiality of all other information regarding applicants, participants,
and their families that may be obtained through application forms, assessment
interviews, tests, and evaluations. Confidential information should not be divulged
without the permission of the applicant or participant and only as necessary for
purposes related to project administration or evaluation and only to persons having
official responsibilities in connection with the project, or to governmental authorities to
the extent required for the proper administration of law.
Confidentiality at training sites is required. A breach in confidentiality could be grounds
for termination. Participants will not share information about staff or clients.

Non-Discrimination & Equal Employment Opportunities
Race, creed, color, disability, sex, age, national origin, gender, political affiliation,
religion, ethnicity, sexual orientation, AIDS Related Complex or AIDS, HIV Infection, or
beliefs cannot be used to exclude a person from participation in, or deny a person the
benefits of, or subject a person to discrimination under any project or activity funded in
whole or in part with SCSEP funds.
Age is a valid consideration under the SCSEP regulations. No upper age limit can be
imposed on program participants.

Nepotism
No person may be assigned to the Project Office or to a training site if the person’s
immediate family is employed in an administrative capacity. Family is defined as parent,
spouse, brother, sister, child, grandchild, in-law, or any relative or those with whom they
may have a personal relationship.
If the state or local legal requirement regarding nepotism is more restrictive than the
requirements above, then the state or local requirements should be followed.
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Political Activities under the Senior Community Service Employment
Program (SCSEP):
SCSEP participants may participate freely in the political process with the following exceptions:


No program participant may engage in partisan or nonpartisan political activities
while he or she is on the job.



No program participant, at any time, may represent himself or herself as a
spokesperson of the SCSEP and engage in partisan or non-partisan political
activities.



No program participant may be employed or out-stationed in the office of a
member of Congress, in the office of a state or local legislator, or on the staff of a
legislative committee.



Some participants who are assigned by federal, state, and local governments on
federally-aided projects may have additional restrictions as a result of the Hatch
Act.

Americans with Disabilities Act (ADA)
The National Council on Aging requires consistency with the Rehabilitation Act of 1973,
and the American with Disabilities Act of 1990 (ADA). I understand that this program:
1. Will not discriminate on the basis of a disability.
2. Encourages the participation of eligible persons with disabilities whose
disabilities do not preclude (with reasonable accommodations) satisfactory
performance.

Non-Discrimination & Grievance Policy


NCOA is committed to the continuous enhancement of a workplace culture that
respects and values individual differences and enables all qualified individuals to
enjoy equal consideration and participation in SCSEP.



NCOA complies with all non-discrimination provisions set forth in the Department
of Labor’s regulations governing nondiscrimination in federally assisted programs
on the basis race, color, or national origin (codified at 29 C.F.R. § 31). NCOA also
complies with Section 188 of the Workforce Investment Act (“WIA”), which
prohibits discrimination against applicants, employees, and participants in WIA
Title I-financially assisted programs and activities, and programs that are part of
the One-Stop system, on the grounds of race, color, religion, sex, and national
origin.



NCOA does not discriminate on the basis of handicap in violation of Section 504
of the Rehabilitation Act of 1973 (codified at 29 C.F.R. § 32). Section 504 applies
to any program or activity receiving or benefiting from federal financial
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assistance. NCOA does not discriminate on the basis of handicap in the
admission or access to, or treatment in its programs or activities.


NCOA prohibits discrimination or harassment in the administration of the SCSEP
on the basis of any characteristic protected by applicable law, including but not
limited to sexual harassment and the Age Discrimination Act of 1975, which
prohibits discrimination on the basis of age in programs or activities receiving
federal financial assistance (42 U.S.C. §§ 6101-6107).



Any participant who believes that s/he has been the victim of discrimination or
harassment should immediately file a complaint so that the NCOA can investigate
and take prompt corrective action as appropriate.



Procedures exist to provide participants with mediation of problems encountered
at host agencies or with the project office staff. The Grievance Procedure is
available in the Project Site Office.

 Participants who have questions relating to this policy or wish to file a complaint
concerning any form of discrimination or harassment should contact their Project
Site Supervisor as the first step who will follow the established NCOA Grievance
Procedure as outlined below.

Grievance Procedures
The grievance shall be presented in writing to the local NCOA SCSEP Project Site
Supervisor, signed by the complainant or authorized representative, and include the
following information:






The full name, address, and telephone number of the complainant (or specify
another means of contact).
The full name and address of the person or agency against whom the complaint
is made.
A clear, concise statement of the act or acts considered to be a violation.
Other information that will help explain and resolve the complaint.
A copy should be sent immediately to the Director of Program Operations (DPO)
responsible for that location.

The SCSEP Project Site Supervisor at either the Resource Center or sub-recipient
location will schedule an informal hearing(s) with the parties concerned within fifteen
days. If the grievance can be resolved, the NCOA SCSEP Project Site Supervisor will
document the resolution, in writing, and submit such documentation to the parties
involved and to the DPO. A copy will be placed in the participant’s record.
A. If the grievance cannot be resolved through the informal process, there shall be a
formal process to resolve the issue(s).
1. Copies of all written grievance statements shall be made available to both
sides.
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2. The NCOA SCSEP Project Site Supervisor shall render a written decision
within ten (10) working days after the informal hearing(s) based on
information in the filed written statements and his/her independent
investigation.
3. Documentation shall be maintained regarding the findings from the NCOA
SCSEP Project Site Supervisor’s investigations.
4. The decision, including justification for the decision, should be submitted, in
writing, to parties involved and to the following:
a. For the NCOA Resource Centers, submissions should be sent to
NCOA Headquarters to the DPO.
b. For NCOA SCSEP Sub-recipients, submissions should be sent to the
next level of supervision of the sub-recipient organization with a copy to
the DPO. That organization must render a written decision within ten
(10) working days of receiving written documentation from the subrecipient SCSEP Project Site Supervisor based on information in the
filed written statements and his/her independent investigation.
i.

Documentation shall be maintained regarding the findings from
the NCOA SCSEP Sub-recipient Organization’s investigations.

ii.

The decision, including justification for the decision, should be
submitted, in writing, to parties involved, and to NCOA
Headquarters.

5. If the grievance is not satisfactorily resolved at the Resource Center or Subrecipient organizations’ level, the participant may appeal in writing to the
NCOA SCSEP Director of Program Operations. This written appeal must be
mailed within ten (10) working days after you receive the written response
from NCOA Program Manager’s or NCOA Sub-recipient Organizations
response to:
SCSEP Director of Program Operations
National Council on the Aging, Inc.
251 18th Street South, Suite 500
Arlington, VA 22202
The Director of Program Operations will provide the participant with a written decision
within 30 calendar days after an appeal is received, unless additional time is required by
the circumstances.


If the participant is not satisfied with the resolution offered by the Director of
Program Operations, s/he may submit the complaint to the Senior Director for
SCSEP at NCOA’s National Office. The contact information for the Senior
Director will be provided from the Director of Program Operations at the
participant’s request. The Senior Director will respond to the participant within 25
days from receipt of the complaint.



Participants or their representatives may also file complaints alleging
discrimination with the Director, Civil Rights Center at:
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U.S. Department of Labor
200 Constitution Avenue, N.W., Room N-4123
Washington, DC 20210


In cases involving a complaint of discrimination on the basis of handicap, a
participant should follow the internal grievance procedure first. If the complaint is
not resolved, a participant or his/her representative may file a complaint with the
Director, Civil Rights Center at the address noted above.



Participants who have filed a complaint alleging illegal discrimination or
harassment are protected from retaliation of any kind. Participants who believe
they are being retaliated against for making a complaint or for having participated
in an investigation of allegations of discrimination should immediately contact the
Senior Director for the NCOA SCSEP and the Director, Civil Rights Center.



Participants who believe they have been retaliated against for complaining about
handicap discrimination or for having participated in an investigation involving
allegations of handicap discrimination should immediately contact the Senior
Director of the NCOA SCSEP and the Assistant Secretary of Labor.



NCOA SCSEP may not use grant funds to pay the cost of pension benefits,
annual leave, accumulated sick leave, or bonuses.



Participants who wish to file a complaint relating to financial misconduct should
refer to the policy and procedure below:
o Reporting Concerns of Suspected Financial Misconduct.
o It is NCOA’s policy to comply with applicable laws and regulations, as well
as established internal policies, to protect the accountability and integrity of
the organization. Participants and host agency personnel are encouraged to
disclose promptly concerns of suspected misconduct so that they can be
addressed appropriately. NCOA is fully supportive of laws that protect
covered individuals from retaliation for reporting unlawful conduct related to
financial management.

Note: This policy relates to concerns such as the theft, misuse, or abuse of SCSEP
program resources (e.g., financial resources, as well as confidential information),
fraudulent financial reporting, conflicts of interest, or the violation of a law, rule or
regulation related to grant funds. It is not intended to cover concerns that fall within
the scope of the SCSEP enrollee participant Grievance Procedure, such as
discrimination.

Emergency Preparedness Plan
Upon receipt of this Participant and Training Handbook, each participant will also be
given a copy of the Emergency Preparedness Plan. This plan provides guidelines and
directions on what course of actions participants should follow in the event of an
emergency. Some such emergencies include severe weather conditions and incidents
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of personal injury to a participant. Any questions about the emergency preparedness
plan should be directed to the Resource Center staff.
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