Windham Regional Community Council, Inc.
Application for Volunteer/Student Intern
Name













Date of Birth





     SS#  




     

Current Address   











Mailing Address  











Permanent Address   











Current Phone Number  











Who to contact in case of an emergency
Name:  












Daytime Phone:  












Evening Phone:  





How did you hear about WRCC?  









What is your primary language?









List other languages you know









Do you have any previous volunteer/intern experience?
Yes 


No  


If yes, where? 












List any diplomas, degrees, certifications, training, etc:  



















List any special skills, interests, hobbies, etc:  




















Please describe your availability (days & hours):  




















What type of work are you interested in doing?  

































Any information contained in this application form is truthful to the best of my knowledge.  I understand that any false information given could be grounds for rejection of this application.

________________________________________


________________________

                 Signature of Applicant




                    Date

Any information received through the application form, intake interviews and supplementary material considered confidential and kept within the confines of WRCC unless required for legal reasons.

Copies:   FORMCHECKBOX 
 Program Director
              FORMCHECKBOX 
  Administration             FORMCHECKBOX 
  Volunteer/Intern Supervisor
REFERENCES
Please print the names, addresses and phone numbers of two (2) people, other than relatives, who would be in a position to evaluate your qualifications.

PLEASE PRINT:
1)












2)












Signature of Applicant: 




   Date: 



Also, please sign the Police Check Release and the WRCC Drug and Alcohol Policy and attached to this application.

Mail or bring this application to:  
Windham Regional Community Council, Inc.






872 Main Street






Willimantic, CT 06226






Attn: 






Questions?  Don’t hesitate to call (860) 423-4534

Thanks for showing an interest in Windham Regional Community Council, Inc.

POLICE CHECK RELEASE
As a routine part of the application process, we are asking you to complete the form below.  We feel your cooperation will help to protect the interests of our clients.  If you have any questions or reservations about filling out this form, please feel free to contact our office at (860) 423-4534.

I, 





, hereby consent to 




Police Department furnishing the Windham Regional Community Council, Inc. with any information concerning the undersigned contained in police and/or court records.

Signature 









Address 









Agency Representative 







Date of Birth   
/
/

Social Security Number 
/
/

Date 






WINDHAM REGIONAL COMMUNITY COUNCIL, INC.

PERSONNEL POLICIES

Approved by the WRCC BOD on March 30th, 2000

XII. 
SEXUAL HARASSMENT POLICIES  
SEXUAL HARASSMENT IS ILLEGAL AND IS PROHIBITED BY WRCC

SEXUAL HARASSMENT IS ANY UNWELCOME SEXUAL ADVANCES OR REQUESTS FOR

SEXUAL FAVORS OR ANY CONDUCT OF A SEXUAL NATURE WHEN:

Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment;

Submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or

Such conduct has the purpose or effect of substantially interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment.


EXAMPLES OF SEXUAL HARASSMENT MAY INCLUDE:
· UNWELCOME SEXUAL ADVANCES

· UNWELCOME TOUCHING OR PHYSICAL CONTACT

· DEMANDS FOR SEXUAL FAVORS

· DEROGATORY OR SEXUAL POSTERS, PINUPS OR CARTOONS

· RETALIATION FOR COMPLAINING ABOUT SEXUAL HARASSMENT

Remedies are available to victims of SEXUAL HARASSMENT, including Cease and Desist Orders; Back Pay; Compensatory Damages; Hiring, Promotion or Reinstatement.

Civil and criminal penalties may also be imposed on those who commit SEXUAL HARASSMENT.

WRCC's policy strictly prohibits SEXUAL HARASSMENT.  Individuals who engage in HARASSMENT at WRCC will be disciplined and may be terminated.

WINDHAM REGIONAL COMMUNITY COUNCIL, INC.

PERSONNEL POLICIES

Approved by the WRCC BOD on March 30th, 2000

If you feel you have been SEXUALLY HARASSED or have any information about SEXUAL

HARASSMENT at WRCC or if you have any questions or suggestions, contact any of the following:

1.    Your supervisor/program director

2.
Executive Director

YOU ALSO HAVE THE RIGHT TO CONTACT:

WINDHAM REGIONAL COMMUNITY COUNCIL, INC.

PERSONNEL POLICIES

Approved by the WRCC BOD on March 30th, 2000

XIII. 
WEAPONS POLICIES   

A.
Fostering excellence by maintaining a safe and productive environment for each employee is a vital concern of WINDHAM REGIONAL COMMUNITY COUNCIL, INC. (WRCC).  To further this goal, WRCC maintains a strong commitment to a work environment that is free of weapons.

B.
WRCC prohibits its employees from carrying weapons, including registered firearms, either on their person, or kept in their work environment including personal or agency motor vehicles, during working hours.

WINDHAM REGIONAL COMMUNITY COUNCIL, INC.

PERSONNEL POLICIES

Approved by the WRCC BOD on March 30th, 2000

XIV. 
DRUG AND ALCOHOL ABUSE POLICIES    
A. GENERAL POLICIES FOR ALL EMPLOYEES

Fostering excellence by maintaining a safe and productive environment for each employee is a vital concern of WINDHAM REGIONAL COMMUNITY COUNCIL, Inc., (WRCC).  To further this goal, WRCC maintains a strong commitment to a drug-free work environment and has developed drug and alcohol policies
 to provide guidance for supervisors and employees in dealing with substance abuse.

WRCC will not tolerate drug or alcohol abuse.  Employees who use illegal drugs or abuse legal drugs or alcohol, on or off duty, tend to be less productive, less reliable and prone to greater performance and attendance problems resulting in potential for increased cost, delay and risk, not only to our business but to our clientele.

To further our commitment to provide a safe, drug/alcohol-free environment WRCC has adopted the following policies:

1.
In keeping with our emphasis on early intervention and treatment for employees who are faced with alcohol and drug-related problems, WRCC will refer the employee to appropriate services as requested.  WRCC is not responsible for payment of such services, although an employee's medical plan may provide coverage.  We encourage employees with a substance abuse problem to avail themselves of this help before disciplinary action becomes necessary.  Employees who are in recovery are expected to maintain satisfactory job performance and remain committed to a rehabilitation plan.  Employees who successfully complete rehabilitation program, who remain substance-free, and who have violated no other WRCC policies, will not place their employment at WRCC in jeopardy by reason of past substance abuse.  WRCC reserves the right, however, to take disciplinary action, up to and including termination for current substance abuse.

2.
The use, sale, possession or distribution of illegal drugs or the abuse of legal drugs at work, whether on or off WRCC property, is strictly prohibited.

3
.    Drugs and alcohol may not be bought or consumed while at work, whether on or off WRCC property.

4.
Being under the influence of alcohol or drugs while at work is strictly prohibited.

5.
Criminal arrest for drug and/or alcohol-related offenses generally will not constitute grounds for discipline unless criminal conviction or an independent investigation confirms the offense.

6.
The Executive Director may authorize the immediate suspension until such time as his/her investigations disclose the nature of the charges is not prejudicial to the best interest of WRCC.

7.   The legal use of prescribed drugs is permitted on the job if such use does not impair the employee's

ability to work safely and does not endanger other employees.  Employees must keep all prescribed medicine in the original container, which identifies the drug, date of prescription, dosage and prescribing physician.

This is your receipt of the WRCC Personnel Policies.  Windham Regional Community Council, Inc. Personnel Policies were passed by the Board of Directors on March 30, 2000.
Please sign one for your records and present one to your program supervisor.

I, 






, have received my copy of the Windham 

Regional Community Council’s Personnel Policies approved by the BOD on March 30, 2000.

Signature:











Program:











Date:












Please tear off here and give bottom portion, signed and dated, to your program supervisor.
I, 






, have received my copy of the Windham 

Regional Community Council’s Personnel Policies approved by the BOD on March 30, 2000.

Signature:











Program:











Date:












THE CONNECTICUT DISCRIMINATORY EMPLOYMENT PRACTICES ACT


(Section 46a-60(a)(8) of the Connecticut General Statutes) AND


TITLE VII OF THE CIVIL RIGHTS ACT OF 1964


(42 United States Code Section 2000e et seq.)


MAKE SEXUAL HARASSMENT ILLEGAL








THE CONNECTICUT COMMISSION ON HUMAN RIGHTS AND OPPORTUNITIES


90 WASHINGTON STREET


HARTFORD, CT 06106














� This policy has been adopted in compliance with Connecticut laws and applies only to employees not covered by federal drug testing laws and regulations.





