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Revised January 2013 

 
 

Mission Statement 
 

Center for Pan Asian Community Services, Inc. (CPACS) mission is to promote self-sufficiency 
and equity for immigrants, refugees, and underprivileged through comprehensive health and 
social services, capacity building and advocacy. 
 
CPACS is the first, largest and longest standing service agency focused on Asian Americans in 
the Southeast. Based on our belief that “people need people,” CPACS is committed to providing 
culturally and linguistically competent direct services, capacity building and advocacy for the 
community since 1980. 
 
 

Organization Goals 

 Empowering immigrants and refugees 

 Building stronger communities 

 Working for social change 

 
Organizational background 

 

Established in 1980, the mission of the Center for Pan Asian Community Services 
(CPACS) is to create and deliver culturally competent and comprehensive social and health 
services to counteract problems faced by immigrants, refugees and racial-ethnic minorities. 
CPACS offers health and social services to Asian and Pacific Islanders (API) in the greater 
Atlanta area. This population is diverse, as are its needs. CPACS was the first API human 
service agency in the southeastern United States. The organization was founded to provide 
outreach to the area’s Korean-Americans. Over time, CPACS found that they were working with 
Asians from a broad diversity of cultural and linguistic backgrounds.  Under Executive Director 
Chaiwon Kim’s leadership, CPACS now provides a broad array of services to the Asian 
communities of Atlanta through its staff of 57 employees, the majority of whom are bilingual. 
Over 6000 clients are seen for medical services through our walk-in clinic each year. We have 
reached an estimated 200,000 clients through social marketing and health communications and 
information dissemination. CPACS guides its programs through collaboration, research, 
advocacy, documentation, theory and application of culturally and linguistically competent 
community-based programs. Many of CPACS’ programs target women, children and families. 

CPACS core services include employment and business assistance, immigration and 
naturalization assistance, translation and interpretation services, counseling services and 
various advocacy programs, including domestic violence counseling to perpetrators and a DUI 
School and Risk Reduction Program.  Our health care program offers administration of 
immunizations, prevention education on substance abuse, HIV/AIDS and tobacco, plus health 
screening, referral and information.  Clients are assisted in accessing low-income support 
programs including Medicare, Medicaid, and Peach Care for Kids (Georgia’s child health 
insurance program).   

Funding through the Avon Foundation and The Susan B. Komen Foundation enables us to 
offer a Mammography Screening Program, which screened over 350 low-income API women 
yearly for breast cancer.  Since the program began in 2000, we have discovered more than 130 
API women with abnormal results and provided 100% follow up services to all women screened 
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under the program.  CPACS staff walks through the process with each woman step by step (in 
their own language) from intake to 6-month follow up care.  With one full time and one part time 
staff devoted to this project, our dedicated staff members volunteer additional time to provide 
quality health education and support services for our women.  Simple and quick interactions are 
not possible when working with a woman about to receive a breast cancer screening.  Along 
with the increased fear and anxiety of a possible abnormal result, our immigrant and refugee 
clients have to overcome additional challenges of language and cultural barriers.  Each step 
requires greater time and explanation by our staff.  The simple request of completing an 
application form or making a follow up appointment can take hours of staff time due to these 
challenges.  Our staff assists throughout the entire process providing transportation, outreach, 
and interpretation services during medical screening and physician counseling, and follow up 
and referrals for each woman who would be otherwise unserved without the program. 

Our community education program offers English as a Second Language (ESL) classes 
for beginners, intermediate and advanced limited English speakers as well as classes in basic 
computer skills and citizenship.  We also provide cultural competency programs for health, 
social and educational providers.   

CPACS’ Elderly Enrichment Program provides Korean and Vietnamese seniors with a 
Senior Wellness Adult day program as well as homemaker services, assistance in accessing 
Supplemental Security Income (SSI) and other low income support programs for the elderly.  

Youth education and parent support activities include substance abuse prevention and 
education in an after school program and a leadership development/community services 
program for adolescents. A parenting training program educates parents on increasing 
protective factors and decreasing the generation gap. 

Our after school and youth leadership programs, through which we aim to build a 
healthy, caring and responsible community by increasing youth academic achievement, 
increasing youths’ internal assets (commitment to learning, caring for others and self-esteem) 
and reducing youth risk for alcohol, tobacco, drug use and gang involvement.  CPACS after 
school programs provide youth in DeKalb and Gwinnett Counties with a safe and high quality 
educational enrichment program, providing assistance with homework, tutoring, life skills 
training and skills-based education workshops on substance abuse prevention. Jobs for Pay 
combines in-class training and work experience for youth ages 14-18. The program is designed 
to encourage participants to complete school, enhance citizenship skills, provide exposure 
experiences to the world of work and enhance basic educational skills. 

On January 19, 2007, CPACS held the grand opening ceremony for Rainbow Heights, 
the first senior housing complex for Asian Americans in Georgia and the second of its type in 
the country.  Rainbow Heights was built with funding from US Housing and Urban Development 
(HUD).  The purpose of Rainbow Heights is to provide API elderly and disabled persons with 
housing facilities and services specially designed to meet their physical, social and 
psychological needs, and to promote their health, security, happiness and usefulness in longer 
living. 
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Employment Policy 
 
The Agency’s policy on Employment Contract, Benefits/ Eligibility, Work Schedule and 
Responsibility, Overtime, and Fiscal Year for full-time employees, for each employee/ full-time & 
part-time. 
 

Who is an Employee?  

The term employee means an individual who provides services or labor for an employer for 
wages or other remuneration but does not mean independent contractors or those engaged in 
casual domestic employment.  

Who is a Contractor? 

An independent contractor is an individual or entity who carries on independent business, 
contracted to do a piece of work according to their own means and methods, and are subject to 
control only as to results. Some factors that usually define an independent contractor include: 

1.     Setting their own work hours; supplying their own tools and equipment; Paid on a project 
basis;  

2.     Do not receive benefits such as health insurance or paid vacation from this agency.  

If an individual is considered an independent contractor, an employer does not need to verify 
employment eligibility nor complete the I-9 Employment Eligibility Verification Form. 

 

All employees  

 Must submit required employment verification documents or forms. 
 Are subject to a criminal background check prior to signing the employment contract. 
 Are subject to random drug tests. 
 Are subject to attend an annual drug-free work place education seminar. 
 Will undergo the initial six-month probation period. 
 Will undergo two evaluation processes; at the end of the first six (6) months of initial 

employment and then twelve (12) months of employment. 
 
 

Work Performance and Pay Raise 

All employees are required to undergo annual job performance evaluations. Pending on the 
employee’s satisfactory job performance evaluation, s/he is eligible for a raise based on the 
state’s (Georgia) regulated percentile rate for that particular fiscal year.  
 
 
 
 
 
------------------------------------------------------------------------------------------------------------ 
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For Full-time Salaried Employees 

 
BENEFITS (begin at the end of the first six (6) months of full-time employment. If an employee 

has not been in full-time status longer than 6 months, he or she needs to go through 6 month 
probation period again.) 
 
Fiscal Year 

To determine the start of your fiscal year, please refer back to your first day or work. The 
start of your fiscal year begins on the first day of the following month after your first day of 
work. However, if you started work on the first day of the month, then your fiscal year begins 
on that date.  
 
For example, if you started working on the 1st of October, then your fiscal year is the 1st of 
October. If you started work anytime after the 1st of October, then your fiscal year is 
November 1st of the following month.  

 
 
Paid Time Off (PTO) 

CPACS provides its employees with paid time off (PTO) benefits in lieu of the traditional benefits 
of paid vacation, personal days, and sick leave.  PTO may be taken by employees, with prior 
supervisory approval, at such times as best accommodates each employee’s own schedule and 
CPACS’s staffing needs.  PTO is intended to allow employees paid time off from work for 
reasons such as vacation, personal illness, family illness, medical appointments, religious or 
ethnic holidays, or personal or family business.  Employees who are absent from work for any 
reason are required to use any accrued but unused PTO before taking unpaid time off. 
 
For full time CPACS employees, AFTER your 6 month probationary period and performance 
evaluation is complete, PTO accrues according to the following schedule: 
 
 Year 1 ………………….          9 days (allowed only after six months of probation) 
 Year 2 and 3 …………… 14 days 
 Year 4 and 5 …………… 19 days  
 Year 6 plus …………….. 24 days  
 
PTO may be taken in four hour increments only.  Employee absences that occur after all 
available PTO has been used will be unpaid and may be subject to appropriate disciplinary 
action by the CPACS. 
 
PTO cannot be saved into your next fiscal year. Any and all unused PTO will be forfeited. 
 
Health Insurance 

 Please ask Supervisor or Executive Director about this benefit. 
 
Work Hours 

 Exempt Staff 

In general exempt Staff are administrative, executive or professional staff who meet the 
criteria for exemption set forth in the Fair Labor Standards Act (FLSA). 
 
Due to the demands of their work, exempt staff may be required to work more than 40 
hours in a standard work week. Exempt staff will not be eligible for overtime pay for any 
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hours worked over 40 in a work week. Exempt employees may adjust their work hours to 
provide for longer workdays, with occasional partial or whole days off. This flexibility 
shall be approved on a case by case basis at the discretion of the CEO/President. 
Approval of this flexibility in scheduling must not interfere with job duties or general 
operations of the CPACS office.  
 

 Non-Exempt Staff 

Non-Exempt Staff are those staff whose duties don not meet the criteria for Exempt Staff 
in the above. Non-exempt Staff execute most job responsibilities and daily functions at 
the direction and supervision of another CPACS employee. 
 
Overtime for non-exempt staff should only be assigned in those situations where the 
supervisor in charge is convinced that the work is essential in order to meet established 
schedules or deadlines. Efforts will be made to keep it to a minimum. Advance notice will 
be given to employees whenever possible. However, employees should be aware that 
situations occasionally arise that do not permit advance notification. In such a situation, 
the supervisor in charge will make every effort to notify the non-exempt employees who 
are needed for overtime work as early as possible. All overtime shall be approved in 
advance with written request by the immediate supervisor or designee and the 
CEO/President. 

 
 
------------------------------------------------------------------------------------------------------------------ 
 
For Part-time Employees 
 
Work Hours  

 Do not exceed 8 work hours per day, unless pre-approved in writing by Supervisor 
and/or CEO/President. Any additional hours will be considered volunteer/donated hours. 

 Do not exceed your agreed work hours per week, month, or term, unless pre-approved 
in writing by Supervisor and/or CEO/President. Any additional hours will be considered 
volunteer/donated hours. 

 If your work day is less than four (4) hours, then lunch shall NOT be included in your 
work hours. However, if your work day is more than 4.5 hours, this includes a 30-minute 
working lunch. 

 
Timesheets (Work Hour Sheet) 

 Turn in timesheet on the 23rd day of the month. 
 Work hours are to be written in thirty (30) minute increments.  
 Once you arrived more than 5 minutes later than scheduled work hours, you must round 

off to the next 30 minute increment. 
 It is the employee’s responsibility to turn in the timesheets on time; failure to do so may 

result in withholding paycheck. 
 
 
------------------------------------------------------------------------------------------------------------------ 
 
For All Employees 
 
Work Hours  
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 Work schedule will be designated by Supervisor(s) and/or CEO/President. In case of 
changing regular work hours, a written request must be submitted and approved by 
Supervisor(s) and CEO/President. 

 
Holiday  

[See attached Holiday Schedule.] 
 
Clock In/Sign In System  

 Please clock in and out with your provided employee number in the appropriate area 
located near the front desk whenever you leave CPACS main office no matter the 
reason. 

 Clock in and outs are reviewed by your Supervisor and/or CEO/President on a regular 
basis. 

 Please sign in and out on the provided sheet at the front desk area, and included where 
you are going. 

 Both clocking in/out and signing in/out are mandatory and will be subject to penalties, 
leading up to termination, if policy this is not followed. 

 
Time Allocation Sheet (Daily log of employee’s work) 

 Time Allocation Sheets are due at the end of the month.  
 There will be severe consequences to pay if Time Allocation Sheet is not submitted in a 

timely manner. 
 Please see attached Time Allocation Sheet sample.  

 
 
Bi-weekly Report 

 Bi-weekly Reports are due every other Thursday. Please see Front Desk for schedule. 
 CPACS will withhold paycheck if not submitted on a timely manner. 
 Please see attached Bi-weekly Report sample. 

 
 

Standards of Professional Demeanor 

 Disturbance of the work environment is strictly prohibited. Examples include speaking in 
a loud voice and talking excessively about topics unrelated to work. 

 Only work-related informational materials such as books, magazines, and internet 
sources that reasonably promote CPACS’ services are allowed. 

 Unless otherwise authorized, employees may only use personal cell phones for an 
emergency. 

 
Personal Appearance Standards 

Employee’s personal appearance must contribute to an appropriate office environment and 
professional image of the agency in the community. All employees must keep this in mind in 
relation to clothing, make-up and hairstyle. Some examples of unacceptable attire include 
flip-flops; very short skirts and dresses (no shorter than 8 inches from the knee midpoint or 1 
inch past the fingertip); distracting, revealing, or tight clothing; shorts; hats/caps; and tube, 
halter, or tank tops. Employees whose appearance detracts from this code may be asked to 
go home and change by HR department personnel: these hours will be detracted from 
employee’s pay. On the third violation, two (2) weeks pay will be deducted. 

 
Written complaints 
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If an employee receives a written complaint from a co-worker, client or other service 
provider, s/he must meet with a committee made up of Executive Director, Program Director 
and other appropriate staff to discuss the external complaint. If it is determined that the 
employee is not fulfilling the responsibilities of the position, all reasonable steps should be 
taken prior to discharge. In order to determine objectivity that the employee has been given 
an opportunity to correct a deficiency, a system of progressive discipline will include a 
written warning for the first and second offense and immediate termination for any third or 
subsequent offense. 

------------------------------------------------------------------------------------------------------------------ 
 
FOR APPLICABLE STAFF 
 
 
Staff Meeting  

 Staff Meetings are held every third Wednesday of each month.  
 Attendance is mandatory. Please see CEO/President or Supervisor if need to be 

excused from meeting. There will be severe consequences to pay for unexcused 
absences. 

------------------------------------------------------------------------------------------------------------------ 
Effective September 2008 
Revised January 2013 
*This policy is subject to revision. 
------------------------------------------------------------------------------------------------------------------- 

 
Name _______________________ 
 
 

Signature _______________________  Date __________________________



 11 

Employment Contract 
 
 
This is an agreement of employment between the Center for Pan Asian Community Services, 

Inc., herein after referred to as the “employers”, and _______________________, herein after 

referred to as the “employee”.  

 

The employer has its principal place of business at  

3510 Shallowford Rd. NE Atlanta GA 30341.  

 

The employee has his/her principle residence at 

__________________________________________________.  

 

Duties of the Employee                                      

The employee is hereby employed as the  __________________________(Job position). 

Responsibilities include but are not limited to: 

a) 

b) 

c) 

d) 

e) 

 
□ Check here if Job Description is attached. 

 
Salary/Wage 

The compensation for the above named employee shall be (U.S.) $______ □ Salary   □ Hourly   

The pay shall be paid monthly on the 7th of each month. If the 7th is on Saturday, pay will be  

received on Friday. If 7th is on Sunday, pay will be received on Monday.  
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Holidays 
The following is a list of observed holidays (based on the guideline of the state of Georgia 
employee). Please see current Holiday Schedule for more detail.  
  
Work Hours 
The employee shall be working 42 hours to 48 hours per week, from Monday through Sunday 
as based on the CEO/President’s discretion.  
 
No over-time payment shall be made unless a prior written authorization has been sought and 
approved by the Executive Director.  
 
Taxes 
All Federal, State, and other applicable taxes will be automatically deducted from the 
employee’s payroll. 
 
Effective Date & Termination 
This agreement is good for circle one: six months / one year. The effective date starts on 

_______________________ and ends on ____________________.  

 
During the time of the agreed dates, this contract can be terminated “at will” such as neglect of 
job duties, violating terms and conditions of employment (see employee handbook) and lack of 
funding for the assigned department. 
 
Employees must give a written notice two (2) weeks prior to the last day of employment. If the 
employee fails to provide proper notice, the pay for the last two (2)weeks of employment will be 
reduced to Georgia’s minimum wage requirements. 
 
Upon termination, the employee is required to complete his/her report(s) of any work/project 
progress within 2 weeks of the termination date. The employer has the right to keep the last 
paycheck until the employee completes such a progress/completion report(s).  
 
Signed by 
 
_______________________________ (Employee)  ___________________ (date) 
 
 
_______________________________ (Employer)  ___________________ (date) 
CEO/ President 
 
The Center for Pan Asian Community Services, Inc. 
 
Sworn to and subscribed before me 
 
This ___________the day of ____________month, year_________________.  
 
__________________________________ 
Notary Public 
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Probationary Period Agreement 
 

Probationary Period: From ___________ to ___________ 
 

PROBATIONARY PERIOD 
Application: Full-time, part-time, and restricted classified employees.  

 
Purpose 

To establish guidelines for employees to serve an introductory period of employment to 
determine if the employee will be granted full classified status.  
 
Probationary Period 

The probation period is the introductory period of employment that allows the employee and 
agency to determine if the employee is suited for the job. During the probationary period, 
employees may be terminated at the discretion of the appointing authority, without 
access to the Center for Pan Asian Community Services, Inc.’s Grievance Procedure. The 

normal probationary period is six months.  
 
Procedure 

At the beginning of the probation period, the supervisor should confirm with the staff member 
the duties to be performed as set out in the duty statement and, if required, clarify expectations. 
This should normally be done in the context of setting expectations for the annual review 
conducted for General Staff. Supervisors should monitor performance and provide regular 
feedback to probationers during the period of probation. At or about the end of the first half of 
the probation period, the probationer and supervisor should meet up to 

 discuss progress against the agreed performance standards and goals, and 

 identify any performance issues that may need to be addressed during the remainder of 
the probation period and corrective measures, if any, to be implemented. 

The supervisor should keep a record of the meeting, which will be duly noted in the employee’s 
personnel folder. 
 
Cessation of Employment 

The employment of a probationary staff member may be terminated on or before the completion 
of the probation period, the duration of which is specified in the offer of appointment. The staff 
member must be advised of any adverse material which the head of the organizational unit 
intends to take into account in the decision not to confirm the appointment and provided with an 
opportunity to respond to any such material.  
 
__________________________________________________________________________ 
 
Signature below indicates the employee has read and understands the Probationary Period and 
agrees to comply with its ordinances throughout the duration of his/her employment at CPACS. 
 
Staff’s Name (Print, Signature, & Date): _________________________________ 
 
Supervisor’s Name (Print, Signature, & Date): __________________________________ 
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Performance Evaluation 
 

Employee 
Name________________________       Position/Title ________________________ 
SSN_________________________       Project______________________________ 
 
Check one of the following 
3rd month probation [   ]   Annual performance review  [   ] Request for re-evaluation [  ]  
 
For period beginning _____________________ and ending ________________ 
 

Areas of Evaluation 
(Check only one performance rating per 
area of evaluation) 

Performance Rating 

1 2 3 4 5 

Initiative      

Dependability      

Ability to get along & work with others      

Attendance      

Punctuality      

Responsibility/ Reliability      

Job/Project Knowledge      

Interest in Work       

Planning & Organizational Ability      

Quality of Production      

Resource Utilization      

Time Management      

Attitude Towards Supervision      

Decision making skills      

Adaptability to Change/Flexibility      
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******************* 
Performance Rating: 
1. Unsatisfactory    2. Marginal (minimally acceptable)          3. Satisfactory (Acceptable                              
4. Super                  5. Distinguished  

 
 
 
Overall Rating: ______________ 
 
 
Comments (optional)  
 
 
 
 
 
 
 
 
Recommendation for Retention:                                    Yes [    ]                No [    ]  
Recommendation for Promotion and/or Raise               Yes [    ]                No [    ] 
 
 
 
________________________         __________________    _____________ 
(Evaluator’s Signature)                     (Title)                              (Date) 
 
 
 
 
 

Statement of Employee 
 

My supervisor has discussed this performance report with me. I understand that my signature 
indicated that I have a copy of this report and does not necessarily indicate agreement.  

 
 
 
_________________________________          ______________________ 
(Employee’s signature)                                          (Date)     
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Active Employee Certificate of Agreement 
 

I do hereby certify that I have received and read the Center for Pan Asian Community Services, 
Inc. Substance Abuse & Testing Policy and have had the Georgia Worker’s Compensation 
Drug-Free Workplace Certification Program (O.C.G.A. 34-9-410) explained to me. 
 
I understand that if my performance indicated it is necessary, or in the case of random testing, I 
will submit to a substance abuse test. I also understand that failure to comply with a substance 
abuse test request or having a positive result after taking such a test may lead to termination of 
employment and denial of unemployment benefits.  
 
I understand that failure to submit to a substance abuse test or a positive test result may affect 
my right to opt for worker’s compensation benefits. I further agree to and hereby authorize the 
release of the results of said tests to the agency. Nothing in this agreement form is to be 
construed as a contract between the agency and the employee.  
 
Name (Please Print): _____________________________________ 
 
Signature: _____________________________________________ 
 
Date: _________________________________________________ 
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Adequate, Trained Staff Policy 
 

SUBJECT: Adequate, Trained Staff – Meeting all local and state requirements. 
POLICY STATEMENT: 
It is the policy of the Center for Pan Asian Community Services’ staffs who have sufficient 
numbers of officers trained. 
APPLICABILITY: 
This policy is applicable to the Center for Pan Asian Community Services’ staff.  
The Center for Pan Asian Community Services, Inc. maintains a strong commitment to quality in 
the services and support we provide. CPACS is committed to the following Quality Improvement 
Plan in our services specifically for, but not limited to the Asian and Pacific Islander communities 
of Georgia and the Southeastern U.S. 
PURPOSE: To provide a systematic center-wide process for evaluating quality of services 
provided at The Center for Pan Asian Community Services, Inc. and for taking action to ensure 
performance is improved and problems are resolved when a need is indicated. 
POLICY:  CPACS’ Quality Improvement efforts include the entire organization and involve staff 
at all levels and from every department. 
DEFINITION: 
Quality Improvement Plan – A document describing the Center’s major Performance 
improvement activities, goals, and priorities for the fiscal year.  
RESPONSIBLITIES: 
Board of Directors– responsible for approving the annual Quality Improvement Plan and 
providing input into its development, implementation, and evaluation. 
Program Director – each program director is responsible for coordinating development, 
implementation and evaluation of annual Quality Improvement Plan for their specific program. 
PROCEDURE: 

The purpose of Quality Improvement plan is to provide guidance and structure for performance 
improvement activities affecting all department and service unit by (1) establishing performance 
improvement goals and (2) working to resolve problems and address needs identified through 

performance improvement activities. Evaluation of progress with the goals identified in the 
annual plan will occur throughout the year and may be adjusted as a need is indicated. A written 
report summarizing implementation of the plan and overall quality improvement activities at The 

Center will be developed at the end of each fiscal year. This year-end evaluation will be 
submitted to CPACS staff the Board of Directors fro planning and guidance.
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Disciplinary and Grievance Policy 

APPLICABILITY 
This policy applies to employees who have gained career status as defined below: 
        A. Effective July 1, 1996, career status was accorded every employee in service who: 

1. Is in a permanent position appointment; and  
2. Has been continuously employed by the State of Georgia in a position subject to the 

State Personnel Act for the immediate 24 preceding months. 
        B. The provisions of this policy are generally not applicable to employees with probationary 
or temporary appointments (see C below). 
        C. The following grievances may be initiated without regard to type of appointment, length 
of service or pay grade: 

1. Alleged discrimination (G.S. 126-16 and G.S. 126-36). This type of grievance may be 
initiated through the Agency's grievance policy or directly to the Personnel Commission 
as described later (see section on discrimination) in this policy. 

2. Alleged inaccurate or misleading information in personnel file (G.S. 126-25). This type of 
grievance may be initiated through the Agency's grievance policy. 

 
GRIEVANCE PROCEDURES 
Non-Discrimination 
Discussion between Employee and Immediate Supervisor 

A. If an employee has a grievance, the nature of the grievance and request to discuss it 
must be presented in writing to his/her immediate supervisor. The grievance must be 
presented within fifteen (15) calendar days of its occurrence or from the date the 
employee knew of its occurrence. 

B. If the grievance is the result of action from the employee's immediate supervisor, the 
grievance may be presented to the next supervisory level. If the grievance does not fall 
within the administrative or decision-making authority of the immediate supervisor, the 
immediate supervisor shall, within 48 hours of receipt of the grievance refer the 
grievance to the lowest level supervisor with administrative or decision-making authority 
over the subject matter of the grievance and over the subject matter of the grievance 
and notify the employee of the fact of and the basis for referral. 

C. The supervisor may call higher-level supervisors into the discussion if the employee 
agrees. Following the discussion, the supervisor may choose to consult the higher-level 
supervisors or administrators to seek any needed advice or counsel before giving a 
response. 

D. The employee shall receive a written response within ten (10) calendar days following 
the discussion, or be advised as to the conditions which prevent an answer within ten 
(10) calendar days and when an answer may be expected. The written response shall 
also include the employee's rights of appeal along with a copy of the Agency's 
Grievance Policy and Procedures.  
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Discrimination 

A. Any applicant for employment or any employee who feels that he/she has been 
discriminated against because of race, religion, color, creed, national origin, sex, 
physical disability, political affiliation, or age, may appeal to the Executive Committee. 
Such an appeal must be made to the respective party within thirty(30) calendar days of 
the alleged discriminatory action. An appeal to Agency must be filed in writing. 

B.   An employee, who alleges sexual harassment and elects to utilize the Agency's 
grievance procedure, shall have the right to bypass any step in the Agency's grievance 
procedure involving discussions with or review by the alleged harasser. 

 
Guidelines 

A. Employees shall have the right to present a grievance or appeal free from interference, 
restraint, coercion or reprisal. Issues that may be grieved through the Agency's policy 
include but are not limited to the following: written warning, demotion, suspension 
without pay, dismissal, reduction-in-force, discrimination, promotional priority and 
performance pay disputes. 
 
Performance pay disputes however include only the following issues: (1) failure to 
receive an increase, (2) the amount of performance increase, and (3) overall 
performance appraisal rating. Matters relating to a written warning or a performance pay 
dispute may not be appealed to the Personnel Commission. 

B. Matters of inherent management rights are not subject to appeal under this policy. These 
matters include but are not limited to such areas as the programs and functions of the 
agency, standards of service, the overall agency budget, the utilization of technology, 
and the assignment and reassignment of staff to positions, duty stations and shifts 
except where such transfers include a demotion to a lower classification. 

C. This policy shall be posted in a permanent and conspicuous manner in work areas. New 
employees will be provided with an overview of the Disciplinary Action, Suspension and 
Dismissal Policy as well as the Grievance Policy and Procedures during new employee 
orientation. All employees will be notified of grievance policy and procedure changes 
through inserts attached to employee pay checks stubs, and/or through Agency 
newsletters, etc. This notification shall be no later than 30 days prior to the effective date 
of the change. 

D. A grievance which involves the dismissal or demotion of a career employee shall be 
resolved 90 calendar days from the date the grievance was initiated unless the 
employee and management agree to additional time. In cases not involving the dismissal 
or demotion of a career employee, the grievance shall be resolved within 120 calendar 
days from the date the grievance was initiated unless additional time is agreed upon by 
the employee and management. 
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Client Grievance Policy 
 

The fundamental criterion for initiating a grievance is that a client believes a decision made by a 
CPACS authority or the action of a CPACS member affecting some aspect of his/her 
program/service rendered has not be reasonable, just, or fair.  
 
Grievances are complaints in various matters such as alleged procedural error or instances of 
bias or prejudice (e.g. sexual harassment, discrimination, or abuse of supervisory authority).  
 
The grievance process is divided into the following three stages, with each successive stage 
becoming increasingly formal. 
 

 An informal inquiry is the first stage and is initiated by a client going directly to the 
individual (or program director) whose decision or action is being questioned. This 
communication can be either in writing or in person. This step must be taken before a 
review under formal procedures is sought; experience has shown informal 
communication to be an effective resolution mechanism.  

 A client who is not satisfied with the outcome of an informal inquiry may initiate a formal 
review by submitting a written request to the CEO, indicating the grounds on which the 
request is being made.  

 A client who is not satisfied with the outcome of a formal review may initiate an appeal, 
the third and final state in the process, by requesting a hearing before a grievance 
committee consisting of a minimum of two staff members, the CEO and one board of 
directors member.  

 
At each stage in the process, parties to a grievance are entitled to bring a colleague for advice 
and support.  
 
Clients are expected to seek remedies for their grievances promptly, and normally must lodge a 
grievance within 30 days in which the alleged event or series of events occurred. Clients are 
entitled to timely responses to their queries, including the reasons for which decisions are made. 
Six (6) months after the program or service is rendered, a client’s right to initiate a grievance 
ceases unless substantive new evidence is obtained.  
 
No decision may be made at any step of the grievance procedure that conflicts with or modifies 
an approved CPACS Board of Directors policy; or that is contrary to any law or any contract to 
which the organization is a party. 
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INDEPENDENT CONTRACTOR AGREEMENT 

This Agreement is entered into as of the ________ day of ________________, 20____, between The Center for Pan Asian Community 

Services, Inc. ("the Company") and [service provider’s name] ("the Contractor"). 

 

1. Independent Contractor. Subject to the terms and conditions of this Agreement, the Company hereby engages the Contractor as an 

independent contractor to perform the services set forth herein, and the Contractor hereby accepts such engagement. 

 

2. Duties, Term, and Compensation. The Contractor’s duties, term of engagement, compensation and provisions for payment thereof 

shall be as set forth in the estimate previously provided to the Company by the Contractor and which is attached as Exhibit A, which may 

be amended in writing from time to time, or supplemented with subsequent estimates for services to be rendered by the Contractor and 

agreed to by the Company, and which collectively are hereby incorporated by reference. 

 

3. Expenses. During the term of this Agreement, the Contractor shall bill and the Company shall reimburse [him or her] for all 

reasonable and approved out-of-pocket expenses which are incurred in connection with the performance of the duties hereunder. 

Notwithstanding the foregoing, expenses for the time spent by Contractor in traveling to and from Company facilities shall not be 

reimbursable. 

 

4. Written Reports. The Company may request that project plans, progress reports and a final results report be provided by Contractor 

on a monthly basis. A final results report shall be due at the conclusion of the project and shall be submitted to the Company in a 

confidential written report at such time. The results report shall be in such form and setting forth such information and data as is 

reasonably requested by the Company. 

 

5. Inventions. Any and all inventions, discoveries, developments and innovations conceived by the Contractor during this engagement 

relative to the duties under this Agreement shall be the exclusive property of the Company; and the Contractor hereby assigns all right, 

title, and interest in the same to the Company. Any and all inventions, discoveries, developments and innovations conceived by the 

Contractor prior to the term of this Agreement and utilized by [him or her] in rendering duties to the Company are hereby licensed to the 

Company for use in its operations and for an infinite duration. This license is non-exclusive, and may be assigned without the 

Contractor’s prior written approval by the Company to a wholly-owned subsidiary of the Company. 

 

6. Confidentiality. The Contractor acknowledges that during the engagement [he or she] will have access to and become acquainted 

with various trade secrets, inventions, innovations, processes, information, records and specifications owned or licensed by the Company 

and/or used by the Company in connection with the operation of its business including, without limitation, the Company’s business and 

product processes, methods, customer lists, accounts and procedures. The Contractor agrees that [he or she] will not disclose any of the 

aforesaid, directly or indirectly, or use any of them in any manner, either during the term of this Agreement or at any time thereafter, 

except as required in the course of this engagement with the Company. All files, records, documents, blueprints, specifications, 

information, letters, notes, media lists, original artwork/creative, notebooks, and similar items relating to the business of the Company, 

whether prepared by the Contractor or otherwise coming into [his or her] possession, shall remain the exclusive property of the 

Company. The Contractor shall not retain any copies of the foregoing without the Company’s prior written permission. Upon the 

expiration or earlier termination of this Agreement, or whenever requested by the Company, the Contractor shall immediately deliver to 

the Company all such files, records, documents, specifications, information, and other items in [his or her] possession or under [his or 

her] control. The Contractor further agrees that [he or she] will not disclose [his or her] retention as an independent contractor or the 

terms of this Agreement to any person without the prior written consent of the Company and shall at all times preserve the confidential 

nature of [his or her] relationship to the Company and of the services hereunder. 

 

7. Conflicts of Interest; Non-hire Provision. The Contractor represents that [he or she] is free to enter into this Agreement, and that this 

engagement does not violate the terms of any agreement between the Contractor and any third party. Further, the Contractor, in rendering 

[his or her] duties shall not utilize any invention, discovery, development, improvement, innovation, or trade secret in which [he or she] 

does not have a proprietary interest. During the term of this agreement, the Contractor shall devote as much of [his or her] productive 

time, energy and abilities to the performance of [his or her] duties hereunder as is necessary to perform the required duties in a timely 

and productive manner. The Contractor is expressly free to perform services for other parties while performing services for the 

Company. For a period of six months following any termination, the Contractor shall not, directly or indirectly hire, solicit, or encourage 

to leave the Company’s employment, any employee, consultant, or contractor of the Company or hire any such employee, consultant, or 

contractor who has left the Company’s employment or contractual engagement within one year of such employment or engagement. 

 

8. Right to Injunction. The parties hereto acknowledge that the services to be rendered by the Contractor under this Agreement and the 

rights and privileges granted to the Company under the Agreement are of a special, unique, unusual, and extraordinary character which 

gives them a peculiar value, the loss of which cannot be reasonably or adequately compensated by damages in any action at law, and the 

breach by the Contractor of any of the provisions of this Agreement will cause the Company irreparable injury and damage. The 

Contractor expressly agrees that the Company shall be entitled to injunctive and other equitable relief in the event of, or to prevent, a 

breach of any provision of this Agreement by the Contractor. Resort to such equitable relief, however, shall not be construed to be a 

waiver of any other rights or remedies that the Company may have for damages or otherwise. The various rights and remedies of the 

Company under this Agreement or otherwise shall be construed to be cumulative, and no one of them shall be exclusive of any other or 

of any right or remedy allowed by law. 
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9. Merger. This Agreement shall not be terminated by the merger or consolidation of the Company into or with any other entity. 

 

10. Termination. The Company may terminate this Agreement at any time by 10 working days’ written notice to the Contractor. In 

addition, if the Contractor is convicted of any crime or offense, fails or refuses to comply with the written policies or reasonable directive 

of the Company, is guilty of serious misconduct in connection with performance hereunder, or materially breaches provisions of this 

Agreement, the Company at any time may terminate the engagement of the Contractor immediately and without prior written notice to 

the Contractor. 

 

11. Independent Contractor. This Agreement shall not render the Contractor an employee, partner, agent of, or joint venturer with the 

Company for any purpose. The Contractor is and will remain an independent contractor in [his or her] relationship to the Company. The 

Company shall not be responsible for withholding taxes with respect to the Contractor’s compensation hereunder. The Contractor shall 

have no claim against the Company hereunder or otherwise for vacation pay, sick leave, retirement benefits, social security, worker’s 

compensation, health or disability benefits, unemployment insurance benefits, or employee benefits of any kind. 

 

12. Insurance. The Contractor will carry liability insurance (including malpractice insurance, if warranted) relative to any service that 

[he or she] performs for the Company. 

 

13. Successors and Assigns. All of the provisions of this Agreement shall be binding upon and inure to the benefit of the parties hereto 

and their respective heirs, if any, successors, and assigns. 

 

14. Choice of Law. The laws of the state of Georgia shall govern the validity of this Agreement, the construction of its terms and the 

interpretation of the rights and duties of the parties hereto. 

 

15. Arbitration. Any controversies arising out of the terms of this Agreement or its interpretation shall be settled in accordance with the 

rules of the American Arbitration Association, and the judgment upon award may be entered in any court having jurisdiction thereof. 

 

16. Headings. Section headings are not to be considered a part of this Agreement and are not intended to be a full and accurate 

description of the contents hereof. 

 

17. Waiver. Waiver by one party hereto of breach of any provision of this Agreement by the other shall not operate or be construed as a 

continuing waiver. 

 

18. Assignment. The Contractor shall not assign any of [his or her] rights under this Agreement, or delegate the performance of any of 

[his or her] duties hereunder, without the prior written consent of the Company. 

 

19. Notices. Any and all notices, demands, or other communications required or desired to be given hereunder by any party shall be in 

writing and shall be validly given or made to another party if personally served, or if deposited in the United States mail, certified or 

registered, postage prepaid, return receipt requested. If such notice or demand is served personally, notice shall be deemed constructively 

made at the time of such personal service. If such notice, demand or other communication is given by mail, such notice shall be 

conclusively deemed given five days after deposit thereof in the United States mail addressed to the party to whom such notice, demand 

or other communication is to be given as follows: 

The Center for Pan Asian Community Services, Inc. 

Attn: Human Resources Dept. 

3760 Park Avenue 

Doraville, GA 30340 

Any party hereto may change its address for purposes of this paragraph by written notice given in the manner provided above. 

 

20. Modification or Amendment. No amendment, change or modification of this Agreement shall be valid unless in writing signed by 

the parties hereto. 

 

21. Entire Understanding. This document and any exhibit attached constitute the entire understanding and agreement of the parties, and 

any and all prior agreements, understandings, and representations are hereby terminated and canceled in their entirety and are of no 

further force and effect. 

 

22. Unenforceability of Provisions. If any provision of this Agreement, or any portion thereof, is held to be invalid and unenforceable, 

then the remainder of this Agreement shall nevertheless remain in full force and effect. 

 

IN WITNESS WHEREOF the undersigned have executed this Agreement as of the day and year first written above. The parties hereto 
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agree that facsimile signatures shall be as effective as if originals. 

 

 

The Center for Pan Asian Community Services, Inc. 

 

Print Name:_________________________ 

Signature:__________________________ 

[title or position]: ____________________   Date: ___________________________ 

 

 Independent Contractor   

Print Name:_________________________ 

Signature:___________________________  Date: ___________________________ 

 

 

 

SCHEDULE A 

DUTIES, TERM, AND COMPENSATION 

DUTIES: The Contractor will [describe here the work or service to be performed]. [He or she] will report directly to [name] and to any 

other party designated by [name] in connection with the performance of the duties under this Agreement and shall fulfill any other duties 

reasonably requested by the Company and agreed to by the Contractor. 

 

TERM: This engagement shall commence upon execution of this Agreement and shall continue in full force and effect through [date] or 

earlier upon completion of the Contractor’s duties under this Agreement. The Agreement may only be extended thereafter by mutual 

agreement, unless terminated earlier by operation of and in accordance with this Agreement. 

 

COMPENSATION: (Choose A or B) 

A. As full compensation for the services rendered pursuant to this Agreement, the Company shall pay the Contractor at the hourly rate of 

[dollar amount] per hour, with total payment not to exceed [dollar amount] without prior written approval by an authorized representative 

of the Company. Such compensation shall be payable within 30 days of receipt of Contractor’s monthly invoice for services rendered 

supported by reasonable documentation. 

 

B. As full compensation for the services rendered pursuant to this Agreement, the Company shall pay the Contractor the sum of 

____________________ [dollar amount], to be paid _____________________________________ [time and conditions of payment.] 
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Nepotism Policy 
 
CPACS permits the employment of qualified relatives of employees, of the employee's 
household, or immediate family as long as such employment does not, in the opinion of the 
Executive Committee, create actual conflicts of interest. For purposes of this policy, "qualified 
relative" is defined as a spouse, child, parent, sibling, grandparent, grandchild, aunt, uncle, first 
cousin, corresponding in-law, "step" relation, or any member of the employee's household. 
CPACS will use sound judgment in the placement of related employees in accordance with the 
following guidelines:  

 Individuals who are related by blood, marriage, or reside in the same household are 
permitted to work in the same department, provided no direct reporting or supervisor to 
subordinate relationship exists. That is, no employee is permitted to work within "the 
chain of command" when one relative's work responsibilities, salary, hours, career 
progress, benefits, or other terms and conditions of employment could be influenced by 
the other relative. 

 Related employees may have no influence over the wages, hours, benefits, career 
progress and other terms and conditions of the other related staff members.  

Employees who marry while employed, or become part of the same household are treated in 
accordance with these guidelines. That is, if in the opinion of the Executive Committee, a 
conflict arises as a result of the relationship, one of the employees may be transferred at the 
earliest practicable time. 
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Staff Notified of No Smoking/ Other Substance Provision 

 

In consequence of the Smoke-Free Environments Act, smoking is banned inside all Center for 
Pan Asian Community Services (CPACS) buildings, sites and facilities. Smoking, using alcohol 
or illicit narcotics is prohibited on all CPACS property, including inside CPACS owned vehicles. 

Consumption of alcohol and other drugs may be detrimental to the performance of work tasks, 
to the reputation of CPACS and to co-operation in the workplace. Help is available to employees 
with alcohol and drug problems, and any communication on the subject is treated as confidential 
information. Colleagues share a responsibility to assist in solving any alcohol or drug problems 
as early as possible for the sake of work performance, co-operation, job satisfaction and the 
reputation of the organization. Failure to disclose information on smoking, alcohol or drug use 
on or in CPACS property will result in serious consequences.  
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DRUG AND ALCOHOL FREE WORKPLACE POLICY 
 

 
I. GENERAL  
 

The Center for Pan-Asian Community Services, Inc. (hereafter referred to as “CPACS”) is  
a drug and alcohol free workplace.  All employees will abide by the terms of this policy as  
a condition of their employment.  All employees will be required to sign a statement that  
they have received and will comply with this policy.  

 
II. PURPOSE  
 

The purpose of this policy is to maintain a workplace environment that is free from the  
effects of drug and alcohol.  

 
III. RESPONSIBILITY  

 
A. Department directors shall ensure that their department staff follows the procedure set forth in this 

policy.  
 
B. Compliance with this policy is the responsibility of all CPACS employees as a condition of 

employment.  
 
C. Human Resources shall maintain this policy.  
 

IV. POLICY  
 

A.   CPACS is committed to providing a safe work place for its employees that is free of the effects of 
substance abuse and is committed to employee health. CPACS expects all employees to report 
for work in condition to perform their duties. Since CPACS is involved in public service, the 
community depends on careful attention by all our employees. Such attention must not be 
affected by the use of drugs and/or alcohol.  

 
CPACS expects all employees to report for work in condition to perform their duties. On-the-job 
involvement with drugs and/or alcohol is a violation of our policy, State and Federal law.  
 

B. The unlawful manufacture, distribution, dispensing, possession, or use by an employee of a 
controlled substance as defined in Schedules I through V of Section 202 of the Controlled 
Substances Act (21 U.S.C. 812), and as further defined by regulation at 21 C.F.R. 1308.11 - 
1308.15 is prohibited in any work site operated by CPACS.  Employees are also prohibited from 
consuming alcohol or being under the influence of alcohol while in paid work status.  

 

V. PROCEDURE  
 

A. Use of controlled substances or alcohol in the workplace is considered a major offense.  
 
B.  CPACS will test employees for illegal drugs in these five (5) situations: 
 1. Pre-Employment:  All individuals must be tested before being employed by CPACS.  Testing is 

done after an employment offer is made.  The offer is final only after the applicant passes a drug 
test. 

 2. Post-Accident: Every employee who has caused or contributed to an accident where time is 
lost form work or company property is damaged must be tested. 

 3. Reasonable Suspicion: CPACS can test employees for drugs or alcohol if there is good reason 
to suspect that the employee is using drugs or alcohol on the job against company policy.  Glazed 
eyes, slurred speech, staggering, and visible evidence of drugs or alcohol are examples of when 
employees can be tested.  
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 4. Post-Rehabilitation: Follow up testing is required for any employee who must enter an 
employee assistance or treatment program because of a positive drug or alcohol test.  An 
employee in treatment must be tested before returning to work, and then at any time for the next 
two years.  Employees do not receive advance notice of these tests.  

 5. Random Drug Testing:  CPACS will conduct random drug testing. Every employee has an 
equal chance of being selected for testing.  The time of the testing is not announced in advance. 
 

C. Employees shall notify CPACS of any criminal drug statute conviction for a violation occurring in 
the workplace no later than five working days after the conviction. Within 30 days of receiving the 
notice of conviction, CPACS will take appropriate personnel action as prescribed by its Discipline 
Policy.  

D.  The penalty for employees for drug test is immediate suspension pending the results of a 
second drug test.  There will be a second drug test administered within 48 hours.  Failure to take 
the test and/or testing positive for the second time will result in immediate termination from 
employment.  

 
VI. SUPPLEMENTAL INFORMATION  
 

A. References 
 

1. 34 CFR, Part 85  
 
2. Section 202 of the Controlled Substances Act (21 U.S.C.812)  
 
3. 21 CFR 1308.11-15  
 

B. Definitions  
 

1. Alcohol: means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular 
weight alcohols. This could include abuse of medications containing alcohol.  

 
2. Controlled Substances:  Controlled substances include cocaine, marijuana, opiates, 

amphetamines, and phencyclidine and any other substance determined by the U.S. 
Department of Transportation to be a controlled substance as referenced in Schedules I 
through V of Section 202 of the Controlled Sub-stances Act (21 U.S.C. 812), and as further 
defined by regulation at 21 C.F.R. 1308.11 - 1308.15.  

 
 
Signature below indicates the employee has read, understands, and agrees to comply with this Policy 
throughout the duration of his/her employment at CPACS. 
 
Employee’s Name: _______________________________   Date:  _____________________  
 
Employee’s Signature: ____________________________ 
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Lobbying Policy  
 

 
Why are these rules important? 

The federal tax laws that apply to 501(c)(3) public charity organizations are important for two 
reasons: 1) it impacts not only federal lobbying but also lobbying that is done at the state and 
local level; and 2) it is the only law that caps how much lobbying public charities can engage in.  
 
Some states and municipal laws require disclosure of the amount of money a public charity 
spends on state and local lobbying, frequently with a different, more expansive definition of 
lobbying than federal tax law. Thus, it is important for 501(c)(3) public charities to be aware of 
BOTH federal tax law and state law regarding lobbying.  
 
Lobbying Versus Advocacy 

Often organizations believe that lobbying and advocacy are interchangeable terms. In fact, 
lobbying is just one form of advocacy. All nonprofits can engage in advocacy, whereas the 
scope and extent of an organization’s lobbying activities vary according to its tax exempt status. 
Advocacy allows organizations to serve their constituencies and promote their causes through 
educating the public and policymakers, conducting research, litigating, organizing, lobbying, and 
more.  
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Conflict of Interest Policy  
 

Center for Pan Asian Community Services 
 
The purpose of the following policy and procedures is to prevent the personal interest of staff 
members, board members, and volunteers from interfering with the performance of their duties 
to the Center for Pan Asian Community Services, or result in personal financial, professional, 

or political gain on the part of such persons at the expense of the Center for Pan Asian 
Community Services or its Members, supporters, and other stakeholders. 
 
Definitions: Conflict of Interest (also Conflict) means a conflict, or the appearance of a conflict, 
between the private interests and official responsibilities of a person in a position of trust.  
Persons in a position of trust include staff members, officers, and board members of the Center 
for Pan Asian Community Services.  Board means the Board of Directors.  Officer means an 
officer of the Board of Directors.  Volunteer means a person -- other than a board member -- 

who does not receive compensation for services and expertise provided to the Center for Pan 
Asian Community Services and retains a significant independent decision-making authority to 
commit resources of the organization.  Staff Member means a person who receives all or part of 
her/his income from the payroll of the Center for Pan Asian Community Services.  Member 
means a Member of the Center for Pan Asian Community Services which shall be a state 
association of nonprofit organizations that represent a statewide and multi-sector or sub-sector 
501(c)(3) constituency with a diverse range of corporate identities, or a regional association of 
nonprofit organizations that represent a specific region within a state or multi-state geographic 
area and a multi-sector or sub-sector constituency with a diverse range of corporate identities.  
Supporter means corporations, foundations, individuals, 501 (c )(3) nonprofits, and other 
nonprofit organizations who contribute to the Center for Pan Asian Community Services. 
 
POLICY AND PRACTICES: 

1. Full disclosure, by notice in writing, shall be made by the interested parties to the full Board 
of Directors in all conflicts of interest, including but not limited to the following: 
a. A board member is related to another board member or staff member by blood, marriage 

or domestic partnership. 
b. A staff member in a supervisory capacity is related to another staff member whom 

she/he supervises. 
c. A board member or their organization, CPACS officer, employee, or agent stands to 

benefit from the Center for Pan Asian Community Services transaction or staff member 
of such organization receives payment from any subcontract, goods, services to clients, 
procurement of supplies, equipment, or construction other than as part of her/his regular 
job responsibilities or as reimbursement for reasonable expenses incurred as provided in 
the bylaws and board policy.  

d. A board member's organization receives grant funding from the Center for Pan Asian 
Community Services. 

e. A board member or staff member is a member of the governing body of a contributor to 
the Center for Pan Asian Community Services. 

f. A volunteer working on behalf of the Center for Pan Asian Community Services who 
meets any of the situations or criteria listed above. 

2. Following full disclosure of a possible conflict of interest or any condition listed above, the 
Board of Directors shall determine whether a conflict of interest exists and, if so the Board 
shall vote to authorize or reject the transaction or take any other action or disciplinary action 
deemed necessary to address the conflict and protect Center for Pan Asian Community 
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Services’ best interests.  Both votes shall be by a majority vote without counting the vote of 
any interested director, even if the disinterested directors are less than a quorum provided 
that at least one consenting director is disinterested. 

3. A Board member or Committee member who is formally considering employment with the 
Center for Pan Asian Community Services must take a temporary leave of absence until the 
position is filled.  Such a leave will be taken within the Board member's elected term which 
will not be extended because of the leave.  A Board member or Committee member who is 
formally considering employment with the Center for Pan Asian Community Services must 
submit a written request for a temporary leave of absence to the Secretary of the Center for 
Pan Asian Community Services Board, c/o the Center for Pan Asian Community Services’ 
office, indicating the time period of the leave.  The Secretary of the Center for Pan Asian 
Community Services will inform the Chair of the Board of such a request.  The Chair will 
bring the request to the Board for action.  The request and any action taken shall be 
reflected in the official minutes of the Center for Pan Asian Community Services. 

4. An interested Board member, officer, or staff member shall not participate in any discussion 
or debate of the Board of Directors, or of any committee or subcommittee thereof in which 
the subject of discussion is a contract, transaction, or situation in which there may be a 
perceived or actual conflict of interest.  However, they may be present to provide clarifying 
information in such a discussion or debate unless objected to by any present board or 
committee member. 

5. Anyone in a position to make decisions about spending the Center for Pan Asian 
Community Services’ resources (i.e., transactions such as purchases contracts) – who also 
stands to benefit from that decision – has a duty to disclose that conflict as soon as it arises 
(or becomes apparent); s/he should not participate in any final decisions. CPACS officers, 
employees, or agents should neither solicit nor accept gratuities, favors, or anything of 
monetary value from subcontractors/vendors or potential subcontractors/vendors. In 
addition, these specific parties shall not participate in the selection, award or administration 
of a purchase or subcontract where, to his knowledge, any of the following has financial 
interest in that purchase or subcontract: 
1)The employee, officer, or agent, 2) Any member of his or her immediate family, 3) His or 
Her partner, 4) An organization in which any of the above is an officer, director, or 
employee, 5) A person or organization with whom any of the above individuals is negotiating 
or has any arrangement concerning prospective employment.  

6. A copy of this policy shall be given to all Board members, staff members, volunteers or other 
key stakeholders upon commencement of such person's relationship with the Center for Pan 
Asian Community Services or at the official adoption of stated policy.  Each board member, 
officer, staff member, and volunteer shall sign and date the policy at the beginning of her/his 
term of service or employment and each year thereafter.  Failure to sign does not nullify the 
policy. 

7. This policy and disclosure form must be filed annually by all specified parties. 
 

 

Signature 
 

Printed Name 
__________________ 
Date  
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Employee Conflict of Interest 
Disclosure Form 

 
 
This form must be filed annually by all specified parties, as identified in the Center for Pan Asian 
Community Services, Inc. (CPACS) Conflict of Interest Policy Statement ratified by the CPACS’ 
Board of Directors on ________________________{Date of ratification}) 
 
 
_____    I have no conflict of interest to report 
 
_____    I have the following conflict of interest to report (please specify): 
 
 

 

 

 

 

 

 
 
 
The undersigned, by their affixed signature, note their understanding of the implications of this 
policy. 
 
 

Signature 
 
 

Printed Name 
 
__________________ 

Date  
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Media Release Form 
 
 
  

I,_____________________________( participant name) grant the Center for Pan Asian 
Community Services, Inc. (CPACS) the right to use my picture, my voice and quotations 
of my words for marketing material including, but not limited to, brochures, newsletters 
and videos.  
 
I understand that all parties will act responsibly with my information, and will not publish 
or share personal information such as my address or contact information with any other 
individual or entity. 
 
I am over 18 years of age.      Yes       No    (circle one)     Date of birth ___________ 
 

Participant Signature__________________________________Date_____________ 

 

Youth Participant Printed Name__________________________________ 

 
 
 
 
If the youth participant is under 18, consent should be given by the parent or guardian, 
as follows: 
 
I hereby certify that I am the parent and/or guardian of _______________________,  
(youth participant name), and grant the Center for Pan Asian Community Services, Inc. 
(CPACS) the right to use his/her picture, voice and quotations of their words for 
marketing material including but not limited to brochures, newsletters, videos etc.   
 
I understand that all parties will act responsibly with my youth’s information, and will not 
publish or share personal information such as address or contact information with any 
other individual or entity. 
 
 

Parent/Guardian Signature__________________________________Date_________ 

Parent/Guardian Printed Name____________________________________________
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Code of Conduct 
 

Employees of the Center for Pan Asian Community Services, Inc. are charged with adhering to 
high moral standards and practices and with conducting themselves in accordance with the 
agency’s policies and any applicable laws.  
 
Confidential Information 

Employees of the agency must safeguard confidential information entrusted to them by the 
agency or its clients. Confidential information shall not be misused by employees, former 
employees, or outsiders. Disclosing confidential information to persons not entitled to such 
information and assisting any person in gaining unauthorized access to agency records are both 
direct violations of the agency’s policy and cause for immediate termination of employment.  
 
Use of Company Records and Property 
The Center for Pan Asian Community Services, Inc. holds each employee responsible for 
maintaining complete and accurate records, accounting entries, and accuracy in keeping 
records of expenditures reflecting legitimate business expenses. Misapplication or improper use 
of the agency funds or property or false entry to records by employees is in violation of its 
policy. 
 
Signature of this document indicates the employee has read and understands the Center for 
Pan Asian Community Services, Inc.’s Code of Conduct. The employee agrees to abide by the 
standards described above and understands s/he may be terminated if any violations of said 
stands are found. 
 
Name __________________________ 
 
Signature _______________________  Date __________________________ 
 
Witness ________________________  
 
Signature _______________________ Date __________________________ 
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CONFIDENIALTY POLICY 

  

Staff/Volunteer’s Name: __________________________________________________ 

 ACCESS TO CONFIDENTIAL CLIENT & VOLUNTEER RECORDS AND AGENCY PROCEEDINGS 

In order for the Center of Pan Asian Community Service, Inc. to provide a responsible and professional service to 

clients, it is sometimes necessary for volunteers, clients and parents or guardians of clients to be asked divulge 

extensive personal information about themselves and their families. The agency respects the confidentiality of the 

client and volunteer records and interactions, with the exception of the situations below, shared information about 

clients and volunteer only among the agency professional staff. (Note: These files are handled by clerical staff, both 

paid and volunteer.) The right of confidentiality applies not only to written records, but also to video, films, pictures 

and use of clients or volunteer’s name in agency publications. The rights to confidentiality also extends to cover 

meetings, interviews, and other proceedings used you serve clients.  

All records are considered the property of the agency workers or clients or volunteers themselves. In order to 

provide a service which is in the best interest of the children served by the program, information from outside the 

sources, including confidential references, must be assessed along with information gained from the clients or 

volunteers themselves. Records are, therefore, not available for review by the clients o volunteers.       

Clients and volunteers should be provided, at the time of application, a copy of this statement on confidentiality 

along with the exceptions which define the limits of confidentiality. A client or volunteer shall sign a statement that 

he/she has read and understands the agency policy on confidentiality and agrees to program participation under the 

guidelines it sets forth. 

LIMITS OF CONFIDENTIALITY 

Information from client or volunteer records may be shared with the individuals or organizations specified below 

and under the following conditions 

1.     Information will be release to other individuals or organizations only upon presentation of an  

authorized "consent to release information" form appropriately signed by the client or volunteer.  

2.    Identifying information (including photographs, videos, etc.,) regarding clients and volunteers may be 

used in agency publications or promotional materials if the client or volunteer has given permission. 

3.    For purposes of program evaluation, audit, or accreditation, and with the prior approval of the Board of 

Directors, certain outside bodies may need access to client and volunteer records. These outside 

organizations shall be required to respect the agency policy on confidentiality. Outside parties shall be 

required to use information only for the purpose(s) stated in the approval action of the Board of Directors. 

Known violations of the agency's confidentiality policy will be reported to the supervisor of the individual 

involved and appropriate disciplinary action shall be requested.   

4.    Members if the Board of Directors has access to client files only upon authorization by formal motion 

of the Board of Directors. The motion shall identify the person(s) to be authorized to review such records, 

the specific purpose for such review and the period of the time during which access shall be granted. 

Members shall be required to comply with the agency policies on confidentiality and may use the 

information only form purposes stated by the approval action of the Board of Directors. Known violation 

shall be reported to the Board President. A violation of the agency's confidentiality policy by Board 

members shall constitute adequate cause for removal from the office.     
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5.    Information shall be provided to an agency's legal counsel in the events of litigation or potential 

litigation involving the agency. Such information is considered privileged information and its 

confidentiality is protected by law. Privileged information shall be provided to law enforcement officials or 

the courts pursuant to a valid and enforceable subpoena. In the event there is legal action involving the 

client, non-privileged documents in our possession may be compelled by the opposing party.  

CPACS Employee Policy:  In the event there is any pending or anticipated legal action involving the 

client(s), all staff members are not to engage in any activities outside the scope of employment or service(s) 

offered by your department.  Doing so may result in unnecessary legal entanglement of the organization.   

6.    State law mandates that suspected child abuse be reported to the appropriate authorities. All workers 

are responsible for staying abreast of such reporting requirements of their respective jurisdiction and shall 

always comply with mandated procedures.  

7.    If an agency worker received information indicating that a client or volunteer may be dangerous to 

himself or herself or to others, necessary steps shall be taken to protect the appropriate party. This may 

include a medical referral or a report to the local law enforcement authorities. 

8.    Information regarding programs and services provided at or though the Center of Pan Asian 

Community Service, Inc. may be disseminated without penalty or repercussion and may include instructor 

and/or presenter names or approved biographical information previews by the advertised instructor and/ or 

presenter.  

 

I have read and understand the above document which states the agency policy with respect to confidentiality of the 

clients and volunteer records. I agree to program participation under the conditions it sets forth.  

 

Signature:___________________________________________  Date:________________ 
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Record Management Policy 
 

All clients’ files will be kept for a minimum of five (5) years in a secure, locked cabinet, room, or 
other enclosed space. All files will be clearly marked with the initial intake date for exemplary 
organization/information purposes. The five-year period will begin on the last written date the file 
was accessed. After five (5) years, the documents will be shredded to ensure total 
confidentiality. 
 
File Layout 
All files should have client intake and demographic information placed visibly on left side of file. 
Any other case notes or supporting documents should be placed in chronological order with 
most recent information on top, on the right side of file. All documents and forms kept in files 
should be well organized, neatly placed and secured with proper file fasteners.  
 
All files must document income status of clients.  Please check if client is 200% above or below 
the federal poverty guidelines.  Appropriate forms of documentation include but not limited to 

- Medicaid card 
- Food Stamps card 
- Child is on free or reduced lunch program 
- Client lives in subsidized housing 
- 1040 tax form 
- 3 months pay stubs 
- Bankruptcy statement 

 
If copies of documentation cannot be made, staff must initial and date verification and 
confirmation of low income status on CPACS program eligibility guidelines form.  
 
Data Policy  
All data should be kept on CPACS computers. If an employee is transferring to another 
organization, they should not take data for personal use or use at another organization.  
 
Client Information 
All client information must be kept confidential. If another employee finds client information in 
the office unattended (ex. at copy machine) they must give to the employee who the information 
belongs to or that program’s supervisor. If the person who finds the information does not know 
whom the information belongs to or the program, they should give the information to their own 
supervisor.  
 
If employees have client information they no longer need containing sensitive information 
(drivers License, Social Security, etc), they should dispose of paper copies of this information in 
a paper shredder.  
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Nondiscrimination Policy 
 
CPACS will comply with all the Federal statutes relating to nondiscrimination. These include but 

are not limited to: (a) Title VI of the Civil Rights act of 1964 (P.L.88-352), which prohibits 
discrimination on the basis of race color, or national origin; (b) Title IX of the Education 
Amendments of 1972, as amended (29 U.S.C 1681 – 1683 and 1685 – 1968), which prohibits 
discrimination on the basis of sex; (c) section 504 of the Rehabilitation Act of 1973, as amended 
(29 U.S.C 794), which prohibits discrimination on the basis of handicaps; (d) the Age 
Discrimination Act of 1975, as amended (42 U.S.C. 6102 – 6107), which prohibits discrimination 
on the basis of age. 

 
Employee and Client Procedures  
 
For Client:  

 
Reception Area: 

a) Client walks through the door and is welcomed by CPACS receptionist. 
b) Client must fill out CPACS in-take form for programs and services. 
c) Client reads the Nondiscrimination Policy provided by the receptionist. The policy is 

available in English, Korean, Chinese, Vietnamese, and other Asian and Pacific Islander 
languages.   

 
Case Manager:  

a) Client is directed by front desk to meet a case manager. 
b) Client fills out client in-take form.  
c)   Client reads the Nondiscrimination Policy from the case manager. The policy is in 

English, Korean, Chinese, and Vietnamese. However, if the client speaks other Asian 
languages we provide interpretation for those languages. 

c) Client processes needs assessment with case manager. 
d) Client receives programs and services according to needs assessment.  

 
The receptionists and case managers have been trained and are aware of the policy. They must 
ask client to sign the form before processing the programs and services.  
 
The policy is posted in the receptionist and case manger’s areas where it is visible for the client.  
 
For CPACS Employee:  
 

a) Employee must receive handbook at staff orientation. 
b) Employee handbook includes the Nondiscrimination Policy, EEO Policy, ADA, and 

Confidentiality Policy. 
c) Employee must sign all the policies form. 
d) Employee is able to see these policies that are posted in visible areas.  
e) Employee must review these policies regularly with the Executive Director or staff 

manager within the period of employment. 
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Client Rights and Responsibilities 
 

Center for Pan Asian Community Services (CPACS) 
 
 
As a client of CPACS, you have the right: 
 

 Be informed about their services. 
 Refuse to accept service recommendations. 
 Access to their service record. 
 Be informed of any potential risks of services. 
 Receive professional, appropriate services. 
 Request explanations and ask any questions concerning their services. 
 Be approached at all times by all staff with dignity and respect. 
 Receive services only by qualified professionals. 
 Protection of client information and identification according to all state and federal laws 

of confidentiality. 
 
As a client of CPACS, you have the responsibility:  

 To provide accurate and complete information related to service and program 
requirements.  

 To ask question to make sure you understand the services you will receive.  
 To follow through on the service and program plan.  
 To keep your schedule or appointment, or change or cancel it in a timely manner, 

to allow others in need to have access to a service provider.  
 To be respectful of others, including CPACS staff, volunteers, and clients.  
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Sexual Harassment Policy 
 
CPACS is committed to a work environment free from all forms of unlawful harassment, 
including sexual harassment.  CPACS will not tolerate sexual harassment in any form.  
Nor will it tolerate false accusations of sexual harassment.  CPACS will remain 
uncompromising in providing and preserving a professional atmosphere free from sexual 
harassment of any kind.  CPACS employees, volunteers and Board members must 
exercise good judgment to avoid engaging in conduct that may be perceived by others as 
harassment.  It is the responsibility of each individual employee to work in an environment 
free from sexual harassment. 
 

Unwelcome sexual advances, requests for sexual favors, and other verbal, visual or 
physical conduct of a sexual nature constitute sexual harassment 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 individuals. 

 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. 

 

Sexual harassment is illegal under both state and federal law.  In some cases, it may be 
prosecuted under the sexual battery statutes. 
 

An employee who either observes, or believes herself/himself to be the object of sexual 
harassment is responsible for reporting the incident(s) to the Executive Director, or the 
Board of Directors.  Such reports will be investigated thoroughly and in a timely manner.  
If there is sexual harassing behavior in the workplace, the employee should directly and 
clearly express her/his objection that the conduct is unwelcome and request that the 
offending behavior stop.  This communication may be made to the offending employee but 
should also be communicated to the Executive Director or the Board of Directors. 
 

An employee who sexually harasses another employee will be subject to disciplinary 
action up to and including discharge.  No employee will be subject to any form of 
retaliation or discipline for pursuing or participating in good faith a harassment complaint 
or investigation.  Any employee who unlawfully retaliates against another will be subject to 
disciplinary action, up to and including discharge.   
 
False charges of sexual harassment refer to cases where the accuser is using a sexual 
harassment complaint to accomplish some end other than stopping sexual harassment.  
This does not refer to charges made in good faith which cannot be proven.  Given the 
seriousness of the consequences for the accused harasser, a false charge is a severe 
offense that can itself result in disciplinary action. 
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Medical Emergency Policy 
 
SUBJECT: Medical Emergency – procedures for staff to handle a medical emergency or death. 
 
POLICY STATEMENT: 
 
It is the policy of the Center for Pan Asian Community Services to maintain a safe and humane 
environment for clients, and to maintain sound risk management principles and practices.  
 
APPLICABILITY: 
 
This policy is applicable to the Center for Pan Asian Community Services’ client and staff.  
 
PROCEDURES:  

The reaction of the victim or those around her/him can ensure quick arrival of trained 
emergency personnel. 

What to do if someone is injured or becomes ill: 

 Stay Calm.  
 Dial 1-911 and explain the type of emergency, the location of the victim and the 

condition of the victim. Let the dispatcher know of any safety hazards - chemical spill, 
fire, fumes, etc.  

o Be sure to tell the dispatcher if the person is unconscious, not breathing, is 
bleeding profusely or has chest pain. These all cause the dispatcher to summon 
an ambulance.  

 Do not hang up unless told to do so by the dispatcher.  
 Do not move the victim unless there is danger of further injury if s/he is not moved.  

Do not give victim anything to eat or drink. 
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Incident Report Policy 
 
In the event of an incident occurring at the Center for Pan Asian Community Services’ facilities, 
the Incident Report Form should be completed. Incidents include theft, vandalism, property 
damage, traffic violations, violations of the employee Code of Conduct as defined in the 
Employee Handbook, and inappropriate behavior by non-staff.  
 
The form should be filled out as completely as possible, including any action taken as a result of 
the accident or incident. The completed form should be sent to the Executive Director within 48 
hours of the occurrence. A copy will be kept in the Executive Director office. In matters where it 
is determined that a police report should be filed, this should be done through the Executive 
Director office. 
 
In the event an employee should have an incident at the Center for Pan Asian Community 
Services’ facilities, the Workman's Compensation Form should also be filled out. This form 
should be sent to the Executive Director Office.  
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Medical Provider Referrals Policy 
 

The Center for Pan Asian Community Services is responsible for requesting a referral for 
specialty care services. Referrals are requested by the Center for Pan Asian Community 
Services to a managed care/referral coordinator. Referral services may be provided by the 
Center for Pan Asian Community Services’ staff. The Referral Request Form is available for the 
staff. All clients must be evaluated by the staff before being referred or seeing medical 
providers. If an emergency situation occurs and there is not a staff around, please follow the 
“Emergency Action Plan” for that venue that has been provided by the staff. 
 

PROCEDURE:  
 
We communicate our referral decisions in writing to the member, the requesting provider, and 
the specialist.  
 
Following information for processing referrals: 

 Date 
 Client’s name 
 Narrative or referrals 
 Name or medical providers 
 Name of staff who provide referrals  

  
Referral plan: 

 Level 1: Consultation only 
 Level 2: Treatment  
 Level 3: Consultation and medical treatment 
 Level 4: Consultation and medical treatment including 

 
The following restrictions apply: 

 Referrals must be made to a specialist on the appropriate panel, unless the specialty 
services are not available on that panel. 

 Referrals must be for a specified period of time. 
 Referrals must be for a period no longer than six months. 

 Referrals should be made under client’s agreement. 
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Mental Health Policy 
 

SUBJECT: Mental Health Issues – policy for treatment & /or referrals 
 
PURPOSE: 
 
This policy is designed to establish by the Center for Pan Asian Community Services for treating 
or referring client or staff to mental health resources. 
 
APPLICABILITY: 
 
This policy is applicable to the Center for Pan Asian Community Services’ client and staff 
 
POLICY STATEMENT: 
 
It is the position of the Center for Pan Asian Community Services that client or staff of most-in-
need and seeking mental health services will be able to access and received provision of care in 
a timely manner.  
 
PROCEDURES: 
 
The Center for Pan Asian Community Services shall assure that the following array of services 
is available or referral. 

 Family Support 
 Supported Employment 
 Community Residential Services including Individualized Personal Supports 
 Service Coordination/Monitoring 
 Individualized Day Services and Supports 
 Crisis Intervention and Supports 
 Respite 

 
The Center for Pan Asian Community Services shall provide referral lists include all persons 
referred for services. 
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Standard of Maintenance Policy 
 
The operating costs of buildings and the facility asset value are directly proportional to the effort 
of maintenance applied to the facility. Depending upon the use of the facility and the property 
value desired, standards of maintenance policy needs to be considered and adopted by building 
owners and managers. The standards desired by the owner translate into a maintenance plan 
for the facility, composed of elements for the short, intermediate, and long-term business 
considerations for the facility. These standards are: 
 
Maintenance Standard “A” 

Application of this standard will result in a “good” condition. It denotes full-scale maintenance 
including replacement of complete systems or components when appropriate. Objective is to 
achieve or maintain as-built standard; to keep the facility structurally sound; to keep 
mechanical/electrical systems functioning effectively and meeting contemporary comfort 
standards; and to keep interior and exterior finishes presentable within the limits of the normal 
painting cycle.  
 
Maintenance Standard “B” 

Application of this standard will result in a “satisfactory” condition. It denotes maintenance 
necessary to keep the facility operating to meet minimum health, safety, security and 
appearance requirements. This standard is normally achieved by patch and repair versus 
renovation or replacement of systems and components. 
 
Maintenance Standard “C” 

This standard depicts un-occupied or disused facilities for which replacements have been 
completed or for which the functional requirement has ceased to exist. These facilities shall be 
maintained only to a level sufficient to avoid hazard to the community and to preserve and 
secure the facility pending disposal action. 
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Facility Maintenance Policy 
 

This document sets out the policy, authorities and requirements for authorization for all 
construction and maintenance activities carried out in the Center for Pan Asian Community 
Services owned and operated facilities. This policy does not apply to space that is leased but 
not owned by the Center for Pan Asian Community Services.  
 
The intent is to ensure that work is in compliance with the Center for Pan Asian Community 
Services Policies and Procedures, Facilities Manual, Construction and Maintenance Policies 
and with regulatory requirements governing construction and maintenance on campus. All work 
performed must be in accordance with these requirements under proper authorization, as 
described in more detail below. 
 
The Office of Facilities Management is responsible for the operation, maintenance and 
construction supervision of all physical facilities at the Center for Pan Asian Community 
Services. It also provides maintenance and construction management support for remote 
facilities.  
 
In order that Facilities Management personnel may fulfill their responsibilities, they must have 
knowledge and control of the condition of the physical facilities at all times. Therefore, all 
repairs, modification and new construction must be performed by Facilities Management 
personnel or contractors under Facilities Management supervision to ensure compliance with 
statutory requirements, established policies and standards of the Board of Trustees and the 
Center for Pan Asian Community Services.  
 
In no instance shall facilities construction, alterations or repairs be performed by other 
employees or students without the written authorization of Facilities Management. 
  
Satellite Offices and Branches 
 
Heating, Ventilation, and Air Conditioning (HVAC) & Pest Control 
 

This policy is for the purpose of generally specifying the types of maintenance for Holy Spirit 
Catholic Center. The most common types of the Holy Spirit Catholic Center facilities are a 
maintenance services for Heating, Ventilation, and Air Conditioning (HVAC) and Pest Control.  
 
Minimum Maintenance Requirements 
The Center for Pan Asian Community Services, Inc.  will maintain the approved maintenance 
policy in good working order acceptable to the City Engineering Department. Minimum 
maintenance of the facility shall include the routine HVAC and Pest Control services monthly.  
 
Cleaning the Facilities 
The Holy Spirit Catholic Center should be cleaned shortly after the activity is completed and 
tools/supplies have been placed. 

Formatted
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General Safety Policy 
 

Purpose:  

To help establish a safe and secure learning and working environment by eliminating conditions 
and practices that pose a threat of injury or occupational illness to staffs/clients of the Center for 
Pan Asian Community Services.  
To comply with the provisions of OAR 437-01-760 
 
Policy Statement:  

The Center for Pan Asian Community Services considers protecting the health and well-being of 
the campus community to be of the highest importance. In furtherance of this goal, the following 
general safety rules for all departments are established.  
 
Procedures:  

 Employees will report all injuries immediately to the person in charge of their 
department. This department head will ensure that the Center for Pan Asian Community 
Services Health & Safety Officer is notified of the occurrence. No employee shall go to a 
physician or other medical practitioner for treatment of any on-the-job injury without 
notifying the Health & Safety Officer - except under emergency conditions in which case 
said employee will notify the Occupational Health & Safety Officer as soon as possible 
after treatment is received. 

 To ensure the systemic causes for accidents can be determined as accurately as 
possible, complete cooperation in accident investigation is required of all employees.  

 Personal protective equipment must be work when required by specific department or 
the Center for Pan Asian Community Services policy. Any deficiencies in personal 
protective equipment must be reported to the activity supervisor immediately. 

 Certain areas of the workplaces are inherently dangerous, requiring close attention to 
procedure. Therefore, no practical jokes, scuffling, or horseplay will be permitted in 
workplaces. 

 To eliminate the possibility of a serious injury, employees must not operate a machine 
unless guards, or methods of guarding are in good working order, in place, and 
operative. 

 Only trained and authorized persons shall operate machinery or equipment. 
 Safety recommendations or hazard alerts are encouraged. 
 Recommendations/alerts will be reported to the Health & Safety Officer at extension 10.  
 A violation of safety policies or posted safety rules will be cause for progressive 

disciplinary action. Repeat violations may result in suspension or termination at the 
option of the Center for Pan Asian Community Services.   
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Nonviolence Policy 
 
Prohibits any work related or workplace violence against its clients, faculty, staff, and visitors. 
Prohibited violent acts involve physical attack, property damager, ad well as verbal statements 
that express or suggest the intent to cause physical or metal harm to another person. More 
specially, violent behaviors include but are not limited to hitting, pushing and shoving: throwing 
or breaking objects; theft; shouting or yelling; threatening gestures or remarks; disrup0tive or 
hostile actions; abusive or belligerent language’ sabotage of equipment; repetitive unwanted 
phone calls, notes or emails, etc. 
 
All incidents must be reported and will be addressed immediately according to statutes, rules, 
collective bargaining agreements, or policies. Employees should report all incidents to their 
supervisors. The decision to report an incident will never be questioned and will always be 
supported by management. The supervisor is responsible for addressing the complaint 
immediately in accordance with statutes. 
 
All administrators, faculty, staff and clients are responsible for maintain the Center for Pan Asian 
Community Services’ office/site environment that ensures that all members are treated with 
civility and respect to fulfill the Center for Pan Asian Community Services’ mission and goals. 
The university full supports the efforts of the state of Georgia and is committed to a workplace 
free of violence. 
 
Policy Text: 
The Center for Pan Asian Community Services is committed to preventing workplace violence 
and to maintaining a safe work environment. Given the increasing violence in society in general, 
the Center for Pan Asian Community Services has adopted the following guidelines to deal with 
intimidation, harassment, or other threats of (or actual) violence that may occur during business 
hours or on its premises. 
 
All employees, including supervisors and temporary employees, should be treated with courtesy 
and respect at all times. Employees are expected to refrain from fighting, "horseplay," or other 
conduct that may be dangerous to others. Firearms, weapons, and other dangerous or 
hazardous devices or substances are prohibited from the premises of the Center for Pan Asian 
Community Services without proper authorization. 
 
Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of 
the public at any time, including off-duty periods, will not be tolerated. This prohibition includes 
all acts of harassment, including harassment that is based on an individual's sex, race, age, or 
any characteristic protected by federal, state, or local law. 
 
All threats of (or actual) violence, both direct and indirect, should be reported as soon as 
possible to your immediate supervisor or any other member of management. This includes 
threats by employees, as well as threats by customers, vendors, solicitors, or other members of 
the public. When reporting a threat of violence, you should be as specific and detailed as 
possible. 
 
All suspicious individuals or activities should also be reported as soon as possible to a 
supervisor. Do not place yourself in peril. If you see or hear a commotion or disturbance near 
your work station, do not try to intercede or see what is happening. 
 



 48 

The Center for Pan Asian Community Services will promptly and thoroughly investigate all 
reports of threats of (or actual) violence and of suspicious individuals or activities. The identity of 
the individual making a report will be protected as much as is practical. In order to maintain 
workplace safety and the integrity of its investigation, the Center for Pan Asian Community 
Services may suspend employees, either with or without pay, pending investigation. 
 
Anyone determined to be responsible for threats of (or actual) violence or other conduct that is 
in violation of these guidelines will be subject to prompt disciplinary action up to and including 
termination of employment. 
 
The Center for Pan Asian Community Services encourages employees to bring their disputes or 
differences with other employees to the attention of their supervisors or the Personnel 
Department before the situation escalates into potential violence. The Center for Pan Asian 
Community Services is eager to assist in the resolution of employee disputes, and will not 
discipline employees for raising such concerns 
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Weapons, Explosive Devices and Fireworks Policies and 
Procedures 

Violation of this policy by staff, volunteer, and student will be considered as misconduct, subject 
to disciplinary action in accordance with this policy. Violation of this policy by members of the 
public shall result in ejection from the property or confiscation of the weapon, dangerous 
instrument or explosive used, displayed or possessed or both. Such confiscated weapon(s) or 
instrument(s) may be sold, destroyed or otherwise disposed of in accordance with this policy. 

The possession or use of lethal is strictly prohibited. The weapons are defined as any object or 
substance designed to inflict a wound, cause injury or incapacitate, including without limitation, 
all firearms, pellet guns, switchblade knives, knives with blades five or more inches in length 
and chemicals, such as mace or tear gas but excluding normally available over-the-counter self 
defense chemical repellants. 
 
Exceptions to this policy are limited to law enforcement officers and certain individuals and units 
approved by Center for Pan Asian Community Services. 
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Email Policy 

 

Employees may not use the company computers or the e-mail system for commercial messages of 

any kind or for messages of a religious nature, chain letters, solicitations, gambling or other 

inappropriate usage. E-mail and Internet access should be used in such a way that all transmissions, 

whether internal or external, are accurate, appropriate, ethical and lawful. 

 

In order to enforce these policies, computer, Internet and e-mail usage may be monitored by the 

company, including retrieving and reading e-mail messages and other computer files, and 

monitoring of Internet traffic. Therefore, e-mail messages and other use of the company’s 

computers are not confidential, and even though you may be issued a private password or other 

private access code to log in to the computer, you should have no expectation of privacy with regard 

to your use of the system. 

 

* All email blast (messages sent out to all CPACS staff or CPACS contacts), including meeting 

announcement MUST be approved by Development department and CEO before it is sent. 

 

Employees should immediately notify their supervisor or manager of any violation of this policy. 

Employees who violate this policy will be subject to disciplinary action deemed appropriate by 

management. 

 

 

 

 

 

 

 

April 26, 2011 
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CPACS External Communication Policy 

Introduction and Purpose 

As CPACS continues to grow and expand, the need for an external communication policy becomes 

critical and vital to sustain our mission and work.  Having a policy in place will enhance our 

cohesiveness as an organization and aid in branding our organization.  Departments will be able to 

share more resources and information resulting in less duplication of work and messaging.   The 

policy will also ensure that all information we share externally will be accurate, consistent and 

timely.   

 

External Communication Policy - 

1. Communicating with the Media 

i) All external media request should be recorded and brought to the attention of the CEO.  If 

request pertains to a specific department or program, CEO with the input of Program 

Director and Director of Development will determine the approach to be represented.  

ii) No CPACS employee should communicate with media without prior consent of CEO.  CEO 

will appoint the appropriate spokes person to answer all questions or inquires.  

iii) If there are noteworthy stories that render a Press Release, please submit all requests to 

Director of Development.  There is a Press/Media Release format available to be used by all 

departments.   Press/Media Releases will be sent out via Development department so as to 

ensure consistency with messaging and contacts. 

iv) Any employee who has a new Media contact, please forward information to Development 

Department to be added to the Media list. 

2. Communicating via Internet/Flyers/Print Media 

i) All postings on social media sites i.e. Facebook/twitter/You Tube/ Flyer positing/Blogs 

related to CPACS must have prior consent from CEO and Development Dept. before going 

live.  We must ensure that messaging is in line with our Mission at CPACS and not points of 

view that reflect individual employees and good judgment must be exercised.   If individual 

departments have items they would like to share with general public via internet or print, 

please submit request to the Development department and once approved by CEO, 

information will be posted or sent out to respective groups involved.   
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November 17, 2010 

Travel Policy 
 

Employee travel and the expenses associated with it, will be authorized only in circumstances 
which are clearly consistent with the mission of the CPACS. It will be the responsibility of each 
program Director that all employee travel meets this objective and that reimbursement made 
only for actual, reasonable expenses in connection with authorized travel. 
 
All travel must be requested using the official “Travel Authorization Form”, and approved in 
advance by the appropriate Department Director and Executive Director. Unauthorized travel 
and associated expenses will not be reimbursed by CPACS. 
 
Actual and reasonable expenses are reimbursed in accordance with the provisions of this policy 
and procedure. 
 
Reimbursable Expenses 
 
Only the following types of expenses, if incurred in compliance with CPACS policy, may be 
submitted for reimbursement:  
 

 Air Travel  

 Lodging 

 Car Rental (If CPACS’ vehicles are not available) 

 Public Transportation (Railroad, Bus and /or Taxi) 

 Tolls and Parking 

 Gas 

 Personal Vehicle Mileage (Only with funder’s permission ) 

o $0.41/mi for trips over 100mi. (round-trip) 

 

Non-Reimbursable Expenses 
 

Purely personal expenses while traveling are not reimbursable by CPACS. The following is a partial listing 

of items that are considered non-reimbursable. 

 

 Fines for traffic violations 

 Damages to an employee’s vehicle 

 Food (Not covered by conference) 

  Purchase of in-room movies & entertainment 

 



 53 

Employee must submit expense reports during the week after incurring the expenses or upon returning 

to the office. Expenses submitted beyond 45 days of expenditure, will not be reimbursed. A receipt 

must be the original and must include sufficient information to establish the amount, date, place and 

the essential character of the expenditure. 

 

November 22, 2010 

 

Cultural competency policy 
 

It is the policy of Parents as Teachers to work and provide services in a culturally competent 

manner. 

 

Definition 

Cultural competence means that one understands the role of cultural values, beliefs and 

behaviors in the development of humans, supports the preservation of cultural ways of being, and 

works to eliminate cultural, ethnic, racial and sexual orientation bias. 

 

Vision 

All cultures are openly welcomed and valued, and multiculturalism is appreciated and practiced. 

 

Mission 

To enhance the value of our work through respectful curiosity of one another’s culture and 

develop a reciprocal relationships of mutual and caring learning. 

 

Beliefs 

 We believe that all families have strengths and challenges. 

 We believe that all families have a culture that guides their behaviour. 

 We believe that all families uniquely contribute to the broader community through their 

culture. 

 We believe that our similarities as humans are as important as our cultural differences. 

 We believe that learning begins at birth, that learning is life long, and that learning is 

reciprocal. 

 We believe that reciprocity in learning leads to the spirit of friendship and greater 

understanding. 

 We believe that in order for one to be a lifelong learner one must have a vigilant and 

childlike curiosity. 

 We believe that embracing multi-culturalism will improve our ability to do our work and 

enhance the value of our work. 

 We believe that to be responsible we must first be responsive. 

 We believe there is no way to diversity. Diversity is the way. 

 We believe that the richness of all cultures deeply enriches our lives. 

 We believe in building on the foundation of appreciation and understanding. 

 We believe that we can grow an organizational culture that lives these beliefs. 
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POLICY 

 

Limited English Proficiency (LEP) 

  

PURPOSE  
 

To establish a process for the provision of services to limited English proficient (LEP) persons.  

 

SCOPE  
 

This policy applies to all employees of the CPACS, its contractors and subcontractors.  

 

POLICY  
 

All persons shall enjoy equal access to all of our services. Such access will be provided through 

bilingual staff. When that is not possible, the division shall provide a certified interpreter to a 

client who requests the service, at no cost to the client.  

 

PROCEDURES  
 

A. All signs on display in CPACS offices and CPACS describing services, rights or 

responsibilities must be in at least the five (5) primary languages: English, Spanish, Chinese, 

Vietnamese, and Korean; and in large print.  

 

B. Written materials used for outreach must be available in the five (5) primary languages and in 

enlarged print. Films or videos must be subtitled when necessary, in order to address special 

language needs in service areas.  

 

C. Clients must be informed about and provided with free interpreter services as necessary to 

ensure equal access. Notification of this right must be included on all announcements for 

meetings to which clients, their parents, or the public is invited to participate.  

 

D. When interpreter services are requested, only certified interpreters shall be used.  

 

E. All regions must maintain an up-to-date directory of certified interpreters.  

 

F. Managers shall receive training on how to evaluate their translation and interpretation needs.  

 

G. Managers shall review their translation and interpretation needs at least once a year.  
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H. Contractors shall be made aware of and follow this policy.  

 

CPACS office shall have a procedure in place to enforce this policy within sixty (60) days from 

the issue date of this policy. The procedure must include a method for notifying vendors and 

contractors.  

 

DEFINITIONS  

 

"Limited English Proficient (LEP)" persons are persons who have difficulty communicating 

with an English-speaking employee. This can mean either understanding or being understood by 

that employee.  

 

"Certified Interpreter" is a person who is an employee or contractor of the department who 

has been certified by the DHS examination or holds an accreditation from a professional 

association or a federal or state certified court interpreter program.  

 

"Qualified Translator" is a translator who meets the qualifications established by the  

Language Interpreter Services and Translation section of the Administrative Services  

Division and translates from one language to another 
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Personal Appearance Standards 
 

Employee’s personal appearance must contribute to an appropriate office environment and 
professional image of the agency in the community. All employees must keep this in mind in 
relation to clothing, make-up and hairstyle. Some examples of unacceptable attire include 
flip-flops; very short skirts and dresses (no shorter than 8 inches from the knee midpoint or 1 
inch past the fingertip); distracting, revealing, or tight clothing; shorts; hats/caps; and tube, 
halter, or tank tops. Employees whose appearance detracts from this code may be asked to 
go home and change by HR department personnel: these hours will be detracted from 
employee’s pay. On the third violation, two (2) weeks pay will be deducted. 

 

 

 

 

09/21/2011 

 

------------------------------------------------------------------------------------------------------------- 

 

 

 

Notice of Appearance Change  
 
 

 
Date____________________________            Department ___________________________ 
 
Name _______________________________ 
 
Unacceptable Attire_________________________________________ 
 
 
 
Time out_________________________            Time in_______________________________ 
 
Detracted Total Time _________________________ 
 
 
Confirmation Signature _________________________________ 
    HR Department 
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Fraud Policy 

BACKGROUND 

The Center for Pan Asian Community Services (CPACS) fraud policy is established to facilitate 

the development of controls that will aid in the detection and prevention of fraud against 

CPACS. It is the intent of CPACS to promote consistent organizational behavior by providing 

guidelines and assigning responsibility for the development of controls and conduct of 

investigations. 

 

SCOPE OF POLICY 

This policy applies to any irregularity, or suspected irregularity, involving employees as well as 

shareholders, consultants, vendors, contractors, outside agencies doing business with employees 

of such agencies, and/or any other parties with a business relationship with CPACS. Any 

investigative activity required will be conducted without regard to the suspected wrongdoer’s 

length of service, position/title, or relationship to the CPACS. 

 

POLICY 

Management is responsible for the detection and prevention of fraud, misappropriations, and 

other irregularities. Fraud is defined as the intentional, false representation or concealment of a 

material fact for the purpose of inducing another to act upon it to his or her injury. Each member 

of the management team will be familiar with the types of improprieties that might occur within 

his or her area of responsibility, and be alert for any indication of irregularity. 

Any irregularity that is detected or suspected must be reported immediately to the Director, who 

coordinates all investigations with the Legal Department and other affected areas, both internal 

and external. 

 

ACTIONS CONSTITUTING FRAUD 
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The terms defalcation, misappropriation, and other fiscal irregularities refer to, but are not 

limited to: 

 Any dishonest or fraudulent act 

 Misappropriation of funds, securities, supplies, or other assets 

 Impropriety in the handling or reporting of money or financial transactions 

 Profiteering as a result of insider knowledge of CPACS activities 

 Disclosing confidential and proprietary information to outside parties 

 Disclosing to other persons securities activities engaged in or contemplated by CPACS 

 Accepting or seeking anything of material value from contractors, vendors, or persons 

providing services/materials to CPACS. Exception: Gifts less than $50 in value. 

 Destruction, removal, or inappropriate use of records, furniture, fixtures, and equipment; 

and/or 

 Any similar or related irregularity 

 

OTHER IRREGULARITIES 

Irregularities concerning an employee’s moral, ethical, or behavioral conduct should be resolved 

by departmental management and the Employee Relations of Human Resources. If there is any 

question as to whether an action constitutes fraud, con-tact the Human Resources for guidance. 

 

INVESTIGATION RESPONSIBILITIES 

CPACS Director has the primary responsibility for the investigation of all suspected fraudulent 

acts as defined in the policy. If the investigation substantiates that fraudulent activities have 

occurred, CPACS Director will issue reports to CEO or appropriate designated personnel and, if 

appropriate, to the Board of Directors through the Audit Committee. 

Decisions to prosecute or refer the examination results to the appropriate law enforcement and/or 

regulatory agencies for independent investigation will be made in conjunction with legal counsel 

and senior management, as will final decisions on disposition of the case. 

 

CONFIDENTIALITY 

CPACS Fraud Committee treats all information received confidentially. Any employee who 

suspects dishonest or fraudulent activity will notify CPACS Director immediately, and should 
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not attempt to personally conduct investigations or interviews/interrogations related to any 

suspected fraudulent act (see REPORTING PROCEDURE section below). 

Investigation results will not be disclosed or discussed with anyone other than those who have a 

legitimate need to know. This is important in order to avoid damaging the reputations of persons 

suspected but subsequently found innocent of wrongful conduct and to protect CPACS from 

potential civil liability. 

 

AUTHORIZATION FOR INVESTIGATING SUSPECTED FRAUD 

Members of the Investigation Unit will have: 

 Free and unrestricted access to all CPACS records and premises, whether owned or 

rented; and 

 The authority to examine, copy, and/or remove all or any portion of the contents of files, 

desks, cabinets, and other storage facilities on the premises without prior knowledge or 

consent of any individual who might use or have custody of any such items or facilities 

when it is within the scope of their investigation. 

 

REPORTING PROCEDURES 

Great care must be taken in the investigation of suspected improprieties or irregularities so as to 

avoid mistaken accusations or alerting suspected individuals that an investigation is under way. 

An employee who discovers or suspects fraudulent activity will contact Director immediately. 

The employee or other complainant may remain anonymous. All inquiries concerning the 

activity under investigation from the suspected individual, his or her attorney or representative, 

or any other inquirer should be directed to the Investigations Committee or the Legal 

Department. No information concerning the status of an investigation will be given out. The 

proper response to any inquiries is: “I am not at liberty to discuss this matter.” Under no 

circumstances should any reference be made to “the allegation,” “the crime,” “the fraud,” “the 

forgery,” “the misappropriation,” or any other specific reference. 

The reporting individual should be informed of the following: 

 Do not contact the suspected individual in an effort to determine facts or demand 

restitution. 
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 Do not discuss the case, facts, suspicions, or allegations with any-one unless specifically 

asked to do so by the Legal Department or CPACS Director. 

 

 

 

TERMINATION 

If an investigation results in a recommendation to terminate an individual, the recommendation 

will be reviewed for approval by the designated representatives from Human Resources and the 

Legal Department and, if necessary, by outside counsel, before any such action is taken. All the 

Directors do not have the authority to terminate an employee. The decision to terminate an 

employee is made by the employee’s management. Should the Directors believe the management 

decision inappropriate for the facts presented, the facts will be presented to executive level 

management for a decision. 

 

ADMINISTRATION 

CPACS Directors are responsible for the administration, revision, interpretation, and application 

of this policy. The policy will be reviewed annually and revised as needed. 

 

 

APPROVAL 

 

 

________________________________   _______________ 

(CEO/Senior Vice President/Executive)   Date 
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Risk Management Policy 

 

Title 

Risk Management of CPACS Information  

 

Purpose 

The purpose of this policy is to ensure that risks to CPACS information are identified, analyzed, 

and managed so that they are maintained at acceptable levels. Risks to the confidentiality, 

integrity, and availability of CPACS information are considered. 

 

Scope 

This policy applies to all CPACS departments and functions that collect, transmit, or retain non-

public CPACS information in any form. 

 

Overview 

Risk management is the ongoing process of identifying risks and implementing plans to address 

them. Often, the number of assets potentially at risk outweighs the resources available to manage 

them. It is therefore important to know where to apply available resources to mitigate risk in a 

cost-effective and efficient manner.  

 

This policy lays the framework for a formal risk management program by establishing 

responsibility for risk identification and analysis, security planning for risk mitigation, and 

program management and oversight. It is important to note that program management and 

oversight is a CPACS-wide responsibility that calls for the active involvement of executive 

leadership, departmental management, data stewards, and others with information management 

responsibility.
 
 

 

Policy Statements 

1. The CPACS Risk Management Officer (RMO) is responsible for coordinating the 

development and maintenance of risk management policies, procedures, standards and 

forms for the CPACS. 

Notes: 

 The person assigned with RMO responsibility will depend on your institution’s size, 

organizational structure, and views about risk management benefits and 

responsibility. Likely candidates may include a high-level CPACS administrator, 

Chief Information Officer (CIO), or Information Security Officer (ISO). The pros and 

cons for these are provided below. 

 High-level administrator – Pros: This position is more likely to have the resources 

and authority to mitigate risks effectively; this placement supports the notion that risk 

management is not just an IT issue, but an organizational management issue; 
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information security risks may be considered more broadly to include other non-

electronic information; and risk management processes for information security may 

integrated into existing enterprise risk management processes. Cons: If institutional 

risk management processes are limited to risk transference (insurance), the high-level 

administrator may not have the awareness or expertise to carry out the risk 

management function effectively. Examples of a high-level administrator for 

consideration as the RMO include: Associate VP of Finance, Associate Provost, or a 

dedicated Risk Management Officer reporting to a VP. 

 CIO – Pros: The CIO has the resources of central IT operations to assist with risk 

assessments and risk mitigation for central IT services; depending on the degree of 

“C” level responsibility, the CIO may have additional authority for addressing 

institutional risk. Cons: The CIO’s resources and authority are typically limited to 

information security issues associated with central IT operations; this placement of 

responsibility may lead to the conclusion that risk management is an IT issue, 

undermining efforts to address risk management as an institutional management 

responsibility. 

 ISO - Pros: The ISO may have the expertise to conduct risk assessments and to advise 

management on risk management decisions related to electronic information. Cons: 

The ISO is unlikely to have the resources or authority to address risks; this placement 

of responsibility is similar to that of the CIO in that risk management may be viewed 

as a technical issue and not as a management issue. 

 

2. The RMO is responsible for the ongoing development and day-to-day management of the 

CPACS’s Risk Management Program (Program) for information privacy and security. 

3. Organizational Unit heads shall ensure that risk assessments are performed at least once 

annually on all computing systems and/or business processes under their units’ control 

that involve non-public information, following guidance from the RMO on assessment 

method, format, content, and frequency. 

4. Organizational Unit heads shall submit the risk assessment results and associated 

remediation plans to the RMO for review. Remediation plans shall include specific 

actions with expected completion dates, as well as an account of residual risks. 

5. The RMO shall advise the Vice Chancellor for Administration or designee on risk 

management strategies and provide periodic reports on Program progress.  

 

Policy Implementation  

The RMO is responsible for coordinating the implementation of this policy and for providing 

guidance on the interpretation of specific policy requirements. 

 

Definitions 

Risk: The potential of harm to the CPACS or its stakeholders. 

Risk Assessment: A qualitative or quantitative evaluation of the nature and magnitude of risk to 

CPACS information. The evaluation is based upon known or theoretical vulnerabilities and 

threats, as well as the likelihood of the threats being realized and the potential impact to the 

CPACS and its stakeholders. 

Risk Management: The process of evaluating and responding to risks to CPACS information for 

the purpose of reducing those risks to acceptable levels. Risk management is inclusive of the 



 63 

risk assessment process, and uses the results of risk assessments to make decisions on the 

acceptance of risks or on taking action to reduce those risks. 

 

 

 

Non-Competition Policy 

 

I. During the term of each project and for a period of 12 months after completion of work 

thereunder, the Employee will not provide services the same or substantially similar to those 

services provided in the project as an employee, sole proprietor, independent contractor, partner, 

joint-venture or principal without the express written consent of CPACS. 

 

II. At no time shall the Employee ever divert, take away, attempt to divert or take away, or solicit 

any of the clients of CPACS for the Employee’s own benefit or for the benefit of any other 

person, organization, or entity. 

 

III. At no time shall the Employee ever take away or use, for the Employee’s own benefit, or the 

benefit of any other person, organization, or entity, any client lists, notes, reports, exhibits, files 

(paper, electronic or any other format), records, software, intellectual property, or any other 

documents, papers or items of any kind or nature received by or belonging to CPACS, or 

received by the Employee from or on behalf of CPACS in any capacity. 

 

IV. At no time shall the Employee solicit employees of CPACS to leave their employment at 

CPACS. 
 


