RURAL DEVELOPMENT PROJECT INTAKE FORM

Grant ID #
COURSE/PROGRAM TITLE:                                                                                                    



(Please print clearly)
CONTACT INFORMATION:

FIRST NAME ____________________________________  LAST NAME ______________________________________

MAILING ADDRESS ___________________________________  CITY ______________________   ZIP____________

ISLAND _____________________
    STATE ___________      E-MAIL__________________________________________

HOME PHONE ____________________     ​​​​​​​​​WORK PHONE__________________​​​​​​​​​    CELL PHONE____________________


Department of Labor/Equal Opportunity Data:

DATE OF BIRTH _____/_____/_____    GENDER   ( Female  ( Male      MARITAL STATUS  Married?  ( yes  ( no
FAMILY SIZE (including self)  ______      No. of Dependents Under age 18  _____  

VETERAN   ( yes   ( no
          
         SPOUSE OF A VETERAN (**see criteria below):  ( yes   ( no
ETHNICITY   CHECK ALL THAT APPLY:

( Hawaiian Native or Other Pacific Islander 
( Asian             ( American Indian/Alaska Native 

( Hispanic or Latino



( White            ( Black or African American


( Other: ______________________________________                                                                           
PROGRAM ELIGIBILITY:

***program specific—take from participant eligibility section of program proposal***
Are you a resident of Hawaii? Please provide copy of ID.



( yes

( no


If male, are you registered with the Selective Service System?


( yes

( no

Are you a University of Hawaii System or Community College Student?

( yes

( no

Are you currently employed?






( yes

( no


Name of Employer:                                                                     


Are you participating in this program to obtain a certificate? 


( yes

( no

                                                                                                                  

( yes

( no

Participant Certification and Release of Information
I authorize the Rural Development Project to enter my information into a shared database, the Huinet. I understand that the information provided on this form will remain confidential and used only for U.S. Department of Labor evaluation purposes. The Rural Development Project can contact me to follow up on my participation on the above-referenced program. I authorize the release of education records to the Rural Development Project pertaining to my enrollment and completion of the program. I also permit the Rural Development Project to use my image for purposes related to this project. This release is valid for eight (8) years from the date I have signed this form.

I certify that the information I have provided is true and that I have received a copy of the Equal Opportunity Law and the RDP Grievance Resolution Procedures.

______________________________________________________ 
____________________________________

Participant Signature





Date
This project is funded by Department of Labor and administered by the Rural Development Project.
Thank you for participating in and providing information for this RDP program.
**Spouse of a Veteran: Any veteran who died of a service-connected disability: any member of the Armed Forces who is currently and has been more than 90 days listed as-missing in action, captured in the line of duty by a hostile force, or forcibly detained or interned in the line of duty by a foreign government of power; any veteran who has a total disability resulting from a service connected disability; any veteran who died while a disability so evaluated was in existence.

= = = = = = = = STOP = = = = = = = = = BELOW LINE FOR PROGRAM STAFF ONLY = = = = = = = = = STOP = = = = = = = = 

GRIEVANCE PROCEDURES AND EQUAL OPPORTUNITY NOTICE FORM
RDP GRIEVANCE RESOLUTION PROCEDURES
The Rural Development Project hereby establishes this Complaint Resolution Procedure pursuant to WIA Sections 188 and 18 (c), 20 CFR, Sections 667.600-667.630 and 29 CFR Part 37.The principles and procedures set forth in this Complaint Resolution Procedure shall be used by all Subcontractors, individuals and organizational entities seeking funding from the Rural Development Project and all individuals participating in or receiving services from RDP funded programs to resolve complaints which arise in connection with proposals for funding and Department of Labor grant-funded programs. No person, organization or agency may discharge, or in any manner discriminate or retaliate against any person, or deny any person a benefit to which that person is entitled under the Department of Labor regulations because such person has filed any complaint, instituted or caused to be instituted, any such proceeding or investigation, or has provided information or assisted in an investigation. The identity of any person who has furnished information relating to, or assisting in, the investigation shall be confidential to the extent possible, consistent with a fair determination of the issues. All time frames specified in these procedures refer to consecutive calendar days including weekends and holidays. 
FILING OF A RDP COMPLAINT: Every complaint must be in writing before the official complaint resolution process will commence. The complaint must be signed, dated and must contain the following information: The full name, mailing address and telephone number of the complainant; The full name, telephone number and address of the respondent; The laws, federal or state regulations, contract or other agreements believed to have been violated; The remedy to the complaint that would satisfy the Complainant. Any complaint that does not contain the foregoing information shall be considered incomplete. RDP shall notify the complainant in writing that the complaint is incomplete and that the complaint will not be processed without the required information. If the Complainant fails to cooperate or is unavailable, the complaint may be dismissed upon reasonable notice to the last known address of the Complainant. Complaints may be amended to correct technical amendments. Complaints may be withdrawn at any time prior to the issuance of the hearing officer’s decision Complaints may not be amended to add new issues. The one-year time period in which a complaint may be filed is not extended for complaints that are refiled with statement of the facts and dates describing the alleged violation(s).

1.  
LEVEL ONE- INFORMAL RESOLUTION: The complaint must be by mailed or faxed to: Rural Development Project, Maui Community College, 310 Ka’ahumanu Avenue, Kahului, HI 96732 Attn: RDP Statewide Coordinator. Telephone Number: 808-984-3661 FAX Number: 
808-249-2591. It is the complainant’s responsibility to ensure that RDP receives the complaint. The Rural Development Project has ten (10 days) from the receipt of the written complaint to schedule and conduct an informal complaint resolution meeting at the Rural Development Project level. After the complaint is accepted, the Complainant will be notified by the Rural Development Project, in writing, of the date, time and place of the informal resolution meeting. At that meeting an attempt to resolve the complaint informally will take place. Respondents must make good faith efforts to resolve all grievance complaints prior to the scheduled hearing. Failure on the part of any party in the grievance complaint to exert good faith efforts shall constitute a basis for dismissing a grievance complaint and shall this be considered to be a part of the facts to judge in the resolution process. Every grievance complaint not resolved informally will be given a formal hearing, if requested, regardless of the grievance complaint’s apparent merit or lack of merit. In the event of an informal resolution of the RDP complaint at the Rural Development Project level, the Rural Development Project will provide a written settlement agreement to the Complainant which describes the issues, provides the date of the informal resolution meeting, the attendees, and the terms of the resolution which has been reached by the parties as full and complete settlement of the complaint. The written settlement agreement will be signed by the Complainant’s executive management or their authorized representative and the Complainant. A copy of the signed statement will be maintained in the Complainant’s file for audit purposes and sent by certified mail to the complainant. In the event that an informal resolution cannot be reached, the Rural Development Project will provide a written statement to the Complainant which describes the issues, provides the date of the informal resolution meeting, the attendees, and the issues that could not be resolved by the parties. A copy of the statement will be maintained in the Complainant’s file for audit purposes and sent by certified mail to the complainant.

2.
LEVEL TWO – ADMINISTRATIVE HEARING
a. 
Request for administrative hearing before an impartial Hearing Officer. If an informal resolution cannot be reached at RDP level, the Complainant may request that an administrative hearing be scheduled before an impartial hearing officer. Request for an administrative hearing should be made within five (5) days of the Complainant’s receipt of the written statement by RDP that an impasse has been reached in settling the complaint matter. The request must be sent by mail or fax to: Financial Services Department, Research Corporation of the University of Hawai’i, 2530 Dole Street, Sakamaki Hall D-200, Honolulu, HI 96822 Attn: Financial Services Manager, Telephone Number: 808-956-7702, FAX Number: 808-956-3822. The administrative hearing will be scheduled within 30 days of the official filing date of the complaint. Prior to the hearing, the Complainant may amend his/her complaint to correct technical deficiencies but not to add issues. The amendment must be submitted in writing to the impartial hearings officer at the above address. The recommendation(s) of the hearing officer will be considered the Final Determination of the complaint. 

b. Conduct of Hearings. The RCUH Financial Services Manager or his/her designee will serve as the hearings officer for the administrative hearing. Written notice of the date, time and place of the hearing, the manner in which it will be conducted, the issues to be decided and the rights of the parties will be sent to the Complainant and Respondent(s) by Certified Mail/Return Receipt Requested. Any request to withdraw complaint must be in writing and received prior to the scheduled hearing. Requests to reschedule a hearing must also be made in writing and for good cause. The RCUH Financial Services Manager will make the final decision on such requests subject to acceptance of all parties of an extension of the 30-day requirement on scheduling a hearing and the 60-day requirement to have a final decision. Requests must be made at least 72 hours prior to the scheduled hearing.Both parties have the right to present written and/or oral testimony and arguments and the right to present records and documents relevant to the issues. 
c.
Decision. Not later than 60 calendar days after the filing of the grievance complaint, the RCUH Hearings Officer will notify the Complainant and Respondent in writing of the recommendation(s) and Final Determination of the hearing officer. The written decision will contain the following information: The names of the parties involved; A statement of the alleged violation(s) and the issues related to the alleged violations; A statement of the facts; The hearing officer’s recommended decision and the reasons for the decision; A statement of corrective action or remedies, if any, to be taken.

The recommendation(s) of the hearings officer will be considered the Final Determination of the complaint. A copy of the decision will be sent to the complainant by certified mail.

3. COMPLAINTS ALLEGING CRIMINAL FRAUD, WASTE OR ABUSE
Information and complaints involving criminal fraud, waste, abuse or other criminal activity must be reported immediately to:

DOL Office of the Inspector General

200 Constitution Avenue NW

Room S-5506

Washington, D.C. 20210

Telephone: 800-347-3756 or 202-693-6999
4. OTHER REMEDIES

These procedures do not preclude the complainant from pursuing a remedy authorized under another Federal, State or local law. 

EQUAL EMPLOYMENT OPPORTUNITY (EEO) NOTICE

We Believe in Equal Opportunity—Equal Opportunity is the Law!  It is against the law for the Rural Development Project (the recipient) to discriminate on the following basis:  against any individual in the United States, on the basis of race, color, religion, sex, national origin, age, disability, political affiliation or belief; and against any beneficiary of programs financially assisted under the Title 1 of the Workforce Investment Act of 1998 (WIA), on the basis of beneficiary’s citizenship/status as a lawfully admitted immigrant authorized to work in the United States, or his or her participation in any WIA Title I-financially assisted program or activity.  The recipient must not discriminate in any of the following areas:  deciding who will be admitted, or have access, to any WIA Title I-financially assisted program or activity; providing opportunities in, or treating any person with regard to, such a program or activity; or making employment decisions in the administration of, or in connection with, such a program activity.

What to do if you Believe You Have Experienced Discrimination: If you think you have been subjected to discrimination under a WIA Title I-financially assisted program or activity, you may file a complaint within 180 days from the date of the alleged violation with either:  The recipient’s Equal Opportunity (EO) Officer; or the Director, Civil Rights Center (CRC), U.S. Department of Labor, 200 Constitution Avenue, NW, Room N-4123, Washington, DC  20210.  If you file your complaint with the recipient, you must wait either until the recipient issues a written Notice of Final Action, or until 90 days have passed (whichever is sooner) before filing with the Civil Rights Center (see address above).  If the recipient does not give you a written Notice of Final Action within 90 days of the day on which you filed your complaint, you do not have to wait for the recipient to issue that Notice before filing a complaint with CRC.  However, you must file your CRC complaint within 30 days of the 90-day deadline (in other words, within 120 days after the day on which you filed your complaint with the recipient).  If the recipient does give you a written Notice of Final Action on your complaint, but you are dissatisfied with the decision or resolution, you may file a complaint with the CRC.  You must file your CRC complaint within 30 days of the date on which you received the Notice of Final Action.

For more information contact The RDP Equal Opportunity Employment Officer: 
Nelson Sakamoto, Director of Human Resources

Research Corporation of the University of Hawaii

2530 Dole St. Honolulu, HI 96822   

Phone: 808-956-6965

Fax: 808-956-5022

E-mail: nsakamoto@rcuh.com
Meets participant eligibility criteria	Verified by RDP staff (initial and date): ____________________________





    Does NOT meet eligibility criteria	Print Staff Name and Title: ______________________________________





Date entered into Huinet database: ___/___/________, by ________________________________________________











PAGE  
An Equal Opportunity Employer and Program.
Auxiliary aids and services available upon request for individuals with disabilities.


