
CITY OF LINCOLN AMERICAN JOB CENTER 

BEHAVIOR POLICY FOR PROHIBITED CONDUCT  

 

I.  PURPOSE  

The City of Lincoln American Job Center has established this Behavior Policy to ensure that 

American Job Center facilities are safe, welcoming, and provide equitable access to individuals 

and staff.  Responses to prohibited behavior and/or illegal activity are outlined here.  

 

II.  OVERVIEW  

Individuals, participants, spectators, and staff are expected to exhibit appropriate behavior at all 

times. Generally, staff work with patrons to address behaviors that are of concern and to allow 

the individuals to be able to interact with others appropriately and to participate positively.  

However, when any one individual’s behavior is so disruptive, threatening, and/or offensive that 

he or she is impeding other participants from using the American Job Center or threatening the 

safety and security of others or themselves, it is imperative that the staff at the American Job 

Center take steps to remedy the situation. Prohibited conduct includes any individual or group 

activity which is harmful or disruptive to other individuals lawfully using the Center or 

participating in or observing activities or is otherwise inconsistent with regular activities 

normally associated with the American Job Center. Examples of various offenses are 

representative and not comprehensive.  

 

III.  DEFINITIONS  

“Premises” shall include inside and outside areas of the American Job Center leased property, 

including parking lots, stairwells, and bathrooms. American Job Center is referred to as the AJC 

in this document.  

 

 “Public area” shall include American Job Center space, resource room and facilities that are open 

for public use.  

 

“Non-public area” shall mean area where the public is not allowed.  

 

“Minor” shall mean an unmarried person under the age of 18.  

 

“Adult” shall mean a person age 18 or over, or a married person.  

 

 “Staff” shall mean City employees, volunteers, or agents or contractors of the City who provide 

services at the American Job Center or staff of any one stop partner located at the American Job 

Center.  

 

“Prohibited Behavior” shall mean any of a group of identified behaviors that are deemed illegal 

or that create an unsafe, threatening, or insecure environment for other participants, customers, or 

members of the public using the American Job Center. These behaviors can result in immediate 

expulsion from the American Job Center with local law enforcement assistance if required. 

 
“Suspension” or “suspended” shall mean that an individual is provided written notice that he or 

she is not allowed on the premises and/or at a class of facilities of the American Job Center for a 

period of up to thirty (30) days as determined by staff at the American Job Center, generally for 

prohibited behavior. 



 

“Banning” or “banned” shall mean that an individual is provided written notice that he or she is 

not allowed on the premises and/or at a class of facility the American Job Center for an extended 

period of time greater than thirty (30) days as determined by the American Job Center One Stop 

Operator, generally for prohibited behavior. 

  
IV. PROHIBITED BEHAVIOR 

The following prohibited behaviors will be seen as grounds for immediate expulsion and 

suspension and/or banning from the American Job Center.  Refusal to leave the AJC including 

parking lots, stairwells, and bathrooms in the building where the AJC is located when asked to do 

so by staff shall result in a call to local law enforcement for assistance. 

 1.   Being present while possessing or under the influence of alcohol or drugs or using 

tobacco products or electronic smoking devices inside AJC premises. 
 2. Knowingly enter into non-public areas of the American Job Center without prior 

permission. 

3. Exhibiting body hygiene that is so offensive as to constitute a nuisance or health        

hazard to other individuals at the AJC. 

 4.   Using abusive or threatening language, including but not limited to name-calling, 

bullying, obscenities, sexist and/or racist language. 

 5.   Behaving in a physically violent, threatening or aggressive manner or any behavior 

that threatens a person’s safety and security, including the individual’s own safety. 

 6.    Possessing weapons or explosive substances, including fireworks, other than by 

authorized law enforcement personnel or as allowed by law or written agreement. 

 7.   Panhandling (food, money, cigarettes, etc.) at the AJC. 

8. Selling, soliciting, or engaging in any other commercial activity at the AJC without 

prior written permission from the OSO. 

 9.   Interfering with staff’s ability to deliver services or to create and maintain a safe and secure 

environment for other individuals. 

 10. Vandalizing, damaging, or misusing AJC equipment or supplies that results in an 

AJC facility or program not being available for public use, or that results in more than nominal 

financial loss to the City or to the City’s agents. 

 11. Participating in gang related activities, to the extent such behavior is clearly 

recognizable and unambiguous, including the display or possession of gang related symbols, the 

use of hand signals, soliciting membership, intimidating or threatening behavior, wearing or 

displaying any gang colors or clothing identified with gang activities, etc. 

 12.   Committing any criminal offense or participating in any illegal activity, including 

theft from the AJC or the premises in the building in which it is located or violation of Lincoln 

Municipal Code ordinances other than minor traffic violations. 

 13.  Use of a device or computer at the AJC to intentionally expose staff or members of 

the public to sexually graphic images. 

 14.   Use of the computer and/or Internet at the AJC so as to: jeopardize the security of 

the computer network or other networks on the Internet or elsewhere, compromise the safety and 

security of others, or provide access to materials that is inappropriate. 

 15. Use of the computer and/or Internet at the AJC to: violate the law; to view, transmit 

or download obscenity, sexually graphic images or child pornography, or materials that encourage 

others to violate the law; to cause harm to others or damage the property of others. 



 16. Failure to respond to AJC staff instructions to modify or stop behavior which is 

disruptive, inappropriate, or inconsistent with acceptable use of the AJC and its equipment or 

facilities. 

 
Individuals exhibiting prohibited behavior will be required to leave the premises immediately for 

the remainder of the day.  Depending on the severity of the behavior, an individual may be required 

to leave the premises with no warning given. Staff response shall be documented.  Individuals may 

be subsequently suspended by the WIOA One Stop Operator  for a period of up to thirty (30) days 

or banned for a period of thirty (30) days up to twelve (12) to thirty-six (36) months  depending 

on the nature of the offense. Offenses such as 5, 6, 11, 12 and 15 above are examples of such 

offenses that may warrant longer banning up to and over one (1) year, although all prohibited 

behaviors are considered serious enough for  banning. See Suspension and Banning Procedure 

herein. 
 

 

V.  SUSPENSION AND BANNING PROCEDURE  

A.  With any prohibited behavior that cannot be mitigated or resolved, the WIOA One 

Stop Operator (OSO)  will issue or cause to be issued a written notification of a suspension, herein 

after referred to as “Notification of Suspension,” to the individual committing the offense which 

shall give notice to the individual the reason(s) for the suspension.  

B.  The first suspension by the OSO  shall be for a maximum period of seven (7) days 

and shall be a suspension from the premises and/facilities of the AJC.  If an individual has 

previously been suspended for a violation of prohibited behavior within the prior six (6) months 

or if the prohibited behavior is especially egregious, he or she may be suspended by the OSO for 

a maximum period of thirty (30) days from the premises and/or facilities of the AJC.  

C.  The OSO shall suspend through a written Notification of Suspension to the 

suspended individual. The suspension notification shall be served by AJC staff upon the suspended 

individual by regular mail when such individual’s address is known or by hand delivery by any 

staff upon knowledge of the individual’s entry into any premises or by any contact with the 

suspended individual. 

D.  Upon a finding by the OSO that there are reasonable grounds to believe an 

individual should be banned from any or all of the premises, the OSO shall issue a written banning 

order, hereinafter referred to as “Banning Order”. The Banning Order shall notify the individual 

of the ban, length of the ban, the reason(s) for the banning, and to what premises the banning 

applies. Banning Orders of six (6) months or more shall be reviewed by the City of Lincoln Law 

Department prior to issuance. 

E.  The Banning Order shall be served by AJC staff upon the banned individual by 

regular mail when such individual’s address is known or by hand delivery by any staff upon 

knowledge of the individual’s entry into any premises or by any contact with the banned individual. 

A copy of the Banning Order shall also be provided to law enforcement and the Law Department. 

Notification of the Banning Order will be provided to all relevant staff. The AJC staff shall 

endeavor to report to the Greater Lincoln WIOA Board regarding Banning Orders on an annual 

basis. 

.  The banned individual shall have the ability to appeal the Banning Order as 

provided herein.  

 

VI.  APPEAL PROCEDURE OF BANNING ORDER  



A.  A banned individual may appeal the Banning Order to the OSO by filing with the 

OSO a written notice of appeal within fifteen days of receiving the Banning Order, hereinafter 

referred to as “Notice of Appeal from Banning Order.” The banned individual will hereinafter be 

referred to as “Appellant.” The Notice of Appeal of Banning Order shall contain the Appellant’s 

name, address, and telephone number, and electronic address if available.  

B.  Upon receipt of a Notice of Appeal of Banning Order, the OSO shall set a date 

certain for a hearing on the appeal within fifteen (15) days from receipt of the Notice of Appeal of 

Banning Order. This time period may be extended with the written consent of the Appellant and 

the OSO. The Appellant shall be notified of this date by regular mail to the address indicated on 

the Notice of Appeal of Banning Order.  

C.  In order to be assured a review of the merits at the hearing, the Appellant must be 

present at the hearing at which the appeal is heard. Failure of the Appellant  to attend the hearing 

may result in a dismissal of the appeal by the OSO, which by operation will leave the Banning 

Order in effect.  

D.  The hearing shall occur in the presence of the OSO, or designated representative; 

the Greater Lincoln WIOA Board Chair, or designated representative; and the City Attorney, or 

designated representative.  

E.  At the hearing, evidence may be presented. The Appellant shall not be required to 

offer evidence at the hearing.  

F.  After the hearing, the OSO, within fifteen (15) days of the hearing on appeal, shall 

make a final binding written order, hereinafter referred to as “Final Order.” The Final Order shall 

be mailed by regular US mail to the banned individual at the address provided in the Notice of 

Appeal of Banning Order. The Final Order shall contain the final decision of the OSO and be 

approved to form and legality by the Law Department.  

G.  The Final Order is appealable as provided by law.  

 

VII.  NON-COMPLIANCE: TRESPASSING  

If a banned or suspended individual enters or refuses to leave any designated premises before the 

return date listed in the Banning Order or the Notification of Suspension, pursuant to staff’s request 

to leave, the banned or suspended individual will be considered as trespassing and law enforcement 

will be called.  

 

 

 

  



Attachment #1 NOTIFICATION OF SUSPENSION  

 

TO: (insert name) 

 

 

On (insert date) at approximately (insert time) you were observed at (Insert name of AJC facility). 

At that time you were exhibiting the following prohibited behavior: (insert qualifying behavior).  

 

Because of the behavior listed above, and/or other documented incidents of prohibited 

conduct at City of Lincoln’s AJC facility, you are temporarily suspended from the premises for 

(insert number of days) days. You are suspended from (insert date) through (insert date). If you 

are on these premises during the suspension period, you will be considered trespassing and law 

enforcement shall be called. The One Stop Operator or his/her designated representative will 

review your suspension to determine if banning is appropriate. You will be notified if further action 

will be taken.  

 

 

Staff initials: ______________  

One Stop Operator Name: ________________________ 

Date Issued:_______________ 



Attachment #2 BANNING ORDER  

 

(Date)  

US MAIL  

 

(Name of Individual)  

(Mailing Address)  

(City, State, ZIP) 

 

 

Dear Mr./Mrs./Miss (insert last name):  

 

Please be advised that as of (insert beginning ban date), you are banned from the City of 

Lincoln’s American Job Center premises including the stairwells and bathrooms of the AJC. 

(insert name of premises or class of facility) for a period of (insert number of days/months) 

through (insert date). You are banned for the following reason(s): (insert incident/s here). The 

Lincoln Police Department has been notified of your being banned from the American Job 

Center. r. Failure to adhere to this notice will be considered trespassing. If you wish to appeal 

this banning, you shall have 15 days from receipt of this notice to appeal. You may appeal this 

decision by filing a Notice of Appeal with the One Stop Operator at 

____________________________Street, Lincoln, Nebraska 68508. The Notice of Appeal shall 

consist of a letter stating your desire to have the One Stop Operator or his/her designated 

representative’s decision reviewed. The Notice of Appeal shall contain the address to which you 

wish to have future mailings made.  

 

Sincerely,  

 

 

 

AJC One Stop Operator 

 

 

cc:  Lincoln Police Department  

City Attorney’s Office 

 

 

 

 

 

 


