______ 
Employee Handbook 
Purpose and Objectives

This handbook contains a general outline of basic personnel policies, practices and procedures applicable to paid staff members. This handbook, however, is not intended to create a contract for employment or to alter the at-will nature of the employment relationship in any way.

The personnel policies outlined in this handbook are intended to bring to the ______  (______ ) a high degree of understanding, cooperation, efficiency and unity through systematic, uniform application of current personnel practices to accomplish the following:

· To promote and increase productivity, efficiency and responsiveness to its membership;

· To provide and maintain a consistent, up-to-date job evaluation and compensation plan;

· To evaluate staff members on the basis of adequacy of their performance, correcting inadequate performance where possible and separating employees for reasons including but not limited to inadequate performance; and

· To prevent unlawful discrimination and to ensure equal treatment of applicants and employees without regard to race, national origin, age, sex, religion, disability, or any other basis prohibited by law.

Ethical Code


______  expects each staff member to:

· Carry out assignments in such a way as to bring credit to the staff member and ______ .

· Refrain from activities that might adversely reflect on the integrity of ______ .

· Refrain from conflict-of-interest activities that may include, but are not limited to the following: 

· Employment by any organization that does business with or for ______ .

· Giving business to any organization in which the staff member has a financial or personal interest.

· Recommending ______  activities or programs that involve the expenditure of ______  funds from which a staff member expects to gain financially.

· Accepting more than nominal gifts or gratuities from a person or organization with which ______  conducts business or may potentially conduct business. 

Equal Employment Opportunity

______  is an equal opportunity employer. It is the policy of ______  to make all employment decisions on the basis of merit and the needs of ______  and not to permit discrimination or harassment on the basis of sex, race, national origin, religion, disability, or any other basis prohibited by law.

Harassment Defined

Although all types of harassment are prohibited, special attention is called to the prohibition of sexual harassment. Sexual harassment means unwelcome sexual advances, propositions or other verbal or physical conduct of a sexual nature when:

· Submission to such conduct is made either implicitly or explicitly a term or condition for employment; 

· Submission to or rejection of such conduct is used as a basis for employment decisions; or 

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

______ ’s practice is to apply this definition in a practical, common sense manner. Obviously, certain conduct is forbidden. For example, no staff member may be told that in order to keep a job or promotion, he or she must submit to sexual advances from a supervisor. Obviously, certain conduct is not forbidden. It is not sexual harassment to tell a single joke or to ask another staff member out on a date. It may be sexual harassment to repeatedly tease a fellow staff member about sexual matters or to repeatedly ask out a staff member who has said that he or she is no interested. Innocent fun becomes sexual harassment when it creates a working environment that is offensive to a reasonable individual. The same holds true for other prohibited forms of harassment.

Complaint Procedures

A staff member who believes that he or she has been the subject of discrimination or harassment prohibited by this policy should complain to the Executive Director. The complaint will then be investigated. If a staff member believes that the he or she has been harassed or discriminated against by the Executive Director, the complaint should be submitted to the current ______  President. In either case, the complaint will then be investigated.

The investigation ordinarily will consist of interviews with the complaining staff member and, where appropriate, fellow staff member(s). The confidentiality of the complaint and the privacy of all persons involved shall be respected to the extent consistent with ______ ’s obligation to investigate all complaints and take appropriate remedial action. In a small office such as ______ ’s, it may be impossible to maintain absolute confidentiality as a single complaint could involve all staff members.

Upon completion of the investigation, the Executive Director will determine appropriate action which may include discipline or dismissal of any persona found to have violated this policy. In the case of a complaint filed against the Executive Director, the President will investigate and along with the Personnel Committee recommend appropriate action to the Board of Directors.

Retaliation

Retaliation against any staff member for filing a complaint or participating in an investigation is strictly prohibited. 

Employment of Relatives

______  does not employ, on a permanent or temporary basis, any immediate family members of current employees. Immediate family members include spouse, child, parent, step parent, sibling, step sibling, parent in law, grandparent, grandchild and any relative or other person living in the same household as the staff members.

Classification of Employees

______  has three classifications of staff members: full-time, part-time and temporary. Each staff member should be informed at the time of employment whether he or she is temporary, part-time or full-time. Employees uncertain of their classification should ask the Executive Director for clarification. Certain portions of the following policies, such as vacations and sick leave, do not pertain to temporary staff members.

· Full-time employees are regularly scheduled to work 30 or more hours per week. 

· Exempt: Staff members who occupy a position exempt from the overtime provisions of the Fair Labor Standards Act.

· Non-Exempt: Staff members who occupy a position covered by the overtime provisions of the Fair Labor Standards Act. 

· Part-time employees are exempt or non-exempt staff members who are regularly scheduled to work less than 30 hours per week and are not eligible for employee benefits.

· Temporary employees are full- or part-time, exempt or non-exempt staff members employed on a temporary basis.

Performance Appraisal

All positions within ______  have a written job description maintained by the Executive Director for selection and evaluation purposes. Each employee should be provided with a copy of the job description, and it should be reviewed periodically for accuracy.

The Executive Director will complete a written performance appraisal on each employee in June of each year. The performance appraisal process is designed to be conducted with the following goals:

· To provide staff members with information regarding their performance;

· To identify performance areas in which staff members do well and those elements which require improvement and to establish plans to correct performance shortcomings; and

· To provide a basis for linking staff member performance to merit salary increase requirements.

New staff members and staff members experiencing performance problems may be formally evaluated more frequently than other staff members. New staff members will receive a written review after three (3) months of employment.
Termination of Employment

The employment relationship is “at will,” that is, at the will of ______  and the staff member. Just as a staff member is free to resign at any time for any reason, ______  may terminate the employment of any staff member at any time for any lawful reason.

Resignation

Any staff member who elects to resign is expected to submit a written resignation preferably prior to the effective date of resignation. A notice of two weeks is required for all staff unless bound to a different standard by contract. Failure to submit a written resignation in advance or excessive use of leave time after a resignation has been submitted may result in forfeiture of accumulated vacation pay at the time of termination.

Discharge

Grounds for discharge include, but are not limited to unsatisfactory job performance and/or the following:

· Falsifying records, reports or information;

· Theft or dishonesty;

· Divulging confidential information;

· Being under the influence of alcohol or illegal drugs at work;

· Refusal to perform assigned duties;

· Violence in the workplace;

· Habitual absence or tardiness; or

· Insubordination.

This list is not intended to be exhaustive. Rather, it simply lists some, but by no means all, of the types of misconduct or unsatisfactory work performance that may result in a staff member’s discharge.

Other Involuntary Dismissals

Under certain circumstances such as a reduction in staff, ______  may need to terminate an individual’s employment. Under these circumstances, the employee could be considered for any future vacancies in which he or she expresses an interest.

Exit Interview

An exit interview should be conducted by the Executive Director on the last scheduled day of employment. All property of ______ , including credit cards, office keys and desk keys must be returned. Unless special arrangements have been authorized in advance, all final checks are processed in accordance with the normal payroll schedule.

Office Procedures

Personal Appearance

All staff members are expected to dress appropriately and to maintain good general appearance at all times. Business casual clothing is generally appropriate for normal business days. In rare instances, clothes such as blue jeans, which are more suitable to manual labor, are appropriate. In instances where contact with members is expected (such as luncheon days or the annual meeting), staff members are expected to dress appropriately for the occasion. This may mean jackets and ties for males and business suits or dresses/skirts for females.

Hours and absences

The normal work day for ______  is from 8:30 a.m.-5 p.m., Monday through Friday, with one hour for lunch, which should be taken between 11 a.m. and 2 p.m. 

______  is committed to reducing air pollution in the Atlanta area. Therefore, employees will generally be allowed to alter their work schedule to allow for commuting times outside of normal rush hours. With permission of the Executive Director, staff members may alter their work hours, provided a 7 ½ hour work day is maintained. Telecommuting is also occasionally permitted, provided that phone contact with the office is maintained; voice mail is checked regularly; and there is a specific task to be completed from home. Positions with specific duties, such as phone coverage, may not be eligible for significant time alterations or telecommuting. 

In the event that illness or another emergency makes it impossible to come to work, the Executive Director should be notified as early as possible, but no later than 9:00 a.m.

Any non-exempt staff member failing to report for work as scheduled without proper notification, authorization or excuse shall be considered absent without leave and shall not be in pay status for the time involved. Being absent without leave constitutes abandonment of duties that may result in dismissal.

Smoking


There will be no smoking permitted in the ______  office.

Hazardous Weather Conditions

Staff members are generally expected to report for work during inclement weather conditions. In the event that severe weather creates hazardous driving conditions, ______  will open and close on the same schedule as the DeKalb County School System. Additionally, employees are not expected to report for work if the public school system in the county in which they reside closes due to hazardous driving conditions related to inclement weather. In other instances, non-exempt employees who are late or absent because of weather conditions will be given a chance to make up their missed time if work schedules and conditions permit.

Injury and Illness 

Any injury occurring while at work, no matter how minor, should be reported immediately to the Executive Director. Under the Workmen’s Compensation Law, worker’s compensation rights may be lost unless such notice of injury is given promptly after the accident occurs. In the event a staff member feels ill while at work, the Executive Director should be notified. First aid supplies are kept in the supply closet.

Payroll Procedures

Pay Periods

Staff members are paid on a semi-monthly basis, on the 15th of each month (or on the Friday before, if the 15th falls on a weekend) and on the last working day of the month.

Overtime

Exempt staff members are required to fulfill the responsibilities of their position with no additional compensation for overtime.

Non-exempt staff members are eligible for overtime pay at the rate of time and one-half for all time worked in excess of 40 hours in one week. However, no overtime may be worked by non-exempt staff without prior approval of the Executive Director.

Social Security

Under the Federal Insurance Contributions Act, ______  and its staff members are taxed on salary payments up to amounts stated by law in order to provide Social Security retirement benefits for staff members. Required deductions are made from each paycheck.

Federal and State Income Tax Withholding

All employees are required by law to deduct income tax from each staff member’s paycheck. A federal form (W-4) and state form (G-4) must be completed to indicate tax withholding status. This enables ______  to withhold from each paycheck the proper amount for payment to the Internal Revenue Service and the State of Georgia Income Tax Division.

Paid Holidays

All full-time staff members are eligible for the following paid holidays on which the ______  office will be officially be closed:

· New Year’s Day 

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day and the Friday after Thanksgiving

· Christmas – two days (schedule varies depending on calendar)

· Two floating holidays to use at employee’s discretion (MLK Day or Good Friday, for example)

When any of these holidays fall on a weekend, ______  will observe the holiday either on the previous Friday or the following Monday. Any staff member, due to the needs of ______ , who must work or travel on any of these official holidays, will be allowed a scheduled, excused absence at a later date. Floating holidays not taken by the end of the fiscal year are forfeited, and they are not payable upon termination.

Vacation

Full-time staff members are eligible for paid vacation days. The amount of vacation earned is based on years of employment. 

0-3 years

10 working days

4-10 years

15 working days

11+ years

20 working days

· New staff members are not eligible to take paid vacation until they have completed at least three months of service. In the first year of employment, vacation is pro-rated by months of service at a rate of .83 days per month. Employees beginning before the 15th of a month receive full credit for that month. For instance, an employee beginning Feb. 13 would have just over 4 days of vacation to take through the end of June (though those days could not be taken until May because of the 3-month rule). 

· The ______  vacation year begins July 1 and ends June 30. Up to five days of unused vacation leave may be rolled over to the next year. Under no circumstances can more than five days cross over; days in excess of five will be forfeited. Employees will not be paid for excess vacation time except at termination.

· When more than one staff member requests the same vacation time off, preference for scheduling shall be based on length of service and operational considerations.

· A holiday that falls within a vacation period is not counted as a vacation day.

· Upon termination of employment, accrued and unused vacation time will be paid to the staff member, except in no cases shall more than 25 days be compensated. Failure to submit a two-week notice of resignation or excessive use of leave time after resignation has been submitted may result in forfeiture of accumulated vacation pay at the time of termination. 

· Vacation leave may be taken in half-day and day increments.

· Requests for vacation days should be submitted to the Executive Director at least two weeks in advance.

Sick Days

Subject to the following provisions, full-time staff members are eligible for time off with pay when they are unable to work because of illness or injury. The total number of paid sick days shall not exceed seven per ______  fiscal year, July 1-June 30. 

· Staff members with less than three months service are not paid for any sick leave absence.

· The Executive director may request and obtain verification of the circumstances for any absence of three days or more.

· Any sick days earned but not taken by the end of the fiscal year will be banked. Each employee may bank up to 15 sick days in addition to the days available in the current year. 

· Staff members are not paid for accumulated and unused sick days upon separation from employment.

· Sick days may be taken in half-day and full-day increments. Sick days cover personal illnesses and illnesses in the family that require the employee to stay out of work. Employees need not use sick time to cover medical and dental appointments unless the time out of the office exceeds a half day in a calendar month.

Leaves of Absence

Bereavement

Time off with pay, not to exceed three working days per event, shall be granted to full-time staff members in the event of a death in the immediate family. For purposes of this policy, immediate family includes mother (in-law), father (in-law), stepmother, stepfather, daughter or son (in-law), stepson or stepdaughter, spouse, sister (in-law), brother (in-law), stepsister, stepbrother, grandfather, grandmother, legal guardian or other person who was residing in the household with the staff member at the time of death.

Jury Duty

______  encourages employees to fulfill their civic responsibilities by serving court duty when required. ______  will allow you to do this without loss of pay. An employee who must be absent for the purpose of attending a judicial proceeding in response to a summons, subpoena or other court order which requires the employee's attendance must show the summons or subpoena to their supervisor as soon as possible so that the supervisor may make arrangements to accommodate their absence. Employees are expected to report to work on any day or part of a day that you are excused from court duty.

Applicable employee benefits will be continued during jury leave.

Military or Reserve Service

An unpaid leave of absence will be granted to staff members who participate in annual encampment or training duty in the Reserves or the National Guard.

Excused Absences

Exempt staff members may be eligible for an excused absence if experiencing an excessive workload which involves extensive weekend work.

Personal Leave of Absence

A personal leave of absence may be granted without pay for special circumstances by arrangement with the Executive Director.

Insurance and Retirement Benefits

Health Insurance

Major medical and vision coverage is provided to all full-time staff members beginning the first day of the first full calendar month of employment. Coverage is contingent upon meeting the eligibility requirements of the health plan. Dependent coverage is also available to staff members, but the difference in premium between the individual policy and the dependent policy is the employee’s responsibility. Dependent coverage is also contingent upon meeting eligibility requirements of the insurer.

Retirement

______  maintains a retirement plan for staff members funded by employee contributions with a match of up to 3 percent of their annual salary by ______ . Employees may contribute on a pre-tax basis through payroll deductions subject to the federal limitations on the ______  retirement plan. 

Workers’ Compensation

This insurance covering work-related injuries and illnesses is provided for all staff members. Each staff member is expected to report at once to the Executive Director any injury sustained while at work.

Travel Expenses

Staff members who travel for ______  are reimbursed for reasonable expenses on an actual basis, not a per diem basis. A Staff Travel Expense Report must be approved by the Executive Director within 30 days of the end of travel. All items in excess of $25 must be documented by receipts.

Travel should be economy class whenever possible. Advance purchase of airline tickets and use of discount carriers is mandatory when feasible. While convenience is a consideration, lodgings and accommodations should be moderately priced. Staff members are expected to choose moderately priced restaurants. 

Travel in a personal vehicle will be reimbursed at the IRS allowed level. For extended distances, ______  limits reimbursement to the lesser of the IRS allowed amount based on actual miles driven or the cost of economy airfare.

E-mail Policy

As with all company equipment, e-mail is to be used for business purposes. The Executive Director has unrestricted access to information stored in the e-mail system for maintenance and monitoring purposes. Staff members are prohibited from using codes, accessing files or retrieving any stored communications not addressed to them without prior clearance from the Executive Director. 

Acknowledgement

This employee handbook describes important information about my employment at ______ . I understand that I should consult the Executive Director regarding any questions not answered in the handbook. Since the information, policies, and benefits described here are necessarily subject to change, I acknowledge that revisions to the handbook may occur. Furthermore, I acknowledge that this handbook is not a contract of employment. I have received the handbook, and I understand that it is my responsibility to read and comply with the policies contained in this handbook and any revisions made to it.

Name____________________________________________________

Date___________________________________________
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