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ABC Organization
PERSONNEL POLICY AND PROCEDURES

HANDBOOK

PURPOSE

The purpose of this handbook is to provide employees of ABC Organization with a general understanding of the personnel policies of the corporation.  The personnel policies in this handbook supercede and replace all previously published and unpublished policies, handbooks, and other publications or oral representations related to personnel matters. 

The information in this handbook shall be helpful in familiarizing employees with the organization.  However, this handbook cannot anticipate every situation, or answer every question about the Corporation’s personnel policies.

Neither this handbook nor any provision herein constitutes an expressed or implied contract of employment or any other type of contract.  No commitment for employment for any specified duration can be made unless it is expressly set forth in writing and approved by the Executive Director.  Employment is for no definite period and may be terminated by the employee or the Corporation at any time.

The Corporation must demonstrate flexibility in the administration of policies and procedures, and reserves the right to change, revise, withdraw, or deviate from policies and procedures without notice when such action is deemed necessary by the organization.  

The employee shall signify an understanding of the contents of this manual by signing and dating the “Personnel Policy Handbook Signature Sheet” (see forms 10.0).

ABC Organization
PERSONNEL POLICY AND PROCEDURES

1.0 ORGANIZATION 

1.1
Board of Directors
The ABC Organization is a non-profit entity organized pursuant to the laws of the State of Georgia.  It has a Governing Board of Directors. 
The following policies concerning employment, form and method of compensation, disciplinary matters, and benefits are designed to help the employee perform at the highest possible level. 

The employee is required to read all the policies set forth in this handbook and to signify by signing and dating an acknowledgement sheet that they have received a copy and have a working knowledge of them.  Ignorance of the policies of this organization is no excuse or prevention to possible adverse action.  If at any time the employee feels it is necessary, the Executive Director shall explain any of the items contained in this handbook which may not be clear.

2.0 TERMS OF EMPLOYMENT

These terms of employment apply to staff employees, both full and part-time.  Temporary and contract personnel are not considered staff employees.

2.1
“At-Will” Employment
All employees, both full- and part-time, enjoy their employment "at will."  Any employee may terminate their employment with or without cause at any time.  Conversely, the Corporation may also terminate an employee's employment at any time, with or without cause.

2.2 Initial Employment Period

The first 60 days of employment shall constitute the initial employment period.  During this period, each employee shall be closely supervised to determine how well they adapt to their work environment.  Each employee shall, upon termination of the initial employment period, be evaluated for progress and performance. To those employees who qualify health benefits will only become active following this initial period.
3.0
EMPLOYMENT POLICIES

3.1
Equal Employment Opportunity
The corporation will not tolerate discrimination based upon an employee's race, color, sex (gender), national origin, religion, age, or disability with respect to any term, privilege or condition of employment.  Any employee who believes they have been subjected to discrimination should promptly notify the Executive Director.  The Executive Director shall look into the report and discuss the results with the employee(s) involved.

The Corporation prohibits retaliation against any employee who reports discrimination or otherwise opposes discrimination.

Any employee who is found to have discriminated against another employee shall be subject to disciplinary action up to and including termination.

3.1.1
Harassment/Discrimination Policy
Any employee who believes they are being harassed or exposed to conduct they find offensive shall ask the offending person to stop immediately.  If the conduct continues, contact the Executive Director.

If any employee believes they are being harassed or exposed to conduct they find offensive and said harassment originates with the Executive Director, the employee shall contact the executive committee of the board of directors. 
The Corporation cannot address a problem in the workplace until they are advised of it.  It is extremely important that any harassment or offensive behavior be reported immediately.  All management employees who notice or suspect a violation of the Corporation’s Harassment/Discrimination Policy have a duty to consult promptly with the Executive Director for a proposed course of action.

Any employee who condones or fails to take appropriate action to address a violation of the Corporation’s Harassment/Discrimination Policy shall be subject to disciplinary action up to and including termination.

3.1.2
Open Door Policy

The Corporation also has an open door policy that enables staff members to advise the Corporation about concerns other than harassment or discrimination.  Any staff member who feels it is necessary to express a concern can do so with the Executive Director without fear of retaliation.  The staff member reporting the concern will be notified when the concern has been addressed and what, if any, corrective action has been taken.   

3.2
Compensation Administration

3.2.1
Annual Reviews
The Executive Director shall conduct an annual review on or about the 1st of the year.  During the review, the Executive Director shall identify the employee’s strengths and weaknesses during the previous year.  If there are concerns or improvements that require training or other follow-up, the Executive Director shall identify them to the employee and provide recommendations for a course of action.  

3.2.2
Holidays
It is the policy for the Corporation to give their employees holidays that generally agree with holidays taken by their collaborating organizations.  Those holidays are:

New Year’s Day






Memorial Day






Independence Day






Labor Day







Thanksgiving Day










Friday following Thanksgiving Day



Christmas Day






Christmas Eve

The office will also be closed for 5 days during the week of Christmas. These dates will be determined each year by the Executive Director.
3.3
Employee Benefits
All full-time and part-time employees shall be eligible to receive those benefits required by law, such as unemployment and workman’s compensation.  Temporary and contract personnel shall not be eligible to receive benefits.

Fulltime employees will also be eligible for Health Insurance following the 60th day of employment.

3.3.1 Vacation Leave

It is the policy of the Corporation to grant time off with pay to all eligible employees.  

(1) Full time employees with less than 1 year service shall receive 1 week of vacation time.  Full time employees with service of 1-5 years shall receive 2 weeks vacation time. Full time employees with 5-10 years will receive 3 weeks per year. Employees with over 10 years of service will receive 4 weeks per year.

(2) Vacation is earned and taken within each calendar year.  Vacation time cannot be carried over.

(3) Leave time can be used all at once or in increments of one full day at a time.

(4) Vacations must be scheduled with the permission of the Executive Director in accordance with Section 4.1.2, “Work Absences”:  

3.3.2 Personal Leave

There is no probationary period before taking sick leave.  Sick leave can be taken immediately under the following conditions:

(1) Notification of illness and expected return to work shall be made in accordance with Section 4.1.2, “Work Absences”.  

(2) Sick leave must be taken in full day increments.

For any illness exceeding three (3) days, or where there is an attendance  

problem, an employee may be asked to submit a doctors note
(3) Pay for accumulated sick leave is not available to an employee upon termination of employment.

(4) Sick leave pay is available for genuine and verifiable illness of the employee or his/her immediate family (i.e., spouse and dependents).  It cannot be used to supplement Vacation Leave time.

(5) Any unused personal leave up to 5 days can be paid at his/her respective salary rate on the final pay period of the calendar year. The balance is forfeited.

(6) Vacation and personal days will be tracked using Quickbooks. The pay stub will include a summary of Personal Days and Vacation Days used and remaining. Employees are responsible for reporting any discrepancies between their records and the Corporation’s record.
3.3.3 Jury Duty 

It is intended to continue salary during the time an employee is serving their jury duty. This can be accomplished by one of two methods

(1) Staff retains the jury duty stipend and the amount is subtracted from the   

      employees usual rate of pay
(2) Staff turns in the stipend and the employee is paid the normal rate of

      compensation

3.3.4
Military Duty
A leave of absence shall be granted to employees who are called to active training for a period of ten (10) working days or more.  The employee shall be paid the difference, if any, between his/her basic compensation and her/his military pay.  Any other military leave policies are required to conform with applicable State and Federal Laws.

3.3.5
Death in Family

(1) Employees shall be excused with pay for up to five (5) working days for a death occurring in their immediate family.  An immediate family member is a spouse/partner, parent, sibling, child, grandchild, guardian, or grandparent of an employee or their spouse/partner. 

(2) Special cases involving the death of a close relative other than the above, or when an employee is asked to participate in services of a close friend shall be considered on an individual basis.  Approval of these special cases must be obtained from the Executive Director.

3.3.6
Professional Growth and Leave

It is fundamental to the philosophy of the Corporation that success is dependent on a competent team of employees.  The policy of the Corporation is to encourage employees to improve their technical and intellectual competence by pursuing and successfully completing courses of study; participation in national and professional organizations; and attending conferences, meetings, and other professional growth activities.

As the budget allows, the Corporation shall share in the cost of such activities.  To be eligible for reimbursement, the employee shall be expected to observe the following guidelines:

(1) Attendance at professional growth activities shall require the advance approval of the Executive Director when:

a. the activities are scheduled during the employee’s regularly scheduled

working hours, or 

b. financial compensation is requested. 

(2) Employees are required to exercise economy for travel and other costs associated with the above activities. The Executive Director shall inform the employee of any restrictions prior to attendance at the activity. In some cases, the employee may be required to comply with Federal or State guidelines and limits on travel, lodging, and food.

(3) Upon return from their trip, employees shall obtain reimbursement for reasonable expenses by submitting the request on Form Number 3, “Employee Expense Report” when the request is backed up by attaching the original receipts to the request.  The total reimbursement shall be for the actual costs of:  

a.  travel (air fare, car mileage, parking, taxi, shuttle)

b.  lodging (hotel)

c.  food

d.  registration fee

(4) The Corporation limits (except those requiring Federal limits, if different) are: 

a.  Food - $40 per/day

b.  Car mileage - $.28 per/mile

(5) Travel advances may be obtained with approval from the Executive Director.

3.3.7
Inclement Weather

During periods of inclement weather, the Executive Director shall make a decision as to whether it is safe for employees come to work or when employees shall leave work early to ensure their safe return home.  If the employee is unsure of conditions, they should contact the Executive Director.  If they are unable to contact the Executive Director and they feel their situation is or could become unsafe, they should decide their course of action based on their personal circumstances.

3.3.8
Leave without pay
Under certain circumstances, the Executive Director may grant an employee other leave without pay, such as personal, medical or educational leave, upon written request from the employee in accordance with Section 4.1.3, “Work Absences”. 

3.3.9
Reimbursements and Allowances 

(1) Approved purchases shall be reimbursed by submitting a request for reimbursement on (see forms 10.0), “Employee Expense Report” along with the original receipt and the reason for purchase. 

(2) Automobile Mileage – Employees using their automobiles for business shall be reimbursed, as the agency’s budget allows, at the rate set periodically by the Board of Directors, currently at $.28 p/mile.  Parking expenses incurred during business trips will also be reimbursed when receipts are presented.  Requests for reimbursement will be documented on Form No. 3, “Employee Expense Report”.   

4.0
EMPLOYEE RELATIONS

4.1
Attendance Policies
4.1.1
Hours of Operation 

Due to the nature of the work we do a strict office schedule is not adhered to. The hours of operation are from 9-5 Mon-Friday. If an employee is not to be in the office by 9 am they are to call the Executive Director. 
4.1.2   Flex time

The Corporation does not recognize comp time. It is covered in 4.1.1 that 
employees may work an atypical schedule. Fulltime employees are required to 
work 40 hours per week. Due to the court schedule and training times the


employee may have days when their work will require them to work outside of the 
9-5 workday.  Flextime is to be defined as the ability to alter ones schedule to 
ensure no overtime is worked and the minimum 40 hours per week is worked.         
Example: If a coordinator is holding training on a Wednesday evening for two 
hours. That coordinator should alter his/her schedule to accommodate those two 
hours of evening work during the day on Wednesday. They should work 6 
hours 
that day so their time equals and does not fall short or exceed 8 hours.  If the 
flextime falls 
on a weekend the time should be taken the Friday immediately 
prior. 

Work performed outside of the 9-5 workweek that is not required by the 
Executive Director or necessary to complete ones job requirements will be 
considered volunteer time.


All flextime is to be used in a 40 hour workweek; it is not to be accumulated over 
time.
4.1.3
Work Absences
The Corporation recognizes that, from time to time, personal situations arise which require an employee’s absence from scheduled work, and therefore allows certain absences.  Absences are counted in the employee’s time off schedule. 

Every employee has the following obligations and responsibilities concerning work absences regardless of regular or temporary status, and regardless of eligibility or non-eligibility for compensation for these absences.

(1) Advance Notice – If the need to be absent from work is known in advance, employees must request permission from the Executive Director as far in advance as possible, with a minimum of two weeks notice (see Forms 10.0), using “Request for Time Off”.

(2) Notice of Unexpected Absences – When employees who have not given advance notice find that they cannot report to work, they are expected to notify the Executive Director as soon as possible.

(3) Returning to work after Illness – A physician’s statement, stating that the individual is fit to resume normal duties, may be required following an absence of more than three (3) days.  

(4) Employees will inform the Executive Director of their planned duties for the day they will be absent, and the ED will assign those duties to another staff member if necessary.
(5) The employee will call the office before the close of the business day to inform the Executive Director whether they anticipate their absence to continue to the next day.
Attendance records for all employees shall be maintained by the Executive Director or his designee.

4.1.4
Overtime Policy

Employees shall avoid working overtime, but occasionally an employee may be asked to work overtime by the Executive Director.  Although there is no monetary compensation for overtime for exempt employees, when requested or approved by the Executive Director, exempt employees may be time-compensated for all hours worked in excess of their regular hours. 
(1) Exempt (monthly paid) personnel shall not be paid overtime.

(2) Non-exempt (hourly paid) personnel shall be compensated for overtime.  Every non-exempt employee shall submit to the corporation, on a semi monthly basis, an accurate record of time worked that indicates total daily and weekly hours worked.

a. Non-exempt employees shall not work beyond 40 hours per week, unless authorized by the Executive Director.

b. Non-exempt employees shall earn prevailing legal rates of pay for all authorized overtime worked.

NOTE:  In the event an employee is sick during a week when overtime is earned, sick pay shall be paid only for those hours an employee needs to total the required number of hours for the current work week.
4.2
Pay Practices


Employees of the Corporation shall be paid on a semi monthly schedule on the  

           15th and the last day of the month.


Payroll is calculated by the Executive Director and must be consistent with the 


funding agencies rules and regulations. Employees paid with VOCA will complete 


timesheets to be turned in no later than 2 days prior the end of the pay period. 


The last two days of the payperiod will be estimated and any corrections will be 


reflected on the next pay check.


Example: If you intend to be paid for a holiday listed in policies and procedures 
as a paid holiday the timesheet should reflect that.


In signing the timesheet you are certifying that the information is correct and 
accurate. Falsifying a timesheet is a breach of company policy and will be 
reprimanded appropriately, up to and including termination.

4.3
Conflict of Interest

No employees of the Corporation shall own an interest in any other business concern with which the Corporation does business.  An employee who violates this policy shall be subject to disciplinary action, up to and including termination.

4.4 Confidentiality

Confidential information obtained from clients shall not be shared with any unauthorized person inside or outside the Corporation.  Personnel are under a personal and professional obligation to protect the privacy of the families we serve. Staff will maintain a professional demeanor and represent the Corporation in the community in positive and supportive manner. Information regarding clients and confidential information shall not be discussed in a way that might cause information to be overheard. If another agency requests a discussion in a location that is not secure, employees are to refrain from entering into the conversation, until a time when an appropriate location is available. An employee breaching this policy will be subject to disciplinary action up to and including termination.
4.5 Release of Information

An employee shall direct all inquiries for information regarding the Corporation’s activities to the Executive Director, unless the exchange of such information has been assigned to the employee by the Executive Director.

4.6 Substance Abuse Policy Statement

The Corporation is committed to providing a safe work environment and to fostering the well-being and health of its employees.  That commitment is jeopardized when the employee illegally uses drugs on the job; comes to work under their influence; possesses, distributes, or sells drugs in the workplace; or abuses alcohol on the job.  Therefore, the Corporation has established the following policy:

(1) It is a violation of the Corporation’s policy for any employee to use, possess, sell, trade, offer for sale, or offer to buy illegal drugs - or otherwise engage in the illegal use of drugs on the job.

(2) It is a violation of the Corporation’s policy for anyone to report to work under the influence of illegal drugs or alcohol.

(3) It is a violation of the Corporation’s policy for anyone to use prescription drugs illegally.  (However, nothing in this policy precludes the appropriate use of legally prescribed medications as directed by a doctor.)

(4) Violations of this policy are subject to disciplinary action up to and including termination. 

As a condition of employment, employees must abide by the terms of this policy and must notify the Executive Director in writing of any conviction of a violation of a criminal drug statute no later than five calendar days after the conviction.

4.6.1
Employee Testing 

It shall be a condition of employment for all employees to submit to drug testing under the following circumstances:

a.  for cause/reasonable suspicion

b.  apparent physical state of impairment

c.  incoherent mental state

d.  marked changes in personal behavior that are otherwise unexplainable

e.  deteriorating work performance that is not attributable to other factors

f.   workplace accidents

Employees with a confirmed positive test result may, at their option and expense, have a second confirmation test made on the same specimen.  An employee shall not be allowed to submit another specimen for testing.

The consumption or possession of alcoholic beverages on the Corporation’s premises is prohibited.  An employee whose normal faculties are impaired due to the consumption of alcoholic beverages, or whose blood alcohol level tests positive while on duty/company business shall be guilty of misconduct, and shall be subject to discipline up to and including termination.  Failure to submit to a required substance abuse test also is misconduct and also shall be subject to discipline up to and including termination.

5.0
Media Policy

5.1      Internet

The internet and email are for work purposes only. The Executive Director 
reserves the right to monitor email and internet access. Employees are expected 
to only view sites appropriate to the work we perform. If an employee is found to 
be viewing sites that would be deemed inappropriate, disciplinary action will be 
taken up to and including termination. Inappropriate sites are defined as any site 
not in compliance with the current law, a site containing nudity of a pornographic 
nature, gambling sites or other sites of this nature. Email will contain language 
appropriate for business use. The use of expletives in email is forbidden and will 
be subject to disciplinary action up to and including termination.
5.2      Newspaper and Television Media

Any contact other than routine contact with the media will be handled by the 
Executive Director, Chair of the Board, or his/her designee. If a member of 
the media contacts a staff member directly they should be referred to the 
Executive Director. All PSA’s or other communication with the community will be 
approved by the Executive Director in advance of publication.
6.0
TERMINATION OF EMPLOYMENT

6.1
Definition
Progressive discipline is a process in which disciplinary action is taken in degrees of increasing severity.  The Corporation shall use a policy of progressive discipline when applicable.  An employee who fails to perform assigned duties adequately or who violates corporate policies shall be disciplined.  Disciplinary actions taken shall depend on the degree and circumstances of the violation.
 

6.2
Causes for Action 

The causes of disciplinary actions are:

(1)
A chronic tardiness or absenteeism.

(2)
Negligence in performing assigned duties.

(3)
Inefficiency in performing assigned duties.

(4)
Inability or unfitness to perform assigned duties.

(5)
Insubordination.

(6)
Misconduct.

(7)
Conduct reflecting negative impact to the Corporation.

(8)
Failure to report to work without justifiable cause for three consecutive days 
will be treated as voluntary termination.

(9)
Any action or inaction on the employee’s part causing the corporation to 
 
breach a contract, MOU, or organizational agreement.  

(10)   Any other action or inaction not in the Corporation’s best interests.

6.3
Types of Actions

Disciplinary actions fall into two general classes: reprimands and adverse actions:

6.3.1
Reprimands 
A reprimand is a formal means of advising the employee that a problem exists and must be corrected.

(1)  Oral Reprimand – A verbal explanation of a problem with an employee and what must be done to correct the problem.  The reprimand shall also reflect the likely result of not correcting the problem.  

(2)  Written Reprimand – A written statement of a problem with an employee and what must be done to correct the problem.  The reprimand shall also reflect the likely result of not correcting the problem.  The employee shall be given a copy of this reprimand during a private interview with the Executive Director.

6.3.2
Adverse Action 

Adverse action is an action taken by the Executive Director that results in one of the following:

(1) Suspension Without Pay – An employee may be suspended without pay, not

to exceed thirty (30) days, for a violation of policies governing performance and conduct.

(2) Demotion – An employee may be demoted for disciplinary or other reasons if:


a).  a lower position is open


b).  the employee is qualified to perform the work at the lower position. 

      A disciplinary demotion must include a decrease in salary.

(3) Dismissal – An employee may be dismissed for disciplinary or other involuntary reasons when other actions did not solve the problem.  A dismissal may also take place if the employee must be removed from the work place immediately and/or permanently.

7.0      Best Practices for Volunteer Coordinators
7.1      Assigning a Volunteer

 (1) A staff member will attend the shelter care 

 (2) Following the granting of shelter care staff will return to the office and assign 
        a volunteer to the case by filling in the Court order form with the name of the 
        volunteer to be assigned (see 10.0 Forms). Staff will then have the judge, 
 
      associate judge, or appropriate designee sign the order appointing the volunteer  
      If a volunteer is not available at this time and one will not be available shortly the case will not be taken by orgaization at this time.

 (3) A copy of the order will be placed in the official file and the original given to   
 
       the volunteer.
           (4) The volunteer will be considered appointed at that point and will begin    



working  the case.

 (5) The volunteer and all staff will use the correct form for note taking in court. 

       These forms will be handled with the utmost confidentiality (see 10.0 forms)

 (6) Staff is to make at least monthly contact with that volunteer via a face to face 
        
       or phone interview using the appropriate forms (see phone interview form 
  
       10.0 forms)

 (7) The forms are to be turned into the Executive Director Monthly

 (8) As the case progresses, the volunteer will be required to visit the child   


monthly


 (9) At the closing of the court case a final interview with the volunteer will be held 

       to ascertain their feelings regarding the outcome.

7.2
Contact with the Volunteer

(1) All phone calls from volunteers will be returned as soon as possible


(2) Every effort will be made to respect the time of the volunteer

(3) If appointments are made with a volunteer, they will not be kept waiting


(4) The Coordinator will attend all court hearings and reviews with the volunteer

(5) The Coordinator will set the tone for the volunteers and maintain a positive 
 
      attitude in relation to all policies and procedures.


7.2.1   Monthly Contact

(1) Every volunteer with a case will be contacted at least monthly


(2) The monthly phone contact form (10.0 forms) will be filled on each volunteer 



with a  case. If a volunteer is assigned to more than one case multiple 


forms will be filled out

(3) The forms will be turned in to the Executive Director on the last day of every


      month.


(4) Deliberate failure to adhere to this policy will be seen as a violation of policy 
    
     and is subject to disciplinary action up to and including termination

7.3
Volunteer Reports

(1) Reports will be given to the supervisor prior to the hearing


(2) The Volunteer Coordinator will review the report


(3) The Coordinator will change as little as possible in the report.


(4) The report will be sent back to the volunteer following a discussion of the 


report

(4) The volunteer will bring the report to court with them and be prepared to 
answer questions the judge or attorneys might pose.


(6) If the volunteer makes a recommendation the Coordinator or program cannot 
    
      support and they are unwilling to change the report the following will apply.



(a) The coordinator will write a report with another recommendation



(b) The Executive Director will review and approve the report 



(c)  An explanation will be given to the judge as to why there are two 
  

       conflicting reports



(d) This will be avoided at all costs through on-going training and 

 

      supervising the cases closely.

7.4
 Volunteer Supervision

7.4.1   New Volunteers

(1) New volunteers will be offered extra support throughout the term of their first 

      case


(2)  for the 1st visit to XYZ the volunteer will be accompanied by the Coordinator


(3) The Coordinator will allow the volunteer to form a relationship with the 
  

      caseworker and their presence is in a supportive role only. 


(4) The Coordinator will make a clear list of what should be done at the onset of a 
      case, and follow up on the progress

(5) The Coordinator will encourage the volunteer to act independently while 
  
 
      remaining supportive

7.4.2   Yearly Evaluations


(1) Each volunteer will be evaluated annually in December


(2) The Coordinator will use the form designed for this purpose (see 8.0 forms)


(3) The evaluation should be treated as an opportunity to develop the volunteer 
 
      further

7.4.3
Releasing a Volunteer

(1) Reasons for Releasing a volunteer


a) The volunteer continually fails to make monthly contact with the child



b) The volunteer habitually misses court or fails to write the report



c) The volunteer makes poor decisions regarding the scope of their role in 



the child’s or family’s life.



d) The volunteer shows a lack of interest in the program



e) The volunteer breaches the confidentiality policy



f)  The volunteer does not represent the program in the community in a 


     positive manner



g) This list is not inclusive; rather it should be used as a guide. 



h) A volunteer should only be released after all other options have been 


    exhausted


2) A volunteer may only be released through an exit interview with the person, 



The Executive Director and Coordinator.


3) The proper form will be used during the interview (see 10.0 forms)


4) The volunteer will be reminded that they are to return all documents relating to 
  
     their case as soon as possible.


5) The volunteer will be informed that they need to purge their computer of all 
  
    reports and emails relating to cases.


6) The volunteer should be asked if they would like the program to keep in touch 
  
    with them through newsletters and about events.


7) If the volunteer is released because of no contact with the office, attempts will 
be made to get in touch with them and set up the exit interview. If they cannot be contacted a letter will be sent asking if they are still interested in the program.   If they are still unresponsive they will be released by the Executive Director and a letter sent to them informing them of their release. All attempts to contact the volunteer will be documented in the volunteer file. 

8) Prior to releasing the volunteer, the executive director must be shown that 


efforts have been made to retain the volunteer and corrective actions were 


attempted.


9) Every attempt will be made to maintain a good relationship with the volunteer 
 
    being released. 

         10) If the volunteer is assigned to a case at the time of release that case will be 
  
    assigned to another volunteer as soon as possible. The transition should be 
 
    made as smoothly as possible with support from the Coordinator. 

8.0     Transportation 
8.1     Definitions

          Transportation refers to any motorized form of transportation. Client refers to a

child on our caseload as well as their family. Foster child refers to a child in the 
custody of this or any other state. 

8.2 
Policy

Employees should not transport clients in their vehicles or any other vehicle they 
are operating. This extends to public, air, and rail transportation where the client 
would 
require supervision. Only an agent of XYZ or a like agency can transport  
foster children. 


It is the sole responsibility of the Executive Director to arrange transportation in 
emergencies at the request of either the court or XYZ. Employees do not have 
the authority of the corporation to transport or arrange for transportation without 
the Executive’s directive. Action will be taken against the employee when any 
portion of this policy is breached up to and including termination.      

9.0      Program Evaluation


(1) The volunteers will evaluate the program annually


(2) The evaluation will be in the form of a questionnaire


(3) Throughout the year internet surveys will be given to the volunteers to 


evaluate their experiences

(4) This information will be gathered and shared with the volunteers 

(5) The surveys will be used to improve the program and increase volunteer 
  
      retention
10.0
Interns and Program Volunteers

(1) All Interns and Volunteers will be subject to the policies relating to 
 
     
     expectations, behavior, and community relations contained within this 


     document.

(2) Interns are also subject to the policies of the institution their internship 
 
  
     emanates from.
11.0
FORMS

 – Personnel Policy and Procedures Handbook Signature Sheet

 – Employee Request for Time Off

 – Employee Request for Expense Reimbursement

 -- VOCA time sheet

 -- Non VOCA time sheet

-- Volunteer annual evaluation form

-- Volunteer Release Exit Interview

 – Telephone interview form

-- Court Order

-- Court Notes Form 
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