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MISSION:

To nurture, develop, and maintain information and systems which empower individuals and communities to access needed resources and services.

PROGRAMS: (brief descriptions)


PERSONNEL POLICIES AND PROCEDURES

Purpose

NPO organization has established policies and procedures in order to define the rights and responsibilities of the organization and its employees.  These policies are intended to facilitate the creation of a positive atmosphere where the mission of NPO organization can be pursued in an effective, efficient, and professional manner.

Revision

The Operations Committee of the Board of Directors acts in an advisory capacity to the Executive Director in his or her administration of these policies and procedures.  The Operations Committee shall, in conjunction with the Executive Director, review and consider any suggested change submitted in writing to the Board of Directors.  Any changes shall be voted on by the Board of Directors.

Organizational Expectations

1.1 Open Door Policy

All staff members are encouraged to provide input and suggestions concerning the overall operation and programs of NPO organization following proper channels of communication.  Staff members should initially bring their comments to their immediate supervisor.  In those cases where that may be inappropriate, staff members may approach the Executive Director.

NPO organization operates in an ‘open door’ manner. All staff input is considered and can be presented without fear of personal recrimination to the staff member or his or her position.
1.2 Equal Employment Opportunity and Commitment to Diversity
NPO organization is committed to equal employment opportunity and maintenance of a diverse workforce and Board of Directors. NPO organization will act without discrimination to otherwise qualified individuals as to age, race, national origin, skin color, religion, sexual orientation, gender identity or disability status in the selection of Board and committee members; in the recruitment, employment, and promotion of staff and in the delivery of services. NPO organization will accomplish its equal opportunity objectives by acting affirmatively to make every effort to publicly solicit, recruit, employ, and promote qualified individuals.

NPO organization is committed to being a diverse organization.  It seeks to recognize, value, and incorporate diversity in its products and services, policies and operations, service recipients, paid staff, and volunteer workforce.  Diversity includes differences such as age, belief, citizenship, culture, economic level, ethnicity, sexual orientation, gender, language, national origin, philosophy of life, physical ability, physical appearance, race and religion.  
1.3 ADA Compliance

NPO organization welcomes applications from people with disabilities and does not discriminate against them in any way.  This nonprofit complies with the Americans with Disabilities Act (ADA) of 1990.  For example, by the following practices:
· Consider all applicants with disabilities for employment using the same criteria as are used for the employment of persons without disabilities.

· Take steps to make its facilities barrier-free and accessible according to appropriate federal and state statutes.

· Make scheduling and other adjustments to reasonably accommodate staff members with disabilities.

· Educate staff members to the fact that individuals with disabilities are employed by NPO organization and should not be discriminated against.

1.4 Drug Free Workplace

NPO organization maintains a workplace that is free from the effects of drugs and alcohol.  NPO organization will not tolerate any use of drugs or alcohol that imperil the health or well being of its employees, volunteers, or the customers it serves, threatens its operation, or compromises the safety and quality of its services.

NPO organization Board and Management reserves the right to establish drug and alcohol search and screening procedures consistent with applicable laws as deemed necessary.  

While on NPO organization property or while performing agency business off premises, employees are prohibited from the unlawful possession, use, manufacture, distribution, sale, or dispensation of illegal drugs or alcohol.  Such conduct is also prohibited during nonworking time to the extent that it violates law, negatively affects NPO organization activities, or adversely affects the reputation of the organization.  Any staff members violating a criminal drug statute must inform the Executive Director of such violation within five days of the incident.  
1.5 Harassment Free Workplace
NPO organization is committed to a work environment free from unlawful harassment in which everyone is treated with respect and dignity.  Unlawful harassment is defined as harassment based on any characteristic protected by applicable federal, state or local law including age, race, national origin, skin color, religion, sexual orientation, gender identity or disability status, which is sufficiently severe or pervasive as to alter the working conditions of an employee.
1.6 Code of Conduct and Conflict of Interest

NPO organization employees will not make recommendations of particular services in providing information and referral.  Employees are expected to observe high moral and ethical standards in official relationships and conduct while on the job, including, but not limited to, compliance with all legal, contractual, and policy requirements.
Employment Policies

2.1 At-Will Employment

Employment with NPO organization is on an at-will basis.  This means that the employment relationship may be ended at any time, by either the employee or the organization, for any reason with or without cause or notice. Any written or oral statement to the contrary by a supervisor or other agent of NPO organization is invalid and should not be relied upon.  

2.2 Hiring Process

The Executive Director will be recruited and selected by a Personnel Committee of the Board of Directors. This appointed Personnel Committee will submit a recommendation to the Board of Directors for their consideration and approval of the hiring proposal. The recruitment, selection, and hiring of the program staff will be the responsibility of the Executive Director and key management in accordance with equal employment opportunity guidelines and NPO organization Personnel Policies.
2.3 Probationary Period

All employees will serve a probationary period of six months. Regardless of other provisions of these Policies & Procedures, if any employee is not retained during this six month period, he or she will not receive reimbursement for accumulated leave.
2.4 Work Schedules

Standard operating hours are 8:30 a.m. to 5:00 p.m., Monday through Friday, with a one half-hour unpaid meal period.  For each eight hour shift, employees are provided two fifteen-minute rest periods.  For those positions that require evening and weekend scheduling, accommodations will be made to ensure a schedule that supports accomplishment of assigned duties.
2.5 Attendance

NPO organization expects all employees to assume diligent responsibility for their attendance and promptness.  An employee who reports to work after the scheduled start time will be considered tardy and may be subject to disciplinary action.  An employee who does not report to work for three consecutive workdays without contacting his or her supervisor may be considered to have abandoned the position and to have voluntarily resigned from employment.

2.6 Conflict of Interest

If employees of NPO organization engage in outside work or hold other jobs, they are subject to certain restrictions.  NPO organization requires that employees’ outside work or other jobs not adversely affect job performance or be disruptive to the work environment.  Employees may not solicit or conduct outside business during NPO organization work time.  The use of any NPO organization equipment or facilities is intended for NPO organization purposes only.

2.7 Performance Feedback

Employees are encouraged to discuss job performance and goals on a regular informal basis with their supervisor.  A formal performance review may be conducted at any time at the discretion of the supervisor, Executive Director, and/or the Board of Directors.  Performance reviews are intended to reflect the employee’s effectiveness and progress/development.  Performance reviews will be completed annually by the anniversary date of hire by the employee’s direct supervisor.  The Executive Director will be evaluated by the Operations Committee.  Performance will be evaluated in relation to job description and will be acknowledged with signature by reviewer and employee.   
Salary increases including merit, promotions, and cost of living adjustments are related in part to individual performance as assessed on the employee’s performance review. Increases are considered on the basis of Community Connection’s financial capacity at the Board of Director’s sole and absolute discretion.  

2.8 Personnel Records
NPO organization maintains personnel records of each employee which are the property of NPO organization and are confidential.  No information will be released from an employee’s personnel file without written consent of the individual.  

The only persons with access to the files shall be the employee’s immediate supervisor, the Office Manager, and the Executive Director.  Employees are required to notify their supervisor of any changes in personal status (e.g., marital status, number of dependents, beneficiaries, home address, telephone number) and to report any additional educational and skill training acquired after joining this organization.  It is the policy of NPO organization to require employees to complete and sign all legally required federal and state forms, which will be permanently kept in the employee’s personnel file and updated as needed.
Staff personnel files shall also contain the following items:

· Personnel information form

· Resume

· Letters of appointment and acceptance

· Job description

· Ongoing performance evaluations

· Letters of commendation

· Records of disciplinary actions

· Leave of absence information

2.9  Progressive Discipline
NPO organization has adopted rules and standards to ensure productive, harmonious operations.  Although NPO organization employees are employed at-will, the best interest of NPO organization lies in ensuring fair treatment of all employees and in making sure that discipline is prompt, fair, and uniform. 
NPO organization endorses a philosophy of progressive discipline in which it attempts to provide employees with notice of deficiencies and an opportunity to improve whenever practical or reasonable.  Employees’ performance and conduct is evaluated on an ongoing basis, with feedback provided when necessary.  Informal discussions may be used to ensure that staff employees know and follow rules and standards.  These discussions should focus on clarifying expectations, providing appropriate training and development and coaching employees and volunteers. 
In some cases, formal discipline is necessary.  NPO organization retains the right to administer discipline in any manner it deems suitable within state and federal guidelines and any of the steps listed below may be skipped.  Decisions concerning the type of disciplinary action taken are based on the seriousness of the offense, the frequency of misbehavior in the past, the employee’s previous job performance record, and the employee’s willingness or ability to correct the offense. In some instance, a specific incident may justify severe disciplinary action. Termination of employment may also occur at any time without any steps having been taken, as the Progressive Discipline policy does not alter the employees’ at-will employment status. Generally, disciplinary action will follow the steps explained below.   
a. Verbal Warning
Whenever an employee’s job performance or personal conduct is unacceptable, supervisors are to discuss the problem with the employee promptly and privately. This discussion should include specific explanation of the problem, description of proper performance or conduct, and expectations of a reasonable period of time in which to correct the problem. A verbal warning must be documented in the employee’s personnel file.

b. Written Reprimand
In situations where discussions and a verbal warning have not resulted in the expected improvement, a written reprimand may be issued, followed by discussion of its contents with the employee. This reprimand becomes part of the employee’s personnel file. Written reprimands should include specific explanation of the problem, expectation of a reasonable period of time in which to correct the problem, and clear warnings of the penalty for continued poor performance or misconduct. The penalty may take the form of disciplinary probation or dismissal.

c. Disciplinary Probation
An employee may be place on disciplinary probation for a period of up to three months if verbal warning(s) and written reprimand(s) have not resulted in the expected improvement in job performance or personal conduct. If the employee has made the necessary improvement by the end of the probation period, reinstatement to regular status will occur. If the expected improvement has not occurred, the employee may be subject to dismissal.

d. Suspension

An employee may be suspended with or without pay for up to seven working days due to an offense committed during employment where an employee has acted or is alleged to have acted in a manner which requires investigation. An employee who has been suspended during the investigation of charges and who is exonerated of charges following the investigation may be reinstated without loss of pay, privileges, benefits, or status.

e. Dismissal

Dismissal normally takes place only after an employee has received verbal warning, a follow-up written reprimand, and disciplinary probation. If the organization’s Executive Director determines that dismissal is appropriate, a written notice of discharge shall be delivered to the employee. A copy of the discharge notice becomes a permanent part of the employee’s personnel file.

f. Dismissal without Notice

When an employee is charged with serious misconduct, NPO organization will impose an immediate five-day suspension while the supervisor completes an investigation. If the Executive Director is charged, the President the organization’s Board of Directors shall appoint a committee of board members to undertake an investigation. Dismissal without prior disciplinary action or warning may occur in, but is not limited to, the following instances:

1. Abuse of a client or service recipient

2. Divulging client or agency confidentiality

3. Gross neglect of duty

4. Misconduct or disorderly conduct while on the job

5. Willful abuse or theft of NPO organization property

6. Fraud or misrepresentation in securing employment or benefits with the organization
7. Refusal to perform assigned duties

8. Manufacture, distribution, dispensing, possession or use of a controlled substance in the work place
9. Weapon possession

10. Embezzlement

11. Threat: real or veiled verbal
12. Unauthorized access to offices or equipment

13. Felony conviction while an employee
2.10  Grievance Procedure

For the well-being of the organization, NPO organization strongly encourages open communication and thorough discussion of all concerns by or regarding NPO organization employees with the goal of resolving issues outside of a formal grievance process.  In the event that such resolution at the informal level is not possible, grievances brought by any NPO organization employee will be handled as follows:

a.  General Grievances by Employees: 

Any employee with a general grievance against an employee of NPO organization or by another person under the organization’s supervision, including the employee’s supervisor, will submit a written statement to their direct supervisor within five (5) working days of the incident.  The supervisor will consider the grievance and submit a decision in writing to the employee within five (5) working days.  
If the employee disagrees with the supervisor’s decision, a written appeal may be filed within ten (10) working days to the Executive Director.  The Executive Director shall investigate the circumstances of the grievance and submit a decision in writing to the employee within ten (10) working days.  The Executive Director will notify the Executive Committee of all grievances brought to her/his attention.  

 

b. Discrimination or Harassment Grievances by Employees: 
Any employee with a grievance based upon discrimination or harassment against another employee shall submit a written statement to their direct supervisor within five (5) working days.  The supervisor will consider the grievance and submit a decision in writing to the employee within five (5) working days.  
If the employee disagrees with the supervisor’s decision, a written appeal may be filed within ten (10) working days to the Executive Director.  The Executive Director shall investigate the circumstances of the grievance and submit a decision to the employee within ten (10) working days.  The Executive Director will notify the Executive Committee of all grievances brought to her/his attention.  

If the direct supervisor is the subject of the grievance, the employee shall submit the written statement to the Executive Director.  The Executive Director shall investigate the circumstances of the grievance and submit a decision in writing to the employee within ten (10) working days.  The Executive Director will notify the Executive Committee of all grievances brought to her/his attention.  

If the Executive Director is the subject of the grievance, the employee shall submit the written statement to the President of the Board of Directors.  The President shall submit the grievance to the Executive Committee within ten (10) working days, and the Executive Committee shall hold a hearing at the earliest opportunity thereafter at which both the employee and the Executive Director shall present their positions. A copy of the decision of the Executive Committee will be submitted in writing to the full Board of Directors for consideration at its next regular meeting. 

 

If approved by the Board of Directors, this decision will be final and will be put in writing to the employee and the Executive Director within five (5) working days. 
c. Grievances by the Executive Director:  
A grievance brought by the Executive Director shall be brought to any member of the Executive Committee, who shall present it to the full Board of Directors within ten (10) working days and who shall call a special meeting of the full Board of Directors to address the grievance; such meeting shall be held no later than ten (10) days from the date of the grievance report.  If the grievance is based upon harassment or discrimination by a member of the Board of Directors, that member shall recuse herself/himself from the decision-making process.  At the specially-called meeting, the Executive Director and the person or people involved in the incident or circumstances surrounding the grievance shall each present their case to the full Board of Directors.  Following the presentations, the Board of Directors shall go into Executive Session for discussion and by the end of the meeting shall reach a decision or determine a plan of action by which a decision shall be reached.  
The Executive Director shall be notified of the decision or status verbally within 24 hours of completion of the meeting and shall receive a written report of such decision or status within 3 business days from the highest ranking member of the Executive Committee who participated in the decision-making process.  A final decision shall be reached and the Executive Director notified in writing of that decision within 14 days of the completion of the meeting unless the Executive Director withdraws the grievance or agrees by written notice to the highest ranking member of the Executive Committee who participated in the decision-making process that the Executive Director is willing for the decision-making time to be extended for up to 14 additional days.  
2.11 Whistleblower Protection Policy

In order to maintain the highest standards of conduct and ethics, NPO organization will investigate any suspected fraudulent or dishonest use or misuse of NPO organization of its resources or property by staff, board members, consultants, or volunteers.

Staff, board members, consultants, and volunteers are encouraged to report suspected fraudulent or dishonest conduct (i.e., to act as “whistleblower”), pursuant to the procedures set forth below.

a. Reporting
A person’s concerns about possible fraudulent or dishonest use or misuse of resources or property should be reported to the executive director.  If there are concerns about a volunteer, the person should report this concern to the staff member supervising the volunteer’s work.  If, for any reason, a person finds it difficult to report his or her concerns to the executive director or staff member supervising the volunteer’s work, the person may report the concerns directly to any board member. Alternately, to facilitate reporting of suspected violations where the reporter wishes to remain anonymous, a written statement may be submitted to one of the individuals listed above. 

b. Definitions
Baseless Allegations
Allegations made with reckless disregard for their truth or falsity. Individuals making such allegations may be subject to disciplinary action by NPO organization, and/or legal claims by individuals accused of such conduct.

Fraudulent or Dishonest Conduct
A deliberate act or failure to act with the intention of obtaining an unauthorized benefit.  Examples of such conduct include
· Forgery or alteration of documents
· Unauthorized alteration or manipulation of computer files
· Fraudulent financial reporting
· Pursuit of a benefit or advantage in violation of NPO organization’s Conflict-of-Interest Policy

· Misappropriation or misuse of NPO organization’s resources, such as funds, supplies, or other assets

· Authorizing or receiving compensation for goods not received or services not performed
· Authorizing or receiving compensation for hours not worked
Whistleblower
An employee, consultant, or volunteer who informs the executive director about an activity relating to NPO organization which that person believes to be fraudulent or dishonest.

c. Rights and Responsibilities
Reporting the Suspected Fraudulent or Dishonest Conduct

The person receiving the complaint from the whistleblower is required to report suspected fraudulent or dishonest conduct to the executive director.  If the executive director received the complaint, it should be reported to the board chair.  Reasonable care should be taken in dealing with suspected misconduct to avoid:

· Baseless allegations

· Premature notice to persons suspected of misconduct and/or disclosure of suspected misconduct to others not involved with the investigation

· Violations of a person’s rights under law

Due to the important yet sensitive nature of the suspected violations, effective professional follow-up is critical. With the exception of action indicated in the “Investigation” section below, any person receiving a complaint from a whistleblower, while appropriately concerned about “getting to the bottom” of such issues, should not in any circumstances perform any investigative or other follow-up steps on their own. Accordingly, the person receiving the complaint from a whistleblower:  

· Should not contact the person suspected to further investigate the matter or demand restitution.
· Should not discuss the case with attorneys, the media, or anyone other than the executive director.
· Should not report the case to an authorized law enforcement officer without first discussing the case with the executive director.
Investigation
All relevant matters, including suspected but unproved matters, will be reviewed and analyzed, with documentation of the receipt, retention, investigation, and treatment of the complaint. Appropriate corrective action will be taken, if necessary, and findings will be communicated to the reporting person and his or her supervisor. Investigations may warrant investigation by independent persons such as auditors and/or attorneys.

Whistleblower Protection
NPO organization will protect whistleblowers as defined below:

· NPO organization will use its best efforts to protect whistleblowers against retaliation. Whistleblowing complaints will be handled with sensitivity, discretion, and confidentiality to the extent allowed by the circumstances and the law. Generally, this means that whistleblower complaints will only be shared with those who have a need to know so that NPO organization can conduct an effective investigation, determine what action to take based on the results of any such investigation, and in appropriate cases, with law enforcement personnel. (Should disciplinary or legal action be taken against a person or persons as a result of a whistleblower complaint, such persons may also have the right to know the identity of the whistleblower.)
· Employees, consultants, and volunteers of NPO organization may not retaliate against a whistleblower for informing management about an activity which that person believes to be fraudulent or dishonest with the intent or effect of adversely affecting the terms or conditions of the whistleblower’s employment, including but not limited to, threats of physical harm, loss of job, punitive work assignments, or impact on salary or fees. Whistleblowers who believe that they have been retaliated against may file a written complaint with the executive director or board chair. Any complaint of retaliation will be promptly investigated and appropriate corrective measures taken if allegations of retaliation are substantiated. This protection from retaliation is not intended to prohibit supervisors from taking action, including disciplinary action, in the usual scope of their duties and based on valid performance-related factors.
· Whistleblowers must be cautious to avoid baseless allegations (as described earlier in the definitions section of this policy).
2.12 Separation

Voluntary separation from the NPO organization occurs when an employee resigns, retires, or dies.  Employees are encouraged to give NPO organization at least two weeks notice of intent to resign in a written resignation letter stating the reason for leaving and the intended last day of work.  An employee who does not report to work for three consecutive work days without contacting his or her supervisor may be considered to have abandoned the position and voluntarily resigned from employment.  

Involuntary separation occurs when an employee is discharged, is the subject of reduction in force, or when the employee’s position comes to an end.  

The date of termination is the last day worked.  Employees may not use accumulated annual leave to extend the date of termination. 

2.13 Exit Interview

NPO organization has a considerable investment in its staff members.  Therefore, it is of interest to the organization to evaluate the circumstances surrounding the separation of a staff member, whether voluntary or involuntary.

Exit interviews will be conducted by the staff member’s immediate supervisor in a private area during the staff member’s regular working hours on the last day of employment.  Information shared by the staff member should be maintained by NPO organization but not as part of the employee’s personnel file.  The staff member has the option of declining to discuss the reason for separation.  The following items should be included in the interview:

· Key return

· Equipment return

· Reason for the separation

· Plans for the future and contact information

· Benefits of employment with the organization
· Verification of final pay and reimbursements
· COBRA and conversion of life insurance information

· Limitations of employment 

· Interest in re-employment

· Staff member suggestions or comments

2.14 Contract Employees

Any contract employee, including trainers, must have a signed contract, IRS form, and W-9 on file prior to beginning work for NPO organization.
Compensation and Employment Benefits

3.1 Pay Practice

Employees are paid on the 15th and final day of every month except when that date falls on a weekend or holiday, in which case they will be paid on the Friday immediately preceding.  NPO organizationtakes all mandatory deductions including federal, state and local taxes, FICA (Social Security and Medicare), tax liability, and wage deductions directed by law.  Voluntary deductions will also be made for approved benefit or employee programs.
Paychecks are issued to the employee or deposited directly to the financial institution of the employee’s choice.  Employees are responsible for reviewing paychecks to ensure payment was issued and deductions were recorded correctly.  Incorrect paychecks must be reported immediately to the Executive Director, or at most by the end of the next pay period. 

3.2 Garnishment

If NPO organizationreceives an order to garnish wages from a court, the Internal Revenue Service or other governmental agency, employees will be notified of the receipt of the garnishment order and provided with information on the amount to be deducted each pay period (which shall include associated fees), the deduction schedule and contact information.  Garnishments shall continue until NPO organization receives notice from the court that the obligation has been met and payments are to cease.

3.3 Leave



Temporary employees and hourly employees will not earn leave. Part-time salaried employees will earn leave commensurate with the percentage of full-time that they are employed.  Hourly employees will not earn annual or medical leave.
a.
Annual Leave: Full-time employees accrue one day per month of annual leave up to twelve working days per year.

1.
Vacation schedules: Staff vacations will be scheduled with the written approval of the employee’s immediate supervisor to insure the continuous operation of each NPO organization program.

2.
Accrual: Annual leave should be taken during the year earned, but may be carried over into the next fiscal year.  In any case, employees may carry over no more than one-year accrual of annual leave from year to year.

3.
Compensation for unused leave: Employees who are not retained past the probationary period will not be reimbursed for unused leave. Employees will not receive compensation for more than one year of earned vacation upon termination, contingent on available funds.
b.
Medical Leave: Medical leave with pay will be earned by staff members for the purposes of recovering from illness or injury, seeking medical consultation, diagnostic or preventive care, and to care for an immediate family member.

1.
Accrual: Medical leave will be accrued at the rate of one day per month up to twelve (12) days per year.   Employees may carry over no more than one-year accrual of medical leave from year to year.
2.
Documentation: Supervisors shall require a statement from the employee’s physician attesting to the illness of the employee or an immediate family member for medical leave in excess of 5 (five) working days.

3.4 Holidays


NPO organization provides (12) paid holidays for salaried employees.  Specific dates may be found on the State of Georgia website and are generally: 
New Year’s Day 
Martin Luther King, Jr. Day

Robert E. Lee’s Birthday (observed the Friday after Thanksgiving)*

Washington’s Birthday (observed Christmas Eve Day)**

Confederate Memorial Day (observed at Christmas)**
Memorial Day

Independence Day

Labor Day
Columbus Day
Veterans Day

Thanksgiving Day *

Christmas** (total 3 days at Christmas)

Holidays that fall on Sunday will be observed the following Monday.  Holidays that fall on Saturday will be observed the preceding Friday.



In order to maintain adequate staffing and production levels, management reserves the right to require an employee to work on a holiday.  Any employee who is scheduled to work on a holiday will have another day scheduled as a holiday within the next two pay periods.  



If a holiday falls within an employee’s approved paid leave, that day will not be counted against paid leave.


3.5 Overtime and Compensation Time

Executive, professional, and administrative employees are employed to perform a specific job and their work week will not necessarily be limited to regular working hours.  NPO organization does not authorize or pay for overtime work.  

Employees shall not have the right to compensation time or flexible working hours (“flex time”).  Any proposal for flex time must be approved by the direct supervisor after advance notice by the employee.  If circumstances require that an employee’s work hours exceed 40 hours in one week, the supervisor may approve compensation time on a one-for-one basis. Examples of approvable compensation time include, but are not limited to, Board of Directors or Committee meetings, events, seminars, etc that are held after normal working hours.  Any compensation time approved by the supervisor and earned by the employee must be taken within ninety (90) days of the current pay period; earned time not used within that time period is forfeited. 

It is the responsibility of the employee to track and record the earning and use of approved compensation and flex time, and to keep the supervisor informed of all accrued compensation time on a weekly basis.  
3.6 Bereavement Leave
Annual leave may be used.  In addition, staff may use sick leave for bereavement upon approval of their immediate supervisor
3.7 Family Leave
Family leave (including illness, maternity, paternity, and adoption) for employees 

who have been employed by NPO organization for a minimum of twelve 
(12) consecutive months: Employees who suffer long term illness or are pregnant, 
or who have an immediate family member who suffers a long term illness or is 
pregnant, or who adopt a child, and who use all of their accrued medical and
 vacation leave may apply for a leave of absence without pay for a total period 
(including the paid leave utilizing accrued medical and vacation leave) of up to 
twelve (12) weeks. 
Application for family leave should be filed with the employee’s immediate 
supervisor. Additional leave without pay, up to 90 days leave without pay total, 
may be granted to employees with prior approval of the Executive Director; 
benefits will not be paid during this period of leave without pay, but employees 
may maintain benefits by reimbursing NPO organization for employer cost 
of benefits.

3.8 Military Leave

Employees must provide advance notice of military leave by submitting a copy of their military orders to the Executive Director.  Except in the event of national emergency, at least two weeks notice must be given in order to maintain adequate staffing.

Military leave will be unpaid; however, employees may use available annual leave during his or her military service.  NPO organization must hold the position open for the employee during military leave if the employee so elects; the Executive Director may hire a temporary employee to perform that employee’s regular work duties during the regular employee’s absence. 
3.9 Jury Duty

An employee summoned for jury duty must notify his or her supervisor, submit a copy of the summons as soon it is received and keep the supervisor informed of the dates and times of service as soon as they are known.  

An employee serving on jury duty will be paid his or her salary at the regular rate of pay.  Time serving on a jury is not charged against accumulated annual leave.  
An employee required to appear as a witness in court because the employee is suing, being sued, or serving as a non-state witness in a non-NPO organization related case may have the absences counted against accumulated annual leave or may request leave without pay.  Leave without pay requires supervisory approval.  

Employees must report to work on days when their services are not required by the court and are expected to return to work on any day or partial day when services are not required by the court.  

3.10 Reimbursements

NPO organization will reimburse staff and interns for out-of-pocket expenses incurred in conducting the business of the organization.  Expenses include, but are not limited to, postage, office supplies, meals, travel, and lodging.  Receipts must be submitted for all reimbursements and mileage with the NPO organization expense reimbursement form.
Mileage will be reimbursed at the rate assigned annually by BFS: DECAL.  Per diem expenses will be reimbursed at the rate designated by the State of Georgia Department of Early Care and Learning.
Administrative requests for payment of invoices, travel reimbursements, petty cash, or the use of the credit card need to be accompanied by an Administrative Request Form.  No payment will be made unless this form is attached to the invoice and signed by the supervisor.
3.11 Insurance

NPO organization determines health benefit programs to be offered, as well as eligibility and cost sharing provisions.  NPO organization reserves the right, at its discretion, to modify its insurance program offerings, eligibility definitions and cost sharing provisions without advance notice.  For details on the insurance programs available at the organization, please contact the office manager.

3.12  C.O.B.R.A.

As NPO organization is an employer with less than 20 employees, employees are eligible for a mini COBRA arrangement for three months following separation. The separated employee is responsible for the total cost of the extension of the coverage.  
3.13 Retirement

Following one year of employment, NPO organization will make available employee contributions to a simple IRA via payroll deduction.  NPO organization will match employee contributions at 100% up to 3% of the employee’s annual salary.
(SUSPENDED 7.1.09)

AGREEMENT AND ACKNOWLEDGEMENT

OF RECEIPT OF EMPLOYEE POLICIES AND PROCEDURES
I acknowledge receipt of the Employee Policies and Procedures and that it exclusively sets forth the NPO organization’s employment policies and procedures. I further acknowledge that my signature on this acknowledgement represents and expresses my complete agreement regarding the terms and conditions of employment.

I understand and agree that my employment is at-will and may be terminated by

NPO organization at any time, with or without cause, and with or without notice, at the option of either NPO organization or myself. I further agree that the at-will employment relationship cannot be amended, modified or altered in any way. I also understand and agree that NPO organization retains the right to transfer and/or change my job duties at any time with or without notice.

I hereby acknowledge receipt of the Employee Policies and Procedures of NPO organization. I have thoroughly read and understand the policies and rules set forth in the Employee Policies and Procedures of NPO organization and agree to abide by them.

________________________________


______________

Employee Signature 




Date




This document is not a contract, express or implied, guaranteeing employment for any specific duration.  Although we hope that your employment relationship with us will be long term, either you or NPO organization may terminate this relationship at any time, for any reason, with or without cause or notice.  Please understand that no supervisor, manager, or representative of NPO organization other than the Executive Director has the authority to enter into any agreement with you for employment for any specified period of time or to make any promises or commitments contrary to the at-will relationship.
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