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EMPLOYEE HANDBOOK

1.  Purpose
This Handbook is designed to provide you with an overview of key processes related to your employment. You are encouraged to use this handbook as a primary source of information related to employment practices and benefits.  Additional questions and concerns may be addressed to the Executive Director

2.  Organization Mission
(what is your mission) 
3.  How We Work (Definitions)
· Employment At-Will

All employment at (name of organization)  is “at-will”.  “At-will’ employment means that employment can be terminated with or without cause, and with or without notice, at any time, at the option of either the organization  or you, except as otherwise provided by law.  Nothing in this handbook or in any document or statement shall limit the right of this organization or the employee to terminate employment at-will.
· Trial And Regular Employees

New hires are considered trial employees during their first three (3) months of employment. This period may be extended by the Executive Director.  During this trial period or any extension thereof the trial employee is not eligible for paid vacation or sick leave.  

A regular employee is one who has successfully completed the trial period and any extensions made to this period.

· Full-Time And Part-Time Employees
A regular full-time employee is one who successfully completes the trial period and regularly works an average of thirty-five (35) hours per week.

A regular part-time employee is an employee who successfully completes the trial period and regularly works less than an average of thirty-five hours per week.

· Temporary Employees
A temporary employee is an employee who is hired for a specific period of time  and/or assigned to a position created for a specified period of time.  Unless otherwise stated, a temporary employee is not eligible for paid vacation, paid sick leave, or any other employee benefits.

A temporary employee may work full-time or part-time and may be classified as exempt or non-exempt.

Interns are considered temporary employees.

· Exempt And Non-Exempt Employees
Exempt employees are not entitled to overtime pay under the provisions of FLSA.  They are considered salaried employees.  Employees are advised of their exempt status at the time of hire, promotion, or transfer.

Non-exempt employees are entitled to overtime pay under the provisions of FLSA.  Such employees should receive overtime payments for hours worked in excess of eight (8) per day or forty (40) per week, as provided by FLSA and any applicable state laws

4.  Legal Requirements
· Equal Employment Opportunity (EEO)
	(Organization name)  offers equal employment opportunities to all qualified candidates regardless of age, race, sex, sexual orientation, color, religion, national origin, handicap, veteran status, and any other legally protected category with respect to the terms, conditions, and privileges of employment with the organization.

Our policy strictly prohibits discrimination with respect to terms, conditions, and privileges of employment.

(organization name)  will practice equal opportunity in all activities, including but not limited to: 

· Recruitment, recruitment advertising, and/or other communications media.

· Employment, rates of pay, and other compensation, benefits, and overtime.

· Job classifications, assignments, training, or working conditions.

· Promotions, transfers, terminations, disciplinary actions, or other employee treatment, and all other terms, conditions, and privileges of employment.
Any discrimination or inappropriate behavior— including verbal, physical, or visual conduct that belittles or demeans any individual— is prohibited and will not be tolerated. 

	 Should you have a suggestion or a complaint related to (organization name) EEO policy, you may contact the Executive Director or (depends on organization structure.  Could be the Board Chair or the Personnel Committee) to discuss it without fear of reprisal.  Both are responsible for (organization name) overall compliance with EEO policies

	.


· Harassment

It is (organization name) goal to promote a workplace that is free of harassment.  Harassment is defined as comments or actions regarding an employee or applicant’s origin, ancestry, race, religion, color, handicap, or personal circumstances that are perceived to be unwelcome or offensive.
	Consistent with (organization name) policy of providing equal employment opportunities to all employees and applicants, the organization prohibits any supervisor, manager, employee, vendor, or client from harassing an employee or applicant for employment.

	


· Sexual Harassment
While harassment in general is prohibited by policy, sexual harassment is specifically prohibited by Title VII of the Civil Rights Act and Massachusetts law. 

The Equal Employment Opportunity Commission defines sexual harassment as unwelcome conduct that is based on a person’s gender and affects a term or condition of employment.  More specifically, sexual harassment can be described in terms of unwelcome sexual advances and other verbal or physical conduct of a sexual nature when:

· Submission to such conduct is a term or condition of an individual’s employment.

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

· The conduct interferes with an individual’s job performance or creates an intimidating, hostile, or offensive working environment.

All (organization name) employees must be allowed to work in an environment free from unsolicited and unwelcome behavior.

· Americans With Disabilities (ADA)
(organization name) will not discriminate against any qualified individual with a disability in any aspect of employment, including:

· Application procedures

· Hiring

· Advancement

· Discharge

· Compensation

· Benefits

· Training

In addition, (organization name) will make reasonable accommodations to enable disabled employees to work. The specific accommodations will be considered on a case-by-case basis.

· Aids In The Workplace
(Organization name)  treats AIDS and HIV infection as disabilities in accordance with our policy on EEO and the requirements of the Americans With Disabilities Act of 1990 (ADA).

(Organization name) will continue to employ individuals with AIDS or who are HIV positive as long as they can work with reasonable accommodation.  Reasonable accommodation should be consistent with business need.  Examples of reasonable accommodation may include, but are not limited to:

· Flexible or part-time work arrangements

· Time off for doctor appointments

· Transferring to another department

If your doctor recommends that you stop working, you will be eligible for disability coverage on the same basis as for any other disability.

Discrimination against employees or applicants with AIDS or who are HIV positive will not be tolerated.
If you have AIDS or are HIV positive, you are not obligated to disclose the condition.

(Organization name) staff are expected to protect the confidence of any health-related information shared by you, including the disclosure of AIDS or an HIV positive condition.

· Immigration Reform And Control (IRCA)
This process needs to be researched based on current Mass and federal law.
· Complaint Procedure
You may take a complaint regarding the work environment to the Executive Director or (depends on organization structure--could be the Board Chair or the Personnel Committee).
If you believe you have experienced harassment, discrimination, or intimidation, it is your responsibility to follow the steps outlined below:

· Review the definition and requirements regarding the offending behavior as outlined (organization name) policy.

· If you are confident you experienced harassment, discrimination, or intimidation, you should clearly communicate to the offending party that the behavior is unwelcome, and should stop immediately.

· Document what happened, when it occurred, and where it took place.  The documentation should include the names of any witnesses to the incident.

· If you wish to make a formal complaint, you should inform the Executive Director or a member of the personnel committee to schedule a meeting regarding the incident.
or
The Executive Director or (depends on organization structure--could be the Board Chair or the Personnel Committee) who is responsible for investigating the complaint.

· Handling Policy Violations
The Executive Director or responsible person will perform the following steps in conducting an investigation:

· Provide a timetable for the investigation and let you know if it changes.

· Inform and seek insight from counsel.

· Schedule an interview with the accused to inform him or her of the allegations.

The accused will be given an opportunity to refute the allegations.  All efforts will be made to maintain your confidentiality as the complainant.  However, depending upon the nature of the allegation, the accused may need to be told of your identity as the complaining employee.  The accused may also deduce your identity.

· The interview with the accused will be documented.

· The accused employee will be advised of:

· The next steps in the investigation.

· Actions that could be taken based on the conclusions of the investigation

· The ramifications of retaliation against the complaining employee.

· The investigator will interview any witnesses and parties deemed relevant to the investigation.

All parties contacted during the course of the investigation will be advised to keep all information confidential.  They will be further warned of the ramifications of not doing so.

Once the interviews have been conducted, additional fact-finding may occur.  Sources of facts related to the complaint may include, but need not be limited to:

· Resumes

· Previous employers

· Work histories

· Previous complaints

· Performance evaluations

· Any other sources that could prove relevant to the investigation
Upon completion of the investigation and fact-finding, a decision about remedial action will be made by a team, which might be composed of:

· Executive Director
· Member of the Personnel Committee
· Legal Counsel
· Other
The specific remedial action will be determined in light of the severity of the harassment, and it will be implemented as quickly as possible.

Remedial action vis-à-vis the accused may include but need not be limited to:

· Counseling

· Written warning(s)

· Reassignment

· Suspension

· Compensation adjustment

· Termination

· Any other action the investigative team deems appropriate

If remediation does not result in the termination of the accused, the investigators will follow up with you on a regular basis to determine if harassment or retaliation has occurred since the conclusion of the investigation.

If further harassment or retaliation has occurred, a new investigation will commence.

If either you or the accused is dissatisfied with the outcome, you each have the right to appeal the decision.    Appeal is initiated by submitting written comments to the Board President or other designee.
5.  Attendance 

· Illnesses (Including Disability Policies)
· All (organization name) employees are entitled to _____ paid sick days per year calculated from date of hire unless otherwise noted.  

· Sick days accrue at the rate of one (1) day every (__) months 

· Accrual begins from date of hire, however no days will be paid during the probationary period.

· Documentation from a physician may be required following 3 or more sick days.

· Unused sick days cannot be carried over from year to year 

· There is no payment for unused sick time upon termination.  

· Holidays
· (Organization name) employees are eligible for______ (___#_) paid holidays per year unless otherwise noted.  

· When a holiday falls on a Saturday or Sunday, the holiday will be celebrated on the previous Friday or following Monday

· If a holiday occurs during your scheduled vacation, you are permitted to take an additional day of vacation.

· Each year, a calendar of holidays to be observed will be posted.  These are the only authorized holidays.  Holidays taken in addition to those authorized are taken at the employee’s expense, either as Personal Days or as time off without pay. 

· All employees are eligible for Holidays beginning with their date of employment. 

The ( number) of holidays normally include:

· New Years Day

· Presidents Day

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· Day after Thanksgiving

· Christmas 

· Other
· Vacations
· (Organization name) employees are eligible for ___X# vacation days during their first five years (if this is appropriate)  of employment.  Vacation time is accrued annually based on (organization name) fiscal year from ______ through ________ except where otherwise noted. 

· During the first year of employment, vacations will be pro-rated from date of hire to (beginning of fiscal year)  

· Accrual occurs on the 15th of every month.  

· You are eligible to take accrued vacation after you complete the 3-month probationary period.  

· Vacation time does not accrue in any period when you have been absent for 30 days or longer due to sick leave, disability, or other leaves of absence. 

· All accrued vacations must be taken no later than one year from point of accrual.  

· If you leave (organization name) voluntarily after giving the required notice, you will be eligible to receive payment for any unused, accrued, vacation.

· Floating Days
· Snow/Weather Emergency Days
· Flexible Hours/Comp Time
· Jury Duty
If you receive a subpoena for jury duty, you should notify the Executive Director immediately. 

You may be requested to attempt to postpone jury duty if there are pressing business reasons to do so.  In cases where postponement is desired, the Executive Director will write a letter to the Court outlining the reasons for the requested postponement.  If you are not able to postpone jury duty when summoned, you will serve as outlined in the subpoena.

If you are required to call in to the Court on a day-to-day basis to determine whether your presence will be required, the Executive Director must be updated as to the schedule of required court appearances.

Employees will receive their regular pay from (organization name) during jury duty. 

· Leave Of Absence (Education, Personal)
Do you have a policy?  It could be at the discretion of the ED but with time limits and subject to needs of (Organization name))
· Family Medical Leave (FMLA) (Make sure this complies with Mass Law)
(Organization name) will comply with all applicable requirements of the Family and Medical Leave Act of 1993 (FMLA).

Employees who have been employed for at least twelve (12) months and who have worked at least 1,250 hours over the previous twelve (12) months are entitled to  up to a total of twelve (12) weeks of unpaid family leave during a twelve (12) month period.  The first twelve (12) month period during which the family leave entitlement is measured begins when such leave is first requested.  Later periods begin when family leave is again requested.  Family leave may be taken for one or more of the following reasons.

1. to care for the employee’s child after birth, or placement for adoption or foster care,

2. to care for the employee’s spouse, son or daughter, or parent who has a serious health condition; or

3. for a serious health condition that makes the employee unable to perform his or her job.

Employees must give at least thirty (30) days advance written notice of the intended date on which family leave is to commence unless such leave is not foreseeable in which case the employee must give notice within two days of the time when the employee learns of the need for family leave.  (Organization name) has the right to require written medical certification from the health care provider caring for the person who is the reason for the leave request, which shall specify the probable duration of the requested family leave.

Employees must expend any and all paid sick or vacation leave available to them as part of their family leave hereunder, and any such paid leave shall be counted against their maximum family leave entitlement.  

· Military Leave

(Organization name) will grant an unpaid leave of absence to regular full-time and part-time employees who are active members of the National or State Guard, naval militia, or other U.S. Armed Forces and are called for military training duty while in the employment of (name of organization).  If you are eligible for vacation, you may use your vacation for your military leave.

An unpaid military leave will also be granted to employees who enter active military service in the Armed Forces or who are ordered for an initial period of active duty for training in the Reserves or the National Guard.  Employees will be paid for any unused accrued vacation for that year.  

It is (Organization name)  intent to comply with all federal and state laws designed essentially to insure that veterans do not lose ground in the workplace because of military service. Employees who return to work after an extended absence for military service are eligible for reinstatement in accordance with the applicable laws.  You must however, seek reinstatement within the required time limits outlined in the law and be qualified for work.

Requests for military leave should be sent to the Executive Director in advance of the start of the leave.

· Bereavement
All regular full and part-time employees are entitled to 3 days bereavement leave in the event of death in the employee’s immediate family, or 1 day paid leave to attend the funeral of a relative other than an immediate family member.

Immediate family includes spouse or domestic partner, child, parent, parent-in-law, brother, sister or grandparent or step parent. 

Additional relatives include brother-in-law, sister-in-law,  aunt or uncle.

Additional unpaid leave may be authorized by the Executive Director.

· Business Hours

(Depends on organization—season, off season, office opening and closing, etc.)
· Absences And Punctuality
(Should be developed by organization?)
6.  Compensation 

· Salaried Employees

(paydays, pay checks, deductions, etc)
· Hourly Employees

(recording hours, deductions, establishing rates)

· Interns

(pay agreements, timing, deductions, etc.)
· Overtime Pay
(reporting, approvals for overtime, etc.)

7. Performance Management
· Performance Reviews
(Organization name) Performance Management process is designed to provide employees with systematic feedback on their overall performance and guidance for performance improvement. It is an ongoing designed to encourage excellent performance, improve productivity and provide feedback and coaching,

Upon completion of the 3-month trial period an initial performance appraisal will be completed outlining annual goals and areas for improvement and/or personal development.

Thereafter, Performance appraisals are, completed annually. In general, this appraisal occurs on the employee’s anniversary date. 

Information from the appraisal helps in making decisions regarding compensation and employee development. 
· Performance Improvement Process
The Performance Improvement Policy provides a framework for solving performance problems.  Because employment at (organization name) is always ‘at will’, it is at management’s discretion to use the performance improvement process to help an employee work through performance problems.  Depending on the severity of the circumstances, the performance improvement process may be bypassed and certain performance issues can result in immediate termination of employment.

All full-time or part-time employees who have not completed the 3-month trial period may be released at any time without using the performance improvement process.

Violations of policies, practices, standards, and procedures may warrant immediate release from employment.

The word performance, as used here, includes but is not limited to work performance, punctuality, attendance, conduct, and adherence to policies, procedures, standards, and practices.

The performance improvement process is a progressive and flexible system that gives you a reasonable opportunity to correct a problem.  The length of time a warning is in effect allows you to demonstrate sustained improvement in performance.

The performance improvement process has three phases. Depending on the severity of the problem these phases may be shortened or, in some cases, skipped.

The first phase is a verbal or informal warning. Typically this will be a discussion between you and the Executive Director, outlining the performance expectations.    Normally an informal warning remains in effect for 3 months.  However, if your performance is not improving satisfactorily, the Executive Director may move to a formal warning prior to the end of the 3-month period.  
The second phase is a formal warning.  If your performance is not improving during, or at the end of the 3-month period, the Executive Director will have a discussion with you indicating the status change from an informal to a formal warning.  At this point a memo will be written to you summarizing the discussion and outlining specific performance expectations, timing,, and ways the Executive Director  will work with you to assist in improving your performance.  Typically a formal warning will remain in effect for 3 months. 

The third phase is a final warning.  If your performance is not improving during, or at the end of the 3-month period, the Executive Director will have a final discussion with you.  A memo will be written to you summarizing the discussion and outlining specific performance expectations, timing, and the Executive may indicate that failure to improve as outlined could lead to termination of your employment. 

Depending on the severity of the problem or if you do not demonstrate immediate and sustained improvement, these components of the process may be bypassed and your employment could be terminated immediately. 

This process does not begin all over again for each performance issue.  In other words, an employee on informal warning for attendance who begins to develop different performance problem could be moved directly to a formal warning that would include improvement expectations for both performance issues.  

An employee whose warning has expired who again begins to exhibit performance issues, whether for the same reasons, or a different reason (e.g. attendance instead of violating safety requirements) may be placed directly on formal or final warning rather than beginning the process again with an informal warning.

· Appeals Process
You may appeal management’s decision to put you on a formal or a final warning, or to terminate your employment by contacting a member of the personnel committee.
· Access To Personnel Records
You may have reasonable access to your personnel files.  The Executive Director or a member of the Personnel Committee may be present during your review of such records.
You should notify the Executive Director if you believe something in your personnel file is missing or perceived to be inaccurate.  The Executive Director  has the discretion to determine whether a modification to existing records is appropriate.  

If the Executive Director feels that a modification to the existing record will not be made, you may submit a written statement which documents the issue.  The statement will become a permanent part of your personnel record.

	Access for Third Parties:  (Organization name)  provides to federal, state, and local government agencies the necessary and routine employee data such as tax and payroll information. 



	Other inquiries for personnel information will be determined case by case by the Executive Director, and information will be provided only on a need-to-know basis.

To ensure privacy, personnel records are strictly confidential. No personnel information will be given to others without your written consent, subject to legal requirements that may supersede an employee’s right to privacy, or the access referred to in “Access for Third Parties,” above.  

You are responsible for notifying the Executive Director immediately to update your records upon a change in personal status.  Examples include name change, address change, change in number of dependents, additional education obtained, etc.


8.  Compensation and Salary Review
(What is your process of giving raises—for salaried employees, hourly?  Is it tied to performance, tied to financial status of (Name of organization) or employee negotiations or????)
9.  Work Related Policies

· Alcohol And Drugs
It is the policy of (Name of organization)  to maintain an alcohol and drug-free workplace.  Using controlled substances on the job is prohibited, as is selling, manufacturing, distributing, possessing, using, or being under the influence of illegal substances on the job.  You are expected to cooperate fully in any investigations involving controlled or illegal substances. 
Alcohol: (Name of organization) prohibits the possession, consumption, distribution of alcohol while on (name of organization) related business except at a (name of organization)sponsored events such as a party, reception or a dinner, Board function or related events.
Drugs: The possession, consumption, purchase, distribution, or manufacture of any controlled substance while on (name of organization) property or related business is cause for disciplinary action and possible termination. This does not include any medication specifically prescribed by a physician to you for an existing medical condition.

If you think that prescribed medication may affect your performance or judgment in performing your work, this must be discussed with the Executive Director or a member of the Personnel committee.

· Safety
Safety is everybody’s business and is of primary importance in planning and performing all (name of organization) activities. Towards this end, you are asked to report anything that needs repair or might be a safety hazard. 

· Telephone Calls 

(Do you have a policy for personal calls, long distance, etc?)
· Computers

(Does your organization have a policy?)
· Software Licensing
 (Does your organization have a policy?)
· Outside Jobs
Because full-time employees work at least 35 hours per week and are often required to work additional hours, you are discouraged from taking a second job. Although regular part-time employees work less than 35 hours per week they are subject to the following as well.   If you do take a second job you must inform the Executive Director, and be aware of the following:

· The position must not be with a competitor.

· The position must not interfere with job performance at (name of organization)
· The performance improvement process may be used if performance at (name of organization) suffers.

· No special accommodations will be made.

· Expenses And Expense Reimbursement
(name of organization) will reimburse employees for appropriately authorized and documented business expenses.  Prior to incurring any business expense the expenditure must be approved by the Executive Director.  
Expense reports should be submitted with receipts within 2 weeks of incurring the expense. 

Reimbursement for approved travel using a personal vehicle will be at the rate of $___ per mile (rate allowed by US government) plus receipted tolls and parking.  

10. Termination of Employment

· Notification Of Termination By Employee
If you are planning to resign, you should notify the Executive Director in writing at least two weeks before the intended last day of work.  

· You will be paid through the last day of employment and will receive pay for any accrued, unused vacation if you have completed the 3-month trial period.  

· All keys, beepers or any other (name of organization)  property should be returned to the Executive Director on or before the last day of employment.

· For benefit purposes, the effective date of termination will be the last day worked. 

· Notification Of Termination By Employer
(Name of organization)  maintains the right to terminate employees as it deems appropriate on an at-will basis.  Termination may be due to substandard performance   or misconduct on the part of the employee, or due to a decision to reduce staff or discontinue jobs.

The decision to terminate you for performance must be approved by the Personnel Committee and/or the Board President after consultation with legal counsel.  . It will almost always be preceded by some or all of the steps outlined in the performance improvement policy (see section___, pg. #).  

Any decision to eliminate a position or reduce staff must be approved by the Personnel Committee or the Board President.

· Exit Interviews And Termination Procedures
Employees who leave (name of organization) may be interviewed by the Executive Director or a member of the Personnel Committee.

· References
All requests for information about or references for former employees will be handled by the Executive Director.  Only facts concerning dates of employment, title, confirmation of responsibilities will be given.  Additional information about performance will be furnished only upon receipt of a signed consent agreement to the release of this information from the former employee.

11. Change of Handbook Policies

(Name of organization) may alter or amend the policies and provisions contained in this handbook at any time, at its discretion.  Notwithstanding any statements made in this handbook or any employment-related interview or performance appraisal, it is understood that the employee is an at-will employee and may resign or be terminated at any time.  
HANDBOOK ACKNOWLEDGMENT

The contents of this Handbook are for your information.  We have tried to anticipate your questions about (name of organization) and the important policies and practices that govern the way we work.  (Name of organization) reserves the right to change policies, including those covered here, at any time.

Please read the following statements and sign below to indicate your receipt of this Handbook and acceptance of the responsibilities outlined below and contained in the Handbook.

· I acknowledge that revisions to this Handbook may occur at the discretion of (name of organization) since the information, policies and benefits described here are necessarily subject to change.  I understand that revised policies may supersede, modify, or eliminate existing policies.  Only the Executive Director, with the approval of the Executive Committee (or Board of directors) has the ability to adopt any revisions to the policies in this Handbook

· I have entered into my employment relationship with (name of the organization) voluntarily and acknowledge that there is no specified length of my employment.  Accordingly, either (name of organization) or I can terminate the relationship at will, with or without cause, at any time and without notice.  Furthermore, I acknowledge that this Handbook is neither a contract of employment nor a legal document and nothing in the Handbook creates an expressed or implied contract of employment.

· I am aware that during the course of my employment I may receive confidential information (as defined in the Handbook).  I understand my obligation to maintain confidentiality and that I may not exploit this information with any other individual or organization even after terminating employment with (name of organization)
Employee’s signature_________________________________Date________________
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