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I. OVERVIEW

A. Introduction 

Welcome to the Support Center for Child Advocates (“Child Advocates”).  As an employee of Child Advocates, we hope you will find your employment to be both challenging and rewarding.  

This Handbook sets out guidelines regarding the employment of all employees (full-time and part-time) of Child Advocates.  We hope that this Handbook will promote clarity, consistency, and understanding within Child Advocates.  However, this Handbook is not intended to be a contract between you and Child Advocates.  Child Advocates may at any time alter, change or remove the policies and benefits described in this Handbook, with or without providing advance notice.

B. At-Will Employment Status 

Employees of Child Advocates are employed at-will.  This means that, although we hope that your employment relationship with Child Advocates is long term, either you or Child Advocates may terminate the employment relationship at any time with or without cause and with or without notice, at any time, for any lawful reason by you or by Child Advocates.  Nothing in this Handbook shall limit the right to terminate employment at-will.  In accordance with Child Advocates policy, no contractual commitment of any kind can be made to any employee unless the commitment is made in writing and signed by the Executive Director.
II. EMPLOYMENT POLICIES

A. Equal Employment Opportunity 

Child Advocates is an equal opportunity employer and makes employment decisions on the basis of merit.  Child Advocates prohibits unlawful discrimination based on race, color, creed, sex, religion, national origin or ancestry, age, marital status, military or veteran status, sexual orientation, gender identity, gender expression, disability, non-job related ability or any other characteristic protected by applicable federal, state or local laws.  All employment decisions will be made in compliance with applicable federal, state, and local anti-discrimination laws.  All unlawful discrimination is prohibited.

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a disability, Child Advocates will make reasonable accommodations, to the extent required by law, for the known disability of an otherwise qualified employee or job applicant if such disability substantially limits a major life activity.

B. Policy Prohibiting Discrimination, Harassment and Retaliation

Child Advocates is committed to a work environment in which all individuals are treated with respect and dignity. Each individual has the right to work in a professional atmosphere that promotes equal employment opportunities and prohibits unlawful discriminatory practices, including harassment.  Therefore, Child Advocates expects that all relationships among persons in the office will be business-like and free of bias, prejudice and harassment.  Child Advocates expressly prohibits any form of discrimination or harassment, based on sex, race, color, national origin, citizenship status, creed, religion, marital status, ancestry, age, disability or perceived disability, military or veteran status, sexual orientation, gender identity, gender expression or regarding any other protected basis.   Child Advocates will make reasonable accommodations for the known physical or mental disabilities of an otherwise qualified applicant or Employee. 
 Child Advocates also prohibits any form of retaliation against any employee for the good faith filing of a complaint under this policy or for assisting in a complaint investigation.

C. Prohibited Conduct

With respect to sexual harassment, Child Advocates prohibits:

1.  Unwelcome sexual advances, requests for sexual favors and all other verbal or physical conduct of a sexual or otherwise offensive nature, especially where:

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

· Submission to or rejection of such conduct is used as the basis for decisions affecting an individual’s employment; or

· Such conduct has the purpose or effect of creating an intimidating, hostile or offensive working environment.

2.  Offensive comments, jokes, innuendoes and other sexually originated statements.

Child Advocates also prohibits discriminatory harassment.  Discriminatory harassment consists of unwelcome verbal or physical acts against or differential treatment of an individual because of his/her race, color, creed, sex, religion, national origin or ancestry, age, marital status, military or veteran status, sexual orientation, gender identity, gender expression, disability, non-job related ability or other protected classifications to the extent required by applicable laws, where such conduct interferes with an individual’s work performance or creates an intimidating, hostile or offensive working environment.  

Examples of Prohibited Conduct

Prohibited acts of harassment can take a variety of forms ranging from sexual jokes to pressure for sexual favors to actual physical contact.  Similarly, discriminatory harassment can range from racial jokes to physical violence.  

Examples of sexual harassment include:

· Unwelcome flirting, pressure for dates, sexual comments or touching;

· Sexually suggestive jokes, gestures, comments or touching;

· Preferential treatment of an employee in exchange for dates or sexual conduct or the denial of employment, benefits, or advancement for refusal to consent to sexual advances; and

· The display of sexually oriented pictures, calendars, posters or other sexually oriented materials.

Examples of discriminatory harassment include:

· Unwelcome jokes or gestures, including racist, sexist, religiously discriminatory, homophobic or ethnic jokes or derogatory comments about others; and

· Preferential treatment of an employee on the basis of a protected category, or the denial of employment, benefits, or advancement on the basis of the protected category.  

This list is not exhaustive.  Each member of management is responsible for creating an atmosphere free of discrimination and harassment, sexual or otherwise.  Further, employees are responsible for respecting the rights of their co-workers.

D. Complaint Procedure

If you experience or witness harassment based on sex, race, national origin, disability, or another factor, or believe you have been treated in an unlawful, discriminatory manner, promptly report the incident to your supervisor or the Executive Director or the President of the Board of Directors who will investigate the matter and take appropriate action.  Employees are urged to make a report if they find the conduct at issue offensive, even if they are uncertain as to whether the conduct at issue constitutes a violation of this Policy.  Employees are also urged to report concerns if they believe they are being subject to retaliation for making such complaints or reports.

Your complaint will be kept confidential to the extent possible.  However, Child Advocates may need to disclose the existence and/or nature of your complaint in order to effectively investigate and/or take appropriate remedial steps.  If Child Advocates determines that an employee has engaged in conduct which violates this policy, appropriate remedial action will be taken, up to and including termination.

An individual, who reports incidents which, in good faith, he or she believes to be violations of this Policy, or who is involved in the investigation of sexual or other discriminatory harassment, will not be subject to reprisal or retaliation.  Retaliation is a serious violation of this Policy and should be reported immediately.  The report and investigation of allegations of retaliation will follow the procedures set forth in this Policy.  Any person found to have retaliated against an individual for reporting sexual or other discriminatory harassment or for participating in an investigation of allegations of such conduct will be subject to appropriate disciplinary action.
E. Discipline for Violation of the Policy Prohibiting Discrimination, Harassment and Retaliation
If Child Advocates determines that any employee has engaged in conduct which is inappropriate or in any way in violation of this policy, that employee will be subject to discipline, up to and including termination of employment.  Furthermore, if Child Advocates determines that any employee has harassed, retaliated against, threatened, or otherwise coerced any person for making a good faith complaint or report under the Policy Prohibiting Discrimination, Harassment and Retaliation, or for providing truthful information during an investigation of a complaint or report, that employee will also be subject to discipline, up to and including termination of employment.  The conduct at issue warranting the discipline need not constitute unlawful activity, if Child Advocates concludes that such conduct is contrary to the best interest of the Company.

F. Open Door Policy

Child Advocates promotes an atmosphere whereby employees can talk freely with members of management staff.  Employees are encouraged to openly discuss any problems with their supervisor so that appropriate action may be taken.  In most cases, making a suggestion or complaint to your immediate supervisor should resolve the situation.  If, however, a discussion with your immediate supervisor leaves you dissatisfied, you may discuss the matter with the Executive Director.  Employees making a report regarding conduct prohibited by the Policy Prohibiting Discrimination, Harassment and Retaliation are expected to follow the complaint procedures set forth in that policy.
G. New Hires

Upon hire, all new employees will receive a copy of this Handbook.  All employees are expected to review this Handbook as it contains important company policies and notices.  All employees are required to sign an Acknowledgement of Receipt of this Handbook, which states that that employee acknowledges that s/he has received a copy of the Handbook, understands that s/he is expected to review and be familiar with the provisions contained in the Handbook, and acknowledges that s/he is an at-will employee of Child Advocates.

Additionally, new employees will be required to furnish documentary evidence of eligibility for employment in accordance with federal and state regulations. 
H. Compensation

All new employees will receive notice of their compensation terms in their offer letters.  All salary changes increases and/or bonuses thereafter will be at the discretion of Child Advocates and all employees will be duly notified of any changes in their compensation.  
Child Advocates pays its employees on a biweekly basis, every other Friday.  The pay period runs from Monday to the following Friday.  Payday is the last Friday of each pay period. 
I. Performance Evaluations

Child Advocates endeavors to evaluate its employees on an annual basis.  
J. Confidentiality

During the course of your employment, you may have access to confidential information regarding Child Advocates, its clients, donors and volunteers.  You agree that during your employment and following termination of your employment, you will not disclose to any third party, or use for your own benefit, confidential or other proprietary information relating to Child Advocates, its clients, donors and/or volunteers.  Furthermore, you agree that all documents, notes, letters, records, computer programs, and other tangible and intangible propriety information are confidential and will be returned upon termination of your employment with Child Advocates.  If you should violate any part of this Confidentiality Policy, you may be terminated by Child Advocates and/or subject to legal action.  Should an occasion arise in which you are unsure of your obligations under this policy, it is your responsibility to consult your supervisor or the Executive Director.
K. Information Technology
1.
Use


Information technology is provided at the expense of Child Advocates to assist in carrying out the business of the Employer.  The e-mail system permits authorized users to communicate with each other internally and with selected outside individuals, businesses, and other service providers that Child Advocates, at its sole discretion, decides should be connected to the system.


Child Advocates considers the e-mail system to be for business use only.  While it is possible that employees may decide to send personal messages, Child Advocates assumes no responsibility for their content or for maintaining their privacy, and Child Advocates’ employees have no expectation that such privacy will be maintained.   In order to ensure that the system functions properly and that Child Advocates and/or its employees are not liable for improper use of Internet and other connections, the Employer considers all messages sent, received or stored as business messages, and thus, property of Child Advocates.  Conducting business unrelated to Child Advocates, other than incidental personal traffic, is expressly prohibited.


Because of its intent to operate within the law, Child Advocates reserves the right to access, retrieve, review, copy, or delete all e-mail messages for any purpose and to disclose them to any party (inside or outside the Employer) as it deems appropriate.  This includes the right to install software that monitors e-mail and Internet usage without providing advanced notice to any employee or official.  Child Advocates, however, bears no responsibility for the content of messages sent or received by its employees.  Child Advocates does not and will not preview, edit or approve material on a routine basis in the e-mail system.  All messages sent on the e-mail system are attributable solely to the individual users of the e-mail system, and Child Advocates is not a party to them.  Child Advocates shall not be liable for, assume any legal responsibility for, or bear any costs arising out of e-mail communications flowing in or out of Child Advocates' computer system.


Should employees make incidental use of the e-mail system (including Internet e-mail) for the purpose of transmitting or receiving personal messages, such messages will be treated no differently than other messages.  Therefore, Child Advocates reserves the right to access, review, copy, delete, or disclose them for any purpose.  Accordingly, authorized users should not use the e-mail system to send, receive, or store any messages that they wish to keep private.  For purposes of this policy, "incidental use" of the e-mail system is defined as occasional, casual, minor, or insignificant use that does not impact upon an employee’s duties or impede business-use operations.


No e-mail messages or information should be created, sent, or forwarded which may reasonably be deemed to be intimidating, hostile or offensive in nature, or which are discriminatory on the basis of race, color, religion, sex, national origin, sexual orientation, gender identity, disability, or any other basis that is unlawful under applicable state and federal law or local ordinance.  Nor should any obscene, profane, abusive, or offensive language be transmitted.  Any violation of this policy is grounds for disciplinary action up to and including discharge.  


No e-mail or other electronic communication may be sent which conceals the identity of the sender or represents the sender as someone else.  All messages communicated on Child Advocates' e-mail system should contain the sending employee’s name. Child Advocates bears no responsibility for any consequences resulting from any employee who uses the e-mail system for any fraudulent, or other illicit purpose, or contrary to the provisions of this Policy.

Any employees who become aware of misuse of Child Advocates' information technology must contact their supervisor or the Executive Director immediately.

2.
Privileged Communications


During the course of their employment, employees may send, receive or store in the e-mail system privileged, confidential or sensitive communications between Child Advocates and its attorneys, or other entities.  Employees are prohibited from forwarding such messages or their contents to others inside Child Advocates without the authorization of all parties.  Employees are strictly prohibited from forwarding such messages or their contents to any individuals or entities that are not Child Advocates’ employees or otherwise affiliated with Child Advocates.  

3.
Viewing and Protecting E-Mail Messages


In order to guard further against dissemination and disclosure of privileged, confidential or sensitive information, employees should exercise caution when accessing their messages in the presence of others.  E-mail windows should not be left open on the screen when the computer is unattended.  Users shall not allow any other person to use their name and password to gain access to an e-mail system.   Passwords are required and should be changed regularly. Child Advocates reserves the right to impose guidelines requiring mandatory password changes and encryption measures to provide additional measures of security.

4.
Copyrighted Information 

Use of the e-mail system to copy and/or transmit any documents, software or other information protected by the copyright laws, without proper authorization by the copyright owner, is prohibited.  Copyright protection applies to any document, photo, software, or information unless it is specifically marked as public, not copyrighted or freeware.  In the absence of any specific copyright markings, material or information should be considered copyright protected.  Child Advocates assumes no responsibility for reviewing, ascertaining or policing copyrighted material that may be transmitted to or from the e-mail system by employees.
5.
E-Mail Etiquette


Employees should be aware that e-mail messages may be read by someone other than the addressee and may even have to be disclosed to outside parties including courts in connection with litigation.  Accordingly, Child Advocates’ employees should ensure that their messages are courteous, professional, businesslike, and tasteful.

L. Equipment 

Child Advocates provides electronic equipment, including laptop computers, and other portable electronic devices to some of its employees.  All such equipment is the property of Child Advocates and must be treated with care and used within policy guidelines.  These devices are not intended for employees’ personal use and Child Advocates reserves the right to require return of any such equipment or to otherwise discipline or discharge employees, if it determines abuse of these privileges has occurred.  Employees who use agency-issued mobile devices with associated data plans may be required to reimburse Child Advocates for excessive data usage or other charges associated with excessive non-business use.  Additionally, any employee who willfully damages any electronic device may be required to reimburse Child Advocates for the cost of repair or replacement of the device at issue.

All Child Advocates employees who receive electronic equipment will be required to sign an acknowledgement form indicating acceptance of the item(s) and terms of usage.  All electronic equipment and other company property must be returned to Child Advocates upon termination of employment.

M. Termination

Any employee may be terminated involuntarily for any reason, and in some cases, without prior discipline.  Employees who voluntarily terminate their employment with Child Advocates are expected to give reasonable notice to the company and their immediate supervisor.  Employees who wish to be considered for rehire in the future must give thirty (30) days’ notice before voluntary termination.  

All departing employees are responsible for providing appropriate assistance transitioning matters to other employees and alerting their supervisors of their transition plans and of any upcoming deadlines.  Moreover, all departing employees must return all company equipment, property, and credit cards, if applicable, prior to leaving their employment with Child Advocates.  Employees may not take any company or patient documents with them upon the end of their employment with Child Advocates, without prior approval.

N. Family and Medical Leave

An employee who has worked for Child Advocates for more than three (3) months shall be granted up to twelve (12) weeks per calendar year of Family Leave to care for a newly-arrived child, a serious health condition of the employee, the employee’s parent, child, spouse, or other person who stands in that relationship to the employee, or for a similar family emergency.  Such an employee shall continue to receive benefits (including employee insurance coverage but not including the accrual of sick or vacation leave time) during this period.  Family Leave shall be unpaid, although an employee may use accrued Sick or Vacation Leave during this period.  An employee who wishes to extend Family Leave beyond the twelve (12) weeks by using Sick or Vacation leave may do so only with the approval of the Executive Director. 

Eligible employees must provide two weeks advance notice (or lesser reasonable notice in emergencies) to the Executive Director if requesting a family or medical leave of absence.  Employees must provide certification issued by a licensed health care provider demonstrating the need for leave, in a manner to be determined by Child Advocates.  In the event that an employee who is already out on Family Leave requires additional Family Leave time, the employee must provide further notice to Child Advocates of the need for additional time as soon as reasonably possible.  The employee may also need to submit additional health care provider certification demonstrating the need for additional Family Leave time.  
III. STANDARDS OF CONDUCT

A. Company Expectations

Child Advocates is a company that strives to care for its clients to the best of its ability.  All Child Advocates employees are representatives of the company in the eyes of its clients and the public.  Therefore, Child Advocates employees are expected to maintain a professional demeanor at all times while representing Child Advocates both inside and outside the office.  All employees are required to adhere to the ethical standards required of their profession.  Employees who do not maintain a professional demeanor or adhere to the required ethical standards may be disciplined appropriately.
B. Punctuality and Attendance

Child Advocates maintains regular business hours from 9:00 am to 5:00 pm, Monday through Friday.   All full-time employees are expected to work 35 hours per work week.  Employees working less than 35 hours a week are considered part-time employees.  Employees shall have one (1) hour, unpaid, for lunch each day.  Lunch periods shall be scheduled so as to maintain continuous and adequate office coverage and so as not to interfere with case handling and other critical responsibilities.  
All employees are expected to be punctual in arriving to work.  Excessive absenteeism and/or tardiness will not be tolerated.  Employees who are unable to report to work on a given day are expected to contact their direct supervisor prior to the start of the business day.  Employees who repeatedly fail to provide the required notice may be subject to discipline, up to and including termination of employment.

C. Dress

Child Advocates is a casual, professional office.  There are standards to which you should adhere.  Business dress is required for court.  This means suits, khakis, skirts, dress pants or similar attire.  Jeans are acceptable in the office and on visits.  They are not acceptable for court.  Please refrain from wearing revealing clothing, including shorts, while at work.  Flip-flops are not acceptable in court.  If you are unsure if something is appropriate, please discuss it with your supervisor.  

You are invited to keep a change of clothing at the office for court or out-of-office meetings that may unexpectedly arise while you are in casual clothing.  

IV. EMPLOYEE BENEFITS

A. Vacation

Full-time employees accrue vacation on a pro rata basis per calendar year based upon years of service.  Employees are granted 15 days paid vacation during their first year of employment.  Employees accrue one additional day for every year of employment, beginning in their second year, up to a total of 20 days of paid vacation per calendar year.  Part-time employees are also entitled to paid vacation per calendar year on a pro rated basis.  Employees may carry forward up to ten (10) days of unused vacation into the next calendar year.  All other unused vacation will expire at the end of each calendar year.  Employees may be compensated for unused vacation days, upon termination of employment if they comply with the termination notice provision in section II (L) of this Handbook.
Employees must provide advance notice of their vacation days to their supervisor and receive approval prior to taking vacation.  Approval is given at the discretion of the Executive Director or a designee.  Employees are responsible for arranging coverage of their client matters while on vacation, subject to management approval or contrary instructions.  
B. Paid Holidays/Personal Days
Child Advocates recognizes the following ten (10) paid holidays:


New Year’s Day

Martin Luther King, Jr., Day

Presidents’ Day

Memorial Day

July 4th

Labor Day

Columbus Day 

Thanksgiving Day and the day after Thanksgiving 

Christmas Day
If a holiday falls on a Saturday or Sunday, it will be observed on a Friday or Monday.  In the event that a paid holiday observed by Child Advocates falls within an employee’s scheduled vacation period, the day in question will be counted as a holiday, and not as a vacation day.  
Part time employees will be paid for holidays that fall on their assigned work days.  

Employees may take four (4) personal days at their discretion subject to prior approval of the Executive Director or a designee.  These personal days will be treated as authorized holidays.

C. Sick Leave

Employees who have worked for Child Advocates for more than 90 days shall be entitled to ten (10) sick days per calendar year.  Sick days shall accrue on a pro rata basis.  No more than twenty (20) unused sick days may be carried forward into the next calendar year.  No employee will be entitled to payment for unused sick days during the course of employment or upon termination of employment.
Employees using a sick day must contact their supervisor by 9:00am to report that s/he is using a sick day.  Employees using three (3) or more days of consecutive sick leave may be asked to provide a physician’s note.
D. Jury Duty

Child Advocates recognizes jury duty is an obligation of all citizens.  Therefore, Child Advocates will pay all hourly/non-exempt employees’ regular wages during the course of jury service. Employees are expected to provide advance notice of their jury duty leave to their supervisor and to alert their supervisor as to the expected duration of their absence.

E. Military Leave

If an employee incurs military obligations (including Military Reserve or National Guard obligations), that employee’s job will be protected in accordance with applicable federal, state, and local laws, including the Uniformed Services Employment and Reemployment Rights Act of 1994 (“USERRA”).  Employees requesting such leave must provide advance notice of military service in accordance with all applicable laws, unless impossible or unreasonable because of military necessity or other legitimate reasons.  Moreover, employees returning to work after military leave must return to work within the specified time frames set forth in USERRA.  Employees will be provided with health benefits during their leave, in accordance with USERRA.  
F. Health Insurance
Child Advocates provides coverage for any full-time employee and the employee’s dependent children.  Staff members may purchase additional forms of coverage or coverage for a spouse by reimbursing the agency for the difference in cost.  

Child Advocates may provide health insurance benefits to certain part-time employees at the discretion of the Executive Director.  
Child Advocates offers a program to “buy back” health insurance coverage to which and employee is entitled, in the event the employee wishes to obtain health insurance from another source.  This program is intended to return to the staff member some of the savings realized by the agency when the staff member declines to accept our coverage.  

For all other benefit information, refer to the plan documents for each specific benefit.
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ACKNOWLEDGMENT OF RECEIPT OF EMPLOYEE HANDBOOK
I have received a copy of the Child Advocates Employee Handbook (“Handbook”).  I understand that I am responsible for familiarizing myself with the information in this Handbook and understand that it describes the general personnel policies apply to my employment.

I understand and agree that, as specified in the Handbook, my employment with Child Advocates is “at-will” and may be terminated at any time, with or without notice and with or without cause, by me or by Child Advocates.  I also understand that nothing in this Handbook is to be construed as an express or implied contract of employment between Child Advocates and me.  Child Advocates has and retains the unrestricted right to monitor email/internet activity and search any of its property assigned to or used by me and/or any other person at any time, including without limitation any office, desk, cabinet, computers or electronic devices, or other property of Child Advocates.
The information, policies, and benefits described in this Handbook, other than the at-will nature of my employment are necessarily subject to change.  I understand and agree that any such adjustments may be made by Child Advocates at its discretion, with or without notice and that material changes will be made known to employees through the usual channels of communication in a reasonable period of time.
Employee Name (Print or Type)




Employee Signature and Date

EQUAL EMPLOYMENT OPPORTUNITY AND POLICY PROHIBITING DISCRIMINATION, HARASSMENT AND RETALIATION RECEIPT AND ACKNOWLEDGMENT
I have received a copy of Child Advocates' Equal Opportunity and Anti-Harassment Policy.  I have read the Policy and agree to abide by the standards and procedures set forth set forth therein.  I further agree to abide by the standards set forth in the document for the duration of my employment with Child Advocates.  I am aware that violations of this Policy may subject me to disciplinary action, up to and including discharge from employment.

Employee Name (Print or Type)




Employee Signature and Date

INFORMATION TECHNOLOGY POLICY RECEIPT AND ACKNOWLEDGMENT

I have received a copy of Child Advocates' Information Technology Policy.  I recognize and understand that these systems are to be used for conducting Child Advocates' business only and for the furtherance of the Employer's legitimate business interests.

I have read the Policy and agree to abide by the standards and procedures set forth therein.  I further agree to abide by the standards set forth in the document for the duration of my employment with Child Advocates.  I understand that Child Advocates is able to monitor all communications and records of communications, including content, on the e-mail, Internet, Intranet, Extranet, voice mail, and other electronic communications systems, and that I have no expectation that communications on these systems will be kept private or confidential.  I hereby consent to the monitoring of all such communications and records of such communications, including content, by Child Advocates.

I am aware that violations of this Policy may subject me to disciplinary action, up to and including discharge from employment.

Employee Name (Print or Type)




Employee Signature and Date
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