McKenzie’s Hope

Policies and Procedures

Disclaimer


It is expressly understood that this manual is not be considered an employment contract, either expressed or implied; and the Board of Directors (hereafter Board)  reserves the right at any time to change, delete or add to any of the provisions in its sole discretion. Furthermore, the provisions of this manual are designed by the Board to serve as guidelines rather than absolute rules, and exceptions may be made from time to time on the basis of particular circumstances. The rules as set out herein are not meant to be inclusive, but merely representative of the type of conduct that is expected of all employees. The penalties for particular rule violations are merely suggestions, and for a violation, the Board may impose any penalty upon the Board’s determination that another or different penalty is warranted given the circumstances.

Except to the extent otherwise required by state statute or contract, employment with Huntington County Child Advocacy Center Inc. (hereafter CAC) is “at will” and can be terminated by either party at any time for any reason, with or without cause, and with or without notice. 


Employment Applications


Each prospective new employee must submit a resume for a desired position. No individual shall be hired as an employee without submitting a resume. Each prospective employee must provide his/her name, date of birth and social security number so the Board can check his/her criminal history before being hired. Any misrepresentations, falsifications or material omissions in any of the information or data submitted may result in the employer’s exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment. 

Equal Employment Opportunity/

Sexual Harassment


It is the CAC’s policy that equal employment opportunities be available to the full extent mandated by law without regard to race, sex, age, color, religion, national origin, citizenship status, or disability. The policy applies to all personnel and applicants for a job in all phases of CAC operations including hiring, placement, promotion, demotion, transfer, recruiting, advertising, treatment while working for the CAC, rates of pay or other forms of compensation, selection for training, and termination of employment. 


Included in the CAC’s commitment to provide a workplace free of job-related discrimination is a prohibition against on-the job harassment of any employee because of his or her race, sex, religion, national origin, citizenship status, or disability. Employees have a right to work in an environment free of harassment.


Also included in the CAC’s commitment to provide a workplace free of job-related sex discrimination is prohibition against sexual harassment. Sexual harassment includes, but is not limited to:

1. unsolicited and unwelcome verbal comments or jokes and physical gestures or actions of a sexual nature toward a co-worker (for example, touching, patting, pinching, indecent exposure, or profane jokes);

2. Unsolicited and unwelcome demands or requests for sexual favors or social or sexual encounters;

3. The explicit or implicit promise of preferential treatment with regard to an individual’s job status in exchange for sexual favors or sexual activity; and

4. The use of a co-worker’s or applicant’s submission to or rejection of such conduct as the basis of a work related decision (e.g., hiring, firing, promotion, demotion, compensation, benefits, or working conditions). 

Employees who believe they are victims of sexual harassment or other discriminatory conduct are encouraged to and have a responsibility to seek help. Sexual harassment and other discriminatory conduct should be reported immediately to the President of the Board. Such reports will be treated in a confidential way as is appropriate, and no adverse action will be taken against any employee because he or she reports harassment or other discrimination. All employees are assured that quick action will be taken to resolve complaints, and that the Board is committed to eliminating such conduct from the workplace. 


The Board is committed to non-discrimination and equal opportunity for all persons regardless of race, sex, color, religion, creed, national origin or ancestry, age, marital status, sexual orientation, disability, or Vietnam-era status in employment, programs and activities. 

Orientation Period


All persons hired by the CAC shall be subject to a three (3) month orientation period during which time their performance shall be periodically reviewed by the Executive Director (hereafter Director) . At least one (1) written evaluation shall be completed. 


At the end of the three month orientation period, the Director shall determine whether:

1. The employee shall be retained as a regular employee of the CAC;

2. The orientation period shall be continued for an additional time period up to three (3) months; or

3. The employee shall be relieved of his or her duties and discharged without resort to any of the reviews, hearings, or other provisions relating to termination of employment which are hereinafter set forth in these Polices and Procedures.


The Director shall notify the employee and the Board in writing of the status of the employee at the end of the three (3) month orientation period. If the orientation period is extended beyond three (3) months, the Director shall notify the employee and the Board in writing of the status of the employee at the end of the extension period. 

Time Off

Vacation time:

An employee shall have two weeks of vacation after the employee has been employed by the CAC, for one year from the date of hire. An employee shall have three weeks of vacation after the employee has been employed for five years from the date of hire, and thereafter. Any unused vacation time can be accumulated and rolled over to the next year. 

Personal time:

An employee shall be permitted to take six (6) personal days each year, beginning January 1st of each year. Any unused personal time can be accumulate and rolled over to the next year, up to a maximum of ten (10) days.

Holidays:

The CAC will be closed for New Year’s Day, Memorial Day, July 4th, Labor Day, Thanksgiving Day and the Friday following Thanksgiving, Christmas Eve Day, and Christmas Day.

Travel, Meal, Lodging

A. An employee who drives or operates a personal automobile, while engaged in conducting business for the CAC, shall receive the sum as determined by the State Board of Accounts for each mile the employee drives. The employee shall travel the most direct available route between destinations. Mileage will be paid from the place of employment or home, which ever is the lesser amount. A mileage form shall be submitted for reimbursement. 

B. The maximum reimbursement of certain other expenditure shall be as follows:

1. Meal expenses- $20.00 per day, per employee

2. Lodging expenses –will not be paid or reimbursed unless incurred in excess of fifty (50) miles from the CAC or employee’s home, whichever is less. 

C. The purchase of alcoholic beverages, movies, or other entertainment costs are not expenses that will be reimbursed by the CAC

D. A receipt for any expense is required before reimbursement will be considered, except for mileage. Expenses exceeding the maximum amount must be approved by the Board in order to be reimbursed in full. 

Personnel Records


The Director shall maintain personnel records for each employee. A personnel file shall be established on the date of hire, and shall be maintained by the Director. It is the responsibility of the employee to promptly notify the Director of any chances in personnel data.


Any written record of commendations, performance reviews, and/or disciplinary actions shall be kept in the personnel file. 


Employee Service Record

An employee’s service record shall be maintained for each employee by the Director. The service record shall indicate hours worked, and leave earned and taken. The Director shall keep records for all employees for 7 years after their termination.

Employee Conduct and Discipline

A. 
The requirement of applicable law shall be complied with in 


circumstances of disciplinary action or discharge.

B.
Activities in the following numbered categories, which categories are not 

mutually exclusive or collectively exhaustive, by an employee in connection with the employee’s employment by the CAC upon being considered in context, may be found by the CAC, in the CAC’s sole discretion to be cause for disciplinary action including, but not limited to, suspension, demotion, and/or immediate discharge:

1. Insubordination.

2. Fighting, indecent conduct, use of abusive or profane language, or throwing objects.

3. Possession of intoxicating beverages at work, reporting for work in an intoxicated or alcohol impaired condition.

4. Refusal to perform appropriate assigned work.

5. Abuse, misuse, or unwarranted damage or destruction of CAC property.

6. Conviction of any crime.

7. Habitual absenteeism, unexcused absences or tardiness

8. Unauthorized use of CAC equipment. 

9. Leaving the work premises during work hours without the express permission of an authorized supervisor, except when reasonable and appropriate as a part of specifically assigned task, or as prudent in an emergency situation.

10. Misuse or removal of any CAC property or records from the work premises without proper authorization.

11. Creating unsanitary conditions or hazards.

12. Engaging in horseplay or practical jokes which may lead to the harm of a persons or property.

13. Failure to give reasonable conscientious effort to the performance of legitimate work assignments.

14. Consistent low productivity.

15. Smoking in unauthorized areas.

16. Possession of a firearm or other deadly weapon, or potentially dangerous quantity of an explosive, while on duty or on CAC property, except in the performance of official duties, or with express written consent of the Board. 

17. Molesting, intimidating, or otherwise annoying other workers.

18. Falsification of employment application or resume. 

19. Falsification of timekeeping records

20. Unauthorized disclosure of confidential information.

21. Discourteous behavior to the public.

C.      
Disciplinary decisions shall be made by the Executive Director. A disciplinary 

decision by the Executive Director shall be in writing delivered the employee, and shall include written notice to the employee of the employee’s opportunity to appeal the appropriateness of the discipline within three (3) working days, by the employee’s filing written notice with the President of the Board requesting such an appeals hearing by the Board.

D.    An employee who is disciplined under (C) above shall be provided with written     

particulars of the reason for the discipline if a request is made by the employee within on week of the employee being advised of discipline.

E. The Director shall notify the President of the Board of all disciplinary decisions.

F.       The Board shall make disciplinary decisions regarding the Director. 

Termination


Termination date for an employee is considered the last date of active employment. Active employment, for the purposes of this section, is the last day the employee reported to work.


An employee cannot utilize vacation leave, sick leave, personal days, or other leave to extend their time of employment past their last date of active employment. 


An employee will not be paid for unused vacation, sick or personal time. 


An employee who has been terminated shall return all property, materials, or written information issued to them or in their possession on their last day of work. 

Grievance and Appeal Procedure

1. It is the policy of the CAC to offer any employee who feels he/she has been improperly disciplined, or has any other valid complaint as to the application or interpretation of any personnel policies or work rules, an opportunity to appeal decisions under certain guidelines.

2. This policy applies to both full-time and part-time employees.

3. It is desired that whenever possible, to handle grievances informally and both the Director and other employee(s) are expected to make every effort to resolve problems as they arise. However, it is recognized that their will be grievances which will be resolved only after formal appeal. In such cases, employees and the Director shall follow the appeal procedures listed below:

Step 1:  
 
Notification of the Director within three (3) days of the incident or problem on an informal basis in an attempt to solve the problem informally.

Step 2:

A.  The employee must submit a written complaint to the Director                                                                                                                  


  with the following guidelines:

1. The appeal must be submitted within three (3) working days after informal contact with the Director;

2. The appeal must be signed by the appealing employee;

3. The appeal must be dated; and

4. The appeal must contain the specific matters of the complaint  and surrounding circumstances.

B. The Executive Director must send a written answer back to the employee within three (3) working days of receiving the complaint.

C. A hearing between the employee and the Executive Director may be held at the   Executive Director’s discretion.

Step 3:

A. The employee must submit the same written complaint to the Board within Three (3) working days after receiving the Director’s answer with a copy of that answer. 

B. A hearing may be held, if the Board deems it necessary.  The employee and 
Director must appear at such a hearing along with any other person or persons having relevant information to the matter.

C. The Board must give a written answer to the employee and the Director within five (5) working days after the next regular meeting of the Board.

Internet Usage Policy
PRIVILEGE

The use of the Internet is a privilege, not a right, and inappropriate use will result in cancellation of that privilege.
RESPONSIBILITIES

Users are not to reveal any information of a personal nature such as: home address, home phone number, or phone numbers of any other individuals.  Your personal signature of any e-mail must use the CAC address only.
USAGE GUILE LINES

The internet user is held responsible for their actions and activity.  Unacceptable uses will result in suspension or revoking of these privileges, as well as other disciplinary action.
Unacceptable uses:
        Sending or displaying inappropriate messages or pictures.
        Using obscene language.
        Harassing, insulting or attacking others.
        Damaging computer systems or computer networks.
        Violating copyright laws.
        Using another user’s password.
        Trespassing in another user’s folder, work or files.
        Intentionally wasting limited resources.
        Using the Internet for personal and/or financial gain.
        Using the Internet connection for personal use.
CODE OF CONDUCT

Internet access is provided for business communications, keeping up with developments in a particular field, researching on specific topics, researching products and learning new technologies.  Inappropriate use of the Internet may result in embarrassment to the CAC and to you.
NO EXPECTATION OF PRIVACY

The Board reserves the right to monitor all Internet usage by any employee.  An employee does not have an expectation of privacy when accessing the Internet from the CAC or when remotely accessing the CAC network from another location. 


Statement of Confidentiality

McKenzie’s Hope, (Huntington County Child Advocacy Center) will maintain strict confidentiality relative to all documents, reports, taped interviews, and other information that has been gathers or released to the center.  Such documents may only be released to the investigative team and or upon written permission from the parties involved.  
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