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NOTICE AND DISCLAIMER TC "Notice and Disclaimer" \f C \l "1" 
THIS PERSONNEL POLICIES AND PRACTICES MANUAL DOES NOT AND IS NOT INTENDED TO CREATE EITHER AN EXPRESS OR IMPLIED CONTRACT OF EMPLOYMENT OR WARRANTY OF BENEFITS BETWEEN THE CHILDREN’S LAW CENTER, INC. AND ANY OF ITS EMPLOYEES.  CLC’S RELATIONSHIP WITH ITS EMPLOYEES IS ONE OF VOLUNTARY EMPLOYMENT AT WILL.  ONLY A FORMAL WRITTEN CONTRACT SIGNED BY THE EXECUTIVE DIRECTOR OR CHAIR OF THE BOARD OF DIRECTORS AND THE EMPLOYEE CAN CHANGE THIS EMPLOYMENT AT WILL STATUS.

Employment at the Children’s Law Center, Inc. (“CLC”) is for no stated term or period of time.  This means that either CLC or the employee is free to terminate the employment relationship at any time and for any reason.  CLC has the right to terminate an employee at any time, in its sole discretion.

This manual is a summary compiled for the convenience of our employees, it is not intended to cover all topics or circumstances.  We reserve the right to respond to specific situations in whatever manner we believe best suits the needs of CLC.  Descriptions in this manual of various fringe benefits such as group health insurance are summaries only.  Should the descriptions in this manual differ from any formal agreement, document or plan, the formal agreement, document or plan shall be controlling.  While we do not intend to change the policies contained in this manual without good reason, CLC reserves the right to modify any condition of employment in whatever manner we believe to be appropriate based on changes in legal requirements, business conditions, market factors or other circumstances.  This manual replaces all previously distributed policies and procedures.  If you would like more detailed information about any policy and how it applies to you, the Executive Director will be happy to answer your questions.
I WORK ENVIRONMENT TC "I
Work Environment" \f C \l "1" 
EQUAL EMPLOYMENT OPPORTUNITY TC "Equal Employment Opportunity" \f C \l "2" 
CLC is committed to equal employment opportunity.  CLC does not discriminate against any person or group of persons because of race, color, religious creed, age, marital status, national origin, ancestry, gender, present or past history of mental disorder, learning disability, mental retardation, sexual orientation, genetic makeup, physical or mental disability, or any other protected class.  CLC is committed to compliance with applicable laws and regulations regarding equal employment opportunity and employment and public accommodations with respect to its programs, clients, officers, employees, and volunteers.

All phases of employment including, but not limited to, recruiting, hiring, selection for training, promotion, demotion, discipline, rates of pay or other compensation, transfer, layoff, termination, recall, use of all facilities, and participation in all CLC-sponsored activities will be administered in a way that furthers the principle of equal employment opportunity.  It is expected that each employee will share in the responsibility to implement this policy in all aspects of our employment practices and procedures.

Additional information regarding CLC’s commitment to non-discrimination and equal opportunity may be found in the CLC Affirmative Action, Non-Discrimination and Equal Opportunity Policy.

____________________

OPEN DOOR POLICY TC "Open Door Policy" \f C \l "2" 
CLC encourages an open channel of communication between you and the Executive Director and/or other employees should a problem, concern, question or complaint arise about any aspect of your employment relationship with CLC.  This is a voluntary process that encourages you to raise issues without fear of adverse consequences. 

In most instances, a frank and prompt discussion with the Executive Director will resolve your concern(s).  However, you are free to raise a question with the Chair of the Personnel Committee of the Board of Directors.

____________________

POLICY AGAINST HARASSMENT, INCLUDING COMPLAINT PROCEDURE TC "Policy Against Harassment, Including Complaint Procedure" \f C \l "2" 
General

CLC strives to offer a professional and congenial work environment for all employees.  CLC expects all employees to treat one another with courtesy, consideration and professionalism.

CLC prohibits conduct having the purpose or effect of unreasonably interfering with an employee’s performance or creating an intimidating, hostile or offensive environment on the basis of an employee’s race, religion, national origin, gender, age, disability, or any other characteristic or circumstance protected by law.

CLC will not tolerate any harassment of employees, whether by a co-worker, supervisor or agent doing business with CLC, in the workplace or while an employee is on CLC business, in violation of this policy. 

This policy is not designed or intended to limit CLC’s authority to discipline or take remedial action for workplace conduct that CLC deems unacceptable, regardless of whether that conduct satisfies the definition of harassment under this policy.

Examples of Harassment

Each employee must exercise reasonable judgment to avoid engaging in conduct that may be perceived by others as harassment.  Forms of harassment and/or inappropriate conduct may include, but are not limited to, the following:

· Verbal:  innuendoes, epithets, derogatory slurs, off-color jokes, unwanted propositions, unwarranted reference to one’s physical appearance; comments that denigrate; threats.

· Visual/Non-Verbal: derogatory posters, cartoons, drawings or computer graphics; suggestive objects or pictures; leering; obscene or denigrating gestures; email jokes.

· Physical:  unwanted physical contact; assault; physical interference with normal work.

· Other:  making or threatening reprisals as a result of a negative response to harassment.

Sexual Harassment

Sexual harassment includes unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature that takes place under any of the following circumstances:

· When submission to the conduct is necessary in order to get or keep a job.

· When employment decisions, such as raises, promotions and demotions depend on whether he or she submits to or rejects the conduct.

· When the conduct unreasonably interferes with a person’s work performance or creates an intimidating, hostile or offensive working environment.

The conduct is unwelcome if the person did not solicit it or invite it, and if the person regards the conduct as undesirable or offensive.

Complaint Reporting and Investigation

If an employee believes that he or she or another employee has been subjected to harassment in violation of this policy, the employee should bring the matter to the attention of the Executive Director or a member of the Personnel Committee of the Board of Directors.

All complaints of harassment, whether verbal or written, will be promptly and thoroughly investigated and appropriate responsive actions will be taken.  The complainant and the alleged harasser will be informed of the outcome of the investigation to the extent appropriate.

CLC understands that these matters can be extremely sensitive, and will keep all employee complaints and all communications, such as interviews and witness statements, in confidence to the extent practical.  Anyone registering a complaint, however, must understand that a fair and impartial inquiry into the matter is likely to involve revealing the issues raised to the person who is claimed to have engaged in harassment.

Policy Violations

Any employee who engages in conduct in violation of this policy is subject to disciplinary action up to and including termination.  Any retaliation against an employee for complaining in good faith about harassment and/or cooperating with an investigation of a harassment complaint will not be tolerated.

A non-employee who subjects an employee to harassment in violation of this policy will be informed of CLC’s policy, and appropriate action will be taken.

If you have any questions about this policy, please contact the Executive Director.

____________________

II EMPLOYMENT STATUS TC "II
Employment Status" \f C \l "1" 
EMPLOYMENT CLASSIFICATIONS TC "Employment Classifications" \f C \l "2" 
The Fair Labor Standards Act (FLSA) and state law regulates minimum wages and overtime pay for all jobs, unless a job is specifically exempted. 

Nonexempt - If a job is nonexempt, that is, not exempted from the minimum wage and overtime requirements of the law, an employee must receive at least the minimum wage and overtime at time and one-half the employee’s regular hourly rate for all hours worked over 40 hours of work in a work week. 

Exempt - If a job is exempt, that is, if it falls into the administrative, professional, executive, sales or other category defined by law as exempt, an employee is not eligible for overtime pay.

____________________

EMPLOYMENT CATEGORIES TC "Employment Categories" \f C \l "2" 
Full Time -
Includes all employees regularly scheduled for a minimum of 40 hours per work week.  Full-time employees are entitled to all CLC benefits offered, subject to any eligibility requirements.

Part Time -
Includes all employees regularly scheduled for less than 40 hours per work week.  Part-time employees are entitled to some benefits CLC offers, subject to eligibility requirements and pro-ration.

Temporary -
Includes all employees hired for a specific, limited amount of time.  This status includes paid interns.  Employment beyond any initially stated period does not in any way imply a change in employment status; temporary employees retain that status unless and until notified of a change.  Temporary employees are not entitled to any benefits described in this manual except those benefits specifically explained upon hire.

____________________
III PAY PRACTICES TC "III
Pay Practices" \f C \l "1" 
PAY PERIOD AND PAY DAY TC "Pay Period and Pay Day" \f C \l "2" 
The workweek begins on Saturday and ends on Friday.  Employees are paid every two weeks (bi-weekly), on Wednesday for the previous two weeks.  If a holiday falls on a pay day, employees will be paid the work day prior.
____________________

PAYMENT & PAYROLL VOUCHER TC "Payment & Payroll Voucher" \f C \l "2" 
You will receive a check or your pay will be deposited to an account of your choice.

Each payday, you will receive a payroll voucher which shows current and year-to-date totals for the amount you were paid (gross) and voluntary deductions.

____________________

PAYROLL DEDUCTIONS TC "Payroll Deductions" \f C \l "2" 
Tax Withholding
By law we are required to withhold the following from your pay:

Federal Withholding (W-4) - a percentage of your pay is deducted for your Federal Income tax based on information furnished by you regarding marital status and number of dependants.

State Withholding Tax (W-4CT) - a percentage of your pay is deducted for your state tax based on information furnished by you regarding marital status and number of dependants. 


Social Security (FICA) and Medicare (HI) – a predetermined percent is deducted from your pay and is the basis for your future Social Security and medical benefits.  CLC matches the amount of your withholding.

During the first week of employment, all employees must complete the required Federal and State withholding forms and return them to the Executive Director.

Voluntary Deductions

With proper authorization from you, voluntary deductions may be made from your pay for certain purposes as permitted by law. 
____________________

TIME KEEPING TC "Time Keeping" \f C \l "2" 
All non-exempt employees are required to complete timesheets daily, showing start and end times, and start and end of break times.

Certain exempt employees are required to complete timesheets daily, using specified categories for billing and statistical purposes as determined by the Executive Director.  All timesheets are to be submitted to the Executive Director as soon as practical.

Failure to properly and timely complete timesheets or altering timesheets of other employees will result in disciplinary action, including discharge.

____________________

OVERTIME  TC "Overtime" \f C \l "2" 
All overtime work must be pre-approved by the Executive Director.

Overtime is paid to nonexempt employees at the rate of time-and-one-half (1 ½ x) the employee’s regular hourly rate for hours actually worked in excess of 40 hours in one work week.  Paid or unpaid time off will not be considered as hours worked when computing overtime.
____________________

PERFORMANCE AND WAGE REVIEWS TC "Performance and Wage Reviews" \f C \l "2" 
Performance reviews are conducted at or around the end of each calendar year.  A performance review will not necessarily result in a wage adjustment.  Generally, wage adjustments are effective at the beginning of each calendar year.

Each employee will set performance goals and objectives prior to or at the beginning of each calendar year in consultation with the Executive Director.  This will be used as one of the bases for the annual performance review.
Wage adjustments may be based on merit, changed job responsibilities or other circumstances, cost of living, or as recommended by the Executive Director and approved by the Board of Directors.

Generally, the Executive Director will inform you of performance deficiencies and define the action that must be taken to bring your performance up to an acceptable level.  Employees who fail to bring their performance to an acceptable level may face discipline, up to and including termination.  CLC may elect to terminate an employee immediately for performance related reasons if deemed in CLC’s best interests.

____________________

IV BENEFITS TC "IV
Benefits" \f C \l "1" 
The information provided in this manual about benefits is not a contract to provide these benefits to employees.  Benefit descriptions are summaries only.  If the eligibility requirements of any summary plan documents and/or benefits booklets/summaries differ, they control over the descriptions in this manual.  The terms of the benefits described are subject to change at any time with or without notice by the insurer(s) or CLC.  Details of current benefits are available from the Executive Director.
____________________

PAID HOLIDAYS TC "Paid Holidays" \f C \l "2" 
Full-Time Employees
Employees are paid their regular day’s wages, excluding overtime, for CLC designated holidays. 

Part-Time Employees
Employees regularly scheduled to work at least 20 hours per week receive pay for holidays pro-rated based approximately on the employee’s average regularly scheduled work hours, as determined by the Executive Director, at the employee’s regular rate, excluding overtime.
Holidays on which the office will be closed:

· New Year’s Day

· Martin Luther King Day 

· Good Friday

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving

· Day After Thanksgiving

· Christmas

· Floating Holiday (to be designated by the Executive Director) 

____________________

PAID TIME OFF TC "Paid Time Off" \f C \l "2" 
Paid time off (PTO) may be used for vacation, sickness or any other reason.

First Partial Year - Full-Time Employees
For the first partial calendar year of employment, employees (exempt or non-exempt) who have completed 30 days of employment receive the following paid leave:

If hired in 1st  quarter, 10 days;
If hired in 2nd or 3rd quarter, 7 days;
If hired in 4th quarter, 5 days.

Full-Time Exempt

After the first partial year of employment, full-time, exempt employees are entitled to the following:

a. 15 days of paid leave in each calendar year for the first two full calendar years of employment;

b. 20 days of paid leave in each calendar year for the third through eighth calendar years of employment;

c. 25 days of paid leave in each calendar year for the ninth and subsequent calendar years of employment.

Full-Time Non-Exempt

After the first partial year of employment, full-time, non-exempt employees are entitled to the following: 

a. 10 days of paid leave in each calendar year for the first two full calendar years of employment;

b. 15 days of paid leave in each calendar year for the third through eighth calendar years of employment;

c. 20 days of paid leave in each calendar year for the ninth and subsequent calendar years of employment.

Part-Time

Part time employees regularly scheduled to work 20 or more hours per week are provided pro-rated PTO based approximately on the employee’s average number of regularly scheduled work hours as determined by the Executive Director.

Use of Leave

Employees and office volunteers are expected to give at least two days advance notice for any planned time off of a day or less.  Longer absences should be coordinated with the Executive Director as far in advance as possible.

A small staff provides both a degree of flexibility and responsibility among all employees who are expected to coordinate their paid leave schedules and preferences with each other and in consultation with the Executive Director.  Requested paid leave may be denied based on the needs of CLC.

Carryover

Although employees are expected to use their paid leave time during the same calendar year it is earned, a maximum of five (5) paid leave days may be carried over to the following calendar year, with the written permission and at the discretion of the Executive Director.  In no event shall a full-time employee’s total accrued paid leave time exceed 5 days above the employee’s accrual entitlement (e.g., an employee beginning the second full calendar year of employment may not have more than 20 days of combined accrual and carryover; an employee beginning the ninth calendar year not more than 30).  Maximum carryovers and accruals for part-time employees will be prorated at the Executive Director’s discretion.  Unused PTO cannot be converted into cash during or at separation of employment.

Pay for PTO

Pay for PTO is at the employee’s regular rate, excluding overtime.  Pay for part-time employees is pro-rated based approximately on the employee’s average regularly scheduled work hours, as determined by the Executive Director, at the regular rate, excluding overtime.  Paid leave is not paid in advance.
____________________

COMPENSATORY TIME TC "COMPENSATORY TIME" \l "2" \u
Only full-time exempt employees are eligible to earn compensatory time.  Full-time exempt employees are generally expected to work a forty (40) hour workweek.  Compensatory time may be earned at a rate of one hour of compensatory time for one hour of work beyond forty (40) hours of work in a given workweek.  PTO and other paid leave time does not count toward hours worked for purposes of determining compensatory time entitlement.  For those weeks in which the employee works less than forty (40) hours in the workweek and does not take PTO or other paid leave time for those hours not worked, the hours not worked below forty (40) will be subtracted from the compensatory time entitlement.  Accrued compensatory time may be taken by an employee in no more than eight (8) hour increments and at the sole discretion of the Executive Director.  Accrued compensatory time may not be carried over from one calendar year to the next. Employees are not guaranteed the opportunity to utilize compensatory time.   At no time will accrued compensatory time be paid, however, the amount of accrued unused compensatory time will be considered as one indicia of an employee’s effort that may affect an employee’s bonus or wage adjustment.       

_____________________

403 (b) RETIREMENT PLAN TC "403 (b) RETIREMENT PLAN" \l "2" \u
CLC has established a 403 (b) Retirement Savings Plan.  Employees may elect to defer income on a pre-tax basis to the CLC’s 403(b) plan in amounts established by the plan documents and subject to any eligibility requirements.  In its sole discretion, CLC may or may not deposit matching dollar amounts or percentage of salary in a given year.  Details of the current plan are available from the Executive Director.
BONUS  TC "BONUS " \l "2" \u
From time to time, CLC offers discretionary year end bonuses, for which all employees are eligible.

_____________________

PERSONAL LEAVE OF ABSENCE TC "Personal Leave of Absence" \f C \l "2" 
An unpaid personal leave of absence may be granted in unusual, extenuating medical or other personal circumstances where the reason for the absence falls outside the normal conditions of other leave policies.  You must submit a written request, which includes the purpose and length of the leave, to the Executive Director.  A personal leave of absence will not be granted for any period when an employee has paid leave benefits available.

Any request for a personal leave of absence due to a medical condition must be supported with a note from a licensed health care provider.  Before returning to work, the employee must present a note from a licensed health care provider authorizing the return to work.  Medical absences and fitness for duty are subject to verification by CLC.

Your employment may be terminated if you fail to return to work on the date stipulated in your approved request for personal leave or if the position you held before leaving is filled or otherwise unavailable.  CLC is committed to complying with all legal requirements associated with administering its personal leave of absence policy in any particular situation.
Benefits During a Personal Leave
During an approved, unpaid leave of absence, an employee’s participation in CLC’s group health and dental plans will continue on the same terms as active employees for eight (8) weeks following the week of the start of the leave of absence if the absence is due to the employee’s heath condition or, for a two (2) week period if the absence is for any other reason.  Thereafter, the employee may elect to extend coverage if the employee pays the full cost of the coverage.  You will receive a letter from the Executive Director with payment instructions.  If your payment(s) is/are late, your benefits may be canceled on the first of the following month.

Benefits will not accrue during a personal leave.

____________________

BEREAVEMENT LEAVE TC "Bereavement Leave" \f C \l "2" 
We recognize that a time of bereavement is a very difficult period for you and your family.  The following benefits are provided to allow you to attend to family matters in times of death.

Full-Time Employees (after 90 days of employment)
·   You may take up to three (3) continuous days with pay for a death in the immediate family (a parent, step-parent, sibling, spouse, civil union partner, child, step-child or childhood guardian).
·   You may take up to two (2) continuous days with pay for the death of one of your grandparents, one of your spouse’s parents or one of your aunts or uncles.

·   Bereavement leave for the death of other family or friends must be arranged with the Executive Director and will be unpaid leave.
Full-Time Employees (less than 90 days of employment) and Part-Time Employees

·   Full-time employees with less than 90 days of service and regular part-time employees will receive paid bereavement/ funeral time off for immediate family only.  Part-time employees taking paid bereavement leave will be paid a pro-rated amount based approximately on the average number of regularly scheduled work hours, as determined by the Executive Director, at the employee’s regular rate, excluding overtime.

Other

Proof of relationship may be required. 

You may request additional unpaid time off.  Any granted unpaid leave is considered to be a personal leave for which you may use accrued paid leave if available.  If you need bereavement/funeral time off, please contact the Executive Director.

____________________

JURY DUTY TC "Jury Duty" \f C \l "2" 
If you are required to appear for juror service, you must notify the Executive Director as soon as possible of the hours you will be unavailable for work.  You are expected to report to work when you are not required to be in jury duty.

At the conclusion of your juror service, you must submit to the Executive Director a copy of your Juror Service Certificate from the State or Federal government listing your service dates. 

Pay for Full-Time Employees
CLC will pay your regular wages, excluding overtime, for the first five (5) days.  CLC will compensate you for the difference between the juror service pay and your regular rate of pay for days thereafter, unless otherwise required by law, up to a maximum of three weeks.  For purposes of this policy, full-time employees are those who are regularly scheduled to work at least 30 hours per week.

Pay for Part-Time Employees

The government will pay you at their standard rate per day beginning the first day of service.

____________________
VOTING TC "Voting" \f C \l "2" 
CLC encourages employees to vote in every election; however, time off is not provided for voting.  Employees should plan to vote prior to or following normal work hours.

____________________

MILITARY SERVICE TC "Military Service" \f C \l "2" 
CLC complies with all military leave laws, including the Uniform Service and Reemployment Rights Act (USERRA).  All benefits and employee rights for which you are eligible while on military leave, or when you return from military leave, will be administered by CLC in accordance with State and Federal law.  Generally, absences due to military leave are unpaid.  Please provide the Executive Director with notice of any military absence as soon as such notice is available.





____________________

Health Insurance TC "Health Insurance" \f C \l "2" 
CLC offers group health insurance benefits to eligible full-time employees regularly scheduled to work at least 30 hours per week.  For other eligibility terms and benefits, cost information and enrollment forms, please contact the Executive Director.

____________________
FLEXIBLE SPENDING ACCOUNTS TC "Flexible Spending Accounts" \f C \l "2" 
Full-Time Employees

Although your health care benefit plan offers you and your dependants considerable protection against the cost of health care, you may have a number of expenses that are not covered under any benefit plan.  With a “flex benefit” reimbursement account, you may direct a part of your pay, on a pre-tax basis, into a special account that can be used throughout the year to reimburse yourself for certain health care and dependant care expenses.

The Health Care Reimbursement Account (HCRA) permits you to reimburse yourself for all non-covered, out-of-pocket health care related expenses with pre-tax dollars.

For more detailed information, including eligibility requirements and maximum annual contributions, please contact the Executive Director.

Part-Time Employees

The HCRA is not available to part-time employees.

____________________

WORKERS’ COMPENSATION TC "Workers’ Compensation" \f C \l "2" 
CLC maintains a Workers’ Compensation Plan at no cost to employees.  This insurance provides health insurance coverage and continued income to employees who have a qualifying on-the-job injury or illness in accordance with the laws of the State of Connecticut. 

You must report any on-the-job injury or illness to the Executive Director immediately no matter how minor.  An employee’s failure to report a work related injury or illness immediately may affect the employee’s ability to collect workers’ compensation benefits. 

____________________

UNEMPLOYMENT COMPENSATION TC "Unemployment Compensation" \f C \l "2" 
CLC pays an Unemployment Compensation assessment to the State of Connecticut to cover employees who leave CLC and are eligible to collect benefits.  Hearings are conducted by the State to determine a person’s eligibility to collect. 

____________________

SOCIAL SECURITY TC "Social Security" \f C \l "2" 
Social Security provides benefits for employees and their families as specified by law in the event of retirement, hospitalization after age 65 (Medicare), total and permanent disability before age 65, and death at any time.

CLC matches the amount of Social Security taxes paid by each employee.  Contact the local Social Security office for details.

____________________
ONGOING EDUCATION and CONFERENCES TC "Ongoing Education" \f C \l "2" 
CLC supports and encourages staff to increase their skills and knowledge base.  For specific training opportunities that are approved in advance by the Executive Director and/or the Board of Directors, as applicable, CLC will pay for the pre-approved reasonable expenses.  Reasonable expenses may include mileage, parking, travel, registration and meals (not to exceed an amount determined from time to time by the Executive Director).  Reimbursement requests and supporting documents must be submitted within 30 days of the expense being incurred.  Failure to submit a reimbursement request timely may result in denial of the request.  Details of current benefits are available from the Executive Director.
____________________
PROFESSIONAL LICENSE FEES TC "Professional License Fees" \f C \l "2" 
The Children’s Law Center will pay the necessary fees for full time attorneys to maintain a license to practice law in the State of Connecticut, and will pay half for attorneys regularly scheduled to work as attorneys less than full-time for CLC.

____________________

PROFESSIONAL LIABILITY INSURANCE TC "Professional Liability Insurance" \f C \l "2" 
CLC maintains professional liability insurance that covers attorneys currently employed. CLC does not insure attorneys for acts or omissions committed prior to joining CLC.

____________________

BUSINESS TRAVEL EXPENSES TC "Business Travel Expenses" \f C \l "2" 
CLC will reimburse employees for reasonable mileage and related travel expenses, such as tolls and parking, while on work assignments away from the office.  Reimbursement will be made based on the IRS standard mileage rate, excluding daily commute to and from work.  Reimbursement is at the discretion of the Executive Director, unless prior approval is obtained, and is subject to receipt of appropriate documentation of the expenses.  Reimbursement requests and supporting documentation must be submitted within 30 days of the expense being incurred.  Failure to submit a reimbursement request timely may result in denial of the request.
____________________

V PERSONNEL INFORMATION TC "V
Personnel Information" \f C \l "1" 
RIGHT TO PRIVACY TC "Right to Privacy" \f C \l "2" 
We only collect information from you that is relevant and necessary to your employment with CLC.  Access to this information is limited to those with a legitimate need for such information.
____________________
ACCESS TO PERSONNEL RECORDS TC "Access to Personnel Records" \f C \l "2" 
You may examine your personnel records by contacting the Executive Director for an appointment.  If you believe the records are not accurate, you may place a statement in your file to that effect.  You may also submit a written request for a copy of your personnel file.

____________________

CHANGE IN PERSONAL INFORMATION TC "Change in Personal Information" \f C \l "2" 
It is important that you keep your personnel records current with your correct home address, marital status, names of dependent family members, telephone number, whom to notify in case of an emergency, etc.  Should any of this information change, please contact the Executive Director. 

____________________

VI PROTECTING CLC TC "VI
Protecting CLC" \f C \l "1" 
CODE OF CONDUCT TC "Code of Conduct" \f C \l "2" 
Each employee of the CLC is expected to maintain the highest ethical standards.  Failure to do so may result in disciplinary action, including termination. 

Confidential Information
Access codes, passwords, and any other information, including without limitation client and third party information, acquired in the course of employment is to be used solely for CLC purposes.  With the exception of the Executive Director, upon request, under no circumstances is this information to be revealed to anyone including, but not limited to, other employees, family and friends.

All confidential or sensitive information obtained by CLC in the course of conducting CLC business must be properly protected (while in custody of CLC) to ensure privacy, and shall be properly destroyed to prevent unwarranted disclosure when the documents are no longer needed.

Employees are prohibited from removing CLC property, including records and documents or files, whether in hard copy or on magnetic disk, without prior approval from the Executive Director.
Employees may be required to sign separate confidentiality agreements as a condition of employment or continued employment.

Gifts and Fees

Employees may not accept anything of value from someone in return for any service performed for or by CLC.  Even an unexpected gift with no strings attached could give an unwanted impression of impropriety and result in possible embarrassment or adverse publicity for CLC.  Whenever something of value is offered or received in the course of, or related to, performing CLC’s duties, it must be reported to the Executive Director.

Image

Maintaining a positive image is important to CLC’s ability to obtain support and carry out its mission.  Employee conduct or commentary outside of work may affect CLC’s image.  Employees are encouraged to report to the Executive Director any circumstances occurring during or outside of work that may negatively affect CLC, such as incidents of violence (including domestic violence), child abuse, arrests or the sale or use of drugs.

Press or other Publication.  Employees are not permitted to comment or otherwise provide information to the press or the public as representatives of CLC without the written consent of the Executive Director.  Employees who elect to publicize their personal views of matters that relate to CLC’s work must make clear to the press or public (such as through blogs) that their views are personal and do not reflect the official position of CLC.

____________________

CONFLICT OF INTEREST TC "Conflict of Interest" \f C \l "2" 
You should avoid any situation, both internal and external, that may involve a conflict between your personal interests and CLC’s interests.  For example, in dealing with clients, you must act in the best interest of CLC to the exclusion of your own personal advantage.  Employees may not use their association with CLC to solicit personal favors from anyone with whom CLC does business, including without limitation clients, their families and court personnel.  Each employee must make a prompt and full disclosure in writing to the Executive Director of any situation that may involve a conflict of interest.

____________________

WHISTLEBLOWER POLICY TC "Whistleblower Policy" \f C \l "2" 
As beneficiaries of the public trust and stewards of a nonprofit legacy, the Children’s Law Center should represent the pinnacle of sound standards and practices.  As such, CLC’s directors and staff must comply with and frequently go beyond the laws and regulations applicable to nonprofit organizations.  This is especially true with regard to matters and controls that affect CLC’s finances, audits, and governance. Directors and staff have the responsibility to report any circumstance in which they have actual knowledge that or a reasonable good faith belief that CLC’s internal controls, auditing function, accounting systems or governance policies are compromised or threatened.  

The CLC Board has adopted this Whistleblower Policy to address the submission by directors, officers and staff members of complaints, concerns and suspected violations with respect to one or more of the following matters:

· Questionable accounting, internal accounting controls and auditing matters

· Compliance with legal and regulatory requirements

· A violation or suspected violation of CLC Code of Conduct

· Pursuit of a benefit or advantage in violation of CLC’s Conflict of Interest policy

· A retaliatory act against an employee who reports a suspected violation of any of the above

Reports of such matters may be made to the Executive Director, and/or the Board Chair, and/or any member of the Board of Directors.  Whoever receives the report is required to pass the information to the Board Chair or an officer of CLC.  Reports can be made either in writing or orally, but should contain enough information to substantiate the concern and allow an appropriate investigation to begin.  All reports will be received and acted upon in confidence to the maximum extent possible given legal requirements and the need to gather facts, conduct an effective investigation, and take necessary corrective action.

Following investigation, CLC will take appropriate remedial and disciplinary action as it deems justified by the circumstances, possibly including termination of employment or removal from office, actions to seek restitution or criminal prosecution.

No officer, director, employee or agent of CLC shall take any harmful action with the intent to retaliate against any person, including interference with employment or livelihood, for providing to a law enforcement officer any truthful information relating to a violation or suspected violation with respect to any of the matters set forth above.  Nor will any officer, director, employee or agent of CLC take any harmful action with intent to retaliate against any employee of CLC for reporting to CLC in the manner provided above a violation or suspected violation with respect to any of the matters set forth above.  However, CLC may take action against a person who has committed an offense even though they cooperated with the investigation or against an individual who files a complaint without having reasonable belief in the truth of the matters reported; in both cases such action may include termination.

____________________
Information Security TC "Information Security" \f C \l "2" 
Information is an asset of CLC and must be properly safeguarded at all times to ensure its integrity and confidentiality.  Access to information shall be limited to a need to know basis and appropriate security measures established to restrict access, to assure confidentiality, and to assure compliance with all applicable laws and regulations.  CLC information security policies apply to use of all CLC electronic communication devices in any form, including handheld devices and remote access to CLC’s systems.
Electronic Information Security

Electronic Mail Usage

· All E-mail generated or received by employees is the property of CLC.  E-mail is intended to be used for business purposes and to help employees perform their jobs or functions.  CLC reserves the right to inspect or read any E-mail.  Employees should not be under the illusion that their messages are private or secure.

Internet Access/Usage

· Internet access and usage will be allowed for employees who have a business requirement.  Business requirements include, but are not limited to, communication with outside vendors, business research, communications with clients, counsel and courts, and vendor software support.  Non-business use is allowed, but should be very infrequent and limited to non-business hours.  It may be monitored and curtailed if it impacts CLC’s legitimate business use.

Personal Computer Systems Policy

· CLC personal computer usage is intended for business purposes.  CLC owned PCs are also capable of running software that may disrupt the operation of the individual’s PC.  Installation of unauthorized software may violate the law.  Therefore, all software residing on CLC’s computers and file servers must be pre-approved by the Executive Director or his/her designee.

· CLC will allow limited use of personally owned, legally acquired, non-standard software systems, as long as it does not interfere with other CLC software on the PC.  If the processing ability of an individual’s PC, including memory, storage, or processing resources, are compromised as a result of running non-critical software, the non-critical software must be eliminated.  No software or configuration that impacts CLC’s business process will be allowed to remain on a CLC PC.  All PC software may be installed only with the prior approval of the Executive Director.  Any employee determined to have downloaded or otherwise installed software without the approval of the Executive Director will be subject to disciplinary action, including discharge.

· All PC data files that are created by CLC owned software are the property of CLC.  Since a PC’s disk storage is not infinite, the management of CLC’s data files and back-up files is the responsibility of the PC operator.  Any employee who intentionally erases these files or backup files will be disciplined.  When an employee resigns or is terminated, the control of the PC’s disk storage and back-up files will be assigned to the Executive Director or his/her designee.
Responsibilities:

· Employees are responsible for ensuring that their computer software, data file storage, and back-up files comply with this CLC policy.  CLC will have the authority to scan PCs and File Servers periodically to inventory installed software for compliance with this policy and to reconfigure the PC operating systems to meet proven standard software settings. 

____________________

VII WORK POLICIES TC "VII
Work Policies" \f C \l "1" 
PERSONAL APPEARANCE & CONDUCT TC "Personal Appearance & Conduct" \f C \l "2" 
As an employee, you are a representative of CLC.  Therefore, it is essential that you always be neatly dressed, properly groomed, and conduct yourself in a friendly, courteous and businesslike manner.  All attorneys are expected to dress appropriately for court appearances.

Your personal appearance and the orderliness of your work area are important to project a professional image.  The Executive Director will advise you of what is considered appropriate apparel for work. 

____________________

ATTENDANCE AND PUNCTUALITY TC "Attendance and Punctuality" \f C \l "2" 
CLC expects employees, unpaid interns and volunteers to be reliable and punctual in reporting for scheduled work.  Absenteeism and tardiness place a burden on employees and CLC’s ability to operate effectively.  In the rare instance when you cannot avoid being late to work or are unable to work as scheduled, you must notify your supervisor prior to the start of the work day, stating the reason for the absence, and estimated length of absence.

Excessive absenteeism or tardiness or failure to comply with the notification provisions of this policy may result in disciplinary action, including termination, in CLC’s sole discretion.

____________________

DISCIPLINARY PROCEDURE TC "Disciplinary Procedure" \f C \l "2" 
When an employee violates a CLC policy, whether or not written, fails to perform work to CLC’s standards, or otherwise engages in conduct contrary to CLC’s interests, possible outcomes include warnings, probation and termination.  We generally follow progressive disciplinary procedures, allowing the employee the opportunity to correct his/her conduct before termination; however, CLC determines in its sole discretion whether progressive discipline is appropriate in any given situation.

Employees at the CLC are employees at will unless they have a written individual employment contract signed by the Executive Director or Chair of the Board of Directors. As an employee at will, either the employee or CLC can terminate the employee’s employment at any time, for any reason or no reason whatsoever.  Nothing herein alters this employment at will rule.
____________________

VIII GENERAL WELFARE:  HEALTH, SAFETY AND SECURITY TC "VIII
General Welfare: Health, Safety and Security" \f C \l "1" 
SMOKING TC "Smoking" \f C \l "2" 
CLC provides a smoke-free working environment.  Smoking is prohibited on CLC premises for all staff and visitors. 

____________________

DRUG AND ALCOHOL FREE WORKPLACE TC "Drug and Alcohol Free Workplace" \f C \l "2" 
CLC employees are expected to work free from the effects of performance-impairing substances.  Therefore, employees are prohibited from any unlawful manufacture, distribution, possession or use of a controlled substance while on CLC property or CLC business or conducting CLC business while under the influence of illicit drugs.

Generally, employees also are prohibited from possessing alcohol on CLC premises or while on CLC business, or performing CLC business while under the influence of alcohol. Alcohol possession and consumption is permitted when authorized by the Executive Director, however, employees are expected to be responsible in their consumption and maintain a professional demeanor.

Any employee who is convicted of a drug-related crime is required to notify the Executive Director, in confidence, within five (5) days of conviction.  Employees not in compliance with this Policy may be subject to both disciplinary and legal action.

Employees with questions or concerns about substance dependency or abuse are encouraged to discuss these matters with the Executive Director, who will assist with referrals to appropriate resources in the community.  An employee with drug or alcohol problems that have not resulted in, and are not the immediate subject of, disciplinary action may request an unpaid personal leave of absence to address his/her dependency.  To be considered for a leave of absence, the employee must agree to abstain from the problem substance and abide by all CLC policies.  The decision on a leave of absence request is within CLC’s sole discretion.

NOTE:  If you are undergoing a medically prescribed treatment with a substance that may limit your ability to perform your job, please notify the Executive Director.  It is your responsibility to determine from your physician whether a prescribed drug may impair your job performance or compromise the safety of yourself or others.

____________________

WORKPLACE VIOLENCE PREVENTION POLICY TC "Workplace Violence Prevention Policy" \f C \l "2" 
Zero Tolerance Policy

CLC maintains a zero tolerance policy on violence in the workplace.  Any violent act, implied or actual, and/or threatening is strictly prohibited.  All employees share the responsibility to assist in the maintenance of a safe and secure environment for clients, employees and visitors.  Unsafe or questionable conditions, people, and situations should immediately be reported to the Executive Director.

Conduct that threatens, intimidates, or coerces an employee, a client, or a member of the public at any time, including off-duty periods, will not be tolerated.  This prohibition includes all acts of harassment, including harassment that is based on an individual’s gender, race, age, or any characteristic protected by federal, state, or local law.  Employees are prohibited from engaging in such conduct and are required to report such conduct by any client or third party to the Executive Director.

You are encouraged to take immediate steps to protect yourself if you believe a client or third party with whom you are in contact as part of your work for CLC poses a threat of harm.  Some examples include:

· Do not permit entry to CLC premises and keep door locked;

· Do not enter area of potential threat or do not exit locked vehicle;

· Secure assistance from court security personnel;

· Do not have meetings alone away from CLC premises or courts.

In immediate emergency situations...... CALL 911.

Weapons

Firearms, weapons, and other dangerous or hazardous devices or substances are prohibited from the premises of CLC and while on CLC business.

Any employee who becomes aware of another employee, client or any individual with whom employees come into contact while conducting CLC business (other than those individuals authorized to carry weapons in their official capacities) possessing a weapon should notify the Executive Director immediately.  For purposes of this policy, weapons include ordinary objects that are used to threaten or harm persons or property.

Procedures

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to your immediate supervisor, the Executive Director or a member of the Board of Directors.  This includes threats by employees, as well as threats by clients, vendors, solicitors, or other members of the public.  When reporting a threat of violence, the reporter should be as specific and detailed as possible.

All suspicious individuals or activities should also be reported as soon as possible to a supervisor.  CLC will work with law enforcement to aid in the prosecution of anyone who commits violent acts against employees.

CLC will promptly and thoroughly investigate all reports of threats of (or actual) violence and of suspicious individuals or activities.  The identity of the individual making a report will be protected as much as is practical.  In order to maintain workplace safety and the integrity of its investigation, CLC may suspend employees, either with or without pay, pending investigation.  

Employee Discipline

Participating in, provoking, or otherwise contributing to any violent act in the workplace, including, but not limited to, abuse, assault, battery, threats and/or harassment will result in disciplinary action up to and including discharge.  All employees should be treated with courtesy and respect at all times.  Employees are expected to refrain from fighting, "horseplay," or other conduct that may be dangerous to others.

Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in violation of these guidelines will be subject to prompt disciplinary action up to and including termination of employment.

____________________

EMPLOYEE SEARCHES TC "Employee Searches" \f C \l "2" 
In order to ensure a safe workplace, CLC reserves the right to search and inspect CLC property, including passwords, access codes, and voice mail systems, for legitimate business purposes.  In addition, if CLC reasonably suspects an employee is in possession of alcohol, drugs or weapons, CLC reserves the right to inspect any personal property of employees on CLC property, including handbags, briefcases and vehicles.

____________________

Emergency Evacuation TC "Emergency Evacuation" \f C \l "2" 
A written evacuation plan to provide for the safest and most expedient means of evacuating all personnel from the premises in an emergency situation is available.  Employees must be familiar with the plan.

The Executive Director will provide periodic walk-throughs to acquaint the staff with the evacuation procedures.  Each employee is required to acknowledge that they understand:

· Primary and secondary escape routes

· Designated meeting place to assemble once out of the building

· Fire extinguishers/locations

____________________

EMERGENCY SITUATIONS TC "Emergency Situations" \f C \l "2" 
The ability to remain calm in an emergency situation can turn a potentially dangerous or threatening event into an averted catastrophe.  The main goal in any emergency situation is to protect the health and well-being of CLC employees.

____________________

EMERGENCY CLOSINGS TC "Emergency Closings" \f C \l "2" 
Inclement weather or other emergencies may sometimes require closing CLC.  Closing of CLC to the public does not necessarily mean that employees are not required to report for work.  However, at its discretion, CLC may close or send some or all employees home for reasons, including safety or traffic flow.  You are excused during your scheduled work hours only if the Executive Director authorizes you to leave.

____________________

IX SEPARATION FROM EMPLOYMENT TC "IX
Separation From Employment" \f C \l "1" 
Employees at the CLC are employees at will unless they have a written individual employment contract signed by the Executive Director or Chair of the Board of Directors.  As an employee at will, either the employee or CLC can terminate the employee’s employment at any time, for any reason or no reason whatsoever.  Nothing in this manual alters this employment at will rule.

____________________

EMPLOYEE RESIGNATION TC "Employee Resignation" \f C \l "2" 
A resigning employee is asked to give two (2) weeks notice prior to his/her last day of work.  Notice is given by delivering a written letter of resignation to the Executive Director. 

Resigning employees who provide two (2) weeks advance notice and complete working for CLC during the notice period in full compliance with CLC policies, without unapproved absences, will be paid at employment separation, on a prorated basis, unused leave accrued in the year of separation (e.g. If ending date is Jan. 31, then 1/12th of anticipated year’s PTO will be paid.)   Unused accrued leave carried over from a prior year will not be paid.

____________________

EMPLOYEE TERMINATION TC "Employee Termination" \f C \l "2" 
Involuntary termination may be caused by such factors as reorganization, changes in funding, reallocation, or an employee’s unacceptable conduct or job performance.  Terminated employees are not paid accrued, unused leave time upon separation.  No additional benefits are paid upon termination.  

____________________

UPON SEPARATION TC "Upon Separation" \f C \l "2" 
Regardless of the reason for separation from employment, all CLC property must be returned to the Executive Director no later than the last day you are scheduled to work.  All separating employees have a continuing obligation to maintain CLC confidential information, including third party information in confidence unless the information has been made available generally to the public by CLC or with CLC’s consent. 

____________________

ACKNOWLEDGMENT OF RECEIPT OF 
THE CHILDREN’S LAW CENTER, INC. PERSONNEL POLICIES
AND PRACTICES MANUAL TC "Acknowledgment of Receipt of The Children’s Law Center, Inc. Personnel Policies and Practices Manual" \f C \l "1" 
I have received a copy of CLC’s Personnel Policies and Practices Manual and have read and understood its contents, including the statements describing the purpose and effect of the manual.  I understand that CLC is an “at-will” employer.  I understand that nothing contained in the manual may be construed as creating a promise of future employment or benefits, or a binding contract with CLC for employment, benefits or any other purpose.  I also understand that these policies and procedures are continually evaluated and may be amended, modified or terminated at any time by CLC.

I understand that complying with CLC polices and practices, as they may be revised from time to time, is a condition of my employment and continued employment.  I further understand that the polices in this manual supersede and render void any previously existing policies.

Please sign, date this receipt and return to the Executive Director.

Print Name: __________________________
Signature:____________________________
 

Date:_________________
This completed acknowledgment form will be placed in your personnel file.
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