
COMMUNITY UNLIMITED

Employee Handbook

“At Will” Employment Statement
It is the responsibility of each employee of CU to familiarize himself/herself with the information within this document. This handbook is not all-inclusive and is only a set of guidelines. Agreement Disclaimer:  The parties involved with this agreement acknowledge the possibility of grammatical, spelling and printing errors may be contained within this document.  Furthermore, the parties agree to adhere to the spirit of intent within this agreement while resolution of any such error can be implemented between the parties and correction can be made.
Issuance or receipt of this document does not create an employment contract or a guaranteed term of employment.  This document simply covers general information about the current benefits and personnel policies of CU.  The benefits and personnel policies may be changed from time to time by CU at its sole discretion with or without notice.

These guidelines supersede all prior oral and written communication concerning employment with CU and shall immediately govern future employment with CU. All employment relationships with CU are terminable at will, with or without cause, and with or without notice, at any time, not withstanding any other oral or written statements made prior to, at, or following the original date of employment, unless set out in writing, dated and signed by the employee and by the President or the CU Board of Directors. 

I.  BASIC COMPANY POLICIES
1.1 Equal Employment Opportunity Policy

It shall be the policy of Community Unlimited to provide equal membership/ employment/service opportunities to all eligible persons without regard to race, religion, color, national origin, citizenship, age, sex, marital status, parental status, handicap, membership in any labor organization, political affiliation, and, for employment only, height, weight, and record of arrest without conviction. 

1.2
Requirements for Employment

To be considered for employment by Community Unlimited, Inc., an applicant must:


· Be at least 16 years old.

· Submit a resume and a letter of interest

· Have good references

· Be physically and mentally able to perform the available work he/she is applying for or would accept, subject to any statutory duty or reasonable accommodation.

· Have a reliable means of transportation to and from the program.

· Have a reliable means of communicating with and receiving messages from CU.

· Be a citizen of the United States of America or posses a Federal required Immigration and Naturalization permit and complete an I-9 form upon employment.

Applicants for some positions may be required to take job-related tests to determine qualifications for the position for which they are applying.

It is CU policy to select the most qualified applicant available for a position based on the knowledge, skills, experience, and abilities required to perform the job.

1.3
Qualification Period

Once employment with CU begins, an employee is considered to be in a qualification period the first 90 calendar days of work.  The purpose of the qualification period is to provide an opportunity for the employee to become adjusted to the new position, and for CU to evaluate the employee’s job performance, The employee will then complete a self-evaluation and be evaluated by the Project Director or Executive Board, in the following areas:  Attendance, productivity, quality of work, dependability, knowledge of job, and working relations. Re-hired employees may be required to serve another 90-day qualification period.

1.4
Employment Status

· Full-Time Employee - One who works at least 30 hours or more per week on a regular, continuing basis and their wages are salaried.  All employee benefits described in this manual are available only to full-time employees who have successfully completed the 90-day qualification period and meet all other eligibility requirements.

· Part-Time Employee - One who works less than 25 hours per week on a regular, continuing basis and is paid hourly.  A part-time employee and any employee who has not successfully completed the 90-day qualification period receives only those benefits required by Michigan Law.

· Short-term Employee - One who works for a specified time period as defined by the Project Director or Executive Board and is paid by stipend.

1.5
Orientation

All staff (paid, volunteer, and substitute) will be given an orientation to the job before working with children and youth. This will serve to familiarize all staff to policies and procedures relative to quality childcare. Orientation will include some of the yearly training requirements for staff members.

1.6
Training

On and off site training will be required by staff. The following guideline will be adhered to in order to maintain employment. Project Manager will need thirty hours, Lead Youth worker will need twenty-four hours and Assistant Youth Workers will need twenty-one hours of training per year relevant to the responsibilities of the job.

1.7
Evaluation

Employees will complete annual self-evaluations and be evaluated by the Project Director or Executive Board, in the following areas: Attendance, productivity, quality of work, dependability, knowledge of job and working relations. As a part of the evaluation process employees will meet with the Project Director to discuss the evaluations and create corrective action plans if necessary.

1.8
Work hours/Workweek

The standard workweek and working hours may vary per position.  Please see the individual job description.

1.9
Time Sheets

Employees paid on an hourly basis are responsible for proper completion of their own time sheets each week.  In order to avoid confusion, recording more than ten (10) minutes early on a time sheet is not permitted.  When arriving more than ten (10) minutes late or leaving more than ten (10) minutes early, a supervisor must initial the time sheet and note the reason for tardiness or leaving early on the back of the time sheet. Overtime will not be paid for unless authorized by a supervisor.

1.9.1
Rules for Use of Time Sheets

· Intentionally signing the time sheet of another employee is not allowed and may result in termination, excluding program director.

· Each employee is responsible for the accuracy of his/her own time sheet.

1.10
Excused Absences

The following, if satisfactorily verified, will excuse an absence from scheduled work.

1.  Death in the employee’s immediate family or attending a funeral of a close friend or loved one.

2.  Personal illness.

3.  Documented work-related injury.

4.  Jury duty.

5.  Military duty.

6.  Pre-arranged parental or medical leave within the guidelines of the law.

The above will not automatically be applied as excused absences for those employees with an excessive number of missed workdays.  An employee with excessive absenteeism or tardiness may be required to submit verifiable proof of illness, funeral attendance, etc. before an absence is considered excused.

1.10.1
Disciplinary Action

Excessive absenteeism, late arrival, or early departure will result in disciplinary action or termination.

Being absent without a satisfactory reason, leaving early, or arriving late, in any combination , more than two times in a 60-day period or five times in a one-year period may result in disciplinary action or termination.

The disciplinary action is progressively worse with each offense.  The first offense would result in either a verbal or a written warning.  The second related offense would result in a written reprimand, suspension, or discharge.  The third related offense would result in discharge.

During the 90-day qualification period for a new employee, disciplinary action may be more severe, at the discretion of the board.

1.11
Address, Phone Number, & Beneficiary Changes

CU needs to know your current mailing address and telephone number and who to contact in case of an emergency.  Information should also be made available about any changes in marital status and number of dependents claimed (for tax purpose).  It is the employee’s responsibility to inform CU immediately of any change. All personnel information and records will be kept confidential.

1.12
Problem Resolution

CU intends to treat each employee fairly and do all it can to make this a pleasant place to work.  If you have questions about CU policies or a problem concerning your work, you must tell a supervisor.  Remember that they cannot read your mind.  Although it is impossible to prevent all problems from developing, with your help, we can make sure they are promptly recognized so that the appropriate corrective action is taken.

Questions regarding work-related problems should first be directed to your supervisor.  Many times a problem may be solved this way.  However, if you are not satisfied with the answer or suggested solution of your supervisor, go to the Project Director or member of the Executive Board.  All supervisors have been instructed to resolve problems as quickly and fairly as possible.

All employees are urged to use this problem solving procedure.  If everyone involved can talk honestly and reasonably, a solution to most any problem can be found.

1.13
Sexual Harassment Policy

All employees have the right to work in an environment free from sexual harassment.  All visitors are afforded the same right.  This applies to sexual harassment of an employee or a visitor by an employee or any other person over whom CU has authority.  CU does not seek to regulate personal morality, but CU will not tolerate sexual harassment in the work place.

If an employee is witness to, or subjected to, any form of sexual harassment, he/she is asked to notify their supervisor or a member of the Executive Board.  All reports are treated confidentially and are promptly and thoroughly investigated.  CU will take corrective action, including disciplinary action or dismissal of an employee, if necessary to enforce this policy.

1.14
Health and Safety Rules

Safeguarding the health and well being of all employees is of the highest priority. To keep our work place as safe as possible we have established safety procedures and certain rules for everyone to follow:

1.  Notify your supervisor immediately if you become aware of any unsafe situation in the work place.

2.  Keep safety equipment in place and in working order.

3.  Always be alert and use common sense when operating appliances.

4.  Keep all marked exits unlocked and clear of obstructions.

5.  Keep all fire extinguishers easily accessible.

6.  Obey all safety signs and notices.

First aid supplies are provided by CU and are available to the staff.

All accidents resulting in a personal injury or damage to CU property must be reported immediately to the appropriate supervisor.

Injuries requiring medical attention must be reported immediately to the supervisor who will provide access to medical care and perform a preliminary investigation into the cause of injury.

CU may refuse to voluntarily accept any medical bills or worker’s compensation claim resulting from an injury that was not properly reported to a supervisor.

Employees who become ill during the workday should immediately notify their supervisor.

Any employee who has sustained an injury while not at work must report the injury prior to resuming work so that CU can determine if there is a risk of re-injury by performing the job.

All Site Supervisors are required to obtain and keep current First-Aid and CPR certification for the mutual benefit of all. 

1.14.1
Health and Safety

CU provides a clean, safe place to work.  Employees are expected to do their part to work safely, observe all posted safety rules, and maintain a neat and clean work environment.  If you have any safety suggestions, discuss them with your supervisor.

Any on-the-job injury or illness, no matter how minor, must be reported immediately to your supervisor.

1.14.2
Drug-Free Workplace

CU is committed to providing a drug-free workplace and the cooperation of all employees toward this end is expected.  Pursuant to the Drug-Free Workplace Act of 1988, the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance in the workplace is prohibited.  Any employee who violates the above rule is subject to termination.  As a condition of employment, all employees must abide by this rule.  In addition, by law, any employee who is convicted of a drug statute violation arising out of a conduct occurring in the workplace must notify CU of such a conviction within five (5) days after the conviction.  

1.14.3 
No Smoking Policy

CU has a policy that prohibits smoking and tobacco use on the premises, while attending off-site activities and during any CU programming.

1.15
Personal Telephone Calls

Personal use of CU telephones or personal cell phones should be strictly limited.  Please tell your family and friends not to call you at work except during an emergency.  All long distance calls should be logged.


1.16
Personal Appearance and Attitude

Personal appearance, cleanliness, and neatness are important to your working relationships with co-workers, program participants and the community.  Employees are asked to exhibit common sense and consideration for others in their personal hygiene.

Courtesy, tact, and consideration should guide each employee in his/her relationship with fellow employees, program participants and, especially, the community.

1.17
Solicitations

Solicitation for any purpose is not permitted during work time or in work areas.

1.18
Unauthorized Personnel on Program Sites


Unauthorized personnel are not allowed to enter the site.  Authorized visitors must report to the site supervisor and sign the visitation log.  Special arrangements must be made with the Project Director in order for employees to be permitted on CU/school property at any time other than regular program hours.

1.19
Use of Community Unlimited Property

CU will provide all necessary supplies to perform a given job.  Employees may not use or borrow any equipment or supplies from CU without written permission from the Project Director. Employees are responsible for any loss or damage that occurs from personal use of CU property.  CU will not be responsible for any damage or injury arising out of the personal use of CU equipment.

1.20
Outside Employment (“Moonlighting”)

It is the policy of Community Unlimited that all employees may not engage in outside employment that adversely affects work performance or attendance, or that would involve conflict of interest, or create the impression of a conflict of interest or their performance of Child and Adult Care Food Program duties and responsibilities.

1.21
Searches on Community Unlimited Program Sites

If requested by CU, an employee may be required to submit to a search of any vehicle brought onto CU program sites.  Employee may be required to submit to a search of any pocket, purse, briefcase, lunch box, or other container brought onto CU program sites, and to submit to a search of any desk, file, locker, or other stationary container provided by CU.

II.
RULES OF CONDUCT & PERFORMANCE
The following rules of conduct apply to all employees.  They are necessary for the orderly and efficient business operations, to ensure compliance with public laws, and to protect the rights and safety of all.

The following list outlines acts and behavior that are considered to be unacceptable and which will subject an employee to counseling or disciplinary action, up to and including dismissal, depending on the severity and frequency of the conduct.  CU is responsible for evaluating each case based on its individual facts.

1.
Use or possession of intoxicating liquor or non-medically prescribed harmful drugs on CU program sites or program time or reporting for work in an intoxicated condition or under the influence of non-medically prescribed harmful drugs.

2.
Unauthorized or excessive absenteeism, tardiness, or early departure.

3.
Insubordination, which includes the failure or refusal to obey orders or instructions of a supervisor or member of CU Executive Board.

4.
Dishonesty or theft, which includes unauthorized possession or taking property belonging to another employee, CU, program participants, or visitors.

5.  
Recording time on another employee’s time sheet or falsifying or altering a time sheet.

6.
Falsifying CU’s employment application, forms or work records; altering, removing, or destroying CU’s records or reports.

7.
Abusive, obscene, or inconsiderate language or behavior.

8.
Provoking or being the alfresco in a fight on CU program sites, or engaging  in a fight on CU program sites, except to the extent necessary to protect oneself from physical harm.  Or, behaving in a manner that threatens injury, or injures an employee, customer, or visitor.

9.
Possession of a firearm or other potentially lethal weapon on CU program sites.

10.
Deliberate or careless handling of equipment or materials resulting in damage to CU property, property entrusted to CU, or property of another employee, customer or visitor.

11.
Concealing or failure to report accidents, damage caused to CU property, or other hazardous conditions.

12.
Unsatisfactory work performance.

13.
A felony conviction.

14.
Disclosing CU confidential information.

15.
Failure to use safety devices or equipment or to comply with fire or safety regulations.

16.
Poor housekeeping or creating or contributing to unsanitary and /or unsafe working conditions.

17.
Engaging in any conduct on CU program sites which may ridicule, or offensively emphasize or characterize another person’s race, religion, color, national origin, citizenship, age, gender, sexual orientation, weight, height, marital status or disability.

18.
Refusal to submit to, or failure to pass, a drug screening or blood-alcohol-content test within the guidelines of CU’s drug testing and screening policy.

19.
Throwing any object, which could strike, endanger, or distract a fellow employee.

20.
Any violation of CU’s policies or procedures set forth in this handbook or otherwise communicated to employees.

The foregoing list is not all-inclusive.  Employees are subject to disciplinary action for any conduct, although not specifically outlined above, which is determined to be improper by CU. 

III.  WAGES AND FRINGE BENEFITS PROGRAMS
3.1
Wages

It is the policy of CU that salaries and other compensation be fair and, at least, comparable with other similar programs in the area.

Employees are periodically considered for a wage increase and /or promotion based upon how well the employee does his/her job.  Evaluation of performance is based on such factors as:

· Quality of work

· Quantity of work

· Attendance and punctuality

· Safety, housekeeping, and appearance

· Attitude, teamwork, and positive relationship with the community

Final authority for wages, bonuses, commissions, etc., rests with the CU Executive Board.  Changes are made only with their authority.

3.2
Payday and Payment Method

Payroll is distributed bi-weekly on designated paydays to part-time and full-time employees for work performed during the previous two weeks.  All changes to employee payroll deductions, other than legally mandated garnishments and taxes, must be requested in writing.   W-4 forms are available for such changes.

3.3 
Payroll Deductions

CU is required by Federal and State law to make payroll deductions for certain tax purposes.  CU turns over these deductions to the proper government agency.  Deductions are noted on each payment voucher.

Garnishments and child support payments will also be withheld from an employee’s pay check upon receipt of a proper court order.

No other paycheck deductions are made unless required by law or requested by written employee authorization.

3.4 
Overtime

Overtime is defined as all time worked in excess of 40 hours in a single pay-week.  Part-time employees are paid 1-½ times their regular rate of pay for all overtime hours worked.

3.5
Vacations

Full time employees who work less than 35 hours a week will have vacation time that will coincide with the school calendar, including Thanksgiving, Christmas Break, Martin Luther King Day, Mid-Winter Break, Good Friday, and Spring Break. 

Full time employees who work more than 35 hours per week will qualify to receive vacation time after one year of continuous and steady employment. Number of days will be specified in the annual employee contract.

Part-time and short term employees will not receive vacation pay.

To be eligible for vacation pay, an employee must have worked at least 75% of the total available regular hours during the 52-week period immediately preceding his/her anniversary date.

Vacation time does not carry over from year to year.  If not used by the next employment anniversary, vacation time is lost.  If an employee has exhausted all his/her Illness/Personal Time, an absence is deducted from the employee’s accrued vacation time (not vacation pay).  See section 3.6 Illness/ Personal Time.

Though designated employees are strongly encouraged to take vacation time in one-week increments, in extenuating circumstances, a one-day minimum increment may be acceptable if sufficient prior notice is given.

To the extent possible, individual preferences for vacation times are honored.  Vacation dates should be requested at least thirty (30) days in advance.  Vacation time-slots are allotted on a first-come, first serve basis.

Designated employees whose employment with CU ends for any reason prior to their anniversary date are not entitled to pro-rata vacation pay for their last partial year of employment.

3.6 
Illness/Personal Days

Illness/personal time is made available upon a full-time employee’s completion of 90 days of employment with CU. Number of days available will vary by position and be specified in the annual employee contract.

3.7
Benefits

Full-time employees will be provided health benefits and retirement up to a specified amount. If the employee chooses not to request health benefits there will be a specified amount paid out. The exact amounts will be specified in the annual employee contract. Full-time employees will also be provided with dental and vision benefits. 

3.8
Social Security Program

All employees participate in the Federal Social Security program.  Social security benefits are payable to an employee when he/she retires or becomes permanently disabled.  Benefit amounts are determined by the Federal Government and financed by deductions from each paycheck and CU payments.  The Government sets the amount of each deduction and CU’s matching funds.  All employees automatically participate in the social security program from the date of hire.

3.9
Leave of Absence

Upon written request stating the reason and period of leave requested, personal leaves of absence may be granted at the discretion of CU for periods not to exceed 60 calendar days.  CU is unable to guarantee return to a position after an absence or leave of more than 60 calendar days.

This benefit is available only to regular employees who have successfully completed the 90-day qualification period.

A request for a leave of absence for medical reasons must be supported by a doctor’s statement outlining the general nature of the illness or disability and the expected length of time the employee is unable to work.  An employee who has been on medical leave for five or more consecutive work days may be required to submit a certificate, signed by the attending physician, describing the capacity at which the employee may return to work before being permitted to return to work.  Pregnancy is treated the same as an illness or temporary disability.

When an approved leave of absence ends, an employee is returned to the last position held, if available; otherwise the employee is returned to the first opening for which he/she is qualified.

CU reserves the right, at its’ expense, to require a physical examination or second opinion by a CU selected doctor concerning disability leaves.

All leaves of absence are without pay.  A leave of absence does not constitute a break in an employee’s continuous length of service.

Misrepresentation of the necessity or reason for a leave of absence is considered cause for termination.  Gainful employment with another employer, which is not specifically approved in advance by CU, is also cause for termination.  An employee who fails to report for work at the expiration of a leave is considered to have voluntarily resigned.

Leave of absence for employees, who enter the military service of the United States, and the re-employment of employees upon their return from military service, are determined on the bases of applicable Federal and State laws and regulations.

Employee Acknowledge Form

I acknowledge that I have received and am bound by the policies and procedures contained in the Community Unlimited Employee Handbook. I understand that this handbook is a guide, and the contents of the handbook should not be construed to constitute a contract of employment for benefits between Community Unlimited and me.

I understand that my employment relationship with Community Unlimited may be terminated by either of us, at will, with or without cause and with or without notice at the option of either Community Unlimited or me. I further understand and agree that no manager, supervisor or representative of Community Unlimited other than the Project Director or president has the authority to enter into any agreement for the employment contrary to the policies and procedures contained in this handbook. I understand that any such agreement must be in writing and signed by the Project Director or president and me.

I further understand that Community Unlimited reserves the right to change, amend, modify or eliminate at any time any of the policies or benefits described in this handbook. I agree that any such prior understandings or agreements of continued employment are superseded by this handbook.

Employee’s Signature___________________________________    Date___________
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