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WASHINGTON COUNTY COMMUNITY ACTION ORGANIZATION, INC,
PERSONNEL PRACTICES AND PROCEDURES

INTRODUCTION:

We take this opportunity to welcome you to the staff
of Washington County Cormunity Action Organizetion, Inc.
We are certain you will find community development work
both challenging and satisfying.

Washington Covnty Community Action Orgenization, Inc.
igs the body through which local. and state onrgenizatlions
and the 0ffice of Economic Opportunity shkall work to agsgure
constructive implementation of the "War on Poverity" in
this county.

The goal of this orgenization i1s to help the people
of Washington County to affect & permanent increade in the
capacity of individuals end groups within our community
who are afflicted by poverty to deal effectively with
their own problema so that they need no further assistance.

This may be done through expanslon and more effective
coordination and use of exidting community resources,
through applicetion and implementation of “"War on Poverty"
programs, or as ia most likely, by a combination of both
metheds,
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WASHINGTON COUNTY COMMUNITY ACTION ORGANIZATION, INC.

S5RSONWEL PRACTICZS AND PROCEDURES

EMPLOYMENT:
A. Hiring:

AZL poaitiona will bs open to gomwetitive application
b all interested peraons. L)1 open posi long will be
listed with the State Frplowmens Servive and otherwise
made available vto pergons and organizations in a position
to contect and refer intersated and eligible employment
candidates. FPreference in niring shall bs given Lo
recipicnt group menmbers Job dsadc¢riptiona and hiring
policica ghall be oealgnud 90 a3 to make all jobs asg
availabls ag poadibls to recipienu group mombera. However,
gualifications necesgdary to accomplish the job agaignment
will be the baslc determinavion for hirinz.

B. Terms of Employment:

Becaude of the nabturs of the "War on Poverty'" and
Grant termda given by “he 0rflce of Economic Oppertunity,
all employment 13 gucject to Grant ataiiug and no conwvract
or promise of emplicyment beyvond program termination dates
shall be made. ALl recasonalbls elforca will be made to
ahift personnel betwesn projects in order to meintain
employment.

C. Work Evaluation:

Although no formel evaluation procedure will be used,
su§5;3536;§g5€F36ﬁﬁbL shall carry on a c¢ontinusl evaluation
of job performeice and digcuss performance with each
employee from time to time. ALl employces will b@_Hgggcted
%o work toward improving their employability
ranization waiie employed by Weshinghton Counvy C ommun1uy
ction OUrganizasion, Inc, quperv¢sory_p§rﬁonnel will work
“closely with each employee to achieve thia posal.

[

D. Hours of Work!

The work gchedule f¢or each job shall be described in
the Job Description.

E. Overtime and Compensatory Time:

At present, Washington County Community Action
Organization, Inc. O0.E.O. Grent does not provide funds to
permit overtime payment for work in excess of O houra par
week. Any employee on hourly or monthly salaries who must
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WASHINGTON COUNTY COMMUNITY ACTIQN ORGANIZATION, INC,
PERSONNEL PRACTICES AND PROCEDURES

EMPLOYMENT (Cont®c):

5. Overtime and Conpernsanory Time (Contid):

_J,

frem uime So Gime wegk more than LC hours per week shall
novify lWig gupscvison of She necegsity to work excess
hours end the =amount of extre time worked., Nesegsary
extra time will be noted ou the Time and Attendance
recordd ag compgcuLecopy time, UOMhen“ﬁTbPJ Time will e
taken within & :ngoqa‘]e vlme and no iote.s thaa Lhe erd
of tho month following the morth in walch accumplated.
F Loave;

Attendance 1c a1 Imysotant part of adsqurate job
perfeimanss. Aathorization for ony pianned leave mush
be aacuyed in advance Any uvnexpected nesd for leava,
such ag illnezs, must be vreportod imasdiately %o the
SLO@"V aon, .

L. V2 v"pigq Full vime smplcyeeq are eliglble to
uake Gwo (27 weekz of- VaV¢u¢o legve erch year, Employees
may take one week vacallon icave afhap having worked for
8ix (o) consecusive months end will be eligible for a
decond week aftar heving uowked fop twelve (1Z2) gonsecutive
rionthg,. Vacetion leave may be aroLmuWatea only to a tofal
of four (4) weeks. Empioyacs arc encoureged.to take a
full oree or two weeks ab a Gime in ordor to gain the moat
I'vom vagatlon. Any accumnlated gempsngatory time must be
uded before vsing vacation credlitsg,” An emoloyee may be
”ﬂlﬂbﬂvned for any sesccumulated vncetion nov taken at time
of separat“on elter having wvorked et Leest 15 davs par
alonth . for 3ix consecuhive moniong or MYre, '

2. Hb]idayﬁ, The fol¢ow~ng and in additlon, any

other dayi desizaated by the Exeoutive Dirocfon or Board of
Directars or fixed by Stacute, guch ag pwimdry Qr grneral
electlon days, are legal holidays; " .. )

‘New Yearis Day Veterang Day
Memorial Day Thankagiving Day
Independence Day Christmas Day
Labor Day

Whenever & heliday falls on quiav, tha following
Monday s considered a ncliday. No aXterauus day off i:
allowud when a holiday falla con Sauuruay Holidays which
ocalr during vacation or sick leave ! are not chapged aguings
vacation or sick leave credit.

- 3 -
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WASHINCGTON COUNTY COMMUNITY ACTION ORCANIZATICN, INC.

PERSONNEL PRACTICES AND PROCELCIURES

F, Leave {(Con5'd):

B ig oredited at the ratae
of iwo (2 ensn month of sexvice an@ Cain
up to a total of 90 dayy. No comzernsation is 2llowed for

accruad sisk leave vpen gsparation fron Organization gervics

If an employes 1a abssnt duc Lo 1ilnegs, hs isg
required {o ncbliy Lig gupervisos a9 aoon as pogeible on

the dav o absenne.

Glok leave may be uwtllized in the event of oneig
oun iliuess, to rereive modi?al o dental care, or an
illness owx death in the immediate famt 1y regquiring hi=z
attencance.

Upon request, gick leave without pay may be granted
i e 5 suf“icﬂenJ to sover the abrerce.,

aury Doty on Subopnens: If an employee 1s called
for Jury Duty or s.bpa-lﬁed o attend ¢ourt, he will be
paid the difflerence batueen Lis =alary and the amount paid
for atne nding ccunt or gerving 31 the Jury. The employee
must report the time spent in court and any money received

to his gupervisor.

Q’J

.9 served with
the Crganizalion $ix monthg or more immediak 1¥ preceding
an application for mil;tar; Zerviae 1l enbitied bto official
leave for a period no% excesding 10 work days in any
sndar year, such employse #hall be paid the difference

be?wean his militery pay snd his regular pay. This ig
granted upon orders to active or Lralaning duty for a
Tewp CrAry period, Military leave without pay is granted if
2 reg u ar emp]oy@e enligta or is Inducted inho miiilbary
service, He retains employment rights to a position in the

s ame cin“s as hia last held posi*'on, and seniority, but
must malke aapl .cation for reinstatlement witnin G0 days of
honorablile discharge from the service

5. Miijterny Leave: An emplioyee who h

AT s

i-(D

1= 1S

6. Ddurcation Leave: An emplovee who 1s granted

Education leave retains employment rights and senisvilty
ucon his return to employment. He does not accumtilabe
vascation or sick leave while gone,

Te BDther Leave Withont Pay: An employee may be

- -.,-.;-‘-\,-. - ..n T —

granted lsa¥e ﬁibuouu pay not otnerwige described.

be accumiiateqd

A



WASHINGTON COUNTY COMMUNITY ACTION ORGANIZATION, INC,
PER3ZONNEL PRACTICES AND PROCEDURES
EMPLOYMENT (Cont?d)}:

8. hh“”ﬁ’{' Withoud DIeave: Any unauthorized 2baence
from the ok i i leTed ebsencs uithony leave and may
he eavee §ow 6 i An emnioyee rnay ve
considerzd o Do nlogymens if he 18 ahasne
Tor five (5} concesubive ﬂuys miihoau authorlzod leave.

p= i .

COMPENSATION:
A, Payrolls

1. 2alary Renme: Salzriss sre depsndent upon ranges

aatab ¢i5b;d b7 wne Oirfice of Eeconoulc Opportunitvy and
dictated in Grant contreastd.

2. Salary Irnoreagsit 1Is de the pollfy of this
Orgeniration o sscuve & nminimum of 5% per vear salary
insreases, Sush increases will be cperative 1 tue
Organization 1 suscessful in thelr negohiavlons with th
Office of Foeonomic Oﬂuvrfuuluy when uriting Crant contracts.
Salary inorseses may be granted by the Board upon the
vecommendatlon of tne Executive Director and Program
Director.

(_p

y_Checka: Paydays will bs eatablished by
Cnmi:w Community Action Orgenization and will he
: in Job Deacripvions. Checks wiil be »nold during
¢ast working konrs of the esstabliighed paydays or during
3 lazt working dey DrecedJng in cease the pay dete falla
on a wsexend opr hoclliday.

L. Dedvetions: Monthly payroll deductlons sre mads
from pay ﬁlacka fors State Indugbrial Accldent Inaursnce,
Stete Income Tax, Fedsral Tncome Tax, and Federsl Socla:

Seourity.
B. Reimburaesment:

1. Uge of Own Car: BEmployees will be reimburdad for
on-the~job Vg6 of private cars abt the rate allowed in
Program Graunssa.

2. Por Diom: Employees may be pszild per dliem at the
rate establjsh"d b Grant contrasts. At picseny psr diem
is pald a $l6 00 per day for travel, training, and
conferanc‘a tima., Exnense accounta mugst be suvbmitted
eccording %o official policy.

-5«
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WASHINGTON COUNTY COMMUNITY ACTION ORGANIZATION, ING.
PERSONNEL PRACTICES AND PROCEDURES

COMPENSATICN:
C. Insuraence:

1. 1 Sesumitiy: Federal Social Securiuy
Inguransa 1w ¢ egual Omtxgbdth 9 from ths
employee and employer based upon the smployeed earningd,

2. Workmant® g Compensetion Act: Employees are
protected by Workmaai’s Gompenaation Act (State Industrial
Lccident Commlssion) which provides fer medical, hoxdpltal
care, and monetory componsaticn for logg of time from
employmﬂn due to injury or occcupatlional disease received
or arising out of and 4n the gounrsgs of employment. An
injury muat be reported 50 S.i.A.C. within LG rours.

3. pﬂaw“ﬁgﬁggq:mggqgggia+ann Berefits: Washington
County Cofmulnity Achoon Orgtnizalion employees are covered
by the pr0V451on of whe Unemplovment Compensation Law &and

ars eligible, upon auall*lﬂafion, for unemployment benefita.
PEESONNET RECORDS:

Weshington County Community Action Organization will
maintain a personnel record for each employee., This
contains thé employment application, reference replies,

va;uafionu, reports of personnel actions and payroll

records Thegde filea are retained on a permanent and
confidential basis and are only availabla to authorized
dupervisory starf,

TERMINATION OF EMPLOYMENT:

e v

’ Resignation:

An emplovee miist, in order to remain in good atending,
gilve Weshington County Conmnunlty Action Orgeanization at
least 1l calendar daya notice in writing, pretferably one
month. Thero ms 2y be extenuating circumstances under which
the Board on the Executive Dirsctor's recommendation will
permlt & shortsr pericd of notice.

— e

- — _‘_______________.____.-—-—"'-'-___-__"""’_‘—'- e s et
B. Lay-0ff:

When curtailment of funds or lack of funds makes 1%
necesaary o abolish pogitiona, the Organizatvion may find
it necessary to lay off employees. Length of service and
job performance are the two considerations in determining
who 13 terminated first.




WASHINGTON COUNTY COMMUNITY ACTION ORGANIZATICN, INC.
PRERSONNEL PRACTICES AND PROCEDURES

TERMINATION OF EMPLOYMENT (Cont?®d):

B. Lay=0ff (Cont®dj:

2

It 1¢ the intention of the Organization to give a
minimwn of 1l deys notice. Special altuations, such as
the avapenzion of the progrem by the Federal Govermment
may force modificascion of this policy.

C. Dlgciplinary Actlion:

Any action which reflects discredit upon the
Crganizabtion or is a direct hinderance to fhe effective
performance of Washington Couniy Community Acticn
Organizecion shall be consldered good caude for
digsciplinary action. Suecia cause may inciudse misconduct,
inefficiency, incompetence, lnsubcrdination, dishonszaty,
disloyalty, or wilful viclation cf supervisory orders
and work rules.

Digeiplinary actiion may bs taken through suspension,
demotion, delary roduction, or dismissal, Any disciplincry
action taken must be reported to the Executive Committee
at the next Executive Ccmmittee mesting.

1. Dismissal: The employee muat be notified in
writing at least 10 days prior to the effactive date,
gtating the reacons for such action. If tiie readon for
digcharge are go severe that it is necessary to effect an
immedicte separation, the employee may be suspended without
pay, with dismissal effective at the end of a ten day
gugpension.

2. Suepension: An employee may te suspended without
egbivso sy diemivnst R dungr. iollade- | Ym & e B . e

pay for a perlod of not mcre than thirty days. The employee

mugt be notified in writing not more than one day af tex

the datz of svepension statlrg reasonsg and duraition., No

leave credit 13 accured during suspension.
D. Appeal:

Employeea have the right to appeal a personnel or
digciplinary action first to the Progmam Director and %ne
Executive Director. If after thls action an additional
appeal ls desired, a written request including reagons
for appeal must be submitted to the Washington County

Community Action Organization's Executive Committes.

VI.

———————,

GRIEVANCES:

Any employee has the right to flle a grievance with
Washington County Community Action Organization if he
believes an injustice has been done because of: 1. Lack of

policy; 2. A policy that is unfalr; 3. Deviation from or
mlsinterpretation of a policy.

S - 7 -




WASHINGTON COUNTY COMMUNITY ACTION ORGANIZATION, ING.
PERSCNNEL PRACTICES AND PROCEDJRES
GRIEVANCES (Contt'd):

Grievanceda should first be discussed with the
Immedi&te supeevigor. If this does not »esult in grlevance
fatiafaction, the grisvance must be submitted in writing
to the Prograin Director within 2 working deys dvating bagis
and nature of the grievence and desired solusions. The
Program Director will be responsible for reporting the
grlevance and action taken to the Executive Dipcctor
within 2 werking days. If a grievance zhill exiasta, the
employee and Program Director must submit wrilitten grievance
and reports of action to the Executive Director within 3
days for consideration by the Executive Committee whoase
declision 18 subject to review by the full Poard of Directors.

PROHIBITED CONDUGT:

It i3 hoped that no employee will become involved in
prohibited conduct, however, employess must be aware of
Washington County Community Action Organizetion!'s policy
in this regard. Thisg secticn is designed to prevent
confusion in these areas.

A, Solicitors:

Solicitors or collectors of any nature are not to call
during office hovrs., Any violation should be Immediately
reported to supervigory siteff, Through office collections
are expscied and will be tolerated, they must be kept to a
minimum or further regulations will be initiated.

B. Acceptance of Gifts:

No Washington County Community Action Crganization
employes shall dirsctly cr indirectly chargs, taks, demarid,
accept, or receivs any fee, commlssions, ccmpensasion, gifs,
reward, or other consideration from any person contractiag
cr dealing with Washington County Community Action
Crganizasticn.

C. Garnishments, Non-Payment of Bills and Bankruphey:

In cese of garnisiments or non-payment of billa, the
supervisor will be requested to Investigate and renort on
the clrsumstances Involved in the asltuzsion., 'Tre dupervisor
will spend wanabever tims necesdary to help the employee
work cut hlg financial problems. Employess will ba expected
to constructively accept such help and do whatever reagonahly
necesdary to dsal with the problem. The supervisor wili keed
the Program Director and Executive Director informed of such
ections,

-8 -
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WASIINGTON COUNTY COMMUNITY ACTION ORGANIZATION, INC.
FERSCNNEL PRACTICES AND PROCEDJIRES
FROETBITED CONDUCT {Cont'd):

D, Use of Poaltion for Personal Galn:

ST?ff ars sudiect to discivlinary astion when they
I [} J o -
take advaniegs of knowiedge gained Lhrough their position
for opersonal g=zan at others expence.

Inappropriate Conduch:

=

s chall at any tim- conduct himgelf in &

o employe
Mowiil reflect discrealt on Mqujrgton Counsy
5 .

nanns mﬂif

=~

Cemmuntsy Action Organization, Violation of any cf the
following wiil result in di sciplirery action depending
on the circumstances in each cases

1. In ﬂgproprjau@ Behavior in Public: Even outaid
of office hours, washington Counvy “Community Action
Opganization employees shHill repressnt Washington COdﬁ'y
Compuanity Action Organization and the "War on Poverby" to
nacpls with whom theyy ccme into ccongact, They muzt
theraforse conduct themgelves saccordingly.

2. Dyinking: Deinking of alchollc bevereges of any
kind during working houvrs will rpsulL in diaciplinary
action, Dhlnhinp at any bsime, the sfifects of which are
apparent oz dGebocheble durdng worklng nourd is also caudge
for diacipiinary attion.

B, Politicel Aztivistiers:

Bacouvin Wasnington County Communlty Action Organization
receives Faderal funda, employees rmuat observe the
iimitationa of the Hatch Azt &8 stebed in The Act and
interpreted in Cfilce of Esononic Gypo;tunlty Memca.



