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Gettysburg & Adams County
Employee 

Handbook
Board Approved and effective August 14, 2014
Indicates a change from the prior year
The introductory period and benefits will change from the first of the month after 90 days to the first of the month after 60 days effective 12/1/14. Throughout this handbook it states the first of the month following 60 days. 
INTRODUCTION
The purpose of the Employee Handbook is to provide the staff of the YWCA Gettysburg & Adams County (YWCA in this document) with a basis for a positive work climate and a clear understanding of conditions under which they are employed. These Policies are updated on an as needed basis.
All staff members are required to read the entire manual and sign an agreement form annually. Employees under 18 years of age must also have a parent or guardian sign the agreement indicating that they have been given an opportunity to read this manual.  Refusal to sign the agreement may result in the termination of employment. 
YWCA MISSION:

The YWCA Gettysburg & Adams County is dedicated to eliminating racism, empowering women and promoting peace, justice, freedom and dignity for all.

LIVING OUR MISSION:

The YWCA Gettysburg & Adams County will be the center for personal and community growth – a place to learn, to play, and to improve emotional and physical well-being. By connecting cultures, encouraging healthy lifestyles, and empowering all who walk through our doors, we will guide Adams County to positive change.

VISION: 

By 2019 the YWCA will be positioned as the center for personal and community growth – the place to learn, to play, and to improve emotional and physical well-being.

The YWCA will guide Adams County to positive change by connecting cultures, encouraging healthy lifestyles, and empowering all who walk through our doors.
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B. 
Affirmative Action Statement of the YWCA National Chapter
At a meeting of the governing board of the Young Women's Christian Association held on February 12, 1979, the Board revised and reaffirmed its affirmative action statement and affirmative action plan.

YWCA Affirmative Action Statement

The Young Women's Christian Association, as stated in its mission statement, calls for a commitment to the struggle for peace and justice, freedom and dignity for all people. In its daily operation it must persistently implement these aims.

The Affirmative Action Program of the YWCA is a legal and a social necessity and is in compliance with the Civil Rights Act of 1964, Executive Order 11246, and Revised Order No. 4, and Sections 503 and 504 of the Rehabilitation Act of 1977.

Equal employment opportunity and affirmative action will be applied in recruitment, hiring, compensation, fringe benefits, staff development and training, promotion and other conditions of employment, regardless of race, color, religion, gender (except where gender is a valid qualification for the position), handicap, disability, sexual orientation, age, national origin or any other non-performance factors. 
It is the intention of the YWCA to act affirmatively to give equal opportunity for advancement to its employees, and in assignments to place all personnel where their talents and abilities can effectively support the elimination of racism.

Reasonable accommodations for employment shall be made accessible to persons with disabilities through the most practical and economically feasible methods available.  These methods include, but are not limited to, equipment redesign, the provision of aids, and the use of alternative service delivery locations. Structural modifications shall be considered only as a last resort among available methods.

The Affirmative action policy will be applied to all program areas, services provided, use of facilities, and in all business relationships.

The Board of Directors, through the President and the Executive Director, is committed to the implementation of the Affirmative Action program. This implementation will require the cooperation and understanding of the entire staff.

The YWCA will express its long-standing commitment in the area through:

Dissemination of the Affirmative Action Program to present and prospective employees and the YWCA membership;

C. 
Equal Opportunity Statement  

The YWCA does not discriminate against any employee or applicant for employment because of race, color, religion, gender, handicap, disability, sexual orientation, age, national origin, or veteran status. All employees have the right to work in an environment free from intimidation and harassment. These policies will be enforced in accordance with federal, state and local laws.

D.
Conditions of Employment

1.
The YWCA is an at-will employer. Employees may voluntarily resign from employment at any time for any reason. However, proper notice is requested (reference section 7, separation of employment). At the same time, the YWCA reserves the right to discharge any employee at any time and for any reason that is not discriminatory. Completion of the introductory period shall not alter the at-will nature of employment.

2.
The staff is employed on the basis of ability and assessed potential to meet realistic job requirements. The applicant with the best matched qualifications and assessed potential for the position will be selected.

3.
The staff must be willing to accept responsibility for implementing the mission statement, as defined and voted by the National YWCA, as well as the goals and objectives adopted by the YWCA.

4.
Special consideration in hiring may be given to the following:

a. The YWCA Affirmative Action Statement

b. Employees who qualify for promotion or transferring jobs.

c. The YWCA members and/or volunteers who apply and qualify for the position.

e. Applicants who reside in Adams County.

5.
A personal interview with the Executive Director or appropriate supervisor is required for employment.

6.
Two references are required for employment.

7.
Interviewed applicants not selected will be so informed by the staff member conducting interviews for the position.

8.
Employees must promptly settle all financial debt to the YWCA. Debt includes but is not limited to past due program fees, returned checks, declined credit/debit card payments, and accidental payroll and expense reimbursement overpayments by the YWCA. Where appropriate, the YWCA may consider payment plans to clear debt. Failure to promptly clear debt will be resolved via the Employee Corrective Action Process and may jeopardize future employment with the YWCA. Any employee leaving employment with outstanding debt may face garnishment of pay to the full extent of the law.

9.
All employees are required to be members/associates of the YWCA and $1.67 will be withheld from each employee’s paycheck to go towards membership while employed. Substitute employees are an exception and will not pay $1.67 or be eligible for a rec pass.

10.
Employees working directly with the public, including all instructors in physical, aquatics, and child care programs will be required to obtain and maintain current CPR and First Aid certification.

11. All eligible employees will automatically be enrolled into the YWCA Retirement Plan.

12. All employees responsible for opening facilities are granted no leeway for tardiness. Posted opening times are firm, and tardiness will be resolved via the Employee Corrective Action Process and may jeopardize future employment with the YWCA.

13. All new employees are required to provide proof of a criminal background check and child abuse clearances. Current employees with a new felony or misdemeanor conviction must self-report this conviction to the Executive Director. Copies of any court documents explaining the conviction should be provided as well. Provided information may be shared with the employee’s department director the HR department and the board of directors. 

E.
Hiring Authority

1. The Board of Directors is responsible for the recruitment and selection of the Executive Director. The     Executive Director has the overall responsibility for the recruitment and selection of all staff members. The Executive Director has the direct responsibility for recruiting and hiring professional staff and those administrative staff who do not come under the authority of a specific department director.

2.
Department Directors have the direct responsibility for the recruitment and selection of employees in their individual program areas.

3.
Notification of vacancies will be communicated via staff meeting minutes, the YWCA website, and/or newspapers/trade journals, as necessary.
F.
References for Employment
The YWCA requires a minimum of two references for employment. If references are obtained verbally, information should be documented in writing and should include the dated signature of the inquirer. Relatives of the applicant are not to be used as references. The best references are those people who can attest to the applicant's qualifications and ability to do the job. Each reference must include an address, email, and/or telephone where they can be contacted.

The YWCA will make a thorough investigation of applicant’s work history, references and verification of information in the employment application and/or resume and oral interview. Falsification of data given or other unfavorable information discovered may prevent employment, or if hired, may result in dismissal. 
G.
Training Verification
Verification of training experience, professional licensure, or registration, which is required or preferred in the job description or in employee handbook, must be documented.

Documentation may include copies of transcripts, diplomas, certificates, etc. Verbal verification must be documented in writing and must include the dated signature of the inquirer.

H.
Letter of Employment
A formal letter of employment based on the ‘Letter of Employment Template’ signed by the supervisory director and the employee must be complete prior to employment at the YWCA. The employee shall receive one copy, and the other will be placed in the employee's personnel files. The President of the Board signs the Letter of Employment for the Executive Director. 

The letter shall include job title and job classification, direct supervisor, starting salary, date of employment, evaluation timetable, and a statement that the employee has received, read and understood the job description and the YWCA Employee Handbook.

Space shall be provided for the dated signature of the employee. The signed letter signifies an agreement that the employee accepts the conditions outlined in the job description, the Letter of Employment, and the conditions of work as described in the Personnel Policies. 
I.
Personnel Records
1.
Maintaining File

The YWCA shall maintain, as applicable, a personal record for each employee containing:

a.  Job application and/or resume

b.  Verification of training experience

c.  Required references
d.  Letter of Employment, signed by employee

e.  A current job description signed by employee

f.   Local Income Tax Form
g.  W4 From
h.  Staff training record

i.   Performance evaluations


j.   Salary information, including date of employment, starting salary, and all salary increases/decreases

k.   Documentation of disciplinary actions

l.   Other material related to her/his employment

m.  I9 Form

n.  Signed annual Acceptance of Employee handbook form

o.  Criminal Record and Child Abuse Clearances
2.
Confidentiality
Maintenance & retention of personnel records for all employees will be the responsibility of the YWCA Human Resources department. The Human Resources Director and the Director of Finance & Administration are responsible for maintaining these records in a locked area, and may designate supervisors (verbally, in writing, or through job descriptions) to aid in maintaining current performance evaluations and other information. Copies of pertinent information may be made available to Department Directors at the discretion of the Executive Director.

Personnel records are confidential and, therefore, available only to the employee, Department Directors, Executive Director, Human Resources Director, Director of Finance & Administration, appropriate Board personnel and officials as required by law. 
3.
Employee Rights

A YWCA employee shall have the right to review the content of her/his personnel file in the Human Resources office. Requests for review must be submitted in writing to the Human Resources Director, who will arrange the review within five working days. An employee may not remove anything from her/his file.
4. An employee may request the correction or removal of inaccurate, irrelevant or incomplete information from her/his records. The employee may also request the right to submit rebuttal data or memoranda to her/his records. The request must be submitted in writing to the employee's supervisor and the Director of Finance & Administration, who will meet with the employee within five working days. If a course of action cannot be agreed upon which is satisfactory to all concerned, grievance procedures noted in Section V may be followed.
SECTION II. EMPLOYEE CLASSIFICATIONS
A.
Designation of Staff 
As a guide to the YWCA organizational operation, all employees are classified accordingly:

1. Salaried - a salaried employee has direct responsibility for a major area of operation such as a department or a sub-department as determined by the Executive Director. Salaried positions are classified according to the Fair Labor Standards Act (FLSA) as executive, administrative or professional and which are not subject to the hours of work and overtime pay provisions of the FLSA.
2. Hourly – an hourly employee works in a job that does not carry direct responsibility for a major area of operation. Hourly positions are subject to the hours of work and overtime pay provisions of the FLSA.
B.
Work Status 
For effective management of its human resources, the YWCA has established a work status classification system for all positions.

a. Full-Time Employee

Employees who are regularly scheduled to work a full work-week (40 hours per week) and who have completed the introductory period.

b.
Half-Time Employee

Employees who are regularly scheduled to work half time (minimum 20 hours and less than 40 hours per week) and who have completed the introductory period.

c.
Part-Time Employee
Employees who are hired to work for less than half time (less than 20 hours per week) for a specific task and who have completed the introductory period. These employees may be year-round or periodic.

d.
Introductory Employee
All salaried and hourly staff are hired into the YWCA as introductory employees. The introductory period lasts 60 days, but does not end until the Department Director changes the employee’s work status. The introductory period is waived for returning employees that left in good standing. Returning employees are treated as new employees in every other aspect (except as stated in the YWCA Retirement Plan guidelines).

e.
Seasonal Employee
Employees hired on a short-term basis for a specific task. Not eligible for benefits.
f.     Substitute Employee

These employees are not eligible for benefits. 
g.
Inactive Employee

An employee on a temporary leave of one month or greater with a prearranged date to return to work. 

C.
Hours of Work  

The YWCA shall establish the time and duration of working hours as required by the workload, program service needs and the efficient management of human resources.

a. The work week totals 40 hours not including breaks for meals or personal activities. Hours of work include time for planning and preparation, staff meetings, supervisory conferences, training sessions and any    activity where a staff member officially represents the YWCA, as approved by supervisor. Weekend and evening hours may be scheduled when necessary. Some staff positions specifically require weekend and evening work.
b. The YWCA Gettysburg & Adams County has established a standard workweek of Saturday through Friday. For staff designated as hourly employees, any hours worked in excess of 40 hours during a workweek will be considered overtime. Because workweeks are not tied to payroll periods, hours worked in 2 different pay periods may generate overtime. All overtime worked by hourly employees will be paid at the rate of 150% of the standard pay rate. No overtime pay will be granted to salaried employees. 

All overtime must be approved in advance by the department director. Overtime hours worked without first gaining approval may result in disciplinary action. The only time an employee may work overtime without first gaining approval is when leaving a post will leave a mandatory position unstaffed. Examples include leaving a child care room out of ratio, leaving the swimming pool unguarded, etc. 

It is the employee’s responsibility to monitor hours worked and to notify their supervisor if a 40 hour workweek will be exceeded. If it becomes apparent that an employee will exceed the 40 hour workweek, the YWCA reserves the right to alter the employee’s schedule to avoid an overtime situation.

It is not legal (and therefore not permissible) for an employee to “bank” compensatory (comp) time when a 40 hour workweek is exceeded.
D.
Volunteer Management Program
Volunteers are an integral part of the YWCA program. They are generally recruited from the membership or are encouraged to become YWCA members. They may be utilized in any area of YWCA programming to complement paid staff, or in leadership positions (Board & Committees). Policies concerning Volunteers are covered in the YWCA Volunteer Handbook.
SECTION III. WORKING CONDITIONS
Failure to adhere to the working conditions set forth in this section may result in warnings, suspension or termination of employment. 

A.
Employee Orientation
1. Prior to or on the first day of employment, the Human Resources Director or the supervisor will provide a new employee with a packet containing forms and documents. Unless otherwise noted, each form must be completed, signed and dated by employee and/or Department Director. Copy of all forms can be made for the employee upon request.
b. Letter of employment 
c. Job description 
d. A copy of the YWCA Employee Handbook (to be kept by employee)
e. A copy of the YWCA Emergency & Crisis Response Manual (to be kept by employee)

f. Payroll Information Sheet 

g. Employee Handbook /Emergency & policy

h.  Response Acceptance form (if under 18) to be signed by employee and legal guardian
f. A W-4 form to be completed and signed by employee 

g. Local Tax/ LST form

h. Residency Certification Form

i. Department of Homeland Security I9 Form to be completed by Department Director (must include copies of documents proving ability to work in U.S.)

j. Emergency Information form
k. Direct deposit form completed and signed with a voided check or bank note. If employee chooses to not use direct deposit, must write “waived” on the form and sign
l. Staff Rec Pass Request Form/Membership Card/ Family Upgrade

m. Vacation Employment Certificate (if under 18 – waived if high school graduate)
n. Legal Guardian Consent form (if under 18) to be signed by employee and legal guardian
o. A current YWCA program book (to be kept by employee)
p. Other material relevant to the job or department (to be kept by employee)
q. Request for Criminal Record Check

r. PA Child Abuse History Clearance

2. The supervisor shall make an immediate announcement about the hiring of a new employee by memo to staff, announcement on YWCA bulletin boards, and/or announcement at a staff meeting.
3. Immediately upon employment, the supervisor shall explain general duties, responsibilities, and work area to the employee and shall designate at least one other YWCA employee to help with orientation procedures, give information, answer questions, etc.
4. The supervisor will see that a new employee is given a tour of the YWCA facilities and an introduction to other staff members as soon as possible after employment.
5. New employees will be required to attend the next scheduled ‘new employee orientation’ with the Executive Director. These paid seminars will occur quarterly on March, June, September, and December. Employees will be offered 2 chances to attend these seminars. Failure to attend a new employee orientation will be treated as a performance issue. If employee misses 2nd chance seminar they will be suspended without pay until the following scheduled meeting.
B. 
Additional Requirements 
1. At the time of hire, the YWCA is required to verify that every new employee is either a U.S. citizen or is authorized to be employed in the U.S. Any changes to the employee’s right to work in the United States must be reported to the Human Resources Director and Administration in a timely manner.
2. The YWCA will comply with state and local laws related to medical tests or statements, licenses, food handlers' cards, certificates, etc. required for specific positions.
C.
General Rules of Conduct 
Employees shall observe the following guidelines during working hours at the YWCA.

1.
Employees are to observe established work hours and procedures for signing in/out.

2.
Employees are to follow the instruction and direction of their supervisors, the Executive Director, and other staff to whom they are accountable.

3.
Employees are to follow established procedures for requesting PTO and other absences from work.         
4.
Employees are to show respect and courtesy to all YWCA staff, members, and others using YWCA facilities.

5.
Employees are to treat YWCA facilities and property with care and to take reasonable precautions to avoid theft, damage, misuse or neglect of YWCA property.
6.
Any employee working outside (i.e. maintenance or childcare worker) must wear a safety vest.  
7.
Employees are expected to represent the YWCA, its staff, programs and policies, in a positive manner at all times, both on and off duty.

8.
Employees may not use YWCA buildings and facilities for personal activities before or after building hours. Unauthorized persons are not permitted in YWCA facilities before or after building hours.

9.
Employees are not to engage in physical punishment. This is a zero-tolerance policy and will result in immediate termination of employment. 
  
10.
Smoking is not permitted anywhere on the YWCA premises except in private vehicles.
11.
Employees may not use obscene or abusive language while at work.


12. 
Employees may not use threatening or bullying language or behavior while at work.

  
13.
All employees have the obligation of focusing on their job responsibilities while on duty. Safety and customer service are of the utmost importance. Employees are to refrain from doing homework, reading books and/or magazines, texting, talking on cell phones, making or receiving personal calls, working out, using personal PCs, as well as conducting any other personal business during scheduled work hours. If an emergency arises where any of these are required, discuss with your director before progressing. 

14. 
Employees may not use any personal data of any member for any reason except to conduct YWCA business. This includes bank account & credit card data, social security numbers, addresses, phone numbers, age, or any other data maintained electronically or in paper files.

D. Substance Abuse Policy

The YWCA will not tolerate the use, sale, dispensing, or possession of illegal drugs, non-prescribed narcotics or alcohol on its premises. Suspected substance abuse could be based on factors such as behavior, job performance or excessive use of PTO. Work performance will be carefully monitored and disciplinary action will be performance-related. Although abuse is prohibited, attempts will be made to assist the employee who is willing to seek counseling or rehabilitative therapy. Options for extending assistance to employees who voluntarily submit themselves for treatment may include:

a. Leave with or without pay to attend a treatment program;

b. Readjustment of workload for the period of treatment; or

c. At the employee's request, help in locating appropriate treatment programs.

Employees should understand that appropriate disciplinary action will be taken in cases of drug, narcotic or alcohol usage, distribution or illegal possession. Appropriate action could include immediate termination without benefits and/or legal action.

E.
Discriminatory Harassment Policy

Verbal or physical harassment on the basis of race, color, religion, gender, handicap, disability, sexual orientation, age, national origin or veteran status will not be condoned in any YWCA facility and/or programs. Harassment should be reported immediately to the supervisor or appropriate YWCA staff for prompt and discreet investigation. Immediate and appropriate corrective action will be taken. Violations of the law may lead to (or include) severe penalties.

F.
Dress Code

YWCA employees are expected to dress appropriately to do the activities to fulfill their job duties and in a way that does not compromise the relationship the YWCA has with its members. Having a positive, professional appearance will have a positive impact on the YWCA’s relationships with children, parents, members, and the general public. Employees are expected to maintain a clean, neat appearance in their personal grooming which will represent the YWCA in a positive manner. Because each department differs greatly, each department will be responsible for establishing its own parameters for dress. The immediate supervisor enforces each department’s dress code. In addition to departmental directives, employees should refrain from wearing: 

· Revealing clothing

· Clothing with abusive, profane or suggestive slogans

· Clothing advertising or displaying alcohol, tobacco products or weapons
· Torn clothing

· Shirts with sleeves cut off

Each employee must, at all practical times, wear a company authorized name tag above the waist in a visible place. Failure to comply with departmental dress codes will be viewed as a job performance issue. 
G.
Use of the Internet, Email, and Computer Resources
In signing the acceptance of this Employee Handbook, I hereby agree to the provisions of the YWCA Internet, Email and Computer Resources policy.

The YWCA provides computer and Internet access (including e-mail) to many of its employees to assist and facilitate business activities. These tools are only for legitimate business use in th course of employee’s assigned duties. All materials, information and software created, transmitted, downloaded or stored on the YWCA’s computer system are the property of the YWCA and may be accessed by authorized personnel. 

General Internet Use

Personal use of the Internet on YWCA resources is prohibited. If circumstances arise where personal use of the Internet is necessary, please see your supervisor for permission to proceed. 

Monitoring

The YWCA reserves the right to monitor employee use of computers, e-mail, or Internet at any time. Employees should not consider their Internet usage or e-mail communications to be private. Personal passwords are not an assurance of confidentiality, and the Internet itself is not secure.

Copyright restrictions; permission required

Any software or other material downloaded onto YWCA computers may be used only in ways consistent with the licenses and copyrights of the vendors, authors or owners of the material. Prior written authorization from the Director of Finance & Administration is required before introducing any software into the YWCA computer system. Employees may not download entertainment software, instant messaging, games or any other software unrelated to their work. Employee is aware that downloaded information could be harmful to the computer it is downloaded onto and the computer network, the employee understands that if he or she downloads non-work related items and causes damage to the system, he or she will be liable for the cost of repair.

No computer software owned by the YWCA may be loaded onto a personally owned computer without first gaining written approval from the Director of Finance & Administration.
No company representation

Only authorized employees may communicate on the Internet on behalf of the YWCA. Employees may not express opinions or personal views that could be misconstrued as being those of the YWCA. Employees may not state their company affiliation on the Internet unless required as part of their assigned duties.

No unauthorized computer resources

Employees may not connect any unauthorized computer or computing device to the YWCA’s network or Internet infrastructure. If an employee feels that this action is necessary, the employee must first gain written approval from the Director of Finance & Administration.

Self-reporting accidental display of offensive material

Employees must immediately report to their department director or the executive director the inadvertent display of any sexually or racially offensive, discriminatory or sexually explicit material. Report should be in writing and should include a brief description of the nature of the material displayed. 
Violations of this policy

Any violation of this policy may result in loss of computer access and disciplinary action, including immediate termination.

H.
Personal Finances of Employees
1. The YWCA will comply with all legal requirements on receipt of a writ of garnishment or attachment, a notice of levy by the Internal Revenue Service or other taxing body, or any other legal order requiring that part of the employee’s compensation be paid to someone other than the employee.

2. Any amount deducted from an employee’s net income shall not exceed that permitted by law.

3. Persons who have filed for bankruptcy shall be protected from employment discrimination based on the bankruptcy. This applies to applicants for employment as well as current employees.

I.
Outside Employment
The YWCA neither encourages nor objects to employees holding outside employment. Outside employment shall include but not be limited to: other employment, the ownership or operation of a business, employment as a consultant or advisor, or employment in another social service agency. However, such employment must not affect the performance of assigned YWCA duties. Any impact on performance of assigned duties due to outside employment will be dealt with through the Employee Corrective Action Process. Under no circumstances, should the employee use YWCA proprietary data to help market or operate an outside business endeavor. 
In addition, employees may not utilize proprietary membership data to support a business in direct competition with YWCA. This includes fitness classes, coaching and training; massage therapy; child care or any other line of business in which the YWCA engages. 
J.
Conflict of Interest

A conflict of interest may exist when the interests or concerns of an employee may be seen as competing with the interests or concerns of the YWCA Gettysburg & Adams County.  A conflict of interest may occur when an employee makes a decision or completes a transaction that may benefit – either financially or otherwise - the employee or the employee’s relative or friend. 
All employees must be mindful of the potential for conflict of interest accusations. Employees must take precautions to avoid conflict of interest situations including innocent situations where the appearance of a conflict of interest may exist. It is each employee’s responsibility to self-monitor and self report such situations. 
In the event that an employee feels that there may be an appearance of a conflict of interest, the potential for a conflict of interest, or an actual conflict of interest cannot be avoided, the employee must report the situation to the Executive Director. The report should be made in writing, and should describe the nature of the potential conflict of interest. The report should also include a statement describing why another solution cannot be implemented. The Executive Director will determine if another course of action should be followed. 
If the Executive Director has reason to believe that an interested party has failed to disclose an actual or potential conflict of interest, the employee will be informed of the basis for such belief and afforded an opportunity to explain the alleged failure to disclose.

If after hearing the response of the interested party and making such further investigation as may be warranted in the circumstances, the Executive Director determines that the interested party has in fact failed to disclose an actual or possible conflict of interest, appropriate disciplinary and corrective action will be taken which may include voiding existing contracts and termination of the employee.
In the event that the Executive Director has concerns about a personal conflict of interest, those concerns must be made known to the President of the Board of Directors.
K. 
Blood Borne Pathogen Policy
All YWCA employees are required to use impervious gloves when engaging in activities which are likely to involve contact by hand with potentially infectious bodily secretions, e.g. blood, feces, etc. Each department is responsible for ensuring that their Blood Borne Pathogen Kit is properly stocked. All potentially infectious garbage must be discarded in a properly marked receptacle. 

L.
Payroll Procedure

1. All employees are paid twice per month. Each year the Director of Human Resources publishes a payroll schedule that details the start and finish dates for pay periods, the date payroll data must be submitted and the date on which employees will be paid. The employee must track hours worked daily on a timesheet. The time sheet must be signed and submitted to the Department Director according to the payroll schedule (Department Directors must submit timesheets to Executive Director). The supervisor approves the hours worked by signing the timesheet. Department data is then summarized and submitted to the Human Resources Director for issuance of payroll checks. Checks and/or pay stubs are distributed by Department Directors.
2. Deductions
The following involuntary deductions are taken from employees' pay:
· Federal Withholding if appropriate

· Federal Payroll Taxes (OASDI)Federal Income Tax
· Medicare
· PA State Income Tax (SITW)
· PA SUI-E
· Local Tax
· PA Unemployment
· Local Services Tax (LST) (will be waived if proof of payment from an alternate employer is submitted)
· YWCA Membership Fee
· Garnishments as dictated by the State Government
The following voluntary deductions may be taken upon an annual written request of employee to the Human Resources Director depending on eligibility requirements:
· Group Health Insurance
· Additional Retirement Contribution
· Dental Plan
· Vision Plan
· Flexible Benefit Plan (Childcare and/or Medical/Dental)
· Charitable Contribution to YWCA

Additional deductions may be requested by the employee or by the YWCA. These deductions require written authorization by the employee. 
3. Salary Advances
Employees may not receive advances in salary for work hours not completed.
M.
Inclement Weather or Emergency Closing
1. When any YWCA site closes early, opens late, or is closed on a scheduled workday, full-time employees at that site will be paid in accordance with their scheduled work hours. Employees who are on leave before closing decision is made will still be required to use PTO for the closure. Other employees will be paid for the time worked on those days. Half-time, part-time, introductory or seasonal employees are not entitled to any inclement weather pay or benefits. However, half time employees may use PTO to compensate for scheduled hours missed due to a site closing.
2. If a YWCA site has not officially closed, employees at that site will not be paid for days they do not come to work.
3. Employees should notify her/his supervisor in sufficient time if they cannot come to work.
4. In case of repeated closings or an extended closing due to emergency conditions, the Executive Director, after consulting with the Board of Directors Executive Committee may opt to rescind the offer to pay full time employees for work not performed. This will require all affected staff to choose either accrued personal leave, annual leave or leave without pay.

Employees who realistically cannot get to work due to inclement weather are permitted to use PTO leave to make up the lost pay. However, employees are expected to make a significant effort to show up for and complete their scheduled shifts. Employees deemed unreliable due to calling off repeatedly because of the threat of snow or for insubstantial accumulation will be dealt with through the employee corrective action process as a violation of general rules of conduct. Unreliability will be determined by monitoring the ability of other drivers to navigate similar roads during the weather incident.
N.
Dissemination of Information

Information regarding YWCA employment, policies, assignments, procedures, activities, etc. will be disseminated to staff via the following methods:
1.   Personal conferences between the Executive Director or supervisor and employee, which may be             originated by the employee or supervisor.
2.   Written inter-office memos, which may be originated by staff at any level and circulated to appropriate   personnel.
3.   Department meetings that may be planned on a regular basis by the department supervisor or may be requested by staff.
4.   Regular management team meetings will be called by the Executive Director at a time best suited to work schedules. Senior staff will be expected to attend unless excused by the Executive Director. Minutes from Management team meetings will be posted in each department and filed for future reference and are required to be read by all staff.
5.    Departmental staff meetings are to be called by the Department Director at a time best suited to staff work schedules. Departmental staff will be expected to attend unless excused by the Department Director.
6.    Minutes from Board of Directors meetings are available upon request made to the Executive Director.  
O.
Introductory Period
1. New employees shall serve a 60 day introductory period. Upon completion of said introductory period, a performance evaluation shall be made.

2. The evaluation shall be in writing and shall be conducted by the immediate supervisor. In the case of the Executive Director, the President and Personnel Committee chairperson shall conduct the evaluation.

3. The evaluation will be signed by the employee and the supervisor.

4. The original will be placed in the employee's personnel file and a duplicate may be given to the employee.

5. A satisfactory evaluation shall entitle eligible employees to begin to receive benefits. Benefits will begin on the 1st of the month following the end of the introductory period. 
6. An unsatisfactory evaluation may result in corrective action or employee termination.

7. Employees on the introductory period who do not show up for scheduled work without adhering to leave notification procedures will be considered having quit the organization and will not be eligible for unemployment compensation. 

8. Employees who have been previously employed by the YWCA and left the company in good standing will not participate in the introductory period.

P.
Accident and Safety Policy

Each YWCA employee is responsible for the safety of its members. Employees should be alert to, and point out, safety hazards that may arise. A potential hazard that is corrected before it presents a problem is the key to safe working conditions.

As soon as an employee becomes aware of a safety hazard, it should be brought to the attention of the immediate supervisor and write a brief report. If the hazard is something that can be easily taken care of immediately by the employee, it should be done and noted on the report. The Executive Director should be given the report as soon as the hazard is noted so that situation can be corrected immediately.

In the event of an accident or incident that occurs on YWCA premises, the staff member most familiar with the situation should fill out an accident/incident report within 24 hours. A copy should be given to the Department Director where the accident happened, the Membership Director, the Director of Finance & Administration and the Executive Director. 
All personal injuries to employees occurring while working should be reported in writing within 24 hours on an Accident Report Form. This form should be submitted to the Department Director. Department Director will submit to Executive Director to be routed to Director of Finance and Membership Director. 
In the event of an accident, it is the department director’s responsibility to contact injured party and provide a gesture of goodwill. 
R.
Membership

Each YWCA employee is required to be a member or associate member of the YWCA organization. There is a special annual staff membership fee of $1.67 which will be withheld from each staff member’s paycheck. In the event that the staff member does not receive a paycheck in a given pay period, no fee is due.
S.
Authorization to Release Personnel Information

In signing the acceptance of this Employee Handbook, I hereby authorize my immediate Department Director, Human Resources Director, the Director of Finance & Administration, and the Executive Director to release information in my personnel file for appropriate inquiries (i.e. prospective employers, government agencies, wage verification to financial institutions and /or lenders, etc).

T.
Customer Service Code of Conduct
The YWCA sets standards for the conduct of its employees while dealing with members, board members, other staff, and the general public as representatives of the YWCA. In addition, to each department’s code of conduct all employees must: 
1) Be courteous

· Smile

· Be friendly

· Be helpful

2) Be respectful

· Respect dignity

· Respect confidentiality

· Respect coworkers needs

3) Be professional

· Be loyal to YWCA 

· Work as part of a team

· Maintain professional appearance – personal & workspace

· Be an advocate for the YWCA 

4) Be interested

· Listen

· Communicate appropriately

5) Be proactive

· Be the first to smile/greet & offer assistance

· Go the extra mile

· Anticipate needs of coworkers & members
U.
Public Comments

Only authorized employees may communicate in public venues on behalf of YWCA. Employees may not express opinions or personal views in public venues in ways that are likely to be misconstrued as being the company position of the YWCA. Public venues include but are not limited to newspapers, magazines, Internet blogs, social media, web pages and public speaking engagements. Furthermore, employees may not state their company affiliation in conjunction with private comments in such a way that the comments may be attributed to the YWCA.
Further, employees must refrain from discussing YWCA policies with other staff members or community members in public places within our facilities. Such conversations should take place “behind closed doors” or off-site entirely. However, such conversations must be in compliance with the rest of this policy.

If an employee wishes to make a public statement on behalf of the YWCA, the employee must first gain approval from the Executive Director.
W. 
Nepotism

The YWCA Gettysburg & Adams County is committed to a policy of employment and advancement based on qualifications and merit and does not discriminate in favor of or in opposition to the employment of relatives.  

Due to potential for perceived or actual conflicts, such as favoritism or personal conflicts from outside the work environment which can be carried into the daily working relationship, the following restrictions apply to the hiring of relatives.  Relatives of persons currently employed may be hired only if they will not be working directly for or supervising a relative or will not occupy a position where employees can initiate or participate in decisions involving a direct benefit to the relative. Such decisions include but are not limited to hiring, retention, transfer, promotion, wages and leave requests.  

“Relative” is defined as one of the following: relationships by blood -- parent, child, grandparent, grandchild, brother, sister, uncle, aunt, nephew, niece, first cousin; and relationships by marriage – husband, wife (as defined by state law), step-parent, stepchild, brother-in-law, sister-in-law, father-in-law, mother-in-law, son-in-law, daughter-in-law, half-brother, half-sister, uncle, aunt, nephew, niece, spouse/partner of any of the above and cohabitating couples/significant others. 

Department Directors are responsible for ensuring policy compliance and monitoring changes in employee reporting relations after initial hire to ensure compliance with this policy.  Employees are responsible for reporting any changes immediately to their Department Director.
No exception to this policy will be made without the written consent of the YWCA Personnel Committee. Exceptions are likely to carry specific conditions regarding management of the employee.

If any employee, after employment, enters into one of the above relationships, the employee must seek a department transfer. If a transfer cannot be reasonably accommodated, an appeal must be made to the Personnel Committee via the Executive Director. In the event that an appeal is not granted, the employee must resign or face termination of employment for non-compliance with policy.
X. 
Clearances

The YWCA has adopted a policy to assure that the children in our programs are safe; that we will aid in preventing child abuse; and that our organization has done everything that we can in securing proper qualified staff and volunteers. 

The primary goal of this policy is to maintain the highest level of safety for any child participating in our programs, and to insulate the organization from incident. The YWCA shall make every effort to prevent child abuse as a mandated reporter and will regularly educate staff about child abuse prevention. The YWCA believes that this policy will foster responsible behavior throughout the organization and community.

Violations of this policy or other company policies may result in disciplinary action up to and including suspension or dismissal.

CLEARANCES REQUIRED 

For all new staff of the YWCA Gettysburg & Adams.

1)  Current (or less than one (1) year old) Pennsylvania Criminal History Background Clearance.

2)  Current (or less than one (1) year old) Child Abuse History Clearance or a Sex Offender Clearance.

         a) Visit www.dpw.state.pa.us/findaform/childabusehistoryclearanceforms/index.htm
         b) PA State Police Request for Criminal record check form #SP4-164

         c) PA Child Abuse History form #CY-113

For all Childcare staff/volunteers of the YWCA Gettysburg & Adams County.

1)   In addition to the above two (2) clearances, a Tuberculosis test must be secured and may be obtained   from the local State Health center.

2)  Staff health assessment is needed every two (2) years.

3)  F.B.I. Clearance must be obtained. (This does not apply to volunteers unless they have not been a resident of Pennsylvania for the past five (5) years).

         a) Visit www.pa.cogentid.com, DPW form

For current/existing staff/volunteers

1) Existing staff will be grandfathered in to the new policy but anyone who has direct contact with children or has access to children are required to obtain The PA Criminal History Background and Child Abuse History Clearances by September 30, 2011. This will include all Temporary Loving Care (TLC) staff, anyone with key access to childcare rooms to include members of the management team and maintenance department.*
2) Current employees with a new felony or misdemeanor conviction must self-report this conviction to the Executive Director. Copies of any court documents explaining the conviction should be provided as well. Provided information may be shared with the employee’s department director and the board of directors.

 If a clearance comes back with any "felony or misdemeanor convictions"

1.  The HR Director will notify the Department Director of the issue and that it will be taken to the           Personnel Committee.

2.   The HR Director will meet with the Personnel Committee to discuss the report and decide on            actions to be taken

The YWCA reserves the right to make provisions to the employee's position/responsibilities or revoke any employment based on the employee clearance results.

*The cost to procure the required clearances shall be the responsibility of the staff/volunteer candidate. The original documents must be presented and will be copied for YWCA files, original returned to candidate.
Y. 
Social Media

Social media can take many different forms, including Internet forums, blogs & microblogs, online profiles, wikis, podcasts, pictures and video, email, instant messaging, music-sharing, and voice over IP, to name just a few. Examples of social media applications are LinkedIn, Facebook, MySpace, Foursquare, Wikipedia, YouTube, Twitter, Yelp, Flickr, Second Life, Yahoo groups, Wordpress, ZoomInfo – the list is ever expanding. 

When you are participating in social networking, you are representing both yourselves personally and the YWCA. It is not our intention to restrict your ability to have a personal online presence; however, employees do have an obligation to ensure that personal participation in social media does not violate any company policies or laws that may damage the reputation of the organization, co-workers, members, vendors, or any other individuals affiliated with our organization.  

All employees should be aware that the image you portray through social media will follow you into the workplace and may have an impact on the way our members perceive you and the YWCA. Therefore, employees are expected to follow the guidelines outlined in this policy when engaging in social media. 

Employees may not use employer-owned equipment, including computers, company-licensed software or other electronic equipment, nor facilities or company time, to conduct personal blogging or social networking activities unless assigned as a position duty. If assigned, you will receive posting guidelines.

Employees may not use blogs or social networking sites to:
· Harass, threaten, discriminate or disparage employees or anyone associated with or doing business with the YWCA.
· Post any disparaging comments about any company with a business connection to the YWCA. 
· Post company-privileged information, including company-issued documents or personal information about our members.
· Post photographs of other employees, members, vendors or suppliers, or persons engaged in YWCA business or events that would portray the YWCA in a derogatory or negative manner.
· Post any financial, confidential, sensitive or proprietary information about the YWCA or any of our members. 
Employees must:
· Report unfavorable opinions, negative comments or criticism about yourself, members, or the YWCA to the Executive Director. Do not try to have a post removed or send a written reply that will escalate the situation. 
· Speak respectfully about our current, former and potential members, partners, employees and competitors. Do not engage in name-calling or behavior that will reflect negatively on the YWCA’s reputation. The same guidelines hold true for vendors and business partners. 
· Beware of comments that could reflect poorly on you and the company. Social media sites are not the forum for venting personal complaints about supervisors, co-workers, or the company. 
· When posting to social networking sites where you have identified yourself as a YWCA employee and comments are in opposition to the mission or the vision statement of the YWCA Gettysburg & Adams County, employees must use a disclaimer and make it clear that these views are not reflective of the views of the YWCA (example: “The opinions expressed on this site are my own and do not necessarily represent the views of the YWCA.”). 
Employees who violate the Policy may be subject to discipline, up to and including termination of employment. If you have any questions about this policy, please contact Human Resources.

Z. 
Parking

Employees are required to park around the outer perimeter of the parking lot. In the event that the outer perimeter is filled, employees should pick the interior parking space farthest from the entrance. At high usage times, by direction from the Executive Director or the Board of Directors, employees may be required to park in a location outside of the facility. Approved parking locations will be publicized in staff meeting minutes and in meetings with department directors.
AB. 
Safety Vests

All staff on duty outside of the YWCA building in the parking area/driveway must wear safety vests. This would include maintenance, childcare going on walks, taking children to and from the bus. This is for the safety of our staff and to be more noticeable to people driving into our facility.

AC.
Non-Smoking Policy
Tobacco use, in all forms, will not be permitted in buildings, on property owned nor in vehicles owned by the YWCA Gettysburg & Adams County. The policy also applied to leased properties where YWCA Gettysburg & Adams County is sole lessee (if YWCA Gettysburg & Adams County is not the sole lessee, the policy will be defined on a site by site basis.).  This policy applies to all employees, volunteers, staff, students, vendors, contract personnel, visitors, and members. The use of tobacco in privately owned vehicles on YWCA Gettysburg & Adams County’s owned or leased property is strongly discouraged.
AD.      Weapons Policy

Purpose and General Statement of Policy:

In the interest of maintaining an environment that is safe and free of violence for members, employees, and visitors, the YWCA Gettysburg & Adams County prohibits any person from carrying or possessing weapons on YWCA property or while participating in YWCA events, regardless of whether that person is licensed to carry a concealed firearm. 

Exceptions:

This policy does not apply to on-duty law enforcement personnel acting in the course of their official duties, nor does it apply to off-duty law enforcement personnel or licensed security guards employed by the YWCA to provide security on YWCA property or at YWCA event.

Definitions:

“Weapons” include, but are not limited to, firearms, tasers, explosives, swords, knives, and chemicals. “Weapons” also include any other item used, or intended to be used, to harm another person.

“YWCA property” includes all buildings and facilities owned or leased by the YWCA and all surrounding areas.

“YWCA events” include, but are not limited to, parties, banquets, fundraisers, races, meetings or other events sponsored or run by the YWCA.

Duty to Report Violations:

A member with knowledge of a violation of this policy must immediately report it to a YWCA employee.  Failure to do so is a violation of this policy.  An employee with knowledge of a violation of this policy must immediately report it to the Executive Director or, if the Executive Director is unavailable, to the person then in charge of the YWCA property or YWCA function at which the violation is occurring or has occurred.  Failure to do so is a violation of this policy.  If there is an immediate threat to safety, the member or employee should call 911.   

Violations:

Any person who violates this policy shall be instructed to leave the YWCA property and may not enter onto YWCA property again until further notice. If the person does not leave YWCA voluntarily, or if the person returns to YWCA property without permission, he or she will be considered a trespasser and law enforcement will be notified. 

A member who violates this policy may have his or her membership suspended or permanently revoked.  

An employee who violates this policy is subject to disciplinary action up to, and including, termination.
Reference: Resolution 2014-001
SECTION VI. EMPLOYEE BENEFITS

Benefits will be extended to eligible employees on the 1st day of the month following successful completion of the required 60 day introductory period. Benefits include accrued leave, holiday pay, access to group medical, flex spending, dental and vision plans, short-term disability benefits, and discounted program fees. Employees may also qualify for discounted child care (if available) and a free YWCA rec pass on date of hire. Eligibility differs per benefit offered. Please see individual benefits below to determine eligibility. Previous employees returning to work are eligible for leave and short term disability benefits immediately. If an employee leaves and the returns to employment, that employee’s years of service will reset to zero. Paid benefits are subject to the introductory period.  Additionally, all benefits are terminated on the date the employee leaves employment with the YWCA.
Employees are responsible for designating holidays, PTO, and other leave on the timesheet. Supervisors will verify leave by noting it in the appropriate column on the payroll input form. Employees are required to submit a request to their supervisor at least 5 days in advance for PTO, or floating holiday. Records for each employee's leave will be maintained by the Human Resources Director.
The YWCA Human Resources department maintains a webpage (http://www.ywcagettysburg.org/site/hr/) that serves as a repository for high use forms and links. Please visit this page to find claim forms, payroll schedules, tax forms, etc.
A.
Holidays
1. Full-time employees: If a holiday falls on a regularly scheduled day off, another day will be substituted at a time scheduled by the Executive Director or will be granted as a floating holiday within the same pay period. 
2. Half-time employees will receive 4 hours of holiday pay regardless if the holiday is a scheduled work day. 


3. Part–time, seasonal and introductory employees are not entitled to holiday pay.

4. The YWCA facilities are usually closed for the following holidays:

· New Year's Day

· Martin Luther King Day *
· Easter Sunday (CEP staff to use on ‘Good Friday’)
· Memorial Day

· Fourth of July

· Labor Day

· Thanksgiving Day

· Christmas Day (Eligible staff receive an additional floating holiday to be used within 2 weeks of Christmas - CEP staff to use on day after Thanksgiving)
* Closing will be on the designated national holiday rather than on the calendar day. To receive holiday pay the employee must take a scheduled work day off. 
5. Closing and opening hours on Christmas Eve, the day after Christmas and New Year's Eve are to be determined by the Executive Director.

6. Employees may not take unplanned or PTO leave the day before or after a holiday or a planned day off. Employee will not receive holiday pay but can use a PTO day. A use of a PTO day before or after a holiday or a planned day off may require written verification from a doctor. Violations of this policy will cause the employee to take unplanned leave without pay.
B.
Paid Time OFF (Scheduled or Unscheduled Leave)
1. Eligibility
· All full-time and half-time employees will begin accruing Paid Time OFF (PTO) on the 1st of the month following successful completion of the introductory period of 60 days. Part–time, seasonal and introductory period employees are not entitled to PTO. 
· Eligibility to earn PTO is contingent on an employee having worked or utilized PTO for the entire month. PTO is not earned for the months when unpaid leave is taken or short-term disability benefits are paid.
· PTO is accrued on a semi-monthly basis following our payroll schedule. 
· PTO time cannot be borrowed. 

2. Scheduled and Unscheduled Paid Time Off

· PTO must be scheduled in accordance with each department’s policy, and with supervisory approval. Supervisors are responsible for ensuring adequate levels of staffing and resolving scheduling conflicts based on order of requests and/or seniority. Employees returning to work after three consecutive days of unscheduled PTO will be required to provide a doctor’s note. Failure to follow Unscheduled PTO policies will be addressed through the YWCA’s corrective action procedure.
· PTO leave follows the calendar year January 1 through December 31.
· Employees may not take unplanned PTO the day before or after a scheduled vacation. This will include a Monday following a Friday leave-day.  Violations of this policy will cause the employee to take unplanned leave without pay.
3. Carry Over and Payout

· Full time employees may carry over up to 80 hours of PTO into the next fiscal year. Half-time employees may only carry over up to 40 hours of PTO into the next fiscal year. 
· Regardless of the PTO balance when an employee separates from the YWCA, the maximum payout of PTO will not exceed 40 hours (20 hours for half time employees) which will be paid out on employee’s last paycheck. By signing the Employee Handbook Acceptance Form, I hereby agree to this provision.
4. Extended Illness Account 

· Any hours forfeited annually due to the PTO carryover maximum will be swept into an extended illness account for the employee’s use. This account may be used for long-term* employee illness or injury, following 3 consecutive days out and with a doctor’s excuse, or to provide long term care for a sick or injured family member including the employee’s spouse (or life-partner**), child (or life-partner’s child), or parent. 

· *Long Term is defined as an illness lasting longer than 3 consecutive work days. 

· **A life-partner is defined as an adult with whom an employee lives as a family unit. In all cases, the YWCA will require a note from a physician or another appropriate medical professional to use the Extended Illness Account. Upon separation from the YWCA, an employee will not be paid out for any time in his/her Extended Illness Account. 

5. The following PTO schedule is based on job classification and longevity:

	Years of Service
	Salaried

Currently/ PTO / & PTO accrual per pay period
	Full Time Hourly

Currently/ PTO / & PTO accrual per pay period
	Half Time Hourly

Currently/ PTO / & PTO accrual per pay period

	Date of Hire-2.99 yrs
	200 / 160 / 6.6
	176 / 136 / 5.6
	88 / 68 / 2.8

	3-4.99 yrs
	240 / 200 / 8.3
	216 / 176 / 7.3
	108 / 88 / 3.6

	5-8.99 yrs
	280 / 240 / 10
	248 / 208 / 8.6
	120 / 100 / 4.2

	9+ yrs
	296 / 256 / 10.6
	240 / 200 / 8.3
	132 / 112 / 4.6


· Monthly the employee will receive a statement of accrued and used PTO. It is the employee’s responsibility to review this statement for accuracy and report discrepancies to the Human Resources Director.
· Each employee should be aware of the call off procedure for their department. Failure to properly follow the call-off procedure will be regarded as a performance issue.
D. 
Family Medical Leave Act (FMLA)

1. The Family Medical Leave Act is a federal law which provides eligible employees with up to 12 weeks of unpaid, job-protected leave per year and requires group health benefits to be maintained during the leave. It may not be used retroactively.

2. Eligible employees are those who have worked for the YWCA a minimum of one (1) year and have worked a minimum of 1,250 hours during the 12 months prior to the start of FMLA leave (1,250 hours cannot include PTO).

3. Leave will be granted for the following reasons: birth and care of a newborn child; the placement with the employee of a child for adoption or foster care and to care for the newly placed child; care for an immediate family member (i.e., spouse, child, or parent) with a serious health condition; and when the employee is unable to work because of a serious health condition.

4. Entitlement to FMLA expires 12 months after birth or placement of the child. For other requests for FMLA, an employee may use up to 12 weeks per year.

5. In order to qualify for FMLA the employee must provide a certification issues by his/her health care provider or that of their family member to support their request.

6. Request for FMLA should be submitted to the YWCA Executive Director 30 days in advance if foreseeable. If not, the employees should give notice as soon as possible, ordinarily between one or two business days of when they need the leave.

7. The YWCA will require an employee to use all accrued PTO for some or all of the FMLA leave period. The employee will not accrue leave during the unpaid portion of FMLA.
8. Maternity/Paternity and Adoption Leave. An employee may have leave for childbirth and adoption after at least one full year of employment. PTO may be used up to the point that the employee is released by her doctor to return to work. This is generally 6 weeks for regular birth and 8 weeks for cesarean. An eligible employee may file for the Family and Medical Leave Act (FMLA) for additional time as necessary as defined by the Department of Labor. Total time may not exceed 12 weeks.

9. Employees returning from an FMLA absence will be guaranteed the same or equivalent position occupied immediately before the leave began.

10. Employees on FMLA will be able to keep their medical, dental and vision benefits while on FMLA leave, however the employee must make any normal premium payments in a timely fashion that are typically handled by payroll deductions. 
E.
Other Leave
1. Bereavement Leave. Up to 24 hours of paid leave is granted to full-time employees at the time of a death of the employee's or employee’s spouse’s immediate family. Immediate family consists of spouse, domestic partner, parents, children, and siblings (Up to 12 hours (3 days) leave for half time employees). 

8 hours of bereavement leave will be granted to full-time employees due to the death of a grandparent (4 hours for half-time employee). 
Requests must be submitted to the Department Director and must be approved in advance (Department Directors should make requests for bereavement leave to the Executive Director). PTO may be used to supplement bereavement leave. Pay for unused leave will not be granted.

2. Leave Without Pay – full time & half time employees. Employees may, with approval of the Department Director and the Executive Director, take leave without pay for a period of less than 1 month. In the event that an employee requests leave without pay for a period of one month or longer, and the leave is not covered under one of the other leave categories in this section, the following will apply:
a.) The employee must gain approval from the Department Director and the Executive Director.
b.) A mutually agreeable return to work date must be set.
c.) The employee will be moved to an ‘inactive work’ status. 
d.) Any benefits which the employee receives will be suspended. Medical, dental and vision insurance may                   be extended by the employee by electing COBRA coverage.
e.) The YWCA will make its best effort to return the employee to the original or an equivalent position upon      return from an authorized leave. Unforeseen circumstances may arise that may impact the ability to do      this. The YWCA will make its best effort to contact the employee on leave to provide options before           action is taken.
3. Unplanned Leave Without Pay
In the event that an employee takes unplanned leave without pay and without approval (not working the required scheduled hours according to their full or half time status as listed on the Payroll Schedule), the employee will be given a written warning via the Employee Corrective Action Process. In the event that the employee has a second violation within 3 months, the employee’s work status will be changed from current status to a lower status. This will impact accrued time and paid benefits.
In the event that a full time employee uses unplanned leave without pay (by not working the number of full time hours as listed on the Payroll Schedule), the employee will receive a written warning. In the event that the employee has a second violation within 3 months, the employee’s work status will be changed to half-time for a period of 3 months. This will impact accrued and paid benefits.
In the event that a half time employee uses unplanned leave without pay (by not working one half the number of full time hours as listed on the Payroll Schedule), the employee will receive a written warning. In the event that the employee has a second violation within 3 months, the employee’s work status will be changed to part-time for a period of 3 months. This will impact accrued and paid benefits.
4. Leave for Annual Military Duty. Ten working days will be allowed. If an employee receives military compensation, the YWCA will make up the difference in salary, if military compensation is lower. If there is no military compensation, the loss in salary will be paid by the YWCA. Requests for Military Duty Leave must be submitted to the Executive Director and must be approved in advance. Employee must submit written verification of military duty and of amount of military pay compensation. Employees returning from a military duty absence will be guaranteed the same or equivalent position occupied immediately before the leave began.
5. Jury Duty. The YWCA encourages employees to serve on jury duty, if called, as part of their civic responsibilities. All employees are excused for this purpose and the YWCA will compensate full and half time employees at the normal salary for regularly scheduled working days used for jury duty. The YWCA reserves the right, however, if such jury duty extends beyond five regularly scheduled working days, to pay said employee only the difference between the jury service pay and the employee's regular pay. Requests must be submitted to the Executive Director and must be approved in advance. Employee must submit written verification of request to serve on jury duty. Employees returning from an extended jury duty absence will be guaranteed the same or equivalent position occupied immediately before the leave began.
F. Short Term Disability Benefit

The YWCA offers up to 90 calendar days per year of self-insured short-term disability leave to full-time staff. This benefit provides employees with income protection against non-work related disabilities resulting from a physical disease, injury, pregnancy complications or mental disorder lasting more than 14 calendar days for a period of 90 days. When an employee is out for more than 14 calendar days with a physician-verified illness, the employee may be eligible for partial wage reimbursement. Provisions of this benefit are:


· Introductory & seasonal employees do not qualify.

· The employee must first exhaust their extended illness account. 
· Employees with less than 1 year tenure with YWCA will receive 40% of regular pay.

· Employees with at least 1 year but less than 3 years tenure with YWCA will receive 50% of regular pay.

· Employees with at least 3 years tenure with YWCA will receive 60% of regular pay.

· All paid benefits will continue through the disability period, but leave benefits will cease to accrue during the disability period.

· All voluntary and involuntary payroll deductions will continue through the disability period.

· The YWCA reserves the right to require a 2nd physician to verify the diagnosis of the 1st physician. If required, the 2nd opinion will be at the expense of the employee and must be a participating physician in the YWCA medical plan.


Up to six weeks of short term disability will be granted to mothers after giving birth to a live infant. 

F.
Childcare Benefits
Full and half time staff may enroll their children in the YWCA’s childcare at a discounted rate. Introductory employees hired for full or half time work may take advantage of this benefit immediately. Discounted childcare is available as space permits and budget allows and is not guaranteed. This benefit may be reviewed annually by the YWCA. There is no cash value for childcare benefits. Childcare compensation is not available for programs outside the YWCA. The current child care benefit is 50% discount for full time employees and 35% for half time employees.
All staff may also receive 50% discount on Temporary Loving Care (TLC). Only given when employee is working, not during personal workout time, and only if paying by the session, no discounts given on the month usage card.  
G.
 Medical Insurance with Prescription Medication Plan
1. All full-time and half-time employees are eligible for medical insurance benefits on the 1st of the month following successful completion of the 60 day introductory period. The YWCA provides access to hospitalization and major medical/Rx insurance to its full and half time employees working at least 30 hours per week. 

a. Full time employees may participate in the plan by paying 20% of the individual medical insurance premium through payroll deduction.

b. Half time employees may participate in the plan by paying 50% of the individual medical insurance premium through payroll deduction.
2. All participating employees may include their spouse, dependent children and domestic partner (requires additional paperwork and is subject to many restrictions) in the plan. Any inclusions beyond the employee are the full financial responsibility of the employee through payroll deductions. 

3. The YWCA use MERP (Medical Expense Reimbursement Plan) to contain medical expenses for the employee and the organization. When selecting a medical plan, the YWCA chooses a plan with a high deductible in an attempt to keep medical premiums low. The YWCA establishes a $500 deductible limit for individuals ($1,000 for families), and then reimburses employees for any deductible expenses that exceed the $500 limit. Employees may submit for reimbursement of deductible expenses by providing Explanation of Benefits (EOB) forms to Alpha Benefits Group (a 3rd party administrator). All forms that show deductible must be provided even if the amount is less than the $500 MERP limit. 

Claims will be processed for up to 180 days after the end of the plan year, or up to 90 days after the employee’s termination date. 

Any deductible that is reimbursed by another insurance plan, including governmental assistance, will not be reimbursed by the YWCA. The YWCA retains the right to request copies of medical bills and payment receipts before reimbursing MERP claims.  

The YWCA will not reimburse out of network MERP claims.


H. 
YWellness 
The YWCA recognizes the importance of a healthy workplace for employees and has developed a wellness program comprising events, seminars, and challenges offered on a monthly basis. The YWellness committee will provide opportunities for employees to develop healthier lifestyles by supporting and encouraging positive habits and attitudes that contribute to their well-being. The YWCA’s wellness goals are to create awareness and educate, increase participation in YWCA services and programs, and promote team building within and between departments. Research shows that when individuals gain more information about their health and are simultaneously educated on strategies to improve diet, fitness and other controllable lifestyle choices, the individual has a greater chance of improving his or her health. The point of the YWCA’s wellness program is to, over time, improve the overall health of our employees and to encourage them to live healthy lifestyles. The plan is not intended to be punitive, but to encourage employees to be active participants in reducing our organization’s heath expenses. YWCA Wellness goals will be reviewed annually and publicized to employees. 
I.
 Dental Insurance 

The YWCA provides access to a dental group insurance plan to its full and half time employees as well as their spouses and dependents. Eligible employees may enroll in the plan at the end of the introductory period, or for existing staff, during open enrollment and after a qualifying event. The employee must pay 100% of the dental insurance premium through payroll deduction. Employees and covered dependents have the ability to elect COBRA for dental insurance.

J.
 Vision Insurance 
The YWCA provides access to vision insurance to its full and half time employees as well as their spouses and dependents. This plan offers discounted vision exams, glasses, contact lenses and Lasik eye surgery. Employees may enroll in the vision plan for a charge at the completion of the introductory period or during the annual open enrollment period. The employee must pay 100% of the vision insurance premium through payroll deduction.
K.
 Flexible Spending Accounts
Medical Reimbursement and Dependent Care Reimbursement are available under the Flexible Spending Account program. This 3rd party administered program allows employees to make medical and dependent care expenditures using tax free income. Up to $1,008 per year for medical and dental expenses and up to $5,000 per year for dependent care expenses may be withheld from the employees pay. The employee may submit receipts for reimbursement. All full-time and half time employees are eligible to participate. Thereafter, all participants may change their participation status each January 1.

PLEASE NOTE, this program has stringent guidelines dictating what expenses qualify. Program documentation, available from the Human Resources Director, should be consulted before enrolling in the program. Funds not committed within the calendar year will be forfeited.
N. 
Cobra 

The Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) requires most employers with group health plans to offer employees, dependents and other covered parties the opportunity to temporarily continue their group health care coverage (at the employee’s own expense) under their employer's plan if their coverage otherwise would cease due to termination, layoff, or other change in employment status (referred to as "qualifying events"). Under this law, the following employees and dependents under the group plan are protected and entitled to benefit continuation of hospitalization and major medical insurance:

a.
Surviving spouses and dependents for 36 months.

b.
Separated or divorced spouses and their dependents for 36 months.

c.
Spouses of Medicare-eligible employees and their dependents for 36 months.

d.
Terminated employees and their spouses and dependents, except for termination involving gross misconduct, for 18 months.

e.
Employees who lose their group health care coverage due to a reduction in work hours and their spouses and dependents for 18 months.

f.
Dependent children who cease to be covered under the group health plan for 36 months.

In the event of divorce, legal separation or dependent child ineligibility, the employee must notify the YWCA of the change in status within 30 days. The Director of Finance & Administration or a 3rd party administrator on behalf of the YWCA will inform the employee of her/his right to continued coverage. The employee has 60 days from the date of notification to elect or reject to continue coverage.

In the event of the employee’s termination or loss of benefits due to a reduction in hours or becoming Medicare eligible, a benefits broker will inform the employee of her/his right to continued coverage. The employee has 60 days from the date of the notification to elect or reject continued coverage. For the coverage to be retroactive to the date the health care coverage is terminated, the election must be made within 45 days.

Full and half time employees will be invited to join the medical group plan by enrolling at the end of the introductory period or for existing staff, during an annual open enrollment period. Otherwise, employees and their dependents will only be eligible to join the medical plan after a ‘qualifying event’. These include:
· Marriage, divorce, or legal separation, 

· Birth or adoption (or placement of adoption) of a child, 

· Death of a covered dependent, death of a spouse, birth or death of a child,

· Loss or gain of eligibility for insurance coverage for you or a covered dependent (coverage must not be a student or individual policy), 

· Change in spouse's employment status, 

· Change in health insurance eligibility due to a relocation of residence or work place,

· Change in full-time student status.


Any medical plan participant on COBRA status is not eligible to participate in MERP.
O.
Recreation Passes

Every employee is required to become a member/associate of the YWCA. This cost of $1.67 is a payroll deduction each pay period. Substitute employees are an exception and will not pay $1.67 or be eligible for a rec pass.  Employees scheduled to work 5 hours or more per week are entitled to receive a free family rec pass. Family definitions are included on the YW website and within YWorks. 

Part time employees who are scheduled for at least 1 hour per week but less than 5 are entitled to an individual rec pass. There is no rec pass benefit for substitute employees who do not hold regularly scheduled hours. 

Employees working less than 5 hours may purchase a discounted Family Membership Upgrade Rec Pass by paying upgrade fee. Payment is only payable through an Electronic Funds Transfer. 

This benefit is only valid during the duration of employment and it will be forfeited at the time of termination. It holds no cash value. Holders of staff rec passes must abide by all YWCA policies. The rec pass will be valid only while the employee maintains the necessary hours. 

Current employees who would like a family upgrade can obtain a form from the Membership Director. 
P.  
Program Discounts

Program discounts, when available, are offered to employees and/or their families. To obtain a discount, employees must present a completed staff discount slip to the service desk at the time of enrollment. This slip can be obtained from the employee area at the top of the steps slip or by a program director. It must be signed by the program director in which the program of interest is held under. A comprehensive list of discounts may be reviewed at the service desk for each program.  Staff discounts are given only when program participation minimums have been met by full paying class fee participants. In the case of limited class enrollment, full-paying participants will receive first priority.

Q.
Retirement Plan
The YWCA shall provide employee retirement contributions through its participation in the YWCA Retirement Fund. The YWCA national chapter and our local organization each make a monthly contribution in a percentage determined annually by the Board of Directors. Employees may also elect to contribute additional funds to the plan.
1.
Participation in the YWCA Retirement Fund is a condition of employment for all employees who have worked a minimum of 1,000 hours per year in any 2 years of employment from original start date. It is not required that the 1,000 hours of employment per year be consecutive years.
2. An employee may withdraw employee retirement payments only if terminated from YWCA employment. Upon termination the participant is automatically placed in an inactive status and receives a memorandum for the Retirement Office stating her/his rights and privileges.

3. If an employee leaves YWCA employment before satisfying this participation requirement and is re-employed within a 12-month period, prior service will be counted toward eligibility. If an employee leaves YWCA employment and is re-employed by a YWCA, participation resumes immediately; it is not necessary to fulfill another eligibility period.

R.
Employee Rewards Program
Recognition is given to employees throughout the year through nomination by their peers. There are no limitations on the number of times an employee is nominated. 
S. 
Workers' Compensation/Return to Work Policy
All employees on the payroll are covered by Workers’ Compensation. Workers’ Compensation provides compensation for loss of wages due to injury, illness or death that is work related when a claim is filed and approved. It pays the necessary related medical expenses; provides dependent survivors' benefits; and specifies a lump-sum payment for funeral expenses. Absences for which Workers’ Compensation benefits are provided are not charged against the staff member’s PTO leave. Benefits will begin after seven days; after 14 days the benefits are retroactive to the first seven (7) days.
It is the YWCA Gettysburg & Adams County’s policy to make every reasonable effort to provide suitable alternative employment to an employee who is unable to perform his or her normal duties as a consequence of a work related injury or illness.

Each department will attempt to accommodate employees who cannot perform the basic duties of their former positions. Where this is not possible, all departments will cooperate in meeting the company’s policy of trying to locate suitable alternative employment.
SECTION IV. STAFF DEVELOPMENT and PERFORMANCE
A. Supervision
The YWCA believes that by working together, supervisors and employees can create a positive and productive work environment.  The YWCA strives to maintain an environment that fosters mutual respect, trust, and confidence. The YWCA seeks to communicate openly with employees on all issues affecting their jobs, departments, and the YWCA as a whole.  Orientation, training, and ongoing assessment are designed to provide employees with the tools and support necessary to excel in their positions.   
B. Staff Development and Training
1.
In order that staff personnel have optimum opportunity to grow in their jobs, the YWCA provides a staff development program. This includes orientation, supervision and an annual job performance appraisal, as well as opportunities to participate in regional and national YWCA training events, conferences, and training opportunities.

2.
Management attendance at a National YWCA training event, designed for the Executive Director, is required within the first two years of employment. 

3.
Educational programs outside the YWCA should also be explored to give the staff every opportunity to increase competence to carry out their particular assignment and to prepare them to move to new levels of responsibility.

4.
Staff’s training assignments are usually given by the Executive Director and may be recommended by the appropriate supervisor. All requests for training must be approved by the Executive Director.


5.
Each Department Director should incorporate an allowance for staff development and training in the annual department budget.

C. Training Requirements
The YWCA will comply with federal, state, and local laws and requirements related to medical tests or statements, licenses, food handlers’ certifications, and pesticide and chemical compliance.

1. To facilitate the CPR, AED and First Aid training requirement, the YWCA will:
a. Set up at least two CPR, AED, and First Aid training sessions per year for its employees.
b. Set up Blood borne Pathogen training sessions for its employees as necessary or practical.
c. The employee is responsible to pay for the materials and the cost of the YWCA training at a discounted rate. 

d. If an employee is unable to attend the YWCA-sponsored CPR, AED and First Aid classes, the employee is                   responsible for finding and obtaining the required training at his/her own expense. 
2. It is the employee's responsibility to keep certifications current.
3. Training requirements by departments: 
a. Aquatics – all lifeguards, coaches, instructors – (valid American Red Cross Life Guard Cert.), and coaches must have proof of CPR/AED.
b. CPR/AED
c. Childcare (CEP) – all employees must receive Pediatric First Aid every 3 years. CEP staff is required to attend scheduled in-service training, and must fulfill the training requirements of Keystone Stars.
d. Sports & Fitness – all attendants, personal trainers, instructors, and massage therapist – CPR/AED and other               certifications specific to their job duties.
e. Maintenance – all need First Aid

f. Administration and Membership – CPR/AED encouraged, optional
g. TLC Childcare Worker-CPR/AED First Aid
4. Track Trainings Program: Employees must inform supervisor of the trainings, workshops, and webinars that    he/she attends. When reporting this information to their supervisor he/she should include the following: Date, Name, Department, Type of training, & “title of training. 

D.
Job Related Expenses
Prior to incurring any job related expenses, employees must gain approval by the Department Director. This includes all procurements, expenses associated with participation in activities of groups, officially representing the YWCA in the community, attending YWCA meetings or conferences, conventions, etc., and may include travel, tolls, parking, housing, meals, telephones calls, registration and/or tuition costs. 

Personal vehicle mileage reimbursement requires prior approval by the Department Director and will be reimbursed at a flat rate to be set by the Executive Director on an annual basis. The federal reimbursement rate per opm.gov website may be used at the discretion of the Executive Director.
E. Performance Evaluations

1. The performance of each employee is evaluated after the introductory period and on an annual basis prior to the start of the new fiscal year.

2. The evaluation shall be in writing and shall be conducted by the Department Director. In the case of the Executive Director, the President and the Personnel Committee chairperson shall conduct the evaluation.

3. The YWCA believes that for the overall development of employees it is important to assess their performance. A formal appraisal is conducted to help identify employee strengths and developmental areas. The annual performance appraisal also provides documentation of job performance as it compares to the goals and one’s job description.

4. The evaluation must be signed by the employee and the supervisor.  Employee signature indicates the evaluation has been reviewed by, but not necessarily agreed to by the employee. The employee is invited to add comments to the evaluation.

5. The original will be placed in the employee's personnel file and a duplicate will be given to the employee if requested.


6. Annual merit and/or cost of living increases will go into effect following the evaluation at (or near) the start of the fiscal year. However, the Board of Directors, working with or without recommendation by the Executive Director, reserves the right to delay or waive increases.

F.
Employee Corrective Action
The YWCA uses a progressive employee corrective action process to work through poor job performance and inappropriate behavior issues against the Ywca’s policy’s goals and standards. The ‘Employee Corrective Action Form’ is the mechanism used to track such issues. Punitive actions may include but are not limited to verbal warnings, written warnings, probation, unpaid suspensions, termination, and where appropriate, prosecution. The form includes areas for the Department Director to describe the infraction and make recommendations for improvement. The three steps of the corrective action process are as follows:
1. Managers inform employees promptly when conduct, attendance, or job performance falls below expected standards. Where a sub-standard pattern develops concern is voiced verbally along with suggestions for improvement. The interaction is documented by one’s supervisor. 

2. If the problem persists, the concern is presented in writing, includes a summary of what needs improvement or corrective action, corrective steps to be taken by the employee, and outlines possible actions that may taken if the problem is not corrected.  The document specifies the period of time allocated for improvement, target dates for status review and becomes a permanent part of the employee’s personnel file. 

3. If after the improvement period ends the problem persists, steps for further action, up to and including termination, are taken.

SECTION V. SEPARATION OF EMPLOYMENT

A.
Responsibilities of Employee

Employees resigning are requested to time their resignations so as to be the least disruptive to the YWCA. 

Minimum period of notice:

Salaried Staff..................................one (1) month       Hourly Staff....................................two (2) weeks

Employees are expected to work and will be paid during period of notice, as well as paid for any accrued PTO hours up to 40 for FT and 20 for HT. Failure to give minimum notice means staff member forfeits PTO pay. The YWCA reserves the right to waive the notice period without worry of Unemployment Claims.

Resignations should be submitted in writing to the appropriate supervisor. In the case of resignation by the Executive Director, resignation should be submitted to the President of the Board.

B.
Termination of Employment

Employees committing any of the following violations will be subject to disciplinary action, ranging from a warning to immediate discharge.  The following list is provided by way of example and is not intended to be an exhaustive list of possible offenses that may result in disciplinary action:

a. Unsatisfactory work performance, habitual tardiness, excessive absences, inability to carry out responsibilities of the job, failure to follow employee rules and policies set forth in this document, or failure to obtain required training certification. Reoccurrence of disciplinary write ups whether same actions or different depending on supervisor’s discretion may result in suspension or termination.
b. Failure or refusal to follow reasonable instructions of supervisor, including refusal to accept job assignments.

c. No Call/No Show, An employee that does not call or show for a scheduled shift will receive a corrective action. Absence from work for (2) consecutive days without following proper absentee procedures through the employee’s supervisor is a “no call, no show” and may be considered as a “voluntary quit without notice, ineligible for rehire.”
d. Absent from Duty, if an employee needs to leave the premises at any time during his or her work hours, she/he must make prior arrangements with her/his supervisor before leaving the building. Employees who leave without proper notification may be considered a “voluntary quit without notice.”
e. Deliberate falsification or tampering with YWCA records.
f. Theft and other felonious conduct on duty; willful destruction and abuse of YWCA property;

unauthorized removal or appropriation of property belonging to the YWCA, another employee, or member.

g. Insubordination and/or undermining the authority of a Department Director or Executive Director.
h. Failure or refusal to follow reasonable instructions of supervisor, including refusal to accept job       assignments.
i. Usage or possession of illegal drugs (or non-prescribed narcotics) and/or alcohol or taking drugs other than as directed, which inhibits job performance or threatens the life and/or safety of others.
j. Possession of a weapon while on the YWCA premises. 
k. Illegal gambling or possession of illegal gambling equipment on YWCA premises.  
l. Unauthorized possession, use, copying, or reading confidential YWCA records or disclosure of information contained in such records to unauthorized persons.

m. Deliberate non-compliance with YWCA mission & policies.
n. Inappropriate physical contact, including sexual advances and physical punishment.
o. Gross misconduct.
p. Compensation for activities conducted at the YWCA must be received through the normal payroll process. In no situation may an employee take compensation for services rendered directly from an individual (tips from customers paying the full amount for a service are excluded from this policy).
q. Failure to self-report a new felony or misdemeanor conviction.
r. Conduct, interactions or communications, including via social media that are in conflict with the YWCA mission – whether during working hours or not.
s. Any other serious misconduct and/or communications, on or off the job, which conflict with the YWCA mission, damage the reputation of the YWCA, demonstrate an inability of an employee to perform duties appropriately, or which disregard the rights and best interests of participants, clients, and/or the YWCA.

Termination or suspension pending investigation for these offenses will be immediate, without notice, and with a complete loss of all benefits.
Management team is required to participate in an exit interview. Directors may refer other employees to participate in an exit interview. All other staff will receive an exit survey.
C.
Unemployment Compensation 
The YWCA is a covered employer under the state unemployment compensation law and makes contributions to this benefit on behalf of all employees on the payroll.
SECTION VII. EMPLOYEE GRIEVANCE PROCEDURES

A grievance is defined to be any difference between the YWCA and an employee concerning the administration of established wages, hours, or working conditions.
An employee has the right to submit questions or complaints regarding evaluations, discipline procedures, working conditions and other matters relating to her/his employment to her/his Department Director.

1.  
An employee should discuss a problem with the Department Director who will give a verbal response within two days.

2. If an employee is dissatisfied with the Department Director’s verbal response, the employee may submit a written grievance to the Department Director with a copy to Executive Director and Human Resources Director. The Department Director shall respond in writing within five days with a copy to the Executive Director and Human Resources Director. 

3. If the employee is still dissatisfied, she/he may forward the written grievance and response to the Executive Director (with a copy to the Human Resources Director), who shall respond in writing within seven working days. 

Grievances directly involving the Executive Director should be handled in a similar fashion However, the employee must first follow step one and two of this process with the Executive Director.
4. If the grievance cannot be resolved at this point, the employee may make a written request for a meeting with the Personnel Committee for final settlement. The written request must go to the Human Resources Director, who will schedule the meeting.  The Personnel Committee's decision shall be provided in writing to the employee within 30 days of the hearing. The Executive Director and Department Director will be notified of outcome. 
SECTION VIII. WHISTLEBLOWER POLICY

Introduction:

The Sarbanes-Oxley Act amended the federal criminal code to create or enhance penalties for retaliating against whistleblowers while a federal investigation is underway. These changes to the criminal code apply to all business entities, possibly including nonprofit organizations, their board of directors and employees. Therefore, adopting policies and procedures for the protection of whistleblowers is advisable.

Policy:

The YWCA is committed to facilitating open and honest communications relevant to its governance, finances, and compliance with all applicable laws and regulations. The YWCA requires employees and other volunteers, to observe high standards of business and personal ethics in the conduct of their duties and responsibilities. Employees and representatives of the YWCA must practice honesty and integrity in fulfilling their responsibilities and comply with all applicable laws and regulations.  

This whistleblower policy (“the Policy”) reflects the practices and principles of behavior that support this commitment. It is important that the YWCA be apprised about unlawful or improper workplace behavior including, but not limited to, any of the following conduct:

· financial reporting which is fraudulent, intentionally misleading, or negligent in any manner;

· improper or undocumented financial transactions;

· forgery or alteration of documents;

· improper use of YWCA assets, including, but not limited to its funds, supplies, intellectual property or other assets;

· authorizing or receiving compensation for goods not received or services not performed;

· violations of any YWCA policies;

· theft, and/or any other improper occurrence regarding cash, financial procedures, or reporting;

· any abuse of or discrimination against a YWCA employee, client, vendor or person connected with a YWCA member; and

· a failure by the YWCA to provide reasonable accommodation for disability or religious belief.

We request the assistance of every employee who has a reasonable belief or suspicion about any improper transaction.  The association values this input and each employee should feel free to raise issues of concern, in good faith, without fear of retaliation. Employees will not be disciplined, demoted, lose their jobs, or be retaliated against for asking questions or voicing concerns about conduct of this sort. While the YWCA has separate policies which cover harassment and employment discrimination, this Whistleblower Policy applies to all YWCA business to encourage the reporting of any wrongful actions against YWCA interests. Employees are encouraged to report any such improprieties without fear of retaliation or intimidation.
Reporting Concerns:

Employees should first discuss their concerns with the Executive Director. In addition, if the individual is uncomfortable speaking with the Executive Director, or the Executive Director is a subject of the concerns, the individual should report his or her concern directly to the President of the Board of Directors.

If the concern was reported orally to the Executive Director, the reporting individual, with assistance from the Executive Director, shall reduce the concern to writing.  The Executive Director is required to promptly report the concern to the President of the Board of Directors. The Executive Committee of the Board will have specific responsibility to investigate all concerns and/or refer them to the Personnel Committee.  If the Executive Director, for any reason, does not promptly forward the concern to the Board President, the reporting individual should directly report the concern to the Board President.  Contact information for the Board President may be obtained through the Executive Director or Director of Finance & Administration.  Concerns may also be submitted anonymously.  Such anonymous concerns should be in writing and sent directly to the Board President.

Handling of Reported Violations

The Board Chair shall address all reported concerns. The Board President shall immediately notify the Executive Committee, the Personnel Committee and the Executive Director of any such report. The Board President will notify the reporter and acknowledge receipt of the concern within five business days, if possible. It will not be possible to acknowledge receipt of anonymously submitted concerns.

All reports will be promptly investigated by the Executive Committee, or any other appropriate Committee of the Board, and appropriate corrective action will be recommended to the Board, if warranted by the investigation. In addition, action taken must include a conclusion and/or follow-up with the reporter for resolution of the concern.

The Executive Committee has the authority to retain outside legal counsel, accountants, private investigators, any other resource, or refer to another appropriate Committee of the Board, as deemed necessary to conduct a full and complete investigation of the allegations.

Acting in Good Faith

Anyone reporting a concern must act in good faith and have reasonable grounds for believing the information disclosed indicates an improper accounting or auditing practice, or a violation of YWCA policies. The act of making allegations that prove to be unsubstantiated, and that prove to have been made maliciously, recklessly, or with the foreknowledge that the allegations are false, will be viewed as a serious disciplinary offense and may result in discipline, up to and including termination of employment. Such conduct may also give rise to other actions, including civil lawsuits.

Posting and Notification

This policy is to be posted in YWCA offices, including in the Employee Manual and communicated to all new staff and board members as part of their orientation.  

Appendix A. Emergency & Crisis Response Manual 

Purpose Statement

The following manual describes the appropriate responses to various emergency situations. Sources used by the YWCA Gettysburg & Adams County to prepare this manual include FEMA, PEMA, DPW, and Adams County agency instructions.  Adopted by the YWCA Gettysburg & Adams County Board of Directors, the procedures are to be followed in the event of an emergency. 

The foremost objective is to the safety and welfare of the children, staff, and persons at the facility affected by the event.  

i. Overview

The YWCA Gettysburg & Adams County is located on the boundary between the Gettysburg Borough and Cumberland Township and may request the assistance of either or both emergency departments. The close proximity of the YWCA to the Lutheran Theological Seminary requires some coordination of responses by the two institutions.

The Child Enrichment Program located in the YWCA 909 Fairfield Road facility necessitates designing a comprehensive plan as well as childcare-specific procedures. Emergencies occurring in the evening hours or on weekends when the Child Enrichment Program is closed do not require all the named procedures.

The YWCA will use the following written manual to respond to emergency situations including weather-related, hazardous materials, fire, and utility failure, acts of civil unrest, bomb threat, potentially violent situations and terrorism. There may be common functional responses to various scenarios as most responses include contacting emergency personnel and fall into one of several situations. For example, the response in the case of a HAZMAT spill will be the same as the response to a bomb threat for evacuation procedures.

In the event of an emergency, it is doubtful that personnel will have the time to read through manuals; therefore drills should be held to practice responses and all employees should know their role in a crisis. The procedures themselves are designed to allow personnel to act efficiently by using clear procedures that answer the basic who, what, where and how to respond. Checklists ensure that infrequently practiced emergency tasks are not omitted. The manual should be reviewed at least annually and reflect any staff or contact information changes immediately.

Information on charts and maps should be updated and phone numbers and named personnel should be maintained to reflect current information. Procedures fall into several categories: shelter within the organization, shelter outside the organization but remaining on the grounds, evacuating to nearby location, and evacuating to shelters intended for longer use as declared by county, state, or federal officials.

B.
Roles

In the event of an emergency situation, one of the most important steps is to remain calm and encourage others to do so also. Directors will have leadership roles and staff will assist with the concerns of others who are in the building, such as members. All departments have roles in an emergency.

In the event of an emergency or accident the Executive Director is to be contacted. In the absence of the Executive Director, a designated staff member or the Chair of the Board of Directors will assume a leadership role. The Director of Finance & Administration will assist the Director during an emergency. Staff may be asked to assist with various roles.

Departments with children (swimming lessons, gymnastics classes, etc.) will coordinate efforts with CEP. However, the instructor continues to remain with children and assists in crisis procedures.

Child Enrichment Programs/C&Y Programs: There are specific duties and responses to emergency situations for CEP, which are described in the Child Enrichment Program’s Emergency Manual. The actions pertain specifically to youth and include additional evacuation and transportation information. All staff are to be trained to respond to emergencies. A copy of the Crisis/Emergency Manual is to be provided to county emergency officials.

Sports and Fitness: Follow YWCA emergency procedures. Assist where possible. Class instructor will see to persons from their class if an emergency occurs during an Sports and Fitness program. Sports and Fitness staff working with children participating in an Sports and Fitness class, such as gymnastics, will coordinate with CEP while remaining with children. Off-site activities staff will carry emergency contact information.

Aquatics: Follow YWCA emergency procedures. Assist where possible. Instructors and/or lifeguards see to people in pool area, locker rooms and special needs changing room. Coordinate with CEP while remaining with children.

Administration: Coordinate efforts with emergency services, ensure supplies in locker are present, act as team leaders in crisis situation, maintain and review manual. Supervise periodic safety checks of the facility.

Maintenance: identify shut-off valves and switches for gas, oil, and electricity. Post a chart showing shut-off locations to be used in an emergency. If present, maintenance personnel shut down systems.

Membership/TLC: Assist in emergency response. Front desk personnel may be key person relaying information to members and those renting the facility, and contacting emergency professionals. TLC to coordinate efforts with CEP.

Food Service: Maintain adequate supplies of non-perishable food and water for emergency use in the CEP supply closets. Front desk staff, staff person receiving a fax concerning emergency or Executive Director will immediately notify renter in the leased kitchen space, currently Ragged Edge 2, that they must shut off the gas.

Road Scholar: Programs held off-site. Coordinators have participant health forms and emergency contact information. Inform YWCA Director of any crisis.

All staff are responsible to notify the Director or designee, follow emergency procedures, and aid in the safety and welfare of children and persons at the facility.

C.     Quick Reference Emergency Response: Emergency Event:
2.    Fire alarm, smoke, toxic fumes

909 Fairfield Road, entire facility (Community Rooms, Childcare rooms, Lobby, Pool, Gymnasium and the             Margaret Trew Cline Fitness Center):

Pull the nearest fire alarm, alarm sounds along with strobe lights. Signal is sent to an alarm company, traveling to county control which automatically alerts the fire department.



Contact Director and other necessary emergency personnel

Evacuate building (One person in each department will sweep rooms as safely as possible) to Pavilion or to the Lounge in the Seminary’s Valentine Hall 

2.   Telephone bomb threat or threat to center


   Gather information from caller

   Dial 911


   Contact Director and other necessary emergency personnel

     
   Complete Caller Form used for telephone threats

   Evacuate building (One person in each department will sweep rooms as safely as possible) to the Lounge in the    Seminary’s Valentine Hall

3.  Suspicious Item


  Dial 911


  Contact Director and other necessary emergency personnel

  Evacuate building (One person in each department will sweep rooms as safely as possible) to Pavilion or the   lounge in the Seminary’s Valentine Hall. 

4. Medical Emergency

  Dial 911


 Contact Director and other necessary emergency personnel

5. Potentially dangerous presence in the building
Dial 911-short exact description should be given
            Two situations: 2 different phrases to notify (Be direct, plain English!).

· Custodial disputes - Use code phrase over intercom - Attention all staff, Betsy Ross, please report to the South side of the building – it is important to give location, front doorway/lobby is south side; playground is east side; pool is west side; fitness center is north side. Repeat phrase twice.

· Shooter in the building – Use phrase Attention all staff, Shooter in the building – repeat twice. (This could be a person with any type of weapon looking to actively cause harm.) Again, mention where they are located as in custody dispute above. 

Natural Disaster (building safe i.e.: hurricane, tornado)

Official announcement of need for evacuation


Contact Executive Director and other necessary emergency personnel

Evacuate classrooms and all members and guests to the locker rooms near pool (CEP to women’s locker room)

Take attendance prior to leaving classroom and after arriving at evacuation site.

CEP bring emergency contact forms, first aid kit, emergency kits, cell phone

Natural Disaster (building not safe)


Official announcement of need for evacuation


Contact Director and other necessary emergency personnel


Evacuate building to the Lounge in the Seminary’s Valentine Hall

6. Federal/State/Police Directed

 Official announcement of need for evacuation

 Contact Director

 Call ACTA for transportation

 Follow instructions of emergency personnel

 Evacuate to Four Square Church, 330 West Middle Street, Gettysburg or location directed by emergency               personnel
7. Emergency Numbers

     Emergency




     911

  Cumberland Township Police


     911





  County Emergency Services


     334-8603

  PA State Police – Gettysburg


     334-8111

  ACTA Transportation



     337-1345 or 1-800-830-6473

Day Care Center Relocation Facility: Foursquare Church
334-5410

* Keep updated key staff and key board members numbers available 

In the women’s pool locker room is an “Emergency Locker” containing:

· A battery-run radio

· Spare batteries

· A first aid kit

· Flashlight

· Scissors

· Duct tape

· Plastic sheets pre-cut for covering vents

*Staff should familiarize themselves with emergency locker location and locker key locations

D.     Media
The Executive Director is the Spokesperson. In the absence of the Executive Director, a designated staff member or the Chair of the Board of Directors will assume the leadership role. 

Staff and volunteers should not discuss the crisis with the media or other outside persons. This is especially true for speculations made to the media or elsewhere until information has been verified. Families of those involved will be contacted prior to any communications beyond authorities.
Communication should be handled by the Spokesperson; refer any inquiries to the Spokesperson if questioned.  Front desk personnel and persons answering the phone should have a good knowledge of the procedures and are to refrain from answering outside questions.

If questioned by the media or otherwise, please remain polite but refer the call to the designated Spokesperson. Questioning can become insistent so a practice session may be held on fielding calls.

If it is deemed necessary to hold a press conference, the spokesperson should call the conference and include media, key staff and volunteers, and any authorities taking a primary role in responding to the situation. The media may tour the facilities with the spokesperson when the situation is contained and all necessary facts are known.

E.     Additional Roles

Because emergencies may happen at any moment, not all staff will be present at any given time. The senior staff members in the areas of the building that are in operation at the time (include Sports and Fitness, Aquatics, Service Desk and CEP) should immediately determine the following:

· Who will carry cell phone?

· Who will carry AED?

· Who will obtain Emergency Locker key?

· Who makes sure all in building are accounted for?

· Who shuts down systems, i.e. electrical or gas?

· Who contacts Director?

These roles will be assigned to senior staff by the executive director. 

F.     Additional Information

Anyone observing an emergency situation should notify Director, call emergency personnel as necessary, sound alarm, and relay information.

All staff should also know the following:

· Location of emergency locker keys

· Intruder intercom code

· Location and usage of emergency alarm pull downs 

· Location of fire extinguishers

· Location of AEDs

G.    Emergency Systems

Fire Alarms are located at Emergency Exits and are triggered by pulling the handles. When fire alarms are pulled at the Emergency Exits, a signal goes to our control panel, which in turn sends a signal to an alarm company, traveling to county control, which automatically alerts the fire department. 

Emergency Exits are found along exterior walls. Each emergency exit door sounds an alarm when opened as long as alarms are turned on.

Intruder/Emergency 
Central Computerized Fire Alarm System is located in the closet upon entering the fitness center on the right, directly underneath the steps leading to the administrative offices.

Fire Extinguishers are located throughout the building as shown on the schematic floor plan (Attachment 11) and at each emergency exit in the fitness facility.

Emergency Lockers are located in the women’s pool locker room.  Locker contains emergency supplies. The CEP Director, service desk and fitness desk attendants hold keys for the Emergency Lockers.

In the event of threats by bombs or Weapons of Mass Destruction (WMD), the following are guidelines:

1.
Anonymous Caller Indicating Bombs/WMD 

a. Notify Cumberland Township police department through 911.

b. Evacuate the building and follow procedures as outlined in Crisis Manual.

c. Make available to law enforcement officials the person or persons who received the call.

d. Make available to law enforcement officials the WMD Threat Report Form.

2.
Potential WMD Device Found


a. Call 911 – Do Not touch or otherwise move potential threat.



1. Provide information and location re: the device or substance.



2. Advise of potential release/detonation of WMD.

b. Evacuate the building to a safe distance following YWCA crisis procedures.

c. Make available to law enforcement officials the person or persons who discovered the package or device.

d. Do not return to building until instructed it is safe to do so by law enforcement officials.

3.
 Envelope with Potential Threat

a. Do Not touch or otherwise move the letter or substance.

b. Call 911 - Provide information and location.

c. Evacuate the building to a safe distance following YWCA crisis procedures.

d. Isolate persons who came into contact with letter or material separate from other evacuees.

e. Make available to law enforcement officials a person capable of disabling the ventilation system.

f. Make available to law enforcement officials a list of all persons present in the building at the time of the incident.

g. Do not return to building until instructed it is safe to do so by law enforcement officials.

H.    Bomb/WMD Threat Report Form

Instructions: Be calm and courteous and listen. Do not interrupt the caller. If possible from another phone, have someone contact 911 while the caller is on the line.

Action to take after caller hangs up: Notify your supervisor and call 911. Talk to no one other than the authorities.

Date: __________________
Time Began:_________
Time Ended:__________

Exact words of person placing the call:

Questions to Ask:

1. What is the device (bomb, anthrax ,etc.)

2. Where is it?

3. What does it look like?

4. Why did you plant it? 

Try to determine the following: (circle as appropriate)

Caller: Male

Female

Adult

Juvenile
Senior Adult

Voice:
Loud

Soft

High Pitch
Deep

Raspy

Quiet 

Other: ___________________________________________________________

Accent:
Local

Not Local
Foreign
Region/Nationality: ______

Speech: Fast

Slow

Distorted
Stutter

Nasal
Slurred

Other: ___________________________________________________________

Language:

Excellent
Good

Fair

Poor

Manner:
Calm
Angry
Rational
Irrational
Coherent
Amused
Deliberate
Emotional
Righteous
Intoxicated

Background Noise:
Office Machines

Factory Machines
Music

Trains

Mixed

Street Traffic

Airplanes
Crowded Area

Other: _________________________________________________________________

Your Name:

Contact Information:

I.    NOTIFICATION PHONE LIST
	NAME/CENTER/OFFICE/AGENCY
	TELEPHONE #

	Deb Geesey, Executive Director
	334-9171 (O)

334-6060 (H)

870-6750 (C)

	Bud Glass, Buildings & Grounds Director
	334-9171 (O)

752-5525 (C)

	County Emergency Services
	911

334-8603

	Pennsylvania State Police – Gettysburg Station
	334-8111

	Day Care Center Relocation Facility

Four Square Church, Contact: Lania Wehler
	334-5410

	Facility Transportation Provider(s)

Adams County Transit Authority
	337-1345

1-800-830-6473
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J.    Facility Layout and Assembly Area
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