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[bookmark: _Toc55826211]WELCOME MESSAGE

Rock-Walworth Comprehensive Family Services, Inc. of Rock and Walworth Counties Head Start & Early Head Start continues to work to fulfill its services of enhancing the quality of life for eligible children and their families in Rock & Walworth Counties. We strive to meet the needs of the whole child, meaning every child, in every school, in all of our communities deserves to be healthy, safe, engaged, supported and challenged. This approach helps us stay committed to our mission which is that in partnership with parents and collaborating with stakeholders; RWCFS will support children’s readiness for school and life success, by developing independence and self-sufficiency, strengthening families and promoting social justice. In addition to meeting the needs of children and their families, we continue to focus on staff health and wellness. 
Our dedicated staff is the foundation to our program and your well-being is important to its continued success. Together with our parents, staff, and our community partners, we look forward to another year of helping children develop an early foundation for learning.  
Whether you have been here for 30 years, or join our team today, I personally welcome you to RWCFS and am grateful that you are here!

Sincerely,

Cecilia Dever

Cecilia Dever, Executive Director 
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[bookmark: _Toc55826213]OUR HISTORY												

Rock/Walworth Comprehensive Family Services, Inc. (RWCFS) traces its history to the original development of Project Head Start in 1965.  Concerned citizens of Rock and Walworth Counties, Wisconsin were among the first in our area to secure the funds necessary to bring RWCFS programing to the residents of Beloit and Janesville.  The Community Action Program of Rock and Walworth Counties served as the first grantee and administrator of RWCFS until 1979.

Our current organization was created incorporated in 1979 to act as a single purpose, non-profit organization solely dedicated to the administration of RWCFS programing in both Rock and Walworth Counties.  As a RWCFS program, we mobilized resources throughout the two county service areas to combat the effects of poverty for residents with children ages three to five.  We promote and enrich family life for those affected by poverty through planning and administering programs designed by parents for parents and their children.  

In 2002 our program expanded to include services to pregnant women and residents with children from birth to age three in Rock County.  Our Early Head Start program is an exciting addition to our dedication to combating poverty in Rock County serving families with children from prenatal period to age five!

In 2009 with the American Economic Recovery/Investment Act (AERA) Early Head Start was expanded to Walworth County.  Walworth Co. EHS is a homebased program serving pregnant women and families with children birth to age three.  Our Home Visitors do weekly home visits to support families in setting/reaching self-identified goals for their family and child/ren.  Home Visitors recognize that parents are their children’s first teacher and support them in this role by providing resources and helping with referrals when needed.  We provide socialization opportunities for families at two play groups per month.  We also provide parent center meetings where parents are encouraged to suggest topics of interest and are given leadership opportunities. 

In 2013, a collaborative program between RWCFS and the School District of Beloit was established to serve 8 parenting teens at risk for failing to complete school.  The collaborative program provides school work space for parenting high school students while their babies learn in the EHS center-based classroom.  

[bookmark: _Toc55826214]OUR GOVERNANCE											

RWCFS is governed by a Board of Directors and a Policy Council.

As the body responsible for the legal and fiscal aspects of RWCFS, the Board of Directors has final responsibility for adopting personnel policies and procedures and policy revisions and may make exceptions in individual and rare circumstances.  The Board of Directors delegates to the Executive Director the day-to-day responsibility for the management, supervision, interpretation, and implementation of this handbook’s contents. 

The program’s Board of Directors and the Executive Director will adhere to all shared planning and decision-making requirements as outlined in the RWCFS Performance Standards and the Board of Directors By-Laws.

The Policy Council, consisting of at least 51% current RWCFS parents, is an advisory group that is responsible for approval of RWCFS’s policies and for program self-evaluation in accordance with the Head Start Performance Standards and Policy Council By-Laws.

[bookmark: _Toc55826215]OUR GUIDING PRINCIPLE & MISSION								

Learning Today, Building Tomorrow, Changing the Future

In partnership with parents and collaborating with stakeholders, RWCFS will support children’s readiness for school and life success, by developing independence and self-sufficiency, strengthening families and promoting social justice.

[bookmark: _Toc55826216]OUR CORE VALUES											

· We celebrate every individual’s strengths, as well as each family’s definition of itself.
· We believe in providing healthy, safe environments and encouraging life-long learning.  
· We believe in shared leadership where opportunities are present for everyone to develop to their fullest potential.
· We believe every family is its child’s most influential teacher and most powerful prevention mechanism.
· We know we are stronger when we have meaningful partnerships within the community.
· We believe healthy relationships will result when we reflect compassion, dignity and mutual respect for diversity. 
· We believe all activities should promote the wellness and growth of our communities.
· We embrace and encourage change to improve opportunities for our staff, children and families.
· We believe that our children and families deserve excellence in service provision.

[bookmark: _Toc55826217]OUR REGULATIONS, RULES & STANDARDS								

Our operations are overseen by the Department of Children and Families (DCF) and regulated by the Wisconsin Administrative Code Licensing Rules for Group Child Care Centers (DCF 251).  All employees will receive a copy of DCF 251 and will be trained on Program Performance Standards for the Operation of RWCFS Programs by Grantees (45 CFR Part 1301 to 1305).  You are required to report any potential non-compliance to your supervisor immediately.


Accident Reporting
DCF 251.04(3)(a) states, “Any incident or accident that occurs while the child is in the care of the center that results in professional medical evaluation within 24 hours of the licensee becoming aware of the medical evaluation.”  Therefore, any injury to a child during program participation which requires medical treatment must be documented on the RWCFS Incident Report Document by center Employees immediately responsible for the child.  The completed form must be submitted to the person in charge of the center by the end of the day of occurrence.  A determination will be made regarding who will contact the facility’s assigned Child Care Licensing Specialist and forward the Incident Report Document to the Department of Children and Families.
 
Child Abuse and Neglect
All employees of RWCFS are mandated to immediately report child abuse and/or neglect or suspected child abuse and/or neglect to the local child protective service organization/Department of Human Services. The employee making the report is responsible for documenting the incident and submitting it to the Family Service Manager within twenty-four (24) hours as well as informing the person in charge of the center about the incident.  Employees are required to follow RWCFS’s Child Abuse/Neglect Policy and Procedure. 

See, FCP-1.
 
Positive Guidance
DCF 251.07 (2) requires that actions used for child guidance must be positive and that any actions that are psychologically, emotionally, or physically painful, discomforting or dangerous are prohibited.  Refer to the positive guidance handbook for permitted approaches and techniques.  See also, MH-3.
 
Supervision of Children
In accordance with DCF 251.055(1)(a), “[E]ach child shall be supervised by a childcare worker who is within the sight and sound of the children to guide the children’s behavior and activity, prevent harm and ensure safety.” RWCFS will permit no child in our care to be unsupervised at any time.  All RWCFS employees are responsible for reporting potential Child Care licensing and Performance Standard violations in accordance with organization protocol.

* * *
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This handbook has been prepared by RWCFS (also referred to as “we” or “us”) to provide you with general information about some of the policies and programs that may affect your employment. This handbook is not intended to be a legal statement of benefits, nor a comprehensive explanation of our personnel policies and practices. 

This Employee Handbook supersedes and replaces any and all policies and related materials in direct conflict with this handbook and made available to employees.  

Modification
The policies and procedures outlined in this handbook are those currently in effect, subject to change from time to time.  RWCFS retains the sole discretion to add, delete, or change anything contained in this handbook, with or without notice, to the extent allowed by law.  Only the Executive Director in concurrence with RWCFS’s Board of Directors and Policy Council are authorized to revise, delete or otherwise change policies, and to make the final determination in interpreting or applying policies.  

Definitions
Throughout this handbook the following terms are defined as set forth below: 
· Supervisor refers to your immediate supervisor and next level manager when the supervisor is not available or a higher-level authorization is required.
· Program Design Director refers to the coordinator of Human Resources for your program.  
· Payroll refers to the central RWCFS Payroll Department.
· Finance Director refers to the central RWCFS Finance Director.
· Executive Committee of the Board of Directors refers to those Board members serving on the committee having the final authority for all employment-related issues.

Questions or Concerns
We cannot anticipate every question that might arise in the course of employment. While this handbook provides information about topics most often of interest to employees, you may, on occasion, have a question or concern that is not addressed in the handbook. If that occurs, you should direct your questions to Program Design Director or your supervisor.

Nothing in this handbook, nor any other written or verbal communication, is intended or should be interpreted as creating a contract for employment or a guarantee for benefits for any particular period of time, nor does this handbook change the "at will" employment relationship between RWCFS and any of its employees.   Agreements, promises or guarantees that alter the at-will status of an employee or otherwise create a contract for any particular term or condition of employment must be specified in writing and expressly approved by the Executive Director.

* * *


[bookmark: _Toc55826219]EQUAL EMPLOYMENT OPPORTUNITY

RWCFS is an Equal Opportunity Employer and believes in equal opportunity free from discrimination for all employees, applicants and contractors.  

In accordance with both federal law and the State of Wisconsin, individuals are protected against discrimination because of their race, color, religion, national origin, age, sex (including pregnancy, childbirth and related medical conditions), sexual orientation or gender identity, disability (physical or mental), genetic information, protected veteran or military status or military service, creed, marital status, ancestry, arrest or conviction record, use or non-use of lawful products off the employer's premises during nonworking hours, or declining to attend a meeting or to participate in any communication about religious matters or political matters, or any other characteristic protected by law.

RWCFS is strongly committed to this policy and believes in the concept and spirit of the law.  RWCFS is further committed to ensuring that employment decisions are based on valid job requirements. In addition, all employment actions, such as recruiting, hiring, training, promotion, compensation, benefits, transfers, layoffs and termination are administered fairly to all persons on an equal opportunity basis, without discrimination on the basis of protected categories, as stated in the EEO policy, above.
 
RWCFS will not tolerate employees and applicants to be subjected to harassment, intimidation, threats, coercion or retaliation because they engaged or may engage in filing a complaint or assisted in a review, investigation or hearing related to any federal, state or local law requiring equal employment opportunity, or because they opposed any unlawful act.  

RWCFS will provide qualified applicants and employees with disabilities any needed reasonable accommodations, as required by law.  See, Disability Accommodation policy, below.

Affirmative Action Program
The Executive Director and Board of Directors support this affirmative action program and have appointed Program Design Director as RWCFS’s EEO Coordinator. The EEO Coordinator’s responsibilities include implementing an internal audit and reporting system to monitor and measure the effectiveness of RWCFS’s equal employment opportunity efforts and report to executive management on this and any needs for remedial action.

RWCFS maintains affirmative action plans for minorities, women, individuals with disabilities and protected veterans. Any questions regarding these plans or RWCFS's equal opportunity policy should be directed to the EEO Coordinator who is responsible for the implementation of the plan. All employees are responsible for supporting the concept of equal employment opportunity and affirmative action and assisting and cooperating in meeting our plan goals.

If you wish to view the plans for protected veterans and individuals with disabilities, contact the EEO Coordinator during normal business hours and arrangements will be made for the areas of the plan available for inspection under the law.

[bookmark: _Toc55826220][bookmark: _Hlk48651784]ANTI-HARASSMENT & NON-DISCRIMINATION							

RWCFS is committed to providing a workplace free from harassment, discrimination, bullying and other offensive behaviors. All employees are required to treat everyone with professionalism, courtesy and respect.  RWCFS prohibits workplace discrimination or harassment of any kind for any reason, whether committed by its employees or directed against its employees.  

This zero-tolerance policy applies to all individuals interacting with RWCFS, including applicants for employment, temporary workers, independent contractors, business partners, families and visitors.  This policy applies not only to the workplace during normal hours of operation, but also to all work-related activities and functions, both on and off program premises.  Such activities and functions may be conducted in person, over the phone, in writing or through electronic communications, such as email, text messages, instant messages, blogs and social media postings. 

Harassment includes any unwelcome behavior that is offensive, abusive, threatening, intimidating, humiliating or degrading to another individual. The behavior can be verbal, written, visual, or physical and can arise out of in-person or electronic communications. While harassment may be based on protected class status, other offensive behavior that impairs morale and interferes with work effectiveness, including bullying, joking and teasing, are also prohibited under this policy. 

[bookmark: _Hlk23947879]We are committed to accomplishing the goals of this policy and expect all employees to do the same. By working together, RWCFS will be a positive and productive work environment for everyone. 

Sexual Harassment 
[bookmark: _Hlk14880294]One type of harassment is sexual harassment. Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when this conduct explicitly or implicitly affects an individual’s employment, unreasonably interferes with an individual’s work performance, or creates an intimidating, hostile, or offensive work environment. 

The federal law prohibiting sexual harassment is the Civil Rights Act of 1964 and is enforced by the EEOC. Under Title VII of the Civil Rights Act of 1964, sexual harassment is a form of sex discrimination. Sex discrimination involves treating someone (an applicant or employee) unfavorably because of that person's sex. 

There are two types of unlawful sexual harassment:
1) Quid pro quo (tangible employment action). “You do something for me, and I’ll do something for you.” This means that a supervisor or superior may not tell a subordinate that in order for them to receive a promotion, raise, preferred assignment, or other type of job benefit – or to avoid something negative like discipline or an unpleasant assignment – the subordinate must do something sexual in return. 
2) Hostile work environment. A hostile work environment may occur when unwelcome sexual advances, requests for sexual favors, or any conduct of a sexual nature has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.

Sexual harassment does not have to be of a sexual nature, however, and can include offensive remarks about a person’s gender, sexual orientation or gender identity. For example, harassing a woman by making offensive comments about women in general constitutes illegal sexual harassment.  Sexual harassment can be committed by both men and women and can be directed toward someone of a different sex or the same sex.  

Examples of sexual harassment or other harassing or offensive behaviors include, but are not limited to:
· requests or demands for sexual favors
· verbal abuse, insults, offensive comments or jokes
· sexually explicit language or images
· sexual innuendo language or images
· leering and lewd gestures or facial expressions
· slurs, epithets or name-calling
· offensive messages posted on social media
· unwelcome sexual advances, flirtations or propositions
· ridicule, mockery, insults or put-downs 
· physically displaying or sending discriminatory, sexually suggestive, pornographic or other offensive content or pictures, including photos, posters, calendars, drawings and cartoons
· sabotage or interfering in the work of another
· unwelcome touching or physical closeness
· unwanted romantic advances
No one will be denied or given employment opportunities based on rejecting or accepting sexual harassment behavior prohibited by this policy.

Complaints 
If you believe you have experienced or observed harassment or discrimination, notify your supervisor or Program Design Director.   Supervisors must promptly notify the Program Design Director or Executive Director of any harassment or discrimination either observed or brought to their attention.  This is important in order for RWCFS to have the opportunity to address the issue.  

In addition, you have the right to file a complaint with the Equal Employment Opportunity Commission (EEOC) by calling (800) 669-4000 or for the hearing impaired, (800) 669-6820.  Information for contacting the EEOC office for Milwaukee can also be found at https://www.eeoc.gov/field/milwaukee/charge.cfm. 

EEOC remedies for substantiated cases may include compensatory and punitive damages, such as paying victims for out-of-pocket expenses caused by the discrimination (such as costs associated with a job search or medical expenses) and compensating them for any emotional harm suffered (such as mental anguish, inconvenience, or loss of enjoyment of life).

Investigations & Retaliation
Program Design Director has the overall authority for enforcing this policy and investigating violations.  Reports of harassment or discrimination will be promptly investigated in as discrete a manner as possible.   Confidentiality will be maintained to the extent reasonably possible to conduct a thorough investigation.

Retaliation of any kind against any person for complaining, reporting, filing a charge or participating in an investigation or lawsuit is strictly prohibited.  All reports of retaliation will be taken seriously and investigated promptly. 

[bookmark: _Hlk23947820][bookmark: _Hlk23947688][bookmark: _Hlk12617748]Any employee who engages in retaliation against another will be subject to corrective action, up to and including termination of employment.  Supervisors must promptly notify Program Design Director of any retaliatory conduct either observed or brought to their attention.   

Violations
[bookmark: _Toc355381]All employees are held responsible and accountable for complying with this policy.  Anyone found to have violated this policy will be subject to corrective action, up to and including termination of employment.  

[bookmark: _Toc55826221]WORKPLACE BULLYING										

Workplace bullying is defined as repeated inappropriate behavior, either direct or indirect, whether verbal, physical, or otherwise, conducted by one or more persons against others in the workplace or during the course of employment.  Workplace bullying includes the following forms of conduct:
1) Verbal – slandering, ridiculing, or badmouthing an individual or their family; persistent name calling that is hurtful, insulting, or humiliating; using an individual as the object of jokes; abusive and offensive remarks. 
2) Physical – pushing, shoving, kicking, poking, tripping, assault or threat of physical assault, or damage to a person’s work area or property. 
3) Gestures – non-verbal threatening gestures or glances which can convey threatening messages.
4) Exclusion – socially or physically excluding or disregarding a person in work-related activities.

The following are examples of bullying in the workplace:
Persistent singling out of an individual
Shouting or raising voice at an individual 
Using verbal or obscene gestures 
Not allowing the person to speak or express him/herself (i.e., ignoring or interrupting) 
Personal insults and use of offensive nicknames
Public humiliation in any form 
Constant criticism on matters unrelated or minimally related to the person’s job 
Repeated unsubstantiated accusations 
Spreading rumors and gossip 
Pressuring others to disregard instructions 
Manipulating the ability of someone to do their work (e.g., overloading, underloading, withholding information, setting meaningless tasks, setting deadlines knowing that they cannot be met, giving deliberately ambiguous instructions) 
Taking credit for another person’s ideas 
Unwanted physical contact or threats of abuse of an individual or their property  	

The purpose of this policy is to communicate to all employees that RWCFS will not tolerate bullying behavior.  If you have a question, complaint or concern related to this policy, immediately notify your supervisor or Program Design Director.  Violations of this policy will result in corrective action, up to and including termination of employment. 

[bookmark: _Toc55826222]DISABILITY ACCOMMODATION									

RWCFS is committed to providing equal employment opportunities to all employees, including qualified individuals with disabilities. This may include providing reasonable accommodation, where appropriate, so long as doing so does not create an undue hardship on RWCFS. 

In general terms, a reasonable accommodation is any change in the work environment or in the way things are customarily done that enables an individual with a disability to enjoy equal employment opportunities.  Reasonable accommodation can include, but is not limited to, job restructuring, reassignment, modified or additional equipment, an altered work schedule or leave, unpaid unless covered under benefits or available paid time off.  

[bookmark: _Hlk11145031]In general, you are responsible for notifying Program Design Director if you have a need for an accommodation. Upon doing so, RWCFS may ask you for your input, the type of accommodation you believe may be necessary, or the functional limitations caused by the disability. Also, when appropriate, RWCFS may need your written permission to obtain additional information from your physician or other medical or rehabilitation professional. Any information obtained is kept in a confidential employee file.

[bookmark: _Toc16760404][bookmark: _Toc355383]All requests for reasonable accommodations will be considered consistent with the business needs of RWCFS in accordance with state and federal law. All questions should be discussed with Program Design Director.

[bookmark: _Toc55826223]PREGNANCY ACCOMMODATION									

RWCFS will provide reasonable accommodations to employees for health conditions related to pregnancy or childbirth unless providing an accommodation would impose an undue hardship on the business. Reasonable accommodations include more frequent restroom, food, or water breaks; seating consistent with the employee’s essential job duties; and limits on lifting over 20 pounds. 

RWCFS will engage in an interactive process with the employee in order to determine what accommodations may be reasonable and may request information from the employee’s healthcare provider for additional assistance.  The employee’s supervisor and those identified as having a need to know may assist in determining the feasibility of the requested accommodation. 

Employees requesting an accommodation related to pregnancy or childbirth should contact Program Design Director.  

[bookmark: _Toc55826224]RELIGION ACCOMMODATION									

RWCFS will reasonably accommodate the religious beliefs, observances, and practices of its employees which conflict with employment requirements.  Employees must direct requests for reasonable accommodation to the Program Design Director.  The program will provide reasonable accommodation if it can do so without undue hardship on our operations.  

* * *
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[bookmark: _Toc55826226]AT-WILL EMPLOYMENT										

RWCFS employees are subject to ‘at-will’ employment.  That means you have the right to end your employment relationship with RWCFS for any reason or no reason at any time, with or without notice.  Likewise, RWCFS has the right to terminate the employment relationship for any lawful reason or no reason at any time, with or without notice. 

Agreements, promises or guarantees that alter the at-will status of an employee or otherwise create a contract for any particular term or condition of employment must be specified in writing and expressly approved by the Executive Director.

[bookmark: _Toc55826227]PROBATIONARY & TRAINING PERIODS								

Initial Probation
Your first 3 months of employment is considered an evaluation/probationary period.  This gives both you and RWCFS the opportunity to consider the fit for your position.  Probationary periods are extended due to summer layoffs but are not extended due to scheduled winter and spring breaks.

During your probation, your performance, attendance, attitude, and conduct will be subject to closer scrutiny to determine your ability to meet our expectations.  You and your supervisor are encouraged to have frequent conversations on a day-to-day basis to address any concerns in a timely manner.  As you reach the end of your probation, a more formal performance evaluation will be scheduled with your supervisor. 

Employees are not eligible to use accrued sick, personal or vacation benefits during their probationary period, but are eligible for holiday pay.   Successful completion of the probationary period does not create a guarantee of continued employment or any particular term or condition of employment.  You will remain an at-will employee at all times.  Your probation may be extended, within the discretion of your supervisor.  

Training Period
Employees who have just successfully completed their probationary period will receive a 6-month training period to provide an opportunity to receive additional support for learning your job responsibilities and overall program operations.  This support will be tailored to your needs with a goal of strengthening your performance and confidence in your new position.  

Employees are eligible to use their accrued benefits during their training period. 




[bookmark: _Toc55826228]PERFORMANCE REVIEWS										

Performance reviews are conducted to clarify performance expectations, identify training and professional development needs and promote supervisor-employee open conversation and feedback.  An initial performance review will be conducted as you reach the end of your probationary period.   Your review will include developing your Professional Development Plan.  

RWCFS conducts annual performance reviews based on program year.  During your annual review, you and your supervisor will review and update your Professional Development Plan. 

Additional performance reviews may be conducted on an as-needed basis, within the discretion of the supervisor and Program Design Director. 

[bookmark: _Toc55826229]INTERNAL JOB POSTINGS										

RWCFS is dedicated to selecting the best qualified individuals to fill available positions and encourages employees to seek new opportunities within the program.  New positions and vacancies will be posted within the discretion of RWCFS, which may include postings at the site, on the RWCFS website, indeed.com, through self-service portal/career section of Paylocity, and Facebook page.  You are encouraged to check these resources for any job openings. 

If you wish to apply for a position, you will need to submit an application in accordance with the instructions in the job posting and meet the following criteria:
· You must meet the minimum qualifications for the position;
· Your performance reviews for the last 3 years (or most current review if employed less than 3 years) must have met or exceeded standards; and 
· You must have notified your supervisor and obtained a written letter of recommendation to be submitted with your application. 

[bookmark: _Toc55826230]PROMOTIONS AND TRANSFERS									

You must have completed your initial probationary period to be eligible for a promotion into a new job classification or transfer to another work assignment, either within or outside of your service area.  

If promoted, you will be subject to a new 3-month probationary period and 6-month training period.  

If you wish to transfer, you must submit a written request to your supervisor with a copy to Program Design Director.  Employees transferring their same position are not subject to new probationary or training periods.




[bookmark: _Toc55826231]TRAINING AND DEVELOPMENT									

RWCFS believes employees are a valuable partner in meeting the organization’s mission, values, and vision. RWCFS supports the development of skills through both in-house and external training opportunities.  Your Professional Development Plan will be created through the annual performance review process.


Mandatory Meetings & Trainings
Safety training and employee orientation are provided to all employees. New employee orientation will include required topics from DCF 251 Licensing Regulations, as well as information related to internal rules, policies and procedures.  

Additional annual and periodic mandatory meetings and trainings will be conducted for your service area and on an all-Employees basis.  If you are unable to attend a mandatory meeting or training, you must follow standard procedures for requesting the time off in advance, receive pre-approval from your supervisor, and work with your supervisor to learn the information or reschedule the training.  Call-ins for an unexpected absence resulting in a missed mandatory meeting or training will be closely scrutinized and may be subject to corrective action.
                                   	
During meetings and trainings, all employees are expected to conduct themselves professionally and respectfully.  Cell phones must be turned off and may not be used except during break periods.  Employees are expected to participate in the entire training and may not leave early without pre-approval from their supervisor. 

You will be paid for all hours spent during mandatory meetings and trainings. The cost of the seminar and reasonable related expenses will also be paid by RWCFS.

External Training Opportunities
RWCFS will support professional development as the training and technical assistance budgets allow.  You must submit a completed request form to your supervisor reasonably in advance.  All external trainings must be pre-approved by both your supervisor and the Executive Director.  Assistance with coordinating travel arrangements may be available.  

Approval for external training requests will depend on several factors, including but not limited to:
· Consistency with your Professional Development Plan, qualifications for your position and demonstrated ability to meet performance standards
· Training and Technical Assistance Plan priorities and funding availability 
· Requirement and availability of a sub to cover your absence
· Any hardship on families served or interference with the ability to provide uninterrupted services

If approved, you will be required to attend the entire training and conduct yourself professionally and in a manner reflecting positively on RWCFS.  

For information regarding expenses related to external trainings and meetings, see Expense Reimbursement policy, later in this handbook.
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Telecommuting is a work scheduling benefit available to assist eligible employees with balancing work and personal life, allowing them to work out of their homes on either a temporary or ongoing basis, on a specific day(s) of the week. 

If your telecommuting request is granted, the arrangement may be modified or terminated at any time, within RWCFS’ discretion.  There may also be occasions when telecommuting is suspended for a period of time because of unexpected events, emergencies or operational needs.

The supervisor may approve occasional requests for telecommuting and must ensure appropriate staffing.  Any other requests contact the Executive Director in writing.

Eligibility
Telecommuting is not a universal benefit.  Not all positions are eligible for a telecommuting work arrangement due to the diversity of the role and responsibilities of positions.  Eligibility for a telecommuting work arrangement will be determined on a case-by-case basis, within the discretion of RWCFS.

When requesting a telecommuting work arrangement, we will work with you to determine what, if any, impact there will be on role and responsibilities, work schedule, compensation, and benefits.  We consider each arrangement to be unique to the needs of the organization and you based on information available at the time of the request. 

Employees must be available to respond to the Organization staff during scheduled work hours.  During business hours, the employee must answer phone, Teams calls, check voicemail and email as frequently as if in the office.  On occasion, it may be necessary to call an employee into the office to assist with Organization needs.  It will be expected the employee be available for such occasions even for same day requests.


Network & Information Security
Telecommuting employees are required to use the computer equipment and software provided.  Employees are responsible for ensuring appropriate connectivity to ensure they are able to fully execute roles and responsibilities, e.g., cell service, internet access.  Our Information Technology department will communicate with you about security requirements and set up access via a Virtual Private Network (VPN) since public Wi-Fi and the use of personal email accounts are prohibited.  As usual, strong passwords are required, and multi-factor authentication may also apply.  RWCFS may also electronically verify work hours.




Expenses
Employees will be provided a limited number of the supplies typically used when working onsite.  Out-of-pocket expenses for other supplies will not be reimbursed unless prior approval is received by your supervisor.  You must provide your own internet connection and wireless capabilities and will not be reimbursed for any expenses related to home equipment or furniture required to enable you to work from home. 
   
Work Hours & Availability
You will be required to accurately report your work hours and will be subject to the standard rules and requirements for timesheets.  (See, Timesheets policy, later in this handbook.)  During the agreed upon work schedule, you must be as available and responsive as if you were working onsite.  You will be required to minimize background noise, interruptions and distractions as much as reasonably possible, such as children, pets, music, TV and personal conversations. 

Confidentiality
You will be responsible for safeguarding the proprietary and confidential information of RWCFS and the children and families we serve.  You must restrict access and review of documents and screens containing organizational, employee, or children/family information.  For more details, see, HR12 Privacy-Confidentiality Policy, provided separately.


Program Equipment
Only employees are authorized to use or access equipment provided by RWCFS.  To ensure security of the information, only computers provided by RWCFS may be used to access organizational, employee or children/family information. 

RWCFS will provide repairs for normal wear and tear to RWCFS equipment, but will not be responsible for the maintenance, repair or replacement of any personal equipment.  Prior approval must be received before using personal equipment for work-related purposes.

Safety
RWCFS assumes no responsibility for injuries occurring in your at-home workspace outside the agreed-upon work hours. You must maintain safe conditions in your home workspace and practice safe work habits. If injured at home while working, you are required to follow the reporting procedures provided in the Workplace Safety policy, later in this handbook. 

Tax Implications
You will be responsible for determining and complying with any income tax implications of maintaining a home workspace.  RWCFS will not provide tax guidance or assume any tax liabilities.  You are encouraged to consult with a qualified tax professional.  
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In accordance with DCF 251.04(3)(g), RWCFS will comply with Child Care License requirements regarding continued employment of an employee with certain convictions or charges which prohibit employment or may potentially relate to the care of children at the center.

All employees must immediately notify the Program Design Director of any convictions or charges that have occurred since their last background check for review based on licensing requirements.  Failure to inform RWCFS, as required, will result in corrective action, up to and including termination.

[bookmark: _Toc55826234]SEPARATION FROM EMPLOYMENT									

RWCFS is an at-will employer, meaning that RWCFS may choose to terminate an employee for any lawful reason or no reason, with or without notice.  Likewise, you may choose to end your employment at any time, for any or no reason, with or without notice.  

You may be separated from employment with RWCFS for various reasons, including but not limited to the following:
· Voluntary Resignation – voluntarily initiated by the employee for any reason or no reason.  RWCFS requests a minimum 2-week written notice to allow for the opportunity to arrange for your departure.  Failure to provide the requested 2-week notice may result in ineligibility for rehire.
· Job Abandonment – initiated by the employee based on not reporting to work and not calling in for 3 or more consecutive days.  Job abandonment also occurs when an employee on temporary layoff fails to return the recall notice, as instructed, or fails to return to work on the specified date without notifying their supervisor.
· Termination – involuntary separation for misconduct, policy violation, performance, any other lawful reason or no reason in the best interests of RWCFS.
· Reduction in Workforce/Layoff/Position Elimination – based on the business needs or funding concerns of RWCFS, taking into consideration an employee’s seniority, skill level, performance and any other factor relevant to the decision, within the discretion of the Executive Director. 
· Retirement – voluntarily initiated by the employee based on length of service.

Benefits & Pay
Employees who separate from employment for any reason, whether through termination or resignation, will receive all unused vacation time accrued to the last day worked.  Unused sick or personal days are forfeited and will not be paid out upon separation from employment. 

Final pay will be issued on the next regular payday.  Employees eligible for COBRA continuation of their health insurance benefits will receive communication regarding their rights and responsibilities by separate communication, as required by law.  

Employees with questions or concerns about their final pay or COBRA should contact the Finance Director.  

Return of Property
Employees must return all items belonging to RWCFS programs or any of its employees, families or collaborating partners on or by the last day worked.  Such items may include, but are not limited to, keys, credit cards, cell phones, cameras, electronic/business equipment, two-way radios, and curriculum materials.  You may also be required to cooperate with any procedures to secure the protection of confidential information.  Failure to cooperate in returning or securing RWCFS property may result in legal action to protect RWCFS interests.


Exit Interview
If you separate from employment, you will receive an opportunity to complete a questionnaire and return it to the Program Design Director.  You may also request an exit meeting with the Program Design Director.  

Employees are encouraged to provide open and honest information.  The interviews provide valuable feedback to RWCFS regarding your experiences and concerns, helping us to identify areas for improvement.  No employee will be retaliated against in any way for providing honest feedback in good faith, either during their employment or after.
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Employees on temporary layoff may be recalled based on consideration of several factors, including but not limited to, seniority, skill level, work record, performance and any other relevant criteria, within the discretion of RWCFS.  Employees will be notified of their recall and expected return date.  

If you are recalled and fail to return the recall notice, as instructed, or fail to return by the date specified without notifying your supervisor, you will be presumed to have resigned your employment and all seniority and benefits will be terminated in compliance with RWCFS standards.      

RWCFS will generate an Early Head Start on-call substitute list to summer employees who are laid off.  Employees will need to sign up for a designated number of on-call days and will only be contacted if their services are needed for that day.  

* * *
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The following employment classifications have been established for compensation and benefits purposes.  Any change in your employment classification must be approved in writing by Program Design Director.

Regular Full-time:	An employee who is scheduled at least 30 hours per week on a regular and consistent basis. 

Regular Part-time:	An employee who is scheduled to work less than 30 hours per week on a regular and consistent basis. 

Substitute (“Sub”):	An employee scheduled to fill a currently existing job assignment due to the unavailability of the regular employee, with an anticipated beginning and end date.  This position’s funding is continuous.   

Temporary:	An employee hired for a specific, unique project which has a clearly defined beginning and ending date.  This position’s funding is not continuous. A temporary employee’s assignment is not expected to last more than 12 months.  

Contractor:	Any independent outside contractor or worker through a temporary employment organization.  Contractors are not employees of RWCFS but remain subject to RWCFS’s standards of conduct and behavior.  

Employees are further classified in one of the following two categories:
Category 1:  Full-Year – any employee who is scheduled to work throughout the entire calendar year.
Category 2:  Part-Year – any employee who is scheduled to work during the identified RWCFS program year, as defined by program design.

Exempt v. Non-Exempt Status
All employees are also classified by exempt or non-exempt status, as defined by the Fair Labor Standards Act (FLSA) and applicable state law.

Non-Exempt:	Typically referred to as “hourly,” these positions are entitled minimum wage and overtime and must retain accurate time records, as required by FLSA.  

Exempt:	Typically referred to as “salaried,” these positions are exempt from the minimum wage, overtime and timekeeping provisions of FLSA.  Exempt/salaried employees are paid a pre-determined amount regardless of their work hours each week and are not eligible to receive overtime pay.

If you are unsure of your employment classification, please contact your supervisor or Program Design Director.
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RWCFS will assign a regular work schedule to each employee.  RWCFS employees are expected to be available during regular operating hours, according to their assigned work schedule, whenever possible.

Because of the nature of RWCFS’s business and the complexities of programming, management reserve the right to assign schedules and locations and work hours may vary.  Your supervisor will make every effort to set schedules in advance, although these schedules may be changed if necessary to meet program demands.  

Employees are not permitted to deviate from their assigned work schedule without prior permission from their Site Team Leader/Supervisor.  All time off and overtime must be pre-approved by your Site Team Leader/Supervisor.  
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Your supervisor will determine the appropriate break periods for your position and hours.  If you are a non-exempt/hourly employee and take an unpaid meal break, you may not perform any work-related duties during that time and must accurately record the unpaid time on your timesheet.  

Additional break periods are at the discretion of the supervisor.  You may not combine or skip meal and other break periods to arrive to work late or leave work early. “Smoking breaks” are not additional breaks available to employees who smoke.

The abuse of break periods may result in corrective action.

Nursing Mothers 
RWCFS will provide reasonable unpaid break time each day to employees who need to express breast milk for their infant child. This break time must, if possible, run concurrently with any break time already provided to the employee. Any other time needed for this purpose will be without pay. 

If you have any questions or wish to request time off for this purpose, contact your supervisor or Program Design Director to discuss your options for a private location. 
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Operational needs may sometimes require you to work extra hours, beyond those for which you are usually scheduled. Whenever possible, RWCFS will notify you in advance if overtime will be required. However, you are expected to be available, and to work the extra time when needed, regardless of what notice has been given. 

Federal and state laws determine employee eligibility for overtime pay. All overtime must be pre-authorized by the supervisor or, in cases of emergency, will be subject to supervisory review and approval.

Overtime will be paid for any hours worked over 40 in a 7-day work week, at the rate of 1½ times the employee’s regular rate of pay.  In addition, you may choose to leave early the following week by 1½ times the hours you worked over 40 the previous week, as agreed by your supervisor.  Holidays, sick leave, personal leave, and vacation are not hours worked for the calculation of overtime pay.

Exempt employees are not eligible for overtime pay. 
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State and federal laws require RWCFS to keep accurate records of time worked by all non-exempt/hourly employees.  RWCFS requires all employees to record their time worked on the job performing assigned duties or other work-related projects.

Rules & Procedures

1) Daily completion:  To ensure accurate payroll processing, employees are responsible for completing their timesheets/activity reports on a daily basis and accurately recording the actual start and end time for their workday.  You must include any unpaid break period or time away from work, and any use of approved time off, including holiday, sick time, vacation time, personal time, jury duty, etc.  
2) Submission deadline:  Time sheets/activity reports must be submitted to your immediate supervisor by the end of the last day worked in the pay period unless otherwise notified.  You are responsible for submitting your timesheet/activity report by the deadline or you risk receiving an inaccurate or delayed paycheck. 
3) Lead Teacher Subs:  Assistant Teachers acting as lead while the Lead Teacher is out must document in the activity code section that their lead was out and the number of hours they were acting as the lead in order to receive sub Lead Teacher pay, based on education level. 
4) Classroom subs:  Hourly employees called in to sub in a classroom from the on-call list must document which classroom and the number of hours they were acting as a substitute to qualify for the additional $1.00 per hour.  (This does not apply to serving as extra support or covering bathroom breaks, etc.) 
5) Peer support: For employees who are acting in an assigned peer support role must document the number of hours they were acting in the role in order to qualify for the additional $1.00 per hour. 


6) Bilingual support:  
· For employees with bilingual skills, contact HR for the Bilingual Skills and Support Wages policy for timesheet recording process. Timesheet recording must be completed and approved by supervisor.
· Category 2 employees will be required to record hours providing bilingual support on their regular timesheet in which the service(s) was provided using the usual time in increments of .25 hours (i.e., anything under 7 minutes would be rounded down and anything over 7 minutes should be rounded up to the next quarter-hour). The time should be clearly stated in the comments section next to the activity code for Bilingual Support (BS). This will be reviewed/approved by the supervisor. 

7) Submission and certification:  By submitting the timesheet/activity report to your supervisor, you are certifying the accuracy of the information provided.  Director/Team Leader/Supervisor will review and approve before submitting for payroll processing.  Any corrections or modifications to time reported must be initialed by you and your Director/Team Leader/Supervisor, verifying the accuracy of the changes.

Any exceptions to the above procedures must be approved by the Finance Director or Executive Director.  Altering, falsifying, tampering with time records or recording time on another employee’s behalf will result in corrective action, up to and including termination of employment.  
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Our positions have been assigned a starting pay level and a range based on many factors.  RWCFS compensation is contingent upon available funds for your program.  If you have any questions about your compensation, please speak with the Program Design Director or Finance Director who are aware of the program-specific information.
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RWCFS paydays are bi-weekly, with the pay period beginning on Saturday and ending on the Friday two weeks later.  Pay is distributed or available on the second Wednesday following the end of the pay period.  If a holiday falls on a Wednesday, payroll will be distributed on the last business day preceding the holiday. 

You may elect to have your pay direct deposited into designated account(s) of your choice, receive an actual payroll check, or a combination of both.  If receiving a paper paycheck, your paycheck will be mailed on payday to your last known address unless other arrangements have been made in writing and submitted to the Payroll Department.  Paychecks will not be released to anyone other than the employee without prior written authorization to the Payroll Department, including family members.

Payroll data and information are administered through Paylocity.  Employees are required to create a username and password for accessing their online payroll information in Paylocity.  If you incur a change in any information affecting payroll, you will need to make the change in your account, including your mailing address, direct deposit account(s), marital status, number of dependents and withholding allowance.  

Deductions required by law (such as taxes, Social Security, garnishments, child support, etc.) and those authorized in writing will be withheld from your wages, as itemized on your paycheck stub or pay statement in Paylocity.  If you have any questions regarding deductions from your pay, contact the Payroll Department.  Employees are responsible for reviewing their pay and reporting any discrepancies or concerns to the Finance Office.  Payroll errors are generally corrected by the next payday.

If you lose your paycheck, RWCFS will issue a replacement check after ten (10) business days from the date of issue.  If you lose three (3) paychecks within a year, you will be required to authorize direct deposit into an account of your choice.

Payroll advances of any kind are strictly prohibited.  
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As a mission driven organization, our employees are vital to the provision of high-quality and cost-effective services to the children and families served by our programs.  Through the organization-wide incentive compensation payment plan, RWCFS recognizes the level of commitment demonstrated by employees who meet set criteria approved annually by both Policy Council (PC) and Board of Directors (BOD).

Annual Incentive Compensation
In November/December, the Policy Council and the Board of Directors will evaluate the possibility of offering incentive compensation for the upcoming calendar year.  If an incentive compensation plan is approved, the PC and BOD will establish the criteria for an incentive compensation award at the time the plan is approved.  If an incentive compensation plan is offered, the plan criteria will be communicated to all eligible employees no later than January 31st of the plan year.

Administrative Employees will make an incentive compensation payment recommendation to the PC and BOD in November.  The decision to offer incentive pay is up to the discretion of the BOD.  The BOD will decide whether incentive pay will be offered and the terms and conditions of the program, if offered.  Past payments are not intended to establish a pattern for future payments.  There is no guarantee that the budget will allow for incentive pay in any given year.

Eligibility
Only regular employees who have satisfactorily completed the 90-day introductory period are eligible to be considered to receive incentive pay.  Employees who work less than full-time may be considered for incentive pay at the BOD’s discretion. 

Employees who terminate their employment or whose employment was involuntarily terminated before the end of the incentive pay period (12 months previous to PC and BOD approval) are not eligible for any portion of the incentive for that period.  An employee must be employed by RWCFS throughout the entire 12-month incentive pay period to receive an incentive compensation payment.

Employee Referral Incentive
Our agency will give out rewards to every referrer. If you know someone who you think would be a good fit for a position at our agency, feel free to refer them. If we end up hiring your referred candidate, you are eligible for $100 referral bonus.  
Additional rules for rewards:
· We guarantee that rewards will be paid out within a month of the hired candidate successfully completing their probationary period.
· There is no cap on the number of referrals an employee can make. All rewards will be paid accordingly.
· If two or more employees refer the same candidate, only the first referrer will receive their referral rewards.
All employees are eligible to participate in our referral program except for:
· Directors (Executive, Fiscal, Program Design)
· Recruiters and hiring managers for positions for which they're hiring.
Note that hiring managers can’t refer anyone for a position for which they are directly or indirectly responsible. But they can refer someone for a position that’s in a different department, office or function. This exception doesn’t apply to directors.
The conditions for candidates who can qualify you for our rewards should:
· Have not applied to our company for at least a year.
· Be hired as permanent full- or part-time employees (not as temporary employees or contractors.)
You should reach out directly to the Program Design Director with referrals.
Generally, we encourage you to check our open positions and consider your social networks and external networks as potential resources for referred candidates.
Keep in mind that rewards may be subject to taxation. Please contact the Program Design Director or Finance Director for more information.
We may change our referral bonus program over time to add more interesting incentives. Employees who referred candidates before a reward was abolished will still receive the appropriate reward. The amount of any referral incentive compensation award depends on available funding from the applicable funding source.  RWCFS reserves the right to amend, reduce, interpret, or discontinue all or part of the referral incentive compensation program at any time for any reason or no reason.  We’ll communicate any change clearly and timely. Current program payments do not guarantee the availability of future payments. 

Discretionary Incentive Compensation
The Executive Director is authorized to recommend a discretionary incentive compensation program to the BOD.  The discretionary incentive compensation program may apply to one or more employees or groups of employees as approved by the BOD.  The timing and amount of any payments and the eligibility for the compensation will be established based on the Executive Director’s recommendation with BOD approval. 

The amount of any discretionary incentive compensation award depends on available funding from the applicable funding source.  RWCFS reserves the right to amend, reduce, interpret, or discontinue all or part of the discretionary incentive compensation program at any time for any reason or no reason.  Current program payments do not guarantee the availability of future payments.

* * *
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This section is an outline of the time off, insurance and other benefits available to employees and their eligibility requirements.  Additional details may be provided in a separate plan document. Any conflict between statements made in this handbook and any plan document will be governed and superseded by the plan document. 

Newly hired employees must complete the enrollment application in Paylocity within the first 30 days of employment.  

Benefits data, information and enrollment forms are maintained and submitted online through Paylocity.  All employees are required to create a username and password for accessing and managing their benefits.  Changes to your benefits will not be made without your confirmation.  

You are responsible for periodically reviewing your benefits information and status in Paylocity and notifying RWCFS of any discrepancy.  If you have any questions or concerns regarding your benefits, contact the Payroll Department or Finance Director. 

All benefits are based on RWCFS’s fiscal year, February 1st to January 31st.  RWCFS reserves the right to add, modify or terminate any or all benefits and premium contributions without notice. 

Medical Information Confidentiality
We understand that medical information about you and your health is personal and confidential.  We follow all federal and state laws regarding privacy of the medical information generated by our insurance plans, including HIPAA.  We are committed to protecting this medical information and keeping it separate from your general personnel file, accessibly only by authorized personnel.
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RWCFS recognizes 12 holidays, as set forth below.  Recognized holidays do not necessarily mean the entire organization will be closed.  Your particular program may operate on recognized holidays which may vary and will be subject to modifications based on business needs.  
	· New Year’s Day
	· Labor Day

	· Martin Luther King, Jr. Birthday
	· Thanksgiving Day

	· Good Friday
	· Friday After Thanksgiving Day

	· Memorial Day
	· Christmas Eve 

	· July 4th/Independence Day
· Juneteenth
	· Christmas Day 
· New Year’s Eve




If a holiday falls on a Saturday or Sunday, the observance of the holiday will be designated by RWCFS at the beginning of each program year.

* Employees will need to monitor their schedules during the weeks when there is a holiday.  Schedules may need to be adjusted.  


Eligibility
Regular full-time and part-time, full-year and part-year employees are eligible for holiday pay.  Substitute and temporary employees who are scheduled during a period in which a holiday falls are eligible for holiday pay.

Rules
Holiday pay will be subject to the following rules:
· You must be routinely scheduled to work on the day the holiday occurs.
· You must be on “active/paid” status the day before and the day after the holiday.  Employees on any unpaid leave of absence are not eligible for holiday pay.
· If a holiday occurs during pre-approved, scheduled paid time off such as vacation, sick or personal time, you will receive the holiday pay in lieu of using your paid time off.  
· If you incur an unscheduled absence on the day immediately before or after the holiday due to your own illness, you must either provide medical verification or a reason deemed acceptable and beyond your control, within the discretion of RWCFS, to qualify for holiday pay.  
· For back-to-back holidays (i.e., Thanksgiving, Christmas and New Year’s), if you work only one of the scheduled days (either before or after the holiday) and are absent the other, you will receive holiday pay for only the holiday directly following or preceding the day worked, unless you meet the verification or reason requirement, above.  

If you are deemed ineligible for holiday pay, you may request to use available personal, vacation or sick time, as applicable.

Holiday Pay
Holiday pay is an 8-hour day for those who regularly work 40 hours per week and prorated for those regularly working less than 40 hours, based on their regular work schedule.   Holiday pay does not count towards the calculation of overtime.

Floating Holidays
If a program remains open on a RWCFS recognized holiday, employees required to work a full shift will be eligible for a floating holiday.  If the entire organization is closed, pre-approval from the Executive Director is required to work that day.  

A floating holiday cannot be taken before the holiday and must be used within 3 months after the holiday. Accumulated, unused floating holidays are payable upon termination if the employee has given the requested resignation notice. An employee terminated for misconduct is not eligible for floating holiday payout.
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Our vacation benefit is designed for time off for rest and relaxation or taking care of other personal or family needs. 


Eligibility
Regular full-time and part-time, full-year and part-year employees are eligible for vacation time, accrued February 1st through January 31st.  Employees are not eligible to use vacation time until successful completion of the initial probationary period.

Accrual
Eligible employees accrue vacation time beginning on the first day of employment.  If you regularly work less than 40 hours your vacation time will be pro-rated based on your regular number of work hours. 

	
	Full-Year Employee
Maximum Accrual
Completed Years of Service on February 1
	Part-Year Employee
Maximum Accrual

	Full-Time 
	Less than 1 Year       Prorated
1-5 years                   104 hours/year
5-10 years                   128 hours/year
10 Years or more     160 hours/year
	Less than 1 Year    Prorated
1 year or more      80 hours/year

	Part-Time
	Prorated based on 40-hour work week
	Prorated based on 40-hour work week



Employees not in an active status both weeks of the pay period or working a reduced schedule will accrue vacation time on a prorated basis.  Employees do not accrue vacation time during any time off work not paid by RWCFS, including any unpaid leave of absence.

Use Rules 
The use of vacation time is subject to the following rules and conditions:
· Requests for vacation time must be submitted to your supervisor reasonably in advance, generally at least 10 days prior to your requested vacation date.
· The use of vacation time in advance of accruing requires pre-approval from the supervisor.  
· You must use your vacation time in full-day increments, unless approved otherwise by your supervisor.  This is necessary in order to provide adequate staffing for program needs. 
· If you work less than 40 hours, the hours paid for your vacation day will be prorated based on your regular work schedule.
· Eligible PART-TIME employees may only use vacations days on scheduled workdays.
· Eligible PART-YEAR employees must use their vacation days, as follows:  
· Up to 6 days during the assigned winter break; and
Up to 4 days during the assigned spring break.
· Time off requested outside of these break periods will require the use of personal time (see, Personal Time policy, later in this handbook).  
· Requests for time off not covered by vacation or personal time will be unpaid and subject to the Leaves of Absence policies, later in this handbook.  

Vacation time does not count as “hours worked” for the purposes of calculating overtime.


Accumulation & Termination
Vacation time does not accumulate or carry over from year-to-year.  Vacation time not used by January 31st will be forfeited, unless approved by the Board of Directors.

Vacation time cannot be used in lieu of a resignation notice.  Upon termination of employment for any reason, employees will be paid their unused vacation time accrued to their last day worked.  Vacation time used prior to accruing it will be treated as a pay advance and deducted from your final paycheck.  
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Sick time is provided to eligible employees to use for personal illness, medical appointments, or for the illness or medical appointment of an immediate family member unable to care for themselves.   Availability of sick time does not necessarily exempt you from RWCFS’s attendance standards.  (See, Attendance policy, later in this handbook.)

“Immediate family member” is defined as a parent, sibling, spouse, child, grandparent, grandchild, similar in-law and step-family members, and any person residing in the immediate household whose physical well-being is the responsibility of the employee. 

Eligibility
Regular full-time and part-time, full-year and part-year employees are eligible for sick time, accrued February 1st through January 31st.  Employees are not eligible to use sick time until successful completion of the initial probationary period.

Accrual
Eligible employees accrue sick time beginning on the first day of employment.  If you work less than 40 hours your sick time will be pro-rated based on your regular number of work hours.

	
	Full-Year Employee
Maximum Accrual
	Part-Year Employee
Maximum Accrual

	Full-Time 
	104 hours/year
	80 hours/year

	Part-Time
	Prorated based on 40-hour work week
	Prorated based on 40-hour work week



Employees not in an active status both weeks of the pay period or working a reduced schedule will accrue sick time on a prorated basis. 

Use Rules
The use of sick time is subject to the following rules and conditions:
· If you will be using sick time for a foreseeable reason, you should request your sick time from your supervisor reasonably in advance, generally at least 10 days prior to the date.
· If you will be unexpectedly absence, you follow all call-in rules as stated in the Attendance policy, later in this handbook.
· Non-exempt/hourly employees may use accrued sick time in partial-day increments for appointments or less than full-day absences.  The use of sick time may not result in more hours than regularly scheduled to work.   
· Exempt/salaried employees must use accrued sick time in full-day increments only.

Sick time does not count as “hours worked” for the purposes of calculating overtime.

Maximum Accumulation
Accrued sick time accumulates during continuous service, up to an 80-hour maximum (based on a 40-hour work week).  On January 31st, any accrued and unused sick time within the maximum will be carried over into the next fiscal year.  Any accrued and unused sick time in excess of the 80-hour maximum will be forfeited on January 31st. 

Employees do not accrue sick time during any time off work not paid by RWCFS, including any unpaid leave of absence.

Payout Upon Termination
Sick time is not paid out upon termination from employment.  Any unused, accrued sick time will be forfeited on your last day worked.  

[bookmark: _Toc55826249]PERSONAL TIME											

Personal time is a part of sick time, available for eligible employees to use for any personal reason.  If you do not have a positive balance of accrued sick time to cover the personal time requested, you are not eligible for this benefit and would be required to request unpaid time off or a leave of absence.  

Eligibility 
Regular full-time and part-time, full-year and part-year employees are eligible to use sick time for personal time, available February 1st through January 31st.  Employees are not eligible to use personal time until successful completion of their initial probationary period.  

Accrual
Personal time does not accrue separately from sick time.  Eligible employees may use personal time from their accrued sick time, as follows:

	
	Full-Year Employee
	Part-Year Employee

	Full-Time
	32 hours/year
	24 hours/year

	Part-Time
	Prorated based on 40-hour work week
	Prorated based on 40-hour work week



Use Rules
The use of personal time is subject to the following rules and conditions:
· Personal time may be used only with the prior approval from your supervisor, requested reasonably in advance, generally at least 10 days prior to the requested date. 
· Eligible PART-YEAR employees requesting time off outside of the break periods for vacation time are required to use their accrued personal time or the time off will be unpaid and subject to the Leaves of Absence policies, below.  

Personal time does not count as “hours worked” for the purposes of calculating overtime.

Accumulation & Payout Upon Termination
Personal time must be used during the fiscal year and does not accumulate or carry over from year-to-year.   Personal time cannot be used in lieu of a resignation notice.  Any unused personal time will be forfeited on your last day worked.  

[bookmark: _Toc55826250]CONTINUATION OF HEALTH INSURANCE COVERAGE (COBRA)					

[bookmark: _Hlk14869107]RWCFS complies with federal COBRA law requirements on the continuation of health insurance coverage, including medical, dental and vision insurances.  COBRA continuation coverage is available to you and your eligible dependents who lose insurance coverage due to qualifying events, at your expense.  Such qualifying events include death, divorce, a dependent reaching 26-years of age, termination of employment (including retirement) and certain reductions of hours or entitlement to Medicare benefits.    

[bookmark: _Hlk14869130]If you experience a qualifying event, you will be provided with the necessary notices and information for enrolling in COBRA continuation coverage through Paylocity or as otherwise required by law.  Once enrolled, you will be responsible for paying your full monthly premium costs in a timely manner or you may be considered to have dropped your coverage and forfeited your benefits.

Enrollment in alternative coverage may also be available through the Health Insurance Marketplace, Medicaid, or other group health plan coverage options (such as a spouse’s plan).  If you experience a loss of RWCFS’ group insurance coverage, you typically have 30 days to enroll in alternative coverage.  Some of these options may be more cost-effective than COBRA continuation coverage.    

[bookmark: _Toc55826251]HEALTH NSURANCE											

RWCFS offers the following comprehensive health insurance package to eligible employees and their family members, with coverage beginning the first day of the month following 60 days of continuous employment:
· Medical
· Dental 
· Vision 




Eligibility
Regular full-time employees, both part-year and full-year, are eligible to enroll in group insurance coverage.  In compliance with the Affordable Care Act (ACA), RWCFS uses a “look-back” measurement period to determine if an employee averages at least 30 hours per week or 130 hours per month to qualify as “full-time.”

Premiums & Coverage
RWCFS currently pays a portion of the employee’s premium for medical and dental insurances.  Employees pay the full premium for vision insurance.  If you select a plan requiring an employee contribution toward the cost of the premium, this amount will be deducted from your paycheck and subject to change if RWCFS incurs changes in the premium rates.  

Enrollment & Information
Enrollment is administered online through Paylocity during open enrollment opportunities.  Outside of open enrollment, you would need to experience a qualifying event in order to change or enroll in different coverage.  

Group health insurance is an employee benefit.  If you choose not to enroll in health insurance, RWCFS does not offer compensation in lieu of insurance.

Additional information can be found on Paylocity.  Detailed information for each benefit will be provided in the plan documents. These documents are the governing documents in the event of any inconsistency between the plan documents and this handbook.

If you have any questions regarding health insurance, contact the Finance Director.

[bookmark: _Toc55826252]LIFE INSURANCE											

RWCFS provides, at no cost to the employee, life insurance benefits to all regular employees who meet hour eligibility requirements.  Coverage begins the first day of the month following 60 days of continuous employment.  The amount of life insurance paid by RWCFS is based on the employee’s annual wages or salary.

You may enroll in additional supplemental term life insurance at a nominal premium cost through payroll deduction.  Enrollment is administered online through Paylocity.    

If you have any questions regarding life insurance, contact the Finance Director.

[bookmark: _Toc55826253]SHORT-TERM DISABILITY 										

RWCFS provides, at no cost to the employee, short term disability insurance benefits to all regular employees who meet hour eligibility requirements.  Employees are not eligible for short-term disability benefits during layoff status or while off work and receiving Workers’ Compensation wages due to a work-related injury or illness.  Coverage begins the first day of the month following 60 days of continuous employment.  

If eligible, you will receive more details and information upon your enrollment.  In the event you need to apply for short-term disability benefits, the forms are available in your Program Design Director’s office.  

If requesting a leave of absence due to medical reasons, you will be provided with a benefits application.  Short-term disability benefits may run concurrently with a leave of absence for medical reasons.   

If you have any questions regarding short-term disability insurance, contact the Finance Director.

[bookmark: _Toc55826254]401(k) SAVINGS & RETIREMENT PLAN								

RWCFS offers a 401(k) for savings and retirement.  Regular full-time employees who meet eligibility criteria will receive a Summary Plan Description outlining the enrollment opportunities, contributions and all details for these plans.  You are encouraged to read this booklet and contact the Finance Director if you have any questions.  

[bookmark: _Toc55826255]EDUCATIONAL ASSISTANCE										

RWCFS may reimburse expenses for employees who take courses leading to a degree, certification or license related to their position, up to $1,500 per calendar year depending on funding. If more TTA funding is available at the end of the fiscal year, the maximum reimbursement may be increased.  

Reimbursable educational assistance includes tuition/registration fees, books and materials not paid for by other sources, including loans, grants, scholarships or other private sources.  Educational expense reimbursement may be deemed taxable income by the IRS.

You may also be eligible for reimbursement of the cost of continuing education classes required to maintain certification or licensure required for your position.  If you take a pre-approved seminar offering continuing education credit, you must forward the necessary documentation to your supervisor to request reimbursement.  

Participation in any course or continuing education class should not interfere with an employee’s job performance or responsibilities.

To apply for any benefit under this policy, contact your supervisor for further instructions and details.   

[bookmark: _Toc55826256]EMPLOYEE ASSISTANCE PROGRAM (EAP)								

RWCFS provides, at no cost to the employee, 24/7 access to confidential, professional counseling services to all employees to help them deal with problems directly identified and related to mental and emotional health issues.  To contact our EAP, simply call and identify yourself as an employee of RWCFS at the following number:

Family Services of Southern Wisconsin & Northern Illinois
(608) 365-1244

Unless referred as a mandatory supervisory EAP referral, your use of the EAP is voluntary. Your participation in the EAP is completely confidential.  RWCFS will not be notified of any individual utilizing the EAP and will not have access to your information.  Information will be released only with your permission or as required by law. 

If you have any questions or need further information, contact the Program Design Director.  

[bookmark: _Toc55826257]EXPENSE REIMBURSEMENT										

If you incur out-of-pocket expenses in the course of performing your job, you may complete and submit a Travel Authorization form to request pre-approval for the expense from the Finance Director.  Out-of-town travel expenses may include airfare, lodging, meals, parking and transportation.  You may be provided a per diem to cover pre-approved expenses rather than expense reimbursement, within the Finance Director’s discretion.

To request reimbursement, you submit an expense report and original receipts within a reasonable amount of time after incurring the expense, generally within 30 days.  Reimbursable expenses must be reasonable and not intended to be covered by the per diem, within the Finance Director’s discretion.    

Because RWCFS is a tax-exempt corporation, you will not be reimbursed for taxes on your expenses.  Your program’s tax exempt I.D. card can be obtained from the Finance Director and should be provided when making your reimbursable purchases.  

Mileage Reimbursement
You will be reimbursed your mileage for work-related travel, at the rate determined by the Board of Directors.  Work-related travel includes travel between work locations and to and from a client’s home.  Commuting mileage to and from your residence, to lunch, or on any personal errands is not reimbursable.  You must track and complete a mileage reimbursement form on a daily basis.    

If you are working from home or telecommuting, mileage from your home to the client’s home for work-related purposes will be reimbursable.  However, commuting mileage from your residence to the office, to lunch or on personal errands is not reimbursable.  In accordance with the IRS regulations, you must subtract your normal commuting mileage from home to the office from the reimbursable mileage calculation.  

Completed mileage forms must be submitted with your timesheet for that same period.  You may be subject to corrective action for submitting your mileage report late.  

Out-of-Town Travel
If there are 3 or more employees attending the same training, you will be expected to use an RWCFS van, if available.  Vans are reserved through a supervisor or the Transportation/Maintenance Coordinator.   You may request to drive your own vehicle to trainings; however, if an RWCFS van is available but you choose to drive your personal vehicle, you will not be reimbursed your mileage.  

Airfare and hotel may be provided, with RWCFS making the travel arrangements.  Airfare will likely be provided if the location is 300 miles or more from the office, based on cost efficiency.  

If 2 employees of the same gender attend the same opportunity, they may be required to share a hotel room.  Several factors will be taken into consideration when determining the appropriate airfare and hotel, within the Finance Director’s discretion. 

Individual Membership Costs
RWCFS will not reimburse employees for membership dues if they are specific to you rather than to the organization. Pre-approval from the Finance Director is required for organization memberships.

* * *



[bookmark: _Toc55826258]LEAVES OF ABSENCE

RWCFS realizes that, at times, employees may need time away from work for various medical, family or personal reasons. A leave of absence allows employees to take off work while retaining employment and benefits, subject to the terms and conditions of the leave policy.  At the end of the leave, every reasonable effort will be made to return you to your same or a similar position, although RWCFS makes no such guarantee unless required by law.  All leave of absence requests must be submitted to Program Design Director.  

Unless stated otherwise, leaves of absence are unpaid unless you have available paid time off to use during the leave, as applicable.  The terms and conditions for each leave of absence is stated in the policy.  

If your reason for the leave qualifies for more than one leave of absence, the leaves will run concurrently and may not be stacked for more time off than allowed under the most generous leave policy, unless otherwise required by law. 

Participation in outside employment or activities contrary to the reason for the leave of absence may result in corrective action, up to and including termination of employment.  All questions or concerns regarding leaves of absence should be directed to Program Design Director.

The leaves of absence policies are provided below in alphabetical order.

[bookmark: _Toc55826259]BEREAVEMENT LEAVE										

Employees needing time off due to the death of an immediate family member may be eligible for a paid bereavement leave of up to 3 days.  Bereavement leave may be used to travel to and attend the funeral and/or participate in the funeral arrangements.

Immediate family members generally include spouses/domestic partners, siblings, parents, children, grandparents and grandchildren, similar in-laws and step-family members, and anyone residing in the employee’s household.  Exceptions may be granted within the Executive Director’s discretion.

You must request bereavement leave as soon as reasonably possible from your supervisor before taking the leave.  The name and relationship of the deceased must be submitted in the comments section of the timesheet record for that pay period.  Verification may be required, within your supervisor’s discretion.  

[bookmark: _Toc55826260]BONE MARROW AND ORGAN DONOR LEAVE							

If you have been employed with RWCFS for more than 52 consecutive weeks and worked at least 1,000 hours during this period, you may take up to six (6) weeks of unpaid time off in a 12-month period to donate organs (e.g., kidneys, partial livers, partials lungs, partial pancreas, partial intestine) and bone marrow. This leave may only be taken, however, for the period necessary for you to undergo the donation procedure and to recover from that procedure. 

You may also substitute other types of available paid or unpaid leave, if available.  If covered for any group benefits immediately before the leave, you will be able to continue that coverage during the leave.

You must provide written notification in advance that indicates you will be serving as a bone marrow or organ donor and must make a reasonable effort to schedule the procedure to avoid disruption in our operations.  RWCFS may require medical certification issued by the health care provider of either the donee or the donor verifying that 1) the bone marrow or organ recipient has a serious health condition that necessitates the transplant; 2) you are eligible for and agree to the donation; and 3) the amount of time expected for you to recover.

During the period of recovery, RWCFS reserves the right to place you in an alternative position meeting your qualifications. Any period of time during this alternative employment will not reduce the amount of leave you may be eligible for.  Upon your return to work, you will be restored to the same or an equivalent position.

[bookmark: _Toc55826261]CIVIL AIR PATROL LEAVE									

If you are a member of the Civil Air Patrol, you may be granted an unpaid leave of absence for the purpose of participating in a Civil Air Patrol emergency service operation.  In advance of any emergency service operation, you must notify RWCFS in writing that you are a member of the Civil Air Patrol.  

You may take up to 5 consecutive workdays or up to 15 days of leave in a calendar year to participate in an emergency service operation, so long as the leave of absence does not unduly disrupt our operations. The leave will be unpaid unless you choose, but are not required, to apply any available paid time off.   Your employment status, benefits and seniority will be uninterrupted by the leave.  

You may be required to provide a written statement from your commander or officer verifying your participation in the emergency service operation.  If the emergency service operation begins after you report for work, you must request permission from your supervisor to leave work.

[bookmark: _Toc55826262]EMERGENCY RESPONDER LEAVE								

[bookmark: _Hlk8810975]If you are a volunteer firefighter, emergency medical technician, first responder, or ambulance driver for a volunteer fire department or fire company, a public organization, or a non-profit corporation, you will be permitted to be late or absent from work to respond to an emergency, as long as you comply with the requirements, as provided below.  The time off work is not required to be paid although you may choose, but are not required, to apply any available paid time off.  

To be eligible for this leave, you must comply with all of the following: 
	(1)
	Notify RWCFS of your status within 30 days of becoming an emergency responder by written statement signed by the chief or manager of your volunteer organization; 

	(2)
	When dispatched to an emergency, make every effort to notify your supervisor as soon as possible in advance unless extreme circumstances prevent you from doing so, substantiated by a written statement from your chief or manager explaining why prior notification could not be made;

	(3)
	Submit a written statement from your chief or manager verifying your participation in the emergency response, as well as the date and time of the response.




If your status as an emergency responder changes, you must notify RWCFS of that change.      

[bookmark: _Toc55826263]FAMILY AND MEDICAL LEAVE								

RWCFS complies with all applicable provisions of both the federal (FMLA) and Wisconsin (WFMLA) family and medical leave laws.  The policy for both leaves is provided in the Appendix to this handbook, detailing the rights and obligations of employees.

All questions about FMLA leave should be directed to the Program Design Director. 

[bookmark: _Toc55826264]JURY DUTY AND WITNESS LEAVE									

Employees summoned to appear as a juror or subpoenaed or court-ordered to appear as a witness in a court proceeding will be granted time off work. A copy of the summons, subpoena or court order must be provided to your supervisor.

During your leave, you will be paid the difference between your base wage and the amount received for your jury duty or court appearance, not including reimbursement for travel or out-of-pocket expenses.  You will be required to present confirmation from the court to the Finance Director of your attendance and the amount paid.  

You may be required to work on any day when you are dismissed from court prior to the end of your scheduled workday.  You must contact your supervisor to determine whether you need to report to work that day.   

If you are ordered or subpoenaed to appear in court for RWCFS work-related issues (i.e., families or parents, etc.), this time will be compensated with your normal wages as hours worked.  

This leave does not apply if you are appearing in court as a criminal defendant or plaintiff/petitioner.  You will need to request time off work for these purposes under standard policies and procedures.  


[bookmark: _Toc55826265]MILITARY LEAVE AND REEMPLOYMENT RIGHTS							

[bookmark: _Hlk8811314]U.S. Armed Forces
RWCFS complies with both Wisconsin law and federal USERRA.  Any regular, non-temporary employee who enlists in or has been ordered into federal active duty for 90 days or more, and any regular employee whose services are requested by the federal government for national defense work as a civilian during a period officially proclaimed to be a national emergency or a limited national emergency, employee will be granted an unpaid leave of absence and has a right to reemployment to their position or a position of like seniority, status, pay and salary advancement as though service toward seniority, status, pay or salary advancement had not been interrupted by the absence.

This reemployment right is conditioned upon the following:
	(1)
	The employee presents evidence of satisfactory completion of their active duty or service, or discharge from the U.S. armed forces under conditions other than dishonorable;

	(2)
	The employee is still qualified to perform the duties of such position;

	(3)
	The employee makes application for reemployment and resumes work within 90 days after completion of the active duty or service or discharge, or within 6 months after release from hospitalization for duty-connected or service-connected injury or disease, or if later, within 2 years after the end of service;

	(4)
	RWCFS’s circumstances have not so changed as to make it impossible or unreasonable to so restore the employee; and

	(5)
	The military service was not for more than 5 years unless extended by law.



National Guard, State Defense and Public Health Emergency Services
Any employee requiring time off work for active service under this provision will be granted an unpaid leave of absence and is entitled to reemployment, as follows (with certain exceptions allowed by law):
	(1)
	The employee has given advanced notice of the active service to RWCFS unless precluded by military necessity or is otherwise impossible or unreasonable;

	(2)
	The cumulative length of the absence from the position of employment and of all previous absences from a position of employment with RWCFS due to their active service does not exceed 5 years;


	(3)
	The employee’s service was not terminated for other than honorable conditions; and

	(4)
	The employee submits application for reemployment and/or returns to work, in accordance with the following timelines under USERRA:
· For service less than 31 days, the employee must return to work no later than the first regularly scheduled workday following completion of military service plus 8 hours. 
· For service more than 31 days but less than 180 days, the employee must submit application for reemployment within 14 days of discharge from service. 
· For service more than 180 days, the employee must submit application for reemployment within 90 days of discharge from service. 
· If hospitalized, the employee must submit application for reemployment within 2 years after the end of service.



RWCFS is not required to reemploy a person under this section if RWCFS is able to show any of the following:
	(1)
	the employer's circumstances have so changed as to make reemployment impossible or unreasonable;

	(2)
	the position the employee left to perform active state service was for a brief, non-recurrent period and there was no reasonable expectation that the position would continue indefinitely or for a significant period of time; or

	(3)
	the accommodations, training, or effort required to reemploy the employee would pose an undue hardship on the employer.



For 1 year after reemployment, employees under this policy will not be discharged from their positions without cause.

[bookmark: _Toc55826266]PERSONAL LEAVE											

If you are requesting a leave of absence for one or more scheduled work days and do not qualify for any of the leaves outlined in this section, you will be considered on a case-by-case basis by the Executive Director and the program’s Board of Directors.  If granted, your leave will be without pay unless you have applicable paid time off.  

You must make satisfactory arrangements to cover your responsibilities during the leave period.  Supervisors may approve a partial-day absence without pay.

Length of Leave
Personal leave without pay for up to 5 days may be granted by the Executive Director.  If you are requesting additional leave, you may be granted up to an additional 30 days by submitting a written request to the Executive Director, accompanied by detailed reasons for the request and any associated medical certification.  The granting of personal leave is within the discretion of the Executive Director, taking into consideration program activities and your work record.

Any leave requests beyond the 35 days must be approved by the Executive Committee of the Board of the Directors.

Benefits During Leave
Employees do not accrue seniority, paid time off or other benefits during personal leave.  Insurance coverage will continue during the leave, as long as you arrange to continue paying your portion of the insurance premiums with the Finance Director.  If you are granted extended leave by the Executive Committee of the Board of Directors, you may be required to continue your health insurance through COBRA continuation. 

Requests & Return to Work
A personal leave of absence must be requested through Program Design Director at least 30 days prior to the commencement of leave for foreseeable reasons, or as soon as reasonably possible for more urgent leave.  Upon your return to work, RWCFS will make reasonable effort to return you to your former or a similar position, although we cannot make any guarantee that your position or a similar position will be available at that time.

[bookmark: _Toc55826267]VOTING TIME												

RWCFS believes that each employee should have the opportunity to exercise their right to vote in a general election. Since the polls are open extended hours, in most instances, you may vote before or after work. 

[bookmark: _Hlk8811839]However, if you do not have sufficient time during non-working hours to vote, you will be provided with up to 3 consecutive hours off work to vote while polls remain open.  To qualify for voting leave, you must notify your supervisor by the day before Election Day.  Your supervisor may specify the times the employee may take for their voting leave. 

* * *





[bookmark: _Toc55826268]WORK RULES & EXPECTATIONS

[bookmark: _Toc55826269]ATTENDANCE & PUNCTUALITY									

Regular attendance and punctuality are essential functions of each position and are expected of all employees of RWCFS.  Employees are expected to be at their assigned work area on time and ready to work in accordance with their work schedule.  

Excessive unexpected absences or tardies may result in corrective action, up to and including termination of employment.  “Excessive” is generally defined as 3 or more incidents in any 6-month period.

Unexpected Absences
Because the nature of our services requires us to ensure coverage, unexpected absences or call-ins will be subject to the following rules and requirements:
· Call your supervisor as soon as possible, at least 2 hours before your scheduled start time, and provide a reasonable excuse. 
· If you will be absent on consecutive days, call in to your supervisor each day unless pre-approved for a certain number of days based on the circumstances.  
· You must call in for yourself unless you are physically unable to do so.
· You must first attempt to speak directly to your supervisor.  (Assistant teachers must also notify their immediate lead teacher/supervisor.)  Leaving a voicemail or text will not be considered complete notice until/unless you receive a response.    If you do not receive a response from your supervisor, contact the next level of management.
· If you are unexpectedly absent for 3 or more consecutive days due to illness or injury, you will be required to provide written verification from your health care provider, confirming the need and all dates of your absence. See also, Return-to-Work Verification, below.
· You may also be required to provide verification if you have exhibited a pattern of attendance concerns.  This can include absences in a recognizable pattern, requests for absences beyond the allowable accrued days, or a decline in your productivity or quality of your work performance.
· If you are unexpectedly absent for 3 or more consecutive days without pre-approval or notice (also referred to as no call/no show), you may be considered to have voluntarily resigned your position due to job abandonment and will be ineligible for rehire.

Failure to follow these procedures may/will result in the absence being considered unexcused.  Unexcused absences indicate a lack of interest in the job and may result in corrective action, up to and including termination.  

Unexpected Tardies
Tardiness is reporting to work after the employee’s scheduled work start time has passed.  If you anticipate arriving late to work, you must notify your supervisor (or next level of management if the immediate supervisor is not available) with as much advance notice as possible, at least 30 minutes prior to your scheduled start time.

Return-to-Work Verification
If you are off work because of a personal injury or potentially contagious condition that may risk the health of others, you may be required to provide verification from a health care provider confirming your ability to return to work safely and detailing any work restrictions, within RWCFS’ discretion.  The information must be reviewed by the Program Design Director and your return approved before you will be allowed to return to work.

You may submit the verification directly to the Program Design Director rather than through your supervisor.  You are not required to disclose private or sensitive medical information to your supervisor.

Personal Appointments
Employees are encouraged to avoid scheduling personal appointments during regularly scheduled hours of work.  If you have a necessary personal appointment during work hours, you must follow the requirements for scheduling time off work, as provided in the Benefits section, earlier in this handbook.  You may be required to provide written verification upon your return from the appointment.  Non-exempt/hourly employees must accurately record their time out and time in on their timesheet.  

Leaves of Absence
If you believe an absence may be covered under any state or federal family or medical leave entitlement, contact the Program Design Director for further information.  If your circumstances indicate your potential eligibility for family or medical leave entitlement, the Program Design Director may also begin proceedings to determine your eligibility, regardless of your request.

PROGRAM PERFORMANCE STANDARDS OF CONDUCT						

RWCFS employees are expected to act with the highest level of professionalism and integrity when interacting with our clients and families.  
· Act always in the best interest of the children, their families and the program;
· Act and communicate ethically, with integrity and in full compliance with the RWCFS standards of conduct and with all applicable laws, regulations, policies and procedures.
· Constantly protect and safeguard the children in our care.  Immediately report any instance of actual or potential endangerment or neglect of a child to an RWCFS supervisor. 

Above all, employees shall not intentionally harm children.  Employees, consultants, contractors and volunteers shall not maltreat or endanger the health or safety of any child under our care.  

The following actions are strictly prohibited:
· Use of corporal punishment
· Use of isolation to discipline a child
· Binding or tying a child to restrict movement or taping a child’s mouth
· Using or withholding of food as punishment or reward
· Using toilet learning/training methods to punish, demean, or humiliate a child
· Using any form of emotional abuse, including public or private humiliation, rejecting, terrorizing, extended ignoring, or corrupting of a child
· Physically abusing a child
· Using any form of verbal abuse, including profane, sarcastic language, threats, or derogatory remarks about the child or child’s family
· Using physical activity or outdoor time as a punishment or reward
· Exploiting children in any way

Employees, consultants, contractors and volunteers must respect and promote the unique identity of each child and family and may not stereotype on any basis, including, gender, race, ethnicity, culture, religion, disability, sexual orientation, or family composition.

Employees, consultants, contractors and volunteers must comply with program confidentiality policies concerning personally identifiable information about children, families, and other employees in accordance with Subpart C of Program Performance Standards and applicable with federal, state, local and tribal laws.

Employees, consultants, contractors and volunteers are prohibited from allowing any child to be left alone or unsupervised or to otherwise neglect a child when the child is in their care.

Any reported or known violation of these standards will be investigated.  Violations that are confirmed or otherwise substantiated by the program’s supervision team will receive a zero-tolerance response and will result in corrective action, up to and including immediate termination of employment.

[bookmark: _Toc55826271]CODE OF ETHICS											

[bookmark: _Hlk30692063][bookmark: _Hlk30691631]RWCFS is committed to conducting its business affairs honestly and with integrity. This commitment applies to our relationships with families, volunteers, collaborating partners, community members, contractors, consultants and employees.  Each employee must maintain the highest standards of personal and professional ethics.  No employee may cause another to act or behave in violation of this policy, either through inducement, suggestion, or coercion.  

No policy can describe all types of prohibited behavior or conduct that may result in a violation.  Employees are expected to use their best judgment and sound business practices.  

Confidentiality
Safeguarding RWCFS's confidential information is essential. Employees whose job duties include maintaining personnel files and information will be required to keep the information confidential and will receive training to assist them with the lawful performance of their duties.

No employee may disclose confidential, non-public RWCFS information to anyone without prior written authorization from RWCFS management.  During and after employment, employees may not copy, discuss, or distribute any confidential information other than as authorized.  Confidential information must not be disclosed via email, the Internet, or any social media, such as blogging, Facebook, Twitter, instant messaging, etc.  RWCFS prohibits the recording of information involving individual privacy, employee HIPAA-protected health information, and other proprietary information relating to RWCFS.  Information shared with and about clients must be limited to what is necessary to meet customer needs. 

False Information
Knowingly submitting false information is also considered a violation of this policy.  This includes false, incomplete or misleading information provided pre-employment and throughout your employment.  See also, HR-11 Criminal Misconduct and Dishonesty Policy.

Conflicts of Interest
[bookmark: _Hlk30682903][bookmark: _Hlk30682834]Conflicts of interest violate our standards of integrity, honesty and impartiality. The following list serves as a guide for avoiding conflicts of interest: 
· Gifts & Gratuities: Employees may not accept gifts, gratuities, or favors worth more than nominal value from any person, program or business providing or hoping to provide goods or services to RWCFS.  If a person and/or business wish to donate gifts, money, or gratuities, they should be encouraged to make this donation in the form of equipment, materials, or supplies which will be used for in-kind purposes through the program. 
· Personal Gain: Employees may not achieve or attempt to achieve personal gain through a business transaction for themselves, a family member or friend.  Personal gain includes any favor, financial gain or any other type of advantage.
· Financial Interests: Employees may not hold, directly or indirectly, a position or material financial interest in any outside concern which secures or provides goods or services with RWCFS or a competitor.
· Outside Employment: Working another job does not constitute a conflict of interest as long as it does not interfere with the performance of your job duties and otherwise meets the requirements of the Outside Employment policy, later in this handbook.    
· Disclosure: Employees may not disclose or use RWCFS information for their personal profit or advantage.  
· Competing Interests: Employees may not compete with RWCFS in business transactions.  
· Program Property: Employees may not use program property for their personal purposes, including outside employment and personal activities.

Political Activities
RWCFS is committed to a non-partisan stance in all operations and activities and seeks to maintain a respectful and conflict-free workplace.  Political activities subject to this policy include activities related to campaigns, nominations and elections for public office; political causes; political parties; politically affiliated organizations and committees; and support for proposed legislations.  

In support of this policy, employees may not:
· Offer employment as a consideration or reward for a particular political activity;
· Use their position, authority, or influence with RWCFS to interfere with or affect the outcome of a political activity;
· Coerce, attempt to coerce or advise any employee to support, donate or contribute to a political activity;
· Use or permit the use of program funds, property or equipment for any political activity; 
· Wear buttons while working or display signs in the workplace promoting political activity;
· Discriminate, threaten, or harass any individual because of their political activities, or otherwise require any individual to disclose their political activities, beliefs or affiliations.
 
Reports & Violations
All employees are responsible for ensuring compliance with this policy.  For more information, refer to the Whistleblower Policy, later in this handbook.

Unauthorized release, disclosure or misuse of proprietary or confidential program information and all conflicts of interests will be investigated thoroughly. Violations will result in corrective action, up to and including termination of employment and possible legal action to protect RWCFS’s interests. 

[bookmark: _Toc1113482][bookmark: _Toc23837377][bookmark: _Toc55826272][bookmark: _Hlk15031174][bookmark: _Hlk12022613]COMPUTERS, ELECTRONIC COMMUNICATION SYSTEMS & EQUIPMENT				

RWCFS provides access to various communication systems and equipment, including but not limited to, computers, laptops, telephones, cell phones, voicemail, email, Internet, network, fax machines, shared files, office equipment, computer software and hardware, for employees to use for work-related purposes and to enable them to perform their job more efficiently and productively.  All systems and equipment provided by RWCFS remain program property at all times.  Employees are responsible for their reasonable use, care and security.

Personal Use
Any personal use of these systems and equipment must be limited, must otherwise comply with all program rules, policies and requirements, and may not otherwise interfere with or negatively affect your work responsibilities. Personal use is subject to monitoring and review by RWCFS.  Any personal correspondence on RWCFS systems may not appear to be an official communication from RWCFS.

Privacy
Employees are strongly cautioned that these systems are not private or confidential, regardless of employee passwords or PINs.  RWCFS reserves the right to intercept, monitor, copy, review, access, download or disclose any communications or files that are created or maintained on these systems for purposes of security, compliance with RWCFS policy and for any other business reason as provided by law. You should have no expectation of privacy when using any of these systems.


Security
The IT Department will direct employees on the proper use of computers and emails to provide the best protection and security against viruses, malware and other malicious software designed to infiltrate and disrupt our networks and electronic systems.  You should carefully read and comply with this information and contact the IT Department immediately with any questions or concerns.  


Prohibited Activities
The following list provides examples of prohibited activities on program computers, electronic communication systems and equipment.  This list is for general information only and is not intended to include all possible violations.  
· Using electronic communication systems or equipment to violate any RWCFS policy
· Excessive personal use during work resulting in a distraction or disruption in your work duties
· Accessing, emailing or forwarding jokes, graphics, images, text or language considered discriminatory, harassing or offensive to others
· Communicating in a discourteous, unprofessional or disrespectful manner
· Soliciting for any non-work related purpose, including personal business ventures, religious or political causes, outside programs or any other solicitations not related to RWCFS
· Sending electronic chain letters, spamming or inappropriate mass emailing
· Intentionally destroying or corrupting files or networks
· Gaining unauthorized access to any other computer systems (i.e., ‘hacking’)
· Attempting to circumvent data protection security and/or decrypt secure data
· Violating software licensing agreements or copyright laws
· Attempting to monitor or tamper with another user’s email, data or information without their express permission 
· Copying software, data or information without authorization
· Sharing usernames or passwords to unauthorized users 
· Game playing or gambling

Reports & Violations
To ensure RWCFS’s network and data security, employees are responsible for reporting any concerns or violations.  No retaliation will be taken against anyone making a report under this policy in good faith.  Violations will result in corrective action, up to and including termination of employment.    

[bookmark: _Toc55826273][bookmark: _Hlk17814507]EMPLOYEE CONDUCT STANDARDS									

Employees are required to conduct themselves in a professional manner at all times, demonstrating a positive attitude, respect for children and families, volunteers, collaborating partners, community members, co-workers, supervisors and their property.  Allegations of violations of governance requirements or RWCFS’s policies will be reviewed according to established protocol. 

The following list is provided in addition to those rules, standards and expectations set forth in policies contained throughout this handbook.  No written list can be all-inclusive or serve as a substitute for good judgment.  While performing any work, whether on or off RWCFS, employees may not:
· Harass, discriminate or abuse any other individual
· Use profane, abusive or offensive language
· Display a poor attitude, insubordination or disrespect for or towards another
· Intentionally or negligently damage program property or the property of another
· Interfere with business operations or the work of another
· Disregard the safety, health or well-being of themselves or others 
· Steal, embezzle, misappropriate program property or the property of another 
· Commit any criminal offense 
· Violate any RWCFS policy

RWCFS retains the discretion to impose the corrective action deemed appropriate under the circumstances, based on the nature of the violation and the best interests of RWCFS and all individuals affected by our operations.  

[bookmark: _Toc55826274]CORRECTIVE ACTION											

RWCFS strives to clearly communicate expectations and work with employees in attempting to correct work-related issues.  If you do not satisfactorily perform your job or are found in violation of a rule, policy or requirement, corrective action may be implemented, within our discretion.

Corrective action depends on the circumstances and may take several forms, including but not limited to, the following
	· Verbal warning
	· Disciplinary probation

	· Written Warning
	· Suspension (with or without pay)

	· Mandatory participation in the EAP
	· Termination (with or without notice)

	· Performance improvement plan (PIP)
	



RWCFS reserves the right to proceed in any order or to omit, add or modify any action in any particular situation deemed appropriate, within RWCFS’s discretion.  

Nothing in this policy or in RWCFS’s practices changes the nature of the at-will employment relationship.  An employee retains their right to terminate their employment with RWCFS at any time, with or without notice, for any or no reason.  RWCFS also retains the right to terminate employment at any time, with or without notice, for any reason not prohibited by law or no reason.

[bookmark: _Toc55826275]DRESS CODE												

All employees should be aware that they represent RWCFS to others. Their personal appearance and hygiene are important for promoting and influencing a positive program image to everyone. All clothing should be in good repair and properly fitted. You should maintain the highest standards of hygiene, including washing your hands during work regularly.

The table below provides additional information for what is and what is not generally acceptable under this dress code.  If you have any questions, contact your supervisor.



	DOs
	DON’Ts

	Clean attire in good repair
	Dirty, torn or distressed clothing items (e.g., holes, fraying, tears, etc.)


	Clothing acceptable for interacting with children, families and community members
	Halter tops, spaghetti straps, shorts (No shorter than 3 inches above knee), short dresses, mini-skirts, athletic wear (e.g., sweatpants, track pants), pajama pants and loungewear

	Properly fitted clothing
	Revealing or form-fitting clothing, such as spandex/lycra, yoga pant and leggings/jeggings, without adequate coverage (adequate coverage is a top, blouse, sweater that goes down to an individuals legs), and crop tops, bare midriffs, low-cut tops, and low-slung pants revealing underclothes

	Jewelry when not otherwise interfering with work duties or causing a safety risk
	Dangling or loose jewelry that can snag or become entangled 

	Tennis shoes and/or non-skid/non-slip closed-toe and closed-heel shoes when needing safe mobility, such as working in the classroom, riding the bus, driving any RWCFS vehicle, and participating in RWCFS social activities, family nights or home visits
	Flip-flops, athletic sandals, and shoes with heels over 3 inches


	Tattoos containing material inappropriate for children or a school environment must be covered.

	Clothing with inappropriate or offensive verbiage or graphics (e.g., containing profanity; adult content; drug, alcohol or tobacco references; gang, violence or weapon references; etc.)



This information is intended as a guideline for appropriate attire, such as business casual. Supervisors have the authority and obligation to send employees home if their appearance is not acceptable.  Repeated violations may result in corrective action, up to and including termination of employment.

[bookmark: _Toc55826276]EMPLOYMENT OF RELATIVES									

[bookmark: _Hlk15032247]The employment of relatives is permitted, except in the following situations:
· Where a person would be working directly under the supervision of a relative or in a situation where influence could be exerted, directly or indirectly, by the relative on future decisions concerning the employee’s terms and conditions of employment, including status, promotion and compensation.
· When the person’s relative serves on the Board of Directors, Policy Council, or any committee of such group that sets employment policies, or which by rule or by practice regularly nominates, recommends, or screens candidates for employment purposes; or
· When the employment of the relative creates and actual or potential conflict of interest.

For purposes of this policy, “relative” is defined as the employee’s spouse/domestic partner, parent, child, sibling, any similar step-family or in-law and anyone living in the employee’s household.  

This policy also applies to close personal relationships that may develop during your time with RWCFS.  In that event, you are required to notify your supervisor or Program Design Director.

[bookmark: _Toc55826277]HOUSEKEEPING											

Neatness and good housekeeping are signs of efficiency and is essential to safety, and satisfactory working conditions. You are expected to keep your individual work area and other common employee areas clean by cleaning up after yourself.  Text, pictures, photos, calendars or other images that could be considered obscene, harassing, offensive, threatening or otherwise inappropriate for a school environment are not allowed, within the discretion of your supervisor.

[bookmark: _Toc55826278][bookmark: _Hlk17814644]OUTSIDE EMPLOYMENT										

RWCFS recognizes that personal circumstances or interests may result in an employee seeking additional employment opportunities outside RWCFS. If you are considering outside employment, including self-employment, you should talk with your supervisor or Program Design Director about any possible ramifications before undertaking the outside employment.

Any employment outside of RWCFS must not compromise RWCFS’s interests or violate the Code of Ethics policy, earlier in this handbook.  In addition, employees may not:
· Maintain outside employment which involves the performance of duties which should be performed as part of your regular duties with RWCFS;
· Conduct work related to your outside employment during your RWCFS work hours or while ‘on-the-clock’ with RWCFS, including any outside employment emails, calls or meetings; 
· Use RWCFS supplies, equipment, computers, name, influence or confidential business information in order to perform or promote your outside employment or activities.

In addition, RWCFS will not accept outside employment as an excuse for poor job performance, absenteeism, tardiness, the inability to work required hours for their position at RWCFS, or any other failure to meet the performance expectations and legitimate business demands. If your work at RWCFS suffers as a result of your outside employment, you will be asked to choose one or the other and will be subject to standard corrective actions.

[bookmark: _Toc55826279]PERSONNEL FILES & DATA										

RWCFS maintains confidential employee personnel records. Personnel records are the property of RWCFS and access to the information they contain is restricted to those who need to know this information in order to perform their jobs.  Due to the confidential nature of personnel files, the Program Design Director is responsible for access to personnel files. 

You may request to review your file by submitting a written request to the Program Design Director.  The review will take place within 7 workdays during normal office hours, in the presence of the Program Design Director and otherwise in compliance with the law. You may request a copy of your file, to be provided within a reasonable period of time.  

You may not alter or remove anything from your file.  If you disagree with information contained in the file, you may submit a written response to the information, to be attached and included as a part of the record.  

[bookmark: _Hlk2777434]Changes in Personal Data
In an effort to keep our records current and because certain changes could affect tax withholding, insurance coverage or work eligibility, employees are obligated to keep us informed in writing of any changes in the following:
· Legal name
· Address or telephone number
· Emergency contact information
· Number of dependents
· Divorce, separation, birth or death
· Authorization to work in the U.S.

[bookmark: _Toc1113495][bookmark: _Toc55826280]PHONES												

[bookmark: _Hlk15043663]Since the telephone is our primary method of communication, it is necessary to limit RWCFS phones to program business only.  Long distance personal calls on RWCFS phones are prohibited.  

Personal calls on RWCFS phones are limited to cases of emergency, including incoming calls from friends and family.  Employees are encouraged to remind participants, family members and co-workers to phone the RWCFS Receptionist when an emergency situation requires that they be contacted immediately.


Cell Phones
Outside of work use, cell phones must be turned to silent, vibrate-only mode.  Personal use of a cell phone in the classroom is prohibited, including making and receiving calls, texting, messaging, accessing apps and the Internet.  If you must use your cell phone for an urgent personal matter, you are required to ensure coverage of your duties and step away to a private area. Exceptions require prior supervisor approval.

[bookmark: _Toc1113496][bookmark: _Toc55826281]PROBLEM RESOLUTION & OPEN-DOOR POLICY							

[bookmark: _Hlk15031269]RWCFS is committed to an open-door policy by openly communicating with employees and encouraging and expecting feedback when you have questions or concerns regarding your job, performance, or other employment matters.  We believe that problems between employees and management can be worked out through honest and frank discussions in an atmosphere of mutual trust, respect and cooperation.

No organization is free from day-to-day problems, but our personnel policies and practices are provided to help resolve problems.  All of us work together to make the program a viable and healthy organization. 

If you have a problem with a particular individual, we generally encourage you to personally approach them and attempt to come to a mutually agreeable resolution.  However, the following problem resolution process is provided if you feel that alternative or additional steps are necessary to adequately address the issue: 
1) Present your issue to your immediate supervisor as soon as possible, in a timely manner. If you believe it would be inappropriate to contact your supervisor, you may present the problem to the next level manager, if applicable, or to Program Design Director.  
2) An investigation may be conducted, if necessary, with confidentiality maintained as much as reasonably possible to allow for proper investigation.  
3) If still not resolved to your satisfaction, then you may present the problem in writing to Program Design Director.  Program Design Director may consult with the Executive Director.
4) Decisions confirmed by the Executive Director are considered final, although a written appeal may be submitted to the Executive Committee of the Board of Directors.
5) You will be notified of the final outcome.  

Employees are encouraged to submit the RWCFS Employee Communication Format to Program Design Director to begin the formal problem resolution process.  Program Design Director may also initiate this process when a complaint is brought forward.  Program Design Director and the Executive Director are available to assist at any point in the communication process. 

Employees are expected to address their disputes in an appropriate, professional and reasonable manner. Disrespectful conduct or disruptive behaviors because of a disagreement with a rule, policy, practice or decision will not be tolerated and will result in corrective action.  

Suggestions
We strive to provide the best possible working conditions, competitive benefit programs and wages, fair treatment, and equal opportunity for all employees.  We encourage you to bring your concerns and improvement suggestions to your supervisor, Program Design Director or the Executive Director.  Any suggestion concerning quality, working conditions, policies, and procedures can be submitted on the RWCFS Employee Communication Format submitted directly to the Program Design Director.

[bookmark: _Toc55826282]PROGAM PROPERTY											

Employees may be provided with various property, equipment, supplies or materials belonging to RWCFS programs to use for work-related purposes.  These may include, but are not limited to, vehicles, cell phones, computers, software, desks, file cabinets, electronic equipment, computer software and hardware, digital cameras, two-way radios, voicemail systems, and program materials.  

The use of personal locks on offices, furniture, file cabinets or other property is not permitted.  All items are to be used for RWCFS business during scheduled work hours only and must not be removed from the premises without program approval.  All passwords or security codes must be given to the Program Design Director or designee, and any changes must also be forwarded.

[bookmark: _Hlk15023595]You are responsible for keeping the property in good working order and available for business use at all times. If any such property appears to be damaged, defective or in need of repair, you must promptly report this to your supervisor. You may be required to replace any program property lost or damaged due to your negligence.  

Upon separation from employment, you must account for and return all program property assigned to you.  Failure to do so may result in RWCFS taking legal action to secure the return of program property.

[bookmark: _Toc55826283]REFERENCES & INFORMATION REQUESTS								

Employee personnel files and information remains confidential during and after their employment.  Reference requests for former employees must be directed to the Program Design Director.  This includes employment verification and letters of reference requests.  

Verification requests for current employees must be forwarded to the Finance Director.  The employee must provide a signed release of information authorization form.  

External inquiries or requests to speak to the media must be referred to the Executive Director.  Only the Executive Director is authorized to speak on behalf of RWCFS.


[bookmark: _Toc55826284]SOCIAL MEDIA											

The National Labor Relations Act (NLRA) protects the rights of employees to act together to address conditions at work, with or without a union.  This includes the right to address work-related issues and to share information about pay, benefits and working conditions with co-workers, including on social media.  

However, individually griping about some aspect of work is not ‘concerted activity’ protected under the NLRA.  Social media posts are not protected if you say things about your employer that are egregiously offensive, knowingly, or deliberately false, or if you publicly disparage your employers’ products or services without relating your complaints to any work-related issue.

RWCFS understands that social media can be a fun and rewarding way to share your life and opinions with family, friends, and co-workers around the world. However, the use of social media also presents certain risks and carries certain responsibilities.  To assist employees in making responsible decisions about their use of social media, RWCFS has established these guidelines for appropriate use of social media.  

Guidelines
In the rapidly expanding world of electronic communication, social media can mean many things. Social media includes all means of communicating or posting information or content of any sort on the Internet, including to your own or someone else’s web log or blog, journal or diary, personal web site, social networking or affinity web site, web bulletin board or a chat room, whether or not associated or affiliated with RWCFS, as well as any other form of electronic communication.

The same principles and guidelines found in RWCFS’s policies, and three basic beliefs apply to employee activities online. Ultimately, you are responsible for what you post online. Before creating online content, consider some of the risks and rewards that are involved. Keep in mind that any conduct found to adversely affect job performance or the performance of any other employee, or to otherwise adversely affect RWCFS’s employees, contractors, clients, families, suppliers, vendors, business partners, or RWCFS’s legitimate business interests may result in corrective action, up to and including termination.
1) Know and follow the rules:  Carefully read these guidelines and all other policies related to RWCFS’s ethics, confidentiality, discrimination and harassment, and communications.  Ensure your postings are consistent with these policies. Inappropriate postings that may include discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful conduct will not be tolerated and may result in corrective action, up to and including termination.
2) Be respectful:  Be respectful of co-workers, families, visitors, suppliers, vendors, business partners and anyone working on behalf of RWCFS.  For best resolution, if you have a complaint or issue, you are encouraged to follow RWCFS’s Problem Resolution & Open-Door Policy, also in this handbook.  Nevertheless, if posting complaints or criticism, avoid using statements, photographs, video or audio that reasonably could be viewed as malicious, obscene, threatening, intimidating, disparaging or constituting harassment or bullying. 
3) Be honest and accurate:  When posting information or news, do not intentionally post rumors or false information or otherwise misrepresent RWCFS’s products, services, or employees.  If you post information in error, correct any mistakes quickly and openly.  Remember the Internet archives almost everything; therefore, even deleted postings can be searched. 
4) Be aware of confidentiality and authorization requirements:  
· Maintain the confidentiality of RWCFS trade secrets, private or confidential information. Trade secrets may include information regarding the development of systems, processes, products, know-how and technology. Do not post internal reports, policies, procedures or other internal business-related confidential communications.
· You may not use RWCFS’s logo, trademark, or graphics without prior written approval.
· Do not create a Facebook page on behalf of any RWCFS program without permission from your supervisor. 
· Respect financial disclosure laws. 
· Do not create a link from your blog, website or other social networking site to an RWCFS website without identifying yourself as an RWCFS employee.
· Express only your personal opinions. Never represent yourself as a spokesperson for RWCFS.  If RWCFS is the subject of the content you are creating, be clear and open about the fact that you are an employee and make it clear that your views do not represent those of RWCFS. 

Social Media at Work
Do not use social media for personal purposes while on work time.  Do not use your work email to register on social networks, blogs or other online tools utilized for personal use.  

Retaliation
RWCFS prohibits retaliation or adverse action of any kind against an individual who reports an actual or potential violation of this policy in good faith, or for cooperating in an investigation. Any retaliation will result in corrective action, up to and including termination.

If you have any questions regarding this policy, contact your Program Design Director or Finance Director.

[bookmark: _Toc55826285]SOLICITATIONS											

Solicitation and distribution of materials on program premises or work sites is prohibited by visitors.  With permission from the Program Design Director, you may be allowed to post, display items or leave items for review in break rooms or a designated area for solicitation, especially those related to children’s school and extracurricular activities.   Such items left in these areas will be at your own risk and will not be the responsibility of RWCFS for any loss or damage.  

Employees are not allowed to solicit for any reason while engaged or should be engaged in performing their work duties.  Violation of this policy may result in corrective action.  

Permitted Postings
This policy does not prevent the posting of notices to inform families of community events or activities that will be of direct benefit to them or their child/ren.  If you wish to post such notices, you may be permitted to do so in designated facility locations, in the RWCFS newsletter or in flyers or handouts to be distributed to families.  You must request permission from your supervisor or the Family Service Manager.

[bookmark: _Toc55826286]WHISTLEBLOWER 										

A “whistleblower” is an employee of RWCFS who reports to designated parties an activity considered to be illegal, fraudulent or retaliatory.  Examples of such activities are violations of federal, state or local laws, OSHA safety violations, fraudulent financial or governmental reporting, and claims of retaliation for participating in protected activities.  The whistleblower is not responsible for investigating the activity or for determining fault or corrective measures.  Parties have been designated and charged with these responsibilities.

If you have knowledge or a concern of illegal or dishonest, fraudulent activity, you may contact Program Design Director or contact whistleblower@cfsheadstart.org.  All reports of illegal and dishonest activities will be promptly investigated.  Your confidentiality will be maintained to the fullest extent reasonably possible. Keep in mind that your identity may have to be disclosed in order to conduct a thorough investigation, comply with the law or provide accused individuals their legal rights of defense.  

RWCFS will not retaliate against a whistleblower for making any allegation in good faith and will not take any adverse action against a whistleblower in any employment term or condition, such as status, compensation or work assignments.  An employee who reports a false allegation or provides information they know to be false will be subject to corrective action, up to and including termination.  

If you believe you are being retaliated against, contact Program Design Director or the Hotline immediately.  The right of a whistleblower for retaliation protection does not include immunity for any personal wrongdoing that is alleged and investigated.

* * *


[bookmark: _Toc55826287]HEALTH, SAFETY & SECURITY

[bookmark: _Toc55826288][bookmark: _Toc35501173]BLOODBOBORNE PATHOGENS & HAZARDOUS MATERIALS					

You will receive annual training regarding the prescribed process for properly handling blood or bodily fluids.  A copy of the RWCFS’s Blood Borne Pathogen Exposure Control Plan is on file at each RWCFS facility for reference and review.

Employees will also be trained on using and understanding the hazardous materials you may be exposed to while performing your job.  Hazardous materials must be clearly labeled at all times.  

If you have any questions regarding this policy, contact your supervisor.

[bookmark: _Toc55826289][bookmark: _Toc17357068]CONTAGIOUS DISEASES, EPIDEMICS AND PANDEMICS					

Our top priority is the health and safety of our employees. RWCFS is committed to protecting the workplace in the event of an infectious disease outbreak.  RWCFS recognizes that global or local health concerns affecting the general population may impact an employee’s ability to work around others, either at our offices, offsite meetings/conferences or client locations. 

As in the case of a contagious illness of epidemic or pandemic proportions, federal, state or local guidelines will prevail and all employees are required to follow those guidelines. 

Prevention
RWCFS will take proactive steps to protect the workplace in the event of an infectious disease outbreak. Employees are encouraged to engage in good hygiene practices while at work, especially hand washing with soap and water or, if water is not available, using alcohol-based disposable hand wipes or gel sanitizers. Employees are also encouraged to participate in annual influenza vaccinations during the fall. 

RWCFS will monitor and coordinate events around an infectious disease outbreak, as well as create work guidelines that could be implemented to promote safety through infection control. We are committed to providing authoritative information about the nature and spread of infectious diseases, including symptoms and signs to watch for, posters, as well as required steps to be taken in the event of an illness or outbreak.

Reporting to Work
During any period of illness or symptoms, you should always take precautions and consult your health care provider.  You should stay home from work until your health care provider indicates you are medically able to return to work.  

In deciding whether an employee apparently suffering from an illness may continue or report to work, we will consider several factors and may seek medical advice.  An employee’s presence in the workplace must pose no significant risk to the health of others or the employee may be required to stay home.  If the employee wishes to work, they must submit a note from their health care provider indicating they pose no significant health risk and may safely return without jeopardizing the health of themselves and others.   

Personal Travel
Employees who choose to continue with personal travel during a pandemic or public health crisis may be required to stay home for an appropriate period of time after their return until RWCFS determines they no longer pose a health risk to others, within CDC guidelines.  The employee may be allowed to telecommute or may be required to use available paid time off to cover this period, within the discretion of the supervisor and Program Design Director.  Employees should consider the consequences before continuing to travel during a pandemic or public health crisis.

RWCFS Response
In the event of a pandemic or public health crisis, RWCFS may respond with numerous measures intended to address the situation, including but not limited to the following:
· Cancellation of scheduled paid time off
· Cancellation of out-of-town work-related travel
· Office or location closure
· Telecommuting directive
· Re-assignment to an alternate position or job location
· Mandatory use of personal protective equipment (PPE)

Any measures implemented in response to the crisis will be intended as temporary measures only, and not intended to permanently alter the terms and conditions of any employee’s employment, unless otherwise stated in writing by the Executive Director.  

Questions or Concerns
If you have any questions or concerns regarding public health issues, you may contact the Health and Nutrition Manager, local public health department, or visit the Center for Disease Control (CDC) website at www.CDC.gov. 

[bookmark: _Toc55826290]DRUGS & ALCOHOL											

[bookmark: _Hlk12021517]RWCFS is committed to maintaining a workplace free from the health and safety-related consequences of drug and alcohol use and abuse.  A full Alcohol and Drug-Free Workplace Policy is provided in the Appendix, at the end of this handbook.

[bookmark: _Toc55826291][bookmark: _Hlk17283431][bookmark: _Hlk2776549]EMERGENCY CLOSINGS										

DCF Licensing 251.03(14r): “Inclement Weather” means stormy or severe weather such as any of the following (a) heavy rain, (b) temperatures above 90 degrees, (c) wind chills of 0 degrees Fahrenheit or below for children age 2 and above, (d) wind chills of 20 degrees Fahrenheit or below for children under age of 2.

Dangerous weather conditions such as heavy snow, extreme cold, freezing rain, fog or flooding may make travel difficult and result in the cancellation of home visits, classes, parent activities or staff meetings. 

The Executive Director/designee along with the Transportation Coordinator will notify directors, managers and Site Team Leaders of any inclement weather closings. Closings will be communicated through local radio or TV stations or by phone.  Because school districts do not always close prior to the arrival of early morning staff, any staff that start prior to 6:30 am should wait to hear from their supervisor before coming into work.

Full details and information regarding this policy are provided in the Appendix at the end of this handbook.

[bookmark: _Toc55826292]GENERAL SAFETY RULES										

All employees are responsible for contributing to RWCFS’s commitment to safety, health and well-being of everyone affected by its operations.  The information provided in this policy is for general information only.  You may be provided with additional information specific to your work area and/or position.  Employees are expected to comply with safety standards, to avoid causing hazardous or dangerous situations and to report any safety concerns to their supervisor immediately.
· Keep your work area clean and free from hazards at all times.
· Immediately notify a supervisor of any unsafe or hazardous condition in the workplace, whether located in your work area or any other area.
· Immediately report any workplace injury or property damage to a supervisor or Program Design Director, even if appearing to be minor.  
· Do not attempt to treat your own or another employee’s injury unless you have received formal First Aid training.
· Notify a supervisor of any defective or malfunctioning equipment and do not use until cleared for operation.
· Use care and follow handling procedures when using hazardous materials.
· Familiarize yourself with the location of all fire extinguishers and emergency equipment.
· Do not block any exits.

Employees are encouraged to discuss any concerns or make any suggestions for safety improvement with their supervisor at any time.

[bookmark: _Toc55826293]SMOKING & TOBACCO USE										

[bookmark: _Hlk15295345]RWCFS is committed to a healthy and smoke-free work environment, taking into consideration the effects of secondhand smoke on non-smokers.  “Smoking” includes any form of tobacco use, such as cigarettes, cigars, pipes and smokeless/chewing tobacco, e-cigarettes and vaping. 

Your supervisor will show you the location of designated areas where smoking is permitted outside the building.  You are expected to dispose of tobacco materials safely and in the proper containers. 

Smoking in these areas is permitted only during designated break and meal periods. Employees who smoke are not entitled to additional or longer breaks than employees who do not smoke.  

[bookmark: _Toc55826294][bookmark: _Hlk12023365]VEHICLES												

Certain employees may be required or requested to drive on RWCFS business as a regular part of their job duties or for an occasional work-related purpose.  Before driving on RWCFS business, you must ensure your eligibility and compliance with all rules and procedures applicable to either driving personal vehicles or driving RWCFS program vehicles.  

The information and details regarding eligibility, rules and procedures are provided in the Vehicle Use Policy, in the Appendix at the end of this handbook.  

[bookmark: _Toc55826295]VISITORS												

All visitors of RWCFS should be directed to the appropriate reception area or check in with an RWCFS employee.  Unnecessary loitering and excessive personal visitors during work hours are not permitted without prior approval from supervisor and must be limited to scheduled break periods.  

Site-specific security measures will be established by the location for the safety and well-being of employees and children.  Any violation of security measures could result in corrective action, up to and including termination of employment.

To avoid the appearance of inappropriate activity or loitering, you may not enter or remain on RWCFS premises outside of your normal work hours unless you have been authorized by your supervisor.

[bookmark: _Toc55826296]WORKPLACE ACCIDENTS										

Generally, injuries or illnesses incurred while performing work for RWCFS are covered under worker’s compensation insurance paid for by RWCFS.  If you require medical evaluation or treatment or become unable to work for any work-related reason, your benefits may include payment of your medical bills and your lost wages. 

Regardless of the apparent insignificance of the injury or damage, and regardless of fault or responsibility, you must report the incident to your supervisor as soon as possible, no more than 24 hours after the incident. Failure to properly report a work-related injury or illness can negatively impact your claim or benefits.  Supervisors aware of any workplace accidents must notify the Program Design Director by the next business day.


Workplace Injury Care Follow-Up
You are required to keep us updated on any medical appointments and treatment plans related to your workplace injury.  While your time spent at initial evaluation and treatment will be paid, any follow-up appointments are not required to be paid, although you may apply any available paid time off.  For that reason, you are strongly encouraged to schedule your follow-up appointments at times causing the least disruption in your workday.  You may be required to reschedule any follow-up appointment due to an unreasonable disruption in operations, within the discretion of your supervisor. 

Post-Accident Drug and Alcohol Tests
A regulated driver involved in an accident while driving for RWCFS will be required to submit to post-accident drug and alcohol testing, in compliance with the Alcohol & Drug-Free Workplace Policy, located in the Appendix of this handbook.  

Supervisors aware of a driving accident are responsible for ensuring timely testing.  Failure to report a driving accident in time to allow for post-accident drug and alcohol testing may result in disciplinary action. 

Temporary/Light Duty Assignments
If you are injured and unable to return to regular/full duty, we may be able to accommodate your doctor-ordered work restrictions and offer you light duty.  Light duty assignments will be based on the information provided by your doctor and only offered if reasonably available and doing so would not create an undue hardship on our operations.    

Before returning to work after a work-related injury, you must submit a doctor’s note for review and determination or your return-to-work ability and status.  You must keep us updated on any changes in your work status or restrictions and any scheduled follow-up appointments.

Light duty assignments are not intended to become permanent positions.  Unless required by the Americans with Disabilities Act (ADA), we are not required to keep you on light duty indefinitely or permanently.  While working light duty, you will be subject to the same rules and expectations for work performance, attitude and attendance as any other employee.

Refusal to Work
If you are offered light duty and you instead choose to remain off work, such time off is considered voluntary and not paid by RWCFS or Workers’ Comp.  Even if you have paid time off available to use, we are not required to approve your time off work.  Refusal to return to work when medically cleared by your doctor and offered light duty may be considered insubordination and grounds for termination.  

If your doctor releases you to return to work and you fail to notify us by the next workday, your absence may be considered a No Call/No Show and unexcused absence for the purpose of determining disciplinary action.  Failure to return to work within 3 workdays after medically cleared is considered job abandonment and voluntary resignation of employment.


[bookmark: _Toc55826297]WORKPLACE MONITORING & SEARCHES								

Program property, including but not limited to, desks, cameras, computers and electronic equipment, cell phones, landline phones, files, e-mail, vehicles, and other property owned, operated or under control of RWCFS is subject to monitoring and search at the discretion of RWCFS.
 
Classroom Monitoring
Classroom video recording is used primarily for safety purposes and monitoring. The video record will be accessed and viewed only by authorized employees for monitoring safety and/or to follow-up on reported concerns.  

We will safeguard the video record to prevent any unauthorized use.  The video record will be kept for a limited time period and then erased.  Parents will be informed of classroom video usage in the Parent Handbook.  

Head Start has posted video surveillance signs in the classroom to provide notice of the Head Start video cameras.  Site Team Leaders will use classroom videos for monitoring purposes, to respond to safety concerns and to determine if requests for viewing should be honored. 

Searches
RWCFS retains the right to search program property at any time.  A search can be part of standard security and inventory procedures and is not an allegation or accusation of criminal conduct.  Searches will be conducted by a supervisor with or without notice.  

RWCFS may request your permission or contact the legal authorities to conduct searches of your personal property on RWCFS premises when there is reason to suspect criminal activity or a violation of policy, including searches for illegal drugs, stolen property, weapons, alcohol, or other prohibited items.  RWCFS will not tolerate theft, misappropriation, or unauthorized use or possession of the property of another. 

Lack of cooperation, criminal activity or any violation of RWCFS policy found as the result of a search will result in corrective action, up to and including termination and referral to the legal authorities, if appropriate. 

[bookmark: _Toc55826298]WORKPLACE VIOLENCE & WEAPONS								

[bookmark: _Hlk15297912]RWCFS is committed to maintaining a pleasant and safe work environment – free from all forms of violence.  Workplace violence is defined by OSHA as “any act or threat of physical violence, harassment, intimidation, or other threatening disruptive behavior that occurs at the work site.”  

Workplace violence includes threats, verbal abuse, bullying, fighting and criminal physical assault directed toward any person, as well as destruction of property, slamming doors and throwing objects.  Essentially, workplace violence includes any behavior causing others to feel unsafe, anxious or threatened in the workplace.

RWCFS has a zero-tolerance policy for any type of workplace violence. This includes any violent or threatening actions directed toward any employee or individual on RWCFS premises, as well as actions directed towards or committed by employees at any time while working off RWCFS premises.  

Weapons
[bookmark: _Hlk15297937]RWCFS is committed to a safe work environment for its employees, enrolled children and families, and its collaborating partners.  Any and all acts of violence, or threats of violence, by or against any program employee, child or family, participating children and families, community partner, volunteer, vendor, or other visitors to RWCFS’s facilities are strictly prohibited. No provision in this policy and procedures prohibit employees from reasonable self-defense and defense of others.

With the exception of items required for work, or stored in locked private vehicles located in parking areas, the possession of any and all weapons, including but not limited to knives, fire arms, electronic devices, and martial arts weapons, regardless of a license or concealment is prohibited on program property, buildings, worksites and program owned vehicles.  

Employees are prohibited from using a weapon on behalf of RWCFS.  Enrolled children are prohibited from bringing any knives, (regardless of size), toy knives, toy guns or other facsimile of a weapon to any RWCFS site or activity and will be confiscated and reported to authorities if appropriate. 

In locations where RWCFS sites/programs are co-located in school settings, the school district will be responsible to post required signage.  Notice of the RWCFS no-weapons policy will be communicated by posting signs in a prominent place near all the entrances and access points of the building and grounds.

It is an unlawful act to enter or remain on RWCFS program property while in possession of a weapon after having been notified of the no-weapons policy.  All violations by any persons, with or without a permit (including employees) shall be reported to the appropriate law enforcement agency.

Employees are required to obey all state and federal laws in reference to firearms and other weapons.  Employees who violate the RWCFS weapons policy will be subject to corrective action, up to and including termination of employment. 

If you believe or are suspicious of a violation of this weapons policy, you are obligated to immediately notify your supervisor or other manager.  No retaliation will be taken against you for a report made in good faith.  

RWCFS reserves the right to prohibit any individual from program property for violation(s) of this policy in accordance with relevant Wisconsin Child Care and Federal Head Start regulations.

* * *
[bookmark: _Toc55826299]APPENDIX
[bookmark: _Toc55826300][bookmark: _Hlk53745212]ALCOHOL AND DRUG-FREE WORKPLACE POLICY							

RWCFS is committed to maintaining a workplace free from the health and safety-related consequences of drug and alcohol use and abuse.  Employees are expected and required to report to work in the proper mental and physical condition to safely and effectively perform their job. 

The program prohibits the manufacture, use, possession, distribution, sale, consumption and performance of work while under the influence of or impaired by alcohol or any illegal drug or controlled substance, as follows:
· while working
· while on RWCFS premises
· while conducting RWCFS business off premises
· while driving on business, whether in a personal vehicle or a vehicle owned or leased by RWCFS
· while representing RWCFS at any time, including during out-of-town training, conferences and work-related activities

Marijuana
RWCFS recognizes the legalization of recreational and/or medical marijuana under certain state laws.  Employees will not be discriminated against because of their lawful use of cannabis/marijuana products during non-work hours.  

However, the law does not require an employer to permit an employee to be under the influence of, possess or use cannabis/marijuana in the workplace or while performing their job.  Employers are permitted to refuse to hire and to discipline an employee, including termination, for violating their drug-free workplace policy.

Prescription Medication
If you are taking a prescription medication which may impair your ability to safely and adequately perform your duties, notify Program Design Director before incurring a violation under this policy.  You may be required to provide additional information from your medical provider confirming your ability to safely and adequately perform your job while using the medication.  

You are not required to provide information regarding the underlying medical condition or any other information protected by the Americans with Disabilities Act (ADA) and the laws of the state.  Any medical information you provide will be maintained confidentially and separately from your general personnel file.

Types of Testing
To ensure compliance with our program, RWCFS will conduct drug and/or alcohol testing on prospective and current employees under the following circumstances and conditions:
1) Pre-Employment:  Conducted on qualified job candidates after contingent offers of employment. 
2) Post-Accident:  Conducted on regulated drivers involved in a motor vehicle accident during the course of driving for RWCFS, in accordance with DOT/FMCA regulations. 
3) Reasonable Suspicion:  Upon reasonable suspicion of a drug and/or alcohol violation of this policy.  “Reasonable suspicion” is determined by our discretion and can include:
· Direct observation of drug or alcohol use or the physical symptoms of such use 
· Abnormal conduct or erratic behavior while at work or a significant deterioration in work performance 
· A report of alcohol or other drug use provided by a reliable and credible source, including an arrest related to drugs or alcohol
· Evidence that an individual has tampered with any drug or alcohol test required by RWCFS 
4) Random:  Conducted on an unannounced, periodic basis on regulated drivers, in accordance with DOT/FMCSA regulations.  A separate policy will be provided to those employees upon hire.

Testing Procedures
Testing will be conducted in accordance with applicable laws and privacy concerns.  All providers are licensed, certified or accredited to perform the testing services and all testing will be conducted at a laboratory licensed, certified or accredited to perform such tests. Chain-of-custody procedures have been established to ensure proper recordkeeping, handling, labeling, and identification of the samples to be tested. 

Results
An initial/rapid drug test with “non-negative” results will be confirmed by a medical review officer (MRO).  The individual will be given the opportunity to provide any information relevant to the testing, including the identification of any prescription or non-prescription drugs currently or recently used, or other relevant information that may have affected test results.  

An applicant subject to pre-employment testing will not be allowed to begin work until/unless the test results report as confirmed negative.  A current employee will be paid for their time at the clinic while completing their sample collection.  If the initial/rapid test results report is negative, then the employee will be allowed to return to work immediately without loss of pay.  If the results require confirmation, then the employee will be suspended pending the outcome.
 
Whether the time while suspended will be paid depends on the confirmed test results.  If confirmed as negative, then the employee will be allowed to return to work and their time while suspended will be paid.   If confirmed as positive, then the time while suspended will not be paid.  

Right to Refuse  
Individuals have the right to refuse to participate in any drug and/or alcohol testing required by RWCFS.  However, such refusal is considered equal to a positive test result for the purposes of determining the appropriate consequence.  Confirmed positive test results for an applicant will result in a withdrawal of the offer of employment.


Consequences
In the event of a confirmed positive pre-employment drug test, the job offer will be rescinded and the candidate made ineligible for hire.  An employee with a confirmed positive drug test or alcohol impairment test will be subject to adverse action, including but not limited to the following:
· Mandatory participation in the RWCFS EAP and any recommended treatment, rehabilitation or counseling, the successful completion of which may be a condition of continued employment and the costs of which may or may not be covered by the employee’s health plan
· Suspension without pay for a designated period of time
· Follow-up unannounced testing for a designated period of time
· Immediate termination of employment
· Any other adverse employment action deemed appropriate under the circumstances

The adverse action will be determined within the discretion of RWCFS and applied in a non-discriminatory manner.  

Reports
In consideration of workplace safety, employees are required to notify their supervisor or Program Design Director if they observe any violation or potential violation of this policy.  Employees will not be subjected to negative actions or retaliation in any way for making a report of any violation of this policy in good faith. 

Confidentiality
All communications related to the drug test or alcohol test results and received through this program are confidential communications and may not be disclosed or used as evidence in a criminal proceeding, except as allowed by law.  

[bookmark: _Toc55826301]EMERGENCY CLOSINGS (Full Policy)									

Full-day Closings
If weather conditions are dangerous in Rock and/or Walworth counties and travel is not advised, the Executive Director/designee will inform employees that normal activities are cancelled.  An inclement weather closing will be taken on a site-by-site basis as determined by the director and site supervisor and will concur with school district decisions and collaborating partners when program services are located in collaborating sites. 

Working Remotely 
In an event of inclement weather, some employees may be allowed to work remotely, with prior approval from their direct supervisor and/or designated program manager. Employees must otherwise use personal/vacation time (if applicable) unless none is available in which the employee may utilize available sick leave. 

For more details, see Telecommuting policy, earlier in this handbook.

Procedures
1. In an event of inclement weather, an employee who wishes to work remotely must contact their direct supervisor and/or designated program manager for approval. Not all positions have opportunity for working at home. 
1. Employees working from home during inclement weather closure must attach a list of tasks completed to their timesheet.
1. All employees working remotely must comply with RWCFS policies and Head Start Program Policies and Procedures.

Procedures for Monitoring
1. The direct supervisor and/or designee will monitor remote work hours and address any concerns when not complying with policies and procedures.
1. Employees may be disallowed to work remotely if procedures are not followed.

Partial-Day Closings
Under certain weather conditions which require the closing of the program after the start of a normal workday, RWCFS will give all employees as much advance notice as possible.  Only the Executive Director or designee has the authority to officially close the program under these circumstances.  Upon the notice of cancellation and after all children in the program have reached their designated drop-off destination, employees who are at work should contact their supervisor about the completion of the workday. 

Delayed Start
If school is delayed 2 hours in a service area and travel conditions have improved sufficiently to allow safe transport to the classroom for the children RWCFS will run a 2-hour delay from the classroom normal start time. A delay will be taken on a site-by-site basis as determined by the Executive Director, Transportation Coordinator and Site Team Leader and will concur with school district decisions and collaborating partners when program services are located in collaborating sites. Classes running with a 2-hour delay will end at their normal end time.

In the event that the site is delayed due to inclement weather non-exempts must use personal/vacation (if applicable) time.  If no personal or vacation is available, the employee may utilize available sick leave to cover missed time. 

Employee Discretion
Employees are expected to report for work if it is at all possible to do so safely, even if children will not be transported or in attendance.  In the event an employee cannot safely travel to work, a non-exempt/hourly employee must use personal/vacation (if applicable) time.  If no personal or vacation is available, the employee may utilize available sick leave. 

Exempt/salaried employees who arrive at work will receive a full day’s pay if the program stays open.  However, if the program remains open and the employee chooses not to report that day, the employee must use personal/vacation (if applicable) time.  If no personal or vacation is available, the employee may utilize available sick leave. 

Home visits, classes and play groups cancelled will be made up as necessary to meet minimum program requirements. Make-up days may occur on non-child contact days for Head Start employees.

Non-Weather Related Closings
Emergency closings related to site safety or operations may occur.  The Site Team Leader in collaboration with appropriate parties will determine whether children will be served or whether sites will be closed to both employees and children.  Employees may be directed to work at alternative sites under these circumstances.

If the site is closed and travel is deemed unsafe by local officials, employees may be directed not to report for the day.  In the event employees are directed not to report, they must use personal/vacation (if applicable) time.  If no personal or vacation is available, they may utilize available sick leave. 

Home visits, classes and play groups cancelled will be made up as necessary to meet minimum program requirements. Make-up days may occur on non-child contact days for Head Start.

General Disaster Recovery Flexibility - County/State/National Emergency
In the event of a significant disaster, such as a hurricane, wildfire, tornado, pandemic, OHS may remove barriers to make it easier for Head Start agencies to meet the needs of affected children and families, especially newly homeless children and families.

Laid-off employees should be encouraged to apply for unemployment compensation benefits and any other financial assistance available to support dislocated workers. With tasks that can be performed off-site, employees may be allowed to temporarily work from home during the disaster recovery period. Employees who take on new job responsibilities during the disaster recovery period, such as contacting parents or cleaning up centers, can be paid their regular wages for such work. Reasonable amounts of overtime may be paid if necessary to support recovery activities. Employees and volunteers should engage in clean-up and other on-site recovery activities only with appropriate supervision and safety gear.

To facilitate the retention and availability for recall of employees when services resume, employees laid off on account of the disaster may be paid their regular scheduled wages and benefits (allocated for shared employees) from Head Start funds for up to two weeks (80 hours for hourly employees, one half of the regular monthly salary for salaried employees) if they are unable to engage in other employment activities, such as those noted above. In recognition of unique circumstances, the Office of Head Start may update the wages and benefits flexibility of ACF-IM-HS-19-02.

[bookmark: _Toc14187418]For more information, refer to ACF-IM-HS-19-01.
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RWCFS complies with the requirements of both the federal Family and Medical Leave Act (FMLA) and the Wisconsin Family Medical Leave Act (WFMLA). When an absence qualifies for leave under either state or federal law or both, the following rules apply:
· The employee is deemed to be using the leave entitlement concurrently under both state and federal law; and
· The law most generous to the employee will apply.

The taking of leave under this policy will not be used against an employee in any term or condition of employment, including any employment decision, promotion, discipline or compensation.

Eligibility
To be eligible for leave under this policy, you must meet the following conditions:
Federal FMLA:
1) Have been employed by RWCFS for at least 12 months (not necessarily consecutive); 
2) Have worked at least 1,250 hours during the preceding 12 months preceding commencement of the leave; and 
3) Be employed at a work location with 50 or more employees within a 75-mile radius of another work location.  

Wisconsin WFMLA:
1) Have been employed by RWCFS for at least 52 consecutive weeks; and 
2) Have worked 1,000 hours in the 52 weeks immediately preceding the commencement of the leave:

Amount of Leave
Under federal FMLA, an eligible employee will be granted up to 12 weeks of FMLA leave during a 12-month period on a calendar year.  If you qualify for leave only on the basis of hours worked under the Wisconsin law, shorter amounts of leave apply:
· Up to 2 weeks of leave for an employee’s own serious health condition; 
· Up to 2 weeks for the serious health condition of the employee’s child, spouse/domestic partner, parent and the parent of their spouse/domestic partner (in-law parents); and 
· Up to 6 weeks for the birth or adoption of a child

The leave may be paid or unpaid, depending on the reason for the leave and the benefits to which the employee may be eligible. 

Wisconsin v. Federal FMLA
Wisconsin FMLA rules and requirements differ from federal FMLA, as follows:
· WFMLA eligibility requires 52 consecutive weeks of employment.  FMLA eligibility requires 12 months of employment, not necessarily consecutive.
· WFMLA eligibility requires 1,000 hours of service. FMLA eligibility requires 1,250 hours of service.
· WFMLA leave may be taken in blocks or intermittently as needed by the employee for any event qualifying for WFMLA.  FMLA allows intermittent use only for certain types of qualifying events.
· WFMLA does not allow employers to require employees to use their available paid time off during the leave, but employers must allow employees the opportunity to choose to use their paid time off during their leave.   FMLA allows employers to require employees to use their paid time off concurrently with their FMLA.
· WFMLA for birth, adoption or foster care placement of a child must commence within 16 weeks before or after the birth or placement.  Under FMLA, leave for these reasons must be completed within 12 months of birth or placement.
· WFMLA also covers the serious health condition of an employee’s parent-in-law, domestic partner (registered or unregistered) and domestic partner’s parent.  FMLA does not recognize parent-in-laws or domestic partners as covered family members.

Types of Leave Covered
A.	Birth or Placement for Adoption or Foster Care
Family leave will be available to eligible male and female employees for the birth of a child or for placement of a child with the employee for purposes of adoption or foster care. Such leave must generally be completed within 12 months of the birth or placement (6 weeks to commence leave taken only under Wisconsin law).
B.	Serious Health Condition of Employee
If you experience a serious health condition, as defined by the state and/or federal law, you may be eligible to take medical leave under this policy. A serious health condition will generally occur if you:
· Receive inpatient care in a hospital, hospice or nursing home;
· Suffer a period of incapacity of more than three consecutive full calendar days accompanied by continuing outpatient treatment/care by a health-care provider; 
· Are pregnant, including severe morning sickness;
· Have a history of a chronic condition which may cause episodes of incapacity; or
· Have a permanent or long-term condition which requires continuing treatment by a health care provider.
Medical leave may be taken all at once or, when medically necessary, in smaller increments. The need for leave must be documented by your treating health-care provider through the medical certification process.
If you qualify for disability benefits for your serious health condition, your disability pay will run concurrently with FMLA and/or WFMLA leave.  
C. 	Serious Health Condition of Immediate Family Member
An eligible employee may take family leave under this policy in order to care for a son, daughter, spouse or parent with a serious health condition.  The Wisconsin FMLA also covers the serious health condition of an employee’s parent-in-law, domestic partner (registered or unregistered) and domestic partner’s parent.  
This leave may be taken all at once or, when medically necessary, in smaller increments. It will be necessary for the family member’s treating health-care provider to document the need for leave through the medical certification process.
D. Qualifying Exigency for Military Family Leave
An eligible employee may take family leave under this policy while the employee’s spouse, son, daughter, or parent (the “military member”) is on covered active duty or call to active duty status for any qualifying exigency under federal law. This leave may be taken all at once or, in smaller increments. 
It will be necessary to submit a complete and sufficient certification for FMLA leave due to a qualifying exigency. Qualifying exigency leave may be taken by family members of regular armed service members, as well as family members of Reserve and National Guard members, provided the service member is deployed to a foreign country.
E. Military Caregiver Leave
An eligible employee may take up to a total of 26 weeks of family leave in a single 12-month period under this policy to care for a current member of the Armed Forces, including a member of the National Guard or Reserves, or, the National Guard or Reserves who is on the temporary disability retired list, who has a serious injury or illness incurred in the line of duty on active duty (or existed before the beginning of the member’s active duty and was aggravated by active duty) for which he or she is undergoing medical treatment, recuperation, or therapy; or otherwise in outpatient status; or on the temporary disability retired list.  A covered service member may also be a veteran who is undergoing medical treatment, recuperation, or therapy, for a serious injury or illness and who was a member of the Armed Forces (including a member of the National Guard or Reserves) at any time during the period of 5 years preceding the date on which the veteran undergoes that medical treatment, recuperation, or therapy. 
This entitlement will be applied on a per-covered-service member, per-injury basis.  The covered service member must be the eligible employee’s spouse, son, daughter, or parent, or next of kin. It will be necessary for the covered service member’s treating health-care provider, as defined by law, to document the need for leave through the medical certification process.

Notifying RWCFS of the Need for Family or Medical Leave
Generally, an application for leave must be completed for all leave taken under this policy. When the need for leave is foreseeable, you should provide notice at least 30 days in advance. When this is not possible, notice should be provided as soon as you learn of the need for leave. In cases of emergency, verbal notice should be given as soon as possible and the application form should be completed as soon as practicable. 

Failure to provide adequate notice may, in the case of foreseeable leave, result in a delay of the leave. Leave application forms are provided by Human Resources.

Calling in “sick” does not qualify as notice for FMLA leave.  You must provide sufficient information regarding the reason for an absence indicating to RWCFS that protection may exist under this policy.  However, if RWCFS is aware of circumstances indicating a potentially qualifying FMLA event, RWCFS is obligated to begin FMLA proceedings regardless of your request or consent.

Failure to cooperate and provide any information requested will result in the forfeiture of all rights under the policy. This means the absence may then be counted for purposes of attendance standards and the appropriate corrective action.

Medical Certification of a Serious Health Condition
Generally, RWCFS will require medical certification to verify that an employee or family member’s illness meets the definition of serious health condition and to determine the nature and duration of the leave. In the case of a family illness, the provider must also verify that the employee is needed to care for the family member.  Periodic recertification to verify that a condition is ongoing may be required as provided by the law.

The appropriate form is available from Human Resources and should generally be returned within 15 days. Failure to provide this certification may result in delay or denial of the leave.

Additional Certifications
If RWCFS has reason to question the validity of a medical certification, an employee may be required to provide a second certification from a health-care provider selected and paid for by RWCFS. If the second opinion differs from the first, a third opinion may be required. The health-care provider for the third opinion must be mutually chosen by the employee and RWCFS and paid by RWCFS. The third opinion, by law, is binding on all parties.

Use of Paid and Unpaid Leave
Both WFMLA and federal FMLA mandates that an employer provide unpaid leave to eligible employees. However, an employee or employer may elect to substitute a paid benefit for which the employee is eligible in order for the employee to receive pay during the leave. In some cases, RWCFS may require that paid time off benefits be used before the employee may take unpaid time.  If paid time off benefits are not available, the leave will be unpaid.  When paid benefits are used during the leave, you are using the benefits concurrently with FMLA and/or WFMLA leave.  

Intermittent or Reduced Schedule Leave
Intermittent and/or reduced schedule leave may be available based on the type of leave requested.  The total amount of leave taken cannot exceed the maximum amount of leave allowed under the law.  

Intermittent and reduced schedule leave must be scheduled with minimal disruption to an employee’s job. To the extent an employee has control, medical appointments and treatments related to a serious health condition should be scheduled outside of working hours or at such times that allow for a minimal amount of time away from work.

RWCFS may, in some cases, transfer you to an alternative position, with equivalent pay and benefits, in order to better accommodate the need for intermittent or reduced schedule leave.

Benefits Continuation During Leave
Coverage under group health insurance will continue while on leave, as long as you continue paying your portion of the premium. Payment arrangements will be discussed with employees upon their request for leave.

Rights Upon Return from Leave
An employee who takes leave under this policy will be reinstated to the same job or an equivalent position upon completion of the leave. If you wish to return to work earlier than expected, you must give advance notice of at least 2 days and a fitness for duty certification may be required. 

If all leave has been exhausted and you remain unable to return to work, the situation will be reviewed on a case-by-case basis to determine what rights and protections might exist under other Company policies.

The law provides that an employee has no greater rights upon a return from leave than the individual would have had if s/he had continued to work. Therefore, you may be affected by a layoff or other job change if the action would have occurred had you remained actively at work. 

A fitness-for-duty statement will be required in order for you to return from leave due to your own serious health condition. Failure to provide the statement will result in a delay in the return to work.

Workers’ Compensation Absences
If you are absent due to a work-related illness or injury which meets the definition of a serious health condition, the absence will be counted against your federal FMLA entitlement.  In other words, you will be using federal FMLA leave concurrently with your Workers’ Compensation absence.

[bookmark: _Toc55826303]VEHICLE USE POLICY											

This policy applies to employees driving their personal vehicle for RWCFS business and those driving an RWCFS program vehicle.  To be eligible, you must have a valid driver’s license on file with the program.  Employees are prohibited from driving any vehicle for any business reason without a current, valid driver’s license on file with the Program Design Director’s office.  

Should your driving privileges with the state be suspended, revoked or restricted in any way, you must notify your supervisor immediately.  Driving on RWCFS business is a privilege, not an entitlement, and may be revoked or suspended by RWCFS at any time.

Driving Record & Insurance
RWCFS may run a motor vehicle report to check your driving record for determination of authorization to drive for RWCFS business. If your driving record indicates multiple moving violations, your driving privileges with RWCFS may be suspended.  If you have persistent and ongoing issues with your driving record, if you are uninsurable, or if you lose your driving privileges, and driving essential duty of your position, you may be terminated from employment.

State law requires all motorists to carry auto liability insurance. It is against the law to drive without insurance. If you use your own vehicle as a part of your employment duties, you may be required to provide current proof of insurance and submit a new proof of insurance when your policy expires.  

If you drive for RWCFS and incur any loss or restriction on your state driving privileges, you must notify your supervisor prior to operating the vehicle. 

Personal Vehicles
Employees who use their personal vehicles in the course of their job-related duties must possess adequate vehicle insurance and carry their insurance card with them at all times while driving on RWCFS business.  To qualify for mileage reimbursement, you must have a copy of your current vehicle insurance coverage on file with the program.  Any lapse in your vehicle insurance coverage must be reported to your supervisor immediately.  

Mileage reimbursement for business use of a personal vehicle is further discussed in the Expense Reimbursement policy, earlier in this handbook.

Transportation of program participants (including adults and/or children) in personal vehicles is prohibited.  RWCFS program is not responsible for damage to personal vehicles while on RWCFS business.  

Program Vehicles
All RWCFS program vehicles are to be used for program business only (not as a vehicle to get to and/or from work) and used by employees only.    To request the use of an RWCFS vehicle, you must send written notice to the Transportation and/or Maintenance Coordinator along with the following information:  
	· Date(s) of use
	· Requested pick-up/drop-off location 

	· Destination(s)
	· Reason for the trip

	· Names of employees to be transported
	



The Transportation Coordinator and/or Maintenance will notify employees of approval.  You will be required to notify the Transportation and/or Maintenance Coordinator with fueling and maintenance needs of any program vehicle in your possession.  

Smoking is prohibited in program vehicles.  You will be responsible for maintaining a clean vehicle and removing all trash and personal items when you return the vehicle.  

Bus Drivers
The bus driver position requires a CDL and a School Bus Endorsement.  A copy of both must be on file with the program and be carried at all times during work hours.  You will be required to submit copies of your CDL driving record prior to employment and annually thereafter.

[bookmark: _Hlk99723388]Any changes in your driving record (e.g., tickets, fines, accidents, citations for driving under the influence of alcohol/drugs, etc.) must be immediately reported to the Transportation Coordinator.

RWCFS employees must be compliant with all applicable Department of Transportation statutes and FMCSA regulations regarding commercial vehicle operation at all times.  These will be provided separately to all CDL drivers, as required.  Violations of any DOT law or FMCSA regulation will result in corrective action, up to and including termination of employment.

Vehicle Safety & Accidents
When driving for RWCFS business in any vehicle, you are required to always drive in a safe and courteous manner and observe all laws and traffic ordinances.  This includes not operating the vehicle while under the influence of or impaired by drugs and/or alcohol.  All occupants must wear the proper seatbelts provided for each seating position.  

Employees must report any traffic citations, parking tickets or arrests to the Transportation Coordinator within 2 days or as soon as possible following the incident.  You will be personally responsible for those citations or tickets.

Any damage to a program vehicle must be reported immediately.  Should an accident occur while on RWCFS business, notify your supervisor as soon as reasonably possible and do not make any statements to the authorities without the Transportation Coordinator or the Finance Director.  

Cell Phone Use While Driving
Cell phone use while driving a program vehicle or on RWCFS business is prohibited.  Cell phone use includes incoming and outgoing calls, texting, emailing, reading maps, accessing apps and checking voicemail messages.  

* * *
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[bookmark: _Toc55826304]EMPLOYEE HANDBOOK ACKNOWLEDGEMENT

I hereby acknowledge that I have received a copy of the Rock-Walworth Comprehensive Family Services, Inc. (“RWCFS”) Employee Handbook. I understand that the contents of this handbook are for general information and guidance and do not in any way create a contract or guarantee for any term or condition of employment. 

I understand that this handbook has control over all prior and existing policy statements, presentations and understandings dealing with the same subject matter.  This handbook replaces and supersedes any previous handbook, policies, manual or communications, whether written or verbal.  

I have entered into my employment relationship with RWCFS voluntarily and acknowledge that there is no promise or guarantee for a specified length of employment.  Employees have the right to terminate the employment relationship with RWCFS at any time, with or without notice, for any reason. The program has the same right to terminate the employment relationship at any time, with or without notice, for any reason not prohibited by law. I understand that my employment is at-will and that my at-will status may not be altered or changed in any way without the express authorization of the Executive Director.

I further understand that this handbook may not be altered or amended without the written authorization of the Executive Director.  Any statement for any term or condition of employment which conflicts with any information contained in this handbook must be in writing and authorized by the Executive Director.

I further understand that all contents in this Employee Handbook are subject to change at any time, with or without prior notice.  The program reserves the right to change or cancel any policy or procedure at any time, as allowed by law.   

I understand it is my responsibility to read and understand the contents of this Employee Handbook.  If I do not understand any provision of the handbook, I may contact my supervisor or Program Design Director for clarification.


Employee Signature 											 

Print Name 							 Date 					
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