(Name of Entity) PERSONNEL POLICY 

[bookmark: A._DISCLAIMER_POLICY]Developed by: Darla Campbell, Jackie Spainhower, and Tracie Moore

Purpose: The following personnel policy template is intended to be a starting point for organizations to use, covering basic areas of relevance. This does not replace an organization’s general procedures and policies document, as both should be utilized. This template has been developed for educational purposes as part of the Serving on Public Boards Guide Sheet.  
A. DISCLAIMER

This document does not constitute a contract for employment with (Name of Entity), either express or implied, and (Name of Entity) reserves the right at any time to change, delete or add to any of the provisions in the policy. Should any provision of this policy be found to be unenforceable and invalid, such ﬁndings do not invalidate the entire policy.

Employment at (Name of Entity) is at-will, meaning either employee or (Name of Entity) may terminate the employment relationship at any time, with or without cause.
  
B. PROHIBITION AGAINST HARASSMENT AND DISCRIMINATION

(Name of Entity) prohibits and will not tolerate discrimination against or harassment of any employee or applicant for employment because of sex, race, citizenship, religion, national origin, creed, color, sexual orientation, ancestry, disability, age status, or any other factor that is not a proper legal basis for an employment decision.

Harassment is any verbal or physical conduct that degrades or shows hostility toward another employee or worker because of their race, citizenship, color, religion, sex, age, national origin, disability, or veteran status of the other employee and that unreasonably interferes with that employee’s work performance or creates a hostile or oﬀensive working environment. Touching; oﬀensive or abusive comments; insults; racial, ethnic, and national origin slurs; ethnic jokes; noises; gestures; and assault can all be forms of harassment. Racial harassment may include, but is not limited to, the use of racial slurs or jokes, racially degrading comments or verbal abuse of a racial nature, racially oriented graﬃti, and making or displaying hangman’s noose. Religious discrimination includes but is not limited to discrimination against persons who hold religious beliefs that are diﬀerent from an employee’s own religious beliefs. Every person employed at (Name of Entity) has the right to work in an environment free of discrimination and harassment in any form, and (Name of Entity) will discipline employees and take other appropriate action against nonemployees for language, behavior, and conduct that is discriminatory or that is oﬀensive or harassing to a reasonable person.

Sexual harassment is deﬁned as unwelcome sexual or other advances, requests for sexual or other favors and other verbal or physical conduct when submission to such conduct is made a condition of an individual’s employment, a basis of employment decisions, or has the eﬀect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or oﬀensive working environment.

Any employee or worker who believes he/she has been the victim of discrimination or harassment, or who observes behavior in the workplace, and any employee who has any information about any discrimination or harassment, regardless of the source, should immediately report such conduct to a supervisor, a manager or a board member. A prompt investigation will be conducted, and to the extent possible and appropriate, the report of this investigation will be kept conﬁdential. Appropriate discipline will be imposed against oﬀenders, ranging from warnings to termination, depending on the severity of the conduct.

Regardless of the outcome of the investigation, no retaliation against any employee or other person making a good faith report of suspected harassment or discrimination will be tolerated. It is the responsibility of both (Name of Entity) and all employees to establish a pleasant working environment free of discrimination and free of unlawful harassment.

C. [bookmark: C.__PERSONNEL_RECORDS_AND_ADMINISTRATION]PERSONNEL RECORDS AND ADMINISTRATION

(Name of Entity) shall maintain records relating to an individual’s employment in a separate personnel ﬁle, including, but not limited to employment application and resume; college transcripts; job descriptions; records relating to hire, promotion, demotion, transfer, layoﬀ, rates of pay, other forms of compensation, education and training; letters of recognition; disciplinary notices of documents; performance evaluations; and termination records. All comments pertaining to employee performance must be signed by the employee’s supervisor and the employee. If the employee refuses to sign, a notation shall be made to that eﬀect in the employee’s permanent ﬁle.

Employees shall notify their supervisor of changes in their home address, telephone number, mailing address, and the person to notify in case of emergency so that appropriate changes can be made to the employee’s personnel ﬁle.

Employees may inspect their personnel ﬁle by appointment with their supervisor. A supervisor must be with the employee at the time of ﬁle review. Employees can make copies of their annual evaluations only.

Should an employee disagree with information contained in his/her personnel ﬁle, the employee shall be given an opportunity to submit a written rebuttal or response to be placed in his/her ﬁle.

D. [bookmark: D._HEALTH_INSURANCE_PORTABILITY_AND_ACCO]HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPPA) COMPLIANCE POLICY (if offered)
 
Health insurance costs and information will be shared between (Name of Entity), insurance company, and each employee. The employee is responsible for their portion of the insurance. Vision insurance is available to the employee, but all the cost will be to the employee. As of this date, when an employee leaves employment with (Name of Entity) COBRA insurance (if oﬀered) is at the expense of the employee and not the employer. Due to the changing of insurance rates, employees will be responsible for contacting the insurance company at that time.
[bookmark: E._EQUAL_OPPORTUNITY_EMPLOYMENT]

E. EQUAL OPPORTUNITY EMPLOYMENT

(Name of Entity) is an Equal Opportunity Employer. Equal employment opportunities extend to the treatment of applicants and employees without regard to race, color, religion, ancestry or national origin, sex, sexual orientation, disability and age. This includes, but is not limited to employment, promotion or transfer, recruitment or recruitment advertising, layoﬀ or termination, rates of pay or other forms of compensation and selection for training.

F. WORK SCHEDULE

(Insert employee title/position) will work (insert hours, example 8:00 a.m. to 5:00 p.m.) Monday – Friday.  

Overtime is not accepted through pay. Compensatory time will be used. However, overtime is discouraged and must be preapproved by the board.  

Compensatory time in compliance with state and federal law equals one & one-half hours for each one hour worked over forty hours in a work week. Full-time employees have a limit of (insert hours) hours pre-approved compensatory time. A part-time employee may earn one hour for each one hour worked over regular scheduled time.

An hour or half hour lunch break and two work breaks consisting of ﬁfteen minutes each are permitted each day, this is considered part of the daily work schedule. Occasionally, time will be required after regular work hours.

G. [bookmark: G._PAY_SCHEDULE]PAY SCHEDULE

Pay day  is every other Friday (two week pay period).

[bookmark: H._TIMEKEEPING]Pay checks will be direct deposited in employee’s account on payday. A written check can be provided only in such cases where an employee does not have a bank account. (Include here, if there is a lag pay period.) 

H. TIMEKEEPING

(Name of Entity) keeps accurate records of the time worked by all employees. It is the employee’s responsibility to record his/her hours worked each day on their time card/punch clock and to turn the sheet into the supervisor every two weeks.



I. [bookmark: I._EMPLOYMENT_CLASSIFICATIONS]EMPLOYMENT CLASSIFICATIONS

Employees who work at least eighty hours per a two-week time schedule are considered full-time employees. Employees who work less than thirty hours per week are considered part-time employees. Part-time employees are not eligible for benefits such as health insurance and retirement.

J. [bookmark: F._WORK_SCHEDULE][bookmark: J.___OUTSIDE_EMPLOYMENT]OUTSIDE EMPLOYMENT

Employees operating any other business or engaging in any other employment outside their employment of (Name of Entity) must advise their supervisors in writing of this fact. This notice will be kept in the personnel ﬁle. The employee’s outside occupational activities must not create a conﬂict of interest or interfere in any way with an employee’s responsibilities to his/her position with the (Name of Entity). Under no circumstances shall (Name of Entity’s) good name, facilities, resources, equipment or supplies be used to promote outside occupational interest.
[bookmark: K.__BENEFITS] 
K. BENEFITS

Employee is eligible to receive beneﬁts after a (insert a time period like ninety-days) probationary period if they work 2080 hours annually.  
[bookmark: L.__ANNUAL_LEAVE]  
L. PAID TIME OFF (PTO)

Temporary or part-time employees will not receive paid time off.

Full-time employees will receive (insert number of hours) PTO each pay period.  Paid time off will be accrued at each pay period.

PTO  carryover is capped at (insert number of hours) per employee. The anniversary date for paid time off will be (date)  of each year. Any hours over this amount will be lost if not used. When an employee leaves employment, available PTO will be paid to employee.
[bookmark: M.__SICK_LEAVE] 
M. [bookmark: N._BEREAVEMENT_LEAVE]BEREAVEMENT LEAVE

(Name of Entity) employees will be granted time oﬀ from duty with pay, not chargeable to PTO, not to exceed three consecutive workdays, immediately following the death of the employee’s spouse or partner, child, sibling, parent, stepparent, grandparent or grandchild and spouse’s child, parent, stepparent, grandparent or grandchild, or a member of the employee’s household. 
[bookmark: O._LEAVE_WITHOUT_PAY] 
N. LEAVE WITHOUT PAY

To be approved by (Name of Entity) upon advanced request.

O. [bookmark: P._UNEMPLOYMENT_INSURANCE_&_SOCIAL_SECUR]UNEMPLOYMENT INSURANCE & SOCIAL SECURITY

Paid by (Name of Entity) as required by law.

P. [bookmark: Q._WORKMEN’S_COMPENSATION_INSURANCE]WORKMEN’S COMPENSATION INSURANCE

Paid by organization as required by law.
[bookmark: R._HOLIDAYS]
Q. HOLIDAYS

Full-time employees will be eligible for major holidays. These include New Year’s Day, Martin Luther King, Jr. Day, Memorial Day, Juneteenth Day (June 19), Independence Day, Labor Day, Veterans Day, Thanksgiving Day, and Christmas Day.  
[bookmark: S._SUSPENSION_OF_OFFICE/OFFICE_CLOSURE]
R. OFFICE CLOSURE

If office has to be closed due to weather conditions, employees may account for the absence in one of the following ways:
· Charge to an employee’s accumulated compensatory time.
· Charge to an employee’s PTO.
· Make up time by working during the same pay period.
· Charge missed work as leave without pay if the work schedule cannot be adjusted and
the employee has insuﬃcient PTO.
[bookmark: T._TRAVEL_POLICY]
S. TRAVEL POLICY

Employees will be paid travel reimbursement at a rate set by (Name of Entity), quarterly for personal vehicle miles associated with work activities. Travel is not paid from home to the oﬃce, but rather mileage from the oﬃce to work related trainings and events. Travel is subject to (Name of Entity) approval. 

Employees are responsible for tracking, recording and submitting the mileage to their supervisor quarterly. A travel form will be provided.


T. [bookmark: U._JURY_DUTY]JURY DUTY

An employee will not receive paid leave for serving on jury duty. They may choose to use PTO or compensatory time. Employee is required to notify his/her employer upon receiving a jury summons.
[bookmark: V._MILITARY_LEAVE]
U. MILITARY LEAVE

Military leave for a non-federal employee is unpaid. They have the option to use PTO but it is not required. Paid time off (PTO) will continue to accrue for twelve weeks, equivalent to employees on FMLA.  

V. [bookmark: W._SHORT_TERM_DISABILITY/LEAVE_OF_ABSENC]LEAVE OF ABSENCE

An employee can request a leave of absence which must be approved by the board.  Employees may choose to use their accrued PTO. 
[bookmark: X._SAFETY_POLICIES]
W. SAFETY POLICIES

All injuries on the job, however minor, should be immediately reported to the supervisor and an internal accident report should be completed.

Employees are prohibited from bringing ﬁrearms, knives other than pocketknives, or other weapons to the workplace.  

(Name of Entity) is a drug free workplace which prohibits the unlawful possession, use, or distribution of illicit drugs and alcohol by employees on work time.

(Name of Entity) prohibits workplace violence that includes acts or threats of violence, such as intimidation, harassment, or coercion on employer’s premises or at employer sponsored events. Any such occurrences should be reported within 24 hours to a supervisor, a manager, or a board member, who will investigate the allegations within five business days.  
[bookmark: Y._YEARLY_PERFORMANCE_APPRAISALS]
X. ANNUAL PERFORMANCE APPRAISALS

Yearly performance appraisals will be completed by the board or supervisor to evaluate employee performance. They will be done in (month) of every year.
[bookmark: Z._PROBATION_PERIOD]
Y. PROBATION PERIOD

All new employees will serve a probationary period of (time period, three months is common), upon which time an evaluation will be completed.
[bookmark: AA._SEPARATION_FROM_EMPLOYMENT] 
Z. SEPARATION FROM EMPLOYMENT

Termination-(Name of Entity) operates under at-will employment so that employer and employee can terminate the employment at any time with or without cause.

An employee needs to give two weeks’ notice to resign in good standing.

The employee is required to return all oﬃce property, credit cards, keys and any other employer owned items at the time of separation.

AA. [bookmark: BB._DISCIPLINARY/GRIEVANCE]DISCIPLINE

The (Name of Entity) sets the disciplinary tools used to discharge, demote, reduce pay, reprimand, suspend, put on probation, or terminate. Disciplinary action will be utilized upon any violation of federal, state or local laws or any employment guidelines. Disciplinary actions will be determined by the (Name of Entity) board or assigned supervisors.

AB. GRIEVANCE

Whenever possible, grievance should be resolved informally. Every eﬀort should be made by the employee and supervisor or board to come to an agreeable solution of the grievance within a reasonable period of time (two weeks). Complaints which the supervisor does not have the authority to resolve should be referred to the (Name of Entity) board immediately.

Unsuccessful attempts at an informal resolution of a complaint should be followed by a formal grievance. The employee should prepare a written statement which states the grievance, describes the remedial action being sought, and provides all information available in support of the complaint. Upon receipt of a written grievance, the board should make all reasonable eﬀorts to resolve the complaint. The board supervisors should determine their decision on the grievance within two weeks or at the next board meeting.   
[bookmark: EE._PRIVACY_POLICY]
AC. STANDARD OF CONDUCT AND ETHICS
1. Profanity on the job is unacceptable.
2. Tardiness is unacceptable.
3. No employee should have a direct or indirect ﬁnancial interest that conﬂicts substantially, or appears to, with the duties and responsibilities of an employee. An employee cannot engage in a ﬁnancial transaction that results from information obtained through employment.
4. No employee should use or allow the use of (Name of Entity) property of any kind for any activities other than those pertaining to work or otherwise approved.
5. No employee should use or allow the use of information gained through employment, which has not been made available to the general public, for furthering a private interest.
6. No employee should engage in criminal, infamous, dishonest, immoral or notoriously disgraceful or other conduct prejudicial to the (Name of Entity).
7. (Name of Entity) will avoid favoritism which is associated with employing members or immediate family of either the board/council or current employees.
8. Employee shall present a professional well-groomed appearance and dress appropriately for duties being performed. Personal hygiene should be practiced.	
9. Employee cell phone use should be limited with personal conversations/texts limited to breaks. A cell phone can be used in cases of personal emergencies. 
[bookmark: HH.__WORK_SUPERVISOR] 
AD. WORK SUPERVISOR

Assignments will be made by (Name of Entity) board/council with (Name of Position or Individual) acting as the day-to-day supervisor. 

FAMILY MEDICAL LEAVE ACT
[bookmark: https://oa.mo.gov/sites/default/files/PO]
The (Name of Entity) provides family and medical leaves of absence according to the Family and Medical Leave Act (FMLA). FMLA entitles eligible employees to take up to twelve weeks of unpaid, job-protected leave in a twelve-month period for speciﬁed family and medical reasons. During any FMLA leave period the employee's health coverage under group health plans will be maintained by the (Name of Entity) to the same extent as before FMLA leave. The (Name of Entity) will pay their share of health plan premiums as if the employee were not on FMLA leave.

The FMLA provides for an unpaid status. Other examples of status are full time status or part time status. The FMLA does not provide for paid leave. Approval of FMLA status is not automatic approval of paid leave. Any leave with or without pay taken during a FMLA period must be approved according to (Name of Entity) policy.

For serious health conditions, FMLA and Workers' Compensation can run concurrently.

GENERAL PROVISIONS
[bookmark: Circumstances_under_which_FMLA_leave_of_]
Circumstances under which FMLA leave of absence may be taken

FMLA leave of absence may be taken for the birth or adoption of a child, for placement with the employee of a child in foster care and to care for the newborn. A father, as well as a mother, can use FMLA status for the birth, adoption or foster care of a child. An expectant mother may request FMLA status before the birth of the child for prenatal care or if her condition makes her unable to work. FMLA status can begin before the actual placement or adoption of a child if an absence from work is required for the placement to proceed. The right to FMLA status expires twelve months after the birth or placement of a child.

FMLA status may be taken to care for the employee's child, spouse or parent with a serious health condition, including status as a military caregiver. 

An employee may be in FMLA status for a serious health condition that makes the employee unable to perform the functions of his or her own job. For serious health conditions, FMLA and Workers' Compensation can run concurrently.
[bookmark: Amount_of_FMLA_leave_that_may_be_taken]
Amount of FMLA leave that may be taken

FMLA entitles eligible employees to take up to twelve weeks of unpaid, job- protected leave in a year for speciﬁed family and medical reasons. Any combination of family and medical leave status may not exceed this maximum limit.

If an employee fails to return to work on the agreed return date, the (Name of Entity) will assume that the employee has resigned.
[bookmark: Guidelines_for_use_of_leave_related_to_F]
Policy:  https://oa.mo.gov/sites/default/files/POLB-35.pdf
Sample Forms: https://www.dol.gov/agencies/whd/fmla/forms 

The employment conditions have been discussed and reviewed with the employee. They are understood and agreed to, as certiﬁed by the signature of the employee and board/council appearing below. These conditions shall remain in eﬀect until changed by approval of the board/council. Each employee will be given their copy and one will be retained in their personnel file.


(Employee Signature)						(Date)




(Board/Council Chair Signature)				(Date)
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