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OUR MISSION
Empowering individuals to positively impact their lives, their communities and the environment

OUR VISION
Empowered individuals leading the way to stronger communities and a healthy planet

Whether you have just joined our staff or have been at Southwest Conservation Corps (“SCC”) for a while, we are confident that you will find our Organization a dynamic and rewarding place in which to work and we look forward to a productive and successful association.  We consider the employees of SCC to be one of its most valuable resources.  This manual has been written to serve as the guide for the employer and employee relationship; and protect our employees and our organization.

We have prepared these guidelines to provide you with information covering some aspects of your employment, and to answer questions you might have about your employment.  These guidelines supersede all prior SCC policies and all statements concerning the terms and conditions of your employment and any verbal policy provided by any other SCC employee.  SCC reserves the right to change, replace or withdraw from any of the following guidelines without prior notice.

Any employee working ‘in the field’ (i.e. with members, crews, and/or partners, or on their own at project sites) will follow the policies and procedures of the Crew Leader Handbook regardless of their role. When the policies of the Personnel Manual do not match the policies of the CL Handbook, the CL Handbook will take precedent as being the more restrictive and comprehensive source for field/project related activities.

The violation of any provision of these policies may result in disciplinary action, up to and including termination.

THESE GUIDELINES ARE NOT A CONTRACT AND DO NOT IMPOSE ANY LEGALLY ENFORCEABLE OBLIGATION ON SCC.  ALL SCC EMPLOYEES ARE EMPLOYED AT WILL. THUS, SCC MAY TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, WITH OR WITHOUT PRIOR NOTICE, FOR ANY OR NO REASON, WITH OUR ONLY OBLIGATION BEING THE PAYMENT OF WAGES EARNED THROUGH THE LAST DAY WORKED.  THE NATURE, TERMS OR CONDITIONS OF SCC’S EMPLOYEES’ EMPLOYMENT CANNOT BE CHANGED BY ANY REPRESENTATION UNLESS IN WRITING SIGNED BY THE CHIEF EXECUTIVE OFFICER OR EXECUTIVE DIRECTOR.
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[bookmark: _Toc312051347]1.  	EMPLOYMENT POLICIES
[bookmark: _Toc247524915][bookmark: _Toc312051348]1.1	Applications

	Prospective employees are required to complete and sign an employment application. SCC may verify the information contained in the application.  False, misleading or failure to provide complete information may result in no job offer or disciplinary action, including discharge.   An applicant may be disqualified, or dismissed if already hired, if it is found that the person failed to submit the required application materials during the prescribed time limits or the person does not meet the minimum qualifications of the job.

[bookmark: _Toc312051349]1.2 	Interviews of Candidates

Year-Round/Regular Employees: Applicant interviews for full-time, regular positions shall be conducted with a minimum of two SCC staff. Each of the applicants for the same position shall be interviewed by at least one consistent person and have the opportunity to answer the same core questions provided to each applicant, prior to the selection. 

[bookmark: _Toc247524916][bookmark: _Toc312051350]1.3 	Reference Checks

	All inquiries regarding a current or former year-round SCC employee must be referred to the Executive Director, COO or CEO.  If the Executive Director is unavailable or unfamiliar with the employees work, such inquiries shall be directed to the employee’s direct supervisor if still employed with SCC.  No other data or information regarding any current or former full-time employee, or his or her employment with SCC will be furnished unless the employee authorizes SCC to furnish this information in a writing that also releases SCC from liability in connection with the furnishing of this information or if SCC is required by law to furnish any information. All inquiries regarding seasonal employees must be referred to the Program Director. If an employee receives a written request for a reference, he or she should refer the request to the Executive Director, COO or CEO for handling or Program Director for all seasonal employees.  No full-time, year round SCC employee may issue a reference letter to any current or former employee without the permission of the Executive Director, COO or CEO. However, Program Directors may submit letters of recommendation for field staff at his or her discretion.

	Under no circumstances should any SCC employee release any information about any current or former SCC employee over the telephone.  All telephone inquiries regarding any current or former employee of SCC must be referred to the Executive Director, COO, CEO or the Program Director.  All referrals must be truthful and not deliberately misleading or rendered with malicious purpose.  
[bookmark: _Toc247524917][bookmark: _Toc312051351]1.4 	Immigration Compliance

	In compliance with the Immigration Reform and Control Act, all employees are required to complete the Employee Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility.  Former employees who are rehired must also complete the form if they have not completed an I-9 with SCC within the past three years, or if their previous I-9 is no longer retained or valid. Employees who fail to comply with the requirements of the Act within three (3) days of their hire date cannot continue to be employed by SCC.
[bookmark: _Toc247524918][bookmark: _Toc312051352]1.5   	SCC Division of Responsibilities

	A.   Board of Directors.   The Board of Directors is the policy-making body of the organization.  It delegates administration of the organization to the Executive Director or CEO.  Direction is provided to the Executive Director or CEO through formal Board and committee meetings. Communication from the Board of Directors to the employees is through the Executive Director or CEO.  The Board of Directors shall have the ultimate responsibility for approval of these guidelines governing human resources matters.

	B.  The CEO.  The Board of Directors delegates the authority and responsibility for human resources administration to the CEO.  The CEO shall exercise such authority and bear responsibility as prescribed in these guidelines.  The CEO may establish such other guidelines as are necessary to carry out the responsibility of human resource administration.  The CEO may delegate human resources matters consistent with the direction of the Board of Directors to the COO or the Director of Administration.  No one other than the CEO of SCC, with approval of the Board, may alter or modify any of these guidelines.  No statement or promise by a supervisor, manager or director may be interpreted as a change in policy nor will it constitute an agreement with an employee. The CEO may authorize any action that the COO has been identified to authorize per SCC’s policies.



[bookmark: _Toc247524919]1.6   	Employment Categories   

 SCC has the following categories of employees:

· Full-Time: An employee who works no less than 40 hours per week. 

· Part-Time: Part-time employees are classified as exempt or non-exempt and work a regular schedule of less than 40 hours per week. Only part-time employees that work a minimum of 24 hours per week are eligible for benefits as defined herein. 

· Exempt: Exempt employees are most likely those who meet a minimum yearly salary, oversee a significant portion of programming, and have discretion over how to complete their responsibilities.  They are exempt from the overtime provisions of the Federal and State Wage and Hour Laws.  Exempt employees are not eligible for overtime pay.  Their salaries are calculated on a semi-monthly basis. The CEO will determine a position’s “exempt or non-exempt” status.

· Non-exempt: Non-Exempt employees receive overtime pay in accordance with our overtime policy.  Their salaries are calculated on an hourly basis. 

· Regular Employees: A regular employee works full-time or part-time and may be entitled to benefits, if funding is available, and they work a minimum of 24 hours per week.

· Seasonal Employees: Seasonal employees include the Crew Leaders and other Field staff, all of whom are exempt employees. Seasonal employees are not eligible for all of SCC Benefits.

· Temporary Employees: A temporary employee works full-time or part-time for a specific length of time.   A temporary employee in a non-exempt position is paid by the hour. Temporary employees typically do not receive any additional compensation or benefits provided by SCC unless specifically stated within the terms of the hire letter. 
[bookmark: _Toc247524920][bookmark: _Toc312051353]1.7   	Promotions and Transfers

	The CEO has the full authority and discretion to make lateral reassignments and promotions within SCC.  The three-month probation will be in effect for all promotions; at which time a written evaluation will be completed by the supervisor. Yet, as long as the employee consistently worked for a minimum of 90 days prior to the reassignment, SCC benefits will continue during their three-month probation period in the new position.

[bookmark: _Toc247524921][bookmark: _Toc312051354]1.8    	Conflict of Interest 

	An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for that employee or for a relative as a result of SCC’s business dealings.  For the purposes of this policy, a relative is a person who is related by blood or marriage.  

	Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest.  This policy establishes only the framework within which SCC wishes the business to operate.  The purpose of these guidelines is to provide general directions so that employees can seek further clarification on issues related to the subject of acceptable standard of operation.  Contact the COO for more information or questions about conflicts of interest.

	The existence of a relationship with outside companies does not in itself create a conflict of interest.  However, if you have any influence on transactions involving purchases, contracts or leases, it is imperative that this be disclosed to the CEO as soon as possible in order to assess whether an actual or potential conflict of interest exists so that safeguards can be established to protect all parties.

	Personal gain may result not only in cases where an employee or relative has a significant ownership in a firm with which SCC does business, but also if the employee or relative receives any kickback, excess benefit, bribe, substantial gift or special consideration as a result of any transaction of business deals involving SCC. 

	SCC Employees and Board of Directors are required to complete and sign an annual disclosure of conflict of interest.  If there is potential conflict of interest, the Board will follow the conflict of interest procedures outlined in the SCC by-laws. 

[bookmark: _Toc247524922]	It is SCC’s policy that relatives of persons currently employed by SCC may be hired only if they will not be working directly for or supervising a relative. If already employed, they cannot be transferred into such a reporting relationship. If the relative relationship is established after employment, the supervisor shall decide who is to be transferred after consulting with the individuals concerned. In other cases where a conflict or the potential for conflict arises, even if there is no supervisory relationship involved, the parties may be separated by reassignment or terminated from employment. For the purpose of this policy, a relative is defined to include spouses, parents, children, brothers, sisters, brothers- and sisters-in-law, father- and mothers-in-law, stepparents, stepbrothers, stepsisters, and stepchildren. This policy also applies to individuals who are not legally related but who reside with another employee.
[bookmark: _Toc312051355]1.9   	Non-Discrimination and Anti-Harassment Policy

	SCC is committed to a work environment in which all individuals are treated with respect and dignity. Each individual has the right to work in a professional atmosphere that prohibits discriminatory practices, including harassment.  Therefore, SCC requires that all relationships among persons in the workplace will be respectful, business-like and free of prejudice and harassment.

	Employees must work without discrimination or harassment on the basis of race, color, national origin, religion, gender, age, disability, sexual orientation, sexual expression, military expression or any other characteristic protected by law.   SCC prohibits and will not tolerate any such discrimination or harassment.

	A.  Definitions of Harassment

		1.  Sexual harassment.  Sexual harassment constitutes discrimination and is illegal under federal, state and local laws.  For the purposes of this policy, sexual harassment is defined, as in the Equal Employment Opportunity Commission Guidelines, as unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when, for example:  (i) submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment;  ii) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (iii) such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment.  SCC fully intends to comply with all EEO guidelines.

		Sexual harassment may include a range of subtle and not so subtle behaviors between individuals of the same or different gender.  These behaviors may include, but are not limited to:  unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual nature; commentary about an individual's body, sexual prowess or sexual deficiencies; leering, catcalls or touching; insulting or obscene comments or gestures; display or circulation in the workplace of sexually suggestive objects or pictures (including through e-mail); and other physical, verbal or visual conduct of a sexual nature.  Sex-based harassment is harassment not involving sexual activity or language (e.g., male manager yells only at female employees and not males), but may also constitute discrimination if it is severe or pervasive and directed at employees because of their sex.

		2.   Other Harassment.   Harassment on the basis of any other protected characteristic is also strictly prohibited.  Under this policy, harassment is verbal or physical conduct that denigrates or shows aversion toward an individual because of a person’s race, color, religion, national origin, age, disability or any other characteristic protected by law, and that:  (i) has the purpose or effect of creating an intimidating, hostile or offensive work environment; (ii) has the purpose or effect of unreasonably interfering with an individual's work performance; or (iii) otherwise adversely affects an individual's employment opportunities. 

        		Harassing conduct includes, but is not limited to:  epithets, slurs or negative stereotyping; threatening, intimidating or hostile acts; denigrating jokes and display or circulation in the workplace of written or graphic material that denigrates or shows aversion toward an individual or group, including through e-mail.

	These policies apply to all applicants and employees, and prohibit harassment, discrimination and retaliation by fellow employees or a supervisor or manager.  Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the workplace, such as during business trips, business meetings and business-related social events.  

	B.  Retaliation Is Prohibited

	SCC prohibits retaliation against any individual who reports discrimination or harassment, or one who participates in an investigation of such reports.  Retaliation against an individual for reporting harassment or discrimination or for participating in an investigation of a claim of harassment or discrimination is a serious violation of this policy and, like harassment or discrimination itself, will be subject to disciplinary action, up to and including discharge.  

	C.  Complaint Procedures

	SCC requires the reporting of all incidents of discrimination, harassment or retaliation, regardless of the offender's identity or position.  Individuals who believe they have experienced harassing conduct must file all complaints with the Executive Director before the conduct becomes severe or pervasive.  If you believe you have been harassed by the Executive Director, you should report the complaint to the COO. If a claim is made against the COO, they shall report it to the CEO. If you believe you have been harassed by the CEO, you should report the complaint to the Chair of the Board of Directors. Employees who have experienced conduct they believe is contrary to this policy have an obligation to take advantage of this complaint procedure. 

	Early reporting and intervention have proven to be the most effective method of resolving actual or perceived incidents of harassment.  Therefore, please promptly report any complaints or concerns so that rapid and constructive action can be taken.  SCC will conduct an investigation concerning the alleged harassment, and if confirmed, it will make every effort to stop it before it becomes severe or pervasive.  This is only possible with the cooperation of its employees.

	D.  Investigation Procedures

	Any reported allegations of harassment, discrimination or retaliation will be investigated by the Executive Director, COO and CEO. If the Claim is made against the CEO, the Executive Board Chair will appoint Executive Board members to investigate the claim.  The investigation may include individual interviews with the parties involved and, where necessary, with individuals who may have observed the alleged conduct or may have other relevant knowledge. Confidentiality will be attempted to be maintained throughout the investigation process to an extent consistent with adequate investigation and appropriate corrective action. 

	E.  Discipline

	Discipline for conduct constituting harassment, discrimination or retaliation will be handled appropriately.  Discipline will include any steps to assure the conduct will not be repeated; such as training, referral to counseling, monitoring of the offender and/or other disciplinary action such as warning, reprimand, withholding of a promotion or pay increase, reduction of wages, demotion, reassignment, temporary suspension without pay or termination, as SCC believes appropriate under the circumstances. A decision of action shall be made no more than 20 days from the initial reported claim. If more time is needed to decide, the suspected employee shall be notified within the first 20 days after the claim is reported. During the investigation period, the suspected employee may be relocated to another location, given other duties, or required to not work for SCC if there is reason to believe that other employees, participants, partners or SCC’s reputation is at risk of potential harm. Disciplinary actions are not required to be disclosed to the Claimant or other employees or program participants.

[bookmark: _Toc247524923][bookmark: _Toc312051356]1.10   	Americans with Disabilities Act Policy

	SCC complies with all applicable provisions of the Americans With Disabilities Act ( ADA ).  It is our policy not to discriminate against any qualified employee or applicant with regard to any terms of employment because of such individual's disability or perceived disability, so long as the employee can perform the essential functions of the job. Consistent with this policy, SCC will provide reasonable accommodations to a qualified individual with a disability, as defined by the ADA, who has made the SCC aware of his or her disability, provided that such accommodation does not constitute an undue hardship on the organization.

	Employees with a disability who believe they need a reasonable accommodation to perform the essential functions of their job should contact the CEO.  Upon receipt of an accommodation request, the CEO and your direct supervisor will meet with you to discuss and identify the limitations resulting from the disability and the potential accommodation that the SCC might make to help overcome those limitations.  

	The SCC will determine the feasibility of the requested accommodation considering various factors, including, but not limited to, the nature and cost of the accommodation, the availability of tax credits and deductions, outside funding, our overall financial resources and organization, and the accommodation's impact on the operation of SCC, including its impact on the ability of other employees to perform their duties and on our ability to conduct business.

	SCC will inform the employee of its decision on the accommodation request or on how to make the accommodation.  The law does not require us to make the best possible accommodation, to reallocate essential job functions, or to provide personal use items (i.e., eyeglasses, hearing aids, wheelchairs etc.).  
	
	An employee or job applicant believes that he or she has been discriminated against based on a disability should notify the CEO.  All inquiries or complaints will be treated as confidential to the extent possible.  
[bookmark: _Toc247524924][bookmark: _Toc312051357]1.11   	Confidentiality Policy

	We do our best to protect the privacy of employees and participants and the confidentiality of information provided to us.

	We strive to maintain the confidentiality of personal information provided to us by applicants, employees, or participants.  We cannot guarantee confidentiality, however, and in various circumstances, we may have to disclose personal information to third parties.  This may happen, for example, when we are conducting a background investigation, and information may need to be disclosed in the context of verifying it, or when we need to inform supervisors of an employee’s special circumstances to enable the supervisors to provide a proper work environment. Employees and volunteers working with our organization are expected to follow all instructions given regarding maintaining the confidentiality of information in our files and shared with us by those we serve.
	
	We seek to comply with applicable federal and/or state laws that may restrict the disclosure of confidential information. We also seek to comply with applicable laws that may require us to report confidential information to appropriate authorities, such as state child abuse reporting statutes.

[bookmark: _Toc247524925][bookmark: _Toc312051358]1.12   	Background Investigation & Criminal Records

	Background investigations are required for all staff unless their position entails no interaction with program participants and is not listed within staff positions funded by grants or agreements. There may be circumstances where one or all of the following may be required – a notary, drug testing or finger printing.  Background investigations may be conducted at any time during the selection process or after hire.  Background searches on youth under 18 must have parental or guardian consent prior to investigation. Continued employment and participation is contingent upon the results of the background search. After a satisfactory background search and/or driver’s record is obtained, it is the responsibility of the employee to inform SCC of any subsequent event that would compromise an employee’s eligibility to remain an SCC employee, volunteer or participant. Every applicant or employee has the opportunity to review and challenge the factual accuracy of the result of a background check before any action is taken to exclude them from employment with SCC.
[bookmark: _Toc247524927][bookmark: _Toc312051359] 1.13   	Other Issues

	In cases where employees have made honest mistakes, it is up to the CEO’s discretion whether SCC will absorb resulting expense as a cost of doing business.  In instances of gross negligence and/or repeated mistakes, the employee/instance will be handled by the SCC disciplinary procedures.  The Board of Directors may serve as a sounding board on a case-by-case basis as needed.
[bookmark: _Toc247524928][bookmark: _Toc312051360]1.14   	Whistle Blower Policy

	In cases where an employee feels that there has been a violation of organizational policy or state or federal laws, there are two methods of reporting violation(s) with no consequences to the individual for reporting the infraction.  The incident must be reported in writing to either the CEO or the Board of Director’s Chair or Secretary.  The CEO and/or BOD Chair and/or BOD Secretary will follow up on the issue and submit a written report to the Executive Board of Directors and employee who reported the incident.

[bookmark: _Toc312051361]1.15   	Compensation Policy

Southwest Conservation Corps strives to be among the best Conservation Corps in which our employees can work and serve our communities. We believe it is in the best interest for our organization that our employees be fairly compensated for the value of their work and contributions. It is our intention to use a compensation program that is objective and non-discriminatory in theory, application and practice.  The program is designed to attract, retain and reward our employees in direct alignment with our core values and vision.  

The compensation program aligns all positions to the market by using local, national and industry specific survey data.  Market data includes other Conservation Corps, local non-profits and comparable for-profit data. It also addresses significant market differences due to geographical locations. The program evaluates external equity which is the relative marketplace position worth comparable to the positions in other Conservation Corps, as well as the general job market, factored by general economic variances and local markets.

Our compensation program evaluates internal equity which is the relative worth of each position comparing the level of job competencies, formal training and experience, responsibility and accountability.  Positions are arranged in a formal broadband grading structure.

The CEO is responsible and accountable to the Board of Directors and is charged with ensuring that our Conservation Corps is staffed with highly qualified, competent employees and that the compensation program is administered on a fair and equal basis. Compensation includes hiring wages/salaries, merit and promotional increases and compensation consisting of salary, incentive, retention, bonus and other discretionary pay for all positions except that of the CEO.  The CEO is responsible to ensure that salary ranges are reviewed and updated on an annual basis, that all positions are market aligned every two to four years and that all pay adjustments are administered in a fair and equitable manner. This includes that the total compensation program is managed with consistency and equity.

The Decision Process:
SCC engages in shared decision making.  
· The COO and the Regional Executive Directors determine compensation for program staff.  
· The Board and CEO determine compensation for the COO, Executive Directors and senior administration employees.  
· The Board determines compensation for the CEO.

SCC sets salaries for new staff members based upon the following:
· SCC salary chart
· Job responsibilities
· Experience, knowledge, background and cultural competence relative to the position
· SCC experience
· Local conditions
· References/resume/interview notes 

[bookmark: _Toc312051362]1.16   	Merit Increase Policy

Regular Employees:
Merit pay is used to reward successful performance and is based on the amount of funds budgeted in the Merit Increase pool.  Larger increase amounts are awarded to those employees who consistently exceed performance standards.  In accordance with the Southwest Conservation Corps, supervisors recommend whether an employee should receive an increase based on an annual performance review and the amount of increase appropriate for the performance results.

The following factors are considered in awarding merit increases to employees:
· Performance reported in the annual performance review.
· The appropriate pay level within the salary range.
· Pay increase pool funds available.
· Increase recommendations approved by Management Team.

Employee performance is formally reviewed once each year in the month of December.  Only regular employees are eligible for merit increases. The employee must be employed with at least six months continuous service to qualify for a merit increase.

An employee whose pay is at the maximum of the salary range may not be granted a merit increase.

Each year the CEO and Management Team will determine the pool of merit increase funds available and the possible levels of increases. All recommendations by supervisors for merit pay increases will be considered in relationship to all others in making the best use of the funds available. The objectives of the compensation program and financial resources available will be considered in the decision making process. 

The Compensation Committee, approved by the Executive Board, will make final determination of merit increases for all positions at grade IV and above.

In most cases there will be multiple (2-4) levels of increases. A typical range for these increases might be 0 to 5%.The majority of employees will typically receive an increase in the middle of the range. To receive the maximum level of increase an employee must have demonstrated consistently outstanding performance throughout the year and served as a role model for others, displaying desirable characteristics. 

Seasonal Employees: Seasonal Employees are not normally eligible for merit increases.

Non-Annual Merit Increases:

In exceptional circumstances an employee may be considered for a merit pay increase at a time other than the end of the fiscal year. This could be based on a promotion, a significant change of job duties, or outstanding performance that should be recognized more immediately than the end of the year.
[bookmark: _Toc312051363]1.17   	Incentive Bonus Policy

SCC recognizes the value of all of its employees in contributing to its success as an organization. The bonus policy exists to allow the organization to provide bonuses to its employees when appropriate and fiscally able.

SCC’s bonus policy operates on the fiscal year basis. At the completion of each fiscal year the Management Team, with the approval of the Executive Board, determines whether a bonus is a viable option and, if so, the level of available funds for a bonus pool.  Whether a bonus will be awarded and the amount of any bonus will be based on the overall net income earned by the organization during the past year and takes into account other investments needed for the coming year, including merit increases to salaries, and the overall health of the organization. Availability of funds for bonuses varies from year to year and bonuses are typically only awarded under exceptional circumstances. If awarded, bonuses will be paid during the first pay period of the fiscal year.

Employees eligible for bonuses are regular employees who complete the entire fiscal year and maintain good standing throughout the fiscal year. Part-time employees working a minimum of 24 hours per week are eligible. Temporary or seasonal employees are not eligible to participate.

Bonuses are considered to be taxable income and will be added to the employee’s compensation in the year they are awarded. 

[bookmark: _Toc312051364]1.18	LEAVE AND BENEFITS – Regular Staff

Applies only to Regular, year-round staff, unless identified below
[bookmark: _Toc312051365]1.18.1	Leave Policy
Paid time off (PTO) provides all regular full and part time staff members with time away from work that can be used for vacation, holiday, personal time, illness or time off to care for dependents.  

Immediate Family for the purpose of Sick and Bereavement Leave is defined as an employee’s spouse, parents, stepparents, siblings, children, stepchildren, grandparent, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-in-law, daughter-in-law, or grandchild.

Southwest Conservation Corps believes that employees should spend time away from work to maintain balance in their lives.  In addition the Corps understands that employees have diverse needs for time off from work.  This PTO policy is established to meet those needs. The benefits of PTO are that it promotes a flexible approach to time off.  Employees are accountable and responsible for managing their PTO hours to allow for adequate reserves to cover absences.

Regular, full-time and part-time staff members who work an average of 24 hours a week or more on a regular basis are eligible to accrue PTO.  (Eligible part-time employees accrue PTO on a pro-rated basis.)  Employees who work less than 20 hours per week, on-call, seasonal and temporary employees are not eligible to accrue PTO.  

Accrual of PTO is based on paid hours of work up to 2080 per year, excluding overtime and is earned on a per pay period basis.  Eligible employees working less than 40 hours and at least 20 hours per week accrue PTO in a pro-rated basis. Length of service determines the rate at which the employee accrues PTO.  There is no accrual when unpaid leave is taken or when Long Term Disability Benefits are paid. Once the maximum accrual is reached, no additional PTO will be accrued.

	Years of Service
	Accrual Rate per Pay Period
	Maximum Annual PTO Accrual

	New Hire-2 years
	10.667 hours
	256 hours/32 days

	2-5 years
	12.334 hours
	296 hours/37 days

	5 years and more
	14 hours
	336 hours/42 days



PTO must be requested in advance and requires supervisory approval, except in the case of sudden illness or emergency.  Approval of PTO is subject to Corps staffing requirements and established procedures.  All approved time away from work will be deducted from the employee’s PTO bank. 

PTO Usage & Eligibility:
· Not be used for time missed due to late reporting to work except during inclement weather.  
· Required to use available PTO when taking time off from work with the exception of time off in accordance with Corps policy for Jury Duty, Bereavement, or Military duty.
· Employees may not borrow against their PTO accounts and no advance compensated leave will be granted.
· PTO may be used in hourly increments for non-exempt employees. For exempt employees PTO must be used in either half-day or full-day increments only.

In order to provide a buffer for personal and sick time off requirements, a maximum of 80 hours of PTO may be carried over at the end of each calendar year for employees with less than five years of SCC service.  For employees with five or more years of SCC service, a maximum of 100 hours of PTO may be carried over at the end of each calendar year.  The total number of hours carried over from one calendar year to the next may not exceed this 80 hour maximum for employees with 0-5 years of service and 100 hours for employees with five or more years of service.

PTO in excess of the 80 (or 100) hour maximum will be deposited into each individual’s “reserve sick-time bank”.  The reserve sick-time bank days are for use for certified medical leave that extends beyond 5 calendar days as per Federal Family Leave Act (FFLA). The reserve sick-time bank maximum is 520 hours.

Employees who leave for reason of resignation, termination or retirement from the Corps will be paid all accrued, unused PTO. Any accrued time in the individual’s reserve sick-time bank is not eligible for pay out at the end of employment.

One additional day off will be granted for each instance that a staff member serves On-Call for a continuous 7-day period. This day off must be taken in the week immediately following the week on-call and will not be added to the employee’s PTO pool.
[bookmark: _Toc312051366]1.18.2	Bereavement

	When a death occurs in an employee’s immediate family, all regular, full time employees may take up to three days off with pay to attend the funeral or make funeral arrangements.  The pay for time off will be prorated for a part-time employee if the funeral occurs on a scheduled work day.  SCC may require verification of the need for the leave.

	All regular, full-time employees may take up to one day off with pay to attend the funeral of a close, non-family member.  This time off will be considered by the employee’s supervisor on a case-by case basis.  The pay for time off will be prorated for a part-time employee if the funeral occurs on scheduled work days.  The supervisor should confirm the time is recorded accurately on the timecards.  SCC may require verification of the need for the leave.

	SCC understands the deep impact that death can have on an individual or a family, therefore additional non-paid time off may be granted.  The employee may make arrangements with his or her supervisor for an additional four unpaid days off in the instance of the death of an immediate family member.  Additional unpaid time off may be granted depending on the circumstances such as distance and the individual’s responsibility for funeral arrangements. At this time, SCC will recommend the employee to utilize SCC’s employee assistance program. 
[bookmark: _Toc312051367]1.18.3	Jury Duty

	A leave of absence for jury duty will be granted to any full-time or part-time regular or seasonal employee who has been notified to serve.  During this leave, employees will be compensated their regular rate of pay, for a regular work day’s hours, for the first three days of jury service.  Thereafter, pay will be made to the employee by the court.  An employee on jury duty is expected to report to work any day he or she is excused from jury duty.  

	Upon receipt of the jury notice, the employee should immediately notify his or her supervisor.  A copy of the jury notice should be provided to the Business Office for payroll and attendance purposes.  Upon the employee's return from jury service, the employee must notify the Office and Finance Manager and must submit a signed Certificate of Jury Service indicating the number of days served.
[bookmark: _Toc312051368]1.18.4	Military Leave
	
	A full-time employee who is drafted or enlists in active duty of the military service in time or war, armed conflict or emergency will be granted an unpaid leave of absence for military service, training or related obligations in accordance with applicable law.  Employees on military leave may substitute their accrued paid leave time for unpaid leave.  While in active service, such employee may not be removed from employment.   Documentation of the military leave shall be provided to the Business Office prior to taking the leave.
[bookmark: _Toc312051369]1.18.5	Sabbatical

	After every 5 years of service, staff members are eligible to take a “sabbatical” for 1 month to pursue a related staff development/research area. The activity during sabbatical must be related to the job and to further develop SCC.  For example, a staff member could join another corps for a month or go to a 1 month training program or travel and visit numerous other corps, etc.   The leave is not automatic and must be approved by one’s supervisor and the Executive Director and/or CEO.  SCC will cover salary and benefits during time away, but not travel costs, class expenses, etc., unless approved through the staff development policy. 
 
[bookmark: _Toc312051370]1.18.6	Pregnancy Leave

	In the case of a normal or abnormal pregnancy, pregnancy leave shall be treated as an unpaid leave of absence for up to twelve (12) weeks as per the Federal Family and Medical Leave Act.  Any accrued PTO may be used. PTO hours are not accrued while on pregnancy leave without pay.  
[bookmark: _Toc312051371]1.18.7	Federal Family Medical & Leave Act (FMLA)
 
	The FMLA grants every eligible employee up to a total of 12 workweeks of unpaid leave during any 12-month period for one or more of the following reasons:

for the birth and care of the newborn child of the employee; for placement with the employee of a son or daughter for adoption or foster care; to care for an immediate family member (spouse, child, or parent) with a serious health condition; or to take medical leave when the employee is unable to work because of a serious health condition.    
[bookmark: _Toc312051372]1.18.8	Compassionate Transfer of Leave

        Compassionate Transfer of Leave is defined as contributions of PTO from employees to other employees who are unable to work due to circumstances as outlined in the Federal Family and Medical Leave Act.  Employees must have exhausted all forms of paid leave before they can receive transfers of leave from other employees and they must not be receiving benefits from either Worker’s Compensation or Long Term Disability. Employees are able to continue accruing and using PTO while on leave with pay.  

  	Requests for Compassionate Transfer must be approved by the CEO.  Requests for receiving Compassionate Transfer of Leave by the CEO must be approved by the Executive Board of Directors.

[bookmark: _Toc312051373]1.18.9	Benefits Package
Benefits become effective after the three-month probationary period. Employment at SCC remains “at-will” even after the conclusion of the probationary period.

	SCC provides to each regular employee who works greater than 24 hours per week the following company-paid health benefits:
1. Employee dental insurance through Companion Life Insurance Company.
2. Employee vision insurance through VSP.
3. Employee long-term disability and life insurance through Assurant Insurance
4. SCC contributes $3,960.00 per year per employee above their contracted annual salary to each permanent employee who works greater than 24 hours per week to be used for health or dependent care.  The contribution is a maximum of $165.00 per person per pay period.  This benefit can only be used for health or dependent care with one exception, which is described below.  If an employee chooses not to participate, he/she forfeits the benefit.  If an employee does not use the entire amount to reimburse an insurance premium, he/she must forfeit the residual or put it into an HSA. The only case in which any of it will be provided as cash to an employee is if the employee provides proof that he/she is covered by comprehensive health insurance through another family member.   If an employee elects an HRA for insurance premium reimbursements, the maximum to be funded into employee’s account is 100% of the employer contribution (i.e. $165.00 per pay period).  No employee contribution is allowed to fund their HRA for insurance premium reimbursements.  Contributions to a Health Savings Account and/or Dependent FSA can be a combination of employer and/or employee contributions.  Please refer to the SCC Flexible Benefits Plan Summary Description for further details. 
5. SCC provides an Employee Assistance Plan for all regular and seasonal staff.  

	 
[bookmark: _Toc312051374]1.18.10	Wellness Benefit	

	Regular employees will receive a wellness benefit of $250 annually (e.g. health club membership, race entry fee, new sports equipment, etc.).  The deadline to submit receipts for reimbursement to the Business Office is November 30th.	
[bookmark: _Toc312051375]1.18.11 	Workers’ Compensation Benefit

	SCC is covered under statutory Workers' Compensation Laws.  If you sustain a work-related injury, you must notify your supervisor of the injury immediately. Coverage and determination of the injury and its relations to “work duties” is identified by SCC’s Workers Compensation Insurance Carrier. It is the employee’s responsibility to report claims prior to seeking care. If you are an unreasonable distance to travel from any of SCC’s identified providers and it is an emergency, go to the nearest hospital.

[bookmark: _Toc312051376]1.18.12	403(b) Retirement Benefit

	After one year of employment, employees are eligible to participate in SCCs’ 403(b) Retirement Plan administered by TIAA-CREF.  Employees who contribute to their TIAA-CREF 403(b) will receive 2% of their annual gross income as an organization contribution on a monthly basis.  Employee contributions are a minimum of $25 via payroll deduction each pay period.

[bookmark: _Toc312051377]1.18.13	Tuition Reimbursement

	Regular employees are eligible for tuition reimbursement for courses directly related to their current position and are limited to $100/course.  The course and subsequent reimbursement must be approved by the CEO.  The Board of Directors must approve reimbursement for courses taken by the CEO.

[bookmark: _Toc312051378]1.18.14	End of Benefits

Employee benefits will be terminated the day last worked by the employee, upon request for termination of benefits per the employee, or if the employee becomes ineligible for receiving SCC benefits (i.e. decrease of hours below 24 hours). An employee’s group benefits will become in-active the day following their last day of work. An employee is entitled to receive a health reimbursement (see Benefit Policy for maximum amount per pay period) for the pay period in which they worked their last day. In addition, if an employee pre-paid their insurance premium in advance, SCC is not responsible for reimbursing any expenses beyond the maximum pay period allotted. 


[bookmark: _Toc312051379]1.19	LEAVE AND BENEFITS – Seasonal Staff
Applies to Seasonal Employees only

At the end of the first month, the employee will be compensated paid days that can be used for any personal purpose for needed time off (vacation, sick, etc). All days off must have approval from the employee’s supervisor. Award days are not paid out at the end of temporary employment. Seasonal employees may not accrue more than 15 days of compensated paid days during their continuous employment with SCC. Accruals are as described below:

	Time Employed
	Number of Comp Day Accruals

	After One month of continuous employment
	5 days

	After Four months of continuous employment
	5 additional days

	After Seven months of continuous employment
	5 additional days.




After the first month the employee will be reimbursed up to $150 per month for Health Benefits with receipt of payment into any standard insurance plan.

[bookmark: _Toc312051380]1.20 	END OF EMPLOYMENT
[bookmark: _Toc312051381]1.20.1	Resignation

	When an employee decides to leave for any reason, SCC would like the opportunity to discuss the resignation before final action is taken.   SCC often finds during this conversation that another alternative may be better.  If the employee decides to leave, it is requested that the employee provide SCC with a written two-week advance notice period (vacation days or personal days may not be included in the two-week notice period). 
[bookmark: _Toc312051382]1.20.2   Dismissals

	Every SCC employee has the status of employee-at-will, meaning that no one has a contractual right, express or implied, to remain in SCC’s employ.  SCC or the employee may terminate employment without cause, and with or without notice, at any time for any reason.  No supervisor or other representative of SCC except the CEO has the authority to enter into any agreement for employment or to make any agreement contrary to this provision.
[bookmark: _Toc312051383]1.20.3   Post Resignation/Termination Procedures

	The Supervisor is responsible for scheduling an exit interview with a terminating employee on the employee's last day of employment and for arranging the return of SCC property including. The employee’s final paycheck may be held until all the following property is returned:

· SCC credit card(s);
· Office keys;
· SCC manuals;
· Petty cash balance in your possession or control;
· Cellular phones belonging to SCC;
· Telephone cards belonging to SCC;
· Gas cards belonging to SCC; 	
· SCC and its clients documents and other materials; and
· Any additional SCC-owned or issued property.
· Computer and phone log-on names and passwords.

	If you have used any passwords on SCC documents on SCC computer(s), those passwords must be provided to the Executive Directors or COO.


[bookmark: _Toc247524930]

[bookmark: _Toc312051384]2.  	OPERATIONAL POLICIES
[bookmark: _Toc312051385]2.1   	Telecommuting 

	FT Regular Employees: Telecommuting will be permitted under special circumstances, typically for a very limited period of time, with the prior approval of the particular region’s Executive Director.  Executive Directors must have prior approval from the COO.
[bookmark: _Toc247524937][bookmark: _Toc312051386]2.2   	Personnel Records

	To keep necessary SCC records up to date, it is extremely important that you notify the Business office of any changes in:

· Name and/or marital status;
· Address and/or telephone number;
· # of eligible dependents;
· W-4 deductions; and
· Person to contact in case of emergency

	Please keep the Business office appraised of any changes to the above within one week of the change.

[bookmark: _Toc247524731][bookmark: _Toc247524824][bookmark: _Toc247524942][bookmark: _Toc247525064][bookmark: _Toc247525955][bookmark: _Toc247526128][bookmark: _Toc247524732][bookmark: _Toc247524825][bookmark: _Toc247524943][bookmark: _Toc247525065][bookmark: _Toc247525956][bookmark: _Toc247526129][bookmark: _Toc247524733][bookmark: _Toc247524826][bookmark: _Toc247524944][bookmark: _Toc247525066][bookmark: _Toc247525957][bookmark: _Toc247526130][bookmark: _Toc247524734][bookmark: _Toc247524827][bookmark: _Toc247524945][bookmark: _Toc247525067][bookmark: _Toc247525958][bookmark: _Toc247526131][bookmark: _Toc247524735][bookmark: _Toc247524828][bookmark: _Toc247524946][bookmark: _Toc247525068][bookmark: _Toc247525959][bookmark: _Toc247526132][bookmark: _Toc247524736][bookmark: _Toc247524829][bookmark: _Toc247524947][bookmark: _Toc247525069][bookmark: _Toc247525960][bookmark: _Toc247526133][bookmark: _Toc247524737][bookmark: _Toc247524830][bookmark: _Toc247524948][bookmark: _Toc247525070][bookmark: _Toc247525961][bookmark: _Toc247526134][bookmark: _Toc247524738][bookmark: _Toc247524831][bookmark: _Toc247524949][bookmark: _Toc247525071][bookmark: _Toc247525962][bookmark: _Toc247526135][bookmark: _Toc247524739][bookmark: _Toc247524832][bookmark: _Toc247524950][bookmark: _Toc247525072][bookmark: _Toc247525963][bookmark: _Toc247526136][bookmark: _Toc247524740][bookmark: _Toc247524833][bookmark: _Toc247524951][bookmark: _Toc247525073][bookmark: _Toc247525964][bookmark: _Toc247526137][bookmark: _Toc247524970][bookmark: _Toc312051387]2.3   	Attendance, Punctuality and Dependability 

	Because SCC depends heavily upon its employees, it is important that employees attend work as scheduled.  Dependability, attendance, punctuality, and a commitment to do the job right are essential at all times.  Employees are expected at work on all scheduled workdays and during all scheduled work hours and to report to work on time, especially during Program operations where work on some weekends is required.   An employee must notify their supervisor or the Executive Director as far in advance as possible, each day, if he or she expects to be late or absent. An employee who fails to contact their immediate supervisor or Executive Director may be considered as having voluntarily resigned.  A record of absenteeism and lateness is maintained which becomes part of the human resources record. Absenteeism and lateness reduce an employee's chances for advancement and may result in termination.
[bookmark: _Toc247524971][bookmark: _Toc312051388]2.4   	Drug Free Workplace Policy	

	If any SCC employee is caught manufacturing, distributing, dispensing, possessing, or using any illegal drug, alcohol, or controlled substance while in the SCC workplace, this constitutes a serious violation of SCC rules, jeopardizes SCC and can create situations that are unsafe or that substantially interfere with job performance.  It is also against SCC policy to drive a motor vehicle for SCC business while impaired by any alcohol or drug, whether legal or illegal.  If this policy is violated, the employee may be disciplined, up to and including termination, depending on the severity of the offense. 
[bookmark: _Toc247524972][bookmark: _Toc312051389]2.5   	Workplace Violence 	

	SCC strongly believes that all employees should be treated with dignity and respect.  Acts of violence will not be tolerated.  This includes but is not limited to intimidating, threatening or hostile behaviors, physical abuse, vandalism, arson, sabotage, and use or possession of weapons.  Additionally, offensive comments regarding violent events will not be tolerated.  All instances of violence must be reported to your supervisor and/or Executive Director and/or COO.  SCC will promptly respond to any established incident of violence. 
[bookmark: _Toc247524973][bookmark: _Toc312051390]2.6   	Romantic Relationships

	Romantic relationships are not permitted between co-workers where one employee acts in a supervisory capacity to the other employee.
[bookmark: _Toc312051391]2.7   	E-mail, Internet and Voice Mail Policy

	Technology owned by SCC, should be used on SCC premises unless the employee is on authorized business travel. This also applies to all activities using any SCC paid accounts, subscriptions, or other tech services, such as Internet and Web access, voice mail and e-mail.

	SCC must preserve all data and put a “litigation hold” on all documents at the moment the Business Office perceives there is a possibility of litigation.  The Business Office will start interviewing involved parties to determine what computers/documents should be placed on litigation hold.

	SCC supplied communications systems, including but not limited to, voice mail, e-mail, electronic bulletin board systems, interactive messaging services, interactive chat services, electronic mailing lists, and the Intranet, are intended to assist the SCC and its employees performance of SCC-related business only. All SCC supplied communication systems are SCC property.  As such, all voice mail and e-mail messages created, sent and received are and remain SCC’s property. 

	SCC reserves the right to retrieve and read any message composed, sent or received.  Even when a message is deleted, it is still possible to recreate the message.  The ultimate privacy of messages cannot be guaranteed to anyone. 

	Notwithstanding SCC's right to retrieve, read or listen to any such documents and/or messages, they should be treated as confidential by other members of SCC and accessed only by the intended recipient. Employees are not authorized to retrieve, listen to, or read any written or voice mail messages that are not sent to them. Employees shall not attempt to gain access to another person's messages or files without proper authorization.

	SCC supplied communications systems may not be used to solicit for commercial ventures, religious or political causes, investment, pyramid schemes, chain letters, spamming (unsolicited e-mail), or other non-SCC related purposes.  In addition, SCC supplied communication systems may not be used to create or disseminate any offensive or disruptive messages.  Messages that contain obscenity, pornography, threats, intimidation, defamatory content, sexual comments, jokes or images, racial slurs, gender-specific comments, or any comments, jokes or images that are intended or likely to offend a reasonable person on the basis of his or her age, physical or mental disability, gender, race, religion, national origin, physical attributes, sexual preference or any other classification protected by law are strictly prohibited.  

	SCC supplied web access, including but not limited to, Internet access through Internet service providers, use of proprietary online services, web-based chat systems, use of Usenet newsgroups, and use of local area networks, are supplied to assist SCC and its employees in the performance of SCC-related business only. SCC supplied web access may not be used to create or disseminate any offensive or disruptive messages, or to create, disseminate, store, transmit, forward, cut, paste, copy, print, save, send by fax, upload, or download any messages communications or other material in violation of the copyrights, trademarks, service marks, trade secrets, patents, intellectual property or other confidential or proprietary information of any party. Further, web access to sites and services which contain obscenity, pornography, threats, intimidation, defamation, sexual comments, jokes or images, racial slurs, gender-specific comments, or any comments, jokes or images that are intended to or are likely to offend a reasonable person on the basis of his or her age, physical or mental disability, gender, race, religion, national origin, physical attributes, sexual preference, or any other classification protected by law are strictly prohibited. 

	In addition to these restrictions, SCC supplied web access may not be used for the unauthorized copying or transmission of text, other communications, computer software, photographs, video images, graphics, music or sound recordings. SCC supplied web access is provided for SCC-related use only and should not be used for the benefit of any other business. Use of the internet for personal tasks (email, Facebook, news, etc.) is allowed on only a very limited basis and should not interfere with regular work duties or consume unreasonable bandwidth during working hours.

	If a SCC employee receives notice or becomes aware that any SCC supplied communications systems or web access are being or has been used to create, disseminate, store, transmit, forward, cut, paste, copy, print, save, send by fax, upload, or download any messages communications or other material in violation of the copyrights, trademarks, service marks, trade secrets, patents, intellectual property or other confidential or proprietary inforn1ation of any party, such employee shall have the obligation to inform the CEO of such use or proposed use. SCC has designated Harry Bruell as its agent to receive notification of claimed infringement. Harry Bruell can be reached in his office or by e-mail at harry@sccorps.org. SCC reserves the right to remove or disable access to any material that is claimed to be infringing or to be the subject of infringement. 

	By using SCC supplied communication systems and web access, and/or by signing this policy, the employee consents to the employer reviewing, auditing, intercepting, accepting, disclosing and/or destroying all documents and/or messages created by, received by, sent by or on SCC communication systems.  Unauthorized use of SCC supplied communications systems and web access may be grounds for disciplinary action, up to and including termination. 
[bookmark: _Toc247524975][bookmark: _Toc312051392]2.8   	SCC Information and Property

	The protection of SCC business information, property and all other SCC assets are vital to the interests and success of SCC.  No SCC related information or property, including without limitation, documents, files, records, computer files, equipment, office supplies or similar materials (except in the ordinary course of performing duties on behalf of SCC) may be removed from the SCC's premises.  In addition, when an employee leaves the employment of SCC, the employee must return all SCC related information and property that the employee has in his or her possession, including without limitation, documents, files, records, manuals, information stored on a personal computer or on a computer disc, supplies, and equipment or office supplies. 

	Bikes and dogs are allowed in SCC offices with permission from the Regional Executive Director.  For any individual leaving a bike at SCC, the risk of theft or damage will remain with the owner and will not be a liability to SCC.

	SCC provides supplies, equipment and materials necessary for you to perform your job.  These items are to be used solely for SCC's purposes.  Employees are expected to exercise care in the use of SCC equipment and property and use such property only for authorized purposes.  Loss, damages or theft of SCC property should be reported at once.  Replacement cost may be charged to employee if SCC finds negligence was involved.

	SCC's equipment, such as telephone, postage, facsimile and copier machines are intended to be used for business purposes.  Personal use of these or other equipment that results in a charge to SCC should be reported immediately to the Business office so that reimbursement can be made.  Although SCC realizes that there are times when an employee may need to use the telephone for personal reasons, it is expected that good judgment will be used in limiting the length and frequency of such calls.  

	Upon termination of employment, the employee must return all SCC property, equipment, work product and documents in his or her possession or control.
	
[bookmark: _Toc312051393]2.9   	Cell Phone Use
	
	Personal use of SCC cell phones (including texting) is restricted to usage at “unlimited” times (i.e. weekends) or to cell phones within the network that do not charge minutes/texting to the SCC cell phone plan. 

[bookmark: _Toc247524976][bookmark: _Toc312051394]2.10 	Promotional Consent Release

	The employee acknowledges and hereby gives permission to Southwest Conservation Corps, AmeriCorps and other partners/funders to use photos, videos, voice recordings and quotes of themselves for marketing, public service announcements, or other promotional materials and initiatives.	
[bookmark: _Toc247524978]	 
[bookmark: _Toc312051395]2.11   	Smoke Free Work Environment

	In order to maximize the health of its employees and clients, the SCC office and facilities are smoke free areas.  Smoking outdoors is permissible.  Any violation arising under this policy should be reported to the CEO. 
[bookmark: _Toc247524980][bookmark: _Toc312051396]2.12   	Profanity 

	SCC encourages a work environment where employees respect each other, their supervisors and SCC’s customers.  It is against SCC policy to use profanity in the workplace to demean, insult, degrade or disrespect a co-worker, supervisor or customer.  Any violation of this policy may result in disciplinary action, including termination.  
[bookmark: _Toc247524981][bookmark: _Toc312051397]2.13   	No Solicitation

	No employee may solicit, directly or indirectly, for any purpose, any of SCC’s employees or customers without SCC’s prior written consent.  Moreover, no employee will encourage the departure of any of SCC’s employees for any reason.  

[bookmark: _Toc247524984][bookmark: _Toc312051398]2.14   	Dress Code

	All employees are expected to come to work dressed appropriately.  Dress code will apply to all Corps-sponsored events.

1. Footwear must be worn at all times.
2. No pajama tops or bottoms will be allowed during work or while traveling to work sponsored activities.
3. Shorts and skirts must be mid-thigh in length and not revealing. i.e. bare midriffs, bare shoulders, low cut shirts or blouses, muscle shirts and/or tank tops with spaghetti straps, transparent clothing are all unacceptable.
4. Clothing that is cut or torn will not be allowed.
5. Clothing which indicates membership or affiliation with any gang will not be allowed.
6. Clothing must be properly buttoned/zipped/tied at all times.
7. Clothing must be appropriately worn with no derogatory messages, i.e. clothing with lettering and/or pictures depicting drugs, sex, violence, nudity, profanity, vulgarity, offensive terminology, or which is distracting to the work environment will not be allowed. 
8. No body piercing or pierced jewelry which creates a safety issue will be allowed.
9. Chains, spikes or sagging pants will not be allowed.
[bookmark: _Toc247524985][bookmark: _Toc312051399]
3.  	SAFETY AND RISK MANAGEMENT
[bookmark: _Toc247524986][bookmark: _Toc312051400]3.1	Vehicle Safety & Use
Staff vehicles are defined as vehicles that are not used to transport crews but used for all other SCC business.

	In the occurrence of a vehicle accident of any level, SCC employees are required to immediately report the accident to their direct supervisor and take any emergency action needed to ensure the safety of persons and vehicles involved. The accident should be reported to SCC’s vehicle insurance provider or agent within 24 hours of the accident; if not immediately.

	If an employee uses a cellular phone for business or personal purposes, he or she SHALL NOT use the phone while driving on SCC business, unless using a hands-free accessory (where allowed by state law).  If the phone rings during business driving, the employee is required to either (i) turn off of the road and cease driving before the phone is answered, or (ii) do not answer the phone until driving is completed, or (iii) ensure the hands-free set is attached before answering.  ABSOLUTELY NO TEXTING OR ELECTRONIC MAILING IS ALLOWED WHILE DRIVING AN SCC VEHICLE OR A PERSONAL VEHICLE ON SCC TIME.
	
	FT Regular Employee: If SCC “staff” vehicles are available but the employee chooses to use his/her own car, SCC will reimburse for the cost of gas only; i.e. if 5 gallons is used for the trip, employee will be reimbursed the cost of the 5 gallons used. If there are no “staff” vehicles available and employee uses his/hers own vehicle, mileage will be reimbursed at .55 per mile as per 1/1/09 IRS rate. Prior to taking a private vehicle for travel, the option of renting a vehicle should be considered as to which would be the most economical and approved by the regional Executive Director or CEO prior to travel. As a last resort, a private vehicle can be used and will be reimbursed at $.55 per mile.
	
	A driver’s insurability request must be performed every year with SCC’s current vehicle insurance provider or agent for each employee who will be operating SCC vehicles.  The following standards have been established to determine who is eligible to drive SCC vehicles.   All guidelines are based on the submission of a current Motor Vehicle Record (MVR).  SCC requires that all individuals submit current proof of insurance and a MVR to be reviewed.  Additionally, SCC requires all individuals to notify their supervisor within one week if he/she receives a traffic violation after submitting a MVR and before the end of their employment with SCC.  An individual must have an acceptable MVR in order to drive SCC vehicles and are required to inform SCC in writing of any traffic violation they incur while employed with SCC.

	Acceptable MVR record is defined as:

	1.  No major violations in the past 3-years.  These include:
	          a.   DUI/DWI/DWA/OUI
	          b.   Reckless Driving
	          c.   Careless Driving
	          d.   Vehicular Homicide
	          e.   Leaving the Scene of an Accident

	2.  No more than:

	          a.   Two moving violations in past 3 years
	          b.   One moving violation and 1 at-fault accident in past 3 years
	          c.   Two at-fault accidents in prior 3 years

	These guidelines are subject to change per SCC discretion and SCC’s Driver Insurance Carrier based on individual account peculiarities/situations.

	The SCC vehicle maintenance checklist must be completed by any employee prior to travel of 50 miles or more.  Always wear safety belts and drive in a safe manner while driving SCC vehicles or driving for SCC purposes. If you are involved in a motor vehicle or other accident, do not make any statements to anyone unless and until you speak with the Executive Directors or CEO.  No personal use of SCC vehicles is allowed and no lending or hiring out of vehicles will be permitted.	
[bookmark: _Toc312051401]3.2 	Safety
	
	Year-Round, Regular Employees: Regular, full-time employees occasionally go into the field for various program operations.  In this event, such employees must follow the Crew Leader Handbook which addresses matters of safety.

	SCC’s goal is to reduce or eliminate property losses and personal injuries to both our employees and visitors.  All employees are required to report any conditions they believe are unsafe to the COO or CEO.  Safety is everyone’s business. 

	


[bookmark: _Toc312051402]4. 	FINANCIAL AND ORGANIZATIONAL POLICIES AND PROCEDURES
[bookmark: _Toc247524996][bookmark: _Toc312051403]4.1   	Time Records

	The attendance of each employee is recorded on the SCC Time Sheet.  Our attendance records are SCC records, and care must be exercised in recording the hours worked, overtime hours, and absences.  All non-exempt employees must record the time they arrived and departed, each day, on his or her time record.  Each employee is responsible only for his or her own record keeping.  Lunch time is one hour unless otherwise approved by supervisor. Exempt employees must indicate business trips, vacation, sick and administrative days on the Time Allocation Sheet.  Each employee shall have his or her supervisor initial the Time Allocation Sheet before it is submitted to the Business Office.  If your supervisor is out of the office when the Time Allocation Sheet is turned in, please turn it in to the Business office.
[bookmark: _Toc312051404]4.2   	Payment of Salary, Paydays and Hours of Work

	Overtime payment, if any, is included in a non-exempt employee's base salary payment.  Written permission from your supervisor is required in order to work overtime. 

	A statement of earnings is given each pay period to employees indicating gross pay, statutory deductions and voluntary deductions.  The amount of Federal withholding is affected by the number of exemptions claimed on Form W-4 and Form A-4’s Employee's Withholding Allowance Certificate. If an employee's marital status changes or the number of exemptions previously claimed increases or decreases, a new Form W-4 must be submitted to the Business Office.

	Year Round, Regular Employees: Salary payment is made in arrears for salary due up to the prior pay period. Paydays are bi-monthly according to the pay schedule published at the beginning of each year and are electronically deposited into each employee’s bank account.  Hours are generally 8:00 a.m. to 5:00 p.m., Monday through Friday, with a one hour lunch period each day (or 30 minute lunch with a 15 minute break in the morning and afternoon).  Employees may be required to work during some Saturdays and/or Sundays and/or irregular hours based on their job duties.

	Seasonal Employees: Crew paydays are bi-weekly and will be paid by check.  If a paycheck is lost, the Office Manager must be notified in writing as soon as possible before a replacement check can be issued. A stop payment fee will be charged to the employee for all stop payments that are placed.  If the lost paycheck is recovered and the SCC identifies the endorsement as the employee’s, the employee must give the SCC a replacement check within 24 hours of the time it is requested. 

[bookmark: _Toc312051405]4.3   	Pay Advances

	Pay advances are intended to provide a new employee with monetary stability upon their entrance to their position with SCC. Pay advances for regular or seasonal employees of $500.00 or less may be considered.  A maximum of 6 pay advances may be requested in each calendar year. A pay advance request form must be submitted and approved by the Executive Director or COO if more than $200.00. The Program Director may approve advances for less than $200.00.  For any amount granted, the advance must be reimbursed from the next paycheck. 

	For payroll advances of $50.00 and more, a check will be issued. Payroll advances under $50.00 may be funded by petty cash.	

	Seasonal Employees: Advances may only be given during the first two pay periods of employment. Any additional advances must be approved by the Executive Director. 

[bookmark: _Toc312051406]4.4   	Overtime Pay

	Depending on SCC business needs, employees may occasionally be required to work overtime.  Prior approval from a supervisor, however, is required before any non-exempt employee may work overtime. Employees working overtime without approval may be subject to disciplinary action. Non-exempt, full-time employees are eligible for additional pay for work performed beyond their regularly scheduled 40 hours per week. 

	The first 40 hours worked in a week are paid at the employee's regular hourly rate. Thereafter, additional time is paid at a rate of 1 ½ times the employee's hourly rate.  Employees are responsible for calculating their own hours on a daily basis.  Each day, the time the employee starts and finishes work must be recorded.  The employee's supervisor must approve his or her hours worked at the end of each week. 
[bookmark: _Toc312051407]4.5   	Expense Reimbursement	

	Fines and insurance premiums or damage and repair on personal autos are not reimbursable.  Employees will certify as to insurance coverage on personal automobiles used for business related travel. 	

	For normal business needs of the Program, expenses of $200 or less shall be paid from petty cash.  If expenses exceed this amount, a “Purchase Request Form” must be completed with the appropriate approval signatures.  It is not expected that expenses should exceed these sums, and therefore, it is not expected that there should be any out-of-pocket expenses incurred by field staff.  If there is such an occasion, call the Executive Director or your direct supervisor prior to incurring the expense to receive authorization. Please refer to the complete Purchase Approval Procedures.

	Expense reports, receipts and other related documents must be submitted within ten working days of completion of long distance/conference travel and submitted with their bi-weekly Time Allocation Sheet for local travel.


	FT Regular Employees: SCC will pay actual, reasonable costs when travel is necessary for required business.  Reimbursable expenses include air travel, lodging, business telephone, gasoline and educational materials if required or desired by SCC.   Employees must be authorized to travel prior to the travel confirmation being made by the Executive Director or COO. Employees authorized to travel by air on a required work assignment will be reimbursed for coach travel and tourist accommodations.  SCC will reimburse staff up to $30.00 per day for meals on business trips when staff is traveling for program development, professional development or in the pre-season at least one hundred fifty miles away from base (receipts required). The Executive Directors and/or COO can approve an additional meal per diem on a case by case basis in special circumstances.   All staff is expected to use dining establishments that are moderately priced regardless of purpose (i.e. entertaining potential sponsors, staff incentives, etc.). Reimbursement is not allowed for purchases of alcohol unless it is part of a business meeting with a partner/funder.  If conference registration fees include meals, no expense reimbursement or per diem is allowable. 

	Field Employees: All field staff is expected to eat with a crew during programming hours. Meal expenses may be deducted from the Crew Leader’s paycheck, weekly. Field employees are not eligible for any reimbursement of personal funds used toward optional and non-survival expenses while on travel with the crew. Field employees who are authorized to travel for other purposes than working in the field may be eligible for reimbursement of expenses. In this case, all policies for FT Regular Employee’s Expense Reimbursements will apply. 
[bookmark: _Toc312051408]4.6   	Purchase Approval Procedure
	
The approved Budget sets the limit for expenses within a line item.
	
Staff primarily responsible for line-item expenses will alert the Business Office or the COO/CEO of impending large expenses in order to insure sufficient cash flow for the organization (i.e. large uniform, tool orders, vehicles, computers). Staff will receive bi-monthly expense statements from the Business Office to facilitate budget and expense monitoring.
	
For purchases under $500, final purchase approval must be obtained from your supervisor before turning the purchase request from into the Business Office.  Visa purchases can be compiled on the Visa Receipts Monthly Summary Form and submitted for approval with the current statement.
	
Purchases over $500 must also receive prior approval from the Program Directors, Executive Directors or CEO.
	
Executive Directors will need prior approval from the CEO for purchases that are over $500 that are not already included in the current approved budget.
	
Upon completion of the purchase, the receipt, invoice, or check copy is to be attached to the Purchase Request Form and submitted to supervisors for approval signature.
	
The Purchase Request Form with documentation and supervisor signature must be turned into the Business Office within one week of the purchase.
	
An approved SCC check signer must approve every payment in writing by initialing the actual bill or by some other similar written approval.  When feasible, the lead staff member at a remote site should approval in writing all payments related to that site.   All receipts for purchases are to be submitted to the Business Office within the timeframe specified above.  If there is an outstanding charge of over $60 that is not accompanied by a receipt within 60 days, this will become a payroll deduction to the originator of the expense OR if there are 3 missing receipts within one year, the forth receipt will be treated as a payroll deduction.
[bookmark: _Toc247524997][bookmark: _Toc312051409]4.7   	Checks
	Only upper management has check signing authority. This specifically includes the CEO, COO, Executive Directors, and Program Directors.

	Checks over $5,000 must have two upper management signatures on the check signature space. If electronic payments over the amount of $5,000 are being made, two upper management signatures must be shown on a hard copy invoice, filed in the business office files.
[bookmark: _Toc247524998][bookmark: _Toc312051410]4.8   	Credit Cards

Year-Round, Regular Employees: Only year-round staff have access to SCC Credit Cards, specifically the CEO, COO, Executive Directors, Program Directors, Recruiters and Program Coordinators.  For all credit card purchases, the staff will comply with the Expense Approval/Purchase Tracking Protocol.  Seasonal staff will have access to generic SCC debit cards which will be loaded on a monthly basis.  

Seasonal Employees: Seasonal Staff will comply with the Expense Approval/Purchase Tracking Protocol and will submit receipts to the Business Office monthly.
[bookmark: _Toc312051411]4.9   	Credit Card Use  

	Credit cards may be used for SCC business only; such as for gas, supplies, equipment and trips.  Such credit cards must be used solely for SCC program purposes and may not exceed the budget allocation.  Receipts and expense reports must be initialed by your supervisor prior to submitting them to the bookkeeping department.  Absolutely no personal purchases may be made on SCC credit cards, even if it is your intent to reimburse such amounts.  Any violation of this policy may subject an employee to discipline, up to and including discharge.
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	The Business office maintains a petty cash fund which may be used for minor purchases for SCC business purposes.  Any employee desiring to take petty cash must complete the petty cash request form.  Receipts must be maintained to the extent possible.  The petty cash request form and receipts must be initialed by your supervisor. No additional petty cash disbursements will be made to any employee until all receipts and any remaining cash are returned to the business office.
[bookmark: _Toc247524999][bookmark: _Toc312051413]4.11   	CEO Authority

	SCC has a line of credit with Alpine Bank primarily to facilitate cash flow for the organization.  The CEO will manage this line of credit through the Comptroller and comply with the Expense Approval/Purchase Tracking Protocol.  
[bookmark: _Toc247525000][bookmark: _Toc312051414]4.12   	Executive Director and Program Director Authority

	The Executive Directors and Program Directors have a Visa Credit Card with varied maximum limits of credit due to their job duties to respond to program emergencies and to make program purchases staying within the line item amount approved in the budget.  For all credit card purchases, the Directors will comply with the Expense Approval/Purchase Tracking Protocol.
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	The CEO will open all of the bank statements, review and sign off on them.  If requested, the Treasurer will receive a separate copy of the bank statements mailed directly to their home and will review the statements each month.  SCC will ask the bank to provide images of the back of the checks in additional to the front images.
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	The COO will review and initiate direct deposits via the bank’s Automatic Clearing House transfer system.  The Program Directors will review and sign payroll checks and/or approve automatic payments for the crew leaders and crewmembers.  The Business Office will carefully review all I-9’s and copies of Drivers Licenses prior to issuing payroll checks.
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	The Comptroller will not retrieve the mail.   Another administrative employee will open the envelope and make a copy of the check before giving it to the Comptroller.   A copy of all checks and cash that come through the mail will be put in the CEO’s mailbox. The CEO or his/her designee will then match the copied checks to the bank statement on a monthly basis. The unopened bank statements will be given to the CEO for review and approval before the Business Office receives the statement for reconciliation.
[bookmark: _Toc247525004][bookmark: _Toc312051418]4.16   	Accounts Payable 

	The CEO will carefully review all bills, looking especially for prior balances.  The Office Managers will prepare the payments and submit to the COO, Executive Director or CEO for signature on the check. Invoice approval must be done by someone other than the check signer unless it is a recurring bill.   

[bookmark: _Toc312051419]4.17 	Contracts

	Contracted services and/or products over the amount of $1,000 should have a minimum of three bids from capable businesses/individuals that provide similar, if not exact, service that is being requested. The name, address and bid amount for the service shall be documented and filed before accepting the Contractor. 

[bookmark: _Toc312051420]4.18 	Gift Acceptance

	Any Gift Acceptance that is considered a Capital Item worth over $1,000 at the time of acceptance must be approved by the CEO and Comptroller, prior to the gift being transferred to SCC or SCC staff.
[bookmark: _Toc312051421]4.19   	Document Retention
	DOCUMENT
	TIME TO RETAIN
	DOCUMENT
	TIME TO RETAIN

	Copies of Tax Returns
	Forever
	Sales Records/ Journals
	6 years

	Tax/Legal Correspondence
	Forever
	Personnel Files
	7 years

	Audit Reports
	Forever
	Employee Expense Records
	3 years after sales

	Contracts/Leases
	Forever
	Personal Investment Records
	6 years

	Real Estate Records
	Forever
	IRA Records
	6 years after withdrawals

	Corporate Minutes/Stock Records
	Forever
	Cancelled Checks
	3 years

	Bank Statements
	6 years
	Paid Vendor Invoices
	3 years

	General Ledger/Journals
	6 years
	Employee Payroll Records
	3 years

	Depreciation Schedules
	Tax Life of Asset + 3 years
	
	


This retention schedule does not apply in the event of litigation.  Every attempt must be made to preserve all documents and electronic data until litigation is concluded.              


[bookmark: _Toc312051422]4.20 	Drawdown of Federal Funds
· The Grant Coordinator (GC) will request draw downs on a cost reimbursement basis.  
· All drawdown requests will be initiated to cover expenditures that SCC has already incurred and will be supported by general ledger reports that are approved by the CEO.  
· The Grant Coordinator will pursue due care to ensure that fund requests are not initiated in advance of actual expenditures. 
· The GC first reviews the calculations originating from timesheets and QuickBooks grant expenditure reports.
· The actual drawdown will be initiated by the Grant Coordinator who has received guidance and training to guarantee valid and accurate drawdown requests.  
· Upon approval of the GC’s analysis by the Comptroller, GC logs into the Payment Management System (PMS) using the user and password set-up at beginning of award as instructed by the Corporation.  The URL is http://www.dpm.psc.gov/.  
· The drawdown is initiated in the PMS using the link bookmarked in the GC’s internet browser.  
· Once logged in, the GC clicks on ‘smartlink payment request’ to initiate a drawdown request.  
· At the entry screen, the GC clicks on the ‘request for payment’ link in the list on the left side of the page.  Subsequently, the Account Number is entered (available in the GC’s grant binder) and ‘account’ is clicked.  Information on that page is verified (with a checkmark) and the following information is entered:
1. Payment Due Date (the business day following date of entry)
2. Expected Disbursement Amount (the amount of the cost reimbursement being requested at this time)
3. Cash on Hand (Since SCC is always operating under the cost reimbursement model, this will always be zero.)
4. Payment Request Amount (the amount of the cost reimbursement being requested at this time)
· Then, the GC prints this page for SCC’s records (and stores the print-out in the GC’s grant binder), clicks ‘continue’ and finishes the request on the following page by selecting ‘done.’
· This process is completed once every two to four months, or once per month when crew expenditures are greatest.
· All drawdowns are deposited into SCC’s operating account to cover previously incurred program expenditures.  SCC’s Comptroller checks online banking records to confirm receipt of funds.
· As applicable, SCC will return to CNCS interest earned* on grant funds deposited in interest-bearing bank accounts (except for a small amount of interest earned each year that SCC is allowed to keep to reimburse itself for administrative expenses).
· Drawdowns will be recorded in the general ledger system by SCC’s Comptroller.
*In accordance with the CNCS Cooperative Agreement Terms and Conditions Section III. B. 5. D. the account will be interest bearing and not expected to earn interest in excess of $250 per year on the Federal cash balances. 

[bookmark: _Toc286157973][bookmark: _Toc312051423]4.21 	Federal Financial Report Policy
· SCC will submit, in accordance with terms and conditions of the Cooperative Agreements, Federal Financial Progress reports in the appropriate electronic system to the Corporation for National Community Service (CNCS) on a semiannual basis. SCC will also submit the FFR‐Cash Transactions Report to the Department of Health and Human Services Payment Management System (HHS) on a quarterly basis.
· At a minimum, the reports will include all federal funds expended by SCC and Subgrantees under the terms of the Cooperative Agreement during the reporting period. SCC will ensure actual expenses reported on the Federal Financial Report (FFR) reconcile to the accounting records of SCC, on accrual basis. All reports will be submitted prior to or on the due date as outlined in the Cooperative Agreement which is as follows:
· Semi‐annually on October 31, and April 30th to CNCS via e‐grants.
· Quarterly on October 31, January 31, April 30 and July 31 to HHS

[bookmark: _Toc312051424]4.22 	Reporting on Federal Funds Expended
There are two reporting mechanisms in place related to SCC’s grant awards through the Corporation:  the Payment Management System and egrants.  On schedule, as determined by officers from both systems, SCC enters reports into each.  It is SCC’s policy to stay in compliance with federal regulations by submitting reports into each system in line with deadlines received from the Corporation.  
1. Payment Management System (PMS):
· On a regularly scheduled basis, the Grants Coordinator compiles an Excel-based report originated from data previously entered into QuickBooks, timesheets and previous FFR reports that confirms expenditures over a given period. 
· After reviewing and approving the report, the GC logs in at http://www.dpm.psc.gov/, and clicks ‘payment management system’ before selecting ‘FFR cash transaction report’ from the list that will appear on the left of the screen.  The GC fills out the screen that follows, which includes:
a. Payee Account Number (found in the GC’s Grant Binder)
b. Organization Name (SCC)
c. Information as requested in the report.  (In some cases the only amount entered is the cumulative Federal Cash Receipts/Disbursements made.)
d. The information is then certified by the GC and the Comptroller
e. Resulting page is printed and kept with backup information in the appropriate grant record binder.

2. Egrants:
· On the schedule determined by the Corporation, the GC compiles an Excel-based report originated from data previously entered into QuickBooks, timesheets and previous FFRs that confirms SCC’s Grant-related transactions over a given period.
· After review and approval of the report by the Comptroller, the GC logs into the Corporation’s egrants system at https://egrants.cns.gov/espan/main/login.jsp and looks for a link indicating a report can be uploaded.
· The GC then follows the instructions that follow, uploading appropriate transactional information as required.
· The resulting report is certified by the GC and Comptroller as the final step of the process, and is printed for the GC’s grant binder.
  
[bookmark: _Toc312051425]4.23 	Subgrantee Oversight
· All subgrantee requests for reimbursement will be submitted on a monthly basis, date determined by the GC to allow sufficient time for processing combined Federal drawdowns and reimbursement of the subgrantee.
· Requests for reimbursement will detail all funds expended under their Subgrantee Agreement and will be accompanied by backup documentation as requested by the GC, in a format approved by SCC.
· GC will review financial reports and backup.  After the reports are reconciled and approved by the GC, the files will be maintained with the SCC records for the grant.  
· In addition to monthly submittals of reimbursement requests and the accompanying backup, subgrantee will supply reports as scheduled by the GC to comply with Federal FFR reporting.  In addition to a summarization of Federal funds expended and match funding, the report will detail any income realized by the subgrantee as a result of the grant program.  
· In the situation of excess program income, the subgrantee must detail the method (deduction or addition) to account for the income.  For the addition method, the subgrantee must submit acceptable documentation as to how the income was spent in enhancing the grant programs.  For the deduction method, the subgrantee must be prepared to refund Federal funds equal to the amount of excess income.
· GC will merge subgrantee reports with SCC reporting to create a unified report for completing the FFR.
· The Comptroller will review GC’s draft FFR report and approve prior to the final submittal of the report on Egrants.


ACKNOWLEDGMENT FOR EMPLOYEE MANUAL

	I acknowledge that I have received a copy of SCC’s Employee Manual which contains various employment guidelines.   I have read the Manual thoroughly and agree to consent to abide by the guidelines.  I understand the SCC’s guidelines are not a contract and impose no legal obligation of any kind on SCC. I understand that my employment is at-will, and may be terminated by me or SCC without prior notice and for any or no reason.  SCC’s sole obligation at the end of employment is to pay the wages earned and vested through the last day worked.  I understand that the at-will nature of my employment cannot be modified by representation, other than written contract signed by SCC’s CEO.  I also understand that these guidelines are continually evaluated and may be changed, replaced or withdrawn from by SCC without prior notice.  

	Please sign and date this receipt and return it to the CEO (via the business office).


Date: _______________________________
Signature: ___________________________
Print Name: __________________________























ACKNOWLEDGMENT OF AMERICORPS PROHIBITED ACTIVITIES

	I acknowledge that I have read and understand all activities that AmeriCorps members are prohibited to engage in. As an active employee with SCC, I acknowledge that it is my role to report any known SCC AmeriCorps member that I may know to be involved with the prohibited activities:

While charging time to the AmeriCorps program, accumulating service or training hours, or otherwise performing activities supported by the AmeriCorps program or the Corporation, staff (whose salaries are paid for with Corporation funds) and members may not engage in the following activities:
	a. Attempting to influence legislation.
	b. Organizing or engaging in protests, petitions, boycotts, or strikes.
	c. Assisting, promoting or deterring union organizing.
	d. Impairing existing contracts for services or collective bargaining agreements.
	e. Engaging in partisan political activities or other activities designed to influence the outcome of an election to any public office.
	f. Participating in, or endorsing, events or activities that are likely to include advocacy for or against political parties, political platforms, political candidates, proposed legislation, or elected officials.
	g. Engaging in religious instruction, conducting worship services, or engaging in any form of religious proselytization.
	h. Providing a direct benefit to:
   		i. A for-profit entity;
  		ii. A labor union;
   		iii. A partisan political organization; or
   		iv. An organization engaged in the religious activities described in the preceding sub-clause, unless grant funds are not used to support the religious activities.
   		v. A nonprofit entity that fails to comply with the restrictions contained in section 			501(c)(3) of U.S. Code Title 26.
	i. Voter registration drives held by AmeriCorps members are unacceptable service activities. In 	addition, Corporation funds may not be used to conduct a voter registration drive.
	j. Other activities that the Corporation determines will be prohibited, upon notice to the grantee. Individuals may exercise their rights as private citizens and may participate in the above activities on their initiative, on non-AmeriCorps time, and using non-Corporation funds. The AmeriCorps logo should not be worn while doing so.
	k. Fundraising - A member’s service activities may not include the following:
  		i. Raise funds for living allowances or for an organization's general (as opposed to project) operating expenses or endowment;
		ii. Write a grant application to the Corporation or to any other Federal agency.

Please sign and date this receipt and return it to the Executive Director.


Date: _______________________________
Signature: ___________________________
Print Name: __________________________
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