[image: image1.jpg]





















































January November 17, 2009
VIA Email

Mr. Donald Paul Kirby

Via Email

Dear Don:

Thank you for your interest in the Wisconsin Waterfowl Association.  We are very excited about our potential and feel confident that you would contribute a great deal to our future success.  Therefore, I am pleased to offer you an employment at will opportunity with the Wisconsin Waterfowl Association.  The general terms and conditions of the offer are as follows:

Position – Executive Director.  You will report to the Board of Directors.  General responsibilities include:
The Executive Director is the Chief Executive Officer of the Wisconsin Waterfowl Association. The Executive Director reports to the Board of Directors, and is responsible for the organization's consistent achievement of its mission and objectives. In program development and administration, the Executive Director will:


Specific and  general responsibilities:

1. Assure that the organization has a long-range strategy which achieves its mission, and toward which it makes consistent and timely progress.

2. Provide leadership in developing program, organizational and financial plans with the Board of Directors and staff, and carry out plans and policies authorized by the board.

3. Program, product and service delivery – oversee the design, marketing, promotion, delivery and quality of programs, products and services.

4. Promote active and broad participation by volunteers in all areas of the organization's work.

5. Maintain official records and documents, and ensure compliance with federal, state and local regulations.

6. Maintain a working knowledge of significant developments and trends in the field.


In communications, the Executive Director will:

1. See that the board is kept fully informed on the condition of the organization and all important factors influencing it.

2. Publicize the activities of the organization, its programs and goals.

3. Establish sound working relationships and cooperative arrangements with community groups and organizations.

4. Represent the programs and point of view of the organization to agencies, organizations, and the general public.

5. Assures the organization and its mission, programs, products and services are consistently presented in strong, positive image to relevant stakeholders



In relations with staff, the Executive Director will:

1. Be responsible for the recruitment, employment, and release of all personnel, both paid staff and volunteers.

2. Ensure that job descriptions are developed, that regular performance evaluations are held, and that sound human resource practices are in place.

3. See that an effective management team, with appropriate provision for succession, is in place.

4. Encourage staff and volunteer development and education, and assist program staff in relating their specialized work to the total program of the organization.

5. Maintain a climate that attracts, keeps, and motivates a diverse staff of top quality people. 


In budget and finance, the Executive Director will:

1. Be responsible for developing and maintaining sound financial practices.

2. Work with the staff, Finance Committee, and the board in preparing a budget; see that the organization operates within budget guidelines.

3. Ensure that adequate funds are available to permit the organization to carry out its work.

4. Ensure that chapters are conforming to the financial policies of the organization and that adequate internal controls are in place.

5. Jointly, with the president and secretary of the board of directors, conduct official correspondence of the organization, and jointly, with designated officers, execute legal documents.

In Fund raising and member/chapter development, the Executive Director will:

1. Oversees fundraising planning and implementation, including identifying resource requirements, researching funding sources, establishing strategies to approach funders, submitting proposals and administrating fundraising records and documentation.

2. Develops and executes specific membership/chapter recruitment programs.

3. Develops and executes specific chapter development programs.

4. Develop and execute specific communication tools to members and prospective members to keep them informed on all activities and programs.

5. Oversee the content of the web site to ensure that it is current, reflective of current goals and objectives and positively presents the organization to all readers.

Base Compensation – Effective on the date of your employment, your annual base compensation will be Fifty Two Thousand Dollars ($52,000) per annum, paid bi-weekly.  Base compensation will be reviewed in February of each year to determine what, if any, increase is appropriate.  
Incentive Compensation – You will be eligible for an annual incentive bonus, subject to the organization’s achievement of various goals established by the Board of Directors, of up to a maximum of 30% of your base salary. The goals will be heavily weighted to quantifiable objectives tied to increasing membership, revenues and chapters.
Employee Benefits – You will be able to participate in the Company’s employee benefit programs as summarized on the attached Exhibit A, except It is agreed that you will not participate in WWA’s health insurance program due to being covered under an alternative plan.
Vacation – You will be eligible for 25 days of paid vacation per calendar year.
Local Office Space – WWA does not maintain a central office. As a result, you will be based out of your home. WWA will reimburse you for direct out-of-pocket office expense including cell phone (including data plan) up to $150.00 per month, office supplies and internet service of up to $75.00 per month. You will be required to maintain a portable email device/phone (Blackberry or similar device) and a home based computer with internet and email service.  

Travel Expenses – The Company will reimburse you for all reasonable out-of-pocket expenses incurred in the ordinary course of business.  In addition, you will be required to provide your own vehicle for business purposes. WWA will provide you with a fixed auto allowance of $750 per month to cover all vehicle costs, except fuel. All fuel cost associated with WWA business travel will be reimbursed a normal travel expense.
Start Date – Assuming you accept the position, your official start date will be November 30, 2009.  
All businesses experience changing conditions.  Accordingly, we reserve the right to change work assignments, reporting relationships and staffing levels to meet business needs.  Your employment with WWA is on an “at will” basis, meaning there is no guarantee of employment for any specific period and either you or WWA  may terminate your employment at any time.  

On behalf of the entire Board of WWA, we hope you will decide to join us.  We are excited about our future and feel that you can make a significant contribution to WWA, while enjoying the rewards and challenges of playing a role in the development of our organization.  Please let us know if you have any questions.  We look forward to your response.  

Sincerely,

Pat Smith and Tom Lutes

WWA Hiring Committee
Wisconsin Waterfowl Association
Acceptance:

____________________

Don Kirby
Date:________________

Exhibit A
WISCONSIN WATERFOWL ASSOCIATION

PERSONNEL POLICY MANUAL/EMPLOYEE HANDBOOK
DALE ARENZ, PRESIDENT
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GENERAL INFORMATION

Introduction

This Personnel Policy Manual/Employee Handbook is a summary of some of the employment policies, procedures, rules and regulations of Wisconsin Waterfowl Association (Association).  It has been prepared to acquaint all employees with these policies and procedures; rules and regulations, and to provide for the orderly and efficient operation of the Association.  It is your responsibility to read and become familiar with this information and to follow the policies, procedures, rules and regulations contained herein.  Most of your questions should be answered in this Handbook.  However, if you have questions regarding the Handbook, or matters which are not covered, please direct them to your immediate supervisor.

Disclaimer Statement

This Employee Handbook has been prepared for informational purposes only.  None of the statements, policies, procedures, rules or regulations contained herein constitute a guarantee of employment, a guarantee of any other right or benefit, or a contract of employment, express or implied.  All of the Association’s employees are employed “at-will”, and employment is not for any definite period.  Termination of employment may occur at any time, with or without notice, and with or without cause, at the option of the Associations or the employee.  The provisions set forth in this Handbook may be altered, modified, changed, or eliminated at any time by the Association with or without notice.  This Employee Handbook supersedes any and all previous handbooks, statements, policies, procedures, rules, or regulations given to employees, whether verbal or written.

Communications and Suggestions
It is the Association’s policy to encourage all employees to express their views on matters concerning their jobs and interests.  The Association values the comments and suggestions of its employees concerning work methods and operations.  Employees should feel free, and are encouraged, to offer suggestions and to ask advice on any matter which is of concern to them.

We believe that the future goals of both the Association and its employees will be accomplished by our mutual efforts, and through honest and direct communication and relationships.

Definitions

A FULL TIME employee is an employee who regularly works at least a 40-hour workweek and whose duration of employment is not limited.

A PART TIME employee is an employee who works less than a 40-hour workweek.

A SHORT-TERM employee is an employee who is employed, either full time or part time, for a period of time, usually less than one year.  A short-term employee is considered part time for purposes of employee benefits.

An INITIAL PROBATIONARY employee has been employed for less than 180 days.

A NON-EXEMPT employee is paid an hourly wage and is entitled, according to state and federal statues, to overtime pay for hours over 40 worked in a work week.

An EXEMPT employee is an executive, administrative, or professional employee who, according to state and federal statues, is not entitled to overtime pay.  The following job classifications are within the exempt (executive, administrative and professional) category:

Executive Director





Director of Administrative Services





Regional Director





Project Coordinator





Education Coordinator

Classifications/Job Descriptions

CLASSIFICATIONS of employees are used within Wisconsin Waterfowl Association (WWA) to designate organizational structure and describe job duties.  Classifications and job duties are as follows:

EXECUTIVE DIRECTOR refers to the employee who is the chief administrative officer of WWA.  Duties include: Supervision of staff; development and facilitation of the Association’s goals and objectives in conjunction with the Board of Directors; Development of the budget in conjunction with the Association’s President, Treasurer and Director of Administrative Services; Represents the Association at important meetings and conferences; Directs and supervises activities of staff; Hires and fires employees; Examines, evaluates and directs staff performance; Solicits and develops funding sources for the Association, including but not limited to grants, private donations, partnerships and foundations; Participates in the development and support of legislative issues that fall into the realm of the mission of the Association; Represents and furthers the interests of the membership in both State and Federal government; Has active involvement in all of the Association’s programs; Develops both public and private sector partnerships; Assists in annual reporting. 

DIRECTOR OF ADMINISTRATIVE SERVICES refers to the employee who is the chief financial officer of the Association and supervises staff in conjunction with the Executive Director.  Manages the offices, handles all membership registration and renewals.  Prepares an annual budget in conjunction with the Association’s President, Treasurer and Executive Director.  Orders all office supplies and ensures all office duties are done in a timely and professional manner, including but not limited to telephone answering, organizational e-mailing, incoming mail, billing and bill paying.  Keeps and organizes the financial records of the Association.  Takes care of banking transactions, accounting management, payroll and tax payment.  Administers and reports on grants and grant activities.  Helps in the preparation of grants.  Administers any organizational contracts with vendors, suppliers, service providers, sponsors or donors.  Prepares annual reports as required by the Department of Tax Regulation and Licensing.  Assists with promotional materials and manages the Association’s website.  Assists the Executive Director as needed.  Represents the Association in place of the Executive Director.

REGIONAL DIRECTOR refers to the employee whose main responsibility is coordinating, organizing and facilitating WWA Chapter fundraising events and activities.  Develops and maintains strong, functional chapter committees. Seeks out and develops new chapters and committees.  Records, tracks, and files timely reports regarding banquet and/or raffle performance.  Acts as the main point of organizational contact between the WWA state office/programs and the chapters throughout the year.  Communicates on a regular basis with the chapter representatives keeping them up to date on the activities of the organization.  The Regional Director is also responsible for the development and facilitation of fundraising raffles.  Obtains products by both purchase and donation to be used in the Association’s fundraising events.  It is expected that a Regional Director should be able to maintain a minimum of 25 active chapters.  Coordinates volunteers for fundraising and promotional activities such as sports shows.  Participates in other organizational activities as directed by the Executive Director or Director of Administrative Services.
PROJECT COORDINATOR refers to the employee whose main responsibility is habitat restoration.  Coordinates every phase of project development including but not limited to, project location, review, evaluation, design, permitting, bidding, construction and post construction supervision, site monitoring, and maintenance.  Does community outreach work regarding the Association’s projects and programs.  Arranges for project funding, reports on and writes grants to fund habitat projects.  Participates in educational forums, seminars, tours and training courses.  Uses and maintains those partnerships.  Provides field activities for the youth education program.  Attends various project related meetings.  This person may be directed to become involved in other activities at the request of the Executive Director or the Director of Administrative Services. 

EDUCATION COORDINATOR refers to the employee who is responsible for the facilitation, promotion and development of the Association’s youth and adult education programs.  Coordinates the field activities of the public charter school program.  Works directly with schools, volunteer groups and agencies to coordinate education events.  Is responsible for the development of programmatic curriculum and implementation of same.  Develops chapter based educational opportunities.  Locates, develops and writes funding grants to support the program.  Identifies potential funding sources.  Participates in other organizational activities at the direction of the Executive Director or the Director of Administrative Services.

STAFF MEMBER refers to the employee(s) responsible for assisting the Executive Director, Project Director, Administrative Director, and Project Coordinator. The staff position will carry out tasks assigned by the various Directors and Coordinators to assist them to meet the missions of WWA. This position will work assisting in all areas of WWA as well as working with chapters, volunteer staff, and fundraising. 
EMPLOYEE BENEFITS

Salaries

Pay for the Director of Administrative Services, Regional Directors, Project Coordinator, Staff Member, and Education Coordinator shall be determined by the Executive Director.  Pay for the Executive Director shall be determined by the Board of Directors.  Annual pay adjustments are reviewed prior to the beginning of each fiscal year (January 1) or at other times as deemed appropriate.  The purpose of such adjustments is to change individual pay so that it continues to fairly reflect the anticipated value of future services to be provided to the organization.  Adjustment increases should be determined on the following factors: 

1. Availability of funds;
2. The employee’s annual performance evaluation;
3. Length of employment with WWA;
4. Cost of living based on CPI.

Employees will be advised of pay adjustments prior to their implementation.

Group Health Insurance

Full-time employees may become eligible for medical, disability, group life insurance and retirement benefits, which the Association may, at its sole discretion, offer after completion of a minimum 30 day probationary period.  Any questions you may have concerning the Association’s benefit programs should be directed to the Director of Administrative Services.  

WWA will provide health insurance benefits to all individual full time employees at no cost to the employee.  WWA will provide health insurance to all employees’ dependants at full cost to the employee.  Employees’ dependants’ health insurance cost deductions will be made concurrent with WWA’s Section 125 plan and shall therefore be deducted pre-tax from the employees’ bi-weekly paycheck.

Full time employees have the option of accepting WWA’s health insurance coverage with the entire premium paid by WWA or, alternately, to waive coverage and receive $100 per month taxable income to assist in their alternate health care costs

Upon termination, group health insurance coverage can be continued by the employee for a specified period, pursuant to law, upon payment of the premium to the Association and compliance with other qualifying procedures.

Military Leave

The Association complies with all applicable laws concerning military duty.  Unpaid leave will be granted pursuant to law to any employee who is required to serve in the armed forces.

Jury and Witness Duty

The Association complies with all applicable laws concerning jury and witness duty.  For purposes of this section, an employee shall be deemed to be required to serve as a witness only in cases in which the employee is not a party and is compelled to attend by subpoena.  Employees must require proof of such subpoena service.

Vacations

Vacation time is provided so that employees may enjoy periods of rest and relaxation without loss of earnings.  The vacations schedule is as follows:

80 hours of vacation is earned during each of the first, second, third, fourth and fifth years of full-time employment.

120 hours of vacation is earned during each of the sixth, seventh, eighth, ninth and tenth years of full-time employment.

160 hours of vacation is earned during the eleventh year and each year thereafter.

200 hours of vacation is earned during the twenty-first year and each year thereafter.

Vacations must be taken during the subsequent service year; i.e. vacation earned during your first service year must be taken before the end of your second service year; vacation earned during your second service year must be taken before the end of your third service year, and so on.  Vacations are not cumulative, and may not be carried over from service year to service year.  Any unused vacation time from your previous year will be paid via check on your next service year anniversary.

Employees must submit their vacation requests to their immediate supervisor and well in advance to allow for scheduling.  A time sheet, where applicable, indicating a vacation day must be submitted to the Director of Administrative Services prior to the vacation day taken.  The Association will maintain the vacation schedules.

Holidays

Eight (8) hours, or as noted, of straight time pay will be paid to eligible full-time employees for the following holidays, or their legal observance:


New Years Day


Labor Day

Christmas Eve


Memorial Day


Thanksgiving Day
New Year’s Eve


Independence Day

Christmas Day

In order to be paid for a holiday, an employee must be present during the Association’s normal work day before and the normal work day after the holiday, unless the employee has received prior permission from the Association for these days off.

If the Holiday falls on a Saturday, the legal observance will be held on the Friday before.  If they Holiday falls on a Sunday the legal observance will be held on the Monday after.

Compensatory Time Off

Compensatory time off is available to full-time employees at the discretion of the Executive Director.
Business Travel

WWA pays all reasonable expenses incurred by employees while traveling on WWA business.  WWA business is defined as approved activities necessary to achieve the goals and objectives of WWA.  The Executive Director shall approve expense reports

WWA will pay for all commercial transportation costs should they be deemed necessary.  Lodging and meal expenses should be reasonable and appropriate for the business occasion.

Professional Development

WWA is committed to providing employees with professional development, either by paying for the schooling, or paid time off to engage in professional development relevant to their job performance for WWA.

Employees who wish to take continuing education courses or seminars, which are relevant to their job at WWA, may be reimbursed for the cost of the course upon successfully completing the course with a grade of B (3.00 on a scale of 4.00) or the equivalent passing grade.  Reimbursement for such a course will be made only when prior approval to take the course has been received from the Executive Director.

If a continuing education course is offered only during the day, the employee has the choice of taking the time off without pay or making up the hours at another time, providing that the needs of the job can successfully be met and with the approval of the Executive Director.

Retirement

WWA will provide a retirement investment opportunity for employees to contribute to a 403 (b) plan so as to benefit from tax-deferred income.

Work Week

The minimum work week for full-time employees is 40 hours, not including any meals (unless the meals have a substantial business purpose).  WWA’s regular office hours are from 9:00 a.m. to 5:00 p.m. Monday through Friday.

An employee has the opportunity of taking one 15-minute break in the morning and one 15-minute break in the afternoon.  Breaks shall not exceed the time allowed.

When necessary, an employee’s hours may be arranged to suit the needs of WWA, or extenuating personal circumstances, provided the arrangement also meets WWA’s needs and has been approved by the Executive Director.

Part-time employees work the hours determined at the time of their employment and are revised when required by their supervisor.

Sick Leave

WWA does not provide paid sick leave.

Funeral Leave

A maximum of three (3) days Funeral Leave may be granted, per occurrence, due to death of any employee’s spouse, child, brother, sister, or parent, including mother or father-in-law.

Maternity Leave

WWA employees are entitled to time off in connection with the birth or adoption of any child and entitled to the same job back, if leave is taken in accordance with the following provisions:


Maternity leave is leave in connection with the birth or adoption of a baby.

Employees on maternity leave are automatically entitled up to thirty (30) days of leave without pay.  Longer leaves without pay are permitted, with the approval of the Executive Director, provided the needs of the organization can be met.  Maternity leave does not constitute a break in service time.

Available vacation days can be applied to Maternity leave to extend leave up to forty (40) days.

Leave Without Pay

Any employee may request leave without pay, provided all earned vacation time has been used first.  This request will be reviewed and approved by the Executive Director.  Leave without pay periods will not constitute a break in service time.

Employees who receive leave without pay longer than thirty (30) consecutive days may not be guaranteed work after the leave.

EMPLOYMENT POLICIES AND PRACTICES

Equal Employment Opportunity Policy

It has been and shall continue to be the policy of the Association to recognize the competence and ability to applicants for employment and existing employees.  The Association will provide equal employment opportunities to all individuals, regardless of their race, age, sex, creed or religion, color, handicap or disability, marital status, citizenship status, veteran status, membership in the national guard, state defense force or reserves, sexual orientation, national origin, ancestry, arrest record, conviction record or any other characteristic protected by law. This policy applies to all employment decisions including, but not limited to, recruitment, hiring, compensation, benefits, promotions, transfers, layoffs, discipline, termination, and other conditions of employment.

If you have a problem or concern in any matter relating to equal employment opportunity, please discuss it as soon as possible with your immediate supervisor.

Anti-Harassment Policy

The Association is committed to maintaining a work environment that is free of discrimination.  In keeping with this commitment, we will not tolerate harassment of Association employees by anyone, including any supervisor, co-worker, vendor, client or members of WWA.

Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is based on a person’s protected status, such as sex, color, race, ancestry, religion, national origin, age, physical handicap, medial condition, disability, marital status, veteran status, citizenship status, sexual orientation, arrest record, conviction record or other protected group status.  The Association will not tolerate harassing conduct that affects tangible job benefits, that interferes unreasonably with an individual’s work performance, or that creates an intimidating, hostile or offensive working environment.

Sexual harassment deserves special mention.  Unwelcome sexual advances, requests for sexual favors, and other physical, verbal, or visual conduct based on sex constitute sexual harassment when:

1. Submission to such conduct is an explicit or implicit term or condition of employment;

2. An individual’s submission to or rejection of such conduct becomes the basis for employment decisions affecting that individual; or

3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive work environment.

Sexual harassment may include, but is not limited to, explicit propositions, sexual innuendo, suggestive comments, sexually oriented “kidding” or “teasing”, “practical jokes”, jokes about gender-specific traits, foul or obscene language or gesture, display of foul or obscene printed or visual material, and physical contact such as patting, pinching, or brushing against another’s body.

All Association employees are responsible for helping to assure that we avoid harassment.  If you feel that you have experienced or witnessed harassment, you are to immediately notify your supervisor.  The Association forbids retaliation against anyone who has reported harassment.

WWA policy is to investigate all such complaints thoroughly and promptly and take all appropriate action that may be necessary to end the harassment and prevent this misconduct from reoccurring.  To the fullest extent practicable, the Association will keep complaints and the terms of their resolution confidential.  If an investigation confirms that harassment has occurred, the Association will take corrective action, including such discipline up to and including immediate termination of employment, as is appropriate.

Honesty and Loyalty

The Association expects all of its employees to be loyal and honest.  Employees are prohibited from engaging in any activity, while on or off the job, that could detract from the Association’s image, or undermine effectiveness or efficiency.  Prohibited activity further includes the making of any negative statements which undermine the Association’s image or its effectiveness among members, competitors, employees or the general public. Gossiping about other employees’ personal lives or business performance, wasting time, supplies , or merchandise, theft, providing Association, or member information to unauthorized parties, falsifying or destroying records, or any other deceptive acts are considered to be some, but not all, examples of disloyalty and dishonesty.  Failure to report actions taken by other employees which have or will result in loss of Association property is another example of disloyalty.

Immigration Reform Act Notice

It is the Association’s policy only to employ persons who are legally eligible to work in the United States.  The Immigration Reform and Control Act of 1986 requires that the Association verify the identity and the work eligibility of all persons hired after November 6, 1986.  This law will be enforced by the Immigration and Naturalization Service (and other government agencies) and any employee hired hereafter will be required to sign a verification form (Form I-9) and furnish both proof of identity, (normally a driver’s license or state identification card) and proof of eligibility to work in the United States (normally a social security card or birth certificate).

If you have any questions about the law or about this policy, please contact your immediate supervisor.

Personnel Records

The Association maintains personnel records and files for each employee.  Maintaining these files with up-to-date information is very important as it provides the Association with contact information in case of emergency, addresses for mailings, data for payroll purposes, and information required for insurance programs and other benefits.

All employees must promptly notify the Association of any change in:

1. Address

2. Marital status for benefit plan purposes

3. Beneficiary or dependants indicated in your insurance policy

4. Number of dependents for withholding purposes

5. Party to be notified in case of emergency.

If you will be getting married, please notify the Association prior to the wedding so we can make the appropriate arrangements for your spouse with regard to the benefit plans.  A delay in filing the proper forms could result in lack of coverage.  If you become divorced or widowed, it is a good idea to check whom you have designated as beneficiaries.  In the event of your death, your listed beneficiary will receive any insurance benefits due.  Be sure the listed beneficiary is the person you intend to receive the benefits.

It is also the Association’s policy to protect the privacy of each employee and therefore, the Association is committed to the confidential handling of every employee’s personnel information.

Cooperation and Courtesy

Employees are expected to cooperate with all supervisors and their fellow employees in the performance of job duties.  All employees are expected to treat each other with proper respect.  Any conduct detrimental to the well-being and morale of the Association or its employees will not be tolerated.  Ordinary good judgment, common sense and common courtesy to members and co-workers are expected of all employees.

Alcohol and Drugs

Employees must report to work free of drugs, intoxicants, alcohol, narcotics or any other controlled substance.  Employees may be disciplined, up to and including termination, for possession, consumption, not being free of, or use of any drugs, drug paraphernalia, intoxicants, alcohol, narcotics, or any other controlled substance, on or about Association premises or job sites at any time.

Because prescription medication can also affect an individual’s demeanor and job performance, it is the employee’s responsibility to notify his or her immediate supervisor if the employee is taking legal prescription drugs.  Such prescription drugs must be given under medical supervision and may not interfere with the performance of job duties.

Under certain circumstances, the Association may require an employee to undergo a drug and/or alcohol test when the Association has reasonable suspicion that the employee is in violation of this rule.  The employee will be referred to a certified testing laboratory for completion of the test.  Depending on the seriousness and circumstances of the offense, and at the Association’s sole discretion, an employee who tests positive for drugs and/or alcohol may be referred to a counseling, rehabilitation, or employee assistance program, at the employee’s expense.  Refusal to cooperate in this program may result in discipline, up to and including termination.

Rules of Conduct

So that disciplinary action can be held to a minimum, the Association seeks to maintain an orderly method of conducting business.

A certain number of rules are necessary at work.  Actually, common sense tells most of us what should or should not be done.  In other instances, rules are established from time to time to govern conduct while at work.

Any employee who violates any Association policy, procedure, rule, or regulation, whether written or unwritten, shall be subject to disciplinary action which may, but need not, include oral warnings, written warnings, suspension without pay, work restrictions, or any other discipline, up to and including termination.  The nature of the discipline will depend upon the nature of the violation and the surrounding circumstances.

The following list of reasons for discipline is not intended to be all inclusive; the mere fact that a possible violation is not listed does not mean that it would not result in disciplinary action.

Violations of Association Rules of Conduct include the following:

1. Loafing, loitering, or otherwise wasting time during working hours;
2. Horseplay, such as running, shoving, pushing, throwing objects and/or any type of horseplay which could jeopardize the safety of others;
3. Tardiness;
4. Being absent from work without permission or proper notification;
5. Unsatisfactory job performance;
6. Taking breaks at unauthorized times or places;
7. Soliciting or distributing unauthorized materials in violation of the Association’s solicitation/distribution rule;
8. Using abusive, profane or threatening language
9. Insubordination or failure to perform duties as instructed; willful and intentional refusal to perform work assignment, or to follow orders of supervisor;
10. Posting, defacing, or removing notices, signs or writing on the bulletin boards or other Association property at any time without specific authorization from supervisor;
11. Threatening, intimidating, coercing, assaulting, injuring, or interfering with other employees or customers; physical assault of anyone;
12. Violation of the Association’s alcohol and drug rule;
13. False statements or omissions from an application for or other Association document;
14. Theft of unauthorized removal of property belonging to others or to the Association
15. Gross neglect or negligence;
16. Unauthorized use of Association property;
17. Refusal to work overtime;
18. Failure to immediately report injuries or refusing to give information to a supervisor;
19. Violation of any safety procedure, program, or rule; causing unsafe conditions or carelessness in regard to safety to self or others, of failure to properly use safety devices or tampering with safety equipment.
Smoking

The Association complies with all applicable state and federal laws concerning smoking.

Visitors and Telephone Calls

Visitors are discouraged from calling upon an employee during work hours, unless the employee has first received permission from his or her immediate supervisor.

Telephones are provided for Association business, and should not be used for personal telephone calls.  Employees are requested to limit any personal calls to two (2) short calls per day, and to restrict any personal calls to the employee’s lunch period or designated break periods, except in case of emergency.  If an employee needs to make a long distance telephone call, which is personal in nature, the charges for said calls will be deducted from their paychecks.

Reporting Absences or Tardiness

In the even of illness or other absences, the employee must notify his or her immediate supervisor at least 30 minutes prior to the employee’s starting time.  The supervisor must be notified each day of absence.  The employee must indicate the reason for the absence.  Employees who are absent from work due to illness or injury for three (3) consecutive work days may be required to submit a doctor’s certificate or other medical authorization prior to being permitted back to work.  Absence for three (3) consecutive work days without notifying the Association with a doctor’s excuse that is acceptable to the Association (unless circumstances make it impossible to do so) will be considered a voluntary resignation and will result in immediate termination.

Habitual or excessive absenteeism and/or tardiness, whether excused or not, and habitual returning late to work after breaks or lunch, or habitually leaving early, may result in termination.

Use of WWA Property and Facilities

Prior to the personal use of any WWA equipment (copiers, typewriters, computers, etc.) or vehicle, an employee must receive approval for using such equipment from the Executive Director.

Use of the WWA telephone is for business purposes.  Should it be necessary to make personal calls while at work, they should be confined to your lunch hour and break times.

Long distance personal calls that are made from the office, at any time, shall not be charged to WWA.

Time Reporting

Pay periods for salaried employees are from the 1st to the 15th, and from the 16th to the last day of the month.  Salary employees’ time reports should be filled out daily and turned in to the Director of Administrative Services at the end of each pay period.  Pay checks will not be distributed prior to receiving time reports.

Hourly employees’ time reports should be filled out daily and turned in to the Director of Administrative Services at the end of each pay period.  Pay periods for hourly employees are from the 1st to the 15th and the 16th to the last day of each month.

Overtime

Overtime must be authorized in writing and in advance by the Executive Director and submitted with the employee’s time sheet covering the period in which it occurred.

Exempt employees shall not receive compensatory time off for hours worked beyond 40 hours per week.

Pay Schedule

All WWA employees shall be paid semi-monthly on the 15th and the last day of the month.  If the normal payday falls on Saturday, payday will be the preceding Friday.  If the normal payday falls on a Sunday, payday will be the following Monday.  If the payday falls on a holiday, payday will be the last business day preceding the holiday.

Employees are not given paychecks early, except in highly unusual circumstances, and then only with permission of the Executive Director.

All salaries are confidential information between the individual involved, the Executive Director, the Director of Administrative Services, the President, and the Board of Directors.

Work Performance

All employees are expected to satisfy or exceed the levels of performance required of the positions in which they are employed.  Employee performance will be reviewed annually or more frequently if deemed appropriate by the Association.  An employee must maintain reasonable standards of work quality, consistent with experience, and must accomplish work within the time limits established by the Association.  Employees who do not satisfy the levels of performance expected by the Association, who exhibit poor performance, or who are unable to work with other employees, Association members, etc. may be disciplined, up to and including termination. 

Initial Probationary Employment

During the initial probationary period the Executive Director periodically reviews the new employee.  These evaluations shall assist the employer in determining whether or not the employee is performing satisfactorily.

During the initial probationary period, an employee may be terminated at the will of either the employer or the employee on notice to the other for any reason considered sufficient by the terminating party.  Termination of an employee within the initial probationary period is not grievable.

The initial probationary period of 180 days may be modified at the discretion of the Executive Director.

Upon satisfactory completion of the initial probationary period, the employee becomes a regular full-time or part-time employee with the rights and responsibilities afforded these employees.

Termination

When an employee plans to resign voluntarily from the organization, he or she is encouraged to give at least fourteen (14) calendar days notice to the Executive Director.  When an employee terminates, for whatever reason, any monies owed to WWA are due and payable.  Arrangements for payment must be made before receiving final compensation.

The following violations are among grounds for immediate termination with no need for prior warning:

1. Unauthorized use of alcohol or drugs during work hours;

2. Misappropriation of WWA funds or property;

3. Divulging proprietary information to unauthorized individuals;

4. Falsifying time sheets, expense accounts or any other official reports;

5. Unauthorized use of WWA property for personal use;

6. Sexual harassment;

7. Deliberate conflict of interest;

8. Insubordination;

9. Unauthorized leave.

When a person is terminated, the Executive Director must give that person written reasons for such action.  Employees who are terminated, due to uncorrected performance deficiencies are not entitled to severance pay.

When a full-time employee is laid off for economic reasons or lack of work, he/she is entitled to one half day of severance pay at his or her current rate for each month of employment, up to a maximum of fourteen (14) days severance pay.

All termination for cause decisions will be communicated to the President after the decision is made.

As an alternative to termination for violations mentioned previously, the employee may be suspended for a period of time with or without pay, as determined by the Executive Director.  An employee suspended without pay shall not accumulate sick leave or vacation leave credits during the suspension period.  A suspension without pay does not constitute a break in service.

Voluntary Termination

Two (2) weeks prior written notice is required if an employee resigns.  An employee who resigns and gives two weeks written prior notice will be paid his or her pro rata remaining vacation credit.  An employee who voluntarily terminates employment without giving two weeks prior written notice automatically waives his or her rights to any vacation credit.

Evaluations

Each WWA employee shall be given performance evaluations.  Each employee should be evaluated twice a year during his/her first year of employment, once after the initial probationary period, and again at the employment anniversary date.  After the first year of employment, each employee should be evaluated a minimum of one time per year.

The Executive Director shall perform each evaluation.  WWA’s Board of Directors should evaluate WWA’s Executive Director once a year.

All performance evaluations shall be written and be a part of the employee’s confidential personnel file.

Cellular Phone Usage

Association:

Association owned cellular phones are provided for the purpose of communicating amongst office staff and clients.  If personal use of Association owned cellular phones is necessary, it needs to be disclosed and will be billed back to each employee at the end of each cellular billing month.

Personal:
The use of personal cellular phones for Association business is permitted.  You are responsible to supply the Association with a copy of your cellular bill and break out any Association phone calls at the end of each cellular billing month for reimbursement.  Reimbursement for this will be on your regular paycheck under “telephone”.

For your protection, personal cellular numbers will not be given out to anyone, i.e. clients, members etc. if you request such action.  If you would like someone to have your personal cellular numbers, it is your responsibility to provide them with it.

One copy of the following Receipt/Acknowledgement should be removed and placed in the employee’s personnel file.  The other copy will remain with the employee’s personal copy of the Employee Handbook.

Receipt/Acknowledgement


I acknowledge that I have received and read the WWA Personnel Policy Manual/Employee Handbook and understand the provisions contained herein.  I understand that the terms described in the Manual/Handbook may be altered, modified, changed or eliminated by the Association at any time, with or without prior notice.


I further understand that the Association‘s Personnel Policy Manual/Employee Handbook and any other provisions contained therein do not constitute a guarantee of employment or any employment contract, express or implied.  I understand that my employment is “at-will”, and that employment may be terminated at any time for any reason, with or without cause, and with or without notice.


Date:


_______________________________________________

Employee Signature:
_______________________________________________
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