The Literacy Project
Personnel Guidelines
The guidelines and benefits set forth and described herein may be altered, amended, withdrawn or rescinded at any time by The Literacy Project.  These guidelines shall not be deemed to constitute a contract of employment between The Literacy Project and any employee.  The Literacy Project hires all employees on an “at will” basis.  In any case where a guideline or a procedure is deemed to be ambiguous, the interpretation of that guideline or procedure by The Literacy Project Board of Directors shall be final and binding on all employees.
Adopted by The Literacy Project Board of Directors, January 2011.
1.  Purpose:  Personnel guidelines are established to assure that the goals of The Literacy Project can be achieved and to provide specific working arrangements that are understood between employer and employee.  The Literacy Project intends to create and maintain a positive working environment to encourage growth of both the organization and the individual employee.  Working relationships should be based upon cooperation, trust, openness, respect, and appreciation for our diversity and shared values.

2.  Definitions:  

At Will Employees:  An employee who is hired for an indefinite period of time is an at will employee, whose employment may be terminated by either party without cause and without notice.  All employees of The Literacy Project, regardless of the types listed below, are considered At Will Employees. 

Full-time Employees:  A person employed in a position which normally requires working 40 hours per week.

Part-time employees:  A person employed in a position, which normally requires working less than 30 hours per week.

Exempt employees:  An employee who, under applicable wage an hour laws, need not be paid overtime.

Regular employees:  An employee who is hired for an indefinite period of time.

Temporary employees:  An employee who is hired on an “as needed” basis for a limited period of time.

Consultant:  A person who is not a Literacy Project employee but is self-employed (independent contractor) or employed by another company and who is retained by the organization to provide professional or technical advice or services for a fee.
3.  Employment Guidelines
a.  Employment:  The policies outlined herein do not constitute a contract of employment.  Employees are hired “at will” and The Literacy Project has the right to terminate employment at any time with their only obligation to pay salary or wages due and owed at the time of termination.
b. Equal Opportunity:  It is the policy of The Literacy Project to provide equal employment opportunity to all employees without regard to race, color, religion, national or ethnic origin, age, gender, sexual orientation, marital, parental or military status, political affiliation, or any disability which does not interfere with the safe and efficient performance of the job.
c. Sexual Harassment:  The Literacy Project will not tolerate sexual harassment of any kind.  Sexual harassment is a form of sex discrimination.  It is illegal, contrary to policy and strictly prohibited.  It is The Literacy Project’s intent to provide an environment where all employees and the individuals we work with are respected.  To that end, each of our employees is responsible for promoting and maintaining a workplace free of unlawful sexual harassment.  Sexual harassment includes, but is not limited to:  unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature.  It is considered sexual harassment if submission to, or rejection of, any of the above conduct:
· Is made either explicitly or implicitly a term of condition of an individual’s employment; 
· Is used as a basis for employment decisions affecting such individual; or
· Interferes with an individual’s work performance or creates an intimidating, hostile, or offensive working environment.
d.  Confidentiality:  It is the policy of The Literacy Project to treat all information regarding individuals that we serve as completely confidential information.  Misuse of confidential information can be grounds for termination.  The duty to preserve confidential information continues after an employee is no longer associated with The Literacy Project.
e. Conduct, Ethics:  Employees will conduct all business in an honest, fair, professional and compassionate manner.  Employees will not use authority inappropriately nor engage in illegal acts or unethical practices.  Employees will avoid any action that could adversely affect the confidence of the community and the integrity of The Literacy Project.
f. Drug-Free, Smoking Environment:  It is the policy of The Literacy Project to provide a healthy working environment.  There will be no smoking allowed in the offices of The Literacy Project.  No employee shall be at work under the influence of drugs or alcohol.  Evidence of use of drugs or alcohol during working hours, or the inability to perform as a result of the use of drugs or alcohol is grounds for immediate termination.
g. Dress Code:  It is the goal of The Literacy Project to always be seen in the community as a professional organization.  All The Literacy Project staff should dress appropriately.  No inappropriate clothing will be worn during office hours, or when representing The Literacy Project in the community.  The Executive Director or the employee’s immediate supervisor may make the determination in this manner.

4.  Work Schedules
Normal office hours for The Literacy Project are Monday through Friday, 9:00 a.m. to 5:00 p.m.  The Executive Director will establish daily hours for staff according to the needs of programs.  Employees should report for work at the scheduled starting time each day.  If an employee will, for some reason, be absent or tardy, he/she should call the office and leave a message with the Executive Director explaining this circumstance before the beginning of his/her shift or in extenuating circumstances, at the earliest possible opportunity.

5.  Compensation Time
Salaried positions are expected to work a minimum of 40 hours per week.  The positions require flexibility in scheduled days and hours kept.  When an extraordinary large amount of hours above and beyond the 40 hour work week are incurred, compensation time may be taken.  Exempt employees must document hours claimed as compensation time and submit this record to The Literacy Project.  Compensation time may be used for absences approved by the Executive Director when workload permits and at a time mutually agreed upon in advance.  Under no condition will an employee receive financial reimbursement for compensation time.  Non-exempt employees must have the supervisor’s approval before working more than the designated number of hours per week.  Non-exempt employees will be paid at 1 ½ times the regular pay rate for time worked in excess of 40 hours and no compensation time with be awarded.

6.  Compensation Administration
Salary schedules/ranges are determined and from time to time reviewed by the Board of Directors.  The Literacy Project will issue paychecks bi-monthly.   A payroll schedule will be provided to each employee.

7.  Performance Review
The first one hundred and eighty days (180 days) of employment will be a time during which the employee’s performance will be evaluated.  The purpose of this evaluation is to determine whether the employee is able to meet the requirements of the position for which he/she was hired.  Continuation of employment during or following this period of time will be solely at the discretion of The Literacy Project.  Performance evaluations may be initiated at any time during employment.  Each employee will be evaluated at least annually by his or her supervisor.  Merit increases will be based on job performance and program budget, and will be implemented no more than once a year, usually around the 1st of the year.

8.  Benefits
a. Vacation Leave:  Each full-time exempt employee is entitled to vacation leave based on the length of employment, accrued from the date of employment.  Employees become eligible for vacation after six months of employment.  Individuals employed less than two years are entitled to two weeks (ten working days) of vacation leave.  Individuals employed more than two years and less than five years are entitled to three weeks (fifteen working days) of vacation leave.  Individuals employed more than five years are entitled to four weeks (twenty working days) of vacation leave.  
Full-time employees and Part-time employees
Dates of vacation leave should be approved by the Executive Director at least one month prior to the first day of vacation. A maximum of ten days of vacation leave may be accumulated to be carried over from one year to the next based on the anniversary date of employment for full-time employees and five days of vacation leave may be accumulated to be carried over for part-time employees.  Vacation leave cannot be waived for extra pay.  Unused vacation leave will not be compensated monetarily.
b. Sick Leave
Full-time exempt employees will earn sick leave at the rate of .0462 hour per hour worked up to a maximum of 40 hours per week, and may accrue a maximum of 720 hours (90 days). Part-time employees who normally work at least 20 hours a week earn sick leave at the rate of .0462 hour per hour worked up to a maximum of 40 hours per week and accrue sick leave on a pro-rata basis:  an employee working 20 hrs/week may accrue a maximum of 360 hours (45 days).
Employees should report the intended use of sick leave to the employee’s supervisor by 9:00 a.m. Sick leave may be utilized for absences caused by illness, injury, mental health, or medical examination for the employee or other significant person in the employee’s life.  Employees with absences exceeding five days may be asked to present a medical certification of the need for leave.  Sick leave may be accumulated to a maximum of 30 days and unused sick leave will not be compensated monetarily.
c. Holidays
The Literacy Project will observe all the following holidays:  New Year’s Day, Presidents Day, Memorial Day, Fourth of July, Labor Day, Thanksgiving Day, Christmas and two other discretionary holidays.  Other holidays may be substituted at the discretion of the Executive Director.  Holidays will be paid for full-time exempt employees.

d. Health Insurance
On the first of the month following 90 days of employment, all employees who work 32 or more hours per week are eligible (based on meeting the eligible requirements of the specific carrier) for group benefit programs offered through The Literacy Project.
Please note:   Summary plan descriptions of the appropriate benefit plans are available with the Executive Director.
The Literacy Project reserves the unconditional rights to modify, delete, or make any changes or exceptions to anything contained in this benefits summary without notice, subject to applicable law. 
e. Retirement
The Literacy Project participates in a retirement program through MetLife.  The Literacy Project contributes 3% of the employee’s compensation.  The employee has the option to make tax-deferred contributions to the 403 (b) plan.  The employee is 100% invested with the first payroll contribution to his or her account.  A description of this plan is available to each employee under separate cover.
f.  Worker’s Compensation
Employees are covered by workers’ compensation for work related injuries.  Employees are reminded to avoid taking unnecessary risks such as lifting heavy boxes, attempting to fix electrical equipment, etc.  In accordance with state law, any work-related injury must be reported to the supervisor, in writing, within four days.  Our designated provider is Colorado Mountain Medical.

Worker’s compensation disability pay is based upon your average weekly wage at the time of injury.  Employees receive 2/3 (66.66%) of their average weekly wage calculation up to the maximum benefit allowed by Colorado law.

g. Bereavement Leave
In the event of a death of a significant person in the employee’s life, a full time employee is entitled to five days of leave without loss of pay.  Extension of this leave must be approved by the Executive Director.  Bereavement leave may not be accumulated or carried over and unused leave will not be compensated monetarily.

h. Family and Medical Leave
Eligibility for leave
Any employee who has been employed by The Literacy Project at least 12 months and has worked at least 1,250 hours during the 12 months preceding the commencement of a leave is eligible for family or medical leave of absence if certain conditions are met.  Any employee who requests Family Medical Leave will be returned to the same or equivalent position upon return from their leave.

An eligible employee may take a leave for one or more of the following reasons:
· Employee’s serious health condition or pregnancy disability
· Care for the serious health condition of a spouse, child (less than 18 years or disabled) or parent of the employee.
· Father’s attendance at birth of a child.
· Parent’s care of a newborn son or daughter, if within twelve (12) months after the birth of the child.
· Placement of a son or daughter with the employee for adoption or foster care, if within twelve (12) months after the date of placement.

Whenever possible, employees must notify the Executive Director at least 30 days prior to the leave so The Literacy Project can arrange for the necessary approval and find someone to perform your work during your absence.  If the need for leave is unforeseeable, the employee is expected to give notice to the Executive Director as soon as practicable under the circumstances.
Length of Leave
Each employee may be granted an unpaid family or medical leave for a period of up to 12 weeks during any 12-month period.  The 12-month period is defined as the 12-month period measured backwards from the date the employee requests FML to begin.  Employees must use any accrued and earned vacation and sick leave at the beginning of any family leave of absence.  This portion of paid leave is part of the 6-week leave and does not extend the time of the leave.  Vacation and sick time will not accrue during the unpaid portion of the leave.  In addition, time off work for related injury covered by Workers’ Compensation may be considered FML.
Return from Leave
An employee returning from leave will be reinstated to the same or an equivalent position upon the employee’s return to work.  Medical certification is required verifying an employee’s ability to return to work.  Failure to return to work on the day after the expiration of leave will result in termination of employment.
Reduced Work Schedule/Intermittent Leave
The maximum time allowed for family and/or medical leave is a total of 12 weeks during any 12-month period.  The 12-month period is defined as the 12-month period measured backwards from the date the employee requests FML to begin.  Although most leaves will be taken in a single block of time, intermittent leave or reduced schedules may be required to temporarily transfer to another job with equivalent pay and benefits that better accommodates that type of leave.  Any time-off permitted, based on reduced work schedule or intermittent leave, will be treated in the same manner as absences under the family and medical leave policy.


Other Leave
The Literacy Project conforms to all state and federal statutes pertaining to military service and jury duty.  Any leave of absence not conforming to those described herein must be approved by the Executive Committee of the Board of Directors.
9.  Resignation/Termination
Resignation is a voluntary termination of employment in which it is customary for the employee to give at least two weeks’ notice of intent to terminate employment.  Notice should be in writing and presented to The Executive Director.  Prior to the final date of employment, the employee should schedule an exit interview with The Executive Director and Board President.  The Literacy Project reserves the right to terminate an employment relationship at any given time.  Employees terminated due to an unforeseen budget changes or reorganization will be give appropriate notice.  Any employee that is terminated will be required to clear their work area of personal items and return all The Literacy Project property and keys before leaving the premises. 
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