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SBCCOG Employee Policy Manual

Letter from the Executive Director
Welcome to South Bay Cities Council of Governments (SBCCOG).

We are pleased to have you as an employee of South Bay Cities Council of Governments and hope that you find your association with our organization to be an enriching and engaging work experience. 

This manual is your guide to our policies.  Of course, this manual cannot cover every eventuality that may arise. Its purpose is to summarize or highlight current policies and practices for staff members. All policies are subject to change. The policies and procedures in this manual are not intended to be contractual commitments by South Bay Cities Council of Governments, and employees shall not construe them as such.  No policy is intended as a guarantee of continuity of benefits or rights. No employment for any term is intended or can be implied from any statements in this Manual. 
We invite you to share with us your questions and thoughts about work life at South Bay Cities Council of Governments. Please feel free to call upon me or the SBCCOG Deputy for Administration to assist you in any matter that concerns you and your job at South Bay Cities Council of Governments. 

Sincerely, 

Jacki Bacharach

Executive Director

    Equal Opportunity

Equal Opportunity is South Bay Cities Council of Government’s policy. It is our policy to select the best-qualified person for each position in the organization.

No employee of the agency will discriminate against an applicant for employment or a fellow employee because of race, creed, color, religion, sex, national origin, ancestry, age, disability, marital status or sexual orientation. No employee of the agency will discriminate against any applicant or fellow employee because of the person’s veteran status.

This policy applies to all employment practices and personnel actions including advertising, recruitment, testing, screening, hiring, selection for training, upgrading, transfer, demotion, layoff, termination, rates of pay, and other forms of compensation or overtime.

Employee Status and Records

Employment Classifications

There are three classifications of employees:

Regular Full-time - An employee who works a 40-hour work week on a regularly scheduled basis or a split shift scheduled basis and is entitled to benefits.

Regular Part-time - An employee who works less than a 40-hour work week, on either a regularly scheduled basis or on an irregular basis.

Temporary - An employee hired for a period not exceeding three months and who is not entitled to regular benefits. An extension of a temporary work classification for an additional three-month period, or less, may be granted, if upon review by management, the assignment is clearly found to be necessary. A temporary employee may be scheduled full-time or part-time. In addition to the use of this classification for secretarial or clerical positions, it applies to students working part-time and those who work during the summer.

Probationary Status – All employees upon hire are in probationary status for their initial 90 days.  During probationary status, the employee does not receive benefits including sick/vacation leave nor medical benefits.  Upon expiration of the probationary status, if retained, all benefits shall begin to accrue on day 91 of employment.  Probationary status may be extended for an additional 90 days.
Performance Review

South Bay Cities Council of Governments has adopted a management by objective approach to performance appraisal. After an employee joins the agency, the Executive Director, the Program Manager and employee will meet to establish employment goals consistent with the business objectives of the agency and the employee’s role. The first performance review will occur near the end of the probationary period. All future employee performance reviews will be scheduled at annual intervals.

It is the Program Manager’s responsibility to develop and maintain a work environment in which employees can openly discuss performance and develop plans. The employee, as well as the Program Manager, is to bring the following to the review meeting:

· A summary statement of the progress made toward meeting his or her employment goals;

· Examples of job-related areas demonstrating greatest strengths and identifying areas where additional training is needed;

· An outline of job-related tasks in which the employee can participate in to improve performance;

· A recommendation of job responsibilities and goals to be established for the next six-month period;

· A summary of overall employment performance.

Following performance reviews, the Program Manager will rank the employee’s performance according to his or her relative level of contribution to the agency. Factors will include how well the employee has met the objectives agreed upon in the last review, whether it is the initial meeting or the following six-month review, and the employee’s level of contribution to the success of the organization relative to other employees. The Program Manager will rank all employees in one of three groupings:

	1 = Unsatisfactory 
	2 = Satisfactory
	3 = Exceeds expectations


Termination
Terminations are to be treated in a confidential, professional manner by all concerned. The agency expressly reserves the right to discharge “at will.”  Management, in its sole discretion, may warn, reassign, suspend, or discharge any employee at will, whichever it chooses and at any time.

The Program Manager and Executive Director will determine the course of action best suited to the circumstances. 

Terminating employees are entitled to receive all earned pay.

The following definitions of violations, for which corrective training, performance improvement, or other disciplinary action up to and including termination may be taken,.  Violations include but are not limited to these examples:

Violations - such things as:
· Failure to perform work as required;

· Excessive tardiness;

· Unsatisfactory job performance;

· Defacing agency property;

· Interfering with another employee’s job performance;

· Excessive absenteeism;

· Failure to observe working hours, such as the schedule of starting time, quitting time and meal periods;

· Performing unauthorized personal work on agency time;

· Failure to notify the Program Manager of intended absence either before or within one hour after the start of a shift; 

· Unauthorized use of the agency telephone, Internet, or equipment for personal business.

· Fighting on agency premises;

· Any act which might endanger the safety or lives of others;

· Departing agency premises during working hours for personal reasons without notification to the Program Manager;

· Bringing firearms or weapons onto the agency premises;

· Act of stealing, destroying, abusing, or damaging agency property, tools, or equipment, or the property of another employee or visitor;

· Disclosure of confidential agency information to unauthorized persons;

· Willfully disregarding agency policies or procedures;

· Willfully falsifying any agency records; 

· Failing to report to work without excuse or approval of management for three consecutive days;

· Bringing software into the agency and installing it on agency computers without authorization;

· Violating the terms set out in the e-Policy.

· Theft.

·  Miss use of time.

· Gross misconduct.
· Any other actins that would dishonor the agency.

Employment with the agency may be terminated through one of the following actions:

Resignation - voluntary termination by the employee;

Dismissal for cause - involuntary termination for substandard performance or misconduct;

Administrative dismissal – end of assignment.

Layoff  - termination due to reduction of the work force, elimination of a position, or loss of contract funding.
Resignation:

An employee may terminate employment, regardless of employee classification by giving two weeks or ten working days notice.  The Executive Director may require the employee to leave the agency immediately rather than work during the notice period. This is not to be construed as a reflection upon the employee’s integrity but an action in the best interests of business practice. When immediate voluntary termination occurs for the above reasons, the employee will receive pay “in lieu of notice,” the maximum being two weeks of pay based upon a 40-hour work week at the employee’s straight-time rate.

Dismissal:

Substandard Performance - An employee may be discharged at-will if his or her performance is unacceptable. The Program Manager is expected to be alert to any underlying reasons for performance deficiencies such as personal problems or substance abuse. The Executive Director must concur in advance of advising the employee of discharge action. Documentation to be prepared by the Program Manager shall include reason for separation, performance history, corrective efforts taken, options explored, and any additional pertinent information.

Misconduct - An employee found to be engaged in activities such as, but not limited to, theft of agency property, insubordination, conflict of interest, or any other activities showing willful disregard of agency interests or policies, will be terminated as soon as the Program Manager and Executive Director have concurred with the action.

Termination resulting from misconduct shall be entered into the employee’s personnel file. The employee shall be provided with a written summary of the reason for termination. No salary continuance or severance pay will be allowed.

Layoff - When a reduction in force is necessary or if one or more positions are eliminated, employees will be identified for layoff after evaluating the following factors:

· Agency work requirements;

· Employee’s abilities, experience, and skill;

· Employee’s potential for reassignment within the organization;

· Length of service.

The Executive Director will personally notify employees of a layoff. After explaining the layoff procedure, the employee will be given a letter describing the conditions of the layoff. Such as the effect the layoff will have on his or her anniversary date at time of call-back — the procedure to be followed if time off to seek other employment is granted — and the agency’s role in assisting employees to find other work. 
Termination Processing Procedures:

The Program Manager must immediately notify the Office Manager of the termination so that a termination checklist can be initiated. The Office Manager will direct and coordinate the termination procedure.

On the final day of employment, the Office Manager must receive all keys, ID cards, and agency property from the employee.

The Program Manager and/or the Executive Director shall conduct an exit interview with the employee.

The employee will receive his or her final payroll check. The final check shall include all earned pay and any expenses due the employee.
Employee Benefits

Paid Time Off
Paid Time Off (PTO) benefits are based on the employee’s anniversary date. The schedule is as follows:

	Anniversary Date in Calendar Year
	Paid Time Off per year

	1st year
	6 days (48 hours)

	2nd through 5th year
	12 days (96 hours)

	6th or more
	18 days (144 hours)


To be eligible to take Paid Time Off, the employee must be in active pay status. PTO not taken during the calendar year is forfeited.

New employees become eligible to take PTO after they have worked three consecutive months. Part-time employees are not entitled to PTO. 
The employee’s Program Manager is responsible for scheduling PTO. Employees are responsible for planning ahead for PTO and working out their schedule with their Program Manager. Normally, advance notice of PTO is expected and necessary to ensure appropriate scheduling of work. 
Holidays
South Bay Cities Council of Governments provides 8 paid holidays each year.  The office is officially closed on these days:
Holiday Schedule for 2009

	January 1
	New Year’s Day

	May 25
	Memorial Day

	September 7
	Labor Day

	November 26
	Thanksgiving Day

	November 27
	Day After Thanksgiving

	December 24
	Christmas Eve

	December 25
	Christmas

	TBD
	Floating Holiday


Eligibility for Holiday Pay

Employees must work the last scheduled day before a holiday and the first scheduled working day following the holiday to be eligible for holiday pay unless time off on these days has been excused with PTO. Only regular full time employees are eligible for full holiday pay. Temporary employees are not eligible for holiday pay.

Part-time employees are entitled to an equal number of agency holidays, but they shall receive pay for only the number of hours they would have regularly worked. 
Employees may take religious holidays not designated as an agency holiday either as PTO, floating holiday or without pay. Prior approval in advance must be obtained from the employee’s Program Manager.

Workers' Compensation Insurance

South Bay Cities Council of Governments insures all employees against accidental injuries occurring on the job, in accordance with the California Workers’ Compensation Law. Coverage begins on date of employment and covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment. Employees must report all accidents immediately to the Program Manager, and the Program Manager must notify the Office Manager within 24 hours. If the Program Manager is not available the employee should notify the Office Manager. No matter how minor an on-the-job injury may appear, it is important that it is reported immediately. 

Benefit Stipend
South Bay Cities Council of Governments provides a benefit stipend to all regular full-time employees.
Payroll

Payday

Our employees are paid monthly, 12 times annually.  Payday is on the 10th of each month.  If payday falls on a Saturday, Sunday or bank holiday then payday will be the last business day prior to the regular payday.  All pays will be by direct deposit unless otherwise agreed to by management.
Overtime Compensation

Employees may be eligible for overtime compensation, in appropriate circumstances, for hours worked in excess of a 40-hour workweek. However, managers are encouraged to recognize necessary overtime by allowing compensatory time off to be taken at a time and under conditions mutually agreed upon between the employee and his or her manager. Overtime compensation for employees, must be approved in advance by the Program Manager. The Program Manager should provide the Executive Director with a written memorandum stating the reasons for such overtime, the maximum hours requested and the dates that overtime shall be worked.

Payroll Deductions

As required by state and federal law, the following mandatory deductions will be made from every employee’s gross wages: federal income tax, Social Security FICA tax, and applicable city and state taxes.

Every employee must fill out and sign a federal withholding allowance certificate, IRS Form W-4, on or before his or her first day on the job. This form must be completed in accordance with federal regulations. The employee may fill out a new W-4 at anytime when his or her circumstances change. Employees who paid no federal income tax for the preceding year and who expect to pay no income tax for the current year may fill out an Exemption from Withholding Certificate, IRS Form W-4E. Employees are expected to comply with the instructions on Form W-4.  

Work Place Guidelines

Workweek
A regular workweek consists of 40 hours, and generally includes work performed Monday through Sunday. 

However, the nature of our business sometimes demands  workweek hours different than those set forth above. Variation to the schedule will be made or approved by the Program Manager.

Attendance

Any employee who fails to report to work for three consecutive work days without notice to his or her Program Manager will be assumed to have resigned and abandoned the job. In such case, the employee will be subject to termination.

E-Policies

General Principles

This policy makes it clear that South Bay Cities Council of Governments owns and controls all workplace technology and therefore all communications and activity conducted over it.  Authorized use of South Bay Cities Council of Governments - owned or operated computing and network resources shall be consistent with the mission of South Bay Cities Council of Governments and consistent with this policy. Underlying this policy is the idea that each employee has a responsibility to use the agency's information technology resources in a manner that increases productivity, enhances the agency's public image, and is respectful of other employees.

Information Technology Resources Defined:

Information technology resources consist of all electronic devices, software, and means of electronic communication including, but not limited to, the following: personal computers and workstations; lap top computers; mini and mainframe computers; computer hardware such as disk drives (local and portable), USB flash drives, and tape drives; peripheral equipment such as printers, modems, fax machines, and copiers; computer software applications and associated files and data, including software that grants access to external services, such as the Internet; electronic mail; telephones; cellular phones; pagers; handheld computing devices; PDAs; Smartphones; USB devices; and voicemail systems. 

Permitted General Access:

Generally, employees are given access to the agency's various technologies based on their job functions.  Only employees whose job performance will benefit from the use of the agency's information technology resources will be given access to the necessary technology.  Additionally, employees must successfully complete agency-approved training before being given access to some of the agency’s information technology resources. Authorized users of South Bay Cities Council of Governments computing and network resources include those who may not work for the agency, but whose access has been authorized by management. Access, passwords, and e-mail accounts are granted by management of South Bay Cities Council of Governments and therefore access to the systems can also be denied by management.

This policy does define in detail the acceptable usage of the information technology resources of the agency by its employees.  Generally, the resources should be used for business related functions; however, there are a few exceptions:

· To send and receive necessary and occasional personal communications;

· To prepare and store incidental personal data (such as personal calendars, personal address lists, and similar incidental personal data) in a reasonable manner;

· To use the telephone system for brief and necessary personal calls; 

· To access the Internet for brief personal searches and inquiries during meal times or other breaks, or outside of work hours, provided that employees adhere to all other usage policies.

In subsequent sections, this policy defines unacceptable uses of the information technology resources of the agency in more detail. The Agency reserves the right, upon reasonable cause for suspicion, to access all aspects of its computing systems and networks, including individual login sessions to determine if a user is violating this policy or state or federal laws.

User Responsibilities

Privacy

No user should view, copy, alter, or destroy another's personal electronic files without permission (unless authorized or required to do so by law or regulation). In addition, users should not have an expectation of privacy. The information technology system belongs to the agency. Users expressly waive any right of privacy in anything they create, store, send, or receive on the agency information technology system.

Prohibited Use

Abuse of South Bay Cities Council of Governments computer resources is prohibited and includes, but is not limited to:

Game Playing:

Computing and network services are not to be used for recreational game playing. Game playing on agency time is counter productive.

Chain Letters:

The propagation of chain letters is considered an unacceptable practice by South Bay Cities Council of Governments and is prohibited. If a chain letter is received by an employee the agency prohibits the forwarding of the email to anyone.

Faxing:

Using the agency fax machine or computer faxing capabilities for non-agency related activities is strictly prohibited. The agency prohibits the use of any telephone facsimile machine, computer, or other device to send an unsolicited advertisement to a telephone facsimile machine unless authorized by management.

Harassing, Discriminatory, and Defamatory use:

Employees use electronic mail for correspondence that is less formal than written memoranda.  Employees must take care, however, not to let informality degenerate into improper use.  The agency does not tolerate discrimination or harassment based on gender, pregnancy, childbirth (or related medical conditions), race, color, religion, national origin, ancestry, age, physical disability, mental disability, medical condition, marital status, sexual orientation, family care or medical leave status, veteran status, or any other status protected by state and federal laws.  Under no circumstances may employees use the agency's information technology resources to transmit, receive, or store any information that is discriminatory, harassing, or defamatory in any way (e.g., sexually explicit or racial messages, jokes, cartoons).

Gambling:

The use of agency computers and networks to gamble is strictly prohibited.

Online Shopping:

The use of the agency computers and the Internet to conduct personal online shopping is prohibited.

Unauthorized Monitoring:

A user may not use computing resources for unauthorized monitoring of electronic communications. However, the agency has the right, but not the duty, to monitor any aspects of its computer system including monitoring sites visited by employees, chat groups, newsgroups, and downloading and uploading of files.

Flooding or Spamming:

Posting a message to multiple list servers or news groups with the intention of reaching as many users as possible is prohibited.  Spamming email addresses within or outside the agency is also prohibited.

Software Piracy:

Access to the Internet enables users to download a wide variety of software products for a fee as shareware or for free. You are required to fulfill all license and copyright obligations of software that you download for your own use. These software downloads become the property of the agency. Any employee who knowingly violates this software piracy rule is subject to termination.

Use of Unlicensed Software:

The use of unlicensed software on agency computers is strictly prohibited. All software in use on the agency's information technology resources must be officially licensed software.  No software is to be installed or used that has not been duly paid for and licensed appropriately for the use to which it is being put.  No employee may load any software on the agency's computers, by any means of transmission, unless authorized in advance by the Office Manager.  Authorization for loading software onto the agency's computers should not be given until the software to be loaded has been thoroughly scanned for viruses.

Pornography:

Employees are not allowed to visit sites that are considered “obscene”. The agency may maintain a system to monitor Internet usage. In the event that an employee disregards this policy and continually visits “unauthorized” sites, it will be grounds for termination after a warning has been issued to the employee. The agency has the right to view private files that have been downloaded to check for the propriety of these downloads. The agency also prohibits using agency computer resources to send sexually oriented images or messages.

Other Prohibited Uses:

Employees may not use any of the agency's information technology resources for any illegal purpose, violation of any agency policy, in a manner contrary to the best interests of the agency, in any way that discloses confidential or proprietary information of the agency or third parties, or for personal gain.

Acceptable Equipment Usage

Agency equipment such as fax, copiers, phones, and computers are business tools and should be treated as such.
Accurate Communication via E-mail

All employees should make every attempt to communicate truthfully, accurately and clearly via e-mail. Employees should use the same due care in drafting e-mail as they would for any other agency communication.

Spamming

Employees are prohibited from sending spam (unsolicited e-mail).  Employees are prohibited from sending agency-wide e-mail messages to all employees without the approval of an appropriate supervisor..
Confidential and Sensitive Information via E-mail

Sending via e-mail proprietary information or other confidential information of the agency is strictly prohibited. This type of information is a valuable asset of the agency. Unauthorized dissemination of this type of information may result in civil liability as well as criminal penalties. E-mail messages are like paper documents. Client-related e-mail messages should be carefully guarded and protected.  Before sending an e-mail message every employee should think about how a third party to the message might interpret the message.

Blind ‘Carbon Copies’

Due care must be exercised when sending blind carbon copies (blind cc) of e-mail messages. Blind “Carbon Copies” are discouraged as consideration must be taken to ensure that the addressee’s privacy is not violated.

E-mail Retention

E-mail is a generic term and does not refer to any particular type of record, however, most e-mail is typically considered to be correspondence. Records in e-mail systems include not only the messages sent and received, but also the transmission and receipt data as well.

Since e-mail is usually considered a type of correspondence, e-mail retention periods should agree with agency records retention policy. 

If you have determined that the e-mail message is not correspondence, but it is another type of record, then review the appropriate retention schedule to determine the applicable retention / disposition period.  

Certain e-mail messages may be considered non-records. Examples of such non-records include: 

· Non-business Listserv messages

· Courtesy copies (duplicates) of messages. 

· Minor, non-policy announcements or reminders, i.e., blood drives, agency fund raising activities, etc.

All employees are responsible for retaining e-mails. Employees are also responsible for deleting drafts and non-business e-mail messages once they are no longer needed.  Don’t assume that even though you have deleted e-mail messages that they cannot be recovered.

Management Access to Technology Resources

Information Assets are SBCCOG Property

All messages sent and received, including personal messages, and all data and information stored on the agency's electronic mail system, voicemail system, or computer systems are agency property regardless of the content.  As such, the organization reserves the right to access all of its information technology resources including its computers, voicemail, and electronic mail systems, at any time, at its sole discretion.

Employee Privacy

Although the agency does not wish to examine personal information of its employees, on occasion, the agency may need to access its information technology resources including computer files, electronic mail messages, and voicemail messages.  Employees should understand, therefore, that they have no right of privacy with respect to any messages or information created or maintained on the agency's technology resources, including personal information or messages.  The agency may, at its discretion, inspect all files or messages on its information technology resources at any time for any reason.  The agency may also monitor its information technology resources at any time in order to determine compliance with these policies, for purposes of legal proceedings, to investigate misconduct, to locate information, or for any other business purpose.  

Employees should assume that any communication - whether business related or personal - that they create, send, receive, or store on the agency’s information technology resources may be read or heard by someone other than the intended recipient.  In particular, highly confidential or sensitive information should not be sent through e-mail, or the Internet.  

The agency reserves the right to keep an employee's e-mail address active for a reasonable period of time following an employee's departure from the agency to ensure that important business communications reach the agency. South Bay Cities Council of Governments will review such communications and send any appropriate personal communications to the former employee if forwarding information is provided at termination.

Monitoring

South Bay Cities Council of Governments has the right to monitor any and all usage of its computer systems including (but not limited to) sites visited by users on the Internet, chat groups, and newsgroups, and downloaded or uploaded software. All employees must be aware that the agency may use automated software to monitor documents created, stored, sent, or received.

Passwords

Some of the agency's information technology resources can be accessed only by entering a password.  Passwords are intended to prevent unauthorized access to information. Passwords do not confer any right of privacy upon any employee of the agency.  Thus, even though employees may maintain passwords for accessing information technology resources, employees must not expect that any information maintained on the information technology resources, including electronic mail and voicemail messages, are private.  Employees are expected to maintain their passwords as confidential.  
Data Collection by the Agency
The best way to guarantee the privacy of personal information is not to store or transmit it on the agency's information technology resources.  To ensure that employees understand the extent to which information is collected and stored, below are examples of information maintained by the agency.  The agency may, however, at its sole discretion, and at any time, alter the amount and type of information that it retains.

Telephone Use and Voicemail

Records may be kept of all calls made from and to a given telephone extension.  Although voicemail is password protected, an authorized administrator can reset the password and listen to voicemail messages.

Electronic Mail

Electronic mail may be backed up and archived.  Although electronic mail is password protected, an authorized administrator can reset the password and read electronic mail.

Desktop Facsimile Use

Copies of all facsimile transmissions sent and received may be maintained on a facsimile server.

Document Use

Each document stored on the agency computers has a history, which shows which users have accessed the document for any purpose.

Internet Use

Internet sites visited, the number of times visited, and the total time connected to each site may be recorded and periodically monitored.

Deleted Information

Deleting or erasing information, documents, or messages maintained on the agency's information technology resources is, in most cases, ineffective.  All employees should understand that any information kept on the information technology resources may be electronically recovered regardless of whether it may have been "deleted" or "erased" by an employee.  Because the agency periodically backs up all files and messages, and because of the way in which computers re-use file storage space, files and messages may exist that are thought to have been deleted or erased.  Therefore, employees who delete or erase information or messages should not assume that such information or messages are confidential.

Acknowledging Receipt of Policy Manual

I have received a copy of the South Bay Cities Council of Governments Policy Manual, specifying policies, practices, and regulations, which I agree to observe and follow during my employment with the agency. I understand that it is my responsibility to be familiar with its contents and to ask questions on any matters I don’t understand.
	Employee’s Signature
	Date
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