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Employee Welcome Message

Welcome CFLR, Inc. Employee!

On behalf of your colleagues, I welcome you to CFLR, Inc. and wish you every success here.

Center for Family Life and Recovery, Inc.’s (CFLR) mission is to transform the lives of individuals and families by providing help and hope through advocacy, prevention, counseling and training. Part of our commitment to the communities we serve is to provide services of the highest quality and to conduct our business to meet the highest ethical standards and to comply with all regulations. 
We believe that each employee contributes directly to CFLR Inc.’s growth and success, and we hope you will take pride in being a member of our team.
This handbook was developed to describe the policies, programs and benefits available to eligible employees. Employees should familiarize themselves with the content of the employee handbook as soon as possible, for it will answer many questions about employment with CFLR, Inc.
We hope that your experience here will be challenging, enjoyable and rewarding. Again, welcome!

Sincerely,

Cassandra C. Sheets, LMSW
CEO
   Center for Family Life and Recovery
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Center for Family Life and Recovery

Employee Handbook

PURPOSE
The Employee Handbook reflects the employment between the employee and the Center for Family Life and Recovery, Inc. (CFLR, Inc.).  In adopting the following set of personnel policies, the Board of Directors recognizes that effective personnel administration is founded on principles designed to ensure the dignity and rights of all staff members.

CFLR, Inc. believes in keeping employees fully informed about policies and benefits. This Employee Handbook is designed to provide employees with basic information. Please refer to specific administrative and/or department policies for further information/clarification. We urge all employees to become familiar with the policies and benefits of CFLR, Inc. as described in this handbook. 

Policies and benefits may change from time to time. CFLR, Inc. maintains the responsibility, and the right, to make changes at any time and will advise employees when changes occur. 

It is the policy of this organization to conduct its business operations in a manner that demonstrates full compliance with employment law.  To promote individual and corporate responsibility for a fair and legal business climate, we will uphold policies that support fair labor standards, fair labor relations, equal employment opportunity, and a safe working environment for our employees that enable us to carry out the mission of the CFLR, Inc.
If any section or provision of this policy is in breach of the laws or regulations of the United States or New York State, such section and/or provision will be superseded by the appropriate provisions of such law or regulations so long as the same is in full force and effect.  All other sections and provisions of this policy shall continue in full force and effect. Questions on any matter pertaining to employment, or any other information contained in this handbook, should be directed to your immediate supervisor who will either answer your questions or get the answers for you. 

Personnel Policies and Procedures have been developed by the Audit/Finance/Human Resources Committee with input from Management and approved by the Board of Directors. The statements regarding CFLR Inc.’s policies, practices, procedures and benefits are for information purposes only.  This handbook does not constitute a contract for employment, either expressed or implied.  CFLR, Inc. adheres to the principle of employment-at-will which preserves the right of either the employee or the employer to terminate the employment relationship at any time, with or without cause.

MANAGEMENT PHILOSOPHY 
Center for Family Life and Recovery, Inc. employees and their welfare are very important to the mission of our organization.  Every employee is considered a member of our team and as such,
it is our practice to work with everyone in a fair and friendly manner and with dignity and respect. 

HISTORY 

CFLR, Inc. has defined its niche as an agency providing leadership and resources to improve the community’s understanding and awareness of mental health, substance use and behavioral issues & transforming the lives of those who need it most, for the better.  Focusing on EMOTIONAL HEALTH as it is essential for overall health; PREVENTION works when awareness and training programs are delivered effectively; TREATMENT is successful when coordinated appropriately; and RECOVERY: people recover from mental health, substance use and behavioral issues when provided with a focus on the four pillars of recovery; Home, Health, Community and Purpose.  CFLR, Inc. is all about a high quality, self-directed, satisfying life for individuals and families in our community.  With the intent to grow in size and quality while ensuring that CFLR, Inc. continues to bring unique value to Oneida and Herkimer Counties, the Board of Directors are committed to the development of a strategic plan to serve as a framework for CFLR, Inc.’s decision-making as it strengthens its capacity for growth and increased mission impact.

MISSION STATEMENT

To transform the lives of individuals and families by providing help and hope through advocacy, prevention, counseling and training.
VISION
CFLR, Inc. will create a community mindset where individuals and families embrace sustained recovery from mental health, substance use and behavioral issues.
VALUES 

As Center for Family Life, Inc. and Recovery grows, it has become more important to define the core values from which we develop our culture, our brand, and our business strategies. These are the ten core values that we live by: 
1.      Deliver High Quality Caring, Compassionate and Empathetic Services
2.      Embrace and Drive Change
3.      Create Fun, Friendly and Understanding Environment

4.      Be Progressive, Creative, Collaborative and Open-Minded
5.      Pursue Growth and Learning
6.      Build Open, Honest Relationships with Communication and Respect
7.      Build a Positive Supportive Team with Accountability and Family Spirit
8.      Do More With Less
9.      Be Passionate, Determined and Humble

10.  CFLR gives Help = the Community gets Hope
LOCATIONS
The Center for Family Life and Recovery Inc.’s Main office is located at:

502 Court Street, Suite 401

Utica, NY 13502, 
Two additional satellites are located at:

   Rome Satellite



Herkimer Satellite

  414 N. James Street.



249 South Main St.

  Rome NY 13440-8511


Herkimer NY 13350

CONFIDENTIALITY POLICY
It is the policy of CFLR, Inc. to treat all information on each person/client served as confidential. No information will be given to another facility, professional and/or employer without the written consent of that person/client.

The release of confidential information regarding alcohol and drug abuse is governed by Federal Regulation and any re-disclosure of such information will be made only under the mandates of the Federal Regulation.

The client will be used as the primary source of information about himself and information sought should be limited to that which is essential for services.

If a staff member encounters a situation that involves suspected child abuse or neglect, or has a client who the staff person believes may be a danger to him/her or others, then mandated reporting must be made to the appropriate agency. 

Any other information to be released to another source shall be done ONLY with the written permission of the client.

Written consents for release of information are valid only for six months from the signature date and must be specific to source and type of information to be released.

Records are to be kept in locked files and not left out in view.

The client may revoke permission in writing to CFLR, Inc. to release information to any source at any time.  

Staff, volunteers, interns, consultants, and board members are bound by this policy.

AUDIT/FINANCE/HUMAN RESOURCES COMMITTEE
Pursuant to the By-Laws of CFLR, Inc. the Board of Directors has a standing Audit/Finance/Human Resources Committee.  The Audit/Finance/Human Resources Committee is responsible for the development of personnel policies and procedures with assistance of management.  The CEO is responsible for the implementation of and adherence to these policies and procedures.

HUMAN RESOURCES PRACTICES REVIEW
The personnel practices are to be reviewed annually by the Audit/Finance/Human Resources Committee, and its recommendations for additions or changes will be made to the Board of Directors. Any changes approved by the Board of Directors shall be brought to the attention of the employees of CFLR, Inc. in writing so that they may continue to have a clear understanding of the rules and regulations that govern their employment.

EMPLOYMENT PRACTICES AND PROCEDURES

EMPLOYEE HANDBOOK DISCLAIMER

The policies, practices and benefits described within this handbook replace all prior unwritten and written versions. No statement set forth in this handbook is intended as a contractual commitment or obligation of CFLR, Inc. to any individual employee or group of employees. 
AT WILL EMPLOYMENT
This Policy and Procedures Manual is not a contract of employment.  Any individual may voluntarily leave employment, or may be terminated at any time.  Any oral or written promises to the contrary are not to be relied upon as a valid agreement by any prospective or existing employee.

FAIR EMPLOYMENT POLICY
Employment opportunity free from discrimination is the law, and all managers and employees are expected to comply to the fullest extent with the spirit and content of Equal Employment Opportunity regulations.

This policy prohibits discrimination based on race, color, gender, age, disability, religion, citizenship, national origin, veterans’ status, military service, marital status, sexual orientation. This Policy is applicable to all matters relating to employee recruitment, hiring, compensation, promotion, transfer or termination, and shall cover both salaried and hourly-paid position.

Sexual harassment is a violation of the Title VII of Civil Rights Act and New York State Law.  Unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature constitute sexual harassment when (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment, (2) submission to or rejection of such conduct is used as a basis for employment decisions, 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.  In addition, CFLR, Inc. management and employees must not condition employment opportunities on unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature.

In addition to sexual harassment specifically, CFLR, Inc. does not tolerate any type of harassment between and among employees of CFLR, Inc.
If you believe that you have been treated in a way inconsistent with the CFLR Inc.’s Fair Employment Policy, you should inform your supervisor immediately or the Compliance Officers (Finance Assistant and Office Coordinator).

VIOLATIONS OF GRANT OR RULES OR REGULATION
It is the policy of CFLR, Inc. that the entire staff complies with all rules and regulations of all funding sources and policies of CFLR, Inc.  Employees may be reprimanded if a violation is found to be minor or unintentional, or otherwise affected by mitigating circumstances.  Employees may also be reprimanded, suspended or terminated from employment for intentional, material or repeated violations of regulations, rules or grant conditions of any funding sources and the policies of CFLR, Inc., depending on the seriousness of the violation or violations.
EMPLOYMENT TERMINATION
To help achieve consistency throughout CFLR, Inc. terminations are generally handled in accordance with the following types of terminations; either voluntary resignation initiated by the employee or involuntary terminations initiated by CFLR, Inc.

TYPES OF TERMINATIONS
Termination refers to either voluntary resignations initiated by the employee or involuntary terminations initiated by CFLR, Inc.
RESIGNATIONS
In order to receive your unused vacation in your last paycheck, non-exempt employees who voluntarily resign are expected to give ten (10) working days advance written notice and exempt employees are expected to give twenty (20) working days advance written notice.  Employees are expected to work through the notice period in accordance with business needs. Once a resignation has been given no sick, vacation or personal time can be used. If this does occur employees will lose their unused vacation time, unless prior authorization has been given.
INVOLUNTARY TERMINATION
Employment termination initiated by the organization.
LAYOFF
Involuntary employment termination initiated by the organization for non-disciplinary reasons.

BENEFITS UPON TERMINATION

Employee benefits will be affected by employment termination in the following manner: all accrued and vested benefits that are due and payable at termination are payable if proper notice is given (see Resignations), for cause and before six months of employment (see vacation at termination).  Some benefits may be continued at the employee’s expense if the employee so chooses. The employee will be notified in writing of the benefits that may be continued and of the terms, conditions, and limitations of such continuance.

EXIT INTERVIEW
Every terminated employee will be offered an exit interview with a senior staff member at the time of employment termination. The exit interview will afford an opportunity to discuss such issues as, the reason for termination, employee benefits, conversion privileges, repayment of outstanding debts to CFLR, Inc. or return of Agency-owned property. Suggestions, complaints, and questions can also be voiced. 
An exit interview form shall be completed and sent to the Human Resources.  Except in extraordinary circumstances, each exit interview will be held on the last day of employment.  
CORRECTIVE ACTION
The following is CFLR, Inc.’s position on administering equitable and consistent discipline for unsatisfactory conduct in the workplace.  The best disciplinary measure is the one that does not have to be enforced and comes from effective leadership and fair supervision at all employee levels.

CFLR Inc.'s own best interest lies in ensuring fair treatment of all employees and in making certain that disciplinary actions are prompt, uniform, and impartial.  The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory service in the future.

Although employment with CFLR, Inc. is based on mutual consent and both the employee and employer have the right to terminate employment at will, with or without cause or advance notice, CFLR, Inc. may use corrective action at its discretion.

Corrective action may call for any of one of the following verbal warning, written warning, and termination of employment -- depending on the severity of the performance deficiency and/or the number of instances the infraction occurred.  There may be circumstances when one or more steps are bypassed.

There are certain types of infractions that are serious enough upon a first offense to justify termination of employment. (Examples are but not limited to: breach of confidentiality, destruction of CFLR, Inc. property, violation of sexual harassment and other discriminatory harassment policies, physical assault or threat of clients or co-workers, professional misconduct or gross incompetence.) 
It is our hope that it will seldom become necessary to discharge an employee for violations of rules or procedures or unacceptable performance.  It is our goal, in this regard, to offer constructive criticism with courtesy and discretion.  Depending on the severity of the conduct, disciplinary measures may be enforced by any and all of the following methods:  verbal warnings, written warnings or discharge pursuant to the provisions set forth in this manual, when a Supervisor /Manager conducts any type of disciplinary action with employee(s), the Human Resource Coordinator must be included and consulted upon.
GRIEVANCE PROCEDURE
  A Grievance Procedure has been developed to ensure that employees have a prompt and fair process of reporting complaints or problems. 

A fast, fair resolution of any problem that may arise in the course of employment is the best for all concerned.  So that all problems can be dealt with fairly and as quickly as possible, we ask that you follow the guidelines below if you have a problem or concern:

Step 1: An employee with a problem or complaint should raise the issue first with the immediate Supervisor, who will make every effort to solve the problem as quickly as possible. The employee will be informed of the resolution or progress on the issue within three working days. 
Step 2: If the matter is not resolved at step 1 then the employee is entitled to refer it to the next management level. A decision will be made on the issue by the manager within 5-7 working days. 
Step 3: If all the supervisor/management levels below the CEO have failed to resolve the issue then it can be referred to the CEO.  A decision will be made on the issue by the CEO within 10 working days.


More than one meeting may be required at any of the stages of the grievance procedure.

Written records will be kept of each of the meetings, apart from the first informal meeting.

An employee has the right to appeal a decision to the next management level (i.e. Board of Directors). This appeal must be made in writing within 5 working days of the decision being communicated to the employee. In the event that the grievance is not resolved within the company then an agreed independent 3rd party (to be determined) will be appointed to resolve the matter.
INCIDENTS/ACCIDENTS

CFLR, Inc. is committed to providing a safe working environment for all of our employees. CFLR, Inc. will not knowingly permit unsafe conditions to exist, nor will it permit employees to indulge in unsafe acts. All accidents /incidents involving staff or witnessed by staff are required to be reported immediately; within 24 hours.  An investigation will then be carried out to determine the cause, and preventive measures will be taken to avoid any recurrence. 

· It is the responsibility of every employee to ensure that all accidents/incidents are reported accurately, and in a proper manner. Employees should report accidents/incidents to their immediate supervisor or the Compliance Officers (Finance Assistant and Office Coordinator) who will then notify the Senior Team Member on duty.  

Any program funded by NY State is required to operate under the guidelines set forth by that agency. In the event that employee (funded by a NY State program) witnesses an event or has reasonable cause to suspect abuse/ neglect or a significant incident involving a person identified as vulnerable, they must follow the guidelines set by the funding agency.
WHISTLEBLOWER POLICY 
CFLR, Inc.’s, Code of Conduct (hereinafter referred to as the Code); requires directors, other volunteers, and employees to observe high standards of business and personal ethics in the conduct of their duties and responsibilities. Employees and representatives of the organization must practice honesty and integrity in fulfilling their responsibilities and comply with all applicable laws and regulations. 

Reporting Responsibility

Each director, volunteer, and employee of CFLR, Inc.  has an obligation to report in accordance with this Whistleblower Policy (a) questionable or improper accounting or auditing matters, and (b) violations and suspected violations of CFLR Inc.’s Code (hereinafter collectively referred to as Concerns). 

Authority of Audit/Finance/Human Resources Committee
All reported Concerns will be forwarded to the Audit/Finance/Human Resources Committee of the Board of Directors in accordance with the procedures described in the “Reporting Concerns” section of this policy. The Audit/Finance/Human Resources Committee will be responsible for investigating, and making appropriate recommendations to the Board of Directors, with respect to all reported Concerns. 

No Retaliation

This Whistleblower Policy is intended to encourage and enable directors, volunteers, and employees to raise Concerns within CFLR, Inc. for investigation and appropriate action. With this goal in mind, no director, volunteer, or employee who, in good faith, reports a Concern shall be subject to retaliation or, in the case of an employee, adverse employment consequences. Moreover, a volunteer or employee who retaliates against someone who has reported a Concern in good faith is subject to discipline up to and including dismissal from the volunteer position or termination of employment. 

REPORTING CONCERNS
Employees

Employees should first discuss their Concern with their immediate supervisor. If, after speaking with his or her supervisor, the individual continues to have reasonable grounds to believe the Concern is valid, the individual should report the Concern to the Compliance Officers (Finance Assistant and Office Coordinator). In addition, if the individual is uncomfortable speaking with his or her supervisor, or the supervisor is a subject of the Concern, the individual should report his or her concern directly to the Compliance Officers (Finance Assistant and Office Coordinator. 

If the Concern was reported verbally to the Compliance Officers, the reporting individual, with assistance from the Compliance Officers, shall transcribe the Concern to a written complaint. The Compliance Officers are required to promptly (1-2 business days) report the Concern to the Chair of Audit/Finance/Human Resources Committee, which has specific and exclusive responsibility to investigate all Concerns. If the Compliance Officers for any reason does not promptly forward the Concern to the Audit/Finance/Human Resources Committee, the reporting individual should directly report the Concern to the Chair of the Audit/Finance/Human Resources Committee. All contact information for the Compliance Officers and the Audit/Finance/Human Resources Committee are located on the public server under the “Whistleblower Policy” folder. Concerns may be also be submitted anonymously. Such anonymous Concerns should be in writing and sent directly to the Chair of the Audit/Finance/Human Resources Committee (information located on the public server under Whistleblower Folder). 

Directors and Other Volunteers

Directors and other volunteers should submit Concerns in writing directly to the Chair of the Audit/Finance/Human Resources Committee. Contact information for the Chair of the Audit/Finance/Human Resources Committee may be obtained from the Compliance Officers or in the Agency introduction packet.
Handling of Reported Violations

The Audit/Finance/Human Resources Committee shall address all reported Concerns.  The Chair of the Audit/Finance/Human Resources Committee will notify the sender and acknowledge receipt of the Concern within five business days, if possible. It will not be possible to acknowledge receipt of anonymously submitted Concerns. 

All reports will be promptly investigated by the Audit/Finance/Human Resources Committee, and appropriate corrective action will be recommended to the Board of Directors, if warranted by the investigation. In addition, action taken must include a conclusion and/or follow-up with the complainant for complete closure of the Concern. 

The Audit/Finance/Human Resources Committee has the authority to retain outside legal counsel, accountants, private investigators, or any other resource deemed necessary to conduct a full and complete investigation of the allegations.

Acting in Good Faith

Anyone reporting a Concern must act in good faith and have reasonable grounds for believing the information disclosed indicates an improper accounting or auditing practice, or a violation of the Codes. The act of making allegations that prove to be unsubstantiated, and that prove to have been made maliciously, recklessly, or with the foreknowledge that the allegations are false, will be viewed as a serious disciplinary offense and may result in discipline, up to and including dismissal from the volunteer position or termination of employment. Such conduct may also give rise to other actions, including civil lawsuits.

Confidentiality

Reports of Concerns, and investigation pertaining thereto, shall be kept confidential to the extent possible, consistent with the need to conduct an adequate investigation. 

Disclosure of reports of Concerns to individuals not involved in the investigation will be viewed as a serious disciplinary offense and may result in discipline, up to and including termination of employment. Such conduct may also give rise to other actions, including civil lawsuits.
RECRUITMENT
Applicant screening and employment interviews shall be conducted by the Hiring Manager.

CFLR, Inc. will attempt to fill positions from within CFLR, Inc. when appropriate.  Printed information concerning job opportunities or openings must include a nondiscriminatory statement.

All applicants are required to submit an application for employment.  Opportunity for employment with CFLR, Inc. shall be open to any person who can present satisfactory evidence of required skills and qualifications for the position to be filled.

HIRING STAFF
Upon completion of screening, interviews, and verification, which is conducted by the CEO or designee, the CEO or designee will select the candidate most qualified for the position and provide notice as soon as possible to the candidate by a written offer, setting forth the terms and conditions of employment.  If fingerprinting is required for employment, the prospective employee will be required to complete DOH, OASAS, and Justice Center fingerprinting documentation before date of hire (DOH) as part of the fingerprinting process. On the DOH after speaking with Human Resources, the employee will be required to be fingerprinted.  The prospective employee must return that day with documentation indicated that they were fingerprinted to the Human Resources Department before they can begin working. Upon acceptance of the position by the selected candidate, the CEO will inform the Board of Directors.
HIRING RELATIVES
CFLR, Inc. supports the hiring of the best qualified individuals, which may include an employee's relative or domestic partner (same or opposite sex). However, it is recognized that under certain circumstances, family or personal relationships may create a real or perceived conflict of interest that may be detrimental to CFLR, Inc. Furthermore any disputes which occur outside of work may be carried into the workplace causing a negative impact on employee morale. To minimize any potential concerns in the workplace, employees who have a relative or domestic partner may be employed under the condition that they are not assigned to the same work area and/or supervisor.

In the case of a real or perceived conflict in the workplace, CFLR, Inc. will take prompt action. This can include reassignment or, if necessary, termination of employment for one or both of the individuals involved.

For the purpose of this policy, a relative is any person who is related by blood or marriage.

REFERENCE CHECKS
To ensure that individuals who join CFLR, Inc. are well qualified and have a strong potential to be productive and successful, it is the policy of CFLR, Inc. to check the employment references of all applicants, either by telephone, e-mail or regular mail correspondence.

Similarly, the Human Resources Department will respond to the reference check inquiries that are submitted to CFLR, Inc. either by telephone, e-mail or regular mail correspondence.  Responses to such inquiries will confirm only dates of employment, wage rates, and positions held. No employment data will be released without a written authorization and release signed by the individual who is the subject of the inquiry.
IMMIGRATION LAW COMPLIANCE
CFLR, Inc. is committed to employing only United States citizens and aliens authorized to work in the United States.  CFLR, Inc. does not unlawfully discriminate on the basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility. Former employees who are rehired must also complete the form if they have not completed an I-9 with CFLR, Inc. within the past three years, or if their previous I-9 is no longer retained or valid.

Employees with questions or seeking information on immigration law issues are encouraged to contact the Human Resources Department. Employees may raise questions or complaints about immigration law compliance without fear of reprisal.

EMPLOYEE ORIENTATION
CFLR, Inc. requires all new staff members to attend CFLR, Inc.’s Employee Orientation. Orientations are held every quarter, unless otherwise announced.  The employee orientation is an introduction to the agency’s strategic plan, mission, and vision that provides a brief description of our programs, employment practices, business operations, conduct, rules and etiquette to provide a universal knowledge into the workings of our company while also providing an opportunity to meet fellow co-workers.

All CFLR, Inc. new hires will attend one mandatory Employee Orientation.  Orientations will be held quarterly, unless otherwise announced. Employees must notify their supervisor of attendance in advance and seek permission to attend.
JURY DUTY
An employee called for jury duty will be excused from work as indicated by the summons.  A copy of the summons must be given to the immediate supervisor and Human Resources Department upon notification of jury duty.  CFLR, Inc. will pay the difference between an employee’s regular wages and jury compensation received by the employees during jury duty up to a maximum of ten work days. Official document indicating pay rate must be given to Human Resources Department in order to process pay from CFLR, Inc.  Personal court appearances will be the responsibility of the employee to use paid time off or unpaid time to attend.  
EMPLOYMENT CATEGORIES

FULL TIME EMPLOYEES 
A full time employee is defined as an employee hired to work 35 or more regularly scheduled hours per week.  Business hours for CFLR, Inc. are 8:30 am – 4:00 pm, Monday –Friday and extended hours until 8:00 pm on Wednesdays and Tuesdays and 9:00 pm on Thursdays with unpaid half hour lunch breaks. Schedules may vary within these business hours to accommodate client contacts and/or agency needs. 

PART TIME EMPLOYEES 
A part time employee is defined as an employee hired to work 21 hours or less of regularly scheduled hours per week.  Part time employees working six or more hours in one day are required to take an unpaid one half hour break.

NON-EXEMPT EMPLOYEES
These employees are subject to laws under the (FLSA) Fair Labor Standards Act. Employees are paid at least the minimum wage determined by New State or Federal Law. They’re paid for all hours worked; including overtime pay for hours worked in excess of 40 in a week.

OVERTIME 
Overtime provisions apply to non-exempt employees only

Non-Exempt employees must obtain management approval prior to working any overtime or for any time spent working on agency premises outside of their normal scheduled hours when the CEO or immediate supervisor has not required the employee to work. Furthermore, an employee that submits unauthorized hours, including overtime hours without prior management approval may be subject to disciplinary action.
Non- Exempt employees must be paid a rate of 1 ½ times the normal base rate of pay for hours worked over forty (40) hours in one (1) week. 

When determining overtime hours, time worked is defined as time spent performing job duties and includes time not worked for vacation, PTO (Paid time off), jury duty, bereavement, company closing due to adverse conditions, business travel, volunteer community service- volunteer time- off (VTO), and holidays when scheduled to work.

Absences due to illness/disability are not considered time worked for purposes of computing overtime.

Non-Exempt employees are not allowed to “bank” time, accumulate or take time off in lieu of overtime pay (compensatory time). 

Mandatory overtime may be required.  Whenever feasible, management should give employees prior notification that overtime is required.  
EXEMPT EMPLOYEES
Deductions are not to be made from an exempt employee’s pay, except in the circumstances listed below as outlined by the Fair Labor Standards Act.  The Agency may at its discretion decide not to make any such deductions.

Appropriate Deductions

· For absence from work for one or more full days for personal reasons, sickness or disability.

· For penalties imposed in good faith for infractions of safety rules

· For unpaid disciplinary suspensions of one or more full days imposed in good faith for workplace conduct rule infractions imposed pursuant to the written policy applicable to all employees.

· For full days missed in the initial or last week of employment.

· For unpaid FMLA leave, for a proportionate part of the full salary for time actually taken.

Disputing of Deductions from Salary
It is the duty and responsibility of any employee who feels that his/her pay practices do not comply with the above to contact his/her supervisor or Human Resources regarding the discrepancy.  Human Resources will ensure that the situation is corrected and that any deductions found to be improper are reimbursed.

PER DIEM
Employees in this category have no regular work schedule, but work on an as needed basis.  This category would include employees paid on a per diem basis. 

TEMPORARY/INTERNS
Employees in this category perform a function for a specified period of time, and their employment is limited due to the nature of the job or availability of the individual.  Positions that may fall under this category are co–op employees, summer employees, seasonal employees and interns.

UNPAID INTERNS
Unpaid interns are permitted within the CFLR, Inc., as long as they are receiving school/college credit for their internship experience or receive training similar to that offered in a vocational school, with the training to benefit the intern.  Also, the intern is not able to displace, or do work of, a regular employee.  Interns receiving college credit are supposed to perform tasks and activities that build upon one another, increase complexity and help the intern learn and master basic skills.  The intern also should be exposed to all aspects of their chosen industry.  The law further states that an employer must receive no immediate advantage from the acts of an intern. 
EMPLOYEE TIME AND SCHEDULES 
VARIABLE WORK SCHEDULES
Management, with appropriate notification, may modify an employee’s work schedule when it is necessary to meet work requirements.
Advance management approval is required from Supervisor when an employee wishes to change work schedules. Generally, an employee will be restricted to one schedule for a period of at least six months.

Management may require an employee to convert to another schedule.  If an employee is found to be abusing the privilege of a variable work schedule, further corrective action will be taken to resolve the issues.
JOB DESCRIPTIONS
The duties and responsibilities of each position shall be described in appropriate detail so that employees are informed of their specific job requirements.  Job performance standards and/or qualifications may be included where appropriate.  The CEO will submit proposed job descriptions and performance standards for new positions to the Audit/Finance/Human Resources Committee for approval and implementation.

EMPLOYEE FILE
CFLR, Inc. maintains a human resource file for each employee.  The human resource file includes such information as the employee's job application, resume, continuing education records, documentation of performance appraisals and salary increases, and other employment related materials.

Human resource files are the property of CFLR, Inc. and access is restricted.  Generally, only supervisors and management personnel who have a legitimate reason to review information in a file are allowed to do so.

Employees who wish to review their own file should contact the CEO. With reasonable advance notice, employees may review their own human resource files in private in CFLR Inc.’s conference room.
TIMEKEEPING
Accurately recording time worked is the responsibility of every employee. Federal and state laws require CFLR, Inc. to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned duties. *(Please refer to Compensation, pg. 22)
Altering, falsifying, tampering with employee time sheets or recording time on behalf of another employee’s time record may result in disciplinary action, up to and including termination of employment.

It is the employee’s responsibility to sign their time sheets to certify the accuracy of all time recorded. The Supervisor will review and sign the time sheets before submitting it for payroll processing. In addition, if corrections or modifications are made to the time sheets, both the employee and the supervisor must verify the accuracy of the changes by initialing the time sheets.

PAYDAYS
All employees are paid semi-monthly. Pay dates are the 15th and 30th of each month.  Each paycheck will include earnings for all work performed through the end of the previous payroll period.

In the event that a regularly scheduled payday falls on a day off, such as a Saturday, Sunday or holiday, employees will be paid on the first day of work following the regularly scheduled payday.
If a regular payday falls during an employee’s vacation, the employee’s paycheck will be available upon his or her return from vacation, unless written arrangements have been made to mail the paycheck to the employee. 

EMPLOYMENT INTRODUCTORY PERIOD
All new employees of CFLR, Inc. will take part in a probationary period.  CFLR Employees moving to a new position in the organization will take part in a probationary period.
Upon the completion of three months (fulltime) and six months (part-time) of employment from date of hire, the Supervisor shall review the performance of the staff member and make a determination whether the performance is satisfactory.  If it is satisfactory, the orientation period shall end and a written notice to that effect shall be placed in the staff member’s employee file.  If it is unsatisfactory, the CEO may terminate the services of the staff member or, in his/her discretion, extend the orientation period.

ABSENCE OR TARDINESS
Excessive tardiness and/or absence may result in disciplinary action, up to and including termination of employment.
In the event of unscheduled tardiness or absence, the Supervisor must be notified within 30 minutes of the regularly scheduled start time on when you plan to start the work day.
ANNUAL PERFORMANCE EVALUATION
Each staff member will be evaluated by their supervisor within the first three months (full time) and six months (part-time) of employment and, at a minimum, annually thereafter.  All performance evaluations will be in writing.
Each employee will meet with their supervisor to discuss the evaluation, sign the evaluation and be given the option of providing written comments in response to the evaluation within one week of such meeting.  A signed copy of the evaluation is given to the employee.
All employee evaluations, and any responses, will be reviewed by the CEO, or designee, and at the CEO’s discretion will be reviewed with the employee.  Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal day to day basis.

EMERGENCY POLICY AND PROCEDURE

In the event of a business closing or delay, the Agency is committed to taking immediate and appropriate action to ensure the health and safety of employees.  If the Agency declares a business closing or delay, CFLR, Inc. will invoke the emergency response plan and/or the business continuity plan.

PROCEDURE:

· Only the CEO or designee can officially declare a business closing or delay. 

· CFLR, Inc. employees who work at non-CFLR, Inc. sites are governed by CFLR, Inc. policy and procedures concerning full day and early release business closing and late arrival business delay unless a different arrangement exists between CFLR, Inc. and the host site.  CFLR, Inc. employees who work at non-CFLR. Inc. sites must make arrangements to work at a CFLR, Inc. site or other job duty appropriate site if their host site is closed or take paid time off.

· As determined by the agency, employee’s essential to maintaining or restoring facility and/or system operations will be designated as Essential Functional Personnel.  Only staff identified as Essential Functional Personnel will be authorized to access the premises of a declared closed facility.
· Essential Functional Personnel (such as Management) who are out of the office during a declared business closing or delay may be requested to report to work to support the service continuity. 
A. Full day Business Closing

· Non-exempt employees who were scheduled to be at work on an Agency declared full day business closing will be paid their normal base rate up to a maximum of two (2) business days.
· Exempt employees who work any part of the week in which the Agency has declared a full day business closing will be paid their regular daily salary for the that day of the week in which the business closing occurred.
B. Early Release business Closing

· If the Agency declares a business closing after the start of the Agency’s usual and customary normal business hours, non-exempt employees will be paid at their normal base rate of pay for the balance of the scheduled hours not worked that day.
· Exempt employees who work any part of the week in which the company has declared an early release business closing will be paid their regular weekly salary for the week in which the early release business closing occurred.

C. Late Arrival Business Delay

· If the Agency declares a late arrival business delay, the Agency will pay non-exempt employees their normal base rate for the scheduled hours lost due to the declared business delay.
· Exempt employees who work any part of the week in which the Agency has declared a late arrival business delay will be paid their regular weekly salary for the week in which the declared late arrival business

· If an employee reports later than the declared business delay, the employee may choose to go unpaid, charge Paid Time Off or Vacation Time for the absence, or with Supervisor approval, make up the time within the same day or within the same pay week.

· If an non-exempt or exempt employee is scheduled to be away from work for any reason while CFLR, Inc. has any delays or closings (e.g. vacation, paid time off, jury duty, death in family, short or long term disability, Workers’ compensation), then the applicable pay policy for that specific time off plan applies.

If CFLR, Inc. does not declare a business closing, or an early release business closing or a late arrival business delay, individuals may request vacation or personal time and management may approve time off for the entire day, an early release or late arrival.  In the case of an early release or late arrival, non-exempt employees may request to go unpaid or to charge their Paid Time Off for the absence, or with CEO approval, make up the time within that pay week. 

Closing Announcements

     WKTV, CFLR, Inc. Answering System
COMPENSATION
Salaries at CFLR, Inc. are based on experience in the particular area of employment, job related qualifications, and available funding. Salary increases are largely determined by funding sources and shall be set and approved by the Board of Directors annually, based on the fiscal status of CFLR, Inc. as well as achievement of set annual performance goals.
EMPLOYEE CONDUCT AND WORK RULES

EMPLOYEE CONDUCT
Center for Family Life and Recovery, Inc., Code of Conduct requires employees to observe high standards of business and personal ethics in the conduct of their duties and responsibilities.  Employees and representatives of the organization must practice honesty and integrity in fulfilling their responsibilities and comply with all applicable laws and regulations.  Note Clinical Staff (including EAP) will adhere to the National Association of Social Workers (NASW) Code of Ethics please see attachment. 
To ensure orderly operations and provide the best possible work environment, CFLR, Inc. expects employees to follow rules of conduct that will protect the interest and safety of all employees and the organization.

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The following are examples of infractions of rules of conduct that may result in disciplinary action, up to and including termination of employment:

1. Theft or inappropriate removal or possession of agency or others  property

2. Falsification of time keeping records or employee’s application papers

3. Working under the influence of alcohol or illegal drugs

4. Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace.
5. Fighting or threatening violence in the workplace

6. Boisterous or disruptive activity in the workplace

7. Insubordination or other disrespectful conduct

8. Violation of safety or health rules

9. Sexual or other unlawful or unwelcome harassment

10. Possession of dangerous or unauthorized material, such as firearms or explosives in the workplace

11. Unauthorized absence from work station during the work day

12. Unauthorized use of telephone or mail system

13. Unauthorized disclosure of confidential information

14. Violation of personnel policies

15. Habitual tardiness or unauthorized or excessive absences.

16. Unsatisfactory performance or conduct

17. Unauthorized use of the computer and internet
18. Unlawful conduct:  Violation of or refusal to comply with pertinent laws and regulations when such conduct impairs the efficiency of service or brings the CFLR, Inc. into public disrepute.

19. Improper use of official position or authority for personal profit or advantage

20. Failure to adequately carry out assigned duties and responsibilities.

Dismissal, demotion, or suspension of an employee may be made for any cause including, but not limited to, those listed above.

PERSONAL APPEARANCE
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the business image CFLR, Inc. presents to the community.

During business hours, employees are expected to present a clean and neat appearance and to dress according to the requirements of their positions.  Fridays traditionally warrant some opportunity for casual dress, which can include wearing jeans if the employee does not have meetings.
PERSONAL ATTIRE  
This guideline defines the business attire standards necessary to reflect the Company’s desired professional public image while also recognizing the need to maintain the employee’s health, safety and comfort within the work environment. CFLR, Inc. will provide reasonable accommodations to employees whose religious affiliation or disabling condition requires an exception to this policy.
GUIDELINES

Each employee’s personal appearance should be appropriate to the business- work situation.  Employees are expected at all times to present a professional businesslike image to clients, prospects, vendors, business/community partners and the general public.  Acceptable personal appearance is an ongoing requirement of employment with CFLR, Inc. and radical departures from appearance standards are unacceptable.  These guidelines may be tailored to meet local community standards as determined by the regional leadership.  Adherence to the following guidelines will help ensure the proper balance between business image and employee health, safety, and comfort is maintained;
Appropriate Attire:

· Blazers, suits, or sport coats (optional)

· Ties (optional)

· Dress shirts 

· Dress shoes

· Dresses (appropriate sleeveless dresses are acceptable in summer months)

· Skirts (must be no shorter than 1 inch above the knee)

· Dress Capris

· Dress Slacks

· Blouses

· Dress Sandals

· Sweaters

· Nylons or Stockings (optional in summer months) 

· Slacks, Chinos or Dockers

· Polo shirts with collars

· Oxford button-down shirts

· Sweaters and cardigans

· Loafers/sandals

Unacceptable Attire

· Plain or pocket T-shirts

· Cutoffs

· T-shirts with logos

· Athletic wear

· Flip Flops

· Jeans 

· Spandex or Lycra such as biker shorts

· Sneakers

· Tank tops, tube tops, halter tops with spaghetti straps

· Deck shoes

· Underwear as outerwear

· Beach wear

· Midriff baring tops

· Provocative attire

· Off-the-shoulder tops

· Workout clothes or shoes

· Evening wear

· Thigh high boots

· Leggings

Casual Friday: 

· Jeans, leggings and sneakers may be worn on Casual Fridays as long as you do not have any scheduled meetings.  
Special Event Attire: 

· An employee may request from their supervisor to wear certain attire if attending CFLR Events.  IE: CFLR, Inc.’s Thanksgiving Drive falls during a weekday, not a Friday dress down day.  The employee may request to wear sneakers and jeans to attend the event, etc.

This must be approved by their CFLR, Inc. supervisor first.

Piercings and Tattoos

· Tattoos are acceptable as long as they are not offensive.  CFLR, Inc. prohibits the display of sexually graphic, violent or otherwise offensive tattoos
· Piercings may be worn as long as they are small and discreet.
· Tattoos and piercings must be covered during media appearances/events for CFLR, Inc.
Enforcement

Program supervisors are responsible for monitoring and enforcing this policy.  The policy will be administered according to the following action steps:

1. If questionable attire is worn in the office, the respective department supervisor/manager will hold a personal, private discussion with the employee to make aware and counsel the employee regarding the inappropriateness of the attire.

2. If an obvious policy violation occurs, the program supervisor will hold a private discussion with the employee and ask the employee to go home and change his/her attire immediately.

3. Repeated policy violations will result in disciplinary action, up to and including termination.

SMOKING POLICY
For reasons of fire safety, improvement in our work environment and compliance with applicable laws, smoking by employees of CFLR, Inc. is allowed ONLY in designated smoking areas outside the facilities. All CFLR, Inc. facilities are smoke free. 
DRUG AND ALCOHOL USE BY EMPLOYEES
As professionals and as representatives of CFLR, Inc. charged with education and treatment to the community about appropriate attitudes regarding alcohol and other drug use, CFLR, Inc. employees are required to maintain ethical and behavioral standards at all times.

Abstinence from alcohol is not a requirement of the staff; however, it is expected that staff will demonstrate appropriate and professional and ethical and legal conduct regarding use of alcohol and other drugs particularly with regard to public forums.

If it is demonstrated that any member of the staff has conducted themselves in an unethical or unprofessional manner regarding alcohol or other drug use, they may be asked to participate in a chemical dependency evaluation at another site. Refusal may be grounds for termination.

Counselors/educators will be prohibited from providing direct services while undergoing treatment. If a diagnosis of active chemical dependency is made, then the staff person would either resign, be granted medical leave or be discharged until successful completion of a treatment program. Employees may be reinstated upon successful completion of the treatment program.

FIREARMS POLICY
Possession of firearms or other weapons is not permitted at any of our facilities.
BENEFITS

ELIGIBILITY
Full time employees of CFLR, Inc. are eligible for benefits.  Any part time employees who are regularly scheduled for more than 21 hours per week or more are eligible for benefits on a pro-rated a basis.  Staff members working under a contract of an agency outside CFLR, Inc. are only eligible for the benefits stated in the contract.

CHANGE OF STATUS
If you have a Qualifying Change in Status (QCS) event including, but not limited to, birth, adoption or death of a dependent; divorce, legal separation or annulment; or loss of coverage due to spouse’s employment termination, you must report the change to Human Resources within 31 days after the QCS to initiate the enrollment change process.  The change will be effective on the date of the QCS event or the date you become eligible for coverage, if this is later and will stay in effect for the remainder of the current calendar year or as long as you remain eligible.  Any covered dependent must meet the dependent eligibility requirements.  If you do not complete the enrollment change process by the required deadline, you must wait until the next annual open enrollment period to request changes in benefits coverage, which includes the addition of any newly eligible dependents, and your changes will not take effect until the plan year following such open enrollment period.  Coverage changes must be appropriate and consistent with the QCS.  For certain events involving a change in marital, family or employment status, only certain limited changes may be permitted. Change of address must be submitted to Human Resources within two weeks of moving. 

TIME OFF AND OTHER LEAVES

HOLIDAYS 
The following paid Holidays* will be observed:

New Year’s Day



Floating Holiday 

Martin Luther King Day


Veterans’ Day

Presidents’ Day



Thanksgiving Day

Good Friday




Day after Thanksgiving

Memorial Day




Christmas Eve

Independence Day 



Christmas Day

Labor Day




½ Day New Year’s Eve

*A holiday which falls on a Saturday will be observed on the preceding Friday and a holiday which falls on a Sunday will be observed on the following Monday.

* Floating holiday must be used within the same calendar year.
VACATION
On the 1st pay period of the new payroll year, CFLR, Inc. provides regularly scheduled full-time and part time employees working over 21 hours, with paid vacation time determined by the number of hours the employee is regularly scheduled to work each week times the number of weeks of eligibility.  

Employees on a Leave of Absence (LOA) must be at work at least one day in the new payroll year, to be eligible to receive their vacation eligibility for the New Year.

Eligibility
In the first year of employment employees receive vacation on a pro-rated schedule based on their date of hire.  New hires may use vacation only after six (6) months from hire date.  All employees must request vacation time off at least two weeks in advance and receive supervisor approval.  Should an employee give notice or leave employment before their sixth month anniversary no vacation time is earned.

6 months – 3 years completed employment

10 days



4 years – 8 years of completed employment          
15 days



9 years – 17 years of completed employment 
 20 days



18 years and up of completed employment   
             25 days
Part time, more than 21 hours per week employees, will receive pro-rated vacation benefits.  Part time employees working 21 hours or less per week will not be eligible for vacation benefits
Vacation
· Renews for all eligible employees and is available on the 1st, payroll of the new payroll year.
· Must be requested in advance and approved by the immediate supervisor.
· All staff may use vacation in week, day or 30 min. increments
· Is paid at the employee’s current base/hourly salary rate, may not exceed the employee’s scheduled hours for the day.
Vacation at Termination
Employees who resign and give notice of ten working days (non-exempt) and/or 20 working days (exempt) will receive a pro-rated payout of their current year’s unused vacation time as of their last day worked.  Any days taken over your current year’s pro-rated allowance will be deducted from your vacation bank at termination prior to payout.  With proper notice the remaining (after pro-ration) vacation bank balance will be paid out.  If an employee does not complete the required notice period the entire vacation bank is forfeited.

Employees who are terminated under the following are not eligible for vacation pay;

· For cause

· As a voluntary resignation without proper notice, or

· Before six months of employment

Up to 3 days of vacation may be carried over to the next year with the written permission of the Employee’s Supervisor with the understanding the time will be used by May 1st of the year.  An employee’s unused time will be reported to them at the end of the year and it is the responsibility of the employee to obtain permission for carryover and forward to Human Resources.
PERSONAL DAYS
Full time employees are granted up to 3 days per year. If an employee is on payroll Jan. 1st- 3 days will be granted, after April 1st- 2 days, after July 1st- 1 day, Oct.1st -Dec. 31st -0 days. 

Part time employee working more than 21 hours per week personal leave is pro-rated by % of time worked. An employee working more than 21 hours and on payroll Jan. 1st - 12 hours will be granted personal leave, April 1st- 8 hours, July 1st- 4 hours, Oct.1st -Dec. 31st -0 hours will be granted.

Personal days are to be used to conduct personal business, and are not to be used to extend vacation or holiday time. Personal days are not earned during an employee’s unpaid leave of absence.  In addition Personal days must be used in the course of the year and cannot be carried over or converted to sick time.
PERSONAL SICK TIME (PST)
Current active employees on the first payroll of the New Year will be eligible for 12 PST days based on the employee’s regularly scheduled hours.  Employees can use PST for their own personal illness, injury, or medical appointment or that of an immediate family member (spouse or domestic partner, children, domestic partner’s children, parents, parents-in-law, siblings) or any other individual residing in the same household or for whom the employee has legal guardianship.  In addition, employees may use PST to cover the first five workdays of their approved disability and if an employee is approved for intermittent FMLA he/she must use all PST days available.
PST can be accumulated to a maximum of 90 days. PST with pay is not granted until after the first 3 months of employment. Part time employees working more than 21 hours per week earn PST on a pro-rated basis. Medical excuse is required after absence of five consecutive working days. 

Accumulated sick leave is not reimbursed to the employee at termination.

Sick time may not be used to extend vacation or holiday time. An employee who has a pattern of PST use associated with vacation or holiday time will be requested to bring a medical excuse.  

PST days are not earned during periods of an employee’s unpaid leaves of absence (i.e. disability and FMLA).

Employees are insured in New York State for non-occupational disability benefits.  An off-the-job injury or illness is covered under this insurance and benefits are payable, after a waiting period of seven days, for up to 26 consecutive weeks of disability.

SICK TIME BANK
Purpose: the aim of the Sick Time Bank (STB) is to assist its members through periods of severe financial crisis due to prolonged illness of members when their own sick leave, compensatory or other creditable time has been exhausted.

Rules:

1. To join, applicant must donate two (2) PST days at the time of initial formation of the STB or upon joining, followed by the donation of one (1) sick time day in January of each year. 

2. Other than upon the initial formation of the STB, employees may only make application to join during the month of December each year. No employee is considered a member of the STB until two (2) days of sick leave have been donated to the STB.

3. Requests for days from the STB may only be granted after all possible days off are exhausted; i.e., personal sick time days, vacation, personal time, etc.

4. Applications for withdraw of STB credits must be made at least ten (10) days prior to the employee’s accumulated time expiring.

5. All requests must be accompanied by a signed and dated doctor’s statement indicating the dates you will need to be out of work.
6. The maximum usage for crisis assistance will be based upon the length of service with the agency at the time of the request, in accordance with the following schedule:
First year

15 days



Second year

20 days



Third year

25 days



Forth year on

30 days
7. Each request for withdrawal will be reviewed on an individual basis by the STB Committee, which shall have the right to inspect the employee’s work attendance records and previous use of time credits before a decision is made. The purpose of the STB is not to offer additional time off with pay, unless warranted and all employees are advised to use their sick time prudently. If abuse is noted, the STB Committee shall have the right to deny applications for withdrawal and their decision will be final.

8. At such time that the member returns to work or that the physician has stated that the individual is capable of resuming the duties of his/her position, any unused days will be returned to the Bank.

9. Use of the STB is for the use of the member who is ill.

10. If a member withdraws from the STB, his/her days donated at that point shall remain in the STB and not be given back to the employee.

11. Any balance in the STB remaining on December 31 of each year shall be carried over to the STB for the following year.
12. The STB committee comprised of one (1) employee chosen by the staff each December, the CEO and the Human Resources Director. The decision of the Sick Bank Committee is the discretion of the Committee and is final.

FAMILY & MEDICAL LEAVE ACT (FMLA)

FMLA is intended to assist employees balance their work and family responsibilities by allowing them to take reasonable unpaid leave for certain family and medical reasons. FMLA could be granted for the following conditions:

· Leave for incapacity due to pregnancy, prenatal medical or child birth;

· Leave to care for the employee’s child after birth, or placement for adoption or foster care; 

· Leave for a serious health condition that makes the employee unable to perform their job;

· Leave to care for an immediate family member (opposite or same sex spouse, child or parent) with a serious health condition;

· Leave due to a “qualifying emergency” arising out of the fact that the employee’s spouse, child or parent is (a) a member of the Regular Armed Forces that is on or being called upon for active duty deployed to a foreign country, or (b) is a member of the National Guard, Reserves, or retired member of the Regular Armed Forces or Reserves that is on or being called upon for active duty deployed to a foreign country in support of an emergency operation.

*The FMLA covers a same sex spouse only if such spouse is defined or recognized for purposes of marriage under the state law where the employee resides.  

In addition, under the Military Caregivers Leave provisions of FMLA, a qualifying reason is to care for a spouse, child, parent, or next of kin whose serious illness or injury occurred while in the line of duty (or pre-existed and was aggravated by service in the line of duty) on active military duty in the Armed Forces, including the National Guard or Reserves. 
Eligible employees may take leave for up to 12 work weeks during a 12-month period and up to 26 work weeks of leave during a single 12-month period for Military Caregivers Law only.  The 12-month period is calculated from the first day your leave begins and continues for the next 12- months. This method is used to determine the period of leave under any state laws, to the extent applicable and permitted by law.  Military Family Leave is only available. 
FMLA leave may run concurrently with:

· Disability leave

· Personal leave of absence

· worker’s compensation

· Vacation time

An employee with less than twelve months of service or have not worked more than 1,250 hours during the previous year is not eligible

Employees are entitled to the continuation of group health insurance coverage during FMLA leave on the same terms as if he/she had continued to work.  The employee must continue to make any and all normal contributions to the cost of the health insurance premiums.  An employee on unpaid FMLA must make arrangements to pay their normal health Insurance premiums in order to maintain insurance coverage. If the employee’s premium payment is more than 30 days late, CFLR, Inc. has the right to drop from coverage, if payment is not received after 15 days of receipt of letter. 
An employee on leave of absence will not accrue benefits.
PERSONAL LEAVE
All requests for leave of absence shall state in writing the specific reason for the leave and proposed length of absence. Approval is granted by the CEO based on workload and financial considerations.

The CEO may grant a leave of absence without pay to an employee after one year of continuous employment for a period not to exceed six (6) months.  For leaves of absence exceeding twelve (12) weeks, the CEO cannot guarantee the employee that his/her previous position will be available upon return.  Individuals not returning at the expiration of their leave will be considered as having forfeited the right to continued employment, unless prior written arrangements have been made and approval granted by CFLR, Inc.
BEREAVEMENT LEAVE
CFLR, Inc. recognizes the emotional impact of a death in the family, as well as the necessity for making arrangements, travel time, etc.  It also acknowledges that time necessary for bereavement leave will vary among employees, depending upon circumstances and individual need.

Special leave with pay of up to three (3) days may be granted to an employee in the event of death of immediate family member. Approval of bereavement time is needed by Supervisor.
The term “immediate family” for purposes of  “Bereavement Leave” refers to spouses, parents, guardian, step-parents, foster-parents, grand-parents, great grandparents, step-grandparents, children, step-children, grandchildren, step-grandchildren, sisters, step-sisters, brothers, step-brothers, foster son, foster daughter, parents-in-law, sons/daughters-in-law, brothers/sisters- in-law, or family members residing in the same household. Or any relative who was a permanent resident of the employee’s household at the time of death.
In addition, the CEO and/or Designee may grant, in writing and at their discretion, additional bereavement time for up to three (3) days. 

OTHER WORKPLACE BENEFITS

NYS DISABILITY COVERAGE
CFLR, Inc. provides disability coverage to employees under the statutory provisions of New York State law.  As part of its obligations under New York State and Federal Law, CFLR, Inc. provides insurance for employees who are unable to work because of off the job disability or sickness for up to 26 weeks.  

An eligible employee must make arrangements to pay their normal health Insurance premiums and or deductions in order to maintain insurance coverage. If the employee’s premium payment is more than 30 days late, CFLR, Inc. has the right to drop from coverage, if payment is not received after 15 days of receipt of letter.
WORKERS COMPENSATION BENEFITS
CFLR, Inc. provides a comprehensive workers compensation insurance program at no cost to employees.  This program covers any injury or job related illness sustained in the course of employment that requires medical, surgical, or hospital treatment.  Subject to applicable legal requirements, workers' compensation insurance provides benefits after a short waiting period or, if the employee is hospitalized, immediately.

Employees who sustain work-related injuries or illnesses should inform Human Resources immediately.  No matter how minor an on- the-job injury may appear, it is important that it be reported immediately.  This will enable an eligible employee to qualify for coverage as quickly as possible.

Neither CFLR, Inc. nor the insurance carrier will be liable for the payment of workers' compensation benefits for injuries that occur during an employee's voluntary participation in any off-duty recreational, social, or athletic activity sponsored by CFLR, Inc.

UNEMPLOYMENT INSURANCE BENEFITS
Employees are protected by New York State Unemployment Insurance Laws.  Upon termination of employment, the employee may be eligible for New York State Unemployment Benefits.

SOCIAL SECURITY
CFLR, Inc. matches the employee contribution to this fund dollar for dollar.  With these contributions made by you and CFLR, Inc. you are entitled to disability benefits, a lump sum payment to your beneficiary in the event of your death, and monthly income and Medicare benefits upon your retirement.  Benefit levels vary with your history of earnings and changing rules.

RETIREMENT
Empower Retirement sponsors CFLR, Inc.’s 401(k) Defined Contribution, and Roth plans, as may be amended from time to time for the benefit of its employees and their beneficiaries. 
The Plans are intended to provide participants and their beneficiaries with a convenient way to save on a regular and a long-term basis for retirement. The Plans are participant-directed plans and are intended to be qualified plans in compliance with all applicable federal laws and regulations, including the Internal Revenue Code of 1986, as amended, and the Employee Retirement Income Security Act of 1974, as amended (“ERISA”).The Plans will provide  broad spectrum investment options to allow participants to construct diversified portfolios designed to meet their own time horizons and risk and return objectives ranging from conservative (with an emphasis on capital preservation) to aggressive (with an emphasis on high long-term growth potential).
EMPLOYEE ASSISTANCE PROGRAM FOR EMPLOYEES OF CFLR
CFLR, Inc. has a strong commitment to the health, safety and welfare of its employees, their families, and its clients.  CFLR, Inc. recognizes that a variety of personal or job related problems arise, that can make balancing work and life often difficult, and that employees may have barriers that impact personal and work productivity.  Help is available through our Employee Assistance Program, Samaritan Counseling Center EAP.
Benefits

Through this program CFLR, Inc. pays the full cost of the EAP Program. Employees are allowed 3 sessions for each referral and receive confidential advice, short term counseling for any employee or member of an employee’s household, or for any employee who is referred by his/her supervisor. Employees are responsible for the cost of outside referrals; however, the cost for outside referral help may be covered by the employee’s group health insurance program. 
Eligibility
This program applies to all employees and their eligible dependents that are covered under any of the various benefit programs as of their hire date.

The privacy of employees and their household members is protected at all times. The company is not informed when anyone seeks assistance, unless the individual so requests or the company refers an employee to the program.
Samaritan Counseling Center Contact Information – 315-724-5173
HEALTH INSURANCE
CFLR, Inc. provides Health Insurance coverage to eligible employees effective the 1St of the month following the date of hire. CFLR, Inc. contributes to the individual cost of the monthly premium.  Family coverage is available to employees at an additional expense. 
Part-time employees working more than 21 hours per week will be eligible to receive pro-rated health coverage with the employee contributing the difference in cost through payroll deduction. Part time employees working 21 hours or less per week are not eligible for health coverage.  CFLR, Inc. may, in its discretion, change the requirements and terms of its health insurance plan.
Any employee terminating employment within the first 15 days of the month and has active medical, dental or vision insurance coverage will be required to pay half (½) of the premium cost for that month. If any employee terminates after the 15th of the month, they will be charged the full cost of the premium for that month. 

OTHER AVAILABLE BENEFITS
There are other elective benefits available through the Agency, paid for by the employee, not the Agency.  Please contact Human Resources to obtain a more detailed list of the benefits.

LIFE INSURANCE
CFLR, Inc. will provide term life insurance to all full time employees working at least 35 hours per week. The amount of group life insurance is one times the yearly regular compensation of the employee. This benefit will be offered after one year of service at no cost to the employee.

LONG TERM DISABILITY COVERAGE
CFLR, Inc. will provide long term disability coverage to full time, 35 hour a week employees, at no cost to the employee. Eligibility begins on the first of the month following twelve months of full time employment.

PROFESSIONAL DEVELOPMENT
CFLR, Inc. recognizes that professionals in this field need to keep skills and knowledge current and up to date. Every opportunity will be given to each employee to develop his or her professional skills.

All employees are expected to secure the necessary training required to keep their certificates current.

Approval to attend all training and conferences will be at the discretion of the CEO and/or Designee.

Consideration will be given based upon financial viability and the relevance of the training to the staff person’s immediate job responsibilities.

CFLR, Inc. coordinates the Oneida County Professional Training Coalition. As the coordinator, we are allowed a limited amount of free seats for trainings.  All requests to attend trainings for free should be submitted to the Associate Director for approval.
TRAVEL REIMBURSMENT
Employees who wish to attend any training, convention, conference or seminar must submit a written request to their immediate supervisor with a copy to the CEO.

All business/training travel must be approved by the employee’s immediate supervisor and the Finance Director. Employees whose travel plans have been approved are responsible for making their own travel arrangements.  When approved, the actual costs of travel, meals, lodging, and other expenses directly related to accomplishing business/training travel objectives will be reimbursed by the CFLR, Inc. as follows:  

1. Privately Owned Vehicle Mileage Reimbursement: Mileage reimbursement is based on IRS rate per mile and calculated upon an official table of distance to and from the city of departure.  Employees who travel locally during the course of performing their job duties will be reimbursed at the IRS rate or the rate approved in their appointed contract. 

2. Allowable Reimbursements: CFLR, Inc. shall reimburse the employee with receipts for the following allowable items: tolls, parking and other ground transportation. 

3. Lodging: CFLR, Inc. will pay for reasonable overnight lodging expenses for personnel required to travel on CFLR, Inc. business.
USE OF EQUIPMENT
Equipment is essential to accomplish our job duties and is expensive and difficult to replace.  When using CFLR, Inc. property, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines.

Please notify the supervisor if any equipment, including computers, internet, or telephones, that appear to be damaged, defective, or in need of repair.  Prompt reporting of damages, defects, and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.  The supervisor can answer any questions about an employee's responsibility for maintenance and care of equipment or vehicles used on the job.

Office equipment, telephones, fax machine, computers, copiers and other equipment items are strictly for business use only.  Personal use of office supplies and/or equipment is not permitted.  All files stored in the office or on the computer are the property of CFLR, Inc.   Personal use of telephones for long-distance and toll calls is not permitted.  Employees should practice discretion in using company telephones when making local personal calls and may be required to reimburse CFLR, Inc. for any charges resulting from their personal use of the telephone. The use of CFLR, Inc. postage for personal correspondence is not permitted.  Personal cell phone use is permitted on an emergency basis. Cell phones are a distraction in the workplace, employees are asked to turn off their ring tone while in the office and cell phones should be put away. 

The improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in disciplinary action, up to and including termination of employment.

SOLICITATION AND DISTRIBUTION
CFLR, Inc. limits solicitation and distribution on its premises to prevent activities that can interfere with normal Organizational operations, reduce employee efficiency, annoy clients, or co–workers and pose a threat to security.

DEFINITION
Solicitation and distribution for purposes of this policy is defined as handing out or making available printed literature, chain letters or other materials intended for reading, seeking to sell or asking for participation of any kind.

NON–EMPLOYEES

Individuals not employed by the CFLR, Inc. are prohibited from soliciting funds or signatures, conducting membership drives, distributing literature or gifts, or offering to sell merchandise or services. A limited number of exceptions for representatives of suppliers properly identified and approved by Human Resources may be authorized.

ORGANIZATION ACTIVITIES

CFLR, Inc. may authorize a limited number of fund drives on behalf of charitable organizations or for employee gifts (e.g. birthday, retirement, births, and hospitalization). Employees are encouraged to volunteer to assist in these drives, but their participation is entirely voluntary. Human Resources must be contacted for all such drives other than standing approvals. Standing approval for the following activities is authorized only for:                         
a.) Campaign drives for the United Way and Red Cross.
b.) Distribution of approved Medical and Company related literature.

EMPLOYEES

The following restrictions apply when employees engage in permitted solicitation or distribution of literature for any group or organization, including charitable organizations:
a.) The sale of merchandise or services is generally prohibited on CFLR, Inc. premises. Limited non–direct sales activities supporting charitable organizations may be permitted with Human Resources approval.
b.) Employees during their working time may not solicit other employees, nor may they solicit during non–working time individuals who are on working time.
c.) Any form of a game of chance (such as gambling) is not permitted on CFLR, Inc. property unless approved by Human Resources for a fundraising activity.
d.) Distribution of literature and/or solicitation of any kind is/are prohibited in work areas at all times. Break rooms and cafeteria/vending areas are not considered work areas.
e.) Literature distribution that litters CFLR, Inc. property is prohibited.

NOTICES

Bulletin boards, electronic mail, voice mail, facsimile machines, and personal computers are primarily for business use only and should not be used for employee solicitation or distribution of literature. A bulletin board will be placed in the CFLR, Inc. break room or employee area at all CFLR, Inc. sites will be available for employee solicitation or distribution of literature with approval from Human Resources.
RECEIPT OF POLICIES AND PROCEDURES


I have received a copy of the Policies and Procedures of CFLR, Inc. including appendices.  I agree to abide by the policies and procedures contained therein.  I understand that the policies and benefits explained in the manual may be updated, modified or deleted at any time.

I also understand that neither this manual nor any other communication by a management representative is intended to, in any way, create a contract of employment or to limit the CFLR Inc.’s discretion to discipline or terminate employment.  However, I do recognize that all members of management are dedicated to ensuring that all policies and practices are administered fairly, and that they are available to answer questions as necessary.

Date: ______________ 

Print Name: ___________________________
Signature: _______________________________ 

CONFIDENTIALITY FORM

The Center for Family Life and Recovery, Inc. strictly adheres to a policy of confidentiality. Clients have the right to protection of personal information and their relationship with CFLR, Inc. All staff, volunteers, students are governed by this policy.

CFLR Inc.’s policy and procedures are as follows:

1. The release of confidential information is governed by Federal Regulation and re-disclosure will be done so only under the mandates of regulations. HIV related information would be released only under the mandates of NYS law.

2. The client will be used, as the primary source of information about him/herself and information sought should be limited to that which is essential for service.

3. Any information released to another source can be done only with the written permission of the client.

4. Written consents for release of information are valid for a maximum of six months and must be specific to source and type of information released.

5. Records are not to be left out in view at any time.

6. Records not in use are to be kept in a locked file cabinet.

7. CFLR, Inc. staff members are required to know the NY State mandates for reporting suspected cases of child abuse and when to act accordingly.

8. Disciplinary action may be taken by the CEO for violations of this policy, up to and including termination.

9. Program and agency information may not be given to another person or agency without permission of the CEO.

I have read and understand the Confidentiality Policy of the Center for Family Life and Recovery, Inc.

_________________________________________             _________________           Signature






Date

SOCIAL MEDIA POLICY

Personal web sites, web logs (blogs), news forums, chat rooms and other mass communication methods like Twitter, Facebook, etc. (collectively, “Social Media”), are common methods of self-expression. CFLR, Inc. respects the right of employees to use these mediums for communicating during their personal time; however, these mediums are not permitted for use during working hours. Any violation of this policy may result in disciplinary action up to, and including, termination. All Staff who use social media and choose to identify themselves as employees of Center for Family Life and Recovery, Inc. (CFLR, Inc.) must adhere to the following guidelines.


1. Ensure that your Social Media activity does not interfere with your job, work commitments and is not done during work hours. You cannot use social media for business purposes unless you have first checked with CFLR Inc.’s CEO.

2. If you post commentary that pertains to CFLR, Inc. you must clearly disclose your employment relationship with CFLR, Inc. and state that you are not authorized to make statements on behalf of the organization. 

3. You must uphold the Agency’s value of respect for individuals, and are prohibited from making defamatory statements about Agency employees, volunteers, clients, or business partners.
4. You are not authorized to give recommendations via any public or private means regarding current or former employees on behalf of the Agency. If you choose to make a personal recommendation, you must clearly identify it as such.
5. Do not disclose any proprietary or confidential information to any third party. 
6. You are responsible for reading, understanding and complying with the terms of services of any Social Media site that you use for work purposes.
7. Please be aware of and abide by copyright, trademark and other intellectual property laws when you use Social Media sites for work-related purposes. Unauthorized use of information and photographs obtained from these sites is prohibited.
8. If you would not want your manager or coworkers to see your comments, it is unwise to post them to the Internet.

____________________________________                                                         __________________
Employee Name







          Date 

NASW CODE OF ETHICS

CFLR, Inc. will abide by The (NASW) Code of Ethics that serves six purposes: 
1. The Code identifies core values on which Social Work’s mission is based. 
2. The Code summarizes broad ethical principles that reflect the profession’s core values and establishes a set of specific ethical standards that should be used to guide social work practice. 
3. The Code is designed to help social workers identify relevant considerations when professional obligations conflict or ethical uncertainties arise.

4. The Code provides ethical standards to which the general public can hold the social work profession accountable. 
5. The Code socializes practitioners new to the field to social work’s mission, values, ethical principles, and ethical standards. 
6. The Code articulates standards that the social work professional itself can use to assess whether social workers have engaged in unethical conduct. NASW has formal procedures to adjudicate ethics complaints filed against its members1. In subscribing to this Code, social workers are required to cooperate in its implementation, participate in NASW adjudication proceedings, and abide by any NASW disciplinary rulings for sanctions based on it.[image: image2.png]
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