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INTRODUCTION
Welcome Letter

Welcome, new and not so new staff member! 

On behalf of your colleagues, I want to welcome you to Federation of Families, Miami-Dade Chapter, Inc (FOF) and wish you every success here! 

Whether you have just joined our staff or have been at FOF for a while, we are confident that you will find our organization a dynamic and rewarding place in which to work and we look forward to a productive and successful partnership.

We believe that every staff member contributes directly to this organization's growth and success, and we hope you will take pride in being a member of our team. 

This handbook was developed to describe some of the expectations FOF has for staff and to outline the policies, programs and benefits available to eligible employees. As a new staff member, you should familiarize yourself with the contents of this handbook as soon as possible. It will answer many questions you have about employment at FOF. 

There are several things to keep in mind about this handbook. First, it contains only general information and guidelines. It is not intended to be comprehensive or to address all the possible applications of, or exceptions to, the general policies and procedures described. 

Neither this handbook nor any other organization’s document confers any contractual right, either expressed or implied, to remain in the organization’s employ. Nor does it guarantee any fixed terms and conditions of your employment. Your employment is not for any specific time and may be terminated at will with or without cause and without prior notice by FOF or you may resign for any reason at any time. No supervisor or other representative of the organization has the authority to enter into any agreement for employment for any specified period of time or to make any agreement contrary to the above. 

You will be asked to sign the acknowledgment page once you are satisfied that you understand the rules and policies. If there is something you do not understand, or if you have questions about anything, please talk to your immediate supervisor. 

The acknowledgement form is found at the end of this handbook and should be signed and returned to your supervisor no later than 5 days after the receipt of this handbook. 

I know your experience here will be challenging, enjoyable and rewarding. Again, welcome to Federation of Families! 

Sincerely, 
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Executive Director 
STATEMENT OF PURPOSE
The purpose of the employment practices in this handbook is: 
· to establish a uniform procedure for employees of FOF regarding employee and employer practices and working conditions. 

· to provide a guide to be followed by the Executive Director and Board of directors to determine employment practices and on-going administration of FOF employees, subject to the reservation of rights concerning changes in the employment practices contained in the disclaimer and acknowledgement of disclaimer. 

· to acquaint potential employees and current employees with the employment practices of FOF. 

It is intended that the employment practices will conform to all current local, state and federal employment regulations. Throughout this handbook you may be referred to the FOF Policies and procedures located in the APPENDIX section of this handbook or the Emergency Binder (located in the employee lounge) for additional information. 
All the procedures, practices, policies and benefits described in this handbook may be modified or discontinued from time to time. We will inform you of any changes as they occur.

This handbook and the information in it should be treated as confidential. No portion of this handbook should be disclosed to others, except FOF employees and others affiliated with FOF whose knowledge of the information is required in the normal course of business.
About Us
History, Mission and Vision Statement

Federation of Families, Miami-Dade Chapter Inc., founded in 2010, is a 501c3 nonprofit organization that provides peer support, education and guidance to families and youth with emotional, behavioral, substance abuse and mental health needs. We collaborate with other organizations to improve mental health and substance abuse services in a manner that is responsive to the cultural diversity of our community.

OUR MISSION

To empower, guide, and support youth and families by providing skills to become strong advocates for their needs and wellbeing.

OUR VISION

To build healthy communities through a youth and family-driven approach by connecting them to resources and services to succeed in school, at home, and in life. 

COMPLIANCE 
Equal Employment Opportunity Statement
FOF provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to age, cognitive ability or limitations, country of origin, degree of acculturation, disability, educational level attained, environment and surroundings, family household composition, gender, gender expression, gender identity, generation, health practices (including use of traditional healing techniques), linguistic characteristics, military affiliation, occupational groups, perceptions of family and community, perceptions of health and well-being and related practices, perceptions/beliefs regarding diet and nutrition, physical ability or limitations, political beliefs, racial and ethnic groups, religious and spiritual characteristics (including beliefs, practices, and support systems related to how an individual finds and defines meaning in their lives), residence, sexual orientation, socioeconomic status, thereby permitting access to all rights, privileges, programs and activities generally accorded or made available to all employees, volunteers and program participants of the organization.  
FOF complies with applicable state and local laws governing nondiscrimination of employment. This policy applies to all terms and conditions of employment, including hiring, placement, promotion, termination, layoff, recall, and transfer, leaves of absence, compensation and training.

For more information, refer to the Non-Discrimination and 
Equal Opportunity Policy found in the APPENDIX.
Americans with Disabilities Act (ADA) and
the ADA Amendments Act (ADAAA)

The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act, known as the ADAAA, are federal laws that prohibit employers with 15 or more employees from discriminating against applicants and individuals with disabilities and that when needed provide reasonable accommodations to applicants and employees who are qualified for a job, with or without reasonable accommodations, so that they may perform the essential job duties of the position. 
It is the policy of FOF to comply with all federal and state laws concerning the employment of persons with disabilities and to act in accordance with regulations and guidance issued by the Equal Employment Opportunity Commission (EEOC). Furthermore, it is our organizational policy not to discriminate against qualified individuals with disabilities in regard to application procedures, hiring, advancement, discharge, compensation, training or other terms, conditions and privileges of employment. 
The organization will reasonably accommodate qualified individuals with a disability so that they can perform the essential functions of a job unless doing so causes a direct threat to these individuals or others in the workplace and the threat cannot be eliminated by reasonable accommodation and/or if the accommodation creates an undue hardship to FOF. Contact FOF’s Executive Director with any questions or requests for accommodation.  
For information on evacuation of persons with disabilities, see Evacuation Procedures for Persons with Disabilities in the APPENDIX and in the Emergency Binder located in the Employee Lounge. 

Purpose of the Policy

FOF desires to model the values of inclusiveness and cultural and linguistic competence in all aspects of its work. Therefore, the purpose of this policy is to permit access to all rights, privileges, programs, services and activities without regard to the above listed characteristics. It is also the purpose of this policy to employ and promote paid staff and volunteers regardless of the foregoing characteristics. 

Anti-Harassment Policy
FOF is committed to a work environment in which all individuals are treated with respect and dignity. Harassment has no place in the work environment. FOF does NOT tolerate any form of harassment based on the following: race, sex, gender identity, sexual orientation, national origin, age, disability, religion, or any other aspects of culture that are protected by federal, state and local laws.  
Each individual has the right to work in a professional atmosphere that promotes equal employment opportunities and prohibits unlawful discriminatory practices, including harassment. Therefore, FOF expects that all relationships among persons of the organization will be business-like and free of bias, prejudice and harassment. 
Definitions of Harassment 

To create an unpleasant or hostile situation especially by uninvited and unwelcomed verbal or physical conduct and is inclusive of all “Electronic Communications”, including the use of the organizations computer system, email system, personal computer, portable electronic device whether personal or issued by the organization, personal email account, text messaging, instant 
messaging, use of the internet, use of any social media, including Facebook, Instagram, Snapchat, or twitter and any other means of electronic communication not mentioned above.
Definitions of Sexual Harassment 
Sexual Harassment, or Harassment Based on Gender Identity or Sexual Orientation

Sexual harassment (whether opposite-sex or same-sex or based on gender identity or sexual orientation) is strictly prohibited.  Sexual Harassment constitutes discrimination and is illegal under federal, state and local laws. For the purposes of this handbook and FOF organization’s Anti-harassment policy, Sexual harassment is defined, as in the Equal Employment Opportunity Commission Guidelines, as unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when, for example:
a) submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual's employment; 

b) submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting such individual; or 

c) such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment. 

Definitions of Harassment Based on Race, National Origin (ethnic group), Age, Disability, or Religion.
Harassment based on race, national origin (ethnic group), age, disability, religion or other aspects of culture deserves special mention and is also strictly prohibited.  

Harassing conduct includes terms, slurs or negative stereotyping; threatening, intimidating or hostile acts; denigrating jokes; and written or graphic material that denigrates or shows hostility or aversion toward an individual or group and that is placed on walls or elsewhere on the employer's premises or circulated in the workplace, on company time or using company equipment via e-mail, phone (including voice messages), text messages, tweets, blogs, social networking sites or other means. 
Individuals and Conduct Covered 
These policies apply to all applicants and employees, whether related to conduct engaged in by fellow employees or someone not directly connected to FOF (e.g., an outside vendor, participant, facilitator, contractor, consultant or client). 

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the workplace, such as during business trips, business meetings and business-related social events. 
For more information, refer to the Anti-Harassment Policy
and Complaint/Grievance Procedure found in the APPENDIX.
CODE of ETHICS

CODE OF ETHICS POLICY

The Code of Ethics policy of the Federation of Families (FOF) requires that all our employees, board members and volunteers will:
· Have genuine interest in all persons served and will dedicate themselves to their best interest of the people served to help them help themselves.

· Respect the privacy of persons served and holds in confidence the information obtained in the course of professional service in accordance with the laws on Confidentiality and Participant Rights.

· Maintain confidentiality when storing, using, or disposing of participant records.

· Maintain a professional attitude, which upholds confidentiality toward individuals served, colleagues, applicants, and participants of the Center and FOF.

· Maintain participant and co-worker confidentiality and will hold as confidential any information obtained concerning FOF and Youth MOVE during employment and after termination of employment.

· Respect the rights and views of colleagues and program participants, and treat them with fairness, courtesy and good faith.

· Respect the confidences of co-workers and participants in programs.

· Respect the workers and their relationships that came before me.

· Respect all community professions and people.

· Maintain high standard of service provided to the participants we serve.

· Inform colleagues of any violations of ethical standards and report activity to supervisor as required.

· Follow policy and procedures related to public statements by employees of FOF.

· Have total commitment to provide the highest quality of programs to those who seek assistance.

· Assess personal strengths, limitation, biases and effectiveness of self and programs and change where needed.

· Strive to become and remain proficient in professional practice and the performance of job responsibilities in order to serve people better.

· Treat co-workers and participants with respect and courtesy.

· Seek assistance for any problems that impair performance.
· Our Code of Ethics requires that all staff will not:
· Discriminate against or refuse professional programs to anyone on the basis of age, cognitive ability or limitations, country of origin, degree of acculturation, educational level attained, environment and surroundings, family household composition, gender identity, generation, health practices (including use of traditional healer techniques), linguistic characteristics, military affiliation, occupational groups, perceptions of family and community, perceptions of health and well-being and related practices, perceptions/beliefs regarding diet and nutrition, physical ability or limitations, political beliefs, racial and ethnic groups, religious and spiritual characteristics (including beliefs, practices, and support systems related to how an individual finds and defines meaning in his/her life), residence, sex, sexual orientation, socioeconomic status.
· Use professional relationships to further own interests.
· Exploit the trust of the public, co-workers, or persons served, and make every effort to avoid relationships that could impair professional judgment.
· Neither engage in nor condone any form of harassment or discrimination.
· Advise on problems outside of the bound of competence.
· Intimidate, threaten, harass, use undue influence, physical force and/or verbal abuse, or coerce people who are receiving services.  
Conflicts of Interest
Employees must avoid any relationship or activity that might impair, or even appear to impair, their ability to make objective and fair decisions when performing their jobs. At times, an employee may be faced with situations in which organizations actions taken on behalf of FOF may conflict with the employee’s own personal interests. Organizational property, information or business opportunities may not be used for personal gain.

Conflicts of interest could arise in the following circumstances: 
· Being employed by, or acting as a consultant to, a competitor or potential competitor, supplier or contractor, regardless of the nature of the employment, while employed with FOF

· Hiring or supervising family members or closely related persons.

· Serving as a board member for an outside organization.

· Owning or having a substantial interest in a competitor, supplier or contractor.
· Accepting money, gifts, discounts, favors or services from a youth/family/participant, competitor or supplier, unless equally available to all FOF employees. 
Employees with a conflict-of-interest question should seek advice from management. Before engaging in any activity, transaction or relationship that might give rise to a conflict of interest, employees must seek review from their immediate supervisor or Program Manager.  
FOF always expects its employees to act in the best interests of those it serves. A conflict of interest takes place when the interests of a staff member, or an outside party, either affect or give the perception of affecting FOF in a negative way. 
The following may lead to a conflict of interest: 
Outside business interests
Employees may have outside business interests. They may not earn a profit from those business interests that are a direct result of their affiliation with FOF. 
Gifts and gratuities. 
Employees may not accept items of value including, but not limited to, gifts, gratuities, free trips or personal property from outside parties or organizations, if those gifts are an actual or potential incentive to provide services. 
Personal beliefs. 
FOF recognizes that employees can and do hold a range of beliefs, values and commitments. These can become a conflict of interest when they interfere with the operation of the organization, e.g., when employees use organization time to further their personal beliefs. 
For additional information refer to the Conflicts of Interest Policy found in the APPENDIX.
Nepotism, Employment of Relatives and Personal Relationships
FOF wants to ensure that organizational practices do not create situations such as conflict of interest or favoritism. This extends to practices that involve employee hiring, promotion and transfer. Close relatives, partners, those in a dating relationship or members of the same household are not permitted to be in positions that have a reporting responsibility to each other. Close relatives are defined as husband, wife, domestic partner, father, mother, father-in-law, mother-in law, grandfather, grandmother, son, son-in-law, daughter, daughter-in law, uncle, aunt, nephew, niece, brother, sister, brother-in-law, sister-in-law, step relatives, cousins and domestic partner relatives. 

If employees begin a dating relationship or become relatives, partners or members of the same household and if one party is in a supervisory position, that person is required to inform management of the relationship. 
FOF reserves the right to apply this policy to situations where there is a conflict or the potential for conflict because of the relationship between employees, even if there is no direct-reporting relationship or authority involved.  
For more information, refer to Nepotism Policy in the APPENDIX.
Non-Fraternization
Non-fraternization policy is established in order to promote the efficient and fair operation of Federation of Families, Miami-Dade Chapter, Inc. (FOF) activities to avoid the appearance of favoritism, maintain the ability to effectively manage employees, safeguard participants, and avoid misunderstandings and challenges in supervision and sexual harassment. 

Fraternization is defined as a consensual romantic or consensual sexual relationship between individuals who occupy different levels of authority in the organization.  

All employees of FOF are prohibited from unethical or inappropriate fraternization with an employee or participant, including, but not limited to, dating, pursuing a date and having or pursuing a romantic or sexual relationship. Violators of this policy shall be subject to discipline, up to and including termination of employment.  This policy applies to all employees, including directors, supervisors, facilitators, board members, volunteers, and participants of FOF activities.
For more information, refer to the Non-Fraternization Policy 
and Anti-Harassment Policy found in the APPENDIX.
Complaint/Grievance Procedure
FOF encourages reporting of all perceived incidents of discrimination or harassment. It is the policy of FOF to promptly and thoroughly investigate such reports. FOF prohibits retaliation against any individual who reports discrimination or harassment or who participates in an investigation of such reports.
Individuals who believe they have been the victims of conduct prohibited by this policy statement or who believe they have witnessed such conduct should discuss their concerns with their immediate Supervisor, Program Manager or any member of management. 

When possible, FOF encourages individuals who believe they are being subjected to such conduct to promptly advise the offender that his or her behavior is unwelcome and request that it be discontinued. Often this action alone will resolve the problem. FOF recognizes, however, that an individual may prefer to pursue the matter through complaint/grievance procedures. 
FOF encourages the prompt reporting of complaints or concerns so that rapid and constructive action can be taken before relationships become irreparably strained. Therefore, although no fixed reporting period has been established, early reporting and intervention have proven to be the most effective method of resolving actual or perceived incidents of harassment. 
Any reported allegations of harassment, discrimination or retaliation will be investigated promptly. The investigation may include individual interviews with the parties involved and, where necessary, with individuals who may have observed the alleged conduct or may have other relevant knowledge. 

Confidentiality will be maintained throughout the investigatory process to the extent consistent with adequate investigation and appropriate corrective action. 

Retaliation against an individual for reporting harassment or discrimination or for participating in an investigation of a claim of harassment or discrimination is a serious violation of this policy and, like harassment or discrimination itself, will be subject to disciplinary action. Acts of retaliation should be reported immediately and will be promptly investigated and addressed. 

Misconduct constituting harassment, discrimination or retaliation will be dealt with appropriately. 
If a party to a complaint does not agree with its resolution, that party may appeal to FOF’s Board of Director’s. 

False and malicious complaints of harassment, discrimination or retaliation may be the subject to disciplinary action or termination of employee.
For more information, refer to Grievance Policy found in the APPENDIX.
Incident Reporting
Mandated reporters are an essential part of the child, elderly person, or disabled adult protection system due to their experience through direct contact to identify suspected abuse and neglect. 
A mandated reporter is a person who, works or volunteers or is in a profession that is legally required to report any suspicion of child, elderly person, disabled adult abuse or neglect.
All FOF employees are considered mandated reporters and are required to follow the organization’s procedures or internal policies to ensure that your concerns regarding suspected abuse and/or neglect are reported.  

The Child Protection Law requires mandated reporters who have reasonable cause to suspect child abuse, neglect, or exploitation of a child, elderly person, and/or disabled adult to report it to the Florida Abuse Hotline on the statewide toll-free telephone number and make an IMMEDIATE ORAL REPORT to 1-800-96-ABUSE, followed by a written incident report within 24 hours.  Employees are highly recommended to store the Florida Abuse Hotline number on their cell phones.
The mandated reporter is not expected to investigate the matter, know the legal definitions of child, elderly person, or disabled adult abuse and neglect, or even know the name of the perpetrator. The Child Protection Law is intended to make reporting simple and places responsibility for determining appropriate action with the Children’s Protective Services (CPS). The authority and actions of CPS are based on requirements in the Child Protection Law. 
For information on other “Critical Incidents” defined as; abuse/neglect, death, suicide, aggression/threat, physical or sexual assault, self-injurious behavior, stalking, drugs, event that could result in media exposure, or an incident of a critical nature that may not be identified above, please refer to Incident Reporting Policy found in the APPENDIX.
Whistleblower Policy 

This policy is intended to encourage FOF Board members, staff (paid and volunteer) and others to report suspected or actual occurrence(s) of illegal, unethical or inappropriate events (behaviors or practices) without retribution. 

In accordance with subsection 112.3187(2), F.S., the organization and its subcontractors shall not retaliate against an employee for reporting violations of law, rule, or regulation that creates substantial and specific danger to the public’s health, safety, or welfare to an appropriate agency. Furthermore, agencies or independent Contractors shall not retaliate against any person who discloses information to an appropriate agency alleging improper use of governmental office, gross waste of funds, or any other abuse or gross neglect of duty on the part of an agency, public officer, or employee. The organization and any subcontractor shall inform its employees that they and other persons may file a complaint with the Office of Chief Inspector General, Agency Inspector General, the Florida Commission on Human Relations or the Whistle-blower’s Hotline number at 1-800-543-5353.

Please refer to the Whistleblower Policy found in the APPENDIX.
WORKPLACE EXPECTATIONS

Confidentiality
Federation of Families management is firmly committed to protecting the confidentiality of all employees, board members, volunteers and participants of any and all programing at FOF on and off site.  The youth, families and other parties with whom we do business entrust the organization with important information relating to themselves or their businesses. It is our policy that all information considered confidential will not be disclosed to external parties or to employees without a “need to know.” If an employee questions whether certain information is considered confidential, they should first check with their immediate supervisor.  

This policy is intended to alert employees to the need for discretion and is not intended to inhibit normal business communications.

All inquiries from the media must be referred to Janet Pereyra, Executive Director.
All inquiries relating to employment reference checks must be referred to Lizabeth Verjano, Program Manager or Janet Pereyra, Executive Director.
For more information, see the Confidentiality Policy found in the APPENDIX.
HIPPA

The Health Insurance Portability and Accountability Act (HIPPA) is a regulation designed to protect personal information and data collected and stored in medical records. 
The HIPAA Security Rule establishes national standards to protect individuals’ electronic personal health information that is created, received, used, or maintained by a covered entity. The Security Rule requires appropriate administrative, physical and technical safeguards to ensure the confidentiality, integrity, and security of electronic protected health information. 
Although Federation of Families does not collect or store medical records, employees are bound by the FOF Confidentiality Policy which protects participant data containing Personal History Information (PHI). 

All employees of FOF are required to take DCF’s online training on HIPAA and Security Awareness upon being hired and annually thereafter. Employees are also provided with FOF’s HIPAA Security Policy for their reference. 

Federation of Families, Miami-Dade Chapter Inc.  (FOF) utilizes Salesforce.com to create, receive and maintain electronic protected information regarding its participants. Salesforce.com's contracts include confidentiality provisions that prohibit disclosing customer confidential information, including customer data, except under certain narrowly defined circumstances, such as when required by law. Salesforce.com agrees not to access customer accounts, including customer data, except to maintain the service, prevent or respond to technical or service problems, at a customer's request in connection with a customer support issue, or where required by law.

For information on breach of confidentiality, please see
 the Confidentiality Policy found in the APPENDIX.
Trauma Informed Care 

In accordance with the Substance Abuse Mental Health Services Administration’s (SAMHSA) concept of a trauma-informed approach, Federation of Families Realizes the widespread impact of trauma and understands potential paths for recovery; Is Mindful of the signs and symptoms of trauma in clients, families, staff, and others involved with the system; and Responds by integrating knowledge about trauma into policies, procedures, and practices; to actively resist re-traumatization. For more information, please see FOF’s Trauma Informed Care Policy in the Appendix 
For more detailed information, please see
 the Trauma Informed Care Policy found in the APPENDIX.
No Wrong Door
Because of the complexity of the social services systems, many people are unable to navigate through the systems and may feel rejected or frustrated in their efforts to obtain help. This may discourage them and cause them to simply drop out of the system without receiving the necessary assistance. Federation of Families believes in a service system that welcomes people in need and assists them to connect with desired services regardless if Federation of Families does not provide the intended services. Federation of Families will attempt to link the family to appropriate programs and services and will follow-up with the family to ensure they access services. This is an alternative to addressing only the needs that may be within the scope of our agency.
LEP Interpreter Policy
Federation of Families, Miami Chapter (FOF) will take reasonable steps to ensure that persons with Limited English Proficiency (LEP) have access and an equal opportunity to participate in our services, activities, programs and other benefits. The policy of FOF is to ensure adequate communication with LEP participants and their authorized representatives involving their participation in FOF activities.  The policy also provides for communication of information contained in vital documents, including but not limited to, Registration documents, confidentiality statements, consent to participate in activities, etc. All interpreters, translators and other aids needed to comply with this policy shall be provided without cost to the person being served, and participants and their families will be informed of the availability of such assistance, free of charge.

For more information, please see the 
LEP Interpreter Policy found in the APPENDIX.
Employee Personnel Files
Employee files are maintained by Human Resources and are kept under lock & key and are considered confidential. Managers and supervisors may only have access to personnel file information on a need-to-know basis. Employees may have access to their own personnel file by requesting it from the Programs and Operations Manager or the Executive Director. 
A manager or supervisor considering the hire of a former employee or transfer of a current employee may be granted access to the file, or limited parts of it, in accordance with antidiscrimination laws. 

Personnel file access by current employees and former employees upon request will generally be permitted within three days of the request unless otherwise required under state law. Employees may review, correct and/or update file information in the presence of the Programs and Operations Manager or the Executive Director. Personnel files may not be taken outside of the office. 
Representatives of government or law enforcement agencies, in the course of their duties, may be allowed access to file information. 
Outside Employment
Employees are permitted to engage in outside work or to hold other jobs, subject to certain restrictions as outlined below. 

Activities and conduct away from the job must not compete with, conflict with or compromise the organization’s interests or adversely affect job performance and the ability to fulfill all job responsibilities. 

Employees are cautioned to carefully consider the demands that additional work activity will create before accepting outside employment. Outside employment will not be considered an excuse for poor job performance, absenteeism, and tardiness, leaving early, refusal to travel or refusal to be flexible in working different hours. If FOF determines that an employee’s outside work interferes with performance, the employee may be asked to terminate the outside employment. 

Employees who have accepted outside employment may not use paid sick leave to work on the outside job. Fraudulent use of sick leave will result in disciplinary action up to and including termination.
If an employee is out sick for more than two sick days, they must return with a doctor’s letter.  
Attendance and Punctuality
Vacation and holidays must be scheduled with one’s supervisor in advance. Sick leave may be used in the case of emergency or sudden illness without prior scheduling. Patterns of absenteeism or tardiness may result in discipline even if the employee has not yet exhausted available paid time off. Absences due to illnesses or injuries that qualify under the Family and 
Medical Leave Act (FMLA) will not be counted against an employee’s attendance record. Medical documentation within the guidelines of the FMLA may be required in these instances.
Not reporting to work and not calling to report the absence is a no-call/no-show and is a serious matter. The first instance of a no call/no show will result in a final written warning. The second separate offense may result in termination of employment with no additional disciplinary steps. A no call/no show lasting three days may be considered job abandonment and may be deemed an employee’s voluntary resignation of employment. 

For more information, refer to Separation of Employment (Job Abandonment) found in the Employment section of this handbook.
Attire and Grooming
It is important for all employees to project a professional image while at work by being appropriately dressed. FOF employees are expected to be neat, clean and well-groomed while on the job. Clothing must be consistent with the standards for a business environment and must be appropriate to the type of work being performed.

All employees must always be covered from shoulders to knees (no see-through or sleeveless clothing is permitted at any time). Natural and artificial scents may become a distraction from a well-functioning workplace and are also subject to this policy. 
FOF is confident that employees will use their best judgment regarding attire and appearance. Management reserves the right to determine appropriateness. Any employee who is improperly 
dressed will be counseled or in severe cases may be sent home to change clothes. Continued disregard of this policy may be cause for disciplinary action, which may result in termination. 

Employee Identification
All FOF employees must wear their employee identification badge when working off site.  It is extremely important for Peers Specialists and Parent Educators to wear their ID’s when conducting home visits. PYD staff must wear their FOF and MDCPS ID’s when working at the afterschool site – Country Club Middle School. 
WORKPLACE SAFETY

Administrative and Service Environment 

Federation of Families along with its employees, must take reasonable precautions to ensure the workplace is safe. The organization complies with all requirements for creating a healthy and safe workplace in accordance with the Occupational Health and Safety Act of Florida.
Management is firmly committed to a policy enabling all work activities to be carried out safely, and with all possible measures taken to remove (or at least reduce) risks to the health, safety and welfare of employees, contractors, participants, authorised visitors, and anyone else who may be affected by FOF’s services and operations. 

Employees who have health and safety concerns or identify potential hazards should contact upper management immediately.
Management (the supervisor and/or manager) is responsible for providing and maintaining a safe working environment that encompasses all areas of the organization, including all locations where workers are required to work off-site.  Responsibility include:
· A safe system of work.
· Facilities for the welfare of all workers.

· Any information, instruction, training and supervision needed to make sure all workers are safe from injury and risks to their health.

· A commitment to consult and co-operate with workers in all matters relating to health and safety in the workplace, this includes any PQI planning or meetings.

· A commitment to continually improve our performance through effective safety management. 

· Assure that the FOF Youth and Family Center is properly secure with functioning security alarm and cameras on premises, including sufficient locks on doors, windows, and entrances.
· Assure that FOF employees have knowledge and access to the Emergency Binder, which includes updated information and phone numbers for emergency situations. 

· Assure that FOF employees have knowledge and access to Evacuation Maps and directions. 

The Emergency Binder is located in the employee lounge of the Youth and Family Center.

Workers are responsible to ensure and take reasonable care of their own personal health, safety and that of others in the workplace by:

· Complying with reasonable directions; such as any safety work training or procedures given by management for health and safety.

· Comply with safe work practices with the intent of avoiding injury to themselves and others or damage to FOF property and equipment. 
· Familiarize self with Risk Prevention Management Plan.
· Not interfere with any process in place related to health and safety. 

· Report all accidents and incidents that have occurred on the job immediately to their Supervisor and FOF Executive Director and Programs and Operations Manager, no matter how trivial within 24 hours. 

· Report all known or observed hazards to their supervisor or manager as soon as possible. 
We seek the co-operation of all director, officer, employees, contractors, participants and other persons. We encourage suggestions for accomplishing our health and safety objectives to create a safe working environment with a zero-accident rate. 
The Risk and Security Plan applies to all services, operations and functions, including those situations where workers are required to work off-site. 

We expect visitors and contractors to adhere to the same level of commitment to the Health and Safety of Administrative and Service Environments and follow all requirements that are laid out by FOF’s policies and procedures. 
Additional responsibility of the employee:
a) No alcohol consumption or illegal drug use is permitted during work hours on the premises.  (For more information see Drug-Free Workplace Policy in the Appendix. Only with the approval of the Executive Director can alcohol be used to celebrate an occasion/event.
b) Employee must familiarize self with FOF’s operating business hours. 
c) Employee must familiarize self with the organization’s Emergency Hurricane Plan, found in the APPENDIX and where the location of all emergency exits are. 
d) All FOF employees must wear their ID badges when working off-site of the Youth & Family Center.
e) Be prepared to participate in announced and unannounced safety drills and trainings on all types of emergencies and risk such as: fire, medical, mental, and intruder/theft.

f) If chosen to be the designated person to help in emergencies, make sure to familiarize self with all Emergency Binder.  Also, be prepared to communicate information to Fire and Rescue Services so that they can be better prepared to assist.  Ensure that all staff is accounted for and present at evacuation location identified in the Emergency Binder.
(If you are unsure as to what your responsibilities are, seek guidance from upper management or from the Human Resource Department).

Drug-Free Workplace

FOF has a longstanding commitment to provide a safe and productive work environment. Alcohol and drug abuse pose a threat to the health and safety of employees, participants and to the security of our equipment and facility. For these reasons, FOF does not permit the use of drugs and/or alcohol use and abuse in the workplace.

This policy outlines the practice and procedure designed to address instances of identified alcohol and/or drug use in the workplace. The Drug Free Workplace Policy applies to all employees and participants of FOF.   

See Drug Free Workplace Policy in the APPENDIX.
Employee Assistance and Drug-Free Awareness 

Illegal drug use and alcohol misuse have several adverse health and safety consequences. Information about those consequences and sources of help for drug/alcohol problems are available from the Program & Operations Manager and the Executive Director who can make referrals and assist employees with drug/alcohol problems.

FOF will assist and support employees who voluntarily seek help for such problems before becoming subject to discipline and/or termination under this or other policies. Such employees may be allowed to use accrued paid time off, placed on leave of absence, referred to treatment providers and otherwise accommodated as required by law. Such employees may be required to document that they are successfully following and participating in treatment. Employee must complete and pass a drug test before being allowed to return to work. 

Employees should report to work free of any adverse effects of illegal drugs or alcohol. This policy does not prohibit employees from the lawful use and possession of prescribed medications. Employees must, however, consult with their doctors about the medications’ effect on their ability to work safely and promptly disclose any work restrictions to their Supervisor. Employees should not, however, disclose underlying medical conditions unless directed to do so.

Work Rules 
The following work rules apply to all employees:
· Whenever employees are working, operating any organization vehicle, are present on organization premises, or are conducting related work off-site, they are prohibited from:

· Using, possessing, buying, selling, manufacturing or dispensing an illegal drug and or drug paraphernalia.

· Being under the influence of alcohol or an illegal drug as defined in this policy.

· The presence of any detectable amount of illegal drug or illegal controlled substance on an employee’s body during working hours is prohibited and is grounds for termination.
· FOF will not allow any employee to perform their duties while taking prescribed drugs that are adversely affecting the employee’s ability to safely and effectively perform their job duties. 

· If employee is suspected of drug abuse and the employee is taking a prescribed medication, the employee must be prepared to produce the prescription or container labeled by a licensed pharmacist if asked.  
· Any illegal drugs or drug paraphernalia will be turned over to an appropriate law enforcement agency and may result in criminal prosecution.

Required Testing 

The organization retains the right to require the following tests:

· Reasonable suspicion: Employees are subject to testing based on observations by a supervisor of apparent workplace use, possession or impairment. FOF management must be consulted before sending an employee for reasonable suspicion testing. 

· Post-accident: Employees are subject to testing when they cause or contribute to accidents that seriously damage a company vehicle, machinery, equipment or property and/or result in an injury to themselves or another employee requiring off-site medical attention. In any of these instances, the investigation and subsequent testing must take place within two (2) hours following the accident, if not sooner. 

· Follow-up: Employees who have tested positive, or otherwise violated this policy, are subject to discipline up to and including discharge. Depending on the circumstances and the employee’s work history/record, FOF may offer an employee who violates this policy or tests positive the opportunity to return to work on a last-chance basis pursuant to mutually agreeable terms, which could include follow-up drug testing at times and frequencies for a minimum of one (1) year but not more than two (2) years. If the employee either does not complete his/her rehabilitation program or tests positive after completing the rehabilitation program, he/she will be subject to immediate discharge from employment.

Consequences 

Applicants who refuse to cooperate in a drug test or who test positive will not be hired.

Employees who refuse to cooperate in required tests or who use, possess, buy, sell, manufacture or dispense an illegal drug in violation of this policy will be terminated. 
The first time an employee tests positive for alcohol or illegal drug use under this policy, the result will be discipline up to and including discharge. 

Employees will be paid for time spent in alcohol/drug testing and then suspended pending the results of the drug/alcohol test. After the results of the test are received, a date/time will be scheduled to discuss the results of the test; this meeting will include FOF management and the employee. Should the results prove to be negative; the employee will receive back pay for the times/days of suspension.
Confidentiality 

Information and records relating to positive test results, drug and alcohol dependencies and legitimate medical explanations provided shall be kept confidential to the extent required by law and maintained in secure files separate from normal personnel files. 
Inspections 

FOF reserves the right to inspect all portions of its premises for drugs, alcohol or other contraband. All employees, contract employees and visitors may be asked to cooperate in inspections of their persons, work areas and property that might conceal a drug, alcohol or other contraband. Employees who possess such contraband or refuse to cooperate in such inspections are subject to appropriate discipline up to and including discharge. 

Crimes Involving Drugs 

FOF prohibits all employees from manufacturing, distributing, dispensing, possessing or using an illegal drug in or on company premises or while conducting company business. Employees are also prohibited from misusing legally prescribed or over the counter (OTC) drugs. Law enforcement personnel shall be notified, as appropriate, when criminal activity is suspected.

Smoke-Free Workplace

It is the policy of FOF to prohibit smoking on all company premises in order to provide and maintain a safe and healthy work environment for all employees. The law defines smoking as the "act of lighting, smoking or carrying a lighted or smoldering cigar, cigarette, electronic cigarette or pipe of any kind." 

The smoke-free workplace policy applies to:

· All inside areas of the organization.
· All organization-sponsored off-site conferences and meetings.
· All vehicles owned or leased by the organization.
· All visitors (participants and vendors) to the organization’s premises.
· All contractors and consultants and/or their employees working on the organization’s premises.
· All employees, temporary employees and student interns.
Smoking is permitted outside in Designated Smoking Areas of the building only.
Employees who violate the smoking policy will be subject to disciplinary action up to and including immediate discharge. 
Violence in the Workplace
All employees, facilitators, vendors, youth and families must always be treated with courtesy and respect. Employees are expected to refrain from conduct that may be dangerous to others. 
Conduct that threatens intimidates or coerces another will not be tolerated. FOF resources may not be used to threaten, stalk or harass anyone at the workplace or outside the workplace. FOF treats threats coming from an abusive personal relationship as it does other forms of violence.

Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or activities should be reported as soon as possible to an immediate Supervisor, Program Manager or any member of FOF management. When reporting a threat or incident of violence, the employee should be as specific and detailed as possible. Employees should not place themselves in peril, nor should they attempt to intercede during an incident.

Employees should promptly inform their immediate supervisor of any protective or restraining order that they have obtained that lists the workplace as a protected area. Employees are encouraged to report safety concerns regarding intimate partner violence. FOF will not retaliate against employees making good-faith reports. FOF is committed to supporting victims of intimate partner violence by providing referrals to community resources and providing time off for reasons related to intimate partner violence. 

FOF will promptly and thoroughly investigate all reports of threats of violence or incidents of actual violence and of suspicious individuals or activities. The identity of the individual making a report will be protected as much as possible. FOF will not retaliate against employees making good-faith reports of violence, threats or suspicious individuals or activities. In order to maintain workplace safety and the integrity of its investigation, FOF may suspend employees suspected of workplace violence or threats of violence, either with or without pay, pending investigation.

Anyone found to be responsible for threats of or actual violence or other conduct that is in violation of these guidelines will be subject to prompt disciplinary action up to and including termination of employment.

FOF encourages employees to bring their disputes to the attention of their Supervisor or Program Manager before the situation escalates. FOF will not discipline employees for raising such concerns.
Weapons

Weapons are prohibited on FOF premises or at any site in which FOF provides programs and services. Under no circumstances can a participant or employee carry a weapon (guns, knives, switchblades, razors, explosives). Anyone that has witnessed an employee or participant in possession of a weapon is to report it to a Supervisor or FOF management immediately. 
Failure to follow this policy can result in termination of employment and termination of participation in FOF programs as well as involvement with law enforcement. 
Workplace Bullying

FOF defines bullying as “repeated inappropriate behavior, either direct or indirect, whether verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work and/or in the course of employment.” Such behavior violates the organization’s Code of Ethics, which clearly states that all employees will be treated with dignity and respect. 

The purpose of this policy is to communicate to all employees, including supervisors, managers and executives, that the company will not tolerate bullying behavior. Employees found in violation of this policy will be disciplined up to and including termination.
Bullying may be intentional or unintentional. However, it must be noted that where an allegation of bullying is made, the intention of the alleged bully is irrelevant and will not be given consideration when meting out discipline. As in sexual harassment, it is the effect of the behavior upon the individual that is important. FOF considers the following types of behavior examples of bullying:

· Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent name calling that is hurtful, insulting or humiliating; using a person as the center or target of jokes; abusive and offensive remarks. 

· Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of physical assault; damage to a person’s work area or property. 

· Gesture bullying: Nonverbal threatening gestures or glances that convey threatening messages. 
· Exclusion: Socially or physically excluding or disregarding a person in work-related activities. 
Insurance Protection
Federation of Families’ carries adequate insurance based on the scope of work per contract to meet the required limits requested from our funders. The purpose of the insurance is to protect all staff and the organization while providing quality services to youth and families participating in our programs. Following are the 3 types of insurance policies and their limits:

Workman’s Compensation is a state-mandated insurance program that provides benefits to employees who suffer job-related injuries and illnesses. FOF’s limits are:

$500,000 each accident, $500,000 each employee, $500,000 policy limit

Commercial General Liability is a type of insurance policy that provides coverage to a business for bodily injury, personal injury, and property damage caused by the business' operations, products, or injury that occurs on the business' premises. FOF’s limits are:

$1,000,000 each occurrence

$100,000 damage to rented premises, each occurrence
$1,000,000 Personal & ADV Injury

$3,000,000 General Aggregate

$1,000,000 Sexual Abuse

$2,000,000 Products - COMP/OP AGG

Automobile Liability for non-owned FOF autos only covers injuries or damages to third parties and their property, not to the driver or the driver's property. FOF’s limits are:

$1,000,000 combined single limit, per accident

TECHNOLOGY, INFORMATION AND 

REPUTATION MANAGEMENT
Employee requirements and procedures

This is intended to outline behaviors expected of directors, officers, employees and volunteers of Federation of Families when dealing with data and provides a classification of the types of data with which they should be concerned. This policy should link to HIPAA Security Policy.  Policy requires all FOF employees to take an online HIPAA and Security Awareness training, upon being hired and annually thereafter. These trainings educate and provide guidance to staff on the required behaviors. 
Federation of Families must protect restricted, confidential or sensitive data from a loss to avoid public relations, branding and reputation damage and to avoid adversely impacting our directors, officers, employees, volunteers, and participants. The protection of data in scope is critical to the daily operations of FOF and all its legal requirements and best practices.  
Though not anticipated that this technology and Information control can effectively deal with the malicious theft scenario, or that it will reliably detect all data. Its primary objective is to bring about user awareness and to avoid accidental loss scenarios. This policy outlines the requirements and procedures for physical and electronic data leakage prevention and its storage, which is the focus of the administration and rationale. 

Employee requirements and procedures:

Any director, officer, employee, contractor or individual with access to FOF systems or data must adhere to this policy and its methods.  The following circumstances shall be deemed critical to the security management of technology and information:

a) Participant systems.

b) Security training.

c) WIFI password security.

d) Non-computerized systems (e.g., human resources, financial management, Board of Directors minutes and PQI).

e) Staff data storage security.
f)    Computer/laptop anti-virus and software protection. 

g) FOF visitors.

h) Staff signature of updated policies. 
Employee requirements definition
Definition of data to be protected are restricted/sensitive and confidential computerized and non-computerized data systems, data storage, human resources, and financial management.  This definition encompasses all and any FOF departments, director, officer, employee, contractor or individual with access to FOF and any known third-party systems or data collection connected to FOF. 

Employee requirements
a) You need to complete required security awareness training and agree to uphold the acceptable use of the policy.  Such mentioned policy must be signed and dated by you and upper management.  Once training is complete, you must provide a copy of training completion to Human Resources to place in your employee file. This and other trainings will be updated annually by FOF management team or FOF approved subcontracted trainers. 
b) If you identify an unknown, un-escorted or otherwise unauthorized individual on FOF premises, you need to notify an immediate supervisor immediately.  All visitors to FOF must be escorted by an authorized employee to sign in at the entrance of the FOF Center, before entering for any reason, including scheduled activities or workshops. Under no circumstances you will give WIFI access to an unknown individual.  FOF guest WIFI password is permitted, only to known and authorized individuals visiting the Youth and Family Center.  
c) You are required NOT to reference the subject or content of sensitive or confidential data publicly, or via systems or communication channels not controlled by FOF. For example, the use of external e-mail systems not hosted by FOF or third party authorized by FOF to distribute data is not allowed.  
d) If you identify an unknown or otherwise unauthorized individual on FOF devices (e.g., mobiles, laptops, computers, etc.) or if any device containing data goes missing it must need to notify an immediate supervisor immediately. 
e) To maintain information security, you need to ensure that all printed data is not left unattended at your workstation.  See HIPPA policy for more information.  Same applies to all laptops or computers.  Make sure to properly secure them by logging out when not in use.  Please keep a clean desk.
f) You need to use a secure password on all FOF systems as per the password policy. These credentials must be unique and must not be used on other external systems or services. 
DO NOT share your password with anyone except Human Resources, this
includes co-workers.

g) If you have been assigned the ability to work remotely, you must take extra precaution to ensure that data is handled appropriately.  See HIPPA policy for more information.  Take safeguard that no one other than yourself and human resources knows your passwords.  Use precaution to properly secure all session notes or any other sensitive and confidential materials in a locked carrying bags with proximity to you and in plain sight. 
h) When working remotely with sensitive and confidential records or documents and they are not in use, please ensure that assets holding data are not left exposed, for example, 
visible in the back seat of your car. Make sure to lock them in the car trunk and try to secure them in the proper location as soon as possible.  Any document or records that are maintained in hard copy need to be entered into proper record keeping system as soon as possible.  Once you have finished using hard copies of documents and they are properly entered into appropriate data system, assure that they are shredded.

i) Data relocated within FOF is to be transferred only via FOF approved and provided secure transfer mechanisms (e.g., encrypted USB keys, file shares, email, etc.). FOF will provide you with systems or devices that fit this purpose. You must not use other mechanisms to handle data.  Any information transferred on a portable device (e.g., USB stick, laptop) must be encrypted in line with industry best practices and applicable law and regulations.  If you have a query regarding the use of a transfer mechanism, or it does not meet your business purpose, you must raise this immediately with upper management.  
j) You are required to notify Human Resource of all your passwords connected to FOF equipment and devices in case of an emergency where HR would need to access your 
k) files. (i.e., job termination, abandonment of job position, death, or any other emergency.) Terminated employees will be required to return all records, in any format, containing personal and organizational information. 
l) Human Resource’s Director will assure that all human resource, financial management, and PQI non-electronic legal, sensitive and confidential files and documents are always kept in locked storage cabinets.  The Human Resource Director has the only key with access to locked storage cabinet and will secure cabinet when not in office.  The same will apply to all electronic personnel, financial management, and PQI legal, sensitive and confidential files are kept secure with passwords and all electronic files are encrypted. 
m) Executive Director will assure that all Board of Director’s meeting minutes, documents and any other sensitive and confidential information or data is kept in a locked storage 
cabinet when not in use.  Executive Director has the only key with access to above mentioned locked storage cabinet and will secure cabinet when not in use or in office.
n) If you find a system or process which you suspect is not compliant with this policy or the objective of information security, you must inform upper management so that they can take appropriate action.  

If you are unsure as to what your responsibilities are, seek guidance from upper management or from the Human Resources Director.

Electronic Communication and Internet Use
The following guidelines have been established for using the Internet, company-provided cell phones and e-mail in an appropriate, ethical and professional manner:

· Internet, company-provided equipment (e.g., cell phone, laptops, and computers) and services may not be used for transmitting, retrieving or storing any communications of a defamatory, discriminatory, harassing or pornographic nature.
· The following actions are forbidden using disparaging, abusive, profane or offensive language; creating, viewing or displaying materials that might adversely or negatively 
reflect upon FOF or be contrary to FOF’s best interests; and engaging in any illegal activities, including piracy, cracking, extortion, blackmail, copyright infringement, and unauthorized access of any computers and company-provided equipment such as cell phones and laptops.

· Employees may not copy, retrieve, modify or forward copyrighted materials, except with permission or as a single copy to reference only.

· Employees must not use the network in a way that disrupts its use by others. Employees must not send or receive large files that could be saved/transferred via thumb drives. Employees are prohibited from sending or receiving files that are not related to work. Downloading music onto a work desktop or laptop is prohibited as it puts the computer at risk of contracting a virus.
· Employees should not open suspicious e-mails, pop-ups or downloads. Contact IT with any questions or concerns to reduce the release of viruses or to contain viruses immediately.
· Internal and external e-mails are considered business records and may be subject to discovery in the event of litigation. Be aware of this possibility when sending e-mail within and outside the organization.
Right to Monitor
All company-supplied technology and company-related work records belong to the company and not to the employee. FOF routinely monitors use of company-supplied technology. 
Inappropriate or illegal use or communications may be subject to disciplinary action up to and including termination of employment. 
Social Media—Acceptable Use
Below are guidelines for social media use. 

Employees may not post financial, confidential, sensitive or proprietary information about the company, employees or youth and families it serves. 

Employees may not post obscenities, slurs or personal attacks that can damage the reputation of FOF, employees or youth & families.
When posting on FOF social media sites, employees must refrain from discussing job-related matters. Posts must pertain to work related matters such as Mental Health, work events, etc.
FOF may monitor content out on the Internet. Policy violations may result in discipline up to and including termination of employment. 
Solicitations, Distributions and Posting of Materials
FOF prohibits the solicitation, distribution and posting of materials on FOF’s premises by any employee or nonemployee, except as permitted by this policy. The sole exceptions to this policy are charitable, community activities, resource fairs supported by FOF management and company-sponsored programs related to FOF’s products and services. 

Provisions: 

· Nonemployees may not solicit employees or distribute literature pertaining to another organization on FOF’s premises at any time. 
· Employees may only allow nonemployees to work areas with management approval or as part of an FOF sponsored program. These visits should not disrupt workflow. An employee must always accompany the nonemployee. 
· Employees may not solicit other employees during work times, except in connection with an organization approved or sponsored event. 
· Employees may not distribute literature of any kind during work time or on work premises, except in connection with an FOF sponsored event 
· The posting of materials or electronic announcements are permitted with approval from Supervisor or FOF upper management.
Violations of this policy should be reported to immediate supervisor. 

For more information on Technology, Information and Reputation Management 

refer to the Technology Information Manual (TIM)
EMPLOYMENT
Employee Classification Categories

All employees are designated as either nonexempt (hourly) or exempt (salary) under state and federal wage and hour laws. The following is intended to help employees understand employment classifications and employees’ employment status and benefit eligibility. These classifications do not guarantee employment for any specified period. The right to terminate the employment-at-will relationship at any time is retained by both the employee and FOF.
Non-exempt employees are employees whose work is covered by the Fair Labor Standards Act (FLSA). They are NOT exempt from the law’s requirements concerning minimum wage and overtime.  Federation of Families does not compensate for overtime.  Instead of overtime, any hours over their set schedule will be transferred into the compensation bank to be used in the future for personal time off.  Personal time-off needs to be approved by immediate supervisor. 
Exempt employees are generally managers or professional, administrative or technical staff who ARE exempt from the minimum wage and overtime provisions of the FLSA. Exempt employees hold jobs that meet the standards and criteria established under the FLSA by the U.S. Department of Labor. 
FOF has established the following categories for both nonexempt and exempt employees:

· Full time: Employees who are not in a temporary status and who are regularly scheduled to work the organization’s full-time schedule of 40 hours per week. Generally, these employees are eligible for the full benefits package, subject to the terms, conditions and limitations of each benefits program. 

· Part time: Employees who are regularly scheduled to work less than the full-time schedule but at least 20 hours each week. Part-time employees may be eligible for some of the benefits offered by the organization subject to the terms, conditions and limitations of each program. 
Background and Reference Checks
To ensure that individuals who join FOF are well qualified and to maintain a safe and productive work environment, it is our policy to conduct pre-employment background checks on all applicants who accept an offer of employment. Background checks may include verification of 
any information on the applicant’s resume or application form. A background check is conducted within 3 days of hire, in the Department of Homeland Security – EVERIFY system to ensure the applicant is approved to work legally in the U.S. 
All offers of employment are conditioned on receipt of a Level II background check report that is acceptable to FOF. All background checks are conducted in conformity with the Federal Fair Credit Reporting Act, the Americans with Disabilities Act, and state and federal privacy and 
antidiscrimination laws. Reports are kept confidential and are only viewed by individuals involved in the hiring process. 
If information obtained in a background check would lead FOF to deny employment, a copy of the report will be provided to the applicant, and the applicant will have the opportunity to dispute the report’s accuracy. Background checks may include a criminal record check, although a criminal conviction does not automatically ban an applicant from employment.

Additional checks such as a driving record or credit report may be made on applicants for job categories if appropriate and job related.

FOF also reserves the right to conduct a background check for current employees to determine eligibility for promotion or reassignment in the same manner as described above. 
Prior to the fifth-year anniversary of the initial screening, a background check must be conducted.
Although we do not require a drug test at the inception of employment, FOF reserves the right to drug test anyone suspected to be under the influence of any drug or alcohol use. 

Orientation and Trainings 

Federation of Families welcomes you whether you have just joined our staff or have been with us for a while.  The orientation process is an important part of our organization and its ongoing process to ensure the success of the employer/employee relationship. 
The intent is to introduce the employee to our organization’s mission and vision, requirements and policies, its team and the job responsibilities.  We consider the employees of FOF to be the most valuable resource, thus we provide guidance, support, education and training to better assist the employee with the transmission to what is expected of the employee regarding all areas of your employment with Federation of Families.   
FOF prides itself with providing the tools our employees need to be better prepared when providing services to our participants.  The following are a few of FOF’s mandatory trainings:

· Security Awareness

· HIPAA

· Service Delivery for the Death or Hard of Hearing
· Civil Rights Training for Community Partners

· Incident Reporting 

· Youth and Adult Mental Health First Aid Training 

· CPR

Internal Transfers/Promotions

Employees may request consideration to transfer to other positions as vacancies become available and will be considered along with other applicants based on their experience. At the same time, the organization may initiate transfers of employees between departments and facilities to meet specified work requirements and reassignment of work requirements. 

FOF offers employees promotions to higher-level positions when appropriate and/or available. Management prefers to promote from within and may first consider current employees with the 
necessary qualifications and skills to fill vacancies above the entry level, unless outside recruitment is in the organization’s best interest.

To be considered, employees must have held a satisfactory performance record and have no disciplinary actions during the last 12 months. Management retains the discretion to make exceptions to the policy. 
Progressive Discipline

FOF believes that every employee is a representation of the organization and should conduct themselves professionally.   Every employee has the duty and the responsibility to be aware of and abide by existing rules and policies. Employees also have the responsibility to perform their duties to the best of their ability and to the standards as set forth in their job description or as otherwise established.  
FOF supports the use of progressive discipline to address issues such as poor work performance or misconduct. Our Progressive Discipline Policy found in the APPENDIX is designed to provide a corrective action process to improve and prevent a recurrence of undesirable behavior and/or performance issues. Our progressive discipline policy has been designed consistent with our organizational values and employment laws. 
Outlined below are the steps of our progressive discipline policy and procedure. FOF reserves the right to combine or skip steps in this process depending on the facts of each situation and the nature of the offense. The level of disciplinary intervention may also vary. Some of the factors that will be considered are whether the offense is repeated despite coaching, counseling and/or training; the employee's work record; and the impact the conduct and performance issues have on the organization.
The following outlines FOF’s progressive discipline process: 
· Verbal Warning: A supervisor verbally counsels an employee about an issue of concern, and a written record of the discussion is placed in the employee's file for future reference. 
· Written Warning: Written warnings are used for behavior or violations that a supervisor considers serious or in situations when a verbal warning has not helped change unacceptable behavior. Written warnings are placed in an employee’s personnel file. Employees should recognize the grave nature of the written warning. 
· Performance Improvement Plan (PIP): Whenever an employee has been involved in a disciplinary situation that has not been readily resolved or when he/she has demonstrated an inability to perform assigned work responsibilities efficiently, the employee may be given a final warning or placed on a performance improvement plan
· PIP status will last for a predetermined amount of time not to exceed 90 days. Within this time period, the employee must demonstrate a willingness and ability to meet and maintain the conduct and/or work requirements as specified by the supervisor and the organization. At the end of the performance improvement period, the performance 
improvement plan may be closed or, if established goals are not met, termination of the employee may occur.
FOF reserves the right to determine the appropriate level of discipline for any inappropriate conduct, including oral and written warnings, suspension with or without pay, demotion and termination of employment. 
Separation of Employment

Separation of employment within FOF can occur for several different reasons. 
· Resignation: Although we hope your employment with us will be a mutually rewarding experience, we understand that varying circumstances cause employees to voluntarily resign employment. Resigning employees are encouraged to provide two weeks’ notice, preferably in writing, to facilitate a smooth transition out of the organization. Management reserves the right to provide an employee with two weeks’ pay in lieu of notice in situations where job or business needs warrant such action. If an employee provides less notice than requested, the employer may deem the individual to be ineligible for rehire depending on the circumstances regarding the notice given.
· Retirement: Employees who wish to retire are required to notify their immediate supervisor and/or Program Manager in writing at least one (1) month before the planned retirement date. 
· Job abandonment: Employees who fail to report to work or contact their supervisor for three (3) consecutive workdays shall be considered to have abandoned the job without notice, effective at the end of their normal shift on the third day. The supervisor shall notify the Program Manager at the expiration of the third workday and initiate the paperwork to terminate the employee. Employees who are separated due to job abandonment are ineligible to receive accrued benefits and are ineligible for rehire.
· Termination: Employees of FOF are employed on an at-will basis, and the organization retains the right to terminate an employee at any time. 
Return of Company Property 
The separating employee must return all company property at the time of separation, including uniforms, cell phones, keys, parking card & decals, computers and identification cards. Failure to return some items may result in deductions from the final paycheck. 
The separating employee will be given an Exit Interview on the employee’s last day of work or another day, as mutually agreed on. 
Accrued vacation leave will be paid in the last paycheck unless the employee resigned and did not give and work a full two weeks’ notice. 
Health insurance terminates the last day of the month of employment, unless an employee requests immediate termination of benefits or unless otherwise decided by management. 
Rehire
Former employees who left FOF in good standing and were classified as eligible for rehire may be considered for reemployment. The applicant must meet all minimum qualifications and 
requirements of the position, including any qualifying exam, when required. Returning staff will need to complete new hire process.
Supervisors must obtain approval from the Executive Director prior to rehiring a former employee. Rehired employees begin benefits just as any other new employee. Previous tenure will not be considered in calculating longevity, leave accruals or any other benefits.

An applicant or employee who is terminated for violating policy or who resigned in lieu of termination from employment due to a policy violation will be ineligible for rehire.

COMPENSATION

Performance and Salary Review 
Performance appraisals are conducted on an annual cycle. Employees will receive a performance review on an established date each year. The performance appraisal will be discussed, and both the employee and manager will sign the form to ensure that all strengths, areas for improvement and job goals for the next review period have been clearly communicated. Performance evaluation forms will be retained in the employee’s personnel file.

Merit increases are based on organization performance, grants and financials and are not guaranteed. A performance review does not always result in an automatic salary increase. The employee’s overall performance and salary level relative to his/her position responsibilities are evaluated to determine if a salary increase would be warranted.
Budget allocations for merit increases are planned for and allocated before the start of each grant year. The annual salary increase program is designed to assist management in planning and allocating merit and promotional increases that reward individual performance, that are market competitive and that are internally equitable. 
Salary adjustments are occasionally requested or warranted at times other than the employee’s scheduled annual salary reviews. Out-of-cycle salary increases must be preapproved by the immediate supervisor, Executive Director and FOF Board Chair.  

Payment of Wages
Timesheets are due biweekly, on Friday by 5:00pm. Payday is biweekly, every other Friday.
Overtime is not compensated. However, any time worked over 40 hours weekly will accrue in a compensation time bank, which can be used by the employee as sick or time off. 
Paystubs are electronically emailed to employees the day prior to payday. If the normal payday falls on an organization-recognized holiday, payday will occur one workday before the regular schedule. 
Employees are paid through direct deposit of funds to a checking account.  If an employee's marital status changes or the number of exemptions previously claimed increases or decreases, a new Form W-4 must be submitted to the Human Resources.
Except for extreme emergencies and vacation pay, no salary advances will be made.

Time Reporting 

Each employee is responsible for documenting their time worked.  Employee will enter their time daily into the SalesForce Data Management System.  All absences from work schedules should be appropriately recorded. 
Meal/Rest Periods
The scheduling of meal periods at FOF is set by the employee’s immediate manager with the goal of providing the least possible disruption to organization operations. 

Mandatory Meal Period

Employee meal periods are important to organization productivity and employee health. Employees who work at least eight (8) consecutive hours will be provided a meal break not to exceed 30 minutes.  The meal period is included in the total hours of work per day and is compensable. Nonexempt employees are to be completely relieved of all job duties while on meal breaks and must clock out for meal periods. 
Rest Breaks 

Salaried employees, as they are paid a weekly salary regardless of the hours they work, may choose to take breaks as needed. Nonexempt employees are permitted a 15-minute rest break for each four hours of work. Nonexempt employees on rest breaks are not required to clock in and clock out because this time is considered “time worked” and is compensable. 
Impermissible Use of Meal Period and/or Rest Breaks

Neither the lunch period nor the rest break(s) may be used to account for an employee's late arrival or early departure or to cover time off for other purposes—for example, rest breaks may not be accumulated to extend a meal period, and rest breaks may not be combined to allow one half-hour long break. 
Employee Business Travel and Reimbursement 
Employees will be reimbursed for reasonable expenses incurred in connection with approved travel on behalf of the organization. 
Employees will be provided with $36 per day of per diem for meals. Travelers seeking reimbursement should incur the lowest reasonable travel expenses and exercise care to avoid the appearance of impropriety. If a circumstance arises that is not specifically covered in the travel policies, the most conservative course of action should be adopted.
Travel for staff must be authorized a month in advance. Travelers should verify that planned travel is eligible for reimbursement before making travel arrangements. Upon completion of the trip, the traveler must submit a Travel Reimbursement Form and supporting documentation to obtain reimbursement of expenses. For more information on travel procedures, authorization and reimbursement procedure please refer to the Employee Travel and Mileage Policy found in the APPENDIX and the Mileage Reimbursement Policy found in the APPENDIX.  Exempt employees will be paid their regular salary for weeks in which they travel. Nonexempt employees will be paid for travel time in accordance with federal and state wage payment laws.
TIME OFF/LEAVES OF ABSENCE

Holiday Pay
FOF recognizes nine paid holidays each year: 
· New Year’s Day
· Martin Luther King Jr. Day
· Presidents Day
· Memorial Day
· Independence Day
· Labor Day
· Thanksgiving Day
· Day After Thanksgiving
· Christmas Day
Should a holiday fall on a weekend, the holiday will be observed on the workday closest to the holiday.
Time off may be granted with no pay to employees who desire to observe a religious holiday that is not recognized by the organization.  If any employee has Comp-Time they may choose to use it towards desired religious holiday.
Vacation
All full-time employees are eligible for vacation benefits. Full-time employees are those working 35+ hours per week. Vacation accrual begins on the first day of full-time employment and can be used after the 6th month of employment. Vacation is accrued according to the schedule in this policy. Vacation can be used only after it is earned.

To schedule vacation time, employees should submit a request to their Supervisor at least a month before the requested leave. Employees must ensure that they have enough vacation leave available to cover the dates requested. Requests will be approved based on several factors, including department operating and staffing requirements. The Supervisor should return the leave request to the employee within three business days of the date it is submitted indicating that the request has been approved or denied. If the request for vacation leave is denied, the supervisor will provide an appropriate reason on the form returned to the employee. Vacation will be paid at the employee’s base rate at the time the leave is taken. Leave taken beyond an employee’s available vacation balance may be unpaid unless otherwise required under state or federal law. 

If employment is terminated, accrued unused vacation leave earned through the last day of active employment will be paid at the employee’s base rate of pay at termination. 
In the event of the employee’s death, earned unused vacation time will be paid to the employee’s spouse, estate or designated beneficiary.

Sick Leave
All full-time, regular employees have five (5) sick leave days available from the date of hire, for a total of 10 days per year. 
Sick leave may be used for an employee's personal illness, well-care, and medical and dental appointments. Sick leave may also be used for illness and well-care in an employee's immediate family. 

Sick leave may be accrued to a maximum of 40 hours. If sick leave is exhausted, any available vacation hours will be used in its place. An employee who has a sick leave absence in excess of three consecutive working days must present medical documentation for the absence. Employees are not paid for unused sick leave upon termination of employment.

Employee Compensation Bank
Federation of Families does not compensate for overtime hours worked. Any hours worked over 40 will be deposited into Federation of Families Employee Compensation Bank.  Employee who anticipate the need for overtime to complete the week’s work must notify the supervisor in advance and obtain approval before working hours that extend beyond their normal schedule. Employee cannot banked-out accrued compensation time. 
Employee Roll-over time
Full-time, regular employees can rollover sick, personal and vacation time accrued up to forty (40) hours at the end of the year. Accrued vacation time up to 1 week can be banked-out for the fiscal year. Employees cannot bank-out accrued compensation time.
Family and Medical Leave Act (FMLA)
The FMLA is an act that requires employers of 50 + employees to grant employees up to 12 weeks of unpaid leave annually for specific health and family reasons. When employees are on FMLA leave, their jobs are protected and they can use FMLA leave for:
· the birth, adoption, or foster care placement of a child;

· the care of a spouse, child, or parent who has a serious health condition;

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

· a situation that requires attention because of the military deployment of a spouse, child, or parent. Employees can take up to 26 weeks of unpaid leave during a 12-month period to care for a covered service member who is a spouse, child, or parent with serious injury or illness.

The employee’s existing health care benefits will continue to be paid during FMLA leave, even though the leave may be unpaid.

General Provisions
Although Federation of Families is a small organization with less than 50 employees and is not covered under the Family Medical Leave Act, FOF will allow an employee that has been employed for at least a 12-month period the right to use sick, personal and vacation time for any of the specific health and family reasons covered under the FMLA mentioned above. FOF will support the employee with requested time off and will secure their position as long as work deliverables can be met without adversely affecting work requirements of other employees, grant contract requirements/deliverables and/or the organization.  Due to these circumstances, FOF reserves the right to approve or decline requests for leave based on these circumstances and the ability of an employee to provide adequate written doctor/hospital certification. 
Eligibility 

To qualify to take family or medical leave under FMLA, the employee must meet the following conditions: 

· The employee must have worked for the organization for 12 months or 52 weeks. The 12 months or 52 weeks need not have been consecutive. Separate periods of employment will be counted, provided that the break in service does not exceed seven years. 
· The employee must have worked at least 1,250 hours during the 12-month period immediately before the date when the leave is requested to commence. The principles established under the Fair Labor Standards Act (FLSA) determine the number of hours worked by an employee. The FLSA does not include time spent on paid or unpaid leave as hours worked. Consequently, these hours of leave should not be counted in determining the 1,250 hours’ eligibility test for an employee under FMLA. 
· The employee must work in a work site where 50 or more employees are employed by the organization within 75 miles of that office or work site. The distance is to be calculated by using available transportation by the most direct route. 
A serious health condition is defined as a condition that requires inpatient care at a hospital, hospice or residential medical care facility, including any period of incapacity or any subsequent treatment in connection with such inpatient care or as a condition that requires continuing care by a licensed health care provider.
This policy covers illnesses of a serious and long-term nature, resulting in recurring or lengthy absences. Generally, a chronic or long-term health condition that would result in a period of three consecutive days of incapacity with the first visit to the health care provider within seven days of the onset of the incapacity and a second visit within 30 days of the incapacity would be considered a serious health condition. For chronic conditions requiring periodic health care visits for treatment, such visits must take place at least twice a year. 
Employees with questions about what illnesses are covered under this FMLA policy or under the company's sick leave policy are encouraged to consult with the Human Resource manager or the immediate supervisor.
Employee Status and Benefits during Leave 

While an employee is on leave, the organization will continue the employee's health benefits during the leave period at the same level and under the same conditions as if the employee had continued to work. 

Employee Status after Leave 

An employee who takes leave under this policy may be asked to provide a letter of clearance from the health care provider. 

Use of Paid and Unpaid Leave 

All paid vacation, personal and sick leave runs concurrently with FMLA leave. 
Disability leave for the birth of a child and for an employee's serious health condition, including workers' compensation leave (to the extent that it qualifies), will be designated as FMLA leave and will run concurrently with FMLA. 
Intermittent Leave or a Reduced Work Schedule 

The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently (take a day periodically when needed over the year) or, under certain circumstances, may use the leave to reduce the workweek or workday, resulting in a reduced-hour schedule. In all cases, the leave may not exceed a total of 12 workweeks (or 26 workweeks to care for an injured or ill service member over a 12-month period). 

Certification for the Employee’s Serious Health Condition 

The organization will require certification for the employee’s or family member’s serious health condition. The employee must respond to such a request within 10 days of the request or provide a reasonable explanation for the delay. Failure to provide certification may result in a denial of continuation of leave.

Certification of Qualifying Exigency for Military Family Leave

The organization will require certification of the qualifying exigency for military family leave. The employee must respond to such a request within 10 days of the request or provide a reasonable explanation for the delay. Failure to provide certification may result in a denial of continuation of leave. 
Certification for Serious Injury or Illness of Covered Service Member for Military Family Leave

The organization will require certification for the serious injury or illness of the covered service member. The employee must respond to such a request within 10 days of the request or provide a reasonable explanation for the delay. Failure to provide certification may result in a denial of continuation of leave. 
Recertification

The organization may request recertification for the serious health condition of the employee or the employee’s family member when circumstances have changed significantly, or if the employer receives information casting doubt on the reason given for the absence, or if the employee seeks an extension of his or her leave. Otherwise, the organization may request recertification for the serious health condition of the employee or the employee’s family member every six months in connection with an FMLA absence. 
Procedure for Requesting FMLA Leave 

All employees requesting FMLA leave must provide the Human Resources manager or immediate supervisor with verbal or written notice of the need for the leave. Within five business days after the employee has provided this notice, the HR manager and/or immediate supervisor will provide the employee with the DOL Notice of Eligibility and Rights. When the need for the leave is foreseeable, the employee must provide the employer with at least 30 days' notice. When an employee becomes aware of a need for FMLA leave less than 30 days in advance, the employee must provide notice of the need for the leave either the same day or the next business day. When the need for FMLA leave is not foreseeable, the employee must comply with the organization’s usual and customary notice for requesting time off. 

Designation of FMLA Leave

Within five business days after the employee has submitted the Vacation/Time Off request form, the Human Resources manager and/or immediate supervisor will provide the employee with a written response to the employee’s request for FMLA leave.
Intent to Return to Work from FMLA Leave

The organization will require an employee on FMLA leave to report periodically on the status and intent to return to work.
Personal Leave of Absence 
Employees who require time off in addition to vacation may request a personal leave of absence without pay for up to a maximum of 30 days. An extension may be approved in limited circumstances. 

All regular employees employed for a minimum of 90 days are eligible to apply for an unpaid personal leave of absence. Job performance, absenteeism and departmental requirements will all be taken into consideration before a request is approved. FOF reserves the right to approve or decline requests for personal leave based on employment circumstances and the ability of an employee to provide adequate written documentation confirming the need for the leave.
The employee must return to work on the scheduled return date or be considered to have voluntarily resigned from his or her employment. Extensions of leave will only be considered on a case-by-case basis. 

Bereavement Leave
An employee who wishes to take time off due to the death of an immediate family member should notify his or her supervisor immediately.

Bereavement leave will be granted unless there are unusual business needs or staffing requirements. 

Paid bereavement leave is granted according to the following schedule:

· Employees are allowed five days of paid leave in the event of the death of the employee’s spouse, child, father, father-in-law, mother, mother-in-law, brother, sister, stepfather, stepmother, stepbrother, stepsister, stepson or stepdaughter.
· Employees are allowed three days of paid leave in the event of death of the employee’s brother-in-law, sister-in-law, son-in-law, daughter-in-law, aunt, uncle, grandparent, grandchild or spouse's grandparent.
· Employees are allowed up to four hours of bereavement leave to attend the funeral of an employee or retiree of the company.
Jury Duty
Upon receipt of notification from the state or federal courts of an obligation to serve on a jury, employees must notify their supervisor and provide him/her with a copy of the jury summons. The organization will pay regular full-time and regular part-time employees for time off for jury duty up to one week of pay. 
Voting
Voting Time 
All employees should be able to vote either before or after regularly assigned work hours. However, when this is not possible due to work schedules, employees will receive up to three hours during the work day to vote. Time off for voting should be reported and coded appropriately on timekeeping records.

Election Leave 
Employees who are chosen to serve as election officials at polling sites will be permitted to take required unpaid time off to serve in this capacity. It is incumbent on employees who are chosen to act as election officials to notify their manager a minimum of seven days in advance of their need for time off in order to accommodate the necessary rescheduling of work periods. Time engaged as an election official should be reported and coded appropriately on timekeeping records.
Lactation/Breastfeeding 
For up to one year after a child’s birth, any employee who is breastfeeding her child will be provided reasonable break times as needed to express breast milk for her baby. Any breast milk stored in the organization’s refrigerator must be labeled with the name of the employee and the date of expressing the breast milk. Any nonconforming products stored in the refrigerator may be disposed of. Employees storing milk in the refrigerator assume all responsibility for the safety of the milk and the risk of harm for any reason, including improper storage or refrigeration and 
tampering. Breaks of more than 20 minutes in length will be unpaid, and the employee should indicate this break period on her time record.

BENEFITS
Medical and Dental Insurance
The organization currently offers regular full-time employees regularly scheduled to work a minimum of 35 hours per week enrollment in medical insurance coverage upon the first day of employment. 
Employees have up to 30 days from their date of hire to make medical and dental plan elections. Once made, elections are fixed for the remainder of the plan year. Changes in family status, as defined in the Plan document, allow employees to make midyear changes in coverage consistent with the family status change. Please contact Human Resources to determine if a family status change qualifies under the Plan document and IRS regulations.

During open enrollment, employees may change medical and dental elections for the following plan year. The Human Resources manager is available to answer benefit plan questions and assist in enrollment as needed. 
Workers’ Compensation Benefits

FOF and its employees are covered for benefits under the Workersʹ Compensation Law. Absences for which worker compensation benefits are provided are not charged against the eligible employee’s sick leave. To assure proper protection for employees and Federation of Families, any accident that occurs on the job must be reported immediately to department supervisor, even if there are no injuries apparent at the time. Forms for this purpose are available from FOF’s Human Resource department.  
For more information and questions regarding any policies or procedures contained in this Employee Handbook, please contact your Supervisor or the Human Resources department.
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Anti-Harassment Policy and Complaint Procedure

FOF is committed to maintaining a work environment that is free from discrimination and in which employees at all levels can devote their full attention and best efforts to the job.  Harassment has no place in the work environment. FOF will not tolerate any form of harassment based on the following: race, sex, gender identity, sexual orientation, national origin, age, disability, religion, or any other aspects of culture that are protected by federal, state and local laws.  

This policy applies to management and non-management employees alike, and even to non-employees who harass our employees. A confirmed complaint of harassment will result in disciplinary action, up to and including termination of employment.

The examples below are just that – examples. It is impossible to list every type of behavior that can be considered harassment in violation of this policy. In general, any conduct based on these traits that could interfere with an individual’s work performance or could create an offensive environment will be considered harassment in violation of this policy. This is the case even if the offending employee did not mean to be offensive.  It is essential that employees be sensitive to the feelings of others.

Sexual Harassment, or Harassment Based on Gender Identity or Sexual Orientation

Sexual harassment (whether opposite-sex or same-sex, or based on gender identity or sexual orientation) is strictly prohibited. Examples include the following:

· Sexually offensive jokes or comments

· “Sexist” or “discriminatory” comments or behavior (in other words, conduct that demeans other individuals because of their sex, gender identity, or sexual orientation, even if not vulgar, lewd, or sexually provocative)

· Physical assaults or other touching that is sexual in nature

· Promising favorable treatment or threatening unfavorable treatment based on the employee’s response to sexual demands

· Displays of sexually oriented reading materials or pictures, including electronic materials

· Punishing an employee for complaining about harassment, including but not limited to, any of the above

Harassment Based on Race, National Origin (ethnic group), Age, Disability, or Religion

Harassment based on these and other aspects of culture referenced above deserves special mention and is also strictly prohibited.  Examples include the following:

· Jokes or negative comments about these characteristics

· Displays of reading materials or pictures containing negative material about these characteristics, including electronic materials

· Vandalism or “pranks” based on these characteristics

· Name-calling based on these characteristics

· Punishing an employee for complaining about any of these types of harassment

Special note about religion.  It is not a violation of this Policy for employees to discuss religion, or to read or view religious materials, at work during non-working time.  However, excessive “preaching” that is unwelcome to others, or adverse treatment of others because of their beliefs, different beliefs, or lack of belief, may be considered “harassment” within the meaning of this Policy.

“Harassing” Use of Electronic Communications

For purposes of this policy, “Electronic Communications” includes use of the organizations computer system, email system, personal computer, portable electronic device whether personal or issued by the organization, personal email account, text messaging, instant messaging, use of the internet, use of any social media, including Facebook, Instagram, or Snapchat, and any other means of electronic communication not mentioned above. Harassment through the use of Electronic Communications is prohibited, whether the harassment occurs via the organizations issued computer or device, or whether it occurs via the employee’s personal computer or device. 
This policy protects employees from harassment by other employees, as well as harassment by participants, vendors of the Organization, or any other person or entity who is in a business relationship with the Federation of Families. It also prohibits employees from harassing other employees, as well as participants, vendors, or any other persons or entities who are in a business relationship with the Organization.
Use of Electronic Communications for any harassing purpose (as defined above) will be treated as a violation of both this Anti-Harassment Policy and the Technology, Information, and Reputation Policy found in the Appendix of the Employee Handbook.  

Examples of “dual violations” include the following:
· Using email or text messaging to transmit messages, jokes, or other material that is defined as “harassing” in the Policy (this includes forwarding or showing the material to others)
· Viewing pornographic or other offensive material (such as racist websites) on organization computers, including organization-issued laptop computers.

· Electronic “pranks” or harassment by social media – based on the protected status of the victim (race, sex, gender identity, sexual orientation, national origin, age, disability or religion), or in retaliation for a harassment complaint.

If you receive an unwanted Electronic Communication, you should immediately notify your Supervisor who will work with the Human Resources department and possibly others, to resolve the situation. 

DO NOT destroy or delete the communication until you are instructed to do so by the Executive Director or HR representatives. 

DO NOT forward it or show it to anyone else unless you believe that law enforcement should be notified. In that event, your supervisor of Executive Director will report the incident to law enforcement and they will provide further instructions.

If for any reason you are not comfortable notifying your Supervisor, Executive Director or Human Resources representative, you should contact FOF’s Board of Directors.  

Reporting Harassment
Every employee has a duty to immediately report harassment so that the organization can try to resolve the situation.  You should report harassment when

· You believe that you have been or are being harassed

· You believe that someone else has been or is being harassed

This is true whether the alleged harasser is an employee, a supervisor or manager, an executive of the Organization, or even a non-employee, such as a participant or vendor with whom the Organization does business.

To report harassment, you may contact any member of management and file a Grievance. In most cases, the Grievance will be reviewed by the Human Resources Department, which will follow up with you and begin an investigation. If the harassment is by an executive of the organization, including the Executive Director, you may directly contact the Board of Directors (Grievance Form and names and contact information of the BOD is provided in the Emergency Binder located in the Employee Lounge).

No employee will be punished for bringing a good-faith report of harassment to the organizations’ attention or for cooperating in an investigation. “Good faith” means that you had an honest belief that you were being harassed.

Reporting Retaliation

This policy strictly prohibits retaliation against employees who make complaints of harassment in good faith.

If you believe you have been retaliated against (punished) for making a harassment complaint, you can report the retaliation to any of the same people to whom you would make a complaint of harassment. (See “Reporting Harassment,” above.) However, you should not report it to the individual who you believe is retaliating against you.
All complaints of retaliation will be promptly investigated. A substantiated complaint of retaliation will result in disciplinary action, up to and including termination of employment.

Our Commitment to an Effective Anti-Harassment Policy

Lastly, if you feel that the Organization has not met its obligations under this policy, or if you are not satisfied with the way in which your report of harassment was handled by management and/or the Board of Directors, you may contact the U.S. Department of Justice - Civil Rights Division, 950 Pennsylvania Avenue, N.W., Office of the Assistant Attorney General Main, Washington, D.C. 20530. Telephone Number for the General Public (202) 514-4609.). 
An effective Anti-Harassment policy depends on all of us, working together, to address this very important subject.    
Confidentiality Policy

Employees, volunteers and board members of the Federation of Families, Miami-Dade Chapter Inc., (FOF), are bound by ethical and legal codes to protect the confidentiality and privacy of the persons we serve and to protect and maintain the confidentiality of all information learned about them, their family members and acquaintances in the course of providing services to them. 

It is the policy of FOF that all information regarding participants including verbal conversations, reports, forms, correspondence and computer electronically generated communications are to remain confidential. Participant identity and specific information, whether stored in hard copy format or electronically, are considered confidential and may only be given/received/shared with authorized persons with the express, written, informed consent of the parent/legal guardian and or participant and may not be removed from the Youth & Family Center premises, except as deemed necessary by job responsibilities.

Confidential communications include with, about or involving in any way any participant of FOF. Minors are entitled to confidentiality also, and only the guardian of the minor can waive confidentiality. Access to documentation shall be limited to an “as needed/need to know” basis.

It is unethical to discuss participants with family and friends, unless you are court ordered or otherwise required by law. If someone insists on obtaining information and the participant has not authorized it, please report it immediately to the Executive Director of FOF. 

Any exchange of confidential information regarding a participant via the internet must be sent in a password protected message or encrypted email. 

Participant identity and specific information may only be discussed with or released to the individuals/agencies that are listed on the signed AUTHORIZATION FOR RELEASE OF INFORMATION form. 

All participants of FOF programs are provided with a Privacy Notice which delineates their rights, choices and the ways in which their Personal History Information may be shared. 

Participant’s Confidentiality will be broken only under certain conditions:

1. When the participant is a threat to self or others. Under Florida law, if you have a reason to suspect a child or adult is being sexually, physically or psychologically abused or neglected, you are requested to report the situation to Adult or Child Protective Services. Any person or institution that has cause to suspect that any juvenile or adult is abused, neglected or dependent or has died as the result of maltreatment shall report the case of that juvenile/adult immediately to the 

Florida Abuse Hotline at 1-800-962-2873. The person reporting should also provide his/her name, telephone number and address. Refusal of the person reporting to give their name and contact information does not preclude the Department of Children & Families to investigate the alleged abuse, neglect, dependency or death as a result of maltreatment.
2. If participant files are subpoenaed.

Storage of Records

FOF and its employees have an ethical and legal obligation to respect the privacy of participants and to protect and avoid unauthorized release of personal & confidential information obtained while involved in FOF programming. Participant records are legally protected confidential records and shall be treated as such. This means that participant records maintained by FOF must be kept at the Youth & Family Center in a locked storage cabinet except when being reviewed and updated. All computer data regarding participant information will be saved in a password protected file in a password protected computer.

FOF agrees to notify the contract manager of its funder as soon as possible and no later than 5 business days following the determination of any breach or potential breach of personal and confidential FOF, DCF, Funder or Management Entity data. FOF requires the same notification requirements of all subcontractors.

FOF agrees to notify affected parties as soon as possible and no later than 45 days following the determination of any potential breach of personal or confidential data provided. FOF requires the same notification requirements of all subcontractors.

Employees not following policy and procedure could lead to termination.

Conflicts of Interest and Disclosure of Certain Interests Policy

This conflict of interest policy is designed to help directors, officers and employees of the Federation of Families, Miami-Dade Chapter (FOF) identify situations that present potential conflicts of interest and to provide FOF with a procedure which, if observed, will allow a transaction to be treated as valid and binding even though a director, officer or employee has or may have a conflict of interest with respect to the transaction. 
Conflict of Interest Defined 
For purposes of this policy, the following circumstances shall be deemed to create Conflicts of Interest:

a. Outside Interests.

i. A Contract or Transaction between Federation of Families, Miami-Dade Chapter and a Responsible Person or Family Member.

ii. A Contract or Transaction between Federation of Families, Miami-Dade Chapter and an entity in which a Responsible Person or Family Member has a Material Financial Interest or of which such person is a director, officer, agent, partner, associate, trustee, personal representative, receiver, guardian, custodian, conservator or other legal representative.

b. Outside Activities.

i. A Responsible Person competing with Federation of Families, Miami-Dade Chapter in the rendering of services or in any other Contract or Transaction with a third party.

ii. Responsible Person’s having a Material Financial Interest in; or serving as a director, officer, employee, agent, partner, associate, trustee, personal representative, receiver, guardian, custodian, conservator or other legal representative of, or consultant to; an entity or individual that competes with Federation of Families, Miami-Dade Chapter in the provision of services or in any other Contract or Transaction with a third party.

c. Gifts, Gratuities and Entertainment. A Responsible Person accepting gifts, entertainment or other favors from any individual or entity that:

i. does or is seeking to do business with, or is a competitor of Federation of Families, Miami-Dade Chapter or

ii. has received, is receiving or is seeking to receive a loan or grant, or to secure other financial commitments from Federation of Families, Miami-Dade Chapter; 

iii. is a charitable organization operating in Florida;

iv. under circumstances where it might be inferred that such action was intended to influence or possibly would influence the Responsible Person in the performance of his or her duties. This does not preclude the acceptance of items of nominal or insignificant value or entertainment of nominal or insignificant value which are not related to any particular transaction or activity of Federation of Families, Miami-Dade Chapter.
2. Definitions

a. A "Conflict of Interest" is any circumstance described in Part 1 of this Policy.

b. A "Responsible Person" is any person serving as an officer, employee or member of the Board of Directors of Federation of Families, Miami-Dade Chapter.

c. A "Family Member" is a spouse, domestic partner, parent, child or spouse of a child, brother, sister, or spouse of a brother or sister, of a Responsible Person.

d. A "Material Financial Interest" in an entity is a financial interest of any kind, which, in view of all the circumstances, is substantial enough that it would, or reasonably could, affect a Responsible Person’s or Family Member’s judgment with respect to transactions to which the entity is a party. This includes all forms of compensation.

e. A "Contract or Transaction" is any agreement or relationship involving the sale or purchase of goods, services, or rights of any kind, the providing or receipt of a loan or grant, the establishment of any other type of pecuniary relationship, or review of a charitable organization by Federation of Families, Miami-Dade Chapter. The making of a gift to Federation of Families, Miami-Dade Chapter is not a Contract or Transaction.

3. Procedures
a. Prior to board or committee action on a Contract or Transaction involving a Conflict of Interest, a director or committee member having a Conflict of Interest and who is in attendance at the meeting shall disclose all facts material to the Conflict of Interest. Such disclosure shall be reflected in the minutes of the meeting.

b. A director or committee member who plans not to attend a meeting at which he or she has reason to believe that the board or committee will act on a matter in which the person has a Conflict of Interest shall disclose to the chair of the meeting all facts material to the Conflict of Interest. The chair shall report the disclosure at the meeting and the disclosure shall be reflected in the minutes of the meeting.

c. A person who has a Conflict of Interest shall not participate in or be permitted to hear the board’s or committee’s discussion of the matter except to disclose material facts and to respond to questions. Such person shall not attempt to exert his or her personal influence with respect to the matter, either at or outside the meeting.

d. A person who has a Conflict of Interest with respect to a Contract or Transaction that will be voted on at a meeting shall not be counted in determining the presence of a quorum for purposes of the vote. The person having a conflict of interest may not vote on the Contract or Transaction and shall not be present in the meeting room when the vote is taken, unless the vote is by secret ballot. Such person’s ineligibility to vote shall be reflected in the minutes of the meeting. For purposes of this paragraph, a member of the Board of Directors of Federation of Families, Miami-Dade Chapter has a Conflict of Interest when he or she stands for election as an officer or for re-election as a member of the Board of Directors.
e. Responsible Persons who are not members of the Board of Directors of Federation of Families, Miami-Dade Chapter, or who have a Conflict of Interest with respect to a Contract or Transaction that is not the subject of Board or committee action, shall disclose to the Chair or the Chair’s designee any Conflict of Interest that such Responsible Person has with respect to a Contract or Transaction. Such disclosure shall be made as soon as the Conflict of Interest is known to the Responsible Person. The Responsible Person shall refrain from any action that may affect Federation of Families, Miami-Dade Chapter’s participation in such Contract or Transaction. In the event it is not entirely clear that a Conflict of Interest exists, the individual with the potential conflict shall disclose the circumstances to the Chair or the Chair’s designee, who shall determine whether there exists a Conflict of Interest that is subject to this policy.
4. Confidentiality

Each Responsible Person shall exercise care not to disclose confidential information acquired in connection with such status or information the disclosure of which might be adverse to the interests of Federation of Families, Miami-Dade Chapter. Furthermore, a Responsible Person shall not disclose or use information relating to the business of Federation of Families, Miami-Dade Chapter   for the personal profit or advantage of the Responsible Person or a Family Member.

5. Review of policy

a. Each new Responsible Person shall be required to review a copy of this policy and to acknowledge in writing that he or she has done so.

b. Each Responsible Person shall annually complete a disclosure form identifying any relationships, positions or circumstances in which the Responsible Person is involved that he or she believes could contribute to a Conflict of Interest arising. Such relationships, positions or circumstances might include service as a director of or consultant to a nonprofit organization, or ownership of a business that might provide goods or services to Federation of Families, Miami-Dade Chapter. Any such information regarding business interests of a Responsible Person or a Family Member shall be treated as confidential and shall generally be made available only to the Chair, the Executive Director, and any committee appointed to address Conflicts of Interest, except to the extent additional disclosure is necessary in connection with the implementation of this Policy.

c. This policy shall be reviewed annually by each member of the Board of Directors. Any changes to the policy shall be communicated immediately to all Responsible Persons. 

Drug-Free Workplace Policy

FOF has a longstanding commitment to provide a safe and productive work environment. Alcohol and drug abuse pose a threat to the health and safety of employees and to the participants at the Center. For these reasons, FOF is committed to being a Drug Free Workplace. 

This policy outlines the practice and procedure designed to correct instances of identified alcohol and/or drug use in the workplace. This policy applies to all employees and all applicants for employment of FOF. 

Employee Assistance and Drug-Free Awareness 

Illegal drug use and alcohol misuse have a number of adverse health and safety consequences. Information about those consequences and sources of help for drug/alcohol problems is available from your immediate supervisor, who can make referrals and assist employees with drug/alcohol problems.

FOF will assist and support employees who voluntarily seek help for such problems before becoming subject to discipline and/or termination under this or other policies. Such employees may be allowed to use accrued paid time off, placed on leaves of absence, referred to treatment providers and otherwise accommodated as required by law. Such employees may be required to document that they are successfully following prescribed treatment and to take and pass follow-up tests if they have violated this policy previously. 

Employees should report to work fit for duty and free of any adverse effects of illegal drugs or alcohol. This policy does not prohibit employees from the lawful use and possession of prescribed medications. Employees must, however, consult with their doctors about the medications’ effect on their fitness for duty and ability to work safely and promptly disclose any work restrictions to their supervisor. Employees should not, however, disclose underlying medical conditions unless directed to do so.

Guidelines:
The following guidelines apply to all employees:

· Whenever employees are working, are present on the organization’s premises, or are conducting related work off-site, they are prohibited from:

· Using, possessing, buying, selling, manufacturing or dispensing an illegal drug (to include possession of drug paraphernalia).

· Being under the influence of alcohol or an illegal drug as defined in this policy.

· The presence of any detectable amount of any illegal drug or illegal controlled substance in an employee’s body while performing their respective employment duties and while at the Center, is prohibited. 

· FOF will not allow any employee to perform their duties while taking prescribed drugs that are adversely affecting the employee’s ability to safely and effectively perform their job duties. Employees taking a prescribed medication must carry it in the container labeled by a licensed pharmacist or be prepared to produce it if asked.

· Any illegal drugs or drug paraphernalia will be turned over to an appropriate law enforcement agency and may result in criminal prosecution.

Required Testing 

Federation of Families retains the right to require the following tests:

· Pre-employment: All applicants must pass a drug test before beginning work or receiving an offer of employment. Refusal to submit to testing will result in disqualification of further employment consideration. 

· Reasonable suspicion: Employees are subject to random testing based on observations by a supervisor of apparent workplace use, possession or impairment. Supervisors must consult with the Executive Director before sending an employee for reasonable suspicion testing. 

· Post-accident: Employees are subject to testing when they cause or contribute to accidents that seriously damage machinery, equipment or property of FOF and/or result in an injury to themselves or another employee requiring off-site medical attention. In any of these instances, the investigation and subsequent testing must take place within two (2) hours following the accident, if not sooner. 

· Follow-up: Employees who have tested positive, or otherwise violated this policy, are subject to discipline up to and including discharge. Depending on the circumstances and the employee’s work history/record, FOF may offer an employee who violates this policy or tests positive the opportunity to return to work on a last-chance basis pursuant to mutually agreeable terms, which could include follow-up drug testing at times and frequencies for a minimum of one (1) year but not more than two (2) years. If the employee either does not complete his/her rehabilitation program or tests positive after completing the rehabilitation program, he/she will be subject to immediate discharge from employment.

Consequences 
Applicants who refuse to cooperate in a drug test or who test positive will not be hired.

Employees who refuse to cooperate in required tests or who use, possess, buy, sell, manufacture or dispense an illegal drug in violation of this policy will be terminated. 

The first time an employee tests positive for alcohol or illegal drug use under this policy, the result will be discipline up to and including discharge. 

Employees will be paid for time spent in alcohol/drug testing and then suspended pending the results of the drug/alcohol test. After the results of the test are received, a date/time will be scheduled to discuss the results of the test; this meeting will include a member of management and Human Resources. Should the results prove to be negative; the employee will receive back pay for the times/days of suspension.

Confidentiality 

Information and records relating to positive test results, drug and alcohol dependencies and legitimate medical explanations provided to the medical review officer (MRO) shall be kept confidential to the extent required by law and maintained in secure files separate from normal personnel files. 
Inspections 

FOF reserves the right to inspect all portions of its premises for drugs, alcohol or other contraband. All employees, contract employees and visitors may be asked to cooperate in inspections of their persons, work areas and property that might conceal a drug, alcohol or other contraband. Employees who possess such contraband or refuse to cooperate in such inspections are subject to appropriate discipline up to and including discharge. 

Crimes Involving Drugs 

FOF prohibits all employees from manufacturing, distributing, dispensing, possessing or using an illegal drug in or on company premises or while conducting organization business. Employees are also prohibited from misusing legally prescribed or over-the-counter (OTC) drugs. Law enforcement personnel shall be notified, as appropriate, when criminal activity is suspected.

Emergency Hurricane Plan

Hurricane season begins June 1st through November 30th

A. Pre-Season Preparedness 
1. FOF staff will receive training on the official Emergency/Hurricane Management  

procedure once a year. The training will be conducted by the Executive Director and/or the Program & Operations Manager. The training will detail staff’s responsibilities before, during, and after a hurricane (i.e., Watch, Warning, etc.). 
2. The procedure will be updated to include any necessary changes. 

3. Prepare essential employees and update Emergency Phone Tree. 

B. Response 
1. Alert: All staff is responsible for following advisories on TV and/or internet and communication sent by the Executive Director on weather conditions for possible impacted areas. Peers/Parent Educators must contact each case/family assigned to them to inform on the latest weather alert and assist in identifying a shelter to go to in case of an evacuation order. 
2. Watch: All staff is responsible for following advisories on TV and/or internet and communication sent by the Executive Director on weather conditions for possible impacted area/s. Executive Director and Program Manager will coordinate a task force to implement the steps under “Office Procedures” if the Warning is issued during non-working hours. Peers/Parent Educators must continue to contact assigned families to ensure they are preparing for a hurricane and assist with emergency preparedness.

3. Warning: Peers/Parent Educators must contact families assigned to them and assist with evacuation instructions and supplies, if necessary. Supervisors will print a list of all cases with names, address and phone numbers in order to reach families post emergency/hurricane. When a hurricane warning occurs during working hours, the following procedures must be followed: 

Office Procedures  
1. Personal items of importance to staff will either be taken home or placed under desk and away from windows. 
2. All-important hardcopy records and files will be stored in a locked, secure, interior 
                  room. 
3. Computers are to be backed-up onto external hard drives and stored securely as stated in #2 of Office Procedures. 
4. Employees will unplug computers (leaving LAN line plugged in) and any other electrical equipment and cover with garbage bags. The bags to cover equipment are located in the kitchen. 
5. Staff will be provided with a copy of the most recent Emergency Phone Tree contact list. 
6. Employees will turn office lights off. If the warning occurs during non-working hours, the Executive Director and Program Manager will call upon task force designated to implement the after- hours office procedures. 
Dismissal of Personnel  
Upon notice from the Program Manager, all non-essential personnel will be dismissed. 
C. Post Emergency/Hurricane  
1. After an emergency/hurricane, staff should utilize the Emergency Phone Tree to Become informed on when to return to work. All staff not living/residing in the affected area(s) will be instructed to return work immediately to assist in recovery operations, if necessary. 
2. Any damages to the FOF Youth & Family Center will be reported to The Children’s Trust and Citrus Family Care Network immediately by the Executive Director. 
3. If possible, staff will make all efforts to contact families assigned to them to determine if any resources are needed or mental health crisis counseling is necessary and will report it to the SAMH program office, SFBHN and/or Our Kids and proceed to link them to appropriate services. 
If staff have any questions, please speak to the Executive Director or Programs and Operations Manager.

Employee Travel & Mileage Policy

Employees of Federation of Families (FOF) may travel to conferences and events various times throughout the year. All in-state and out-of-state travel with an overnight stay requires prior authorization and a Per-Diem Receipt Invoice. These form are provided in accordance with Federation of Families Miami-Dade Chapter, Inc. - Employee Travel & Mileage Expense Policy. 
The following forms need to be filled out either by hand or electronically:

1. Employee Travel Authorization Form (Prior to Travel)

2. Per-Diem Receipt Invoice (After Travel has ended)

Each participant will be given an allowance of $36 per day of travel to pay for meals. Only food may be purchased with per-diem funds and receipts must be turned in within 3 business days upon returning from travel and any balance remaining must be returned to the Federation of Families Miami-Dade Chapter, Inc. (FOF). 

Any expenses incurred without a receipt must be paid by the employee within 3 business days upon return from travel. A “Per-Diem Receipt Invoice” form must be completed and maintained on file by FOF. 

The “Employee Travel Authorization” form and the original receipts for expenses incurred during officially authorized travel, items such as car rental and air transportation, parking and lodging, tolls and fares, will be maintained on file by FOF. 

Employees of FOF may be reimbursed for car mileage used to travel for work related matters at the rate of $0.445 per mile. The employee must complete a “Mileage Reimbursement” form in SalesForce in its entirety and submit it to the Executive Director (ED) or Program/Operations Manager (POM) for approval, along with Google Maps driving directions reflecting total mileage traveled. Reimbursements will be paid upon full expense reporting within the normal disbursement schedule.

Your supervisor or upper management will provide further explanation, clarification, and instruction regarding the reimbursement of traveling expenses necessarily incurred during the performance of business during orientation. 

Evacuation Procedures for Persons with Disabilities

Evacuation Information

This information provides a general guideline of evacuation procedures for persons with disabilities for fire and other building emergencies. FOF staff and participants should familiarize themselves with the 2 exits of the Youth & Family Center and areas of refuge from the building they occupy.
Evacuation Assistants

Federation of Families has assigned the Executive Director (ED) and the Administrative Assistant to act as Evacuation Assistants. Evacuation Assistants should be in good health and with the ability to provide the assistance needed by a disabled person. Two employees are assigned in case one is out or in case there are multiple persons with disabilities. In the event of an evacuation, the Evacuation Assistant will respond to the needs of the employee or participant with mobility issues. Evacuation Assistants can assist security and emergency personnel in ensuring a safe evacuation or provide them with information as to the location and condition of the disabled person.
Plan in Advance
Participants and/or employees who need assistance during an emergency situation, must plan in advance and inform FOF personnel of their limitations. Employees will inform Human Resources on the Employment Application of any special needs and accommodations necessary. They should also:

· Be familiar with evacuation options.

· Inform a supervisor or manager of needed assistance in an emergency, due to either a permanent or temporary condition.

· Identify the Evacuation Assistants at FOF or at least 3 individuals who are willing to assist in case of an emergency.

· Familiarize your support team with your schedule, how best to assist you, how to operate any necessary equipment, etc.

Building Evacuation Options
· Exit the building immediately using building exits.

· Area of Refuge: On your own or with an Evacuation Assistant go to an area of refuge, in the parking lot, away from the obvious danger zone. The Evacuation Assistant will then notify the on- site emergency personnel of your location. If a designated Evacuation Assistant is not available, notify a co-worker or any individual of your location and ask them to relay it to the emergency personnel. Emergency personnel will determine if further evacuation is necessary.

· Stay in place until the Evacuation Assistant or Emergency Personnel have advised the emergency is over.

Disability Guidelines
Wheelchairs

The Youth & Family Center is located in an ADA compliant building. In the case of an emergency, persons using wheelchairs should stay in place, or move to an area of refuge when the fire alarm sounds. The Evacuation Assistant should proceed to evacuate the 
disabled person to a refuge point outside the building and notify emergency personnel of the location of the person with a disability. If the person with a disability is alone, he/she should phone emergency services at 911 with their present location.
Non Wheelchair

Persons with mobility impairments should wait until the Evacuation Assistant has come for them and until any traffic of personnel has cleared before attempting to leave. If there is no immediate danger (detectable smoke, fire, or unusual odor), the person with a disability may choose to stay in the building together with the Evacuation Assistant, until the emergency personnel arrive and determine if evacuation is necessary.
Hearing Impaired

The Washington Square building is equipped with fire alarm strobe lights. In the event that an individual with a hearing impairment may not hear audio emergency alarms, the Evacuation Assistant will need to alert of emergency instructions by writing a short explicit note to evacuate or through hand gestures.
Visually Impaired

Persons with a visual impairment may not be familiar with their immediate surroundings and may need assistance in evacuating. Evacuation Assistants or anyone offering assistance should offer their elbow to the individual with a visual impairment and guide him or her through the evacuation route. During the evacuation the assistant should communicate as necessary to assure safe evacuation.
Guidelines for Persons Assisting the Disabled

The following general guidelines are intended to help evacuate individuals with disabilities. However, these guidelines may not apply in every circumstance due to specific individual needs. It is important to remember that evacuation can be difficult and uncomfortable for both the rescuers and the people being assisted. Some people have conditions that can be aggravated or triggered if they are moved incorrectly. It is also important to know that before attempting to evacuate a person with a disability consider your options and the risk of injury to yourself and others. Do not make an emergency situation worse.

· Always ask someone with a disability how you can help. Ask how they can best be assisted or moved, and whether there are any special considerations or items that need to come with them.

· Do not use elevators, unless authorized to do so by Emergency Personnel.

· If the situation is life threatening, call 911 and security immediately.

· Check on individuals with disabilities during an evacuation. Evacuation Assistants or co-workers should check on and ensure persons with disabilities have been alerted to the emergency and are being evacuated.
Employee Grievance Policy

It is the policy of the Federation of Families, Miami-Dade Chapter to provide support, education and guidance to all individuals without discrimination on the basis of race, creed, color, age, gender, sexual orientation, religion, ancestry, national origin, physical or mental handicap, immigrant status, political affiliation or belief. The Federation of Families aims to resolve problems and grievances promptly and as close to the source as possible with graduated steps for further discussion and resolution at higher levels of authority as necessary.
General Principals:

· Complaints must be fully described by the person with the grievance on the Employee Grievance Form.

· The employee with the grievance may contact FOF’s funders at any time regarding their grievance.

· The person(s) should be given the full details of the allegation against them.

· The person(s) against whom the grievance/complaint is made against will be given reasonable time to explain their side of the story before resolution is attempted.

· Proceedings should be conducted honestly, fairly and without bias.

· Proceedings should not be delayed.

Procedures:

The following is a four level process:
1 – Employee tries to resolve the complaint as close to the source as possible. This level is informal and verbal. If the matter is not resolved proceed to level 2. 

2 – Employee notifies the Supervisor verbally and in writing as to the substance of the grievance and states the remedy sought. The Employee Grievance Form can be used at this level. Individual discussions should be held between employee and supervisor and then the supervisor and other relevant party. Either party could request written statements and agreements of discussion. This level should not exceed one week. Resolution of the matter will be documented in written form and copies filed in the all relevant employee files and given to all involved.  If the matter is not resolved, proceed to level 3. If matter is related to the employees’ supervisor, the Grievance Form should be completed by the employee and delivered to FOF’s Senior Management. 

3 – Supervisor must refer matter (and written grievance) to Senior Management of FOF and within 3 working days a meeting will be scheduled for supervisor, employee and Senior Management to meet for resolution of the grievance. If matter is not resolved proceed to level 4.
4 – Executive Director must refer the grievance to the Board of Directors for mediation and written resolution to be given to the employee within 10 business days of when BOD was notified of grievance.

Please email or deliver correspondence to:

Federation of Families, Miami-Dade Chapter
Attn: Executive Director
111 NW 183rd St, #110

Miami Gardens, FL 33169

Janet@fofmiami.org
HIPAA Security Policy

Administrative Safeguards
Federation of Families, Miami-Dade Chapter Inc.  (FOF) utilizes Salesforce.com to create, receive and maintain electronic protected information regarding its participants. Salesforce.com's contracts include confidentiality provisions that prohibit disclosing customer confidential information, including customer data, except under certain narrowly defined circumstances, such as when required by law. Salesforce.com agrees not to access customer's accounts, including customer data, except to maintain the service, complete back-up of data, prevent or respond to technical or service problems, at a customer's request in connection with a customer support issue, or where required by law. Salesforce is not affiliated to a Health Care Clearing house.

Privacy Statement 
FOF provides all participants with a written “Notice of Privacy Policy” which explains how FOF uses and may share PHI information with their consent and how the consent can be revoked at any time. The “Notice of Privacy Policy” contains contact information of the Privacy Officer at FOF as well as the contact information for the U.S. Dept. of Health & Human Services in the event a participant feels their rights have been violated and would like to file a complaint. Participants who file a complaint will not be discriminated or retaliated against. If at any time FOF changes its Privacy Policy, the revision will be posted on the FOF website and participants of the YFC will be notified in writing and upon participation at the YFC. FOF maintains records of any disclosures of PHI in each participant’s files. Participants have the right to review this information if they wish to do so and FOF will make it readily available. For information collected on Salesforce.com's web site, salesforce.com provides assurances around the types of information collected, how that information may be used, and how that information may be shared. Salesforce.com offers individuals the opportunity to manage their receipt of marketing and other non-transactional communications. Salesforce.com offers individuals the opportunity to update or change the information they provide.

Training 
All employees of FOF are required to take DCF’s online training on HIPAA and Security Awareness upon being hired and annually thereafter. Employees are also provided with FOF’s HIPAA Security policy for their reference. 

Contingency Operations 
In the event of an emergency or disaster, FOF staff have access to the data management system via the web portal or through the Salesforce application on their phones.  All customer data is stored in secure data centers and is replicated over secure links to a disaster recovery data center. This design provides the ability to rapidly restore the salesforce.com service in the case of a catastrophic loss. In addition to the disaster-recovery capabilities, customer data is also backed up to tape in a separate 

data center. Tapes are not transported offsite from this data center, reducing the risk of loss. In emergency situations such as Hurricane preparedness, the Security Officer asks all employees
to back up and print their participant contact information so that they will be able to immediately contact them after the storm. 

Facility Security plan 
FOF’s administrative work areas are located in the west side of the Youth & Family Center (YFC), which is only to be accessed by staff of FOF. Participants are not allowed to use employee workstations or computers. Participants that do not follow these rules will be escorted to the front of the Center. Repeated offenders will be asked to leave. Laptops for use by YFC participants are kept in a locked storage closet and must be checked out by an FOF staff. 

Access Control and Validation Procedures 
Only the Program/Operations Manager and the Executive Director have Administrative Access to all areas of Salesforce and can delete or edit records. All FOF staff have unique user names and passwords to log into their work computers. Another set of User name and password is created by the staff to access Salesforce. Staff of FOF can only view their participant caseloads and not anyone else’s. This is to ensure the privacy and confidentiality of all participants served by FOF and the YFC. All employees must provide HR their computer login password in case of termination, abandonment of employment and/or emergency. Whenever an employee changes their password, it must be reported to HR as soon as possible. The Security Officer reviews Salesforce weekly and manages its Users to ensure security and validity of database activity.

Security of FOF’s YFC 
FOF’s Upper Management and the Peer Supervisor have keys and individual alarm codes to open the YFC. The building’s management office has a key and a specific alarm code designated for the sanitation worker to take out the trash each morning. Access to the alarm and entrance to the Center are monitored, tracked and logged via the ADT website and the ADT Mobile application.  

Workstation Use 
In an effort to protect PHI from being exposed, all staff of FOF are asked to log off before leaving a workstation unattended, not leave their password out in plain view, and not letting someone else use your workstation login and password. The term "workstation" means any electronic computing device, such as a desktop computer or laptop. Their workstations should also be programmed to time-Out after 3 minutes of non-usage. All employees are instructed to log their computers off before leaving for the day.

Disposal and Media Re-Use
Whenever a staff is no longer employed by FOF, all PHI is removed from their laptop and is cleaned out and prepared for the next user. All PHI is uploaded to the corresponding participant in Salesforce and does not remain on the computer or flash drive. Employee Salesforce and Email accounts are terminated on the last date of employment.

Accountability 
All computer serial numbers are logged into an Equipment Log policy along with the name of the staff member it is assigned to.  If for any reason, a new laptop is assigned to a staff member, the serial number must be updated to keep the log as current as possible. Laptops can be used by YFC participants to create resumes, job search and educational purposes. Laptops are only allowed to be borrowed if the participant signs it out.  

Transmittal of PHI
All electronic transmittal of PHI is to be encrypted and password protected. Only initials are to be used in the subject line or in the body of the email. This is to ensure the privacy and confidentiality of the participants. Electronic transmittal of PHI will only be provided to those consented by the participant, on the Authorization to Release/Exchange Information. 

Breach Discovery
A Breach shall be treated as discovered as of the first day on which such Breach is known to FOF.  FOF shall be deemed to have knowledge of a Breach if the Breach is known, or by exercising reasonable diligence would have been known, to any person, other than the person committing the Breach, who is an employee, officer, or other agent of FOF. All suspected Breaches will be reported to the Privacy and Security Officer (Executive Director) immediately. Information related to the Breach will be documented in detail on a Security Incident Form and will be investigated and resolved by Privacy/ Security Officer within ten (10) working days. All incidents of Breach, whether real or suspected, will be reported by the Privacy/Security Officer within twenty-four (24) hours of receipt of a Security Incident Form, to FOF management, South Florida Behavioral Health Network’s contract manager and/or any other program entity under which the breach affects. FOF shall, following the Discovery of a Breach of Unsecured PHI, notify each individual whose Unsecured PHI has been, or is reasonably believed by FOF to have been, accessed, acquired, used, or disclosed as a result of such Breach without unreasonable delay and in no case later than forty-five (45) calendar days after Discovery of a Breach.

Failure of any employee of FOF to abide by the above referenced procedures will result in termination of employment. 

Employees of FOF must access a variety of IT resources, including computers and other hardware devices, data storage systems, and other accounts. Passwords are a key part of making sure only authorized employees can access those resources and data. Employees must choose a strong password and protect their log-in information from unauthorized individuals. Password Creation:

· All passwords should be reasonably complex and difficult to guess. They should be unique, eight characters long and contain a combination of upper- and lower-case letters, numbers, and special characters

· Employees must communicate passwords to Human Resources in case of job termination, abandonment of job position, death, or any other emergency.
· Except for Human Resources, employees may never share their passwords with anyone else, including co-workers.

· If the security of a password is in doubt– for example, if it appears that an unauthorized person has logged in to the account — the password must be changed immediately and must be reported to their Supervisor, Operations Manager and/or the Executive Director.

· Employees must refrain from writing passwords down and keeping them at their workstations. 

Incident Reporting Policy
It is the policy of Federation of Families, Miami-Dade Chapter Inc. (FOF) that critical incidents must be reported to the relevant authorities and FOF’s upper management as soon as possible and within 24 hours to ensure that all necessary actions are taken to protect the health, safety and welfare of all FOF employees, participants, volunteers and contractors. “Critical Incidents” are defined as any event or situation that jeopardize the health or safety of youth and family members participating in FOF activities and programs or of FOF staff, contractors and volunteers associated with FOF.

FOF, its employees, contractors and volunteers will report any knowledge or reasonable suspicion of abuse, neglect, or exploitation of a child, an elderly person, or disabled adult to the Florida Abuse Hotline on the statewide toll-free telephone number (1-800-96-ABUSE). 

PROCEDURE 

For abuse or neglect, employees of FOF must contact the Florida Abuse Hotline on the statewide toll-free telephone number (1-800-96-ABUSE). The following critical incidents must be reported to law enforcement by calling 911: 

1. Death

2. Suicide

3. Aggression/Threat

4. Physical or sexual assault

5. Self-Injurious Behavior 

6. Stalking

7. Drugs

8. Event that could result in media exposure

9. Other - An incident of a critical nature that may not be identified above

A. Procedure for Reporting Critical Incidents: 
1. Critical Incidents require immediate reporting, regardless of time or date, 24 hours per day, 7 days per week.  For abuse or neglect call 1-800-96-ABUSE.  For all other critical incidents call 911.  Following the reporting, the employee must contact their immediate supervisor. 
2. Critical Incidents that require immediate (within one (1) hour) reporting include:

a. death; 

b. Incidents involving the endangerment of participants (for example: child abduction or child hostage situation); and 
c. Incidents that may garner media attention or adversely impact the agency. 
B. Initial Verbal Reporting Procedure for Critical Incidents: 
     1. Critical Incidents will be orally reported up the chain of command immediately upon

         notification of the incident.
a. Contractors and/or FOF employees will report the incident to the appropriate authorities and notify their FOF supervisor immediately. If the supervisor is unavailable, please contact the Program & Operations Manager.

b. The Supervisor will report the incident to the Programs and Operations Manager (POM) immediately. The POM will inform the Executive Director of the incident. If the POM is unavailable, please contact the Executive Director. 

c. FOF ED and POM will notify the respective funding agency of the incident by calling Our Kids (305-455-2888) or The Children’s Trust (305 - 571-5700 Ext: 545).

d. If it is an incident related to the PYD afterschool program, it must also be reported by the Site Coordinator to the school Principal and School Counselor.  

e. If the incident is related to the death of a participant, the POM or the Executive Director will immediately report it to the Department of Children and Families’ Southern Regional Director (or designee). 

    2. After verbal notification, Critical Incidents will be reported electronically as follows:

C. Electronic Incident Reporting Procedure.
1. The FOF employee or contractor will contact the appropriate authorities first then notify   

            their supervisor to provide an oral report of the incident.

2. Within 24 hours of the incident, the employee or contractor will complete the Incident Report Form pertaining to the corresponding funder and submit it to his/her immediate supervisor or person notified within the chain of command. For Our Kids funded programs, use the Our Kids Critical Incident Report form 7101. For programs funded by the Children’s Trust, please use The Children’s Trust Incident Report. Samples of the Incident Report Forms are attached.  
a. Incident report forms are to be completed in their entirety and include as much information as available at the time. Unrelated children and/or adults involved in the same incident should be listed on a separate incident report.

b. A copy of the Incident Report will be maintained in the FOF Incident Reports Binder located in the office of the Executive Director, under lock and key.  

3. The Supervisor and/or Program Manager must review and approve all Incident Reports

            Prior to submission to funder. This review includes:

a. Ensuring completeness and accuracy of the information presented on the form to

include a clear description of events and participants.

b. Ensuring that the Incident Report is properly password protected

c. Ensuring the plan for and coordination of all necessary follow-up and/or corrective action is defined and assigned to appropriate staff.

d. The Supervisor and/or Program Manager’s signature is required for approval.
4. Upon approval by the Supervisor and/or Program Manager, the Incident Report will be

emailed, as a password protected attachment to the contact of the corresponding funder (see below), within 24 hours of the incident:
a. Our Kids of Miami-Dade & Monroe:

Patricia Shannen Davis, Intake Manager - daviss@ourkids.us 

	Tel: 305-455-1027
	
	Cell: 305-393-5560


b. The Children’s Trust:

Glenny Reynoso, Contract Manager - glenny.reynoso@thechildrenstrust.org
Tel: (305) 571-5700 Ext: 545
D. Incident Report Review

FOF’s ED, POM and Program Supervisors will review each Incident Report to identify any potential concerns and/or the need for additional follow-up.  This review of the

incident report will assure that:
a. Appropriate actions have been or are being taken to address the situation and protect the participant/staff.

b. Appropriate steps have been taken to maintain control of the situation and to limit

    further risk and liability.
c. Appropriate authorities have been properly notified, if necessary.
d. FOF staff or contractors have appropriately complied with this policy and procedure.
This policy does not exempt any employees of the Federation of Families from reporting any critical incident to the proper legal authorities.  

Mileage Reimbursement Policy

Introduction

FOF employees may be required to use their personal car for business purposes.  Reimbursement for the operating expenses of the car will be calculated by multiplying the number of miles traveled by the currently approved Standard Mileage Rate: $0.535. Other expenses such as parking and tolls will be reimbursed at the actual costs. Original, itemized receipts must be provided. The costs of commuting (travel between HOME and the WORK SITE FOF Center) will not be reimbursed.
Policy

All FOF employees who use their cars for business purposes must have current and adequate automobile/liability insurance coverage. Employees must not transport clients in their personal vehicles.  
Mileage will be reimbursed for the round-trip distance between the employee’s work site (FOF Center), the 1st. point of meeting of a client, and or the location of the business function being attended. If employees depart from or return to their home instead of their work site, only the miles in excess of the normal daily commute can be claimed as an expense.  Mileage amounts must be verifiable through the use of MapQuest website. Only print directions, NOT the MAP.  
Examples: 

· An employee travels from the main office to a meeting/training/program destination. The employee then has an appointment with a client, then finally, the employee returns to the main office. The entire mileage for this trip can be reimbursed.
· An employee travels from home to a meeting or client appointment, and back to home again. Reimbursement will only be paid from meeting point or appointment, and back to home.  
· An employee travels from the FOF Center to attend meetings at several locations and then returns home. Reimbursement will only be paid from FOF Center to meeting or appointment, all subsequently meetings or appointments in-between, BUT NOT FROM LAST MEETING OR APPOINTMENT TO HOME.  

· An employee travels from home to visit a client then to the Center and returns home. 
· The mileage from beginning up until arrival to the Center is reimbursable.

· An employee travels from home to visit clients and returns home.
· The entire mileage for this trip can be reimbursed.

Documenting Mileage Reimbursement Form in SalesForce
Employees must document their travel on the SalesForce Mileage Reimbursement Form and attach all directions and receipts for parking and toll onto the site. 
Enter the location name in the “Departure Location” and “Arrival Location” columns in SalesForce:

· If the location is FOF Center, then no further information is necessary;

· If the location is client meeting enter initials of client, program, and the address 

· If location is a meeting, enter meeting place, type of meeting, and the address 

· Make sure to provide “additional information” in the note section.
Allowable Mileage Expenses
Examples of allowable business purposes include:

· Meetings

· Program Destination 

· Conferences/Presentations

· Travel between FOF Center

· Site visits

· Work-related errands (post office, office supply store, Walmart, Publix, etc.)

· Classes and workshops if job related and approved by the manager
Unallowable Mileage Expenses
Examples of unallowable business purposes include:

· Commuting between home and the work site 

Procedure to request mileage check – and check will be ready
In order to comply with our funders, grant guidelines, a complete and accurate Mileage Reimbursement Form must be entered in SalesForce and handed-in to the Operations Manager every other Friday (same Friday time-sheets are due). A check will be ready two weeks from that Friday that you submit your Mileage Reimbursement form. If you do not submit your Mileage Reimbursement form on-time (same Friday time-sheets are due), your Mileage Reimbursement check will not be ready till four weeks later. 
Approval
Before a Mileage Reimbursement Check is created the employee’s supervisor will review for accuracy and approved in SalesForce. Once Mileage Reimbursement Form is approved by employee’s supervisor, employee will handed-in the Mileage Reimbursement Form to the Operations Manager to process check.  
Additional Information
Keep in mind that these forms will be reviewed by outside auditors.  If more clarification is required, enter the details in the “Note Section” of the form

Acknowledgement Receipt of Mileage Reimbursement Policy 

I, _________________________________ acknowledge by signing below that I have received from the Federation of Families, Miami-Dade Chapter, Inc. (FOF) a copy of the 

Mileage Reimbursement Policy. 

_____________________________________

________________________

Employee Name





Date

_____________________________________

Employee Signature: 





 

                           Nepotism Policy

Federation of Families, Miami-Dade Chapter Inc. (FOF) recognizes the possibility that both positive and negative consequences exist when hiring members of the same family.  For purposes of this policy, a relative is defined as any person who is related to an employee by blood, marriage or life partner. FOF will allow the hiring of relatives of current or former employees and relatives of former board members as long as it can be determined and justified that the relative has the qualifications and abilities to fill the position successfully and the candidate will not be supervised or appointed by the relative.  The interviewing committee will make the final decision on the hire.

Procedure:
1. To ensure that the above important factors are considered, any supervisor or manager who wishes to hire a person related to a current or previous employee, must obtain written approval from the Board of Directors, prior to a job offer being discussed or made with that individual.

2. Employees shall not hold a position with the organization while they serve on the board of directors or any committee of the board. 

3. Employees may not hold a job over which a member of their immediate family exercises supervisory authority. In this section and sections 1 and 2 above, immediate family includes the following: husband, wife, son, son-in-law, daughter, daughter-in-law, father, father-in-law, mother, mother-in-law, brother, brother-in-law, sister, sister-in-law, grandparents, and grandchildren. 
It is understood that employment of relatives in the same area of an organization can cause serious conflicts and problems with favoritism and employee morale. In these circumstances, all parties, including supervisors, leave themselves open to charges of inequitable consideration in decisions concerning work assignments, transfer opportunities, performance evaluations, promotions, demotions, disciplinary actions, and discharge. In addition to claims of partiality in treatment at work, personal conflicts from outside the work environment can be carried into day-to-day working relationships. 

It is FOF’s policy that relatives of persons currently employed by FOF may be hired only if they will not be working directly for or supervising a relative. If already employed, they cannot be transferred into such a reporting relationship. If the relative relationship is established after employment, the individuals concerned shall decide who is to be transferred. If that decisions is not made within 30 calendar days, management shall decide. 

In other cases, where a conflict or the potential for conflict arises, even if there is no supervisory relationship involved, the parties may be separated by reassignment or terminated from employment. 

For the purpose of this policy, a relative is defined to include spouses, parents, children, brothers, sisters, brothers-and sisters-in-law, father- and mothers-in-law, stepparents, stepbrothers, stepsisters, and stepchildren. This policy also applies to individuals who are not legally related but who reside with another employee. 

Employment of Spouses: With respect to the employment of relatives, FOF reserves the right to: 

a. Refuse to place one spouse under the direct supervision of the other spouse where such has the potential for creating an adverse effect on supervision, safety, security, or morale.

b. Refuse to place both spouses in the same department, division, program or facility where such has the potential for creating an adverse effect on supervision, safety, security, morale, or involves potential conflicts of interest. 

Employment of Other Relatives: Relatives, up to and including first cousins of any employee, board of trustee or any person exercising, hiring, promotion, and termination authority may not be hired into FOF without approval of the Board of Directors.

a. Relatives within the third degree of kinship by blood or marriage of any employee of FOF, regardless of status, will not be hired in the same department, division or program facility where such has the potential for creating an adverse effect on supervision, safety, security, morale or involves potential conflicts of interest without the written prior approval of the Board of Directors. 

b. If two (2) employees marry or become related, or cohabit and a conflict arises, only one (1) of the employees will be permitted to stay employed FOF unless reasonable accommodations can be made to eliminate the potential problems. The decision as to which relative will remain with FOF must be made by the two (2) employees within three (3) calendar days or by FOF on the basis of service value. 

Non-Discrimination and Equal Opportunity Policy 

Non-Discrimination Policy – Employment 
The Non-discrimination policy of FOF communicates our goal of an inclusive and nondiscriminatory work environment in which all employees are valued and empowered to succeed. 
An employee or qualified applicant of FOF will not be discriminated against or on the basis of any of the following: 
• Age 
• Cognitive ability or limitations 
• Country of origin 
• Degree of acculturation 
• Disability 
• Educational level attained 
• Environment and surroundings 
• Family and household composition 
• Gender identity 
• Generation 
• Health practices, including use of traditional healer techniques such as Reiki and acupuncture. • Linguistic characteristics, including language(s) spoken, written, or signed; dialects or regional 
  variants; literacy levels; and other related communication needs. 
• Military affiliation 
• Veteran status 
• Occupational group 
• Perceptions of family and community 
• Perceptions of health and well-being and related practices 
• Perceptions/beliefs regarding diet and nutrition 
• Physical ability or limitations 
• Political beliefs 
• Racial and ethnic groups include — but are not limited to — those defined by the U.S. Census Bureau. 
• Religious and spiritual characteristics, including beliefs, practices, and support systems related to how an individual finds and defines meaning in his/her life. 
• Residence (i.e., urban, rural, or suburban) 
• Sex • Sexual orientation 
• Socioeconomic status 
These factors do not affect our decision about applicants for employment. 
It is the policy of FOF to employ personnel that have personally received services for mental health and/or substance abuse or come with the experience of an immediate family member receiving SAMH services, in accordance with the Certified Recovery Peer Specialist Training curriculum. 
FOF is committed to a policy of equal opportunity in all aspects of employee relations, including employment, salary administration, employee development, promotion and transfer and maintains a harassment-free workplace policy, which prohibits all types and forms of harassment. 
FOF creates a workplace where differences are respected as we are culturally and linguistically competent. We expect the same standards from the staff we employ so they are representative of the community we serve. 
Non-Discrimination Policy - Participants 
Federation of Families, Miami-Dade Chapter Inc. (FOF) does not discriminate and welcomes participants into its programs and provides services and supports without regard to any of the aspects of culture referenced above, thereby permitting access to all rights, privileges, programs and activities generally accorded or made available to program participants at the agency. 
Non-Discrimination Policy – Volunteers 
FOF prohibits discrimination against current or prospective volunteers on the basis of any of the aspects of culture referenced above. It is the policy of FOF to employ and promote volunteer personnel regardless of the foregoing characteristics, unless one or more of them are bona-fide requirement of a particular position. FOF is committed to a policy of equal opportunity in all aspects of volunteer relations, including volunteer personnel development and maintains a harassment-free workplace policy, which prohibits sexual harassment as well as other forms of harassment. 
Americans with Disabilities Act (ADA) and the ADA Amendments Act (ADAAA) 
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments Act, known as the ADAAA, are federal laws that prohibit employers with 15 or more employees from discriminating against applicants and individuals with disabilities and that when needed provide reasonable accommodations to applicants and employees who are qualified for a job, with or without reasonable accommodations, so that they may perform the essential job duties of the position. 
It is the policy of FOF to comply with all federal and state laws concerning the employment of persons with disabilities and to act in accordance with regulations and guidance issued by the Equal Employment Opportunity Commission (EEOC). Furthermore, it is our policy not to discriminate against qualified individuals with disabilities in regard to application procedures, hiring, advancement, discharge, compensation, training or other terms, conditions and privileges of employment. 
FOF will reasonably accommodate qualified individuals with a disability so that they can perform the essential functions of a job unless doing so causes a direct threat to these individuals or others in the workplace and the threat cannot be eliminated by reasonable accommodation and/or if the accommodation creates an undue hardship to FOF. Contact FOF’s Executive Director with any questions or requests for accommodation. 
Purpose of the Policy 
FOF desires to model the values of inclusiveness and cultural and linguistic competence in all aspects of its work. Therefore, the purpose of this policy is to permit access to all rights, privileges, programs, services and activities without regard to the above listed characteristics. It is also the purpose of this policy to employ and promote paid staff and volunteers regardless of the foregoing characteristics. 
Non-Fraternization Policy

An Employee and Participant non-fraternization policy is established in order to promote the efficient and fair operation of Federation of Families, Miami-Dade Chapter, Inc. (FOF) activities to avoid the appearance of favoritism, maintain the ability to effectively manage employees, safeguard participants, avoid misunderstandings and challenges in supervision and sexual harassment.

Policy

All employees of the FOF are prohibited from unethical or inappropriate fraternization with participants, including, but not limited to, dating, pursuing a date and having or pursuing a romantic or sexual relationship. Violators of this policy shall be subject to discipline, up to and including termination of employment. This policy applies to all employees, including directors, supervisors, facilitators, board members, volunteers, and participants of FOF activities.  

Definition of Fraternization

Fraternization is defined as a consensual romantic or consensual sexual relationship between individuals who occupy different levels of authority in the institution. This occurs when one partner of higher status and/or power with explicit or implicit authority over, or the power to reward, misuse that power to entice that partner of lower status and./or power into an illicit relationship. 

Fraternization includes, but is not limited to the following behaviors:

• Consensual romantic or sexual relationship between employees and/or participants

• Employees and/or participants dating or pursuing to date an employee or participant

• Having or pursuing a relationship that creates a conflict of interest

• Inappropriate advances in pursuit of a romantic sexual relationship with an employee or   participant.

• The encouragement of emotional dependence of participants upon an employee

• Consensual social engagement arranged by a third party with the intent of pursuing a consensual

  romantic or sexual relationship.

Reporting of Fraternization
All participants and employees have an obligation to report known fraternization. Employees on any type of leave of absence are subject to the same rules as other employees. Reports of 

fraternization shall follow the same protocols and procedures as outlined in the Sexual Harassment Policy of employees. All concerns should be reported for review to an immediate supervisor or Executive Director. 
Acknowledgment of receipt of Employee and Participant Non-Fraternization Policy

I, ____________________________________ acknowledge, by signing below, that I have received a

 (Name of Participant/Employee/Board Member/Volunteer)

 copy of the Federation of Families, Miami-Dade Chapter, Inc. (FOF), Employee & Participant Non-Fraternization Policy.

_____________________________________________                              ________________

Signature of Participant/Employee/Board Member/Volunteer 

   Date

Employee Progressive Discipline & Termination Policy 

Every employee has the duty and the responsibility to be aware of and abide by existing rules and policies. Employees also have the responsibility to perform his/her duties to the best of his/her ability and to the standards as set forth in his/her job description or as otherwise established. 

FOF supports the use of progressive discipline to address issues such as poor work performance or misconduct. Our progressive discipline policy is designed to provide a corrective action process to improve and prevent a recurrence of undesirable behavior and/or performance issues. Our progressive discipline policy has been designed consistent with our organizational values, HR best practices and employment laws. 

Outlined below are the steps of our progressive discipline policy and procedure. FOF reserves the right to combine or skip steps in this process depending on the facts of each situation and the nature of the offense. The level of disciplinary intervention may also vary. Some of the factors that will be considered are whether the offense is repeated despite coaching, counseling and/or training; the employee's work record; and the impact the conduct and performance issues have on our organization.
The following outlines FOF’s progressive discipline procedure: 

· Verbal warning: A supervisor verbally counsels an employee about an issue of concern, and a written record of the discussion is placed in the employee's file for future reference. 
· Written warning: Written warnings are used for behavior or violations that a supervisor considers serious or in situations when a verbal warning has not helped change unacceptable behavior. Written warnings are signed by the employee and placed in the employee’s personnel file. Employees should recognize the grave nature of the written warning. 
· Performance improvement plan: Whenever an employee has been involved in a disciplinary situation that has not been readily resolved or when he/she has demonstrated an inability to perform assigned work responsibilities efficiently, the employee may be given a final warning by the supervisor and the Executive Director and/or placed on a performance improvement plan (PIP). PIP status will last for a predetermined amount of time not to exceed 90 days. The Executive Director will alert the board of directors and update them at the end of the performance improvement period. Within this time period, the employee must demonstrate a willingness and ability to meet and maintain the conduct and/or work requirements as specified by the supervisor and the organization. At the end of the performance improvement period, the performance improvement plan may be closed or, if established goals are not met, termination of employee may occur. 
· Termination: if the employee does not demonstrate willingness or satisfactory improvement, FOF retains the right to terminate the employee at any time and proceed to address the items listed on the Separation Checklist.
Trauma Informed Care Policy

In accordance with the Substance Abuse Mental Health Services Administration’s (SAMHSA) concept of a trauma-informed approach, Federation of Families, Miami-Dade Chapter Inc., (FOF):

· Realizes the widespread impact of trauma and understands potential paths for recovery;

· Mindful of the signs and symptoms of trauma in clients, families, staff, and others involved with the system;

· Responds by integrating knowledge about trauma into policies, procedures, and practices; and seeks to actively resist re-traumatization.

FOF implements a trauma-informed approach designed to address the consequences of trauma and to facilitate healing by adherence to SAMHSA’s key principles: 
· Safety - Staff and the people they service feel physically and psychologically safe.

· Trustworthiness and Transparency - All organizational operations and decisions are conducted with full transparency and the goal of building and maintaining trust or program participants and staff.

· Peer support - These modalities are integral to the organizational and service delivery approach and are understood as a key vehicle for building trust, establishing safety, and promoting self-healing.

· Collaboration and mutuality - There is true partnering and leveling of power differences between staff and people served and among organizational staff, recognition that healing happens in relationships and in sharing power and decision-making.

· Empowerment, voice and choice - Individuals’ strengths are recognized and validated, the development of new skills is supported, and people who receive services are involved in agency operations.

· Cultural, Historical, and Gender Issues - These issues are addressed in a comprehensive manner. The organization actively moves past cultural stereotypes and biases, offers gender responsive services, leverages the healing value of traditional cultural connections, and recognizes and addresses historical trauma.

· Resilience and Strengths-Based - People believe in the ability of individuals and communities to heal and recover from trauma. Services build on what staff, people who receive services, and communities have to offer rather than responding to perceived deficits.

· Change Process. Implementation of trauma informed principles is conscious, intentional and ongoing. The organization actively promotes non-violence and strives to become a learning community, constantly responding to new knowledge and developments.

FOF staff understands the importance of promoting linkage to recovery and resilience for those individuals and families impacted by trauma. Consistent with SAMHSA’s definition of recovery, services and supports that are trauma-informed build on the best evidence available and consumer and family engagement, empowerment, and collaboration.
Whistleblower Policy

This policy is intended to encourage FOF Board members, staff (paid and volunteer) and others to report suspected or actual occurrence(s) of illegal, unethical or inappropriate events (behaviors or practices) without retribution. 

In accordance with subsection 112.3187(2), F.S., the organization and its subcontractors shall not retaliate against an employee for reporting violations of law, rule, or regulation that creates substantial and specific danger to the public’s health, safety, or welfare to an appropriate agency. Furthermore, agencies or independent Contractors shall not retaliate against any person who discloses information to an appropriate agency alleging improper use of governmental office, gross waste of funds, or any other abuse or gross neglect of duty on the part of an agency, public officer, or employee. The organization and any subcontractor shall inform its employees that they and other persons may file a complaint with the Office of Chief Inspector General, Agency Inspector General, the Florida Commission on Human Relations or the Whistle-blower’s Hotline number at 1-800-543-5353.
· The Whistleblower should promptly report the suspected or actual event to his/her supervisor. 
· If the Whistleblower would be uncomfortable or otherwise reluctant to report to his/her

           supervisor, then the Whistleblower could report the event to the next highest or another 
            level of management, including to an appropriate Board committee or member. 
· The Whistleblower can report the event with his/her identity or anonymously. 
· The Whistle blower shall receive no retaliation or retribution for a report that was provided in good faith – that was not done primarily with malice to damage another or the organization. 
· A Whistleblower who makes a report that is not done in good faith is subject to discipline, including termination of the Board or employee relationship, or other legal means to protect the reputation of the organization and members of its Board and staff. 
· Anyone who retaliates against the Whistleblower (who reported an event in good faith) will be subject to discipline, including termination of Board or employee status. 
· Crimes against person or property, such as assault, rape, burglary, etc., should immediately be reported to local law enforcement personnel. 
· Supervisors, managers and/or Board members who receive the reports must promptly act to investigate and/or resolve the issue. 
· The Whistleblower shall receive a report within five business days of the initial report

            regarding the investigation, disposition or resolution of the issue.
· If the investigation of a report, that was done in good faith and investigated by internal personnel, is not to the Whistleblower’s satisfaction, then he/she has the right to report the event to the Office of the Inspector General, Agency Inspector General, The Florida Commission on Human Relations or the Whistle-blower’s Hotline # 1800-543-5353.
· The identity of the Whistleblower, if known, shall remain confidential to those persons

     
directly involved in applying this policy, unless the issue requires investigation by law

 
enforcement, in which case members of the organization are requested to disclose the

    
identity of the Whistleblower.

Employee Handbook Acknowledgment and Receipt 
I have received my copy of the Employee Handbook.

The employee handbook describes important information about FOF, and I understand that I should consult my supervisor or Human Resources manager regarding any questions not answered in the handbook. I have entered into my employment relationship with FOF voluntarily and acknowledge that there is no specified length of employment. Accordingly, either I or FOF can terminate the relationship at will, with or without cause, at any time, so long as there is no violation of applicable federal or state law.

I understand and agree that, no manager, supervisor or representative of FOF has any authority to enter into any agreement for employment other than at will. 

This handbook and the policies and procedures contained herein supersede any and all prior practices, oral or written representations, or statements regarding the terms and conditions of my employment with FOF. By distributing this handbook, the organization expressly revokes any and all previous policies and procedures that are inconsistent with those contained herein.

I understand that, except for employment-at-will status, any and all policies and practices may be changed at any time by FOF, and the organization reserves the right to change my hours, wages and working conditions at any time. All such changes will be communicated through official notices, and I understand that revised information may supersede, modify or eliminate existing policies. Only the Executive Director and/or Board Chair of FOF have the ability to adopt any revisions to the policies in this handbook.

I understand and agree that nothing in the Employee Handbook creates, or is intended to create, a promise or representation of continued employment and that employment at FOF is employment at will, which may be terminated at the will of either FOF or myself. Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document. I understand and agree that employment and compensation may be terminated with or without cause and with or without notice at any time by FOF or myself. 

I have received the handbook, and I understand that it is my responsibility to read and comply with the policies contained in this handbook and any revisions made to it.

________________________________________
Employee's Signature

________________________________________
Employee's Name (Print) 

____________________
Date

Copy of this signed Employee Handbook Acknowledgment and Receipt will be kept in the Employees Personnel File.
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