Personnel Policy and
Procedures Manual

Oahe Child Development Center

Prepared
April 2003

For:
Oahe Child Development Center
Pierre, South Dakota

By:
Oster Consulting, Inc.
Brookings, South Dakota

Updated: May 2011
Approved: May 2011

Oahe Child Development Center Updated May 2011 1



A Welco

Table of Contents

ME £0 OUr NEW EMPIOYEES ... 5

Agency History, .......ccoevcvnincnen

Vision and Mission Statement

Policy 1:
1.0
11
1.2
13
14

Policy 2:

3.18

Policy 4:

Policy 5:

Purpose and Use
Purpose of Policies and Procedures.
BN L e LA U o] o USRS
AADPPIICATIONS ...
Revision....
DIISCIAIMET ...ttt bbbt

Equal Employment Opportunity .
Equal Employment Opportunity .. .10
NONAISCIIMINALION ...tttk bbb bbb ar e renenne 10
Discrimination and Harassment Complaint Procedure ..10,11
Americans with Disabilities ACt .........cccceovvieininnns 11,12
Sexual Harassment/HAraSSIMENT ........c.ciiiiiieuiiiiiciiee ettt es st e b ese s s 12,13, 14
EMPIOYEE CONUUCT ...t .15
Workplace Violence

Drug and AICONOI POHICY .......c.cuiiiiiiiiiciiiiec s

Outside Employment .....

Safety Policies................

Tobacco-Free Environment...
Inclement Weather Policy .
Office Conduct............... .
CONFIICE OF INTEIESL ..o
CONTIABNTIAIITY ... ..ot

Child Abuse and Neglect Statement
ADSENTEEISM QNG TANTINESS ...cvvevviireieieieieieiee ettt ee bbbt b bbb bbb enreten
DIESS COUE......ceuerveeieitieieie ettt s e h ettt bbb bbbttt

Email and Internet Policy ..
Computer Use..............

Telephone Usage......
Employment of Relatives ..
Summer Check-Out Policy.................
Procurement and Property ManagEMEN ............coveiririerierenieeiers s eseees 27,28
COMMUNIEY GIIBVANCE .....ceveieitettaireteiseseie ittt ettt es bbb st b e b st b b s bbb £ bbbttt bbb 29

Employee Classifications and Status ChanQES ............ccccirioriiiseeresisee s .30
GBNETAL....oi bbb 30
Employee Classifications ......
Nonexempt and Exempt Status .
Training Period....
Chain Of COMMENG........c.iuiiiiiieic bbbt 31
Career and Development TIaining .........o.ouiuiuiiiiii e eee e 31,32

Recruitment and Selection
General Policy

JOD ANNOUNCEIMIENT........oivirieiierieiece ettt
ApPPLICations FOr EMPIOYMENT ......c.oviiiiriiiiiricieisii ettt bbb 34
Eligibility ......cocvvrirererrnn. .34

Qualifications ... .
DiISQUANTICALION ... bbb 34
Oahe Child Development Center Updated May 2011

2



5.6 EMPIOYMENT RETEIENCES......c.viiiciritiete ittt bbbt bbbttt 34

5.7 Criminal BackgrounNd CRECKS ...t nenete 35
5.8 ST [T o] o TSP 35
5.9 Employment Offers............ .35
5.10 Acceptance of Employment............. ... 36
511 Creating/Reorganizing NeW POSITIONS ... 36
POHICY 6: PEISONNEI RECOIUS .....oocouiriiieici bbb .37
6.0 PErSONNEI RECOIUS.......ocuiiiiiiii bbb
6.1 Confidentiality of Information

6.2 Employees' Access Rights to Personnel File INfOrmMation...........cocooeerienncenceseseecsseesiensneeins 37,38

6.3 Accuracy of EMpIOYee INFOrMALION...........coiiiriiririe ettt snes 39

Policy 7: Hours of Work and Compensation
7.0 General Policy.....
7.1 Standard Workweek....

7.2 Travel/Training Hours ... .
7.3 Pay PEriod ANG PAY DAY .....c.cvvieeiriiiririiietitsieietsies ettt sttt b sttt
7.4 THME SREBLS ...
7.5 Payroll Deductions.. .
7.6 DIFECE DEPOSIT ...eveisieeaetetsesc ittt b s8££ h bR E bbbkt b bbbt n
7.7 Wages and JOD DESCIIPIIONS. ......c.criiueiiririicierire et
7.8 OVErtime ...c.coveeeeereerrieiee

7.9 Expense Reimbursement

POLICY 81 BENETILS. ... 47
8.0 Insurance, Retirement and Workers' Compensation.

8.1 LBAVE ...ttt

8.2 Family MediCal LEAVE ........cccviiciiicicere e

8.3 Leave of Absence Without Pay.

8.4 COUE DIULY ...ttt
8.5 AL 14T T T2 TP T RS OTTR
8.6 Military Reserve Training .

8.7 Holidays........ccoevreenenee

8.8 Wellness Package............... .
8.9 Employee ASSIStANCE PrOGIaM.........ccuiiiiiiiiiieiiiie st
Policy 9: PerfOrmanCe APPIAISAIS ...........curiiriieiciiiei et .55
9.0 Performance APPIaISAIS...........oicriiiiic s 55
9.1 Types of Performance APPraiSAlS .........cv ittt is sttt bbb 55
Policy 10: Misconduct and DiSCIPIINGIY ACHION .........ciiiiiirieiee sttt .56
10.0 Causes for Disciplinary Action/Dismissal.. .56
10.1 APPEAIS ... .57
10.2 [ Lo Lot o {TorTo (U] - TR 57
Policy 11: SEparation frOM SEIVICE ........c.iiuiieiiieiiie ittt .58
11.0 GENETAI PrOCEAUIES ......couivuiiiiii bbb
111 DETINITIONS ..ot
11.2 Return of Agency Property .
11.3 VOIUNEAIY SEPAIALION ...ttt s ettt ettt nen
114 INVOIUNEAIY SEPAFALION..........cviiieiieciere e
Policy 12: Transportation PoliCies and PrOCEAUTES. .. .. ....uiuieii et et e e e 60
12.0 Age and Qualifications OF DFIVEIS. ........iuenii e ....60
12.1 Safety Sensitive POSILIONS. .........iuitiii e 60
12.2 Basic RUIES Of CONAUCL. ..ottt e 61

Oahe Child Development Center Updated May 2011 3



123
12.4
12.5
12.6
12.7
12.8
12.9
12.10
12.11
12.12

Appendix A: Drug and Alcohol Abuse Policy for CDL Drivers
Appendix B: Code of CONAUCL...........ccevviririricnriiccss
Appendix C: Pledge of Confidentiality

Guidelines for TTanSPOTTING. .. .. ....uunine ittt et et ettt e e s 62, 63
Additional Head Start GUIAEIINES. .. .....ouvneetiti it e 63
VeEhicle EQUIPIMENT. ... outtt ettt et e et e e et e e ettt e 63
Vehicle MaintenancCe. ........c.vuuiintit et e e .... 63,64
Breakdowns.. e 04
ACCIARIIES ...t e 65
Evaluating Injuries/First AQd............oouoiuiuiiii e 66
Evacuating the VehiCle. ... ... .o 66
Tlnesses and MISRaPS. ... ..o..ouiu it e e 66, 67
Adverse Weather and Road CONAItIONS ..........c..iiuiiiniiiii e 67

Personnel Policy and Procedures Manual Acknowledgment FOrm................ccooiiiiiiiiiiiiiiiiiee e 73

Oahe Child Development Center Updated May 2011 4



A Welcome to Our New Employees

It is with pleasure that we welcome you to the staff of Oahe Child Development Center. Your
appointment to your new position with us is one of which you can be proud.

To our families and others in our communities with whom you will have contact as an employee,
YOU are the Agency. The extent to which the Agency is considered friendly, knowledgeable,
efficient, reliable, and trustworthy will be measured by how others see these qualities in you. We
hope you will use your talents in a way that promotes positive community relations. If, during the
course of your employment, you find ways to improve the Agency's operations or services, or to save
the Agency unnecessary expenses, the Agency welcomes your ideas.

The Personnel Policy and Procedures Manual that follows has been prepared to guide you in better
understanding our policies, procedures, and practices concerning employment matters. Also, these
policies are to ensure fair and consistent administration for the benefit of all employees. You should
familiarize yourself with the contents of this Manual at your earliest opportunity and keep it handy as
a periodic reference source. As changes are made to this manual, you will be notified and will have
access to a copy at www.oahechild.com.

As you begin employment with Oahe Child Development Center, you will find that your associates
are ready to assist you. You will receive on-the-job guidance to acquaint you with your new duties
and responsibilities.

Again, welcome to our team of hard-working and talented staff, and please accept our wishes for
success in your new position.

Sincerely,
Executive Director
Board of Directors
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Agency History

Head Start was originally funded by the Federal government in 1965 as part of President Johnson’s
“war on poverty.” The Pierre area has been fortunate to have a Head Start program since its
inception over 30 years ago. The first Head Start service in this area was a summer program. In
1972, it became a 9-month program and in 1984 the program began Home Base Services. At the
time we served three counties: Stanley, Sully, and Hughes. Over the next five years the Home Base
expanded to serve Hyde, Mellette, and Jones Counties. In 1998, our program was funded for Early
Head Start Program. The program now serves 216 income-eligible families in a six-county area who
are expecting or have children up to five years of age.

Head Start is administered by the Administration for Children, Youth and Families, Office of Human
Services, and includes Regional Department of Health and Human Services. Each Grantee is under
the direction of a Board of Directors for the Head Start and Early Head Start program. Oahe Child
Development Center receives two grants annually: one grant for Early Head Start services and the
other for Head Start Services.

The Head Start Program is based on the premise that all children share certain needs and that children
can benefit from a comprehensive development program to meet those needs. The main goals of the
program are to foster development, bring about a greater degree of social competence, and involve
the child’s entire family, as well as the community.

Head Start Performance Standards, which promote the above-mentioned goals, have been developed
and grantees must demonstrate compliance with standards.  Standards cover Early Childhood
Development, Health and Safety, Family and Community Partnerships Programs Design and
Management.
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Mission
Leading children and families into the future.
Vision

Oahe Child Development Center recognizes and celebrates the family through its direct and
consistent involvement with the parent and child. We strongly believe parents are the primary
educators of the child(ren) and the staff will support the belief that we are all learning together. This
program will focus on developing self-esteem for the total family, including physical, social,
emotional, and intellectual development for both the children and the parents.

Notice to All Employees

The purpose of this Personnel Policy and Procedures Manual is to provide Oahe Child Development
Center employees with a common reference to the basic information that governs an individual’s
employment with the Agency.

The authority to enforce the provisions set forth in this manual rests with the Executive Director
and/or Board of Directors. *Executive Management is encouraged to adopt and enforce such policies
and procedures as are unique to a specific department. These policies and procedures may not be
inconsistent or in conflict with the policies and procedures adopted by the Board of Directors and the
Executive Director.

This manual neither implies nor establishes a contract between Oahe Child Development Center and
the employee. The contents of this Personnel Policy and Procedures Manual summarize current
Agency policies and programs and are intended as guidelines only. Oahe Child Development Center
retains the right to change, modify, suspend, interpret, or cancel any part of the published or
unpublished personnel policies or practices of the Agency. The Agency may take action without
advance notice, without having to give cause or justification to any employee. Recognition of these
rights and prerogatives is a term and condition of employment and continued employment. As such,
the contents of this manual do not constitute the terms of an employment contract. Employment with
this Agency is on an "at-will" basis, meaning that employment terms can be terminated by either
party, employer or employee, for any reason not expressly prohibited by law. The Agency
recognizes that South Dakota is an employment at-will state and the intent of the Agency is to
maintain the employment at-will status of all employees.

It is further understood and agreed that employment and benefits with OCDC are contingent upon the
availability of Federal funding of said program and this Agreement is contingent upon said Federal
funding becoming available to OCDC and is of no force and effect if said Federal funding becomes
unavailable.

*Executive Management is defined as Executive Director, Program Director, and Fiscal Director.
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Policy 1
Purpose and Use

Purpose of Policies and Procedures

Oahe Child Development Center, herein referred to as the Agency, enacts the Personnel Policy and
Procedures Manual to ensure all personnel issues are adhered to and to provide personnel
administration. The Agency has assigned all personnel issues to the Executive Director. In the
event a question arises out of the Personnel Policy and Procedures Manual, please forward any
questions to the Executive Director.

The policies and procedures for personnel administration are enacted by the Agency in order to
further the following goals:

A. To provide a uniform and sound personnel administration system throughout the Agency.

B. To inform employees of the general policies and procedures of the Agency and the benefits
and obligations of employment with the Agency.

C. To ensure that all personnel actions are based upon employee qualifications (knowledge,
skills and abilities) and job performance and comply with federal and state law.

D. To serve as written documentation of the Agency’s commitment to fair employment
practices and equal employment opportunity.

E. To assist supervisors in carrying out sound, equitable and consistent personnel
administration and in making effective use of his/her human resources.

F. To promote and encourage communication between the employer or supervisor and the
employee.

G. To protect the rights of the employee and employer throughout the employment
relationship and to ensure that the responsibilities of both parties are carried out.

Administration

The Board of Directors has approved the adoption and implementation of this Personnel
Policies and Procedures Manual. The Board of Directors reserves the exclusive right to hire,
promote or release the Executive Director. The Board of Directors invests in the Executive
Director the authority and responsibility for the selection of all other staff personnel or the
Executive Director may delegate this authority and responsibility. The Board of Directors
invests in the Executive Director, or the delegate, the authority and responsibility for carrying
out the policies, procedures, and intent of this manual, to include power to employ, promote,
assign duties and responsibilities, train, discipline or reward employees within the guidelines
of this manual. Situations not covered by written policies will be the responsibility of the
Executive Director with concurrence of the Board of Directors. All changes or amendments
to the personnel policies must be approved by the Board of Directors and the Policy Council.
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1.2

1.3

1.4

Applications

This Personnel Policies and Procedures Manual shall apply to all employees, including any
changes directed by the Board of Directors. In the event of a conflict between these policies and
state or federal law, the terms and conditions of that law shall prevail.

Revision

The Agency specifically reserves the right to repeal, modify, or amend any of these policies with
or without notice.

Disclaimer

The Agency recognizes that South Dakota is an employment at-will state and the intent of the
Agency is to maintain the employment at-will status of all employees.

This manual does not confer a contract of employment. The policies, procedures, rules and
benefits contained herein are subject to change. These policies are provided as a reference of
present policies and not a guarantee of employment or specific employment benefits.

The Agency does not recognize verbal or implied contracts for employment. Only the

Executive Director or Program Director has the authority to enter into any agreement of
employment for specified durations.
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2.0

2.1

2.2

Policy 2
Equal Employment Opportunity

Equal Employment Opportunity

The Agency is committed to providing equal employment opportunity for all persons
regardless of religion, sex, age, national origin, or disability.

Equal opportunity extends to all aspects of the employment relationship, including hiring,
transfers, recruiting, layoff and recall, promotions, training, terminations, working conditions,
compensation, fringe benefits, retirement plans, disability leave, and other terms and
conditions of employment.

The Agency complies with federal and state equal employment opportunity laws and strives
to keep the workplace free from all forms of discrimination and harassment, including sexual
harassment. The Agency considers harassment or discrimination in any form to be a serious
offense. Employees who have been subject to prohibited discrimination or harassment should
immediately report the incident to his/her supervisor or the Executive Director.

Nondiscrimination

It is the policy of the Agency not to discriminate on the basis of age, race, color, religion, creed,

national origin, sex, marital status, disability, veterans status, pregnancy, gender, ancestry,
medical condition, sexual preference, and any other protected group status. Inquiries regarding
non-discriminatory policies in employment may be directed to Management.

Discrimination and Harassment Complaint Procedure

It has been, and shall continue to be, the Agency’s policy to comply with the letter and spirit
of applicable federal, state, and local laws, ordinances and statutes concerning equal
employment opportunity and nondiscrimination. The Agency pledges that it will make a
determined and sustained effort to prevent and eliminate any discrimination within the
organization, in part by implementing the measures outlined below. This commitment also
extends to giving full consideration to the employment of individuals with disabilities for
work for which they are qualified.

The Agency has adopted this procedure to provide prompt and equitable resolution of
complaints alleging any action prohibited by the Equal Employment Opportunity Commission
(EEQC).

Any individual who believes he/she or a specific class of individuals has been subjected to

unlawful discrimination may, by himself/herself or by any authorized representative, file a
complaint.

Oahe Child Development Center Updated May 2011 10



2.3

A complaint must be filed in writing in accordance with Sections A, B, C, and D found below,
and must contain: the name and address of the individual or representative filing the
complaint, a description of the alleged discriminatory action in sufficient detail to inform the
entity of the nature and date of the alleged violation, and be signed by the complainant or
authorized representative. Complaints filed on behalf of third parties must describe or
identify the alleged victims of the discrimination.

A. Initial complaints should be directed to the individual’s immediate supervisor. The
supervisor and the individual complainant should attempt to resolve the complaint at this
level. The supervisor shall have ten working days from the date he/she was made aware
of the complaint in official written form to provide a written proposed resolution for the
complaint to the complainant. This is an informal process. NOTE: In the event the
employee does not feel comfortable going to the immediate supervisor, he/she should pass
over this step and begin this process at the next available and appropriate step.

B. In the event the complainant is not satisfied with the proposed resolution of the immediate
supervisor, he/she shall have ten working days from receipt of the formal written proposed
resolution from the immediate supervisor to forward the complaint to the Executive
Director.

C. Upon receipt of a formal written complaint, the Executive Director shall promptly conduct
a thorough investigation of the complaint. All interested parties shall be afforded an
opportunity to submit evidence relevant to the complaint. In most cases, a neutral third
party will be utilized in conducting this investigation to ensure impartiality and proper
proceedings. Thirty working days will be allowed to ensure adequate opportunity for all
involved parties to present information and to ensure the investigating authorities have
sufficient opportunity to prepare findings of facts and conclusions. At the end of this
time, the investigating authority shall provide his/her findings of facts and conclusions to
the Executive Director. Upon receipt of this information the Executive Director shall
have fourteen (14) working days to provide a formal written proposed resolution to the
complainant. Again, this may be written by the neutral party who investigated the
complaint.

D. Files and records of all complaints filed shall be maintained by the Agency.

Americans with Disabilities Act

The Americans with Disabilities Act (ADA) provides comprehensive civil rights protections
to individuals with disabilities in the areas of employment, public accommodations, and state
and local government services and programs. Title Il of the ADA states, in part, that "No
otherwise qualified disabled individual shall, solely by reason of such disability, be excluded
from the participation in, be denied the benefits of, or be subject to discrimination in
programs or activities sponsored by a public entity.”

The Agency has adopted this policy to provide prompt and equitable resolution of complaints
alleging any action prohibited by the U.S. Department of Justice regulations implementing
Title 1l of the ADA.
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2.4

23.1

2.3.2

Requesting an Accommodation

Qualified individuals with disabilities may make requests in writing for a reasonable
accommodation to his/her individual supervisor. On receipt of an accommodation
request, the supervisor and the Executive Director will meet with the individual
requesting the accommodation to discuss and identify the precise limitations resulting
from the disability and the potential accommodation that the Agency may make to
accommodate the limitations. The supervisor and the Executive Director, along with
the individual, doctor, and other necessary professionals, will determine the feasibility
of the requested accommodation, considering various factors as permitted by law.

Complaint Procedure

Any individual who believes he/she or a specific class of individuals with disabilities
has been subjected to unlawful discrimination on the basis of that disability by the
agency may, by himself/herself or by any authorized representative, file a complaint
with the Agency. Please refer to section 2.2 for appropriate complaint process.

Sexual Harassment

It is the goal of the Agency to have a workplace free of harassment, regardless of whether the
harassment is of a sexual nature or in reference to any protected group status. Any behavior that
creates or contributes to an intimidating, hostile, or offensive environment is absolutely
prohibited and will result in disciplinary action, up to and including termination.

24.1

24.2

Workplace Harassment

Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is
based upon a person's protected status as defined in section 2.1, Nondiscrimination.
Harassment includes conduct that belittles or shows hostility or aversion toward an
individual because of his/her protected status or that of his/her relatives, friends, or
associates.

The Agency believes every employee has the right to a working environment free
from all harassment.

Sexual Harassment Defined

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature constitutes sexual harassment when submission to or
rejection of this conduct explicitly or implicitly affects an individual’s employment,
unreasonably interferes with an individual’s work performance or creates an
intimidating, hostile, or offensive work environment. Sexual Harassment has two
definitions. They are:
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243

A. Quid Pro Quo— Quid Pro Quo is any threat or insinuation, explicit or implicit,
that an employee's refusal to submit to sexual advances or refusal to tolerate or
participate in unwanted conduct or communication of a sexual nature will
adversely affect the employee's terms and conditions of employment, including but
not limited to wages, advancement, evaluation, assigned duties, shift assignment,
career development, etc.

B. Hostile Work Environment— A Hostile Work Environment is any conduct or
communication of a sexual nature that has the result or effect of substantially
interfering with work performance or of creating a hostile, intimidating, or
offensive employment environment that may be considered offensive to another
employee.

Sexual harassment may include such actions as: sexually-orientated verbal kidding,
teasing, or jokes; foul or obscene language or gestures; display of foul or obscene
printed or visual material; physical contact such as patting, pinching, or brushing
against another's body; and demand for sexual favors. While such conduct generally
can amount to sexual harassment only if it is both unwelcome and either severe or
pervasive, the Agency nonetheless discourages any such conduct in the workplace,
regardless of the circumstances.

Any number of actions may constitute sexual harassment, including but not limited to
the following:
= The victim as well as the harasser may be a woman or a man. The victim does
not have to be of the opposite sex.
= The harasser can be the victim’s supervisor, an agent of the employer, a
supervisor in another area, a co-worker, or a non-employee.
= The victim does not have to be the person harassed but could be anyone
affected by the offensive conduct.
= Unlawful sexual harassment may occur without economic injury to or
discharge of the victim.
= The harasser’s conduct must be unwelcome.

Responsibilities

Everyone at the Agency and especially management is expected to avoid any behavior
or conduct that could be interpreted as unlawful harassment. All employees should
also understand the importance of informing the individual whenever that individual's
behavior is unwelcome, offensive, in poor taste, or inappropriate.

The Agency must be aware of incidents of harassment to be able to take appropriate
corrective measures.

A. Employees— If an employee believes that he/she has been subject to
harassment/sexual harassment or any unwanted sexual attention, he/she should:
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= Make his/her unease and/or disapproval directly and immediately known to the
harasser;

= Make a written record of the date, time, and nature of the incident(s) and the
names of any witnesses;

= Report the incident to his/her supervisor or the Executive Director.

All incidents of harassment/sexual harassment or inappropriate sexual conduct
must be reported regardless of their seriousness. Publicizing information about
alleged harassment without following the reporting procedures or filing a formal
complaint might be considered evidence of improper intent on part of the accuser.

B. Supervisors/Management— Supervisors must deal expeditiously and fairly with
allegations of harassment/sexual harassment within his/her department, whether or
not there has been a written or formal complaint. Supervisors/Management must:

= Act promptly to investigate harassment/sexual harassment;

= Ensure that harassment or inappropriate sexually-oriented conduct is reported to
the Executive Director;

= Take corrective action to prevent prohibited conduct from recurring.

Supervisors who knowingly allow or tolerate harassment/sexual harassment are in
violation of this policy and subject to discipline.

2.4.4 Complaint Procedure

The Agency has adopted this complaint procedure to provide prompt and equitable
resolution of complaints alleging any action prohibited within 2.4 of this manual or
with any applicable state and/or federal law relating to harassment.

Any individual who believes he/she or a specific class of individuals has been subjected
to harassment of any type by another employee, contractor, patron or any other individual
associated with the Agency may, by himself/herself or by any authorized representative,
file a complaint. Please refer to section 2.2 for the appropriate complaint procedure.
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3.0

3.1

Policy 3
Employee Conduct

Workplace Violence

It is the Agency’s desire to maintain a safe environment for the employees and participants to
conduct business and fulfill its mission. Specifically, this policy relates to all employees,
significant others, and any other individual having contact with the Agency. For the purposes
of this policy, violence and threats of violence include, but are not limited to:

Any act which is physically assaulting;

Any substantial threat to harm or to endanger the safety of others;

Behaviors or actions interpreted by a reasonable person as carrying the potential for
violence and/or acts of aggression;

Any substantial threat to destroy property;

Possession on work site of any weapon or dangerous instrument (e.g., any type of
firearms, certain knives, brass or metal knuckles, etc.) —unless required by position duties
(e.g., security guard).

mo Ow»

Threatening behaviors, acts of aggression, and violence will result in appropriate action by the
Agency, up to and including dismissal. Civil and criminal penalties will be pursued as deemed
appropriate. It is the responsibility of every employee of the Agency to take any threat or
violent act seriously, to consult with appropriate personnel, and to take action as
recommended by these resources and guidelines.

Please notify the Executive Director regarding any actual or perceived violence. In the case
of an emergency, it may be appropriate to call 911.

Drug and Alcohol Policy

The Agency is concerned about the possibility of alcohol or drug abuse in or around the
Agency, which may adversely affect employees and their jobs. An employee’s safety and life
depends on a clear, unimpaired mind, as does the safety of others who may be endangered by
the physical and mental condition of co-workers, children and/or families. Any employee
who is under the influence of drugs or alcohol will be subject to disciplinary action including
possible discharge. For the sake of your own safety and the safety of all others who work for
the Agency, please report any suspected abuse of drugs and/or alcohol.

3.1.1 Drug and Alcohol Abuse Policies
Following are the policies of the Agency regarding drug and alcohol abuse:
A. The unlawful manufacture, distribution, dispensing, possession, or use of controlled
drugs or substances as defined in applicable State and Federal Regulations is

prohibited. The use of alcohol while on duty, on or off business property owned or
leased by the Agency, is proper cause for disciplinary action.
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B.

Any illegal controlled drug or substance possessed while on duty by employees will
be turned over to the appropriate criminal justice agencies and may result in criminal
prosecution.

It is not permissible for an employee to be under the influence of controlled drugs or
substances or alcohol on the job, except as provided for in item (D).

. The legal use of controlled drugs or substances prescribed by a licensed physician is

not prohibited. Employees in a position where side effects of the prescribed
medication could affect performance and safety on the job are required to disclose
such use and side effects to his/her supervisor.

E.The illegal use, sale, and/or possession of controlled drugs or substances while off

duty and off Agency premises that results in a criminal conviction is unacceptable.
Off-duty alcohol-related, criminal convictions are also unacceptable. They may
affect the job performance and the confidence of the Agency’s ability to meet its
responsibilities. Such off-the-job conduct may be proper cause for disciplinary
action.

3.1.2 Parameters for Testing for Drugs and Alcohol

The Agency may request that an employee undergo drug and alcohol testing for
various reasons to include but not limited to random testing, pre-employment, post-
incident, or reasonable suspicion the employee is under the influence of drugs or
alcohol during work hours. “Reasonable suspicion” means an articulate belief based
on specific facts and reasonable inferences drawn from those facts that an employee is
under the influence of drugs or alcohol. Circumstances which constitute a basis for
determining reasonable suspicion may include, but are not limited to:

A

gow

E.

A pattern of abnormal or erratic behavior, which is so unusual that it warrants
summoning a supervisor or other individual for assistance;

Information provided by a reliable and credible source with personal knowledge;
Direct observation of drug and alcohol use;

. Presence of the physical substance of drugs and/or alcohol use (alcohol odor on

breath, slurred speech, poor coordination, etc.);
Possession of substances in violation of the Agency drug and alcohol policy.

3.1.3 Employee Responsibility

A

Notification—Each employee is required by law to inform the Agency within five
(5) days after he/she is convicted for violation of any federal or state criminal drug
statute where such violation occurred on the Agency’s premises. A conviction
means a finding of guilt, to include a plea of nolo contendere, or the imposition of
a sentence by a judge or jury in any federal or state court. Employee’s failure to
comply with this policy may result in disciplinary action.
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3.2

B.

Violation—If an employee is convicted of violating any criminal drug statute
while on the premises, he/she will be subject to disciplinary action up to and
including termination. Alternatively, the Agency may require the employee to
successfully finish a drug abuse program sponsored by an approved private or
governmental institution.

3.1.4 Management Responsibility

3.15

A

Communication—The Executive Director must notify the United States
Government Health and Human Services ACY agency with which the contract
was made within ten (10) days after receiving notice from the employee or
otherwise receives actual notice of such a conviction.

Search—Supervisors/Executive Director shall not physically search the employees
nor shall they search his/her personal possessions without consent or the presence
of the employee. Supervisors/Executive Director shall notify the proper law
enforcement agency when he/she has reasonable suspicion as defined in 3.1.2.

Executive Director will notify both the Policy Council and the Board of Directors
of any actions taken which result in a disciplinary action, will specify the reasons
such action was taken, and will secure approval of the Board and Policy Council
for disciplinary action leading to the termination of the employee.

Testing Procedure

Where reasonable suspicion or post-incident circumstances exist, employees may be
asked to submit to blood and/or urine testing by a qualified medical physician at the
Agency’s expense. Prior to testing, the proper authority shall secure a signed release
statement from the employee to have the physician release medical information to the
Agency’s Attorney. An employee who refuses to consent to a drug and/or alcohol test
in accordance with this policy may be subject to disciplinary action.

A positive test result may result in disciplinary action. All documentation and results,
if positive, will be filed in a sealed confidential envelope with need-to-know access
only. Disclosure to any other person, agency, or other organization is prohibited
unless written authorization is obtained from the employee.

Note—Nothing in this policy shall be interpreted as constituting any waiver of or limitation
on the Agency’s responsibility to maintain discipline. As a condition of further employment
on any federal government contract, the law requires all employees to abide by this policy.
Agreement to adhere must be signed by each employee.

Outside Employment

An employee may have special skills or abilities that make it possible for him/her to earn

additional income during the employee’s off-duty hours. Very often personnel can provide
services that would not otherwise be available to the community. Outside employment by a
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person who is employed in a program financially assisted by ACYF (Administration for
Children, Youth, and Families), is subject to the following conditions:

A. Such employment shall not interfere with the efficient performance of the employee's duties
in the ACYF assisted program, Head Start/Early Head Start Agency.

B. Such employment shall not involve conflict of interest or conflict with the employee's duties
in the ACYF assisted program, Head Start/Early Head Start Agency.

C. Such employment shall not involve the performance of duties that the employee should
perform as part of his/her employment in the ACYF assisted program, Head Start/Early Head
Start Agency.

D. Such employment shall not occur during the employee’s regular or assigned working hours in
the ACYF assisted program, the Agency, unless the employee during the entire day during
which outside employment occurs is on Leave.

The Agency does not consider outside employment to be an excuse for poor job performance,
tardiness, absenteeism, or refusal to work overtime. If outside employment leads to these
problems, disciplinary action may occur, up to and including termination.

Safety Policies

The Agency is committed to doing everything possible to prevent injury to employees, to
prevent damage to property, and to protect the employees and the public from the results of
accidents. For additional information on safety policies, refer to safety policies in the
Transportation Plan/Procedure. The Agency realizes safety belts are an important and
efficient means to accomplish this goal. Therefore, it is the policy that all employees and
his/her passengers, shall be required to use seat belts when driving any Agency owned or
leased vehicle or while driving his/her personal vehicle on official Agency business. Failure
to comply with this policy may result in disciplinary action.

Safety Procedures for Vehicles

1. All children (4°8” and/or 80 pounds and less) must be placed in the back seat in a child
restraint at all times.

All riders must use a seat belt.

No one may smoke at any time in a staff vehicle.

Drivers must obey all traffic laws (e.g., obey speed limits).

Staff using program vehicles must go over vehicle safety checklist on a weekly basis.
Tires and lights (including turn signals) should be inspected daily. Windows should be
kept clean at all times.

6. Staff should report any vehicle concerns to the Program Director.

arwd

Tobacco-Free Environment

In compliance with the Pro-Children Act of 1994, the Oahe Child Development Center promotes
a tobacco-free environment for all of the children in its various programs.

Oahe Child Development Center Updated May 2011 18



35

3.6

Head Start/Early Head Start may provide information about the effects of smoking and passive
smoke to parents and employees. Programs on wellness and smoking cessation may be offered
through the efforts of the Family Community Partnership Services and Health components.
Developmentally appropriate smoke-free activities may be incorporated into the education
curriculum.

The Agency prohibits use of any tobacco products at all times in all space utilized by the
Agency. This includes classrooms, employee offices, kitchens, restrooms, parent and employee
meeting rooms and parking lot (used in the evenings as well as during the day), hallways,
outdoor play areas, and all vehicles. This area includes a tobacco-free zone of 50 feet around the
facilities unless you are on the drug free zone, then it is prohibited.

Parents and employees will refrain from the use of any tobacco products at any Head Start/Early
Head Start sponsored function, including field trips, picnics and special events. This policy does
not extend to parents during home visits; however, parents and staff should be aware of their
importance as role models to the children and not use any tobacco products in front of them.

When the Agency shares facility space in a building with another entity, the Executive Director
will work with the administrator(s) and employees of that program to exclude the use of tobacco
products from outside sources into the Head Start/Early Head Start occupied space. In addition,
any accommodations utilized by employees, parents or other volunteers and paid for by the
Agency program shall be tobacco free.

Inclement Weather Policy

The Agency remains open in all but the most extreme circumstances. Unless an emergency
closing by the Executive Director is announced via notification to the local radio station, all
employees are expected to report to work. However, all employees are urged to use their own
discretion in deciding whether they can commute safely to work. When an emergency closing
has not been declared, staff members are urged to report according to the schedule.
Employees who do not report to work because of inclement weather have the option of using
unpaid leave or paid leave.

3.5.1 Administrative Closure

The Executive Director will make decisions based on circumstances.

Office Conduct

Employees, paid consultants and volunteers shall conduct themselves in a businesslike
manner appropriate to his/her job responsibilities. Individuals must avoid behavior that
interferes with the operations or mission of the Agency. In addition, employees, paid
consultants and volunteers are prohibited from promoting personal, political, or religious
views or attitudes in the workplace. Such activity will result in disciplinary action.
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Conflict of Interest

All employees must avoid activities or relationships that conflict with the Agency’s interests
or adversely affect the Agency's reputation. The types of activities and relationships
employees must avoid include but are not limited to:

A. Accepting or soliciting a gift, favor, or service that is intended to, or might appear to,
influence the employee's decision-making or professional conduct;

B. Accepting, agreeing to accept, or soliciting money or other tangible or intangible benefit
in exchange for the employee's favorable decisions or actions in the performance of
his/her job;

C. Accepting employment or compensation or engaging in any business or professional
activity that might require disclosure of the Agency’s confidential information;

D. Accepting employment or compensation that could reasonably be expected to impair the
individual's independent judgment in the performance of official duties.

Employees must disclose actual or potential conflicts to the Executive Director as soon as
they become aware of them. Small tokens of appreciation from families are excluded from this
policy. Failure to make required disclosures or resolve conflicts of interest satisfactorily can
result in discipline up to and including termination of employment.

Confidentiality

Any written, verbal or observed information regarding a child and/or family is considered to be
confidential. Volunteers are considered to be part of the staff for the purpose of this policy.

Head Start/Early Head Start gathers and documents information in the following areas:
education, health, medical, dental, mental health, parent involvement, social services, and
nutrition. The purpose for gathering information is to provide comprehensive services for
enrolled children and their families. Information gathered is considered confidential and is
known only to the employee on a need-to-know basis. In order to ensure confidentiality is
maintained, the Agency has established the following guidelines, which are subject to review and
revision annually.

A. Employees, volunteers, Policy Council, and Board sign a pledge of confidentiality each fall.
This statement is kept on file in the employee’s personnel record. Training regarding this
policy is provided at that time. Employees hired after pre-service will receive training on this
policy within 30 days of hire.

B. Parents are considered the primary source of information regarding their child and family.
Information will not be obtained without specific parental consent in writing.
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Oahe Child Development Center, Inc. will release information that is generated for or by the
Oahe Child Development Center, Inc. program to other agencies upon written authorization
by a parent/guardian. Information that is not generated by or for the Oahe Child Development
Center, Inc. program will not be released to other agencies. Any information may be released
to the legal guardian upon written request by the legal guardian. Only exceptions are
immunizations. Family Community Partnership Staff have authority to make copies of
requested information.

The only exception to this policy is when a child is a possible victim of child abuse and/or
neglect. State law mandates the Agency to report suspected cases and cooperate in these
investigations.

Legal guardians are welcome to review their child's file.
Children's files are stored in a locked file cabinet in the Head Start/Early Head Start Office.
The file may not be removed from the Agency site. Oahe Child Development Staff will have
access to files as needed. Health and Human Services and/or audit or licensing agencies may
have access to records when program is being reviewed.

At no time does a volunteer have access to a child's file unless it is his/her own child.

. Employees who violate the confidentiality of families and/or staff information such as

payroll, etc. will go through the following process:

1. Intentional Violation: Termination with notice provided in writing.
2. Unintentional Violation:

Verbal warning

Verbal reprimand

Written reprimand

Written notice of probation

Termination in writing

Poo o

Parents and employees may contact the Executive Director for suggestions and concerns
regarding the policy.

3.9  Child Abuse and Neglect Statement

follows:

A. Employees are required by law to report suspected child abuse or neglect. Steps are as

1. Person receiving information will make the call to Social Services with a member of

the Executive Management Team.

Staff report to the supervisor/director.

Staff member completes Referral Report.

4. Supervisor of the area advises director/designee and gives him/her completed Referral
Report.

5. Director/designee gives Referral Report to Executive Director to file in confidential
file.

6. In the absence of Director/designee, seek next in charge.

w ™
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7. In the event of eminent danger, staff will call Department of Social Services and/or
local law enforcement, then follow steps 1 through 6.

B. Employees should call Department of Social Services, Office of the Child Protection.
After 5:00 p.m. the police department should be called.

C. All employees will have a Criminal Background check and a Central Registry to be sure
they have not committed a crime of child abuse. Disclosure form is signed upon
application for position.

D. Failure to follow above policies and procedures will result in probation or termination of
employment.

Absenteeism and Tardiness

Employees are expected to be on the job, on time, every day they are scheduled to work.
Unscheduled absences, late arrivals, and early departures are grounds for disciplinary action
and are considered during the employee's annual performance review.

An employee absent from work due to illness or disability shall notify his/her immediate
supervisor. Staff must call at least one (1) hour prior to scheduled start time. However, if an
employee has an idea the night before that he/she may possibly be unable to come to work,
the employee should call with that information also. If an emergency situation exists, indicate
the nature of the situation and the expected length of absence.

An employee is responsible to inform his/her supervisor of his/her responsibilities for the day
such as: riding the bus, eating in the classroom, meetings, home visits, etc. Employees shall
give suggestions as to who might be able to help with these responsibilities or what should be
done about them. Supervisor should ask employee what the needs of the day are if the
employee does not offer this information. Teacher and teacher assistants will follow the
Substitute Procedure when finding a replacement. Director/Supervisor updates the “Sign Out
Board”.

After three (3) consecutive sick days, medical doctor approval may be necessary prior to an
employee’s return to work. However, the supervisor may request a physician’s notice at any
time. Any employee found to have abused his/her attendance and/or benefit privileges may
be subject to disciplinary action.

Employee is responsible for filling out a leave slip upon return and attaching it to his/her time
sheet.

If an employee is absent two (2) consecutive days without proper notification he/she will be
considered to have voluntarily resigned his/her position.
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Dress Code

All employees are required to present a positive image to the public and our families.
Accordingly, each employee is required to wear appropriate attire during work hours and
socializations. Adults at Oahe Child Development Center are asked to dress in a manner
which supports a serious and safe environment for learning. The following dress code is
required for Oahe Child Development Center staff and anyone volunteering in a Head Start
Center. It is strongly recommended for any adult visiting an Oahe Child Development
classroom. Supervisors are responsible for monitoring the dress policy

Adults must wear shirts/blouses. Blouses/shirts which show the torso, stomach, cleavage, or

midriff are not allowed. Undergarments are not to be visible. Adults may not wear any

clothing, jewelry or other insignia that:

¢ Advocates or encourages the use or abuse of drugs, tobacco, or alcohol.

e Expresses or advocates prejudice or discrimination against people based on race, ethnicity,
gender, religion, national origin, or sexual orientation.

o Advocates or encourages illegal activity.

Clothing which has been deemed by local law enforcement or other experts to be gang-

related.

At all times appearance shall be neat and professional. Shoes must be worn at all times.

Jeans must have no holes or tears.

Shorts must have a minimum inseam of 4”.

Visible body piercings that are distracting to the work environment are not allowed.

If it is determined that an employee/volunteer is inappropriately dressed or groomed, he/she
will be instructed to go home, make necessary changes, and return to work in a reasonable
amount of time. This time will not be compensated.

Email and Internet Policy

The Agency provides its employees with systems to send and receive electronic mail (email) and
information so they can work more productively. The Agency’s email system is a valuable
business asset and staff are required to use program assigned email address for work related use.
The messages sent and received on the email system, like memos, purchase orders, letters, or
other documents created by employees in the course of his/her workday, are the property of the
Agency.

Electronic media and services are primarily for company business use. Limited, occasional or
incidental use of electronic media (sending or receiving) for personal, non-business purposes is
understandable and acceptable — as is the case with personal phone calls. However, employees
need to demonstrate a sense of responsibility and may not abuse the privilege.

The company also reserves the right, in its discretion, to review any employee’s electronic files
and messages and usage to the extent necessary to ensure that electronic media and services are
being used in compliance with the law and with this and other company policies.
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Any employee found to be abusing the privilege of company-facilitated access to electronic
media or services will be subject to corrective action up to and/or including termination.

This policy explains rules governing the appropriate use of email and the Internet and sets out the
Agency’s rights to access messages on the email system or review files downloaded from the
Internet. Employees should not have any expectation of privacy with respect to messages or files
sent, received, or stored on the agency’s email system. Email messages and files, like other types
of correspondence and documents, can be accessed and read by authorized employees or
authorized individuals outside the Agency.

3.121

3.12.2

3.12.3

Confidential Information

Email and/or the Internet should not be used to communicate sensitive or confidential
information. Employees should anticipate that an email message might be disclosed to or
read by individuals other than the intended recipient(s), since messages can be easily
forwarded to other individuals. In addition, while the Agency endeavors to maintain the
reliability of its email system, employees should be aware that a variety of human and
system errors have the potential to cause inadvertent or accidental disclosures of email
messages.

Employees shall consult the Executive Director and their supervisor before emailing
highly sensitive or confidential information.

Restrictions

The Internet and email are intended to be used primarily for business purposes only.
Employees are strictly prohibited from sending email or otherwise using the email
system and/or the Internet in connection with any of the following activities including but
not limited to:

A. Engaging in illegal, fraudulent, or malicious activities;

B. Engaging in activities on behalf of organizations with no professional or business

affiliation with the Agency;

Sending, storing or accessing offensive, obscene, or defamatory material;

. Annoying, harassing, or discriminating against other individuals;

Sending uninvited email of a personal nature;

Using another individual's account or identity without explicit authorization;

. Attempting to test, circumvent, or defeat security or auditing systems without prior
authorization;

H. Permitting any unauthorized individual to access the agency email system;

OMMOoO

Responsibilities

It is the responsibility and duty of all employees to delete email messages that contain
any of the above prohibited activities. In addition, employees are to notify
management of any offensive, harassing, or disturbing email communication sent via
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an internal source (employee to employee, vendor to employee, program participant to
employee, etc.) of the Agency. Employee are expected to check e-mail daily.

3.12.4 Violations

Employees violating the email and Internet policy are subject to discipline, up to and
including termination. Employees using the email system for defamatory, illegal, or
fraudulent purposes and any employee who breaks into unauthorized areas of the
Agency’s computer system also are subject to civil liability and criminal prosecution.

Computer Use

The Agency provides computers and other computer-operated technology to increase
efficiency and to perform work-related tasks. The Agency strives to provide reasonably up-
to-date equipment to further accomplish this purpose. Use of all computer technology to
include software is expected to be for work-related purposes. Use for personal and/or
entertainment purposes is discouraged. Employees are expected to exercise their best
judgment at all times and to avoid any situation that may cast doubt on the integrity of the
employees or the Agency.

3.13.1 Responsibilities

Employees must not engage in any activities, transactions, or relationships that are
incompatible with the impartial, objective, and effective performance of their duties.
In addition, all employees are expected and required to protect the Agency's
confidential information. Confidential information should never be transmitted or
forwarded to outside individuals or companies not authorized to receive the
information. The Agency also requires its employees to use the computer system in a
way that respects the confidential and proprietary information of others. Employees
are prohibited from copying or distributing copyrighted material—for example,
software, database files, documentation, or articles.

Telephone Usage

Proper use of telephones, cellular phones, voice mail, fax machine, and other components of
the Agency's telephone system is important in controlling costs, ensuring effective
communications, and maintaining productivity. While the telephone system is intended to be
used for business purposes, the Agency recognizes that some personal calls are necessary.
Employees are permitted to make and receive personal calls that are urgent or extremely
difficult or impractical to schedule outside of work hours. Such calls should be infrequent and
as brief as possible. Whenever possible, employees should make personal calls during meal
or break periods.

3.14.1 Voice Mail

Voice mail, like the other components of the Agency’s telephone system, is intended
for business use. All messages are Agency records. While voicemail passwords are
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3.14.2

intended to limit access to authorized people only, employees should not have an
expectation of privacy in connection with voicemail messages and should use the
system accordingly. Employees with voicemail boxes should respond to their
messages promptly and delete old messages.

Violations

The use of the Agency’s telecommunications systems to make or send fraudulent,
unlawful, or abusive calls or messages is prohibited. Employees are to report any
threatening, intimidating, or harassing telephone calls to their supervisor or to the
Executive Director. Any employee identified as the initiator of fraudulent, unlawful,
or abusive calls or messages is subject to disciplinary action and possible criminal
prosecution. In instances where harassing calls are identified as originating from
outside the Agency's premises, the telephone company or appropriate
telecommunications provider is notified.

Making or sending fraudulent, unlawful or abusive calls or messages violates the
Agency's policy and is a crime under both state and federal laws. Violations of this
policy can result in criminal charges and prosecution, as well as discipline, up to and
including discharge.

Employment of Relatives

No person whose employment is supported by ACYF funds or by cash contributions to the non-
federal share shall hold positions in which they directly supervise or recommend personnel
actions to their immediate family or household member.

No person shall hold a job with the Agency while either he/she or a member of his/her
immediate family serves on a board or committee which, either by rule or by practice regularly
nominates, recommends, or screens candidates for the agency or program by which he/she is
employed.

A member of an immediate family is the employee’s: spouse, child, father, father-in-law, mother,
mother-in-law, brother, brother-in-law, sister, sister-in-law, son-in-law, daughter-in-law,
grandparent, grandchild, stepparent, and stepchild.

Summer Check-Out Policy

Part year employees must follow this policy:

A. Check keys in with Human Resource/Fiscal Assistant or delegated person and fill out
appropriate documentation.

B. Make sure work area is clean and items put away so custodian can easily move furniture.

C. Home Visitors must complete the “summer check-off” and turn it in to their supervisor.
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Procurement and Property Management

Employees who make purchases over $100 must submit a Purchase Order to their supervisor.
Supervisor’s signature must be obtained on the Purchase Order form prior to purchase. Directors,
specialists, and designated individuals are responsible for budgets relating to their positions,
based upon collaboration with the Fiscal Director.

3.17.1 Required Procurement Procedures

A. A comparison of lease or purchase will be done to determine the most economical
way to purchase necessary items. Awvailability of grant funds will be taken into
consideration at the time.

B. All possible efforts will be made to use small or minority owned businesses in the
service area.

C. Invoices will be checked against purchase orders or supply request forms and
receiving reports.

D. All goods and services are received prior to payment.
E. Files are maintained for all purchases.

F. Requests for proposals will have clear specifications that do not contain name brands
or other features that limit competition.

G. Purchases made over $500.00 require a minimum of two (2) documented phone,
catalog or internet estimates. Estimates must be kept on file.

1. Price and item meeting Agency needs will be accepted.
2. Notification of bid acceptance will be by phone.

H. Purchases over $25,000.00 will require formal advertising requesting written
proposals.  Advertising will be done for the appropriate amount of time with a
minimum of two (2) days depending on the need. Specifications will be easily
definable.

1. Proposals meeting Agency needs will be accepted.

2. Notification of acceptance will be by phone with letter to follow.

3. Proposals will remain on file.

4. Bidder will be able to be present at the opening of proposals. Bidders at the
opening of proposals may make any additional remarks needed to explain
their proposal.

5. Bids will not be used if Surplus Federal Property is purchased.

I.  Procurement, Suspension and Debarment:
Oahe Child Development Center, Inc. is prohibited from contracting with or making
sub awards under covered transitions to parties that are suspended or debarred or
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shows principals are suspended or debarred. Covered transactions include
procurement contracts for goods and services equal to or in excess of $100,000 and
all non-procurement transactions (e.g. sub awards to sub recipients).

Contractors receiving individual awards for $100,000 or more and all sub recipients
must certify that the organization and its principals are not suspended or debarred.
Oahe Child Development Center, Inc. may rely upon the certification unless you
know that the certification is erroneous.

3.17.2 Non-Expendable Property Requirement

1.

Property records shall be maintained for all items with a useful life of more than
two (2) years and a purchase price of $500.00. Records shall include:
Description of purchase

Serial number, model number, or other identification number

Source of the equipment, including the award number

Where item is located

Acquisition date (or date received)

Condition / date information was reported

Unit acquisition cost

Disposition data / date of disposal / sale price or method used to determine
current fair market value.

IOTMUO®>

Human Resource/Fiscal Assistant will provide information to Data
Encoder/Program Assistant after purchases are made to update inventory list.

3.17.3 Expendable Property Requirement

1.

2.

Our Agency will ensure that all physical assets are safeguarded from loss,
damage and theft.

Human Resource/Fiscal Assistant will provide information to Data
Encoder/Program purchases are made to update inventory list.

Data Encoder/Program Assistant will update the inventory reports in the
computer of items that exceed $500. The Data Encoder/Program Assistant will
give a new report to the Executive Management Team annually.

Data Encoder/Program Assistant will update the vehicle purchases and
disposition records with Program Director.

Data Encoder/Program Assistant and Program Director will be responsible for
reviewing inventory on an annual basis. This should be completed in
May/June for part-year staff.

3.17.4 Free Competition Requirement

All grantee procurement transactions, whether negotiated or advertised and regardless of dollar
value, must be conducted in a manner providing maximum open and free competition.
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Community Grievance

Citizens of the community with concerns should first contact the Executive Director. If concerns
are not resolved, the Executive Director will refer the problem to the Board Chairperson. The
Board Chair will initiate a review of the concern.
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4.1

Policy 4
Employee Classifications and Status Changes

General

Proper classification of employees is important to administering salaries, determining
eligibility under the Agency’s employee benefits plan, and complying with employment and
tax laws. The Agency offers regular full-time, regular part-time and may offer temporary
employment opportunities to meet a variety of staffing requirements and accommodate
employee needs and preferences. The Agency may also use contract workers.

All employees—whether regular full-time, regular part-time, or temporary—are classified as
exempt or nonexempt for overtime and minimum wage requirements.

As all employees are hired conditionally on the basis of continuing fitness or need, these
status categories or anything contained in these policies and procedures do not guarantee
employment for any specified length of time. Rather, employment is at the mutual consent of
the employee and the Agency and can be terminated at-will by the employee or the Agency.
The Agency specifically reserves the right to repeal, modify or amend any of these policies, with
or without notice, by the Executive Director and/or the Board of Directors of the Agency.

All employee agreements and benefits are contingent upon funding being available.

Employment at-will means that either the employer or the employee may end the employment
relationship without being legally required to give either notice or a reason.

Employee Classifications

A. Regular Full-Time Employee— A regular full-time employee is an employee who is
employed by the Agency to work a predetermined schedule of at least thirty (30) hours per
normal workweek and has completed his/her training period. A regular full-time
employee may be exempt or nonexempt and is eligible for benefits.

Eligible Benefits
Leave

Holidays

Life/Disability

Retirement

Wellness Package

Employee Assistance Program

B. Regular Part-Time Employee— A regular part-time employee is an employee who
regularly works fewer than thirty (30) hours per week and has completed his/her training
period. A regular part-time employee may be exempt or nonexempt and is eligible for
paid holidays, leave retirement, benefits.

C. Seasonal or Temporary Employee— A seasonal or temporary employee is an employee
who is employed by the Agency for a specified period of time or for the duration of a
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specified and definable project. A seasonal or temporary employee may be exempt or
nonexempt and is not eligible for benefits.

Nonexempt and Exempt Status

The Agency classifies each employee or position as exempt or nonexempt:

A. Exempt Status— Exempt employees are salaried employees and are not subject to
federal and state overtime requirements. An employee is exempt if determined to be an
executive, administrative, professional employee, computer specialist or outside sales
representative as defined by the Fair Labor Standards Act.

B. Nonexempt Status— Nonexempt employees are entitled to overtime pay of at least one-
and-one-half times (1%2) his/her regular rate for hours worked in excess of 40 in any
workweek. Any employee who is not classified as exempt is nonexempt.

Training Period

The training period is a period in which a newly hired employee of the Agency is completing
his/her first 120 working days of employment.

4.3.1 Purpose of Training Period

The training period is an intrinsic part and extension of the employee selection process
during which the employee will be considered in training and under careful
observation and evaluation by supervisory personnel. Generally, this period will be
utilized to train and evaluate the employee's effective adjustment to work tasks,
conduct, observance of rules, attendance and job responsibilities.

Chain of Command

Each employee has a direct supervisor from whom they receive Agency information guidance to
assist in the performance of his/her job duties. All employees should follow the chain of
command described in the Agency organizational chart. In the absence of the Executive Director
(travel, leave, etc.), the directors have operating responsibility for the Agency. The Fiscal
Director acts as Executive Director in making fiscal decisions in the absence of the Executive
Director. In the absence of the members of the Executive Management Team, one designated
person will have decision making authority. This person will be the Center Base Education
Manager regarding Pierre center issues and Early Head Start/outlying areas will be the HS/EHS
Education Manager.

Career and Development Training

The Agency will provide opportunities to employees for further education/training and for
advancement through a career development program.
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The various positions within the Agency are organized in such a manner as to provide career
advancement opportunities. An employee having the qualifications for a given job may apply
for that position. An Employee will be considered if he/she has positive job performance
evaluations and the qualifications.

Career development, in the form of further education and/or training, is encouraged. This
includes on-the-job training, ACYF sponsored training, courses offered through local public
schools, SD State Government sponsored programs, college and university course work, in-
service and Child Development Associate (CDA). Upon completion and receipt of degree or
CDA Certification, an employee may move appropriately on the pay scale.

For these career development activities, the Agency will assist employees in the cost of
registration fees, tuition, etc. to the extent of the Agency's budgetary capabilities.

An employee who develops a written plan for certification or degree or for long-term educational
goals in cooperation with his/her supervisor and submits that plan to CDC for approval, may
request financial assistance to achieve those goals. Generally, the Agency will reimburse the
individual staff members a percentage of the cost of tuition and fees for college courses,
depending on funds available. A Professional Development Plan must be in place by September
1st, to apply for funds for the next fiscal (grant) year. If funds are limited, job-specific courses
will be given priority. Request for Continuing Education Reimbursements must be turned into to
CDC by January 15™ of each year. In February, all reimbursement requests for tuition/books
will be reviewed by CDC and funds will be reimbursed as funds allow.

A record of all formal education/training and career development activities for each employee
shall be kept in their personnel file and tracked. Employees shall complete an evaluation of each
relevant training or educational experience and these evaluations will be maintained with that
professional development plan and training records in the staff personnel file. A training record
is maintained during the entire time of employment.

All educational development and funding efforts are based upon equal employment
opportunity and conducted without regards to age, race, color, religion, creed, national origin,
sex, marital status, disability, veteran status, pregnancy, gender, ancestry, medical condition,
sexual preference, and any other protected group status. In the event an employee feels that
he/she has been discriminated against, please see section 2.2 Complaint Procedure.
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5.1

Policy 5
Recruitment and Selection

General Policy

It is the policy of the Agency to recruit and fill job vacancies with the most qualified applicant
for the position. The Agency has two methods of recruiting qualified applicants to fill job
vacancies: internal and external posting. All recruitment efforts are based upon equal
employment opportunity and conducted without regards to any protected group status.

In the process of selecting staff to fill job vacancies, whenever applicants are equally qualified,
consideration shall be given to applicants of minority backgrounds, to Head Start/Early Head
Start parents, and to present employees within the Agency. However, the chief concern of those
involved in the employee screening and selection process shall be to acquire the best qualified
person for the positions within the Agency.

It is the Executive Director's responsibility to hire temporary help, not to exceed 30 consecutive
working days, and to decide how long that person stays within that time frame. Temporary help
hired longer than 30 days must meet with Policy Council and Board approval.

Job Announcement

The Executive Management Team and Human Resources shall determine if and at what level a
position shall be advertised for filling. Consideration will be given to promotion opportunities,
staff qualification and the lowest salary level at which the position can be filled and still maintain
the integrity of the position. Job vacancy announcements may be posted in the Agency’s office.

Openings may be advertised publicly for a minimum of once per week for two (2) consecutive
weeks. The following media may be utilized to inform parents and community-at-large of job
openings:

Career Center

Local newspaper

Parent newsletter

Teacher newsletter or flier
Oahechild.com

moowp

Oahe Child Development Center will only advertise and hire people with bachelor’s degrees
for all Center Based and Combination Option Teachers, starting March 2010.

A recruitment file shall be established at the time the job vacancy notice is issued. The file shall
contain the following:

A. Copy of job description
B. Applications received include central registry check, stamped with date of receipt.
C. Copies of any correspondence between the agency and applicants.
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5.6

5.7

In compliance with the spirit and intent of the Civil Rights Act of 1964, all public advertisements
and job vacancy notices from employment openings in the Oahe Child Development Center shall
include the following statement: “An Equal Opportunity Employer"”. In addition, the following
must be stated: "We do not discriminate against qualified individuals with disabilities."”

Applications for Employment

All applications will be kept on file for a period of one year in the event of other job openings
within the agency for which the applicant might qualify, unless he/she specifically requests
that his/her application be returned. Reference letter and/or comments will be detached from
the application, prior to it being returned to the applicant.

Eligibility

To be eligible for employment with the Agency, applicants must be legally eligible to be
employed in the United States as proven on the required 1-9 form.

Qualifications

The Agency maintains job descriptions on each position. This description establishes the
minimum required levels of education and experience necessary to qualify for appointment.
Each description may also detail desired skills or qualifications, which are preferred by the
Agency and will be given foremost consideration.

Disqualification

The Agency disqualifies an applicant from employment if he/she does not meet the minimum
qualifications, (special circumstances may be approved by the board) knowingly has made a
false statement on the application form or resume, has committed fraud during the selection
process, or has failed to register for the selective service as required by law.

Employment References

To be considered a qualified applicant, all candidates for positions with the Agency must
provide the names, addresses and, where possible, the name of a supervisor or contact person
for the last two places of employment. A member of the interview team must document and
verify. Job candidates should be made aware that the Agency’s evaluation of his/her
qualifications and suitability for employment normally includes contacting these employment
references to verify information provided in application forms, interviews, or resumes.

Criminal Background Checks

As a condition of employment and in accordance with the Fair Credit Reporting Act, the
Agency is mandated by state and federal law to conduct a criminal background check on all
positions. In addition to employees, volunteers may need to submit a criminal background
check as deemed applicable to the volunteer’s duties State Criminal Records Check and
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5.9

Central Registry will be conducted on volunteers who work 30 consecutive days or more.
(See 5.9 for more details.)

Current employees are required to report any conviction for a criminal offense, which occurs
during the time they are employed by the Agency.

Selection

Selection of the applicant for the position advertised shall be administered in the following
manner.

A. Executive Director: The Head Start/Early Head Start Policy Council and Board or
their representatives shall review all applications for the position and shall arrive at a
list of not less than three for the position. The Council shall submit the list to the
Chairperson of the Board and the Board shall decide which Board members shall
interview and hire a new Executive Director. Grant funds, if available, may be
utilized to pay the transportation costs of applicants for the position of Executive
Director from his/her place of residence to the Agency for a formal interview. If
travel of considerable distance is involved, per diem may be authorized. The most
economical means of transportation will be utilized, in these instances.

B. All Other Positions: At the close of the announcement period, all applicants will be
screened by Human Resources and a member the Executive Management Team to
determine which candidates to interview. Verification of personal and employment
references may be utilized in making the determination. The Interview Committee
will generally consist of the Executive Director, Program Director, immediate
supervisor for the position, Human Resource/Fiscal Assistant, a policy council
member or a parent when a council member is not available. The relevancy and
extent of the applicant's previous experience, employment history, prior earnings,
education and training, plus the letters of reference received for each applicant, will
be utilized in making this determination.

Employment Offers

Once the best-qualified candidate for the position is determined, the perspective employee
will be contacted to determine interest. Applicant will complete the paperwork for the
criminal records check. Criminals Record Check and Central Registry will be sent in for
results. Once the State Criminal Records Check and Central Registry have been received and
are acceptable, the recommendation to hire the applicant will be taken to Board and Policy
Council for approval. After Board and Policy Council approval, a hire letter will then be sent
to the applicant with the hire date.

The candidate will be made fully aware of his/her at-will employment status regarding
employment with the Agency. Both the verbal and written offers of employment are
conditional offers inasmuch as they are contingent on the Agency's verification of reference
information and completion of any background check and the submission of satisfactory
employment-eligibility documentation required by federal law as well as any post offer
examinations which may be required.
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5.10 Acceptance of Employment

5.11

After an individual has accepted employment with the Agency, the Human Resource/Fiscal
Assistant shall ensure that the necessary and proper paperwork is filed within the employees
personnel file. An initial physical and TB test will be required within 30 days of employment.
TB skin tests will be offered periodically to staff.

Creating/Reorganizing New Positions

The Executive Director and Program Director shall have the authority with the approval of the
Policy Council and Board to reorganize or reclassify job positions A new position created by
reorganization or reclassification will be subject to the same hiring procedures as are outlined in
this manual.

In the event a new position is to be created, the supervisor is to prepare a job description of
the new position’s duties, qualifications, etc., which is to be submitted to the Directors and the
Executive Director for review and approval. Prior to filling the position the Policy Council
and Board must approve the job description.
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6.1

6.2

Policy 6
Personnel Records

Personnel Records

All paper-based documents relating to the Agency’s personnel record Systems are kept in
secure locked files in the Fiscal Director’s Office. Individuals wanting access to the
personnel files must obtain approval from a member of the Executive Management Team
before access to personnel file information is granted. In collecting, maintaining, and
disclosing personnel information, the Agency strives to protect employees' privacy rights.
This will prevent inappropriate or unnecessary disclosures of information from any worker's
file or record.

Confidentiality of Information

The Agency treats information about employees as confidential and respects the need for
protecting each employee's privacy. All personnel whose job duties involve gathering,
retaining, using or releasing personnel information must follow secure procedures.

The Human Resource Department is the only authorized personnel that may respond to
professional reference requests. Any written correspondence or verbal communication
that comes to the agency address or refers to the agency must be forwarded to Human
Resources. Human Resources will get feedback from that position’s immediate
supervisor in regards to the reference.

Employees' Access Rights to Personnel File Information

All employees can review the information contained in his/her own personnel file, although
the Agency reserves the right to remove certain sensitive documents. The Agency shall,
within a reasonable time after receipt of a written request from an employee, permit such
employee to inspect and copy, at employee's expense, their personnel file, if such exists. The
inspection shall occur not more than twice a year and shall take place during regular working
hours. Personnel files, not medical files, shall be kept for at least six (6) years after
termination.

6.2.1 Records for Review

Employees generally have access to the following types of records:

Oahe Child Development Center Updated May 2011 37



w >

- X=

vozZ

—I® mMmMo O

Employment applications

Personnel action forms, including those for hiring, promotions, salary changes,
and job title changes

Form 1-9, Employment Eligibility Verification Form, and other documents related
to employment eligibility

Form W-4 and related tax withholding information

Time cards and attendance records

Performance appraisals

Awards and commendations

Accident reports

Warnings and reprimands (excluding documents prepared in connection with
investigations or other documentation to support reprimands)

Grievances filed by the employee

Medical records (NOTE: At its discretion, the Agency can release medical records
to a physician of the employee's choosing rather than to the employee)

Workers' compensation information

. Fringe benefit enrollment and election forms, including designation of beneficiary

forms

Pension and retirement forms
Emergency contact information
Biographical information

NOTE: The Agency retains documents in accordance with record retention
requirements under federal and state law. After the expiration of the applicable
retention period, the records are destroyed. Consequently, certain historical documents
might not be available for review.

The following types of documents may not be part of an employee's general personnel
records and may not be accessible to employees:

A

Pre-employment reference information, including letters, telephone notes,
and memoranda secured from the employee's prior employers or persons
who are not current employees of the Agency;

Medical records created or obtained by the Agency that an employee can
obtain directly from his/her physician or directly from a health care
provider;

Records relating to investigations of policy violations, prohibited conduct,
or criminal offenses;

Documents developed or prepared for use in grievance or court procedures;
Documents related to staff planning or business planning, including
management succession plans, management bonus plans, and job
assignment plans.
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Accuracy of Employee Information

To ensure the Agency’s personnel files are up-to-date and contain accurate, complete
information, employees are required to notify his/her supervisor of any changes that need to
be made in the following categories: name, telephone number, home address, marital status,
number of dependents, beneficiary designations, scholastic achievements, or individual to
notify in case of an emergency.
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7.1

Policy 7
Hours of Work and Compensation

General Policy

Employees are expected to work a standard work week to perform Agency services.
Emergency and extenuating circumstances may arise in which an employee is required to
work variable hours. Nothing within this policy is meant as a guarantee to the number of
hours, either daily or weekly, that an employee may be required to work. It is the intent of
the Agency that every employee be treated equal and fairly when expected to work odd or
extended hours.

Standard Workweek

Professional Employee (Exempt)

The standard (40) hour workweek is Monday through Friday. When absent a day or longer, a
full day of leave must be taken with or without pay upon supervisor’s approval. Prior to work
being completed at any other time, pre-approval must be given in writing, other than a
scheduled home visit, socialization, center day, parent meeting, or parent training work.
Written documentation must be attached to the time sheet.

Professional/exempt staff may receive up to two (2)15 minutes breaks or a combination of a
30 minute lunch period with their supervisor's approval. Breaks must be used on a daily
basis; they cannot be accrued for leave on a weekly basis.

When an employee is absent for a % hour or more this must be reflected on the time sheet.
Exempt employees are not eligible for overtime.

A support staff employee or (hourly or salaried/hourly staff)

This employee is one who is not in an administrative or professional position as per Fair
Labor Standards Act guidelines and who works and is paid on an hourly basis. Regular work
hours are Monday through Friday from 8am — 4pm. Hours for support staff will be
determined by the Executive Management Team annually. Prior to work being completed at
any other time, pre-approval must be given in writing, other than a scheduled home visit,
socialization, center day, parent meeting, or parent training work. Written documentation
must be attached to the time sheet.

Hourly staff working (7) seven hours or more per day may receive up to two (2)15 minutes
breaks when work schedule allows and with supervisor’s approval. When breaks are not taken
a staff may choose to use their (2) twol5 minute breaks for a combination of a 30 minute
lunch period with their supervisor’s approval. Breaks must be used on a daily basis; they
cannot be accrued for leave on a weekly basis. Staff working 4-5 hours per day may receive
one (1)15 minute break. Leave used in conjunction with hours worked cannot exceed
scheduled hours of work for that week.
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When an employee is absent for a %2 hour or more this must be reflected on the time sheet.
Summer hours

Will be determined on an annual basis by the Executive Management Team based on staff and
families’ needs.

Travel/Training Hours

If an employee chooses to attend professional development training outside the normal forty
hour work week/days, the employee understands that those hours outside the normal forty
hour week/days are on their own time.

Time spent traveling to and from required trainings, etc. will be considered work time during
regular scheduled work hours, excluding weekends. Saturdays and Sundays are not normal
workdays for employees. If the employee is the driver of the vehicle their driving time will
be considered work time regardless of the day or time the event occurs. If the employee is a
passenger and the travel occurs outside of regular work hours/days, the hours will not be
considered work time.

Home to work travel is not considered work time. College/university/CDA classes are not
considered work time.

Pay Period and Pay Day

The Agency pays their employees on a biweekly pay period. (For the purpose of calculating
pay and overtime, the pay period shall begin at 12:00 AM Sunday and end at 11:59 PM
Saturday). The biweekly pay period is two consecutive weeks in length (80 hours). See
Fiscal Procedures for further guidance for full and part year staff.

Paychecks will be distributed on the Friday following the ending of the preceding pay period.
If a time sheet isn’t marked to designate where to put the paycheck, the paychecks will be
distributed by placing the stub/check into employee’s mail slot.

Time Sheets

Each employee is required to complete a daily time sheet to keep a record of all hours
worked, leave, personal leave, etc. for the purpose of calculating and issuing pay checks.
Time sheets, activity reports and leave slips are due to their Supervisor every other Friday
unless otherwise requested. All time sheets are due to the Fiscal Office by Monday at 10:00
a.m. unless otherwise requested. Time sheets that are not turned in by Monday at 10:00 a.m.
will be paid the following pay period. Intentional falsification of time sheets may result in
disciplinary action.
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7.7

7.4.1 Revised Time Sheets

The supervisor shall submit a revised time sheet to the Fiscal Director to correct any
errors that may have been reported.

The revisions will be added or deducted from the following payroll. The word
REVISED should be written on top of the revised time sheet. The revised time sheet
shall be signed by the employee and the employee’s immediate supervisor.

Payroll Deductions

The Agency is required to withhold Federal Income Tax and Social Security (FICA) from
each employee’s paycheck and other withholdings required by law or pre-selected by the
employee.

Direct Deposit

Direct deposit is a service in which an employee’s paycheck is automatically deposited into a
checking or savings account. An employee using this method will be provided a pay stub
documenting the gross and net pay, along with federal withholdings and other deductions. In
addition, a monthly statement from the employee’s financial institution will provide a record
of the deposits made to the account. A direct deposit will be made into a designated account
every payday. The employee will be responsible for contacting his/her designated financial
institution for information on availability of direct deposit funds.

If an employee chooses to have a paycheck deposited directly into a designated financial
institution, an authorization form must be completed at least two weeks prior to the payroll it
will affect. These forms may be obtained from the Fiscal Director or Human Resource/Fiscal
Assistant.  Any changes to the direct deposit will need to be requested two weeks prior to the
pay period it will affect.

Wages and Job Descriptions

The rate of pay for a position is based on the following factors:

A. Kind of work and level of responsibility;

B. Salaries and wages paid in private industry and public agencies and other programs
within the state for comparable work;

C. Cost of living;

D. Working conditions.

Salary schedules may be reviewed and revised as necessary by the Executive Director with
approval of Board of Directors.
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7.7.1 Salary Administration

Employees shall be paid at a rate no lower than the minimum hourly rate established by
the Fair Labor and Standards Act, as revised. Employee salaries will be governed by the
salary schedule of the position that they fill. Years experience is only applied to the
salary scale upon initial hire with the agency.

The salary schedule will be revised, as required, on the basis of an annual wage survey
and shall reflect such things as the cost of living, prevailing wage rates for similar
positions within the community, and wage rates for similar positions in other similar
programs in South Dakota. Revisions in the salary schedule shall be approved by the
Board of Directors prior to adoption, with concurrence of Policy Council.

Changes in pay due to promotion, demotion, reassignment, merit increase, etc., will be
effective at the beginning of the pay period following the date of the move. Salary
progression shall be based upon availability of funds, consideration of economic factors,
or completion of CDA (Child Development Associate credential or advanced degrees).

All salary increases must be approved by the Board of Directors, with the concurrence of
the Policy Council.

7.7.2 Job Descriptions

Agency job descriptions will identify the typical duties and responsibilities and the
minimum qualifications required to obtain the position.

Overtime

Nonexempt employees may be required to work overtime when determined necessary by his/her
supervisor with approval from a member of the Executive Management Team. Overtime is
defined as time that is worked in excess of the standard forty (40) hour workweek. It is the
policy of the Agency that all work shall be accomplished within a normal 40 hour work week.
Overtime does not include hours paid but not worked such as holidays, vacation, sick leave,
personal leave, etc. A member of the Executive Management Team must authorize all overtime
prior to the working of such hours. Overtime is to be authorized only if the work cannot be
otherwise done during the normal working hours. Insofar as possible, the opportunity to work
overtime shall be distributed as equally as practical among employees in the department.
Accrual of overtime without prior authorization will be considered insubordination and may
result in disciplinary action.

Overtime compensation for all nonexempt employees shall be at the rate of one and one-half
(1%) the employee’s regular hourly rate.

Expense Reimbursement

Employees may be reimbursed for transportation expenses incurred while on official business, in
accordance with the budget and Agency established rates and with the approval of the a
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Director. If a staff vehicle is available and you choose to take your own vehicle, it is at a
director’s discretion whether or not you will be reimbursed using agency established rates as
written on the per diem form. Center Base staff must always have a vehicle available for
transporting child/family. In establishing Agency rates, state and federal rates will be taken into
consideration. Rates are listed on the travel request form. Agency established rates will be
reviewed on an as needed basis.

Meal reimbursements will not be given if travel occurs within the Oahe Child Development
service area unless the program staff person is providing additional services required by the
Oahe Child Development Center. In this case, one meal will be reimbursed if travel is over
20 miles and exceeds 8 hours.

Conferences/Trainings/Travel reimbursements will only be paid if the travel occurs outside of
the Oahe Child Development service area.

No meal reimbursement will be paid when a meal is provided.

All non-business meal reimbursements paid without an overnight stay will be counted as
taxable income. If travel requires an overnight stay the per diem is not taxable income.
Reimbursements will be added to your next bi-weekly payroll check.

Receipts must be obtained for travel per diem expenses including gas, taxi fares, and motel
expenses and turned in to the Fiscal Office. Travel reimbursements may include hotel, meals,
mileage, and taxi.

Reimbursements for exceeding Agency rates will be allowable for circumstances out of the
staff person’s control. Receipts must be submitted along with a check request for being
reimbursed for rates exceeding the Agency rates.

Home Visitors will be assigned an Agency vehicle for business only. Mileage will not be
reimbursed when choosing to use a non OCDC vehicle.

Employees may be reimbursed for authorized travel, using their personally owned vehicles, at
the current Agency rate if no Agency vehicle is available. Employees must submit a mileage
sheet, which contains actual odometer readings, approved by the Executive Director in order for
payment to be authorized. If travel is by another mode of transportation, the cost cannot exceed
the cost of car mileage or airfare, using the least amount. When computing the per diem for a
continuous travel period of 24 hours, the date and hour of departure from the duty station shall
constitute the beginning of the day, and day shall end on the same hour of the succeeding
calendar day.

Agency vehicles are to be used for Agency business only. Employees may not transport their
family members in Agency vehicles. See policy outline in this section relating to family
members for further clarification.

Policy for family members accompanying an employee to training:
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. All arrangements shall be made by the employee;

Per Diem (i.e. food, air or public transportation) shall be paid only for the employee;
Hotel costs shall be paid at the same rate as if the employee were traveling alone or
with another employee, whichever applies, as determined by the Executive Director;

. Gas reimbursement shall be determined by the established policy for employees
using their own vehicles.

Internal Revenue requires that payment of travel expenses, which does not require an overnight
stay, shall be counted as income to employee and be taxed. (EXAMPLE: Lunch reimbursed to
the employee when the meeting is in town. If the meal is part of the conference or meeting then
it is not taxed.)

If a meal is available at the site of training or meeting and it is at the convenience of Oahe
Child Development Center for the employees to remain at the site, the actual cost of the meal
will be reimbursed to the employee even if it exceeds the established per diem rate for that
meal. An original receipt must be submitted to the Fiscal Director with a completed “Check
Request” form to obtain reimbursement.

7.9.1

79.2

Per Diem In-State

Meal allowance will be that of the current state rate. Room allowance will be actual cost.
Employees may claim meals on the days they leave and return based on the following
time schedule:

When Leave Before  When Return After

Breakfast 7:00 AM 8:00 AM
Lunch 11:30 AM 1:00 PM
Dinner 5:30 PM 6:30 PM

Registration Fee

The registration form with breakdown of cost must be attached to the voucher and given
to the Fiscal Office. If meals and/or lodging are included, those meals and/or lodging
must be deducted from the registration fee and included as per diem based on rates
allowed. (If registration fee shows breakdown of meals, the actual banquet fee will be
allowable.) A paid receipt for registration fee must be attached to the voucher.

A copy of the program or an official letter giving dates and location of the conferences,
seminar, workshop, etc., must be attached to the voucher. Registration fees must be
approved by the Career Development Committee (CDC) if not a part of the current
training plan or supplement grants.
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Travel Voucher

All claims for reimbursement of traveling expense shall be submitted on authorized
reimbursement forms and must be itemized and stated in accordance with these
regulations.

Receipt of expenditure in excess of $1.00 applies to taxi fares, including lodging but
excluding meals, must be submitted in support of the claim for reimbursement. Taxi fare
to and from eating establishment will not be allowable. The lodging receipt must be a
bona fide paid hotel/motel receipt.

Advances

Travel advances may be issued upon approval of the Executive Director. The request for
advance should be submitted at least one week prior to anticipated travel. A receipt must
be submitted for expenses incurred. Any funds advanced for travel in excess of the
amount needed must be refunded to the Agency no less than one week following
traveler’s return to the Oahe Child Development Center.
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Policy 8
Benefits

Insurance, Retirement and Workers’ Compensation

The benefits that follow are those offered by the Agency and are subject to availability of funds.
Please refer to the necessary employee classification, as some or most of the benefits are
afforded to the respective individual employee classification. Full details of the life, disability
insurance plan and retirement plan can be obtained from the fiscal office.

The Agency offers a benefits package to all employees. Employee classification determines
benefits available to each employee. Reference fringe benefits form to determine your benefits.
These benefits may be changed, modified or repealed at the sole discretion of the Board except
that which is required by applicable federal and state law.

8.0.1

8.0.2

8.0.3

Disability/Life Insurance

A disability/life insurance policy is provided, by the Agency, for qualified employees
working thirty (30) hours or more per week. This policy is provided to the employee
with no cost to the employee. The employee is eligible for this benefit upon completion
of their 120 calendar day training period.

All leave must be used before a staff member may apply for disability insurance. The
Agency assumes no liability or responsibility for the adequacy or inadequacy of the
insurance coverage or expenses not otherwise covered by this insurance.

In the event of the employee’s death, the fiscal office will inform the insurance
company to arrange for dispersal of benefits.

Retirement Benefit

All employees who have attained age 21 are eligible to accrue retirement benefits after
one year of service. Retirement benefits shall be deposited within 3 months after the end
of the grant year. Percentage is a minimum of 4.1%; this amount may be more based on
Board and Policy Council approval. At the time of resignation, retirement will be pro-
rated.

Workers’ Compensation
A. Report of Injury Required—South Dakota Workers’ Compensation Law

protects employees against loss of income and burdensome medical payments
resulting from a work related injury, illness or disease. The agency requires that
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an employee report all work-related injuries or illnesses within 72 hours after
occurrence.

Any employee involved in any on duty accident shall immediately report accident
and/or any physical injury sustained to his/her supervisor. When required by the
Agency, the employee shall complete an accident report on forms furnished by the
Agency and shall supply all available names and addresses of witnesses of the
accident/injury. Medical bills must be submitted to the fiscal office immediately
after seeking care.

The employee shall receive a copy of the accident report that is submitted to the
Agency. Failure to comply with this policy may be grounds for disciplinary action
by the Agency. All employees shall also immediately report all safety hazards to
his/her supervisor.

B. Time Reporting—Supervisors with an employee absent from work because of an
on-the-job accident/injury will be required to record hours worked, as well as
regularly scheduled hours not worked. The time sheet will be submitted to the
Fiscal Office.

C. Compensation and Benefits—Additional accumulation of sick or annual leave
will be permitted while the employee is on a workers' compensation leave. The
Agency shall participate in retirement benefits for an employee while the
employee is absent from work because of a work-related illness or injury. All
benefits will continue upon return to work. Employee will be required to provide
sufficient certification or signed medical release to return to work.

8.0.4 Incentive Pay
Incentive pay may be paid out by the agency, contingent on funding. Incentive pay
will be paid based on an employee’s performance & longevity with the agency.

Leave

All employees are encouraged to take leave annually as it promotes rejuvenation and a
positive work environment. This leave includes illness and any personal needs.

The leave formula is a part of Fiscal Procedures and is reviewed annually by Governing Body
and Policy Council.

This formula is based on number of hours allotted to the employee’s position.
8.1.1 Administrative Guidelines

A. Accruing Leave— Employee will accrue leave based on the number of hours
worked in a grant year. Accrual of leave begins on the first day of employment,
but may not be used until after 30 days of working the employment training
period.
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B. Scheduling of Leave—Leave must be scheduled with the employee’s supervisor
at the earliest possible time prior to the use of such leave. Agency reserves the
right, within reason, to disapprove requested time for leave for the purposes of
maintaining the workforce during heavily scheduled work periods. However, the
Agency will make every effort to accommodate the employee’s requests for time
off. Leave will be assigned on a first request basis. Leave may only be taken on
scheduled working days. (Work schedule is determined by your position and
availability of Federal Funds). Employees cannot use leave in increments larger
than two-weeks, exceptions will be handled on an individual basis by the
Executive Director. A leave request must be completed for all leave taken. For
non-exempt staff, leave used in conjunction with hours worked cannot exceed
scheduled hours of work that week.

C. Leave Accumulation—Leave will accumulate to a maximum based on the
number of years an employee is with the program: Leave will not accumulate
while being laid off for any reason.

Less than 10 years — 240 hours
10-15 years — 280 hours
15 years and over — 320 hours

D. Leave of Absence without Pay— Employees granted unpaid leave of absence in
excess of one week will not accrue any leave for that pay period.

E. Minimum Leave Used—Staff must take leave in half-hour increments. (Refer to
7.8 for overtime.)

Leave Slips must be filled out and approved prior to leave being taken.

8.1.2 Donation of Paid Leave Time. Employees may donate up to 24 hours of their
accumulated leave time to other employees. Employee must be off of their training
period and not on a work improvement plan before they may request donated leave.
The employee in need of leave time must be unable to work due to personal illness or
personal/family illness/crisis. The employee in need must not have accumulated leave
to cover the absence. A maximum of 160 hours of donated leave may be received by
an individual one time annually. See Human Resource/Fiscal Assistant for
procedures/forms.

8.2  Family Medical Leave Act

Please see Fiscal Office for more information regarding Family Medical Leave Act forms and
application process.
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8.2.1

8.2.2

8.2.3

8.2.4

Introduction

The Family and Medical Leave Act of 1993 (FMLA) guarantees the right of eligible
employees to take up to a total of 12 weeks of leave per year, either in one continuous
absence or on an intermittent basis, for one or more of the following reasons:

A. Upon the birth of the employee's child;

B. Upon the placement of a child with the employee for adoption or foster care;

C. When the employee is needed to care for a child, spouse, or parent who has a
serious health condition;

D. When the employee is unable to perform the functions of his or her position
because of a serious health condition.

If the employee is entitled to paid leave, the employee must use accrued leave during
the 12 week leave required by law.

Definitions

Child- An adopted child, a foster child, stepchild, ward of person who is under age or
is over age 18 but incapable of self-care because of a mental or physical disability and
of whom the employee has custody.

12 month period- The 12 month period is defined as a rolling 12 month period
measured forward from the date an employee initially uses FMLA leave. l.e., if the
leave starts the 1% of January the 12 month period is January 1, 2000 through
December 31, 2000 or if the leave takes place on the 13" of May then the 12 month
period is May 13, 2000 through May 12, 2001, etc.

Serious Health Condition- An illness, injury, impairment, or physical or mental
condition that involves in patient care in a hospital, hospice, residential medical care
facility or continuing treatment by a doctor.

. Health Care Provider- A doctor of medicine or osteopathy who is authorized to

practice medicine or surgery by the State of South Dakota or any person determined
by the U.S. Secretary of Labor to be capable of providing health care services.

Eligible Employees
To be eligible for absence under the FMLA, the employee must have been
continuously employed by the company for a 12 month period immediately preceding

his/her request for absence and during that 12 month period have worked at least 1,250
hours.

Notice

Employee is required to provide the employer with a minimum of 45 day notice of
absence when it can be reasonably foreseen.

Oahe Child Development Center Updated May 2011 50



8.3

8.2.5 Certification

8.2.6

8.2.7

Requests for leave due to a serious medical condition of the employee or qualified
member of employee's family shall be verified by the certification of a qualified health
care provider. This certification shall contain the following:

A. The date when the serious health condition began;

B. The probable duration of the condition;

C. The appropriate medical facts within the knowledge of the health care provider
regarding the condition;

D. If the leave is due to the employee's serious health condition, the certificate must
include a statement that the employee is unable to perform the functions of his or
her position;

E. If planned medical treatment is the reason for the leave and employee wants
intermittent leave or leave on a reduced time schedule, the date when the treatment
begins and the estimated duration of the treatment;

F. If the leave request is necessitated by a serious medical condition of the employee
or the employee's child, spouse or parent, the certificate shall state that there is a
medical necessity for the leave and an estimate of how long the leave will be.

The employee may be required to obtain a second opinion at the employer's expense
from a second health care provider of the employer's choice. If the second opinion
conflicts with the first opinion, the employer may request a third opinion at the
employer's expenses. The employer and the employee must jointly agree on the person
providing the third opinion. The third opinion is final and binding.

Failure to Provide Certification

Employee may lose eligibility of the Family Medical Leave Act if proper certification
is not completed prior to onset of leave or within 15 days of the onset of the serious
health condition.

Effect of Reemployment and Other Rights

Upon expiration of a duly authorized absence, the employee shall be reinstated to the
same position held at the time such leave commenced or an equivalent position. Pay,
leave, benefits and other terms and conditions of employment shall remain the same or
increase. No employee shall be interfered with, discriminated against, disciplined, or
otherwise restrained from exercising his or her rights under the Family and Medical
Leave Act.

Leave of Absence Without Pay

Leave without pay may be granted by the Executive Director at Agency convenience. This
leave is given when all other appropriate leaves with pay have been exhausted. Leave
benefits are not accrued during an unpaid leave of absence.
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8.5

8.6

8.7

Court Duty

An employee who is required to serve as a witness in a Federal, State or Municipal Court, or as a
litigant in a case resulting directly from the discharge of his/her duties as an employee, shall be
paid for their regular working hours during this activity. The employee shall promptly return to
their job upon completion of their duties as a witness or juror for the day and/or upon
completion of full duty. When an employee is testifying in other litigation to which the
employee is a part, he/she shall not be granted court leave but granted leave with pay, if
available.

The Agency will pay the difference between the employee’s salary and the payment received for
Jury Duty for up to two work weeks, after court duty pay is received. Leave benefits shall
accrue at the normal rate for eligible employees while they are acting as a juror or subpoenaed
witness. A copy of a subpoena must be given to direct supervisor, who will notify the
Executive Director. Subpoena will be filed in employee’s personnel file.

Voting Time

Agency employees whose work schedule does not enable time to vote during the times the
polls are open shall be allowed up to two (2) consecutive hours to vote. Such time shall be
treated as regular work time for the purpose of pay and accrual of leave.

Military Reserve Training

Employees called to active/training duty or to Reserve or National Guard training, or who
volunteer for the same, must submit copies of their military orders to their supervisor as soon
as possible.

These employees will be granted unpaid leave of absence. There will be no loss of seniority
for purposes of rate of pay and leave accrual. Employees may utilize their accrued
leave.

In accordance with applicable law, employees on military leave will be reinstated upon
satisfactory completion of military service and timely notice of intent to return to work
provided the employee is qualified and the Agency’s circumstances have not changed to the
extent that it would be impossible or unreasonable to provide re-employment.

Holidays

Agency recognizes and observes the following Eleven (11) holidays as paid holidays for all
full/part-time employees.

New Year’s Day

Martin Luther King, Jr. Day
President’s Day

Good Friday

Memorial Day
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8.8

Independence Day

Labor Day

Columbus/Native American Day
Veteran’s Day

Thanksgiving Day

Christmas Day

Employees must be working during the week of the occurring holiday to be eligible to receive
the holiday pay. Allowed holiday pay shall be defined as the number of normally scheduled
hours of compensation based on employee’s regular rate of pay. Holiday pay shall not be
used in the computation of overtime.

When a holiday falls on a Saturday, the preceding Friday is observed as the paid holiday.
When a holiday falls on a Sunday, the following Monday is observed as the paid holiday.

The program is closed on the following Holidays and are NOT PAID HOLIDAYS.

Easter Monday
Friday after Thanksgiving

8.7.1 Employees on Leave

An employee on leave during a holiday will receive holiday pay and will not be
charged for that day as leave. An employee who is on unpaid leave of absence will
not be eligible for holiday pay for a designated holiday observed during the leave of
absence.

Wellness Package

The Agency shall provide a Wellness Package, which is a medical deduction program for
qualified employees working thirty (30) hours or more per week. This benefit shall only cover
services after the date it was developed, April 1, 1999. The amount the Agency will provide
depends on grant funds. Wellness benefit will run with the Grant period. One-half of the
wellness amount may be used in the first six (6) months of grant year. The remainder may be
used in the second six (6) months of the grant.

New staff will be able to use the Wellness Package after the successful completion of their 120
working day training period. Wellness will be prorated when an employee completes their 120
working day training period during a six (6) month period of wellness. Example: An employee
receives $600 for a six (6) month period. The training period is completed at the end of four (4)
months in the six (6) month period. Employee will receive $200 of wellness monies from that
six (6) month period. Services may be rendered during the training period. Bills may not be
submitted or paid until the completion of the training period. At the time of resignation, wellness
will be pro-rated.
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Wellness benefits will cover IRS allowable medical deductions. A receipt with type of service,
date of service and who it is payable to should be submitted to fiscal office. A check will then be
sent directly to the provider within 30 days of submission.

Employee Assistance Program

Implementation of the Agency’s Employee Assistance Program shall not require nor result in
any special regulations, privileges or exemptions from the existing administrative practices
applicable to employee or performance requirements.

Oahe Child Development Center recognizes that problems such as alcohol and drug abuse,
marital, family legal, financial, mental health, psychological and others can be treated
successfully. While Oahe Child Development Center has no intention of interfering in an
employee’s private life, it is the policy of the Agency to become involved and endeavor to
help when an employee’s job performance is affected on a continuing basis or when an
employee requests help. The Employee Assistance Program has been established to provide
help for the troubled employee. Employee referral to and participation in this program shall
be treated in a confidential manner.

Implementation of the Agency’s Employee Assistance Program Policy shall not require, nor
result in any special regulations, privileges or exemption from the existing administrative
practices applicable to employee job performance requirements.

Management’s concern is strictly limited to the employee’s on-the-job performance. It is not
concerned with making moral judgments or diagnosis of employee’s personal problems.
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9.0

9.1

Policy 9
Performance Appraisals

Performance Appraisals

Performance appraisals are designed to provide the employee with a record of his/her
performance, to encourage professional growth and to promote communication between the
supervisor and the employee. Performance appraisals will be conducted at sixty (60)
(informal review), and one hundred twenty (120) working days and annually thereafter.

The performance appraisals are to be structured to each employee’s position. The purpose of
the appraisal is to commend strengths, address weaknesses, suggest ways to improve, and to
discuss employee goals and objectives. Performance appraisals will be conducted in a private
meeting between the employee and his/her supervisor. Employees are required to sign his/her
appraisal. Signing does not imply agreement, but that the contents have been made known or
discussed with the employee. The Agency maintains a formal performance appraisal form.
Performance appraisals will be written by the employee’s supervisor and be placed in the
employee’s personnel file. A Training Plan and Professional Development Plans are a part of
the process. Performance appraisals are used in determining eligibility for promotion, as well as
cause for demotion or dismissal and therefore, must be completed on a timely basis.

Types of Performance Appraisals

A. Training Period Report — to be completed at sixty (60) and one hundred twenty (120)
working days after employment.

B. Regular Report — all employees are evaluated annually with part year staff being completed
by May.

C. Special Report - at the discretion of the supervisor, the situation warrants formal appraisal.
D. Promotion/Job Change — employees will begin a training period again when they assume the

duties of a job change or promotion. Employees will retain their benefits during this training
period.

Oahe Child Development Center Updated May 2011 55



10.0

Policy 10
Misconduct and Disciplinary Action

Causes For Disciplinary Action/Dismissal

To assure orderly operations and provide the best possible work environment, the Agency
expects employees to follow rules of conduct that will protect the interest and safety of all
employees. It is not possible to list all the forms of behavior that are considered unacceptable
in the workplace. The following are non-exclusive examples of infractions rules of conduct
that may result in disciplinary action, including suspension or termination of employment.

Persistent absenteeism;

Tardiness;

Extended rest periods;

Quitting ahead of time;

Starting work late even when checked in on time;

Lack of satisfactory job performance

Immoral conduct;

Abuse and improper treatment of other employees or the public;

Insubordination, deliberate disobedience of a proper and reasonable order of

substantial or important nature;

10. Theft or destruction of Agency or Program property;

11.  Acceptance of money or other valuable consideration given with the intent of
influencing the employee in the performance of their official duties;

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

13. Falsification of records, including the willful falsification of important
information on employee’s application papers;

14, Reporting to work under the influence of alcohol or other illegal drugs or
possessing either at the workplace;

15. Gambling/gaming activities during working hours inclusive of any time that
the employee is in control of agency property or is responsible to the agency as
a representative of OCDC, and its programs;

16. Sexual or other unlawful harassment;

17.  Violation of any personnel policies.

wCoNoa~WNE

This list does not limit the right to discipline for any cause, whether listed or not. In addition,
as stated earlier, employment with the Agency is at the mutual consent of the employer and
the employee, and either party may terminate this relationship at any time, with or without
cause, and with or without advance notice. Oahe Child Development Center recognizes South
Dakota is an employment at-will state and the intent of the Agency is to maintain the
employment at-will status of all employees.
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10.2

Appeals

If an employee feels he/she has received a disciplinary action without cause, the employee may
appeal using the same procedure as the grievance procedure in 10.2.

Grievance Procedure
If an employee has a concern with a condition of his/her employment, the employee should:
A. Discuss problems with their direct supervisor.

B. If not resolved at Step A, employee should contact his/her immediate supervisor’s
supervisor. The supervisor may involve other appropriate supervisory staff.

C. If not resolved at Step B, employee may contact Staff Association Representative (Staff
Association Representative is elected at the first staff meeting in the fall.) Staff
Representative may use all available Agency resources to mediate/resolve the concern.

D. If not resolved at Step C, the employee puts his/her grievance in writing to the Executive
Director within fifteen (15) days from the contact with the Staff Association
Representative in regard to the grievance.

E. The Executive Director must give a written response within seven (7) days of receipt of
written grievance.

F. If the employee is dissatisfied, he/she must send a written appeal to the Board of

Directors. They must respond in writing within thirty days. Decision by the Board of
Directors is considered final.
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11.0

11.1

11.2

11.3

Policy 11
Separation from Service

General Procedures

All employees who are leaving his/her job with the Agency for any reason may be asked to
participate in an exit interview. On an employee’s last day of employment, he/she is required
to return all Agency property to his/her supervisor. Final paychecks are mailed to an
employee’s home address, direct deposit, or given directly to the employee on the next regular
payday. The Agency makes every effort to ensure all terminations and separations from
employment are conducted in accordance with all provisions and requirements of applicable
federal and state laws.

Definitions

A. Voluntary Separation— Written resignation, extended absence without proper
notification, or retirement. The employee initiates voluntary separation.

B. Involuntary Separation— Layoff or discharge of an employee. An employee does not
initiate involuntary separation.

Return of Agency Property

Employees are expected to return all Agency property at the time of his/her
departure/suspension from service. The Agency reserves the right to withhold from the
employee’s final paycheck the amount for any property that is not returned or for which there
is no explanation for the absence of property. The Agency may take further action if
necessary to recover Agency property.

Voluntary Separation

11.3.1 Resignation

To resign, an employee must submit his/her notice in writing to the Executive Director,
Program Director or their supervisor at least two (2) weeks in advance, although the
employee should give thirty (30) days or more if the employee knows that far in advance
that she/he will be leaving. Employees who have worked at the agency for at least six (6)
months and who have resigned in good standing according to the list below shall be paid
for up to five (5) days of accrued leave. They shall also be eligible for re-employment,
upon their application for reinstatement, provided a position for which they are qualified
shall be open and available. If the employee is the Executive Director, he/she shall
submit his/her resignation to the Chairperson of the Board of Directors. Letters of
resignation shall be filed in the employee's personnel file.
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11.4

11.3.2

11.3.3

To be considered leaving in good standing, the employee must:

o Give a written two week notice;

o Not take leave during the two weeks prior to their departure date; exceptions
must be approved by executive management; and

¢ Not have any 1’s and also have an average of 3 or higher on their most recent
evaluation.

Un-notified Absence

If an employee is absent for more than two (2) consecutive days without proper
notification he/she shall be considered to have voluntarily resigned his/her position
with the Agency. Re-instatement upon presentation of extenuating circumstances or
reason for such absence shall be at the discretion of the Executive Director.

Retirement
Employees are asked to notify his/her immediate supervisor at least one month before

his/her planned retirement date. During that time, the employee will be given the
appropriate paperwork for retirement purposes.

Involuntary Separation

Termination of Employment—is not considered leaving in good standing and will not be
allowed to use their five (5) days of unused leave.

1141

Layoff or Reduction in Force

Any employee who resigns or who is terminated due to lack of work or funds or due to
an Agency cut back shall receive payment for all hours actually worked.

The goal of any reduction in force plan shall be to maximize, to the fullest extent
possible, the delivery of services to eligible clients. If reduction in force is necessary, the
Executive Management Team shall prepare a reduction in force plan and present it to the
agency’s Board of Directors and Policy Council for their approval. It shall be the policy
of the agency to include preference in rehiring employees who have left the agency due
to a reduction in force if they are equally qualified to applicants from outside the agency.
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121

Policy 12
Transportation Policies and Procedures

Age and Qualifications of OCDC Drivers

Only employees or volunteers/interns approved by the Program Director, that are 18 years of age
and older, and have a valid driver’s license are allowed to drive OCDC vehicles. Age exceptions
must be approved in advance by the insurance company.

Drivers of OCDC vehicles must meet and maintain an acceptable driving record as determined
by our insurance company guidelines. These guidelines include, but are not limited to:

No major violations in the past five years.

Maximum of one ordinary moving violation with one at-fault accident in the last three years.
Maximum of two ordinary moving violations in the past three years with no at-fault
accidents.

Maximum two at-fault accidents in the last five years.

Any change in employee status with regard to these issues must be reported by the employee
to the supervisor. Exceptions must be approved by the insurance company.

Employees who will be driving passenger or school buses must meet the criteria for Safety
Sensitive Positions (see below).

Employees shall provide proof of insurance for their personal vehicles.

Drivers must comply with additional training as required by OCDC (i.e. first aid, CPR, etc.).
Failure to follow OCDC Policies and Procedures will result in disciplinary action up and to
and possibly include termination.

Safety Sensitive Positions (Drivers Holding Commercial Driver’s License)

Drivers of vehicles designed to carry 16 or more people, including the driver, must have a
valid Commercial Driver’s License with a passenger endorsement and be at least 21 years of
age.

Drivers of yellow school buses, regardless of passenger capacity, must have a valid
Commercial Driver’s License with both passenger and school bus endorsements, a valid
Department of Transportation (DOT) physical, and be at least 21 years of age.

Drivers holding a Commercial Driver’s License must comply with the OCDC
substance Abuse/Misuse Policy as required by the Department Of Transportation.

In addition, full-time-employees with Commercial Driver’s Licenses shall take part in a

follow up defensive driving training annually as part of their Head Start/ School Bus
Passenger training.
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Basic Rules of Conduct for Drivers

Drivers will do a visual inspection of the agency vehicle before the first travel of the day and
report any damages or concerns to the Program Director.

Personal use of agency vehicles is not allowed. Exceptions may be granted in advance by the
Program Director for employees traveling out of their normal work area.

Drivers shall transport children and/or their families for program purposes only.
Drivers and all passengers in the vehicles must wear their seat belts at all times.

Drivers shall not make unscheduled stops during their bus runs, except in an emergency or
with the approval of their supervisors.

Drivers must observe all posted speed limits and obey all traffic and parking laws. Violations
of these laws are the legal and financial responsibility of the driver.

Drivers or passengers shall not use tobacco products in any agency vehicle.

When transporting children or families, drivers are not allowed to eat or drink in any agency
vehicle.

Drivers are responsible for the day-to-day upkeep and cleaning of the vehicles.

Mileage must be recorded daily on the mileage logs which are to be kept in the vehicles at all
Times. At the end of each week, logs are to be submitted to the supervisor or designee.

All agency vehicles are to be kept locked when not in use. On hot days, windows may be left
open slightly to allow for air circulation.

Employees may need to use personal vehicles in the event an agency vehicle is not available.
If requested, mileage reimbursement is available at the current agency rate, however, must
have prior approval from a member of the Executive Management Team

If an employee, on agency time must use a cell phone while driving, it should be only in a
life threatening emergency and when stopping on the side of the road is not a possibility. If
you must make or answer a call while driving, pull into a parking lot or off the road and park
the car before retrieving the phone.

On travel days that are not mandated, staff must use personal vehicles unless previously
approved by supervisor. Work time must be a minimum of two (2) hours in order to use a
staff vehicle.

Program vehicles are not to be used to and from an employee’s home and a work site. An
exception will be made for Home Visitors when leaving their home going directly to a work
related visit. Program vehicles will be parked at the local program center.
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Guidelines for Transporting OCDC Children and Families

Children/families should be transported in agency vehicles only. Transporting children/families
in a personal vehicle is allowed only if an agency vehicle is not available. Exceptions must be
approved by the Program Director and only on a limited basis.

Bus drivers shall stay on the planned route, except when road conditions or other situations
dictate a change. If a driver must change the route, he/she will notify the Transportation
Supervisor of the change, and why.

All passengers must remain seated and in safety restraints at all times. The safety restraints
must be in place before the vehicle is in motion. Age appropriate child restraints will be used
as required by law.

Children 12 years of age and under must ride in the back seats of vehicles equipped with front
passenger air bags.

Children are not allowed to eat or drink in any moving agency vehicle. (An allowable exception
is a parent feeding a young child while traveling. Safety restraint requirements still apply.)

If the behavior of one or more of the children is inappropriate, the driver should not try to
respond to the child while driving. Instead, the driver should stop the vehicle at the side of
the road, at a safe and appropriate location, and deal with the behavior problem in accordance
with agency Guidance and Discipline Guidelines. It is recommended to seat a child with
emotional or behavioral problems close to an adult to increase the adult's influence over the
child's behavior. Drivers should discuss consistent behavior problems of children with their
supervisors.

Drivers are responsible for informing the supervisor of any child that is having consistent
behavior problems before, while, or after being transported in an agency vehicle.

For the safety of the children, personal toys and other articles are to remain put away during
travel in the vehicle

Vehicle headlights must be on while transporting children.

Buses must always come to a full stop at railroad crossings.

Drivers shall pull up to the curb or side of the road to load or unload the children. Drivers
must not cross the road to make a stop with the vehicle facing in the direction of on-coming
traffic, nor should drivers stop on the opposite side of the street and require a child to cross.
Drivers must, instead, drive around a block to position the vehicle on the correct side of the
street.

Drivers should avoid backing up buses and vans when possible.
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12,5

12.6

Drivers shall drop off children at approved designated places and times only. Drivers or bus
monitors will assist passengers as they board and exit vehicles. When dropping young
children off at the center, drivers will help them off the bus and will release children to
designated personnel. The driver and other adults will ensure that children are safely in the
building before driving on.

Drivers are responsible for immediately notifying the supervisor if they are given information
regarding changes in a child's schedule or school. It is extremely important to have correct
and updated information on the transportation records.

When vacating a vehicle, the driver must do a thorough inspection to ensure that all
passengers are off and to pick up any forgotten items. Drivers must never leave children
unattended in an agency vehicle.

Additional Head Start Guidelines

Drivers will stop so the bus entry door is facing the residence/pick-up/drop-off point for the
child whenever possible. If this is not possible (i.e.: one-way road) an adult (parent/monitor)
must escort the child across the street.

At the end of each session, teachers, drivers and monitors will take the children to the bus,
help them board, and get them settled into their seats with seat belts buckled.

F- Bus Monitors will check to be sure that the person receiving the child is the parent/guardian, «
Or person authorized in writing by the parent/guardian to receive the child. Children 13 years
of age or older can be authorized (i.e.: older siblings or other family members).

G- Jf no authorized person is present to receive the child at home after school, the driver+

shall
bring the child back to the center where the situation can be dealt with according to program

policies. The driver will radie—into-dispatehnotify the Center that the child will be brought
back to the eenter-Center.

When in doubt about supervision available, return the child to the center.

Vehicle Equipment

Emergency first aid kits are placed in each agency vehicle. Latex gloves are provided to
prevent contact with body fluids. If supplies are used, it is the drivers’ responsibility to
replace them.

The first aid kits will be inspected annually by the Health and Safety Specialist.

A fire extinguisher is mounted in each vehicle. Fire extinguishers will be inspected annually.
Vehicle Maintenance

The Program Director or designees are in charge of basic maintenance for vehicles. Any
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problems must be immediately reported to them. Maintenance and repair records will be
kept by the Program Director or designees.

Oil, fluids and tire pressure must be checked regularly. Documentation will be recorded on
mileage sheets when oil/tires have been checked, and if oil or fluids have been added.
Promptly report any problems with the vehicles to the supervisor or Transportation Manager.
Drivers are responsible for cleaning vehicles.

Vehicles should be refueled when the gas gauge reads 1/2 full.

If maintenance issues arise in the evenings and on Saturdays, every effort must be made to
reach supervisors to determine what course of action will be taken.

Vehicle repairs must have prior written approval by Director or in his or her
absence the Executive Director,

[Formatted: Font: 12 pt, Not Strikethrough
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Staff utilizing program vehicles must maintain safe and sanitary program vehicle interiors at
all times.

12.7 Breakdowns

In the event of a breakdown, the driver should maneuver the vehicle to the right-hand side of
the road or to a safe place, if possible.

The driver should turn off the ignition switch, take the keys out of the ignition, set the brake,
and turn on emergency flashers.

If the driver is the only adult present, he/she should enlist the aid of a passerby or flag down
another car, as necessary and appropriate. At no time should staff leave the children. Staff
shall remain on premises. If the safety of any passengers is threatened, the vehicle may need
to be evacuated. Except in certain circumstances keep the passenger(s) with the vehicle. In
either case, the driver should remain calm and reassure the children.

The driver should explain briefly and simply what is happening and what the passengers are
expected to do.

Passengers need to know that they will be taken care of and that there is a plan of action.
Drivers will contact their supervisor and give the location, the reason for the breakdown, and
any other pertinent information. The Program Director or designee will make appropriate
arrangements for assistance and repairs.

Another vehicle will be sent to the scene to pick up the passengers and transport them to the
facility, their home, or their destination, as appropriate.
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12.8

Staff should not attempt to change a tire or do other repairs unless directed by their
supervisor.

Staff at the facility will attempt to notify the parents or other necessary parties of the
problem, as needed.

Accidents

Respond to the safety of any passengers first. The driver is to remain calm and reassure the
passengers.

Call the police regardless of the type of accident or the extent of the damage.

Do not move the vehicle from the accident position until the police arrive. If passengers in
the vehicle are in danger, it may be necessary to evacuate the vehicle.

In the case of either an accident or breakdown, if the driver is the only adult present, he/she
should enlist the aid of a passerby or flag down another car, as necessary and appropriate. At
no time should staff leave the children.

Get the name, address telephone number, car license number and insurance company of the
involved party(s), if any.

Get the name, address and telephone number of any adult witnesses to the accident.

As soon as possible after the accident call a member of the Executive Management Team.
This person will inform the insurance agent and the necessary staff who need to be involved.
Provide the following information to a member of the Executive Management Team.

a. Description of the accident, including time, location and other pertinent
information.

b. Passenger information including: who was in the OCDC vehicle? Were there any

injuries? Was first aid provided? and was an ambulance called?

Current location and condition of the vehicle.

d. Whether the vehicle needs to be towed, and who is towing it (police may have
already called a tow truck).

24

Write up the events on a ‘Contact Note” and submit to Fiscal Director within 24 hours of the
accident.

If necessary, another vehicle will be sent to the scene to pick up passengers and transport
them to their destination (home, school, etc.), as appropriate. As needed, staff at the facility
will attempt to notify parents, and/or other necessary parties of the problem, as needed.

When traveling in a remote area and a minor accident occurs, report it to the police and
supervisor or Program Director as soon as reasonable.
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Complete the Vehicle Accident Report form and submit immediately to the supervisor.
Supervisor should contact a member of the Executive Management Team.

Evaluating Injuries/First Aid

The driver should remain calm, evaluate the situation and, if necessary, administer basic first
aid. Agency staff members are not liable for any civil damages when emergency care is
rendered in good faith and is, in their judgment, indicated and necessary at the time.

If anyone is injured, the driver must summon professional medical help as quickly as possible.
DO NOT move an injured person unless there is imminent threat to life or unless directed to
do so by law enforcement or medical personnel.

Evacuating the Vehicle

A vehicle should be stopped and evacuated immediately if the engine or any other part of the
vehicle is on fire.

Passengers must leave the vehicle if the final stopping point is on a railroad track, if there is
danger of collision, or if the vehicle comes to rest near a body of water, is on a steep hill, or is
in danger of moving. Evacuate the passengers as quickly as possible to a safe spot, away
from traffic.

If the driver is the only adult present, he/she may want to enlist the aid of a passerby to help
evacuate the vehicle.

Three practice bus evacuation drills are required per program year with children.
linesses and Mishaps

A driver may be faced with a variety of mishaps when transporting children. While these
situations are not usually life threatening, they can be distracting, messy and disruptive. They
may also be embarrassing for the child. The driver should be sympathetic and matter-of-fact.
If a situation arises while the vehicle is moving, the driver should bring the vehicle to a stop
(out of traffic and well over to the right hand side of the road), set the brakes and remove the
keys from the ignition.

If a child has vomited or soiled himself/herself, the driver (or aide/volunteer) should clean up
as much as possible. The driver should inform the appropriate person (teacher or parent) of
the incident when they arrive at their destination. Latex gloves and proper procedures should
always be used when handling body fluids.

If a child has a nosebleed, pressure applied to the side of the nose that is affected will usually
reduce the bleeding. While not serious, blood may be frightening to some children. The
driver should remain calm and reassuring. Again, proper procedures should be used when
handling body fluids.
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If a stinging insect gets in the vehicle, the driver should safely stop the vehicle (as described
above) and try to get rid of the insect. It will be helpful to keep calm, as many children are
afraid of bees or wasps. If a child does get stung, try to remove the stinger, if one is present.
Apply antiseptic from the first aid kit to the affected area. In some cases, a young child may
be allergic to stings and not be aware of it. Watch any child who gets stung carefully for
signs of breathing difficulties or severe swelling. If that happens, seek medical assistance
immediately. Call the OCDC facility as soon as possible so the staff can call parents, send
another vehicle to pick up the other passengers, or whatever else needs to be done. The driver
shall immediately report any of the above described mishaps or problems after returning to
the facility so that staff can follow-up with care to the child, calls to parents, etc.

Adverse Weather and Road Conditions

A driver will face a variety of road and weather conditions and should adjust to these changes.
Poor weather not only affects road conditions, but decreases visibility as well. Drivers should
be alert for other vehicles, potential problems, pedestrians, and other obstacles or hazards.

Drivers may deviate from the route if weather or road conditions dictate after notifying Center
or supervisor.

When road conditions are dangerous due to weather, the driver should call the supervisor and
determine how to proceed or whether to turn back.
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Appendix A: Drug and Alcohol Abuse Policy for CDL Drivers

General Statement

It is the policy of this Agency that all bus drivers shall not be involved with the unlawful use,
possession or sale of drugs, alcohol or any controlled substance in any manner that may impair
their ability to perform assigned duties or otherwise adversely impact the duties of bus driving.
Further, no driver shall possess alcoholic beverages in the workplace or consume alcohol
beverages in association with the workplace, during working time or at any time, which impairs
that person’s ability to perform their duties.

Bus drivers are required by Federal Regulations to participate in a drug free program including
urine testing for drugs and breathe alcohol testing. This is to comply with Federal Highway
Administrations (FHWA) Drug and Alcohol Testing rules. Title 49 of the Code of Federal
Regulations, at part 382 of FHWA's Federal motor.

Scope

This document describes the current policy and practice of the Agency and how it will be
interpreted, administered and amended by the Agency within its discretion. This policy covers
all applicants (including rehires) and current employees (including temporary).

It is the policy to achieve a drug free bus force and to provide a workplace that is free from the
use of alcohol, controlled substances and illegal drugs. The Agency will also follow all federal,
state or local regulations requiring drug and alcohol testing of any bus driver (DOT regulation of
CDL Drivers).

Prohibited Conduct

1. Use, abuse, possession, manufacture, distribution, dissemination, dispense, or sale of
illegal drugs whether on or off Agency premises and whether during working hours or
non-working hours.

2. Storing any alcohol and/or illegal drugs, in a locker, desk, vehicle any other area on
Agency premises.

3. Being under the influence of alcohol, and/or illegal drug on the Agency’s premises, while
engaged in Agency business, or in an agency owned vehicle or during working hours.

4. Use, abuse, possession, manufacture, distribution, dissemination, dispense, or sale of
alcohol on Agency premises or program vehicles whether during working or non-
working hours.

5. Using or being under the influence of any legal drug while performing school business,
or while in or about the Agency’s facility is prohibited to the extent such use may affect
the safety of the employee or others.

6. Switching or altering any urine sample submitted for testing, or submitting a false sample
for testing.

7. Refusing to consent to a drug and/or alcohol test when required by the Agency.
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Testing

The Agency has established a testing program for illegal drugs, controlled substances and
alcohol use for all bus drivers in compliance with federal regulations. The Agency, at its
discretion, determine (and at any time may change) the requirements, extent and frequency of
driver's testing.

Each offer of employment to bus drivers shall be conditional upon the successful completion of a
post offer drug and alcohol test for illegal drugs, controlled substances and alcohol use as
prescribed by the Agency.

Whenever reasonable suspicion relative to an employee using, or having used, an illegal drug,
controlled substance or alcohol occurs, the Agency may require the employee submit to a urine
drug and/or breath test.

Random Tests

The Agency uses a Third Party Administration Drug and Alcohol Testing Company which uses
DOT approved laboratories and certified Medical Review Officers.

Drug tests shall be conducted on the following basis:
1. Pre-employment/post-offer.
2. In the event of an accident, near-accident or incident of any personnel, sighted for any
moving traffic violation in Head Start/Early Head Start vehicle.
3. Supervisory "reasonable suspicion.”
4. Random.

Prescription Medication and Over-the-Counter Medication

1. Itis the responsibility of each employee to notify the Transportation Supervisor when
using any prescription or over-the-counter medication that may create impairment.

2. Employee must have a valid and current doctor’s prescription and must be under the
prescribing doctor’s care if taking any type of prescription medicine that can create
impairment.

3. If an employee tests positive and cannot produce a prescription, the Medical Review
Officer (MRO) will report a positive result to the employer. Consequences for a positive test

apply.

4. If employee tests positive and a prescription exists, the MRO will report the result as
negative, but will also report any safety concerns which will require further evaluation.

Consequences for Violations
Violation of this policy may result in disciplinary action, up to and including termination at the

Agency's discretion.
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A.7  Education and Training

All bus drivers must receive a combination of classroom instruction and behind-the-wheel
instruction sufficient to meet Performance Standard 1310.7 of the Head Start Regulations.
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Appendix B: Oahe Child Development Code of Conduct

As an OCDC Staff Member, | adopt the following principles as my professional Confidentiality and Code of Ethics by
initialing:

| agree to provide the highest quality representation when following OCDC philosophy, goals and objectives, the
Head Start performance standards, and the delivery of services to families and children and agency
responsibilities.

| agree to represent, support and honor each and every family and child entrusted to me with love, understanding
and respect.

1 agree to represent, support, promote and protect each child’s physical and emotional well-being, mental
capability, and social competency.

| agree to reach out to each child and family, attempting to enhance their quality of life by recognizing their
unique abilities and needs

| agree to respect parents as the first and primary educator of their children and will strive to strengthen the skills
and knowledge of each parent as their child’s first teacher.

| agree to conserve and protect the property and resources of OCDC.

I agree to continually be aware of and take pride in my role within OCDC and the communities as an important
influence of the lives of young children and their families. This includes positively representing OCDC within
the community.

I accept the responsibility of involving communities in all aspects of nurturing its future leaders
| agree to continue to improve my professional knowledge and skills through relevant trainings and experiences.
I understand no child shall be left alone or unsupervised while under the Agency’s care.

| agree to maintain high professional standards, safeguarding confidentiality and performing my roles and
responsibilities with intelligence, commitment, and enthusiasm.

| understand that | must maintain professional boundaries with agency enrolled
children/families at all times. Staff are expected to keep their personal lives
separate from that of enrolled children/families and shall have only limited
contact outside of work time and/or work related activities. Staff are to discuss
with their supervisor any situations/relationships with enrolled children/families
that are unclear or questionable.

I understand | have a professional and ethical responsibility to follow National Association for Education of
Young Children Code of Ethics, the Agency’s Anti-Bias Plan, and all Head Start Performance Standards and
Regulations.

I understand as per Performance Standards, | may not participate in any political activity, during the hours in
which | am working on behalf of the program.

Print Name Signature Date
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Appendix C: Oahe Child Development Pledge of Confidentiality

Maintaining confidentially means that employees, board/policy council members or volunteers may
not share information about any Head Start child, family, or staff member with non-Head Start child
care staff, friends, family or anyone else. Head Start staff will share information on children and
families with other Head Start employees only on a need-to-know basis. By signing the Code of
Conduct document, staff agrees to keep confidential information secure while employed and after
they leave Head Start.

Staff will not share any confidential information regarding another staff member without permission.
Disclosing such information and/or failure to follow this pledge may be grounds for disciplinary
action.

I understand and agree that at no time, whether | am a staff member, Board member, Policy Council
member, or volunteer of the Oahe Child Development Center, will any information regarding
families of the Center be revealed to anyone other than those authorized to receive it. | understand
that the giving of information, whether they are staff or volunteers of the Center or not, is unethical
and shall be sufficient cause of immediate dismissal.

I hereby certify that | have read the Confidentiality Policy and the above pledge and that | understand
it thoroughly and that I will comply with it in all respects.

Date Signature
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Personnel Policy and Procedures Manual
Acknowledgment Form

This will acknowledge my receipt of Agency’s Personnel Policy and Procedures Manual and my
responsibility to become familiar with its contents. | further understand and agree to the
following:

1. This manual represents a summary of important Agency policies relative to
employment, but not intended to be all inclusive of Agency policies or practices.

2. Agency retains the sole right in its business judgment to modify, suspend, interpret, or
cancel in whole or part at any time, and with or without notice, any of the published or
unpublished personnel policies or practices.

3. The contents of this manual do not constitute an expressed or implied contract of
employment.

4. | understand that Agency maintains the At-Will status for all employees in accordance
to state law.

5. 1 understand the Harassment and Nondiscrimination policies.

6. | understand this manual is a reference guide only.

Employee's Name (Print or type):

Employee’s Signature: Date:

Witness: Date:
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