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WELCOME LETTER

Dear Employee:

On behalf of the Board of Directors for Macon Bibb Economic Opportunity Council, Inc., |
welcome all new employees to the Agency. This manual was approved by the MBEOCI Board of
Directors February 16, 2023, and approved by the Head Start Policy Council on July 19, 2023.

It is the intent of the Board of Directors to provide all employees with a thorough understanding
of the expected conduct, as well as to provide a good work environment for all employees. The
following disclaimers do apply:

The manual does not create a contract of employment, expressed or implied.

The manual is not all inclusive and is only a set of guidelines.

The manual does not alter the “at-will” relationship between employer and employee.
The manual does not guarantee employment for any definite period of time.

The manual supersedes any previous manual or unwritten policies.

Should you have any questions pertaining to these policies, please contact the Human Resources
Department.

Sincerely,

Sawitow Hill

Sarita Hill
Chief Executive Officer



DISCRIMINATION AND HARRASSMENT POLICY

PoLicYy STATEMENT

Macon-Bibb EOC, Inc. (Agency) employees and others acting on the Agency’s behalf are entitled
to respectful treatment in the workplace. Being respected means being treated honestly and
professionally, with your unique talents and perspective valued. A respectful workplace is about
more than compliance with the law. It is a working environment that is free of inappropriate
behavior of all kinds and discrimination or harassment because of race, color, national origin,
ancestry, religion, creed, sex (including pregnancy), gender (including sexual orientation, gender
identity, and transgender status), age, physical or mental disability, genetic information, marital
status, veteran status, or any other basis prohibited by federal, state, and local law.

WHAT IT MEANS

A respectful workplace

The Agency is committed to providing a workplace in which the dignity of every individual is
respected. Each of us should understand that incidents of harassment and inappropriate behavior
will not be tolerated at Macon-Bibb EOC, Inc.

HARASSMENT

Harassment is unwelcome conduct toward an individual because of his or her race, color, national
origin, ancestry, religion, creed, sex (including pregnancy), gender (including sexual orientation,
gender identity, and transgender status), age, physical or mental disability, genetic information,
marital status, veteran status, or any other basis prohibited by federal, state, and local law when
the conduct creates an intimidating, hostile or offensive work environment that:

e Causes work performance to suffer or
e Negatively affects job opportunities.

Harassment is against the law in the United States. Examples of harassment that may violate the
law and will violate this policy include:

e Oral or written communications that contain offensive name-calling, jokes, slurs, negative
stereotyping, or threats. This includes comments or jokes that are distasteful or targeted
at individuals or groups based on a protected characteristic.

e Nonverbal conduct, such as staring, leering, and giving inappropriate gifts.

e Physical conduct, such as assault or unwanted touching.

e Visual images, such as derogatory or offensive pictures, cartoons, drawings, or gestures.
Such prohibited images include those in hard copy or electronic form.



SEXUAL HARASSMENT

Sexual Harassment is a form of harassment that is based on a person’s sex or sex-based behavior.
It is also sexual harassment for anyone in a position of authority to tie hiring, promotion,
termination, or any other condition of employment to a request or demand for sexual favors (also
known as quid pro quo sexual harassment). Although having a consensual romantic relationship
with another Agency employee is not harassment, harassment may occur as a result of the
relationship if either person in the relationship engages in conduct in the workplace that is
inappropriate or unwelcome. Employees in consensual romantic relationships should avoid
romantic relationships with certain other employees where:

e There is an immediate reporting relationship between the employees.

e There is no direct reporting relationship between the employees, but a romantic
relationship could cause others to lose confidence in the judgement or objectivity of either
employee, or the relationship could cause embarrassment to the company.

INAPPROPRIATE BEHAVIOR

The Agency’s goal is to have a work environment where we all treat each other respectfully and
professionally. Any unprofessional or disrespectful behavior, even if not illegal, interferes with
that goal and will not be tolerated. The Agency reserves the right to respond to inappropriate
behavior even where no one has complained or indicated they have been offended.

PERFORMANCE FEEDBACK IS NOT HARASSMENT OR INAPPROPRIATE BEHAVIOR

Effective leadership requires that managers talk with their employees about their job
performance. Managers should be clear about how each employee is performing, and how the
employee’s overall behavior contributes to the workgroup’s ability to deliver results consistent
with the Agency’s values. Such discussions may be difficult, and they always should be done
professionally and respectfully. However, constructive criticism and supervisory actions regarding
performance deficiencies or other workplace issues are not harassment or retaliation.

Every Agency employee has a role to play in achieving a respectful workplace:

e The Agency always expects respectful and professional behavior, no matter the situation.
Remember that your actions reflect upon you, and potentially reflect upon the Agency. Be
sensitive to how others may perceive your actions. Just because someone does not
complain to you does not mean that they don’t object to your behavior.

e There is no reason to ever engage in unwelcome behavior that has the purpose or effect
of harassing others. Report any unwelcome behavior you think might be harassment
under this policy.

e Be open to constructive feedback regarding performance deficiencies. Recognize that
respectful supervisory actions regarding workplace issues are a necessary and appropriate
step in performance feedback.



e If someone offends you, let that person know so that it won’t happen again. If you have
offended someone, understand his or her perspective, apologize and don’t let it happen
again.

e |f you are aware of any behavior that might violate this policy, report it to Human
Resources.

WHAT TO AvOID

e Any behavior that is unprofessional or disrespectful, or that has the purpose or effect of
harassing anyone.

e Any retaliation against someone who raises a concern or potential violation under this
policy.

e Missed opportunities to respectfully communicate to someone that you found his or her
behavior offensive.

e Unreported concerns or violations of this policy.

HOW TO REPORT A VIOLATION

Reports of suspected violations of this policy are made to the Director of Administration. In the
event that the Chief Executive Officer is the subject of a suspected violation of this policy, a report
must be made directly to the President of the Board of Directors of Macon-Bibb EOC, Inc. The
name and telephone number of the person serving in that position can be obtained by calling
Macon-Bibb EOC, |Inc. at 478-738-3240 or going to the Agency website at
www.maconbibbeoc.com.

How THE AGENCY WILL RESPOND

Investigation and response

If you report a complaint of harassment or inappropriate behavior, the Agency will investigate your
concerns. Where there has been a violation of policy, the Agency will take appropriate action to
try to avoid future violations. In appropriate cases, the Agency may take disciplinary action (up to
and including immediate termination) against those violating this Harassment Policy.

The Agency will inform parties about the status of reviewing their complaints. To respect the
privacy and confidentiality of all people involved, the Agency might not share specific details of
the discipline or other action taken.

AGENCY MANAGEMENT RESPONSIBILITY

Every supervisor and manager is responsible for ensuring that the Agency provides a workplace
free of harassment and inappropriate behavior, and that complaints are handled promptly and
effectively. With the assistance of Human Resources, Agency management must inform their
organizations about the policy, promptly investigate allegations of harassment, take appropriate
disciplinary action, and take steps to assure retaliation is prohibited.



RETALIATION IS PROHIBITED
This policy strictly prohibits any retaliation against an employee or other person who reports a
concern about harassment or other inappropriate behavior.



SECTION 100.00
GENERAL AUTHORITY AND RESPONSIBILITIES

110.00 - AUTHORITY

The Board of Directors is responsible for the operation of Macon Bibb Economic Opportunity
Council, Inc. (MBEOCI). The Board has delegated authority to the Chief Executive Officer to
administer the Agency within the framework of policies established by the Board. Final action on
appeals is a matter of the Board.

In its role as a part of the policy making body, the Personnel Committee of the Board may
recommend major personnel policies, recommend the appointment and dismissal of the Chief
Executive Officer, and review and/or recommend adjustments in wages or benefits and personnel
action concerning the Chief Executive Officer. Additionally, the Personnel Committee may approve
personnel policies and procedures, including policies and procedures regarding the hiring,
evaluation, compensation, and termination of the Chief Executive Officer, Head Start Director,
Director of Human Resources, Chief Fiscal Officer, and any other person in an equivalent position
with the agency.

120.00 - RESPONSIBILITIES

The Chief Executive Officer provides overall leadership and direction in the administration of all
aspects of business operations within his/her Board delegated authority. He/She will be assisted
by the Department Directors in the day-to-day operations. The Department Directors will assist
the Human Resource Manager in the recruitment, interviewing, selection, and handling personnel
issues of the staff. The Head Start Policy Council, in conjunction with the Human Resources
Manager and Head Start Director, may assist in Head Start staff recruitment, interviewing,
selection and handling personnel issues of staff.

The Head Start Policy Council has been established to perform meaningful functions in certain
aspects of the Head Start Program decision making process. However, the daily operation of the
Head Start Program is the responsibility of the Head Start Director. Specific responsibilities of the
Policy Council include, but are not limited to:

1. Reviewing and assisting with applications for funding and amendments to applications for
funding for the Head Start programs prior to submission of applications.

2. Reviewing program personnel policies and decisions regarding the employment of
program staff, including standards of conduct for program staff, contractors, and
volunteers and criteria for the employment and dismissal of program staff.



SECTION 200
EMPLOYER-EMPLOYEE RELATIONS

POLICY

It is the policy of MBEOCI to announce to all employees the fundamental principles and mutual
rights and obligations comprising the employment relationship between the agency and its
personnel.

Equal Employment Opportunity is fair treatment in employment, promotion, training, and other
personnel actions without regard to race, color, national origin, ancestry, religion, creed, sex
(including pregnancy), gender (including sexual orientation, gender identity, and transgender
status), age, physical or mental disability, genetic information, marital status, veteran status, or
any other basis prohibited by federal, state, and local law.

210.00 - AGENCY PLEDGES
In its continuing effort to implement fair and effective personnel policies and practices, the Agency
pledges:

1. To employ people on the basis of their qualifications and with assurance of equal
opportunity and treatment regardless of race, color, national origin, ancestry, religion,
creed, sex (including pregnancy), gender (including sexual orientation, gender identity, and
transgender status), age, physical or mental disability, genetic information, marital status,
veteran status, or any other basis prohibited by federal, state, and local law.

2. Funds permitting, to provide salaries and employee benefits, which bear a fair and
reasonable relationship to the work performed.

3. To establish reasonable hours of work.

4. To strive to maintain safe and healthy working conditions.

5. To place employees in the kind of work best suited to their abilities and available at the
Agency.

6. To provide systematic training for those whose needs, capabilities, and desires warrant
such training.

7. Towelcome and encourage constructive suggestions which relate to methods, procedures,
working conditions, and the nature of the work performed.

8. To establish procedures for employees to discuss freely any matter of interest or concern
with their immediate supervisors or department head; and

9. To permit each employee as much discretion and responsibility as is consistent with a well-
coordinated and effective operation.

220.00 - MANAGEMENT RIGHTS
The Agency retains the right to exercise customary managerial functions through its Chief
Executive Officer, including, but not limited to the right:

1. To dismiss, assign, supervise, promote, and discipline employees.

2. To determine and change working hours, pay periods, quitting times, and shifts.



To transfer employees within departments or into other departments or into other
classifications.

To transfer employees to other locations.

To determine and change the size of and qualifications of the work force.

To establish, change, and abolish its policies, practices, rules, and regulations; subject to
the approval of the Board of Directors and Head Start Policy Council.

To determine and change methods by which its operations are to be carried out.

To assign duties to employees in accordance with the agency’s needs and requirements
and to carry out all ordinary administrative functions.

230.00 - EMPLOYEE CODE OF ETHICS

1.

10.

11.

I will not discriminate against or refuse professional services to anyone on the basis of race,
color, national origin, ancestry, religion, creed, sex (including pregnancy), gender (including
sexual orientation, gender identity, and transgender status), age, physical or mental
disability, genetic information, marital status, veteran status, or any other basis prohibited
by federal, state, and local law.

| will not engage in or condone any form of harassment or discrimination, and | will respect
the rights and views of my colleagues and clients.

| will maintain a total commitment to providing the highest quality of service to those |
serve and those who seek my professional assistance.

| will act professionally, remain courteous, and always treat others with respect.

| will take pride in the program in which | am assigned. | will always be loyal to the EOC and
strive to remember that | am an employee providing services to the Agency and the
community, not just my program.

| will respect the privacy of the people served and hold in confidence all information
obtained. | will uphold the confidentiality of clients, co-workers, colleagues, and agency
affairs.

| will maintain confidentiality when storing or disposing of client records.

| will strive to provide the agency with superior services and high quality work delivered in
a timely manner.

| will keep my supervisor informed on all matters affecting my duties, performance, and
my ability to be present at work, especially if | make a mistake or error.

| will be accountable for my actions and will be responsible for myself and for the Agency.

| will be a good steward of agency resources and | will care for them in a responsible
manner, | will not use resources for my own ends or abuse the Agency.



12. 1 understand it is my duty to be a role model and do the utmost to help those | supervise
to succeed in their duties providing training, feedback, and support.

13. | pledge to support my supervisor and to assist him/her in every way possible to get the
job done, and to listen to their feedback and follow their instructions and seek clarification

and advice.



SECTION 300
EMPLOYEE CLASSIFICATION

POLICY

All newly hired personnel and employees assuming new positions shall serve a three (3) month
orientation/trial period. The orientation/trial period may be extended by the number of days the
employee is absent from work during this period. In lieu of termination of an employee, the
orientation/trial period may be extended for a period not to exceed (3) additional months, upon
the recommendation of the Program Director and with the approval of the Chief Executive Officer
in his/her discretion. Nothing in this policy guarantees any employee any period of employment,
including the three-month orientation/trial period. Nothing in this policy is meant to alter the at-
will employment status of all employees.

310.00 — ORIENTATION/TRIAL PERIOD
The following employees shall serve a 3-month orientation/trial period:
e Newly hired employees.
e Former employees, being rehired.
e Current employees assuming a new position (promotion, re-assignment of duties or
reclassification).

Orientation/trial periods may be extended at the request of the department head and with the
approval of the Chief Executive Officer. Extended orientation/trial periods shall not exceed 90
days.

Orientation/trial employees will receive written performance evaluation after 30 days and 90 days.
The written evaluation shall be prepared by the employee’s supervisor. The evaluation assesses
the employee pursuant to the job description, discusses the employee’s ability, improvement,
cooperation, and overall job performance. It also identifies any problem or areas of improvement.
Employees who cannot successfully complete the orientation trial period will be discharged.

Orientation/trial employees, including an extension, shall be subject to discharge or other
discipline at the employer’s sole discretion, the exercise of which shall not be subject to the
grievance procedure.

320.00 - ORIENTATION/TRIAL EMPLOYEE
A. Persons who have not completed his/her three (3) month orientation/trial period.
B. All employees, newly hired, former or assuming new positions, must satisfactorily
complete a three (3) month orientation/trial period which begins from the most recent
hire or reassignment date.

330.00 - REGULAR EMPLOYEE
A. Full time employees who have successfully completed a three (3) month orientation/trial
period, and who work consistently no less than thirty (30) hours per week.



B. Part time employees who have successfully completed a three (3) month orientation/trial
period, and who work less than thirty (30) hours per week.

C. Those employees recalled from layoff (within one year of layoff), recalled to his/her former
position; and who were in a regular employee status immediately prior to his/her layoff.

340.00 - EXEMPT AND NON-EXEMPT EMPLOYEES

A. Exempt employees meet all the qualifications of full-time employees identified above in
paragraph 330.00(A) and meet the qualifications for exempt employee status. However,
depending on the needs of the agency, their work hours may exceed 40 hours per week
without overtime payment.

B. Non-exempt employees can be either full-time or part-time employees. These employees
are paid on an hourly basis and any hours worked, over 40 hours per week will be
considered overtime hours.

350.00 - TEMPORARY EMPLOYEES (FULL-TIME OR PART TIME)

A qualified person hired on a temporary relief basis when needed by the agency. Employees in
this classification may work on an intermittent basis and are not eligible for any employee benefits.
Temporary employment shall last no longer than six (6) months unless guidelines under the
program grant specify differently.

360.00 - CONSULTANT
Consultants are individuals who are not employees of the agency. Consultants must have written
contracts which govern the conditions of employment.

370.00 - EMPLOYMENT STATUS
All positions are subject to the availability of funds, satisfactory job performance and the need for
a particular program activity. All employees are considered “employees at will”.



SECTION 400.00
RECRUITMENT AND SELECTION

POLICY

It is the policy of the Macon-Bibb Economic Opportunity Council, Inc. to hire individuals who are
qualified for employment as determined by our standards of education, experience, aptitude, and
character. All decisions regarding the recruitment, selection, and placement of employees are
made solely based on job-related criteria.

Macon Bibb Economic Opportunity Council, Inc. will not discriminate against any applicant based
on race, color, national origin, ancestry, religion, creed, sex (including pregnancy), gender
(including sexual orientation, gender identity, and transgender status), age, physical or mental
disability, genetic information, marital status, veteran status, or any other basis prohibited by
federal, state, and local law. Every effort will be made to hire new employees, including otherwise
qualified disabled person, for positions which best utilize their abilities and in which they will be
able to achieve both personal satisfaction and opportunity for growth. Macon Bibb Economic
Opportunity Council, Inc. will make reasonable accommodations as necessary for all employees or
applicants with disabilities. In no event shall the hiring of an employee be considered as creating
a contractual relationship between the employee and the agency and, unless provided in writing,
such relationship shall be defined as “employment at will”, where either party may dissolve the
relationship for any reason, except those prohibited by law.

The Board of Directors is responsible for hiring the Chief Executive Officer. The Chief Executive
Officer is responsible for the hiring of all staff.

All applicants selected for hire must complete Agency required pre-employment screenings with
a favorable determination before an offer of employment is established. The Chief Executive
Officer makes the final determination for hiring eligibility if determinations are questionable.
Additionally, all applicants selected are required to have an initial TB screening and physical
performed with results submitted to Human Resources prior to employment at no cost to the
Agency.

410.00 - RULES GOVERNING CONFLICT OF INTEREST AND NEPOTISM

1. All relationships that present an actual or potential conflict of interest must be disclosed
to the Human Resources Department (or to the Board of Directors if pertaining to the CEO).

2. No person shall be given a position which would require one to direct, review, or process
the work of a member of his or her immediate family, or which would permit one to have
access to the personnel records of the other.

3. No person shall hold a job while either he/she or a member of his/her immediate family
serves on the Board of Directors or the Head Start Policy Council.

For purposes of this part, a member of an immediate family shall include any of the following
persons:



e Spouse

e Mother/Father (by blood, adoption, or marriage); including in-laws and stepparents.
e Brother/Sister (by blood, adoption, or marriage); including in-laws and stepsiblings.
e Child (by blood, adoption, or marriage); including in-laws and stepchildren.

e Grandchild (by blood, adoption, or marriage)

e Grandparent (by blood, adoption, or marriage)

420.00 - PARTISAN POLITICAL ACTIVITY PROHIBITED

Employment in the agency shall not be offered as a consideration or reward for the political
support of any political party or candidate for public office. Employees must not engage in partisan
political activity during work hours, or while conducting agency business.

430.00 - OUTSIDE EMPLOYMENT

No employee shall engage in other employment or private business while on agency time or while
on FMLA, Workers Comp, and/or sick leave. All personnel must submit a letter or notice to the
Department Head and notify the Human Resources Department, in writing if they desire to engage
in outside employment during off-duty hours. The Human Resources Department will review all
requests. If the request is denied, the reason shall be given.



SECTION 500.00
WORK SCHEDULE

POLICY
Written work schedules will be posted in a conspicuous place in all agency offices and facilities and
a copy will be distributed to each employee.

The work schedule will be prepared by the respective Program Director and will conform to the
Personnel Policies and Procedures set forth in this section of the manual.

The published work schedule shall not be construed as a guarantee or limitation of hours of work,
nor as restriction of the agency in adjusting the working schedule to meet operating requirements.

510.00 NORMAL WORK WEEK
All full-time employees will work up to eight (8) hours a day, forty (40) hours per week. Part-time
regularly scheduled employees will work as posted, but less than thirty (30) hours per week.

The regular work week will consist of five (5) consecutive days, Monday through Friday.

Any time worked over forty (40) hours per week will be considered overtime hours and non-
exempt employees will receive payment for all hours worked over forty (40) hours per week at
time and a half.

520.00 FLEXIBLE WORK SCHEDULE
Flexible work schedules may be authorized by the Chief Executive Officer as needed.

The request for authorization must contain justification and be recommended by the immediate
supervisor.

Prior approval of the request by the Chief Executive Officer is required before beginning the
flexible work schedule.

The agency does not expect employees to work more than the normal eight (8) hour workday.
However, in some instances, overtime work may be required. When this occurs, prior approval
must be granted by the Chief Executive Officer for non-exempt and non-professional personnel.
Professional or Managerial and Exempt employees are expected to work until the necessary job
duties are completed.

530.00 ABSENCES FROM WORK

The agency expects to have employees available to perform their jobs when needed. To avoid
unexcused absences from work, leave time may be granted, with approval. Excused absences are
approved absences in accordance with the appropriate personnel policy. Examples include:



Annual/Personal Leave

Sick Leave

Administrative Leave
Funeral/Bereavement Leave
Jury Duty

Military Leave

Family Medical Leave
Approved Sick Leave
Approved Leave of Absence

e

Unexcused absences are unapproved absences and absences that result in leave without pay.
They shall be grounds for discipline. Frequent and/or flagrant examples may be grounds for severe
discipline, up to and including termination.

An unexcused absence will result in the employee being placed automatically in a non-pay status
regardless of the annual and/or sick leave balances of the employee.

540.00 REPORTING OF ABSENCE

An employee who wishes to take an excused absence for any purpose should obtain supervisory
approval in advance in accordance with the appropriate policy. In the event this is impossible, as
in the case of a sudden illness, the employee must notify his/her supervisor no later than one (1)
hour prior to normal starting time on the day he/she is absent. Unless the employee is
incapacitated, later notification or calls by a third party will not be accepted. In cases of sudden
illness, the absence would be charged against available sick leave. Employees would need to
obtain approval for all other forms of leave.

Failure to notify the supervisor will result in the loss of pay and disciplinary action. An employee
who has not reported to work or contacted appropriate supervisor for one (1) day of absence will
be disciplined up to and including termination for “failure to report to work”.

All employees must notify Human Resources if they miss 3 or more days from work.

Three consecutive workdays of absence, without notification, will be considered job abandonment
and will result in termination.

550.00 TARDINESS AND LEAVING
Each employee is expected to be at his/her workstation and ready to work at starting time and will
work until quitting time.

Late arrival and early leaving will not be tolerated. Repeated and/or blatant incidents are grounds
for discipline up to and including termination.



SECTION 600.00
SALARY ADMINISTRATION

POLICY

It is the policy of Macon-Bibb Economic Opportunity Council, Inc. to pay wages and salaries which
are based upon the nature of the job performed and competitive with rates being paid for similar
work by other employers in the community, which are subject to the availability of funds. Salary
increases are intended to reward satisfactory performance and are not given on the basis of length
of service alone. All changes in the salary scales must be approved by the Chief Executive Officer
prior to implementation.

610.00 - SALARY AND WAGE CLASSIFICATION
1. Management has been appointed to review all wages and salaries on a continuing basis. It
is the responsibility of management to determine whether existing salary ranges are
competitive and whether the salaries of individual employees accurately reflect their job
performance and responsibilities.  Merit increases for individual employees and
adjustments to their salary ranges will be approved by the Chief Executive Officer as
appropriate.

Merit increases will be based on:
a. Availability of grant funds
Employee performance
Employee duties
Work in a particular grant program
Longevity of assignment to program

®moo o

2. New employees generally are hired at the minimum rate assigned to their job. The
department head may recommend higher starting rates based on the employee’s
experience or education.

3. Program Director/Department Head may recommend salary increases for his/her
employees in conjunction with regular performance appraisals. Recommendations for
salary increases will be reviewed by the Department Head and the Human Resources
Department and forwarded to the Chief Executive Officer.

4. Wage and salary surveys will be conducted by the Human Resources Department as
appropriate and/or upon the request of the Chief Executive Officer. The data obtained
from these surveys form the basis of management’s recommendation for the rate range
adjustments, if funds are available for such adjustments.

5. Cost of living adjustments will be taken into consideration by the agency if and when funds
become available for such increases and/or when the agency conducts wage and salary
surveys. There will be no automatic cost of living adjustment.

6. Employees are paid in accordance with the agency’s pay plan. All applicable taxes and
standard payroll deductions are shown on the employee’s pay stub.



620.00 - PAYROLL

1. HOURS OF WORK

a.

b.

d.

Normal work hours are defined in the sub-section and shall not be construed as a
limitation of hours of work or as a restriction on the Agency’s authority to adjust
the working schedule.

The basic work week consists of forty (40) work hours for full-time employment, no
more than thirty (30) hours for part-time employment, Monday-Friday.

Up to sixty (60) minutes daily shall be allowed for break times for all 12-month
employees working six (6) or more hours in a day in accordance with a schedule
determined by line supervisor.

All Head Start Teaching Staff (Teachers, Teacher Assistants and EHS Teachers) must
eat lunch with the children and non-teaching staff shall be allowed to eat lunch at
such times and for such duration as required by the operational needs of the Head
Start Program, as determined by the Head Start Director.

2. TIME AND ATTENDANCE

a.

b.

All employees must maintain accurate time and attendance records using the
Agency’s timekeeping system. At all facilities and locations, employees must clock
infout for all arrivals and departures from work. Falsification of timesheets will
result in disciplinary actions up to and including termination.

All timecards must be verified and approved by the employee and the manager.

3. PAY PERIOD AND SALARY COMPUTATION

a.

Employees shall be paid on a biweekly basis. Timecards must be finalized, verified,
and approved no later than the Monday following the end of a pay period unless
otherwise directed.

Because employees are paid for actual days worked, employees who receive
payment for un-accrued leave shall have said amount deducted from the following
paycheck.

4. PAYROLL DEDUCTION

a.

MANDATORY (Will be taken out each pay period)
i. Federal and state taxes
ii. FICA (social security taxes)
iii. Court ordered deductions (child support, garnishments, tax levy etc.)

b. VOLUNTARY

i. Employee portion of medical, life and supplementary insurance premiums
ii. Charitable contributions, with written consent of the employee
iii. Credit Union memberships may be withheld with the written consent of the
employee.
iv. Retirement contributions
v. Health and Wellness Activities
vi. Uniforms and dues



C.

OTHER
i. Money legally due to the agency may be withheld with or without consent
of the employee at any time. Signed contracts, agreements or policies must
be in place.

5. DEDUCTIONS FOR EXEMPT EMPLOYEES

a.

Subject to certain exceptions, exempt employees will receive their full weekly
salary for any week in which the exempt employee performs any work, without
regard to the number of days or hours worked. Deductions from an exempt
employee’s salary may be made, under federal law, as follows:

i. for full workweeks in which no work is performed.

ii. infull-day increments for full-day absences for personal reasons, other than
sickness or disability.

iii. in full-day increments for full-day absences resulting from unpaid
disciplinary suspensions for violations of written Company policies
concerning workplace conduct or safety.

iv. in full-day or less than full-day increments for unpaid intermittent leave
taken pursuant to the Family and Medical Leave Act. (Except for this
instance regarding FMLA leave, the salary of an exempt employee will not
be reduced for partial-day absences).

v. in full-day increments for full-day absences due to sickness or disability,
where any applicable paid sick leave and/or disability benefits under the
Company’s plans, policies or practices have been exhausted or is not yet
available; and

vi. for pro-rated partial workweeks during the first and last weeks of
employment in an exempt position.

b. Salaries of exempt employees are not subject to deduction because of variations in

the quality or quantity of work performed, or because of absence occasioned by
jury duty, attendance as a witness, or temporary military leave. The Agency,
however, reserves the right to offset any amounts received by an exempt employee
as jury pay, witness fees, or military pay for a particular week against the salary due
for that week.

Any exempt employee who believes his or her salary has been improperly reduced
in violation of this policy should address the matter promptly with the Human
Resources Department. No exempt employee will suffer any adverse employment
consequences as a result of reporting a suspected violation of this policy. All
supervisors who become aware of complaints of violations of this policy should
report such complaints to Human Resources immediately. If it is confirmed that an
improper deduction has been made, the exempt employee will be promptly
reimbursed for the amount improperly deducted. Any violation of this policy may
result in discipline, up to and including termination of employment.

If you have any questions about this policy, about whether you are an exempt
employee, or any other matter relating to your compensation, please contact the
Human Resources Department.



SECTION 700.00
TRAINING AND CAREER DEVELOPMENT

POLICY

It is the policy of Macon-Bibb Economic Opportunity Council, Inc. to conduct orientation and
training programs to familiarize employees with the agency and to enable them to learn their
assigned jobs and to develop the skills required for efficient job performance.

710.00 - ORIENTATION AND CONTINUING EDUCATON
1. An orientation program will be conducted for all newly hired employees. The primary
purpose of the orientation program is to acquaint new employees with agency rules and
policies. Additional subjects may be covered, and the scheduling of the programs shall be
determined by the Human Resources department.
2. Employees will be required to participate in continuing education and training programs
when such instruction is considered necessary for satisfactory performance.

720.00 ON-THE-JOB TRAINING
1. Supervisors will be responsible for on-the-job training involving new methods, systems,
techniques, and equipment.
a. Employees assigned as on-the-job trainers will be provided with instructional aids.
2. On-the-job training will be conducted during normal working hours as much as possible.

730.00 - ADDITIONAL TRAINING PROGRAMS

1. Safety and health education trainings will be conducted for all employees. The
trainings will stress accident prevention and on-the-job safety.

2. Special programs dealing with cost reduction, program improvement, compliance with
government regulations, and other job-related topics will be developed and conducted
on an as-needed basis.

3. Supervisory and management development programs will be conducted for
prospective and present supervisors and managers as the need exists and agency
resources permit.

4. Specialized training: employees will be given the opportunity to participate in
specialized training programs when:

a. It is a requirement of their job (such as degree, license, or certification
requirements)

b. Conferences held regarding the programs in which they are employed.
Employees must obtain authorization from their Department Head prior to
participating in the training program.



740.00 - TRAINING EVALUATION
1. All agency-sponsored or conducted orientation and training programs will be evaluated as
to the quality of the instruction, the content, and the results.
a. Evaluation forms may be prepared and disturbed by the Human Resources
Department or Department Heads at the conclusion of each program.
b. Supervisors of employees participating in agency programs will be requested to
evaluate the effectiveness of the programs in terms of operating results.
c. Participants in agency programs may be required to take tests to determine the
extent to which they have learned the knowledge and skills being taught.
2. Records will be maintained by the Human Resources Department of all training programs
completed by each employee.



POLICY

SECTION 800.00
PERFORMANCE APPRAISALS

It is the policy of the Macon-Bibb Economic Opportunity Council, Inc. for the supervisor to evaluate
the job performance of each employee periodically.

810.00 PERFORMANCE APPRAISAL

1.

4.

The performance appraisal consists of a written evaluation of the employee’s job
performance and a personal discussion with the employee. Information derived from the
performance appraisal will be used to determine the employee’s eligibility for merit pay
increases, promotion and/or transfer, as well as to identify the training needs of the
employee.
Performance appraisals shall be generally completed at the time stated below, but may be
conducted more frequently or less frequently, depending upon the business needs of the
employer:
A. Afterthe first 30 and 90 days of employment with the agency or in any new position
or change in position; and newly transferred or promoted employees.
B. For all other employees, midway and at the end of the program or school year
(generally December and May).

i. Exceptinthe case of orientation/trial periods if a performance appraisal has
been completed on the employee within one month prior to one of the
above occasions a new appraisal need not be completed.

Supervisors are encouraged to keep specific informal records of events concerning the job
performance of individuals under their supervision. Records of the kind can be very helpful
in preparing a performance appraisal because they enable the rating supervisor to evaluate
the job performance of the employee based on written information compiled between the
appraisals, rather than having to rely on memory.

The job performance of each employee shall be evaluated based on the job description
and performance measures established by the agency. Factors to be considered in the
performance appraisals include quantity and quality of work and promptness in completing
assignments.

820.00 WRITTEN EVALUATION

1.

When completing written evaluations, supervisors shall base the evaluation on the
standards set out in the evaluation system.

Employees should have the opportunity to respond to information provided concerning
their work performance as well as performance appraisals being conducted by the
employee’s immediate supervisor. At the completion of each evaluation, the written
documents shall be reviewed by the appropriate department head and Human Resources
to assure objectivity and fairness. The supervisor shall discuss the evaluation with the



employee. The evaluation process will be completed after the department head has
reviewed and signed.

At the time of the discussion with the supervisor, the employee shall be given the
opportunity to examine the written evaluation, provide feedback and make written
comments concerning any aspects of the evaluation. The employee will then be asked to
sign the evaluation. The written evaluation shall then be forwarded to the Department
Head for signature and review and then to the Human Resources department for inclusion
in the employee’s personnel file.

If the written evaluation contains an unfavorable comment or rating, which the employee
believes is unfair or unjustified, and the matter has not been resolved to the employee’s
satisfaction during the discussion with the supervisor, the employee may discuss his or her
concerns with the department head or HR manager, if the department head is the
immediate supervisor. If needed, the final resolution will be determined by the Chief
Executive Officer.

Nothing contained in this policy should be construed to prohibit or discourage supervisors
from discussing an employee’s job performance with the employee on an informal basis
whenever the need to do so arises.



SECTION 900.00
EMPLOYEE EXPENSE, TRAVEL AND TRANSPORTATION

POLICY

Employees and members of the agency’s Board of Directors and Head Start Policy Council may
perform official travel upon authorization of the Chief Executive Officer. Authorized official
business transportation costs will be paid by the agency.

910.00 - LOCAL TRAVEL

The agency will reimburse authorized employees at the current rate per mile established by the
Internal Revenue Service, State regulations or other conditions for use of their personal
automobiles in conducting Agency business. Mileage is paid calculated from the employee’s office
and all points in between that are visited for business purposes. Mileage ends when the employee
reports back to their office at the end of the day. (Staff will not be reimbursed for travel to and
from work).

Each employee is to keep an odometer reading at the beginning and end of each day and give
sufficient explanation as to the nature of the travel incurred while on their assigned duty.
Other costs such as parking tickets, phone calls, etc. are not reimbursed.

In each month that travel occurs, the employee will submit the appropriate travel form for
authorized trips showing purpose and odometer reading. The immediate supervisor will check
and approve the appropriate form and forward it to the Program Director. Reimbursement
request forms are to be submitted within 10 business days of travel. If program year closing comes
prior to the 10 business days, the request must be submitted before the closing of the program
year. Requests more than 10 business days old or after the closing of the program year will not
be processed for reimbursement.

No employee shall approve his/her own travel form. Falsification of travel forms will result in
disciplinary actions up to and including termination.

Local travel will be reimbursed by check and payable to the employee in the next vendor payment
cycle if received before the deadline.

920.00 - OUT OF AREA TRAVEL

All out of area travel shall be approved in advance by the Chief Executive Officer or his/her
designee. Employees anticipating out of area travel shall execute a Request and Authorization of
Official Travel form prior to making out of area trips.

1. Documentation — Requests for all travel authority must clearly show purpose of the travel
and dates involved. Authorization to attend conventions and meetings of associations or
organizations should be supported by a program or literature setting forth the opening and
closing dates of the convention or meeting.



2. Travel Advances — Employees wishing to obtain travel advances should complete the
required forms at least ten (10) days prior to the proposed travel. Employees will only be
advanced registration and hotel cost along with per diem. Should an employee have to
use his/her own private vehicle, the employee must provide accurate odometer readings
to be reimbursed.

Employees must provide themselves with sufficient funds for all current expenses since
cash advances or other funds to cover anticipated expenses for travel will be allowed.

3. Transportation — Transportation for persons traveling in or out of area should be common
carrier (air, train, or bus) or authorized automobile, whenever practicable. Whenever
possible, the lowest fare available must be chosen.

930.00 - TRAVEL REIMBURSEMENT
The following information must be indicated on the travel form.
1. Use of Personal Auto: Date of use, departure and arrival, odometer reading, purpose of
trip, and total mileage reimbursement.

Total miles traveled x mileage rate = total mileage reimbursement

2. Meals and Lodging: Date and location, time of departure and arrival, purpose of trip,
lodging receipt, current per diem rates (reimbursement for three (3) meals cannot exceed
current established rates per day).

On one (1) day trips, employees are entitled to reimbursement for lunch if they work from
8:00 AM to 5:00 PM.

When less than three (3) meals are claimed, the maximum limits for individual meals must
be adhered to.

Reimbursements for meals cannot be claimed within a thirty (30) mile radius of residence or the
agency.

Reimbursement of lodging is allowable for reasonable actual costs. When a room is shared by
another agency’s employee, reimbursement will be allocated on a pro-rata share of the total cost.
Each employee should request separate bills showing their share of the room cost. An employee
on travel status accompanied by someone who is not travel status is entitled to reimbursement at
a single room rate.

3. High-Cost Area Reimbursement: High-Cost per diem will be provided or meal allowances
will be reimbursed when traveling in identified areas for Agency business, trainings, and
conferences. See Fiscal policy for identified high-cost areas.



4. Registration Fees required for employee participation which an employee is directed
and/or authorized to attend will be reimbursed when supported by a “paid” receipt. In
those cases where registration fees include the cost of one (1) or more meals, such
inclusions must be noted on a travel form. However, the agency may prepay registration
fees when supported by appropriate documentation.

5. Telephone expenses may be reimbursed for messages conveying changes in travel
plans. Purpose of call and justification must be given.

6. Parking and toll expenses will be paid for official travel in a personal vehicle. A receipt
should also be proved when possible and, if not, a written explanation should be made on
the employee’s travel expense form stating the name and location of the parking
facility. Low-cost, long-term parking and automobile storage should be used when
available and advantageous.

7. Limousine and taxi service, whichever is less, will be reimbursed between the individual’s
departure point and the common carrier’s departure point, between the common carrier’s
arrival point and the individual’s lodging or meeting, or between lodging and meeting
places when they are in different locations. Itis expected that the most economical service
will be used when available. Although receipts are necessary for such transportation, a
point-to-point explanation is required for each such item.

8. Baggage handling service (portage) may be reimbursed as needed.

Travel reimbursement forms must be approved by the Department Head. No employee shall
approve his/her own travel. All original receipts must be attached to each reimbursement
submitted. Receipts must be dated within the period for which the employee is requesting
reimbursement.

940.00 PAYMENT

Travel claims are prescribed forms that must be filed within five (5) workdays after travel is
performed and will be paid at the completion of each trip. Failure to turnin travel expense forms
may result in the deduction of the advance from the employee’s paycheck to the extent allowed
by federal and state law.

Only one vehicle will be approved for two (2) individuals traveling to the same destination, unless
good reasons to the contrary exist and prior approval is granted by the Chief Executive
Officer. When two (2) or more employees travel together, only the owner/operator shall receive
a mileage allowance.

950.00 PERSONAL PROPERTY

The agency is not responsible for theft, lost or damaged property (including personal vehicles)
while on Agency property or conducting Agency business. Employees are responsible for
providing and maintaining appropriate insurance amounts for personal property at no expense to
the Agency. If damage is caused to your personal property by clients or customers of the Agency,
assistance with repairs may be provided at the discretion of the Chief Executive Officer.



SECTION 1000.00
EMPLOYEE BENEFITS

Policy

The Agency philosophy regarding leave is to encourage all leave entitled employees to use leave
time in spans of sufficient duration to escape the tension of the workplace and stress of their jobs
long enough to recreate and promote a more balanced and healthy life.

EXECUTIVE MANAGEMENT LEAVE
Allemployees identified as executive management will be required to take at least five consecutive
workdays off, at least once during the calendar year.

1010.00 - ANNUAL LEAVE

All regular, full-time hourly (non-exempt) and salaried (exempt) employees and full-time 12-
month Head Start employees assigned to a regular schedule of duty are entitled to annual leave.
When an employee is absent from work, except for Agency business or sickness, the time will be
deducted from the employee’s accrued annual leave total.

SERVICE YEARS EARNS

New Hires to 2 years 1 week (40 hours) — 1.53 hours/pay period

2 years & 1 day —up to 5 years 2 weeks (80 hours) — 3.07 hours/pay period
5 years & 1 day — up to 10 years 3 weeks (120 hours) — 4.61 hours/pay period
10 years & 1 day — up to 15 years 4 weeks (160 hours) — 6.15 hours/pay period
15 years & 1 day and above 5 weeks (200 hours) — 7.68 hours/pay period

ANNUAL LEAVE GUIDELINES
Annual leave may be accrued only when an employee has worked the entire pay period orisin a
paid leave status during the pay period.

The responsible Program Director/Department Head will schedule employees to take annual leave
at the convenience of their respective department or program.

Requests for annual leave should be submitted at least 72 hours prior to the requested days. All
requests shall be in writing. All periods of annual leave shall be approved in advance by the
Department Head, Program Director, or Chief Executive Officer.

Annual leave will not be advanced to employees without Chief Executive Officer approval. Annual
leave records will be maintained by the Payroll Administrator.

Should an employee become ill during a prior approved annual leave, sick leave may be taken
provided the employee submits a physician’s statement upon his/her return to work; and provided
the employee has sufficient sick leave.



Employees will not be charged annual leave when a legal holiday falls within the period of
approved annual leave.

Employees will not be compensated for accrued annual leave if the employee is terminated or
resigns during an orientation/trial period.

Employees will not be compensated for unused annual leave if the employee resigns and does not
give adequate required notice (see section 1330.00) and/or does not fully work the notice period.

Employees will not be compensated for unused annual leave if an employee is terminated
involuntarily.

Unused annual leave is eligible for an annual buyout. Up to 80 hours can be sold for payment
equaling the employee’s current salary. A minimum of 24 hours must remain in the employee’s
account. Buyouts will occur once per year at a predetermined time.

1020.00 - PERSONAL LEAVE

Head Start full-time teachers and teacher assistants who work on a ten (10) consecutive month
basis will be granted 24 hours of personal leave in lieu of annual leave each school year. This leave
is to be used for personal reasons and requires forty-eight (48) hours’ advance notice. The payroll
management system maintains records of personal leave.

Unused personnel leave is eligible for an annual buyout. Up to 24 hours can be sold for payment
equaling employee’s current salary. Buyouts will occur once per year at a predetermined time.

1030.00 - SICK LEAVE

All regular full-time and part-time employees are entitled to sick leave. Sick leave is to be used for
personal illness. In case of illness of three or more consecutive days or a family illness, all leave
for eligible employees will be accredited to the Family and Medical Leave pursuant to Section
1050.00. Employees can receive pay from their sick leave to care for immediate family members
while on FMLA leave (spouse, child(ren) and parent). This pay will only be allowed if the employee
is out for three or more days to care for their family member. Employees must follow the
procedures for requesting FMLA to receive pay from their sick leave.

A physician’s certificate may be required as a prerequisite for the approval of any period of sick
leave at the discretion of the Chief Executive Officer and will be mandatory for absence due to
medical reason for three (3) or more days. Upon immediate return to work, an employee must
present the doctor's statement to the Human Resource Department. A Program
Director/Department Head, with approval of the Chief Executive Officer, may require a physician’s
certificate for lesser periods of sick leave when an employee appears to show a pattern of sick
leave abuse. The employee will be advised, in writing, of the terms and duration of these
requirements.



Employees with accrued leave will only receive pay for the first three days of their leave unless all
certifications have been returned. If the required medical certifications are not returned the
employee will be placed on a leave without pay status and continued employment with the Agency
will be under review.

Abuse of sick leave may be inferred by management from circumstances such as, but not limited,
the following:

A. Frequent use of sick leave on workdays preceding or following holidays and weekends.

B. Chronically low sick leave balance, especially when there is also a low annual leave balance,
absent documented illness or documented chronic condition to account for it.

C. Observation of verifiable reports to supervisor which contradict the employee’s reporting
status.

Abuse of sick leave may result in disciplinary actions, up to and including termination.

Regular full-time employees shall accrue sick leave at the rate of four (4) hours per pay period, up
to a maximum of 480 hours. This accrued time will be credited at the end of each pay period and
cannot be used within the pay period in which it was earned.

Regular part-time employees shall accrue sick leave at the rate of two (2) hours per pay period.
This time will be credited at the end of each pay period and cannot be used within the pay period
in which it was earned. A regular part-time employee can only accrue a maximum of 240 hours of
sick leave at any given time.

Sick leave may be accrued only when an employee has worked the entire pay period or is on a
paid leave status during the pay period.

Employees may not use sick leave during their first ninety (90) days of employment. Days out
during this period will be treated as leave without pay.

Upon termination, an employee will not be compensated for unused sick leave.
Under no circumstances will be paid sick leave be advanced to any employee.

1040.00 - AGENCY HOLIDAYS

If any employee is required to work on an agency holiday, he/she will be compensated by time
and half plus holiday time. All such work must have prior approval of the Chief Executive Officer.
Newly hired non-exempt employees are not allowed holiday pay until he/she has worked at least
ninety (90) days.

HOLIDAYS OBSERVED:

New Year’s Day January 1st

Martin Luther King’s Birthday Third Monday in January
President’s Day Third Monday in February

Memorial Day Last Monday in May



Juneteenth June 19t

Independence Day July 4t

Labor Day First Monday in September
Veterans Day November 11t

Day before Thanksgiving Fourth Wednesday in November
Thanksgiving Day Fourth Thursday in November
Day after Thanksgiving Fourth Friday in November
Christmas Eve December 24"

Christmas Day December 25T

New Year’s Eve December 31%t

Employees working for Macon Bibb Economic Opportunity Council, Inc. in positions with
collaborative partners must observe the holiday schedule set for that agency, business, etc.

If any of the above holidays fall on Sunday, the following Monday shall be observed as the holiday;
if any fall on Saturday, the preceding Friday shall be observed as the holiday.

Holidays falling within the period of authorized leave will not be charged leave time.

To be eligible for holiday pay, the employee must work the complete workday before and the
complete workday after the holiday or be on authorized annual, personal, or sick leave with prior
approval and/or required documentation.

1050.00- LEAVE OF ABSENCE FROM WORK (Extended)
All leaves of absence must be approved in advance by the Chief Executive Officer.

Leaves of absence may be granted to maintain continuity of service in instances where unusual or
unavoidable circumstances require an employee’s absence. Leaves are granted on the assumption
that the employee will be available to return to regular employment when the conditions
necessitate the leave permit.

1060.00 - FAMILY AND MEDICAL LEAVE
EMPLOYEE RIGHTS UNDER THE FAMILY AND MEDICAL LEAVE ACT

LEAVE ENTITLEMENTS:
e Eligible employees who work for a covered employer can take up to 12 weeks of unpaid,
job-protected leave in a 12-month period for the following reasons:

o The birth of a child or placement of a child for adoption or foster care.

o To bond with a child (leave must be taken within one year of the child’s birth or
placement).

o To care for the employee’s spouse, child, or parent who has a qualifying serious
health condition.

o For the employee’s own qualifying serious health condition that makes the
employee unable to perform the employee’s job.



o For qualifying exigencies related to the foreign deployment of a military member
who is the employee’s spouse, child, or parent.

An eligible employee who is a covered service member’s spouse, child, parent, or next of kin may
also take up to 26 weeks of FMLA leave in a single 12-month period to care for the service member
with a serious injury or illness.

An employee does not need to use leave in one block. When it is medically necessary or otherwise
permitted, employees may take leave intermittently or on a reduced schedule.

Employees may choose, or an employer may require, the use of accrued paid leave while taking
FMLA leave. If an employee substitutes accrued paid leave for FMLA leave, the employee must
comply with the employer’s normal paid leave policies.

BENEFITS & PROTECTIONS:

While employees are on FMLA leave, employers must continue health insurance coverage as if the
employees were not on leave.

Upon return from FMLA leave, most employees must be restored to the same job or one nearly
identical to it with equivalent pay, benefits, and other employment terms and conditions.

An employer may not interfere with an individual’s FMLA rights or retaliate against someone for
using or trying to use FMLA leave, opposing any practice made unlawful by the FMLA, or being
involved in any proceeding under or related to the FMLA.

ELIGIBILITY REQUIREMENTS:
An employee who works for a covered employer must meet three criteria in order to be eligible
for FMLA leave. The employee must:
e Have worked for the employer for at least 12 months.
e Have at least 1,250 hours of service in the 12 months before taking leave; and
e Work at a location where the employer has at least 50 employees within 75 miles of the
employee’s worksite.

REQUESTING LEAVE:

Generally, employees must give 30 days’ advance notice of the need for FMLA leave. If it is not
possible to give 30 days’ notice, an employee must notify the employer as soon as possible and,
generally, follow the employer’s usual procedures.

Employees do not have to share a medical diagnosis but must provide enough information to the
employer so it can determine if the leave qualifies for FMLA protection. Sufficient information
could include informing an employer that the employee is or will be unable to perform his or her
job functions, that a family member cannot perform daily activities, or that hospitalization or
continuing medical treatment is necessary. Employees must inform the employer if the need for
leave is for a reason for which FMLA leave was previously taken or certified.



Employers can require a certification or periodic recertification supporting the need for leave. If
the employer determines that the certification is incomplete, it must provide a written notice
indicating what additional information is required.

EMPLOYER RESPONSIBILITIES:

Once an employer becomes aware that an employee’s need for leave is for a reason that may
qualify under the FMLA, the employer must notify the employee if he or she is eligible for FMLA
leave and, if eligible, must also provide a notice of rights and responsibilities under the FMLA. If
the employee is not eligible, the employer must provide a reason for ineligibility.

Employers must notify their employees if leave will be designated as FMLA leave, and if so, how
much leave will be designated as FMLA leave.

ENFORCEMENT:

Employees may file a complaint with the U.S. Department of Labor, Wage and Hour Division, or
may bring a private lawsuit against an employer.

The FMLA does not affect any federal or state law prohibiting discrimination or supersede any
state or local law or collective bargaining agreement that provides greater family or medical leave
rights.

For additional information or to file a complaint: (1-866-487-9243) TTY: 1-877-889-5627 U.S.
THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION

AMOUNT OF LEAVE

Except in the case of leave to care for a covered service member with a serious injury or illness, an
eligible employee’s FMLA leave entitlement is limited to a total of 12 work weeks of leave during
any 12-month period. The 12-month period is calculated as follows: a “rolling” 12-month period
measured backward from the date an employee uses any FMLA leave.

REQUESTING LEAVE
A. In all cases of foreseeable leave, the eligible employee must provide at least thirty (30)
days’ prior written notice of the intention to take leave to Human Resources. If
circumstances require that the leave begin in less than thirty (30) days, the employee must
give notice as is practicable under the circumstances and at the very least, verbal notice
from the employee or spokesperson of the employee. Failure to do so may result in a delay
in your FMLA coverage or denial of leave requested.
B. Eligible employees must submit a physician’s certificate stating:
a. Reason(s) for the leave.
b. Anticipated start date of the leave; and
c. Anticipated duration and/or return to work date.

This certification must be returned to Human Resources within 15 calendar days. Failure to provide
this certification may result in a delay or denial of all benefits under this policy.



C. Recertification of serious health condition(s) may be required during leave.
D. When the leave is planned for medical treatment, the eligible employee must attempt to
schedule the treatment so as not to disrupt unduly the agency’s operations.

Employees with accrued leave approved for FMLA will be required to use accrued sick leave.
Annual leave will be used once all sick leave is exhausted. Employees may request to use short
term disability benefits in the place of annual leave once all sick leave has been exhausted.

Employees with accrued leave will only receive pay for the first three days of their leave unless all
certifications have been returned. If the required medical certifications are not returned the
employee will be placed in a leave without pay status and continued employment with the Agency
will be under review.

BENEFITS DURING LEAVE
A. During this leave, the employee is responsible for maintaining all insurance payments.

a. If on paid leave, the insurance payments will be deducted from the employee’s
regular paycheck.

b. If on unpaid leave, the employee must submit his/her insurance payments to the
Payroll Administrator by the first of each month to maintain coverage. Failure to
make payment by the fist of each month will result in cancellation of your
insurances.

c. If an employee fails to return to work, the agency may recover from the employee
the cost of any payments made to maintain the employee’s coverage, unless the
failure was beyond his/her control.

B. While on Family Medical Leave, the employee will not be entitled to accrue any annual or
sick leave.

C. While on leave, the employee will be treated as being in continuous service for the purpose
of any pension or retirement plans.

RETURN TO WORK
A. Before returning from leave for his/her serious health condition(s), an employee is
required to submit medical certification to the Human Resources Department that he/she
is able to return to work.
B. Failure to return from leave or failure to contact a supervisor and Human Resources
Manager on the scheduled date of return may be considered voluntary termination of
employment.

1070.00 LEAVE OF ABSENCE WITH PAY
The agency will grant employee’s absence, without charge to the employee’s annual or sick leave
balances upon the employee submitting satisfactory evidence for the following reasons:
A. JURY DUTY — leave with pay will be approved for any employee who is summoned for jury
duty and turns over his/her duty pay to the agency. An employee will notify, in writing,
his/her immediate supervisor when the employee is summoned for jury duty.



B. COURT ATTENDANCE UNDER SUBPEONA OR COURT ORDERED — leave with pay will be
granted when an employee is under subpoena or court ordered attendance provided:
a. The employee or the employee’s relatives do not have a personal interest in the

case.
b. That the case is not related to other employment of the employee.

An employee will notify, in writing, his/her immediate supervisor when the employee is
summoned for attendance in court under subpoena or court order.

C. FUNERAL LEAVE — Leave with pay, not to exceed three (3) days, will be approved for an
employee in the case of death in the immediate family. Leave with pay, not to exceed one
(1) day, for all other family members.

Immediate family is defined as:

e Spouse

e Mother/Father (by blood, adoption, or marriage); including in-laws, step & foster
parents.

e Brother/Sister (by blood, adoption, or marriage); including in-laws, step & foster
siblings.

e Child (by blood, adoption, or marriage); including in-laws, step & foster children.
e Grandchild (by blood, adoption, or marriage)
e Grandparent (by blood, adoption, or marriage)

All other Family members are defined as:

e Aunt/Uncle
e Niece
e Nephew

Proof of relationship for immediate and all other family members must be provided to
receive payment for leave.

The period may be extended by the Chief Executive Officer and the time charged to annual
or sick leave, depending on which is more appropriate should extenuating circumstances
arising out of the death be deemed necessary. The employee will notify his/her immediate
supervisor as soon as possible.

D. MILITARY LEAVE — An employee may be granted up to ten (10) days of paid leave to attend
an annual military unit training.
E. ADMINISTRATIVE LEAVE — The Chief Executive Officer may approve leave with pay for an
employee to attend a conference or meeting that will benefit the agency.
F. EXCUSED ABSENCE — the Chief Executive Officer after receiving a request prior to the
absence, may excuse employees with pay for reasons such as:
a. Reasonable time to vote.



b. To permit safe travel under hazardous road conditions.
c. For the purpose of donating blood to an authorized blood program.

Excused absences will not exceed for (4) hours and will not be charged against leave.
The agency will grant an employee any leave with pay required by law.

1080.00 LEAVE OF ABSENCE WITHOUT PAY

Leave of absence without pay, for valid reasons, may be granted to any employee when requested,
in writing, upon recommendation from an employee’s immediate supervisor and with the
approval of the Chief Executive Officer, not to exceed eight (8) weeks. Approval will be dependent
upon the needs of the program and appropriate staffing levels.

Leave of absence without pay may be taken under these circumstances:

A. During the orientation/trial period or when the employee has no leave applicable to the
type of absence, he/she needs.

B. For Educational purposes, when the course of study being pursued related to the
employee’s work and will enhance the employee’s value to the agency.

C. To extend leave to provide uninterrupted service to an employee.

D. To extend the time required for military absence if the normal period of military absence
is exceeded.
Family Medical Leave — (12 weeks) Accrued sick and annual leave will first be used.
Approved sick leave — if the employee is out of work for their own illness and is not eligible
for FMLA. Accrued sick and annual leave will first be used for all or part of any otherwise
unpaid sick leave. The total of paid and unpaid leave under this policy is not to exceed
eight (8) weeks.

*In the event an employee exhausts all FMLA or approved sick leave or hours worked are reduced
below benefit guidelines, the agency will discontinue medical and supplemental benefits and
COBRA notification will be provided*

The agency will grant an employee any leave without pay required by law.

1090.00 FRINGE BENEFITS

The Human Resources Manager is responsible for apprising the employees of the various benefits
provided by the agency and the procedure governing the application of certain aspects of the
benefits.

A. Major Medical and Life Insurance

Employee enrollment in the insurance coverage plans is governed by the provisions of the
insurance firm(s) contract(s) with the agency. The insurance contract stipulates that “only
full-time employees are eligible under the plan.” For group insurance purposes, a full-time
employee is one who 1) at the time of hire, was classified as a “regular full-time employee”
and 2) works consistently no less than thirty (30) hours per week. The agency pays a



portion of the Major Medical for the employee only. The employee is responsible for the
remaining employee portions and any dependent coverage.

Social Security and Medicare

An employee is covered for old age and survivor’s insurance by the Social Security Law.
Participation in the plan is required by the government and payroll deductions are made
according to a schedule starting on the first payday after employment with the agency.
Both the employee and the agency contribute an equal part toward paying for the
protection. The accounting manager will provide additional information upon request.

C. Workers Compensation
The agency provides workers’ compensation insurance to all employees who are hurt or
disabled because of accidental injuries arising out of and in the course of employment.

D. Unemployment Insurance
The agency pays the full cost of unemployment insurance. The Human Resources Manager
along with the appropriate Program Director/Department Head will contest all claims for
unemployment insurance when the discharge or separation is for cause.

E. Profit Sharing Plan (Retirement Benefits)
Eligible employees will receive on an annual basis a contribution to their profit-sharing
plan. The total annual agency contribution to the plan shall be discretionary and will be
determined by the Board of Directors. Please review the plan provisions for more
information concerning participation and vesting schedules. The information can be
requested through the Human Resources Department.

SUPPLEMENTAL BENEFITS

All regular full-time employees may also enroll in several employee paid benefits such as:

A.

mmo 0w

Term Life Insurance

Dental Insurance

Disability Insurance

Cancer Insurance

Critical lliness Insurance
Tax deferred Annuity 403(B)

An employee is eligible to enroll in the agency’s group policy after completion of 90 days of
continuous employment. If an employee decides not to accept any of the offered medical or
supplemental insurances at their enrollment period, he/she can only enroll during open
enrollment for each insurance or in the event of a qualified event. Under HIPPA, special enrollment
into the agency’s group medical plan will be extended for qualified events. These events are:

1.

Loss of other coverage



2. Marriage or divorce
3. Birth or adoption of a child

If any employee wishes additional information on these plans, he/she may contact the Human
Resources Department.



SECTION 1100.00
EMPLOYEE CONDUCT

POLICY

It is the policy of the Macon Bibb Economic Opportunity Council, Inc. that certain rules and
regulations regarding employee behavior are necessary for the efficient operation of the agency
and for the benefit and protection of the rights and safety of all. Conduct that interferes with
operations, brings discredit to the agency, or is offensive and/or abusive to clients or fellow
employees will not be tolerated.

Any employee who violates any of the agency rules, regulations, standards of employee conduct,
behavior or DHS criminal history guidelines shall be subject to disciplinary actions up to and
including termination. Disciplinary action is to be in accordance with the procedures outlined
below and in the section under “Disciplinary Procedure.” Depending on the severity of the offense,
progressive discipline may be overruled, and immediate termination can result.

1110.00 BEHAVIOR

1. Allemployees are expected to conduct themselves in a manner that is conducive to the efficient
operation of the agency. The following types of conduct are prohibited and will subject the
individual involved to disciplinary action up to and including termination.

A. Minor Violations are generally less severe and may be corrected by oral and/or written
warnings. If the violation is repeated, more serious disciplinary actions will occur, up to
and including termination. They include, but are not limited to the following:

1. Attendance

i. Unexcused absenteeism

ii. Excessive excused absenteeism

iii. Tardiness

iv. Failure to report absences to immediate supervisor within a reasonable

time.

2. Agency Dress Code Violations
3. Agency Cell Phone Violations
4. Smoking in Restricted Areas

B. Serious Violations are acts and behavior generally more severe than minor violations.
Corrective actions may include but not be limited to written reprimand, demotion (loss of
position and corresponding salary), suspension and termination.

1. Insubordination — Failure to follow supervisor’s instructions, perform assigned
work or otherwise comply with applicable agency policy.

2. Disorderly conduct on agency premises, such as excessive practical jokes, excessive
horseplay, etc.

3. Leaving the work site or office premises without proper authorization during
scheduled work hours




10.
11.
12.

13.
14.
15.

Failure to report to work without giving proper notice to immediate supervisor.
Unauthorized use or misuse of agency property or records; unauthorized or
excessive personal use of company telephones or vehicles.

Willful or careless damage to any agency property and/or vehicle.

Use of obscene, profane, or abusive language.

Conviction of moving traffic violation while operating agency vehicle and personal
vehicles.

Failure to perform work in a satisfactory manner-Unacceptable quality of work,
excessive errors, insufficient quality of work and too much waste of time and
materials.

Gambling on agency property

Soliciting for contributions without proper authorization.

Unauthorized distribution of literature or written or printed matter of any
description on agency property.

Failure to comply with Workers” Compensation protocol.

Violation of formal work or program rules or procedures.

Failure to report arrests within 24 hours.

C. Gross Misconduct and Major Violations are acts and behavior of such a serious nature that

the first occurrence may result in dismissal. They include but are not limited to the
following:

1.

w
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11.

12.

Absence or leave from work in excess of two consecutive days without satisfactory
explanation and agency approval.

Violating the agency’s confidentiality policy.

Violation of the agency Drug Free Workplace Policy.

Falsification of employment application, agency records, including but not limited
to vouchers, reports, time and attendance records, leave records, job application,
personnel records, or other official agency documents.

Willful or negligent defacement of agency records or property of another
employee, client, customer.

Acts of physical violence or fighting.

Violation of safety rules where there exists a threat of life or human safety.
Unauthorized possession or use of firearms, dangerous weapons, explosives.
Threatening, intimidating, interfering with, disrespecting or coercing clients,
employees, supervisors.

. Criminal convictions for felonies, any crime or moral turpitude, or any offense

occurring while in a duty status with the agency.

Acts or conduct occurring on or off the job which are plainly related to job
performance or reflect adversely upon the agency or its employees or results in
negligence in regard to the agency’s duties to its clients, employees and to the
general public.

Engaging in immoral, indecent, or prohibited activity on agency premises or during
work hours.



13. Stealing or unauthorized removal of agency property or of another employee’s
property.

14. Violation of the Hatch Act (engaging in partisan political activity) on agency
premises or during work hours.

15. Violation of agency fiscal procedures, funding source rules and regulations.

16. Engaging in sexual harassment as outlined in the agency’s policy.

17. Discriminating against employees or applicants for employment on the basis of
race, color, national origin, ancestry, religion, creed, sex (including pregnancy),
gender (including sexual orientation, gender identity, and transgender status), age,
physical or mental disability, genetic information, marital status, veteran status, or
any other basis prohibited by federal, state, and local law regarding any term or
condition of employment.

18. Using unacceptable words and/or conduct which evidence abusive behavior and/or
neglect of children or others.

19. Using corporal punishment and/or total isolation or extended isolation in
disciplining Head Start children.

20. Retaliating against an employee who files any form of harassment complaint.

21. Repeated arrests while employed with the agency.

22. Repeated convictions, including convictions for offenses not directly related to the
agency or the employee’s position.

2. Agency Dress Code
It is the policy of Macon Bibb Economic Opportunity Council, Inc. that each employee’s dress,
grooming, and personal hygiene should be appropriate to the workstation.

Macon Bibb Economic Opportunity Council, Inc. recognizes that the presentation of its employees
in the workplace contributes to a professional environment and the public image that has
contributed to the success of the Macon Bibb Economic Opportunity Council, Inc.
Therefore, Macon Bibb Economic Opportunity Council, Inc. expects employees to be well-
groomed and professional in appearance when coming to work or engaged in work-related tasks
with customers, clients, and colleagues.

This policy has been developed to ensure that all employees understand the importance of
appropriate grooming and hygiene in the workplace or when otherwise representing Macon Bibb
Economic Opportunity Council, Inc. The standards of grooming and hygiene outlined below set
forth the minimum requirements to which all employees, contract workers, and temporary staff
are required to adhere to.

e Attire — Employees are expected to be well groomed, clean, neat, and always professionally
dressed. Work attire should complement an environment that reflects an efficient, orderly,
and professionally operated organization.

e Under no circumstances may employees wear suggestive attire, athletic clothing, halter,
tank, and crop or cut off tops.



e Skirts should be worn no shorter than 2 inches above the knee.

e No short or short like outfits; Capri pants are accepted if the length is below the knee.
e No flip-flops.

e No novelty buttons or shirts with offensive or derogatory wording.

e No hats, head scarves or head coverings unless it is a part of your religious or cultural
beliefs.
Hygiene - Every employee is expected to practice daily hygiene and good grooming habits as
set forth in further detail below.

Hair - Hair should be clean, combed, and neatly trimmed or arranged. Unkempt hair is not
permitted. Sideburns, mustaches, and beards should be neatly trimmed. Non-traditional hair
colors allowed as long as they are not unprofessional or distracting.

Make-Up - Make-up must be professional and conservative.

Fragrance - Recognizing that employees and visitors to the workplace may have sensitivities or
allergies to fragrant products, including but not limited to perfumes, colognes, fragrant body
lotions or hair products, fragrant products that may be offensive to others should be used in
moderation out of concern for others in the workplace.

Nails - Hands and nails should be clean and conservatively manicured. Employees working with
children must keep nails short as long nails can present a safety risk to children.

Jewelry - Employees may wear tasteful jewelry in moderation. The size and/or number of
earrings, rings, necklaces, and bracelets may be determined at the department level based on
specific job functions, operational, and safety factors. Where job duties present any type of
safety risk, jewelry may be prohibited or severely limited. In other areas, moderate (including
size and amount) jewelry may be worn.

e Employees working with children must keep jewelry discreet and safe to wear
around children.

e Facial jewelry (including eyebrow rings, nose rings, lip rings, earlobe gauges, and
tongue studs) may be worn as long as it is small and discreet and does not pose
any safety hazards.

Tattoos - Tattoos are generally accepted in the workplace as long as they are not offensive,
unprofessional or distracting.

Certain employees may be required to meet special dress, grooming, and hygiene standards,
such as wearing uniforms, depending on the nature of their jobs:



e Head Start Staff
e Uniform Attire

Agency Polo Shirt

Black, Blue, and Brown Pants should coordinate with the uniform shirt color.
Scrubs (EHS Teachers)

All shoes must be neat and clean. Running shoes are permitted to be worn and
any other type of shoe must have a standard size heel. Flip flops, high heels,
platforms, and open toe shoes are prohibited. Shoes must have adequate
traction to prevent accidents.

Employees working with children must keep nails short as long nails can present
a safety risk to children.

Jewelry must be discreet and safe to wear around children. Facial jewelry
(including eyebrow rings, nose rings, lip rings, earlobe gauges, and tongue studs)
may be worn as long as it is small and discreet and does not pose any safety
hazards.

e Regional Transportation Staff
e Uniform Attire

o All Staff

Agency Polo Shirt
Black, Blue, and Brown Pants should coordinate with the uniform shirt color.

e For safety reasons, any employee driving an agency vehicle or a personal vehicle while
conducting agency business may not wear:

Open-toe shoes
Slide in shoes or flip-flops.
Heels exceeding 2 inches.

At its discretion, the Agency may allow employees to dress in a more causal fashion than is

normally required on Fridays and days approved by the Chief Executive Officer. These days, jeans

and athletic wear are acceptable. On these occasions, employees are still expected to present a

neat appearance and are not permitted to wear ripped or disheveled clothing or similarly

inappropriate clothing.

Any employee who does not meet the standards of this policy will be required to take corrective
action, which may include leaving the premises. Employees will not be compensated for any work
time missed because of failure to comply with this policy.

3. Safety

1. Failure to observe safety rules and regulations.

2. Failure to immediately report an accident, including personal injury, and/or damage to
agency equipment or vehicle.

3. Failure to follow the guidelines outlined in the agency’s fleet safety manual.



Disciplinary action: Corrective actions may include but not limited to written reprimand, demotion
(loss of position and corresponding salary), suspension and termination.

4. Agency Cell Phone Policy

It is the policy of Macon-Bibb Economic Opportunity Council, Inc. to promote a safe and productive
work environment and establish confidentiality for our clients and vendors. This policy applies to
all employees for both incoming and outgoing cellular calls and text messages.

1. Employees may carry and use personal cell phones while at work only during designated
times. Employees may use their personal cell phones only during company issued breaks
or with prior approval from their immediate supervisors.

e Head Start employees are not permitted to use cell phones in the classrooms
during working hours.

2. Management with company issued cell phones and other Agency employees who use their
personal cell phones as part of their job duties can use their personal cell phones during
work hours.

3. Personal cell phones may be used for company business as needed with prior authorization
from your Program Director.

4. Employees should not use cell phones or other devices for texting, tweeting etc. during
working hours, or while in attendance at meetings or training.

5. Employees who use company vehicles or their own personal vehicles to perform their work
duties should not use cell phones while driving. Employees should pull over off the road to
make or receive all phone calls to ensure the safety of the employee and any clients being
transported.

6. The use of IPODS, MP3 players and similar audio devices are not allowed while using
Agency vehicles. Such devices may be used within the confines of your office with prior
approval from your Program Director.

Any employee who does not meet the standards of this policy will be required to take corrective
action.

5. Substance Abuse Policy
This policy establishes the position of Macon-Bibb Economic Opportunity Council, Inc. on the use

or abuse of alcohol, drugs, or other controlled substances by its employees. It is a part of the
Agency’s commitment to safeguard the health of its employees, to provide a safe place for its
employees to work and to supply its customers with the highest quality products and services
possible. Because substance abuse, either while at work or away from work, can seriously
endanger the health and safety of employees and render it impossible to supply quality products
and services, Macon Bibb Economic Opportunity Council, Inc. has established this Drug-Free
Workplace Program to detect users and remove abusers of alcohol, drugs, or other controlled
substances. Macon Bibb Economic Opportunity Council, Inc. is committed to preventing the use
and/or presence of these substances in its workplace. Please see Appendix A for a copy of the
entire Substance Abuse Policy for Macon Bibb Economic Opportunity Council, Inc.



6. Confidentiality Policy

Macon-Bibb Economic Opportunity Council, Inc. employees, contractors, and volunteers shall not
disclose confidential information concerning the agency clients/applicants, volunteers, or fellow
employees without the consent of the person(s) or entity in question, subject to applicable state
and federal laws and regulations.

Information concerning clients/applicants, volunteers, and employees is regarded as confidential
when the person receiving the information is obligated by his/her position in the organization, by
law, by contract, by agency policy, or by promise not to disclose it. The person receiving this
information will regard all information as confidential regardless of whether it was revealed to the
person(s) receiving it in words or regardless of whether it was revealed intentionally or
accidentally.

1.

The operations of the agency should not be discussed with outsiders and particularly not
with competitors. Access to certain secret or sensitive agency information and operating
procedures will be limited to those employees who need to know. Unauthorized
employees are prohibited from attempting to obtain or observe this information.
Information concerning the activities or operations of the agency’s suppliers or clients
must be treated as confidential.

Employees are not to disclose human resource information with other employees, clients,
customers.

Employees handling confidential information are responsible for its security. Extreme care
must be exercised to ensure that it is safeguarded to protect the agency, its suppliers, and
its clients.

Subjects such as the costs of the agency’s products, services, and the names of the agency’s
clients should never be discussed with the directors, officers or employees of competing
agencies or companies.

In the course of performing their duties, employees may receive confidential or sensitive
information about the agency or its clients. Employees are prohibited from disclosing such
material inside information to anyone outside the organization, unless and until such
information has been made available to the public agency.

Nothing contained in this policy is intended to prohibit the disclosure to outsiders of
information about the agency that is routinely made available to the public by
advertisement or otherwise, such as the nature of the agency’s services and its business
hours.

All Macon-Bibb Economic Opportunity Council, Inc. employees, contractors, and volunteers are
required to follow this policy. Violation of this policy can lead to disciplinary action up to and
including termination for employees, dismissal of volunteers/interns and cancellation of
contract(s).



7. Internet and Electronic Mail Policy
It is the responsibility of all Macon-Bibb Economic Opportunity Council, Inc. employees and users
of the Agency’s computers, e-mail, and internet access system to read, understand and follow this

policy.

Acceptable uses of Macon-Bibb Economic Opportunity Council, Inc. computers, the internet and
e-email.

The agency encourages the use of its computers, the internet and e-mail because they further the
Agency’s mission by making communication and information accessibility more efficient and
effective. However, computers located on Agency property and/or purchased by the Agency,
including software and the Agency’s e-mail system, are Agency property, and they are to be used
only to facilitate Agency business; every employee has a responsibility to maintain and enhance
the Agency’s public image and to use Agency e-mail, computers, and internet access in a
productive manner. The Agency has established the following guidelines for their use. Any
unauthorized or improper use of Agency computers, e-mail or the internet is not acceptable and
will not be permitted.

Unacceptable uses of Macon-Bibb Economic Opportunity Council, Inc. computers, the internet
and Agency e-email.

Agency computers, e-mail and Internet access may not be used for transmitting, retrieving, or
storing any communications of a discriminatory, harassing, or threatening nature or materials that
are obscene, sexually explicit, or X-rated. Harassment of any kind is prohibited. No messages with
derogatory or inflammatory remarks about an individual’s race, color, national origin, ancestry,
religion, creed, sex (including pregnancy), gender (including sexual orientation, gender identity,
and transgender status), age, physical or mental disability, genetic information, marital status,
veteran status, or any other basis prohibited by federal, state, and local law may be transmitted
or forwarded using the Agency’s system. No abusive, profane, or offensive language may be
transmitted using the Agency’s computers or through the Agency’s e-mail or internet access
system. The Agency’s harassment policy applies in full to all e-mail and internet use. Employees
do not have a personal privacy right regarding any matter created, received, stored, or sent from
or on the Agency’s e-mail, internet access system or computers.

The Agency’s computers, e-mail and internet access system also may not be used for any purpose
that is illegal, against Agency policy or contrary to the Agency’s best interest. Solicitation of non-
Agency business or any use of the Agency’s computers, e-mail or internet access system for
personal gain, personal commercial ventures, or political campaign or fundraising activities is
prohibited.

Personal Use of Agency Computers, Internet, and Agency E-Mail




Any personal use of Agency computers, e-mail and Internet Access systems must be minimal,
occasional, limited to non-work time, may not be at the expense of an employee’s job
performance or interfere in any way with the business needs and operations of the Agency, and
may not impose costs on the Agency.

Rules for Electronic Communications

Each employee is responsible for the content of all text, audio, or images that he or she places on
or sends over the Agency’s e-mail, computers, or the internet access system. Employees may not
hide their identities or represent that any e-mail or other electronic communications were sent
from someone else or someone from another organization or company. Employees must include
their name in all messages communicated on the Agency’s email or Internet Access system.

Any messages or information sent by an employee to another individual outside the Agency via
the Agency’s e-mail or Internet Access system (including bulletin boards, online services or
Internet sites) are statements that reflect the Agency. Despite personal “disclaimers” in electronic
messages, any statements may be tied to the Agency.

All communications sent by employees via the Agency’s e-mail or Internet Access system must
comply with all Agency policies and may not disclose any confidential or proprietary Agency
information or any confidential information concerning Agency personnel or clients.

If employees receive unsolicited e-mail from outside Agency that appears to violate this policy, the
employee should notify his or her supervisor immediately. Similarly, if any employee accidentally
accesses an inappropriate web site in the normal course of business, the employee should notify
his or supervisor immediately.

Software Downloading and Installation

To prevent the downloading of computer viruses that could contaminate the e-mail or Internet
Access system, no employee may download software from the internet without prior
authorization. All software that is downloaded from the Internet must be registered with the
Agency. For authorization, please contact the Agency’s Director of Operations. No software,
regardless of its origin, may be installed on any Agency computer without the prior authorization
of by the Director of Operations or the Information Technology Department.

Copyright and Trademark Issues

Copyrighted and trademarked material that does not belong to the Agency may not be transmitted
by employees on the Agency’s e-mail or Internet Access system without permission from the
holder of the copyright or trademark. Every employee who obtains access to other organizations’,
companies’ or individual’s materials must respect all copyrights and trademarks and may not copy,
retrieve, modify or forward copyrighted materials, except with permission or as a single copy for
reference only.

System Security




The agency reserves the right to routinely monitor how employees use the Agency’s e-mail and
Internet access. All messages, documents, data, and information created, sent, or received over
the Agency’s computers, e-mail or Internet Access system are the Agency’s property and should
not be considered private information. The Agency reserves the right to access and monitor every
message, document, and file on the Agency’s computers, e-mail, or Internet Access system.
Despite the existence of any passwords, employees should not assume that any electronic
communication is private. E-mail information and internet use may be subject to review by and
disclosure to law enforcement and government agencies.

8. Social Media

Social media includes all means of communicating or posting information or content of any sort
on the Internet, including to your own or someone else's web log or blog, journal or diary, personal
web site, social networking or affinity web site, web bulletin board or a chat room, whether or not
associated or affiliated with the agency, as well as any other form of electronic communication.

An employee may be subject to discipline, up to and including termination, for the posting of social
media content:

1) that adversely affects your job performance, the performance of fellow employees or
otherwise adversely affects it clients, stakeholders, or contractors who work on behalf
of the agency or the agencies legitimate business interests;

2) that includes statements, photographs, video, or audio that reasonably could be
viewed as malicious, obscene, threatening or intimidating, that disparage employees,
clients, stakeholders, or contractors, or that might constitute harassment or bullying;

3) with inappropriate postings that may include discriminatory remarks, harassment, and
threats of violence or similar inappropriate or unlawful conduct;

4) that violates the agency confidentiality policy, discrimination and harassment policy or
the code of ethics

5) in which the employee represents himself/herself as a spokesperson for the agency; or

6) while on duty at work.

Violations

Any employee who violates these rules or otherwise abuses the privilege of the Agency’s e-mail
or Internet Access system will be subject to corrective action up to and including termination. If
necessary, the Agency also reserves the right to advise appropriate officials of any illegal activity.

1120.00 PERSONAL FINANCE OF EMPLOYEES
All employees are expected to discharge their financial obligations promptly so that creditors will
not have to ask for the agency’s assistance in collecting amounts owed to them.

1. Whenever the agency is served with a writ of garnishment or attachment, a notice
of levy by the Internal Revenue Services or other taxing authority, or any other
similar order requiring payment of a portion of the employee’s compensation to
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someone other than the employee, the agency must immediately refer the matter
to the payroll department for appropriate action and notify the employee and the
Chief Executive Officer in writing. Failure to act promptly may render the agency
legally liable for the employee’s debt.

If garnishment or similar proceedings are instituted against an employee, the
agency will deduct the required amount from the employee’s paycheck. The
amount deducted from an employee’s earnings will not exceed that permitted by
law.

Compliance with writs of garnishment and similar orders imposes an administrative
and financial burden on the agency. In addition, the failure of an employee to meet
his/her financial obligations does not reflect favorable on the agency and
frequently has an adverse effect on the employee’s job performance.

No employee will be terminated for reasons of the fact that his/her earnings have
been subjected to garnishment for one indebtedness. However, an employee
whose earnings are subjected to multiple garnishments may be liable for
disciplinary actions. Repeated garnishments for more than three (3) indebtedness
may result in termination, depending upon the circumstances of the case, the
employee’s record of performance, and the recommendation of the employee’s
supervisor.

The agency will not deny employment to or terminate the employment of any
person solely because that person filed a petition for bankruptcy.

1130.00 PARTICIPATION IN COMMUNITY AFFAIRS

It is the policy of Macon-Bibb Economic Opportunity Council, Inc. to fulfill its responsibilities to the
community it serves by encouraging all employees to participate in civic affairs and to practice
good citizenship.

1.

3.

Employees are encouraged to take an active interest in community activities of a
charitable, religious, fraternal, or civic nature, and to apply for membership in
service organizations. Time spent in such activities normally should be outside of
the employee’s work hours and will not be considered hours worked for pay
purposes.

Employees are encouraged to write letters to newspapers and public officials
concerning issues of general interest and to accept offers to speak before civic
groups. However, communications that could be construed as representing the
Agency’s position on any subject require the prior approval of the Chief Executive
Officer.

The agency does not make contributions or expenditures in connection with any
election to any political office, or in connection with any primary election or
political convention or caucus held to select candidates for any political office.

If any employee engages in a political activity, the employee must do so as an
individual and not as a representative of the agency. Campaigning, fund raising, and
other partisan political activities must be conducted on the employee’s own time.



In order to avoid potential conflicts of interest, employees must obtain prior
approval of the Chief Executive Officer before seeking political office or accepting
an appointment to public office. Agency employees who work with the Agency’s
CSBG or Head Start programs are prohibited by the Hatch Act from running for
political office in a partisan election.

5. Employees are reminded that they must comply with all federal and state
regulations covering political activity of agency employees, and they are
responsible for knowing the specific provisions of all such regulations.

1140.00 CLIENT RELATIONS

It is the policy of Macon-Bibb Economic Opportunity Council, Inc. to provide its clients with the
best possible service. Employees are expected to treat clients, suppliers, and the public in a
courteous manner at all times.

Employees should always remember that the agency’s clients come first and each
one is entitled to the same respectful treatment that the employee would receive.
Clients should not be treated in a condescending or impolite manner and should
never be kept waiting an unreasonable amount of time.

When a client approaches an employee with a question or complaint, the employee
should give the matter immediate attention. If a client or supplier becomes abusive
or argumentative and the employee cannot properly handle the situation, the
client or supplier should be referred to the employee’s supervisor.

Employees should be particularly careful to exercise courtesy and thoughtfulness
in using the telephone.

1150.00 PERSONAL TELEPHONE CALLS AND MAIL

It is the policy of Macon-Bibb Economic Opportunity Council, Inc. that telephone and mail facilities
should be available during work hours for effective communications with the agency’s clients and
business associates. Accordingly, the agency’s facilities should not be used for personal telephone
calls or personal mail except in cases of emergency.

1.

2.

Use of the agency’s telephone lines should be confined to business calls. Personal
telephone calls should be limited to those which are necessary and should be as
brief as possible. This restriction of the use of the telephone also applies to making
unnecessary personal calls to fellow employees within the agency.

To avoid adding to the increasing volume of mail, employees should not use the
agency’s address in receiving personal mail.

Agency stationary may not be used for personal correspondence since this
represents misappropriation of agency property for personal use. Further, any
communication sent out on agency stationery might be considered an official
communication.



1160.00 CONFLICTS OF INTEREST
It is the policy of Macon-Bibb Economic Opportunity Council, Inc. to prohibit its employees from
engaging in any activity or practice in conflict with the interests of the agency or its clients.

It is difficult, if not impossible, to describe all the situations which may arise involving conflicts of
interest. When an employee has a question concerning a possible conflict of interest, it is
expected that the employee will seek clarity from the immediate supervisor or other top
management officials of the agency.

Members of the Board of Directors, Policy Council, officers, senior management, and other staff
with authority over financial and procurement matters of the Agency are subject to the Conflict-
of-Interest policy adopted by the Board of Directors on November 13, 2008.

Examples of conflicts of interest which always must be avoided are:

1. No employee shall accept full time, part time, or temporary employment in any
organization which does business with the agency or is a competitor of the agency.

2. No agency employee or member of an agency employee’s immediate family may
have a financial interest in a firm which does business with the agency whether the
interest is sufficient to affect the employee’s decisions or actions.

3. No employee shall accept gifts from any person or firm doing or seeking to do
business with the agency under circumstances from which it might reasonably be
inferred that the purpose of the gift is to influence the employee in the conduct of
the agency business with the donor. Such gifts should be returned with a note of
explanation. However, employees are not prohibited from accepting advertising
novelties such as pens, pencils, calendars, or other gifts of nominal value when
circumstances clearly show that the gifts are offered for reasons of personal
esteem and affection. Any gifts should be reported to the Administrative Office.

1170.00 OFFICIAL REPRESENTATION/PUBLIC ANNOUNCEMENTS

It is the policy of Macon-Bibb Economic Opportunity Council, Inc. that only the President of the
Board of Directors and Chief Executive Officer has the authority to officially represent the Agency
while off duty in making public announcements, speeches, or public appearances.

1. The President at his/her discretion, designate Board Members as official
representatives for specific purposes as he/she sees fit.

2. The Chief Executive Officer may designate staff members, as necessary, to the
proper conduct of the Agency’s business. No staff member may represent the
Agency with media conduct, financial agreements or other business matters unless
designated by the Chief Executive Officer, such designations shall be in writing. Any
violation of this section may be grounds for termination.



POLICY

SECTION 1200.00
DISCIPLINARY PROCESS AND GRIEVENCE PROCEDURE

It is the policy of Macon Bibb Economic Opportunity Council, Inc. that any employee who violates
any of the agency’s rules, regulations, standards of employee conduct, or behavior shall be subject
to disciplinary action.

1210.00 PROCEDURE

1.

Before taking any type of disciplinary action, the immediate supervisor shall
determine whether a violation of rules, regulations or standards of conduct or
performance has occurred.

If possible, disciplinary action should immediately follow the offense.

a. A summary of the investigation and the interview should be written by the
immediate supervisor and signed by both parties. If the employee refuses to
sign, the supervisor shall have a third-party witness to the employee’s refusal
to sign the statement.

b. The supervisor will document the employee’s refusal to sign the summary and
have the third-party sign attesting to said statement.

After taking any disciplinary step, the supervisor should follow up to make sure that

the problem has been corrected. If the problem has not been corrected, the next

disciplinary step should be taken. If the problem has been corrected, the
immediate supervisor should advise the employee of the noticed improvement.

At any step of the disciplinary probation, the Program Director may recommend to

the Chief Executive Officer that any employee be placed on disciplinary probation.

a. The terms of the disciplinary probation must be clearly set forth in writing and
explained to the employee.

b. Violation of the terms of the probationary period by the employee will result in
more severe disciplinary action, up to and including dismissal.

Each disciplinary step should be documented and should include:

Employee’s name

Step of disciplinary process

Date of discipline

Specific offense or rule violation(s)

Specific statement of expected performance, and

Any explanation given by employee or other information or significance.
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6.

10.

11.

Any documentation concerning discipline may be removed by the Chief Executive

Officer from the employee’s personnel file after two (2) years.

On the first violation, the immediate supervisor shall take the following steps:

a. Meet with the employee to discuss the matter.

b. Inform the employee of the nature of the problem and the action necessary to
correct it; and

c. Prepare a memorandum or complete a disciplinary form for the personnel file
indicating that a meeting has taken place.

Should a second violation of any type occur, the Program Director or Department

Head shall hold a second meeting with the employee, at which the following shall

be taken:

a. Issue a written warning or reprimand to the employee.

b. Warn the employee that a third violation will result in more severe disciplinary
action.

c. Prepare and forward to the Chief Executive Officer a written report describing
the first and second violations and summarizing the action taken during the
meeting with the employee.

Should additional violations occur, the Program Director or Department Head shall

take progressive disciplinary action as appropriate.

a. Issue a second written reprimand or

b. Recommend to the Chief Executive Officer that the employee be suspended
without pay; or

c. Recommend to the Chief Executive Officer that the employee be suspended
indefinitely and/or terminated. After acting as appropriate under the
circumstances, the Program Director or Department Head shall prepare and
forward to the Chief Executive Officer a written report describing the violations,
indicating the timing between the violations, and summarizing the action taken
and its justification.

Nothing in this policy prohibits the agency from deviating from this general

framework or skipping progressive discipline steps, depending on circumstances.

For example, in cases involving gross misconduct and/or major violations, such as

violation of the law, the procedures contained in 8, 9 and 10 above may be

disregarded. The Program Director or Department Head may recommend to the

Chief Executive Officer immediate suspension of the employee, and if appropriate,

recommend termination of the employee.

If the Program Director of Department Head recommends that an employee be

terminated, the Chief Executive Officer shall conduct a thorough investigation

before rendering his/her decision.

a. Upon completion of the Chief Executive Officer’s investigation, the employee
shall be informed of the decision in writing.

b. If the employee is a Head Start employee, the Policy Council should be involved
prior to termination and must approve the termination.

c. The employee will also be advised of his/her rights to use the appeal of adverse
actions procedures.



12. No leave will be accrued by an employee while he/she is suspended from work.
13. Employees who believe they have been disciplined without cause may utilize the
appropriate grievance/complaint procedures.

Grievance Procedures

POLICY

An important part of the general policy dealing with human rights is the grievance procedure. All
regular full-time or regular part-time employees paid by agency funds have rights under this
grievance procedure. (Temporary employees, orientation/trial employees, and consultants are
not covered by these procedures.) A grievance is an employee’s written dissatisfaction with any
other person in authority. Employees must remember that there is really no grievance until the
supervisor or other person in authority is made aware of the dissatisfaction.

It is expected that grievances will arise, and when they do, they are not to be considered as
reflecting unfavorable on either the employee because he/she has filed a grievance, testified,
assisted, or participated in any manner in an investigation proceeding, or hearing resulting from a
grievance. However, any employee who circumvents or fails to adhere to the timeframes of the
grievance procedures shall forfeit all rights to have his/her grievance heard. Failure by a supervisor
or person (s) designated to act for them, to respond to a grievance (complaint) within the time
period provided, shall automatically process the grievance to the next step.

1220.00 DEFINITIONS

1. Employee — A regular full-time or regular part-time employee paid by agency funds
has rights wunder this grievance procedure. (Temporary employees,
orientation/trial employees, and consultants are not covered by these procedures.)

2. Grievance - An employee’s written dissatisfaction with any aspect of working
conditions or relationship which he/she brings to the attention of his/her
supervisor other person in authority.

3. Appeal —an effort to contest an adverse personnel action such as firing, demotion,
and suspension, or non-selection for a position vacancy or promotion on non-merit
due to process factors only. An appeal is filed directly with the President of the
Board of Directors.

4. Decision — a decision is a conclusion reached by a supervisor or other authority in
a grievance case.

5. Final Decision — a final decision is made by the appropriate authority or appellate
review.

1230.00 WORK RELATED GRIEVANCES
These grievances relate to the conditions of the workplace that are non-discriminatory in nature
and do not deal with adverse personnel actions as defined in section 1240.00 and 1250.00.



1. An employee must initiate his/her grievance within five (5) workdays after the
occurrence of the action causing the dissatisfaction.

2. The grievance must be written and specific in nature and presented to the
aggrieved employee’s immediate supervisor.

3. The immediate supervisor has five (5) workdays in which to reply, in writing, to the
aggrieved employee.

4. If the grievance is not resolved, the aggrieved employee has five (5) workdays after
the receipt of the notification by his/her immediate supervisor to submit his/her
grievance to the supervisor next in authority, provided that if the next line
supervisor is the Chief Executive Officer, the decision of the Chief Executive Officer
shall be final.

5. The next line supervisor (or Chief Executive Officer, as the case may be), has five
(5) workdays after receipt of the decision of the preceding supervisor in which to
respond to the employee and the preceding supervisor, in writing.

6. The aggrieved employee must follow the chain of appeal in effort to resolve his/her
grievance. Each line supervisor has five (5) workdays upon receipt of the grievance
to respond in writing. Any decision of the Chief Executive Officer will be final.

EXAMPLES: CHAIN OF APPEAL

Teacher Assitant Assistant

HS/EHS Director HS/EHS Director CEO

Center Manager

. Transportation Director of

1240.00 DISCRIMINATION COMPLAINTS

These complaints are based on adverse actions taken because of race, color, national origin,
ancestry, religion, creed, sex (including pregnancy), gender (including sexual orientation, gender
identity, and transgender status), age, physical or mental disability, genetic information, marital
status, veteran status, or any other basis prohibited by federal, state, and local law.

1. The employee must file a complaint within ten (10) workdays of the discovery of
the alleged discriminatory act with the agency’s Equal Employment Opportunity
(E.E.O) Officer (Human Resources Manager/Director).



2. The E.E.O. Officer shall investigate and determine if the complaint has probable
cause. The E.E.O. Officer will advise the aggrieved employee within five (5)
workdays of the finding(s).

a. If the complaint does not have probable cause, the E.E.O. Officer will advise the
aggrieved employee of his/her rights to utilize the work-related grievance
procedures pursuant to section 1320.00. The time frame in which the employee
must utilize the work-related grievance procedures shall commence from the
date the employee receives the E.E.O. Officer’s finding or probable cause.

b. If the complaint has discriminatory cause, the E.E.O. Officer shall report the
findings to the Chief Executive Officer.

c. If the complaint has a discriminatory cause, and is against the Chief Executive
Officer, the E.E.O. Officer will report the findings to the President of the Board
of Directors.

3. The Chief Executive Officer (or President of the Board of Directors, as provided in
2c above), shall within five (5) workdays attempt to correct, nullify, or address the
alleged discriminatory action(s). The aggrieved employee will be informed in
writing of the Chief Executive Officer’s (or President’s) decision.

4. Ifthe aggrieved employee is not in agreement with the Chief Executive Officer’s (or
President’s) decision, the employee may appeal to the Board of Directors within
five (5) workdays of receipt of the decision.

5. The Board of Directors (or President) shall within ten (10) workdays render a
decision. The aggrieved party will be informed in writing of this decision of the
Board’s decision.

Nothing in this policy should be construed as infringing, limiting, or prohibiting any employee from
exercising his/her right to file a complaint of discrimination pursuant to any federal, state, or local
law. The aggrieved employee may file a grievance with the Equal Employment Opportunity
Commission (EEOC), however once filed with the EEOC, the agency will take no further action
regarding the employee’s grievance.

1250.00 APPEAL OF ADVERSE ACTIONS
Adverse actions include and shall be limited to transfers, suspensions, demotions, and
terminations.

1. All appeals shall be directed to the President of the Board of Directors and must be
filed within five (5) workdays of the date of adverse action.

2. The appeal shall be in writing and be specific in nature (i.e., list all known relevant
facts, dates, persons involved and witnesses).

3. Ifthe appealis not properly filed, then the President of the Board of Directors may
dismiss the appeal and notify the aggrieved employee within five (5) workdays of
the dismissal. If dismissed, the employee will not have the right to appeal.



4. The President of the Board of Directors shall assign the appeal to a committee of

the Board (either existing or appointed for the purpose of hearing the appeal)
within seven (7) workdays of receiving the appeal. The committee will decide, in
its sole discretion, whether to hear the grievance based on oral and/or written
testimony and will inform the aggrieved employee within five (5) workdays of the
committee’s receipt of the grievance. The committee will consist of a minimum of
three (3) Board Members.

The assigned committee shall within thirty (30) calendar days of the receipt of the

appeal conduct the hearing. If oral testimony is permitted, the procedures will be

as follows:

a. The hearing will be informal and recorded.

b. The aggrieved employee will have the right to representation, as will
management.

c. Both parties will have the right to present supporting evidence provided that
the committee shall have the right to limit or exclude immaterial or cumulative
evidence; and limit the time for presentation of evidence.

d. The committee shall report to the Board of Directors at the next regularly
scheduled Board meeting and make a recommendation to the Board.

e. The Board of Directors shall decide based on the recommendation of the
assigned committee.

f.  Both the aggrieved employee and management will, within ten (10) workdays
of the Board of Directors meeting, receive the board’s decision, in writing.

6. The Board of Director’s decision shall be final.

ADDITIONAL PROCEDURES
In the case of termination of a Head Start employee only (does not include the Head Start

Director).

1. The aggrieved Head Start employee must appeal all terminations to the President

2.

3.

of the Head Start Policy Council.

The appeal must be filed within five (5) workdays after the notification of

termination.

The appeal must be in writing and specific in nature (i.e., list all known relevant

facts, dates, persons involved and witnesses). If appeal is not specific, the President

may dismiss the appeal. If dismissed the employee will not have the right to refile
the appeal.

Within five (5) workdays of the receipt of a properly filed appeal the aggrieved

employee and management will be informed of the hearing date and procedures.

a. The hearing will be informal and recorded.

b. Both the aggrieved employee and management will have the right to
representation provided, however, that the Council shall have the right to limit
or exclude immaterial or cumulative evidence and the time for the presentation
of evidence.



All Policy Council members must be notified at least twenty-four (24) hours in

advance in writing of the date of the hearing.

Within ten (10) workdays of the hearing both parties and/or their representatives

shall be notified.

The decision of the Policy Council shall be final except in the case alleging a violation

of “Due Process” or “Gross Disregard of Facts and Evidence.”

Only in the case of these violations can a Policy Council’s decision be appealed to

the Board of Directors.

a. The appeals will follow the procedure for the Appeal of Adverse Actions.

b. The appeal must be filed within five (5) workdays of the day of the receipt of
the Policy Council’s decision, must be written, specific and identify the alleged
violation to the Board of Directors.

Definitions

a. Due Process — deals with whether the agency followed correct procedures in
executing the action against the employee.

Due Process entails:
1. A specification of the charges.

An opportunity to be heard.

An opportunity to be represented by a person of their choosing.

A speedy and written decision.

A procedure for appeal to the governing board or its appropriate

committee.

b. Gross Disregard of Facts and Evidence — a decision imposed on an employee by
the Policy Council where the facts and/or evidence were not considered and/or
totally disregarded.
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POLICY

SECTION 1300.00
TERMINATION OF EMPLOYMENT

It is the policy of Macon Bibb Economic Opportunity Council, Inc. that the procedures and
standards outlined below will govern all terminations.

1310.00 DEFINITIONS

1. DISMISSAL shall be construed as the discharge of an employee from the
employment of the agency due to unsatisfactory job performance or for conduct
which is detrimental to the effective functioning of the agency.

a.

The dismissal of an employee must be approved by the Chief Executive Officer,
in conjunction with the Policy Council for Head Start employees (excluding the
Head Start Director) after determining that just and substantial cause exists for
this action. Dismissal action must be determined on the merits of each
individual case.

Supervisors and employees are required to understand the cause(s) that

constitute a proper basis for this extreme form of disciplinary action. The

following list is provided as a guide for both supervisors and employees in
determining possible dismissal action.

i. Consistent inefficiency, incompetence, or negligence in the performance of
assigned duties, including failure to perform assigned tasks in a prompt,
competent and responsible manner.

ii. Physical or mental incapability unless the employee requires reasonable
accommodation and can perform the basic functions of the job with that
accommodation.

iii. Violation of any item identified as Gross Violations of the employee conduct
policy.

iv. Other actions, not specifically defined, that are detrimental to the effective
management and functionality of the Agency.

2. RESIGNATIONS from employment may be defined in two ways:

a.

Requested resignation shall be construed as a type of termination wherein the
employee is given the opportunity to resign as an alternative to dismissal. If an
employee resigns after having been told he/she is to be terminated
involuntarily and it will still be considered involuntary termination.

Voluntary resignation shall be construed as termination of employment at the
employee's will. Notice is required.

1320.00 TERMINATION OF EMPLOYMENT BY AGENCY ACTION



1. When the Chief Executive Officer approves the termination of an employee, the
employee shall be given a reasonable amount of notice, but not less than two (2)
weeks, except when the employee is terminated for a serious cause, i.e., his/her
employment may be terminated summarily.

2. The Chief Executive Officer may be dismissed only by a majority vote of the Board
of Directors at a regular or special meeting called for that purpose, upon
recommendation of such action by a majority vote of the Executive committee.

a. When exceptional circumstances warrant, the Executive Committee may
suspend the Chief Executive Officer, pending a subsequent disposition of the
matter warranting said suspension, and submittal of a written report thereon
to the Board of Directors.

b. When dismissed, or upon receipt of resignation, the Board of Directors may
grant the Chief Executive Officer an appropriate amount of severance pay upon
majority vote of the Board of Directors.

3. Pay in lieu of notice may be granted to all other employees at the discretion of the Chief
Executive Officer and/or Board of Directors as the case may be.

4. Written notice of termination action and reasons for the action shall be given to the
employee. If the employee wishes to appeal against the decision, he/she will be instructed
to follow the Appeal of Adverse Actions procedures as outlined in section 1200.00.

5. The Policy Council will approve/disapprove termination of all Head Start employees, except
the Head Start Director as provided for in the HHS regulations. The grievance committee
of the Board of Directors will be consulted throughout the process.

1330.00 TERMINATION OF EMPLOYMENT BY EMPLOYEE ACTION

1. When an employee resigns, he/she shall give a reasonable notice, but not less than:

a. Eight full business weeks for employees classified as executive management
(Directors).

b. Four full business weeks for all other exempt and supervisory personnel.

c. Two full business weeks for all other employees.

2. The employee shall provide a dated and signed resignation notice specifying the last date
the employee intends to work to the Human Resource Department and the Chief Executive
Officer. Head Start employees also need to provide a copy to the Head Start Director.

3. An employee who resigns and does not give the Agency the notice commensurate to their
position or does not work the entire notice period will lose all remaining annual leave time.

4. Employees that do not provide a written resignation lose all rights to accrued leave
payment.

1340.00 RETIREMENT FROM EMPLOYMENT BY EMPLOYEE
1. When any employee plans to retire, he/she shall give two (2) month notice. The notice is
required to be in writing and signed by the employee and is to be delivered to the Human
Resource Department and Chief Executive Officer. The notice shall provide the date the
employee intends to retire. Head Start employees also need to provide a copy to the Head



Start Director.
a. Human Resource Department will schedule a meeting with the retiring employee
to discuss and coordinate any retirement benefits.
2. In the event of death of an employee, all salaries and wages are payable to the legal
beneficiaries and/or the estate of the deceased employee.

1350.00 TERMINATION BENEFITS
1. Wages and Salary

a. Anemployee’s final payment of wages and salary is computed through the last day
of active employment with the agency.

b. Payment of wages and salary due is made as follows:

i. When the proper notice has been given, the agency will make every
possible effort to pay final wages at the end of the upcoming pay period.
i. When an employee is terminated involuntarily, the agency will make every
effort to pay final wages at the end of the upcoming pay period.
2. Annual Leave

a. Employees terminating during the orientation/trial person receive no annual leave
pay.

b. Employees with three (3) months of service or more and having achieved regular,
full-time status are paid for unused accrued annual leave, provided proper notice
is given and the notice period fully worked.

3. Holiday Pay

a. If a recognized holiday occurs during the last week in which there is active
employment, employees receive holiday pay provided they have worked or have
been on authorized absence the scheduled workday proceeding and succeeding
the holiday.

b. However, if any agency recognized holiday occurs on the fifth day of the work week,
employees receive holiday pay provided they have worked or been on authorized
paid absence the previous day of the work week.

4. Benefits

a. Group Life and Health Insurance benefits terminate on the employees last day of
employment, unless provision have been made by the employee to extend these
benefits through COBRA coverage for health Insurance, or by converting Life
Insurance to an individual policy. The federal consolidated omnibus budget
reconciliation act (COBRA) gives employees and their qualified beneficiaries the
opportunity to continue health insurance coverage when a qualifying event would
normally result in the loss of eligibility. Some common events are resignation,
termination of employment, death of an employee, a reduction in employee’s
hours or leave of absence, an employee’s divorce or legal separation, and a
dependent child no longer meeting eligibility requirements. Written notice
describing rights granted under COBRA when the employee becomes eligible for
coverage is provided by the Agency’s health insurance provider. The notice



contains important information about the employee’s rights and obligations.
b. All other benefits terminate on the last day of the month.
c. Please see plan summary for a description of benefits.

1360.00 OTHER PAYMENT
1. Money which is due and payable to the agency as authorized by the employee’s deduction
authorization(s) or money attached by court orders is deducted from total payment to the
employee at time of termination, up to the maximum allowed by federal and state law.
2. In the event of termination by death, all salaries and wages are payable to the legal
beneficiaries and/or the estate of the deceased employee.

1370.00 SEPARATION INTERVIEWS
Separation interviews should be conducted for all employees resigning, to provide the employee
with an opportunity to express him/herself regarding any aspect of the Agency.
1. Employee’s responsibility — a resigning employee must satisfy two (2) requirements,
namely.

a. To return all documents, publications, manuals, property and refund any monies
owed to the agency.

b. To advise his/her supervisor of the status of any project which may been assigned
to the employee.

2. Human Resource Manager Responsibilities

a. Upon receipt of Letter of resignation, the Human Resource Manager will forward
to the employee a memorandum which specifies the employee’s responsibilities in
detail.

b. Contacting the employee immediately upon notification from any program which
indicates financial or material debts to the Agency, ensuring that the debt has been
satisfied.

c. Scheduling and conducting the final separation interview during which:

i. The employee is given the opportunity to express him/herself regarding any
aspect of the agency.

ii. The employee is given a basic explanation of the status of his/her agency
insurance and benefits.

1380.00 RETRENCHMENT
1. Inthe event the agency is compelled to terminate employees because of retrenchment of
the organization, employees to be retained will be selected based on the following:
a. Quality of work
b. Length of total service with the Agency
c. Length of service in current job classification; and
d. The ability and willingness to meet the goals, priorities, and needs of the agency.



SECTION 1400.00
PERSONNEL RECORDS

POLICY

Macon Bibb Economic Opportunity Council, Inc. recognizes that an effective personnel program
requires a complete and efficient personnel record system. The record system is maintained
under the supervision of the Human Resources Manager and includes files on information needed
by management in administering the Agency’s Personnel Program.

1410.00 RESTRICTION OF PERSONNEL RECORDS

1. Because of the information included in the Personnel record system, file maintenance shall
be restricted to designated employees, and accessibility shall be controlled by the Chief
Executive Officer.

2. Access to personnel records will be given to the individual concerned, to the Program
Director or Supervisor over the employee on a strict “need-to-know basis”, and the Chief
Executive Officer.

3. Any employee wanting to view his/her personnel record must submit a request in writing
to the Human Resource Department. The Human Resources Department will schedule a
time for the employees to view their personnel record. A member of the Human Resources
Department or a designee will be present for the viewing of the records. Employees are
not allowed to remove any information from their file; copies of approved documents may
be provided with approval from the Chief Executive Officer or designee at a cost
established by the Agency.

1420.00 APPLICANT FILE

1. This file shall contain originals or copies of the application files for positions in the Agency.
Applications shall be filed by month applied and position title. Complete applications
remain active for only 90 days from date of submission and stay on file for one year.

2. All applications submitted that are incomplete will not be considered for processing and
placed in an “incomplete” file for 30 days.

3. All documentation received with applications becomes property of Macon Bibb Economic
Opportunity Council, Inc. Copies of documents will not be allowed after submission.

1430.00 EMPLOYEE FILE

This file shall contain two separate file folders for each employee of the agency. The Employee
file will contain all employment information and the Blind file shall contain all materials that are
confidential in nature concerning the employee.

Employee File

1. Original Application for employment.
2. Signed acceptance letters.
3. Previous employment record check and letter of recommendation.



4. Memorandums of personnel actions that show position, title, salary, effective date, type
of personnel action, fringe benefit deductions and location of employment.

Performance evaluation reports.

Reprimand or tother disciplinary action records (unless an appeal is sustained).
Letters/certifications of appreciation.

Signed acknowledgment forms and declarations for personnel policy and procedures.

. Training records and reports.

10. Signed job description.

11. General correspondence concerning the employee.

12. Policy Council recommendations for Head Start employees.
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Blind File

Criminal background release and results

Drug screening release and results

Any medical information

Supplemental and medical insurance forms and correspondence
MVR, driver’s license, auto insurance Information

Any miscellaneous information containing private information.

OV AW R

1440.00 INQUIRIES AND LETTERS OF RECOMMENDATION CONCERNING EMPLOYERS
All inquiries about present or former employees shall be directed to the Human Resources
Department.

Letters of Reference will be furnished only after a written request from prospective employers,
along with a written release from the employee. Routine information such as an employee’s
position, title, length of service may be provided by the Human Resources Department, in
response to legitimate telephone requests.

Under no circumstances shall any supervisor, Department Head, Program Director or any other
employee respond to any telephone or oral request for an employment reference or other
statement regarding an employee, and all such inquires shall be referred to the Human Resources
Department.



APPENDIX



GEORGIA SUBSTANCE ABUSE POLICY

This policy establishes the position of the Macon-Bibb Economic Opportunity Council, Inc.
(hereinafter Company) on the use or abuse of alcohol, drugs, or other controlled substances by its
employees. It is a part of the Company’s commitment to safeguard the health of its employees,
to provide a safe place for its employees to work. Because substance abuse, either while at work
or away from work, can seriously endanger the health and safety of employee and render it
impossible to supply quality products and services, the Company has established this Drug-Free
Workplace Program to detect users and remove abusers of alcohol, drugs, or other controlled
substances. The Company is committed to preventing the use and/or presence of these
substances in its workplace.

The effective date of this policy is March 21, 1997.
The elements of this policy are as follows:

1. Anti-Drug Policy. The Company prohibits the unlawful manufacture, distribution,
dispensation, presence, or use of alcohol, drugs, or other controlled substances on Company
property. Employees violating this prohibition will be referred to rehabilitation, and/or
disciplined up to and including termination.

2. Notice. Notice of this policy will be posted in appropriate and conspicuous locations on
Company premises, and copies of the policy will be available for inspection by applicants or
employees during regular business hours in the administrative offices. Also, vacancy
announcements for job appointments will include notice of drug testing.

3. Acknowledgement/Copy of Employees. All employees will acknowledge notice of this
substance abuse policy by signing the Acknowledgement Form. Additionally, employees will
be given a copy of the Company’s written policy statement.

4. Education Program/Supervisor Training. The Company will present Substance Abuse
Education Programs for all employees on a periodic basis. Administration personnel in
supervisory positions will receive additional training on substance abuse.

5. Application of Policy. This policy is mandatory to all applicants and employees of the Macon-
Bibb Economic Opportunity Council, Inc.

6. Drug Testing. The Company will utilize drug and alcohol testing to help administer this policy.
The Company reserves the right to drug and/or alcohol test employees at any time, for any
reason. Any refusal to take a drug and/or alcohol test will result in denial of employment for
applicants, and referral to utilization of the Resource File providers or termination, depending
on the circumstances, for employees. All applicants and employees will be required to sign
the Chemical Screening Consent and Release Form prior to any drug or alcohol test and will
have the opportunity to record on the form any information that s/he considers relevant to
the test, including identification of currently or recently used prescription or nonprescription
medication or other relevant medical information. In general, the following types of tests will
be used:




d.

All applicants will be tested after receiving a conditional offer of employment. Any

applicant who refuses to take a drug test will not be considered for employment.

Any applicant who fails the drug test by having a confirmed positive test result, will

not be considered for employment. If the applicant has begun work for the

Company, conditioned upon passing the pre-employment drug test, s/he will be

removed from the job and terminated immediately.

Employees will be subject to random testing throughout the year.

Employees will be tested when reasonable suspicion exists such that their behavior

or performance indicates possible alcohol or other drug use, in violation of this

policy. Administration personnel in supervisory positions who need to utilize
reasonable suspicion testing will fill out the Substance Abuse Investigation Form.

All requests for Reasonable Suspicion Testing must be approved by Management.

Articulated facts and reasonable inferences prompting reasonable suspicion drug

testing may include, but not be limited to:

1. Observable phenomena while at work such as direct observation of substance
abuse or the physical symptoms or manifestations of being impaired due to
substance abuse;

2. Abnormal conduct or erratic behavior while at work or a significant
deterioration in work performance;

3. Areport of substance abuse provided by a reliable and credible source;

4. Evidence that an individual has tampered with any substance abuse test during
his or her employment with the current employer;

5. Information that an employee has caused or contributed to an accident while
at work;

6. Evidence that an employee has used, possessed, sold, solicited, or transferred
drugs while working or while on the employer’s premises or while operating
the employer’s vehicle, machinery, or equipment;

7. Excessive absenteeism including tardiness;

8. Employee admissions regarding drug use;

9. Repeated failure to follow instructions or Company procedures;

10. Violation of Company safety policies;

11. Odor of alcohol and/or residual odor peculiar to some chemicals, alcohol, or

other drugs; or

12. Arrest or conviction for violation of a criminal drug statute or an alcohol abuse

statute;

13. Possession of drug paraphernalia.

Employees will be tested following accidents where required by law or under this

policy. Company officials may use the Post-Accident Investigation Form to

document such testing. After a minor accident where the employee can return to
work, the employee may be allowed to resume work pending the results of the
drug test. If the employee fails the drug test by having a positive drug test result,
s/he will be removed from the job immediately according to the provisions of this

policy.




e.

f.

Employees will be tested when returning from rehabilitation, which were the result
of a positive test and the involuntary referral of the employee to rehabilitation.
Follow-up testing shall be conducted at least three times a year for a two-year
period after completion of the rehabilitation program, and without advanced
notice to the employee.

Tampering. If the Company, collection agency, laboratory, Medical Review Officer
(MRO) or other officials or agents involved in the specimen collection and testing
procedures, has reasonable suspicion or determines that the applicant or
employee has tampered or attempted to tamper with the specimen or any of the
procedures involved with the substance abuse policy, the Company will consider
the applicant’s or employee’s test result to be a positive test result and follow the
procedures in this policy accordingly.

Cost of Drug Testing. The Company will pay the cost of all drug tests, initial and confirmation,

which the Company requires of applicants/employees. An employee or job applicant shall pay
the cost of any additional tests not required by the Company.
Positive Drug Test

a.

C.

d.

Medical Review Officer (MRO) — All positive drug tests results will be reviewed by
the Medical Review Officer (MRO). The MRO may contact the applicant or
employee in order to investigate the reasons behind a positive drug test. Failure
to cooperate with the MRO will result in denial of employment or immediate
termination. If the MRO is unable to contact the applicant or employee, the MRO
will communicate that fact to Management. Once the MRO has finalized the
investigation s/he will communicate the results to Management.
Confirmation/Notification — All positive drug tests will be confirmed using gas
chromatography/mass spectrometry (GC/MS) or an equivalent method. Within
five (5) working days after receipt of a positive confirmed test result from the
laboratory, an employee or job applicant will receive written notification of such
positive confirmed test result (Notification Form), the consequences of such
results, and the options available, whereupon s/he will have five (5) working days
to contest or explain the positive test result. If the employee’s or job applicant’s
explanation or challenge is unsatisfactory to the MRO, the MRO shall report a
positive test result back to the employer.

Applicants — If an applicant tests positive, which means the presence of drugs are
detected by the drug test, he or she will not be offered employment.

Employees — If an employee tests positive (confirmed drug test), he or she will be
removed from the job and referred to evaluation, assessment and/or rehabilitation
at their own expense. Disciplinary action will be administered up to and including
termination. The Company will maintain a Resource File which contains
information on employee assistance and rehabilitation resources in the
administrative offices. Refusal to agree to be referred to rehabilitation will result
in immediate termination.




10.

11.

12.

13.

14.

15.

16.

17.

18.

Drug Testing Procedures. The Company will utilize any type of drug testing procedure that it
believes is appropriate, in conformity with the law, including urinalysis, blood tests,
breathalyzers, or any other method. All applicants and employees will be required to sign the
Chemical Screening Consent and Release Form before any drug test.

Drugs. The Company will determine the controlled substances (including alcohol) for which
testing will be performed.

Resource File/Employee Assistance. The Company will maintain a Resource File in the
administrative offices containing information on employee assistance and rehabilitation
resources, where employees may obtain information and/or counseling or treatment for
rehabilitation from substance abuse, at the employee’s own expense. The Company will also
post a listing of providers of employee assistance in the area. The Company will certainly
consider any rehabilitation employee for re-employment as required by law.

Return to Work/Consideration for Re-employment. Employees returning from rehabilitation
will be considered for employment in accordance with the law, business conditions and job
availability.

Disciplinary Action. The Company reserves the right to use disciplinary action up to and
including termination for any violation of this policy, any positive drug test, refusal to take a
test, tampering with a test, or any refusal by an employee to cooperate with any aspect of this
policy. Also, upon any criminal drug statute conviction for a violation occurring either in or
outside the workplace, the employee will be subject to disciplinary action, up to and including
termination, depending upon the circumstances. The employee will notify the Company
within five (5) days on conviction.

Confidentiality. All information, test results, or other materials received by the Company in
the operation of this substance abuse program are confidential communications, which will
only be utilized on a need-to-know basis. These confidential communications and information
will not be released unless required by law.

Designated Substance Abuse Program Official. The Company’s Human Resource Director is
the designated Substance Abuse Program Official. All communications and the coordination
of the program will be conducted through Management.

Searches. The Company reserves the right to search any person, personal article, work area,
vehicle or other items brought onto Company property. Refusal by an employee to consent
to a search will be grounds for termination.

Drug-Free Workplace. This substance abuse policy operates in conformity and compliance
with the State of Georgia Workers” Compensation Drug-Free Workplace Certification Program
(O.C.G.A Section 34-9-410 to -421 (1993)). On projects covered by the federal Drug-Free
Workplace Act, all employees are required to report to the Company if convicted of a violation
of a criminal drug statute in the workplace, within five (5) days of conviction.

DOT Regulations. Any employees covered by the Department of Transportation’s (DOT’s)
Procedures for Transportation Workplace Drug Testing Programs (49 CFR Part 40), are
expected to maintain compliance with these regulations, which may differ from, or be greater
than, the requirements of this policy. Likewise, the Company will maintain compliance with
DOT federal regulations or other laws where applicable.




19.

20.

21.

22.

Subcontractors. Subcontractors employed by the Company may be required to observe the
same safety regulations, and may be required to observe the same drug-free workplace
standards as are Company employees. All subcontractors may also be required to provide
evidence of drug and alcohol testing policies and procedures in compliance with the Georgia
Workers” Compensation Drug-Free Workplace law and the Federal Drug-Free Workplace Act.
In addition, all subcontractors’ employees may be subject to drug/alcohol testing when
working at the Company’s facilities.

No Contract. This Drug-Free Workplace Program creates a policy on substance abuse. It does
not create a contract of employment or supersede any contract that exists.

Policy Changes. The Company reserves the right to change, alter, or amend this policy at any
time at its discretion.

Definitions. When used in this policy, the term:

a. “Alcohol” means ethyl alcohol, hydrated oxide of ethyl, or spirits of wine, from
whatever source or by whatever process produced.

b. “Drug” means inhalants, amphetamines, cannabinoids, cocaine, phencyclidine
(PCP), methadone, methaqualone, opiates, barbiturates, benzodiazepines,
propoxyphene, or a metabolite of any such substances. Any employer may test an
individual for any or all of these.

c. “Employee” means any person who works for salary, wages, or other remuneration
for an employer.

d. “Job Applicant” means a person who has applied for a position with an employer
and has been offered employment conditioned upon successfully passing a
substance abuse test and may have begun work pending the results of the
substance abuse test.

e. “Nonprescription medication” means a drug or medication authorized pursuant to
federal or state law for general distribution and use without a prescription in the
treatment of human disease, ailments or injuries.

f. “Prescription medication” means a drug or medication lawfully prescribed by a
physician for an individual and taken in accordance with such prescription.

g. “Reasonable suspicion testing” means substance abuse testing based on a belief
that an employee is using or has used drugs or alcohol in violation of the employer’s
policy drawn from specific objective and articulable facts and reasonable
inferences drawn from those facts in light of experience.

h. “Substance” means drug or alcohol.

i. “Substance abuse test” or “test” means any chemical, biological, or physical
instrumental analysis administered for the purpose of determining the presence or
absence of a drug or its metabolites or of alcohol.










