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SECTION 1

MANAGEMENT RIGHTS
The Corporation, through the Executive Director, retains the sole right to manage its business affairs and services and to direct the working force to maintain order and efficiency in all its operations; including the right to discipline, suspend and discharge employees, to hire, lay off, assign, reassign, promote and determine the qualification of employees, to determine its work, time schedule, and number of hours to be worked, subject only to such regulations governing the exercise of these rights as are expected and provided in this Policy or provided by law.

The above rights of the Corporation are not all inclusive, but indicate the type of matters or rights which belong to and are inherent to the Corporation.  Any and all rights, powers and authority the Corporation had prior to entering this Policy are retained by the Corporation, except as expressly and specifically abridged, granted or modified by this Policy.

SECTION 2

GENERAL
A. AUTHORITY

Personnel policies are subject to approval of the Corporate Directors.  The Executive Director is responsible for formulating operational procedures and administering personnel policies.  Supplemental and revised personnel policies and procedures will be reviewed periodically, updated, approved and published in accordance with this authority and become a part of the Policy as required.

B. PURPOSE

This document states the personnel policies and procedures of the Corporation.  The primary purposes are the establishment, coordination and equitable application of approved personnel policies, procedures and technical information for personnel administration.

C. STATEMENT OF PERSONNEL POLICY

Position vacancies will be filled by the best qualified personnel in terms of experience, productivity, skills, training, education, aptitude and attitudes.  Employment opportunities will be made available on an equal basis to qualified persons regardless of sex, race, color, age, religion, or national origin.  The Corporation is an equal opportunity employer.

Employees will be kept fully informed of policies and procedures which affect their duties or conditions of employment by the Executive Director, and they are encouraged to offer constructive suggestions for work improvement and modification or expansion of these policies and procedures.

Employees are expected to perform the work assigned efficiently and effectively and to do their part in maintaining good relationships with the public they serve, their supervisors, representatives of State and Federal agencies, and fellow employees.  Failure to satisfactorily meet these responsibilities is sufficient cause for disciplinary action including reassignment, suspension, or termination.

D. PRODUCTIVE WORK ENVIRONMENT/SEXUAL HARASSMENT

Verbal or physical conduct by an employee which harasses, disrupts, or interferes with another’s work performance or which creates an intimidating, offensive or hostile environment, is prohibited.

While all forms of harassment are prohibited, sexual harassment is specifically prohibited.  Each employee has the responsibility to maintain the work place free of any form of sexual harassment.

Any employee who believes that the action or words of a fellow employee constitute unwelcome harassment has a responsibility to report or complain within two weeks of the incident to the Executive Director or the Personnel Committee.

All complaints or harassment will be investigated promptly and in as impartial and confidential a manner as possible by the Executive Director and the Personnel Committee.  An employee who is found to have engaged in harassment or bullying of another employee will be subject to appropriate disciplinary action, up to and including termination.

E. SMOKE-FREE WORK ENVIRONMENT

No smoking is allowed in the offices of the Southtowns Rural Preservation Company, Inc.  In addition, the use of smokeless tobacco products is also prohibited in the offices of the Corporation.

F. DRUG FREE WORKPLACE

Southtowns Rural Preservation Company, Inc. prohibits the use, sale or possession of illegal drugs and narcotics or unauthorized alcoholic beverages on its premises. This also includes legal or prescription drugs that impair ability to perform a job safely or properly.

An employee who is found to be under the influence of such substances while working or brings illegal, non-prescribed drugs or alcohol into the work place will be subject to disciplinary action, up to and including termination.

SRPC reserves the right to conduct random drug testing prior to and/or during employment.

SECTION 3

TYPES OF EMPLOYMENT

A. FULL TIME

A full-time employee is defined as one who regularly works no less than 35 hours per week and twelve months per year or as determined by the Board of Directors.  A full-time employee shall have successfully completed a probationary period of employment.

B. PART TIME

A part-time employee is defined as one who is normally scheduled to work less than 35 hours per week.  A part-time employee shall have successfully completed a probationary period of employment.

SECTION 4
CONDITIONS OF EMPLOYMENT
A. HIRING

The Board of Directors is responsible for the employment of the Executive Director in accordance with provisions of this policy and of the Executive Director job description on file.  The Executive Director will assist the Personnel Committee of the Board of Directors in the recruitment and hiring of additional staff.

B. ORIENTATION

It is the Executive Director’s responsibility after being hired to ensure that all employees are advised of their proper function within the organization.  Each new employee, upon commencement of employment, will receive a job description and packet of information orienting the employee to his/her duties and the function of the organization.  Thereafter, all employees have the responsibility of developing their full potential as members of the staff.

C. PROBATION

Each new employee shall serve a six month probationary period during which time the Executive Director shall evaluate the probationary employee on a monthly basis.  Upon successful completion of the probationary period, the employee will be considered to have attained regular status.  In the case of a new probationary executive director, the personnel committee of the Board of Directors shall evaluate the probationary executive director on a monthly basis.  Upon successful completion of the probationary period, the executive director will be considered to have attained regular status.

D. EVALUATION

A Performance evaluation will be performed at least annually by the Executive Director in consultation with the employee’s immediate supervisor. Such written evaluation will be reviewed with and signed by the employee.  The employee will be permitted to write responses to the evaluation, a copy of which shall be placed in the employee’s file.  These evaluations will be based on the requirements of the position the employee holds.  The Executive Director will be evaluated by the Board of Directors at least annually.

SECTION 5
PERSONNEL RECORDS

A personnel record is maintained on file for each employee.  In addition to copies of job application and all performance reviews, a listing of the full name, home address, telephone number, vacation time, sick leave, personal leave and salary will be provided and kept updated.

The employees’ personnel records are maintained by the Office Assistant or other employee as designated by the Executive Director and may be reviewed by the employee upon request.  No data is allowed to be removed from the file.

SECTION 6

OUTSIDE EMPLOYMENT ACTIVITIES
The Executive Director has the right to limit other employment activities of any employee which will have a detrimental effect upon his/her performance and on the program and function of the organization.  See Bylaws of the Corporation for prohibited political activities.

The Board of Directors shall have the right to limit other employment of the executive director.  See Bylaws of the Corporation for prohibited political activities.

SECTION 7

TERMINATION
A. RESIGNATION

Employees are expected to give two weeks notice of resignation.  Final pay will include, in addition to the amount due for days actually worked, prorated vacation pay.  Accumulated paid time off (PTO) will be forfeited.  No pay for leave or severance will be granted to probationary employees.  All employees serve at the pleasure of the Board of Directors.

B. PERFORMANCE

Any employee with regular status whose performance is judged as being unsatisfactory will be notified in writing of the nature of the deficiency and potential discharge.  If improvement is not forthcoming within a 45 day period, his/her employment may be terminated.

SECTION 8
ATTENDANCE & HOURS
A period of one (1) hour is allotted for lunch, at the discretion of the Executive Director.

When leaving the office to carry out assigned duties during regular office hours, each staff member is requested to indicate to the Office Assistant where he/she can be reached and expected time of return to the office.  During any absence of the Executive Director, all staff shall coordinate their work or any situations with the Board Chairman/President.

Regular office hours shall be assigned as needed by the Southtowns Rural Preservation Company, Inc. organization.  All employees shall be at the office of Southtowns Rural Preservation Company, Inc. during those hours assigned, Monday through Friday, except holidays as designated in Section 10, unless assigned to responsibilities calling for work elsewhere and/or at different times.

Tardiness shall be regarded as a violation.  Those employees unable to report for work promptly on any given day must notify their immediate supervisor as near to normal starting time as possible giving the reason for absence or tardiness.

SECTION 9
VACATION

A. To be eligible for paid vacation benefits, a person must have been a continuous employee for one full year.  After one year, full time employees will receive one week’s paid vacation.  After two years of employment, full time employees will receive two week’s vacation, and three weeks after five years.
B. The Board of Directors must approve the scheduling of the vacation of the Executive Director.  All other employee vacations must be approved by the Executive Director.

C. Cash payment in lieu of annual leave will not be authorized except in the case of termination of employment as specified.

D. Part time employees will receive one week paid vacation after one full year of employment and two weeks after five years.

E. Vacation will be renewed each calendar year.  Vacation days may be taken in increments of ½ days.

F. Full time employees may carryover up to 120 hours of unused annual leave (vacation days); part-time employees may carryover up to 40 hours of annual leave into the following year.  Anything above the carryover is considered use or lose if not used by the start of the new pay year.  Lost annual leave will not be recouped by pay or time to the employee, but considered forfeit.  
SECTION 10
HOLIDAYS
All employees shall be granted the following paid holidays:  New Year’s Day, Martin Luther King Jr. Day, Presidents’ Day, Memorial Day, Independence Day, Labor Day, Veterans Day, Thanksgiving Day, Christmas Eve, Christmas Day, and  ½ day New Year’s Eve,  and one (1) floating holiday to be used at any time during the year upon the approval of the Executive Director.   When a holiday falls on a Sunday, the Monday following the holiday shall be observed as the holiday; when a holiday falls on a Saturday, the Friday before shall be observed as the holiday.
Part-time employees are eligible to receive holiday pay if they normally would have worked on the day on which the holiday fell.

SECTION 11
LEAVES OF ABSENCE
A. PAID TIME OFF
Paid Time Off (PTO) includes sick leave and/or personal leave.

Upon completion of the probationary period, each full-time employee will receive six (6) days per year of Paid Time Off.  Paid Time Off shall accumulate to a maximum of twenty (20) days.

Employees working on a part-time basis do not accrue Paid Time Off.

New York Paid Sick Leave (effective 09/01/2020)

Part-time employees are eligible for up to 40 hours of unpaid sick leave per year.
B. BEREAVEMENT LEAVE

Leaves of absence with pay may be granted by the Executive Director for a period not to exceed three (3) working days, because of death in the employee’s immediate family.  For bereavement leave, immediate family is defined as including spouse, child, parent, grandparent, grandchild, spouse’s parent, brother, sister or a close relative who resides in the employee’s household.  One (1) working day of bereavement leave may be granted because of the death of an employee’s aunt, uncle, or cousin.
C. DISABILITY COVERAGE

New York State Disability coverage will be provided by the Corporation.

SECTION 12
OTHER LEAVES
A. LEAVES WITH PAY

1. Jury and Witness Duty – A full time employee who is called to jury duty will be paid his/her salary less the amount of any per diem for jury duty service.  Any expense checks for transportation and meals which are issued by the Courts may be retained by the employee.

2. Military Reserve/National Guard – Military leave shall be provided according to New York State Statute.  
B. UNPAID LEAVES

1. Unpaid Sick Leave of Absence – In order to qualify for unpaid sick leave, an employee must meet the following criteria:

a. exhaust all accrued paid time off (PTO),

b. request a leave and furnish a physician’s certificate stating the employee is under medical care and is unable to work, and

c. request the Executive Director to submit a letter urging either approval or disapproval of the application to the Board of Directors.

Criteria (b) and (c) above must be fulfilled before an employee has been absent on unauthorized leave for more than five (5) consecutive working days, except in extraordinary circumstances.  Such unpaid sick leave will be for the employee.

2. Family and Medical Leave – Family and Medical Leave shall be provided according to the Family and Medical Leave Act.
SECTION 13
EMPLOYEE BENEFITS
A. HEALTH INSURANCE

All full-time employees employed for a duration of more than one (1) month shall be entitled to the following employee benefits:

1. Health insurance at first available full quarter following full-time employment with the SRPC.  The SRPC will pay an amount to be determined by the Board of Directors annually.  If the cost for the employee for the plan of his/her choice exceeds the amount determined by the Board of Directors per employee, per quarter, the employee will incur the added expense.

2. IMMEDIATE Workman’s Compensation (employee only)

3. IMMEDIATE New York State Disability Insurance (employee only)

B. RETIREMENT PLAN  
The Southtowns Rural Preservation Company, Inc. offers an Oppenheimer Funds SIMPLE-IRA to both its full-time and part-time employees.  Employees can make elective pre-tax contributions through automatic deduction from their paychecks and may contribute as much as 100% of their compensation after Social Security and unemployment taxes are deducted, up to an inflation-indexed $6000 each year.  Contributions can be a percentage of salary or a specific dollar amount.

As employer, the Southtowns Rural Preservation Company, Inc. will fund the plan in one of two ways, either by matching contributions or by non-elective contributions.  Under the matching contribution formula, the Southtowns Rural Preservation Company, Inc. will match participant contributions, dollar for dollar, up to 3% of each individual’s compensation to the maximum allowed by law.  This amount can be reduced to a minimum of 1% for any two years out of a five-year period.  Under the non-elective contribution formula, the Southtowns Rural Preservation Company, Inc. will make a contribution equal to 2% of compensation for all eligible employees, even those who do not contribute through salary deferrals.

The Southtowns Rural Preservation Company, Inc. may switch between the two formulas explained in the preceding paragraph when the calendar year changes by notifying employees at least 60 days in advance (by November 1).

Employees are immediately 100% vested in the total value of their SIMPLE-IRA accounts.

Employees are eligible to defer money into the plan if they have two years of service during which they have earned at least $5000 per year and are expected to earn at least $5000 during the current year.

SECTION 14
REMUNERATION TO EMPLOYEES
A. SALARIES AND WAGES

Salaries and wages are established upon approval of the Board of Directors.

B. DEDUCTIONS
Deductions from salary and wage payments made in accordance with provisions of the law are:  Social Security, Federal Income Tax, State Income Tax, Health Insurance, etc., and other deductions required by law and/or authorized by the employee.

SECTION 15
TRAVEL EXPENSES
Employees shall be reimbursed for allowable mileage, at a rate established by the Internal Revenue Service or agreed upon by the Board of Directors.  Employees are not paid mileage between their homes and the office.  The Board of Directors may establish per diem rates for meals while traveling.
Monthly reporting of all direct expenses is necessary for accounting records to be accurate in recording expenses for Federal and State requirements.  Each employee shall submit his/her expense vouchers at the end of each month.  All receipts pertaining to reimbursement requests must be attached.

SECTION 16
AFFIRMATIVE ACTION PROGRAM
A copy of the Affirmative Action Program outlining procedures is available in the SRPC office for review by SRPC employees at any time.

SECTION 17
BOARD ACTION
Any provision of this policy requiring board action to permit its implementation, or requiring funds for such implementation, shall not become effective until the Board has given approval of such provision.

SOUTHTOWNS RURAL PRESERVATION COMPANY, INC.
AFFIRMATIVE ACTION AND EMPLOYMENT OPPORTUNITY STATEMENT

PURPOSE:  The U.S. Equal Employment Opportunity Commission (EEOC) administers the following laws to protect workers from arbitrary discrimination because of race, color, age (40 or older), religion, sex (including pregnancy, gender identity, and sexual orientation), national origin, disability, or genetic information; thus the prevention of unlawful employment practices.


Southtowns Rural Preservation Company, Inc. (the organization), its governing board, general membership, and administrative staff certify that:

1. The organization will take affirmative action to ensure that applicants are employed and that employees are treated during employment without regard to their race, color, religion, age (40 or older), sex (including pregnancy, gender identity, and sexual orientation), national origin, disability, or genetic information.

2. To the greatest extent feasible, opportunities for training and employment will be given to lower income residents of the project area.

3. SRPC will comply with laws administered by the EEOC.
All of the aforementioned assurances shall apply to SRPC, its corporate directors, administrative and field staff, and all affiliates.
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