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Human Resource Policies
T

he purpose of these policies is to administer community-based programs under 10A O.S. §2-7-303-305.6.  These policies and procedures apply to all employees, interns, volunteers, and independent contractors (where applicable) of Crossroads Youth & Family Services, Inc. This document shall constitute the organization policies and procedures as approved by the Board of Directors.

The policies set forth herein are to serve as guidelines to be used during employment and are not intended to be contractual conditions of employment nor is the language intended to create a contract between employee and employer.  Crossroads Youth & Family Services is an “At-Will” employer.  Nothing in these polices should be construed as a contract for employment.

EMPLOYMENT POLICIES

Equal Employment Opportunity Statement

Crossroads Youth & Family Services provides equal employment opportunities to everyone.  Employment decisions will be based on merit, qualifications and abilities.  No person shall be discriminated against because of race, color, ethnic group, physical or mental disability, gender, religion, sexual orientation, culture, natural origin, ancestry, language, marital status, veteran status, citizenship status, or socioeconomic status or in any way excluded from participation in or be denied benefits in connection with any program or activity of the program.  All activities of the program will be conducted in accordance with all applicable federal and state laws and regulations, including but not limited to Title VII of the Civil Rights Act of 1964, as amended, the Americans with Disabilities Act, the Equal Pay Act, and the Age Discrimination in Employment Act.

The organization will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in undue hardship.  This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.

Employees with serious health conditions often wish to continue their normal pursuits, including work, to the extent allowed by their condition.  Crossroads YFS supports these endeavors as long as employees are able to meet acceptable performance standards.  As in the case of other disabilities, the organization will make reasonable accommodations in accordance with all legal requirements to allow qualified employees with serious health conditions to perform the essential functions of their jobs as identified in their job descriptions.
Title 45, Code of Federal Regulations, Part 80 (which implements P.L. 88‑352, Civil Rights Act of 1964), Part 84 (which implements P.L. 93-112, Rehabilitation Act of 1974) and Part 90 (which implements P.L. 94-135, Age Discrimination Act of 1975)

RECRUITMENT AND JOB POSTING

To ensure that all people have an equal opportunity to apply for positions with Crossroads Youth & Family Services, Inc., at a minimum, jobs will be posted on the agency website and on bulletin boards at the various sites.  Positions will be filled from candidates who complete and turn in written applications and/or résumés.  All résumés/applications submitted for a posted job opening will be kept on file for at least one (1) year.  Posted positions shall include the title, brief description and date of posting   Openings will be posted five (5) working days, except when an emergency need requires a shorter period

Crossroads Youth & Family Services, Inc. is dedicated to providing exceptional services to the individuals and families it serves.  Accordingly, it is the policy of Crossroads Youth & Family Services, Inc. to offer employment to the most qualified applicant based on the individual’s experience, skills and credentials.   Furthermore, it is the policy of Crossroads Youth & Family Services to verify all credentials held by an applicant/employee.  Applicants for whom licensure cannot be verified will not be employed.
Crossroads Youth & Family Services, Inc. is responsible for the recruiting of all employees within their organization.  Equal opportunities practices will be followed.

EMPLOYMENT-AT-WILL

Crossroads Youth & Family Services, Inc. retains the right of EMPLOYMENT-AT-WILL to terminate any employee at any time for any reason not prohibited by law, and employees can terminate at will.  In addition, the Executive Director, in consultation with the Program Director, may change or revise job assignments, work duties and/or job descriptions at any time.

CONDITIONS OF EMPLOYMENT

All employees of Crossroads Youth & Family Services, Inc. shall be subject to the following as conditions of employment: 

1.  
Adherence to All Policies and Procedures:  All employees shall sign a certificate of acknowledgment regarding familiarity with and adherence to all policies and procedures.  These policies and procedures replace and supersede any and all other written personnel policies and procedures.

2. 
Employee, Contractor and Volunteer Screening: All employees, contractors, and volunteers who exceed eight (8) hours per month shall sign an authorization form giving Crossroads YFS’ permission to conduct a criminal backgrounds and records check, including review of criminal convictions, sex offender registry, violent offender registry, and restricted from child care registry.  All employees, contractors, and volunteers who are providing direct services to children/adolescents or have unsupervised access to clients will complete a federal background check, including fingerprinting, prior to providing services or being unsupervised with clients.  Fingerprinting shall be completed as soon as reasonably possible following a conditional offer of employment.  Additional criminal background checks will be conducted every five (5) years.  An employee’s eligibility to perform work in the United States is confirmed through the federal e-verify system.  In addition, employees and contractors are screened prior to providing services to identify exclusion of individuals and entities from federally funded healthcare programs.  Excluded individuals cannot perform work for Crossroads YFS.
3. 
Academic Records, Reference and Former Employment Check: All employees shall sign an authorization form permitting a review and primary source verification of academic transcripts, references and past employment.  Credentials shall be verified as soon as reasonably possible following a conditional offer of employment.  The organization shall obtain a minimum of three written and/or documented telephone references for all staff prior to employment.  Licensure verification from the licensing authority shall occur at the time of hire, or, for existing members of the workforce, when credentials are initially earned, pending expiration of a current license, or prior to an accreditation survey.  Applicants for whom licensure cannot be verified will not be employed.
4.  
Drug and Alcohol Policy: No employee shall use or be under the influence of alcohol or illegal drugs during hours of work.  All applicants who have received a conditional offer of employment with Crossroads YFS will be required to undergo pre-employment drug or alcohol testing.   Crossroads YFS will not hire any conditional employee who has received a confirmed positive test result, and the conditional offer of employment will be withdrawn.

5.  
Program Orientation: All employees shall participate in a formal orientation session conducted both by the Human Resources Department and by their Program Director or designee.   Each Program Director or designee shall use the approved Orientation Checklist for their respective program areas.  Employees will sign the Orientation Checklist documenting that they have been appropriately oriented to Crossroads YFS, to the Policies and Procedures Manual and to their specific program area.  The signed Orientation Checklist will become a permanent part of the Employee Personnel File. 
6.  
Health Requirements:   All Counseling, Shelter, and support staff shall have a medical examination by a licensed physician prior to employment and as soon as reasonably possible following a conditional offer of employment, verifying that the person is in good physical and psychological health, free of communicable diseases, and capable of providing quality care for children.  In the event that any concerns are noted, an applicant will have a reasonable time as determined by the type of follow-up requested to submit documentation from a health care professional resolving the concerns.  The conditional offer of employment will be withdrawn for applicants who do not timely submit documentation or who do not pass the fitness for duty examination.  Upon employment, each Youth Services employee who has not had a documented skin test within the past 12 months shall have a Mantoux tuberculin skin test unless he/she has had a previous positive skin test.  Such employees with a positive skin test reaction must provide documentation of a chest x-ray.  Upon employment, and at a minimum every three years thereafter unless otherwise required by state or federal law or rules promulgated by state or federal agencies, employees must submit documentation by medical personnel that signs or symptoms of tuberculosis are not present.  Additional tests or x-rays are not required unless signs or symptoms develop that are suggestive of tuberculosis.
7.  
Signed Statements:  All above signed statements shall become a permanent part of the Employee Personnel File.

NEPOTISM

An administrative employee shall not hire or appoint for employment any person who is related by blood or marriage to the third degree under their direct supervision.

A.  “Immediate family” shall be defined as spouse, child, parent, brother, sister, mother-in-law, father-in-law, brother-in-law, sister-in-law, daughter-in-law, son-in-law, grandparents and grandchildren.

B.  
“Persons related by blood or marriage to the third degree” shall include members of the immediate family plus aunts, uncles, nieces and nephews.

21 O.S. § 481-487 
CLASSIFICATION OF EMPLOYEES/HOURS OF WORK

All employees of Crossroads Youth & Family Services, Inc. shall be subject to the following hours of work: 

1.  
The standard work week shall be 40 hours for full-time exempt and non-exempt employees in the administrative, counseling, outreach, diversion, case management, home-based, and special programs unless employment contracts specify other work week hours.

2. 
The standard workweek shall be 40 hours for full-time exempt professional employees and full-time non-exempt paraprofessional employees in the Shelter program.

3. 
The standard workweek for part-time employees in the administrative, counseling, outreach, diversion, case management, home-based, and special programs will be scheduled by the Program Director in consultation with the Executive Director.

4.
The standard workweek for part-time professionals and paraprofessionals in the Shelter program will be scheduled by the Program Director in consultation with the Executive Director.

OFFICE HOURS

Crossroads Youth & Family Services, Inc. sets the hours of operation for each office.  Additionally, times for breaks and meal periods are established so that there will be adequate staff to perform the necessary duties.

The duties of some positions will require that employees work alternative or flexible work schedules to enable the employee to fulfill the responsibilities of their job.  The office hours shall be as follows:

1. Administrative Office Hours—Regular office hours for the Norman-Main Street office are 8:00 a.m. to 5:00 p.m., Monday through Friday.  Two (2) 15-minute breaks are allowed for full time staff.  Breaks not taken cannot be accrued or compensated.

2. Counseling Office Hours—Regular office hours for the Norman-Tecumseh Road office are 8:30 a.m. to 5:30 p.m., Monday through Friday.  Two (2) 15-minute breaks are allowed for full time staff.  Breaks not taken cannot be accrued or compensated.  The office will be open at other times to serve the specific needs of the clients.  Staff working hours will be scheduled at the discretion of the Program Director, in consultation with the Executive Director, to meet the needs of the clients.

3. Shelter Hours—The Emergency Youth Shelter is open 24 hours a day, seven (7) days a week, 12 months of the year.  Staff working hours are generally scheduled to accommodate three eight-hour shifts and are determined at the discretion of the Director of Shelter Services in consultation with the Executive Director.  Based on program needs (examples include but are not limited to: budget shortfalls, lack of population, or the number of accrued leave hours placing the program budget at risk), nonexempt employees may be removed from the schedule.  If nonexempt employees are removed from the schedule or in the event that a facility is closed for repairs, nonexempt employees will be given the option of using unpaid leave or accrued holiday or vacation leave.  During an eight-hour shift, staff are paid for one (1) 30-minute lunch break and one (1) 15‑minute break.  Breaks not taken cannot be accrued or compensated.

VOLUNTEERS SERVING AS NON-PAID EMPLOYEES

Use of supervised volunteers to provide expanded and direct services to Crossroads YFS clients to help meet the needs of the youth and families of Cleveland County is encouraged.  A volunteer is defined as any person working in Crossroads YFS who is not on Crossroads YFS’ payroll, but fulfills a defined client service role or defined support role within Crossroads YFS and for the communities we serve.  The organization shall keep a current listing of all individuals providing volunteer assistance. 

1. Volunteer Categories and Supervision:  The Volunteer Coordinator shall recruit qualified individuals who pass all screening and security clearance requirements and shall provide volunteer opportunities for placement in the following categories:
a.
Regular Shelter Volunteers and Village Mentors must be a minimum of twenty (20) years of age and apply to volunteer between eight (8) and thirty-two (32) hours of service per month.  Shelter staff will directly supervise Regular Shelter Volunteers and Village Mentors with input from the Volunteer Coordinator.  Volunteers under the age of twenty-one (21) will not be included in staff-to-child ratio.

b.
Interns who request practicum experiences for degrees in fields such as Human Relations, Human Resources, Non-Profit Management, Early Childhood Development, or other pertinent degree areas will be directly supervised by the staff in the appropriate department of the agency with input from the Volunteer Coordinator.  For example, volunteers for Human Relations may be co-supervised by Shelter Staff and the Volunteer Coordinator.

d.
Support Staff Volunteers shall be at least eighteen (18) years of age and will be directly supervised by a staff person at the placement location.  This may include University Work Study students and “Experience Works” volunteers.
e. Volunteers who apply to volunteer less than eight (8) service hours per month will be supervised by an appropriate staff member from the related department.
2. Volunteer Recruitment:  Staff of Crossroads YFS’ Counseling and Outreach programs shall work closely with the University of Oklahoma and other colleges and universities in the area to recruit qualified students from the appropriate departments who are seeking internships to fulfill requirements for a specific degree.
3.  
Volunteer Screening:  All volunteers shall be thoroughly screened to assure appropriateness of volunteer placement.  The screening process shall include the following, which shall also be documented to the volunteer file:

a.
Written application and/or résumé

b.
Two written references

c.
OSBI Records Check if volunteer service exceeds eight (8) hours per month.  A federal background check, including fingerprints, will be required for Village Mentors and for any volunteer who applies to volunteer for thirty-two (32) hours per month or more.
d.
A signed screening interview application, adequate to evaluate the applicant’s interests, skills and limitations.
e.  Written job description provided to the volunteer that includes:

1. Responsibilities of volunteer

2. Responsibilities of agency of volunteer

3. Expectation for the volunteer’s conduct as pertains to ethical treatment of clients and confidential information

4. The procedures for amending the agreement and for terminating the agreement.

f. Performance Review:  Six-month written performance review signed by assigned supervisor.

g.  Village Mentors and volunteers of thirty-two (32) service hours per  month or more must have a health examination that includes screening for tuberculosis, a physical to ensure the safety of the volunteer when completing tasks as assigned, and a negative result on a drug and alcohol screening.

4.   Volunteer Training and Supervision


The successful management of the use of direct services volunteers depends upon the appropriateness of the training and supervision of the volunteers.

a. Training

1. All volunteers shall receive an overview of Crossroads YFS and the volunteer role according to the Orientation Plan.
2. All volunteers shall be given a copy of the Volunteer Job Description.
3. All volunteers of the Counseling and Outreach programs shall attend, when possible, the following meetings:

i. Weekly staff meetings

ii. Weekly group supervision sessions

b. Supervision

1. All interns of the Counseling and Outreach programs shall be assigned a supervisor who shall be a licensed staff counselor.
2. All interns of the Counseling and Outreach programs shall meet with his/her supervisor on a monthly basis or as needed.

3. All volunteers of the Emergency Youth Shelter shall be supervised by the Director for Shelter Services or his/her designee with input from the Volunteer Coordinator.
STUDENT INTERNS AND VOLUNTEERS

A signed agreement form for internship between Crossroads YFS and the Intern/ Volunteer will be in place prior to the beginning of their work at Crossroads YFS. They will also be provided an Intern/Volunteer Job Description defining their duties and responsibilities, as well as their use while working as an intern/volunteer at Crossroads YFS.  These job descriptions may vary by program. 

Interns and volunteers utilized by Crossroads YFS will undergo similar training and orientation as regular staff employees. The Employee Orientation Checklist will be utilized to orient the intern/volunteer to the Agency and Clinical Program Requirements (Confidentiality of Private Health Information, Release and Consent Forms, Incident Reporting, etc.). Personnel Policies and Staff Training Requirements on the checklist will not be needed.  Intern/volunteers are also given a copy of the Client Health and Safety Handbook, which will further identify general agency policies necessary to inform clients.

Assessment and evaluation of the intern/volunteer will be provided by the assigned supervisor at Crossroads YFS. Evaluation forms are generally provided by and pertinent to the intern/volunteer’s individual program requirements. In the event that the college or university program does not have a set Evaluation Form, Crossroads YFS will use appropriate sections of the Crossroads YFS Staff Counselor Evaluation Form.

Supervision of intern/volunteers will be handled by agency program needs in conjunction with the college or university requirements for the intern/volunteer. Generally, supervision will be provided by the assigned agency supervisor who shall be a licensed staff member. Supervision will occur on a regularly scheduled time and date, weekly, monthly or as needed dictated by Crossroads YFS program and college or university requirements. The assigned agency supervisor will be responsible for the intern/volunteer’s evaluation assessment.

The retention/dismissal of intern/volunteer is generally covered in the Agreement Form between the college or university program and Crossroads YFS. However, in those instances where the college or university has no specific policy, the retention or dismissal of an intern or volunteer will be at the discretion of the assigned Agency supervisor and college or university advisor. 

DISCIPLINE AND TERMINATION POLICY

It is the intent to provide clear job descriptions and supportive supervision for each employee in the performance of their duties.  When these approaches prove to be inadequate, the following procedures may be implemented to clarify expectations and determine retention or termination of employment. The following procedures may be enacted:

1.  
When an employee is experiencing difficulty in completing tasks, adhering to established policies and procedures, or other identifiable problem(s) that impede their duties or responsibilities, the immediate supervisor will initiate a “Formal Supervision” meeting to discuss the problem(s) and determine corrective actions.  The content of the meeting will be documented and both the supervisor and the employee will sign and date the documentation. This document will not become a part of the employee’s personnel file unless or until additional disciplinary action becomes necessary.

2.  
If needed, when changes and corrective action do not occur, a “Notice of Concern” will be prepared by the supervisor in consultation with the Director of Administrative Services and/or the Executive Director, which will include a plan of action specifying steps the employee is expected to take to correct the behavior or problems(s).  The supervisor will initiate a meeting with the employee to discuss the “Notice of Concern.” The supervisor and the employee will sign and date the document, with a copy given to the Executive Director, a copy to the employee and the original placed in the employee’s personnel file, along with the previous documentation of “Formal Supervision.”

3. 
If the employee does not adequately follow the plan of action, or if another offense or problem occurs, the supervisor will prepare a “Written Reprimand” in consultation with the Director of Administrative Services and/or the Executive Director.  The supervisor will initiate a meeting with the employee and the Director of Administrative Services, when appropriate, to discuss the reprimand.  The supervisor, Executive Director and employee will each sign and date the “Written Reprimand” with a copy given to the Executive Director, a copy given to the employee and the original placed in the employee’s personnel file.

4.
The “Written Reprimand” may result in a suspension from active work status.  The employee will have one (1) or two (2) working days of suspension with pay to satisfactorily complete and submit to their supervisor a comprehensive “Corrective Plan of Action,” detailing the steps the employee will take to correct the behavior or problem.   If the employee has not shown a good faith effort to complete the plan within the established time frame, the suspension becomes “without pay” until the plan is satisfactorily completed.  The supervisor may add to or modify any or all of the “Corrective Plan of Action.”  The employee may not return to active work status until the plan has been approved, signed and dated by the Supervisor, Executive Director and employee.  Copies will be given to the Executive Director, employee, with the original placed in the employee’s personnel file.

5.
An employee who has adequately followed a “Corrective Plan of Action” in a disciplinary procedure may be considered an employee-in-good-standing if no additional problems or offenses occur within a twelve (12) month period from the date of the last documentation.

6.  
If the employee does not adequately follow the “Corrective Plan of Action”, or if another offense or problem occurs, it may be determined by the supervisor and the Executive Director that there is cause for termination.  The supervisor in consultation with the Executive Director will prepare a “Termination Summary”.  Where possible, a meeting with the employee, supervisor and Executive Director will be held to discuss the findings.  Where possible the “Termination Summary” will be signed by the employee, the supervisor and the Executive Director and placed in the employee’s personnel file.

7.
In the following circumstances, steps 1 through 6 need not be followed and the Executive Director may use discretion to place an employee under immediate suspension, either with or without pay and/or termination: 

a. 
Violation of the Loyalty Oath

b. 
Violation of professional ethics

c. 
Falsification of information on employment application, including qualifications, degrees, licensure, etc.

d. 
Violation of policies and procedures

e. 
Actions that may endanger or place clients at-risk

f. 
Illegal activities

g. 
Insubordination

h. 
Moral turpitude

i. 
Misappropriation of funds

j. 
Violation of the Firearms/Concealed Weapons Policy.

8.  
Other exceptions to this policy may be:

a.
The documented steps leading toward termination (Steps 1 through 6) do not have to be about the same problem, but may be about an array of performance difficulties that affect the overall quality of the employee’s job performance.

b.
An employee has the right to provide a written response to any disciplinary action.  The written response will be placed in their personnel file along with the disciplinary action form.

c.
Any documentation of disciplinary action that is placed in the employee’s personnel files becomes a permanent part of the employee’s personnel record.

d. In the event of an employee with ongoing performance difficulties, the Executive Director, at his/her discretion, may direct a Program Director or Supervisor to ask a designated staff member approved by the Executive Director to sit in on any meetings, supervision sessions, or disciplinary actions involving the employee with ongoing difficulties.  The purpose therein is twofold: (1) to ensure the Program Director or Supervisor is appropriate in their approach to the issues, and (2) to provide an additional account to the proceedings should that become necessary.

EMPLOYEE GRIEVANCE POLICY

Any person employed with the Crossroads Youth & Family Services, Inc. may file a grievance due to any work related problem.  

The first step to seek in the resolution of a work-related problem is for the grievant/ employee to contact the person or employee with whom he/she has a problem to attempt to resolve the problem.  If a resolution is not attained after talking to the person or employee, a grievance may be filed.  

Filing a Grievance:  While all grievances will be given serious attention, grievances should be filed within five (5) days of the action or circumstances being grieved.  The grievance must be filed on the Grievance Form.  The grievance should be filed with the Administrative Supervisor of the grievant, or if that supervisor is a party to the action or circumstances being grieved, with the Director of Administrative Services.  The grievant may be asked to clarify issues that are vague or difficult to discern.  

Response of Administrative Supervisor:  The Administrative Supervisor will contact the grievant within two days of the grievance being filed to investigate the issue or problem.  The Administrative Supervisor will contact agency staff related to the incident including supervisory staff to obtain additional information.  The Administrative Supervisor will contact the grievant and attempt to resolve the issues identified in the grievance.  The Administrative Supervisor shall have a total of five days to complete this process.  If the grievance is resolved at this level, documentation detailing the resolution will be forwarded to the Executive Director and the Director of Administrative Services.  

Appeal to Executive Director:  If the proposed resolution to the grievance is not accepted by the grievant, the decision may be appealed to the Executive Director within one day of the rejection of the proposed resolution.  The Executive Director will review all documented information provided by the Administrative Supervisor, interview agency staff related to the incident including supervisory staff, and contact the grievant within five days of the appeal being filed.  The Executive Director will work with the grievant to determine an alternative resolution to the grievance.  If the grievance is resolved at this level, documentation detailing the resolution will be provided by the Executive Director and added to the grievance file.

Appeal to the Board of Directors:  If the proposed resolution to the grievance suggested by the Executive Director is not accepted by the grievant, the decision may be appealed to the Board of Directors within one day of the rejection of the proposed resolution.  The appeal will be forwarded to the Chairman of the Board of Directors for his/her consideration.  The Chairman of the Board of Directors or his/her designee will review all documentation, may interview any involved staff including supervisory and other administrative staff, and will contact the grievant to determine an alternative resolution to the grievance.  Any resolution or decision made by the Chairman of the Board of Directors or his/her designee will be forwarded to the Board of Directors at their next regularly scheduled Board meeting.  The decision of the Board of Directors shall be deemed as final.   

Timeliness:  The entire grievance process should be completed within 30 days with the exception being the regularly scheduled Board meeting should the process be taken to that level.

Reprisal Safeguards:

a. Grievances may not be considered in employment decisions about the employee.

b. Grievances will be kept in a separate file and will not be kept in the employee personnel file.

c. Employees who grieve are not to be treated in any different manner from those who do not use the process.

Right to Be Heard:

a. Employees have a right to present contentions and to appeal resolutions.

General Guidelines:

a. Strive to resolve grievances at the lowest level possible.

b. Appeal to a higher level when the decision required exceeds the authority of the person handling the grievance.

c. Anyone attempting to interfere with this process or to deny employee rights will be reported to the Executive Director and/or the Board of Directors.   

PERSONNEL RECORDS

Personnel records will be maintained on each employee.  

1.  
Employee Personnel Files: A personnel file shall be opened upon the hiring of each employee and shall be maintained for a minimum of ten (10) years following the termination of employment status.  After that time, the following information shall be maintained on each employee:

a.  
Date of Hire/Employment

b.  
Date of Termination of Employment

c.  
Position(s) Held

d.  
Circumstances regarding Termination of Employment  

2.
Each active personnel file shall contain the following items:

a. Demographic Information

b. Contract, if applicable 

c. Job Description

d. Résumé and/or Application
e. Three (3) references (either written or telephone references may be used, but written references are preferred; telephone references must be signed and dated by person requesting)
f. Documentation of Qualifications (official transcript, diploma, degree), information.

g. Wage/Salary Information

h. Orientation Checklist

i. Personnel Policies, Procedures and Orientation Acknowledgement Form

j. Drug and Alcohol Form

k. Concealed Weapon Form

l. Driver’s License/Social Security

m. Insurance Verification/MVR  (Driving Record}

n. Liability Policy

o. Evaluation

p. Training Documentation (may be documented on Staff Meeting minutes)

q. JOLTS Authorization Form

r. Certification/Juvenile Case Management, CADC, First Aid/CPR, etc.

s. Clinical Privileging (Title XIX) Annual Licensure Card or Supervision Agreement.

t. Disciplinary Actions

u. W-4 

The following are kept in separate files:

v.  OSBI Background Check

w. Drug Screen 

x. I-9 

y. Health Information

z. Time/Leave Records

The organization shall obtain a minimum of three written references of all staff prior to employment.  When administrators are unable to obtain written references prior to employment, a telephone interview shall be conducted and documented to include the date, interview questions, responses and the interviewer’s signature.  In addition to completion of reference checks, the organization shall also verify credentials held by an applicant.  Applicants for whom licensure cannot be verified will not be employed.
Information contained in personnel files is confidential.  Access to personnel records by sources outside of Crossroads YFS shall require signed authorization by the employee.  Access to personnel records by agency employees shall be on a “need to know” basis that includes the employee's supervisor, the designated support staff person who maintains the file, and the Executive Director. 

When there is a change in address, phone number, dependents or beneficiaries, it is the responsibility of the employee to report such change to the Human Resources Department.
Crossroads YFS is not required to disclose records relating to internal personnel investigations, including examination and selection material for employment, hiring, appointment, promotion, demotion, discipline, or resignation.  In addition, where disclosure would constitute a clearly unwarranted invasion of personal privacy, such as in an employee evaluation, payroll deduction, or employment application submitted by persons not hired by Crossroads YFS, Crossroads YFS is not required to disclose records. Crossroads YFS will not disclose the reasons for any loss of pay, suspension, demotion of position, or termination taken against the employee.
3.  
Volunteer Files:  A file shall be maintained for each direct service volunteer that shall include:

a.
Two written references

b. Summary of the Screening Interview signed by the staff member conducting the interview

c.
Volunteer Job Description that includes responsibilities of volunteer, responsibilities of organization to the volunteer, expectation for the volunteer's conduct as pertains to ethical treatment of clients and confidential information, procedures for amending the agreement and for terminating the agreement, written performance review signed by the assigned supervisor and a monthly roster of current participating volunteers will be included in the end-of-the-month report.

d.
Six-month review summaries shall be signed by the staff that demonstrate adequate supervision of the volunteer work assignment.

VERIFICATION OF EMPLOYMENT

For the purpose of maintaining consistency with respect to verification of employment, it is the policy of Crossroads Youth & Family Services, Inc. to provide only the following information to a prospective external employer:

1. the name of the employee; 

2. job title; and
3. dates of employment.
All responses to employment inquiries will be truthful and straightforward. Innuendo and false or misleading information will not be released. To do so may expose Crossroads Youth & Family Services, Inc. to potential liability for defamation or other legal injury. 

Co-workers may provide written references to prospective external employers on behalf of other co-workers.  However, co-worker providing such references should do so in their individual capacities and should only provide such reference on non-agency letterhead.  Any and all information provided must be honest and accurate information.

PAYMENT OF WAGES

All Crossroads Youth & Family Services, Inc. employees shall be paid biweekly on Friday.  

Employee questions regarding wages should be first referred to the employee’s supervisor or Program Director.  Follow-up issues may be referred first to the Human Resources Department/Director of Administrative Services who may consult with the Executive Director.  

LONGEVITY PAY

Longevity pay will be considered at mid-term of the fiscal year at a Board of Directors meeting subject to the availability of funds and tiered according to length of service with Crossroads YFS (the formula to be determined annually and approved by the Board of Directors). 

ANNUAL SALARY INCREASES

Annual salary increases will be considered each year subject to the availability of funds and tiered according to length of service with Crossroads YFS (e.g., employees with more than a year of service will receive a greater percentage increase than employees with six months to one year of service.)  Employees with less than six months of service will receive a salary increase on their six-month anniversary of employment except for employees working under a Federal grant or contract.  Employees under Federal contract will not receive six-month anniversary increases. The percentage of annual salary increase will usually be determined at the December Board of Directors meeting to be effective January 1 or at other times of the year based on availability of funds and/or contract periods.  Annual salary increases may be given to specific employee groups at different times of the year based on grant or contract year and availability of funds.  Employees with unsatisfactory job performance may not receive an increase.  Employees working under Federal grants or contracts will follow the dictates of the Federal government with regard to cost of living increase percentages and frequency. 

MERIT SALARY INCREASES 

It is the practice of Crossroads Youth & Family Services, Inc. to award salary increases through the regular budget process.  During the budget process, an amount may be established over and above cost-of-living increases that are available for merit salary increases, if any, and a percentage increase range established.  This amount is subject to available funding across the Agency; however, grants programs, contracts and other special programs funded through specific funding sources must be able to fund any merit increases within their available budgets. 

There are two types of merit salary increases:

1. Merit Raise
A merit raise is granted in recognition of superior performance and is added to an employee’s base salary.  Employees must receive annual performance evaluations, which provide the basis for merit raises.

      A.  An employee who demonstrates outstanding performance evidenced by an above average or excellent overall rating on a current performance evaluation may be recommended for a merit salary increase.

     B.  An employee who demonstrates effective use of state and/or federal resources that result in significant savings to the Agency may be recommended for a merit salary increase.

     C.  An employee who demonstrates outstanding service to the Agency may be recommended for a merit salary increase.

2. Merit Payment
A merit payment is a lump sum, merit payment that is not added to the employee’s base salary.  Merit payments are granted to recognize performance related to special projects or programs that are outside an employee’s regular employment responsibilities.  Merit payments are subject to standard payroll deductions.

An employee must have been employed by Crossroads Youth & Family Services for six months immediately preceding the effective date of the merit salary increase, and six months must have lapsed since the employee’s last merit salary increase.

SALARY ADJUSTMENTS

The Executive Director may make salary adjustments to an employee’s basic pay any time during the year if the employee demonstrates unusually high or unique qualifications, the employee’s job duties have expanded, or Crossroads YFS has a special need for the employee's services that makes it essential to retain the employee.  In addition, the Executive Director may determine that Crossroads YFS may not be able to retain the employee without the salary adjustment.  All salary adjustments must fall within the approved Salary Schedule.

When employment terminates, the employer shall pay the employee's wages in full, less offsets, at the next regular pay period.  Payment shall be made by the established payment procedures or, if requested by the employee, by certified, postmarked mail.

Promotion and Demotion

Promotions:  Promotions are the act of moving an employee to a different position within Crossroads YFS with increased responsibility and compensation.  Promotions may occur when a vacancy occurs or when/if a new position is created based on program need.  Promotions are based on, but not limited to the following criteria:

· Current and past job performance

· Level of education

· Job related experience

· Professionalism

· Relationships with co-workers

· Seniority

· Demonstrated commitment to continuing education

· Attitude and demonstrated commitment to Crossroads YFS

Demotion:  Demotions are the act of moving an employee to a different position within Crossroads YFS with fewer responsibilities and less compensation.  Demotions may occur as the result of, but not limited to the following criteria:

· An alternative to layoff or reduction in force 

· Re-classification of an existing position

· Budget constraints

· Less than satisfactory job performance

· Disciplinary action

· Allowing professional credentialing to lapse

The notice of demotion will be given ten (10) calendar days prior to the action. The action is effective with the first pay period following the 10-day notice period.  A copy of the demotion is placed in the employee’s personnel file.  An employee may appeal the demotion according to the grievance procedure outlined in this manual.

TIME AND ATTENDANCE RECORD

Wages shall be paid pursuant to signed time and attendance records which have been approved in writing by the Program Director, the employee’s supervisor or the Executive Director.  Time sheets shall be completed in ink and signed by each employee and verified by the employee's supervisor at the end of each pay period.  The direct supervisor will sign the time sheet of each employee supervised.  Each verification and signature of the employee’s supervisor shall be done within three (3) days of the end of the time period that is being verified.

Attendance records shall be maintained on all employees.  Such time records will contain, as applicable, the following entries:

 
1.
The employee's name and position

2.
Payroll period date

3.
Dates and hours worked and comments to explain any irregularities in the working schedule

4.
Total sick leave hours used and accrued

5.
Total annual leave hours used and accrued

6.
Total compensatory leave hours used and accrued

7.
Date and signature of direct supervisor verifying the time sheet 
8. 
Date and signature of employee verifying the time.

Time sheet record errors found after payroll checks have been issued will be adjusted on the next payroll period's time sheet with proper notations to explain the error and adjustments.  

Upon termination of employment, the employee must reconcile their final timesheet with their supervisor.  Both the employee and supervisor must sign the final timesheet.  Failure to reconcile the final time sheet with the supervisor before leaving Crossroads YFS may result in loss of pay and loss of pay for accrued leave.

TRAVEL AND RELATED EXPENSES

Certain staff-related travel shall be subject to reimbursement.  Travel shall be reimbursed only when it is properly authorized and is supported by valid and complete documentation.  The travel policies shall be as follows:

1.
Crossroads Youth & Family Services will reimburse staff for mileage driven in privately owned vehicles at the rate established by the state of Oklahoma.  Mileage may be claimed on a monthly basis only by staff that is in the pursuit of authorized agency business.  Examples are:  to and from training; to and from business conducted at the Courthouse; to and from point of purchase of goods essential for Shelter or agency operation; to and from OAYS meetings; etc.  

All staff who engage in travel or transportation for work related purposes are required to submit to Human Resources a copy of the employee’s current driver’s license and insurance verification.  The employee is responsible for keeping their driver’s license and insurance current.  Upon an employee’s renewal of the employee’s driver’s license and/or insurance, it is the employee’s responsibility to submit copies of the most recent information to Human Resources.  Any employee who fails to submit current information are prohibited from travel for work-related purposes.

Employees under the age of 21 are prohibited from driving agency vehicles.  Employees between the ages of 21 and 25 are permitted to drive agency vehicles for work-related purposes, but are prohibited from transporting clients.  Only employees aged 25 and older are permitted to transport agency clients.  A motor vehicle check (MVR) will be conducted at a minimum of every three (3) years for employees on the agency approved driver list.  In the event that there are any moving violations, Crossroads YFS shall review the violation(s) and document whether the employee should be removed from the approved driver list.  
Staff do not get paid to go back and forth to their original or designated work location.  However, a trip to a second work location in one day is reimbursable from the point of the first work location site and back to either the original work location site or home, whichever is less.

Outreach staff who live within ten miles of their outreach work location site will not be reimbursed for travel to and from that site.  Outreach staff who live outside of ten miles of their outreach work location site will be reimbursed the distance between the Norman office and the outreach work location site or their home and the outreach work location site, whichever is less.

2.
Per diem, lodging, travel costs and related expenses shall be reimbursed according to the Oklahoma Travel Reimbursement Act with proper documentation of expenses claimed.   Documentation of expenses includes toll receipts, lodging receipts and meal receipts.  

Per diem rate for meals at the state rate are $30.00 per day for in-state travel, and $30.00 per day for out-of-state travel.  However, reimbursement rates for out-of-state travel will vary depending on the location of travel as identified in the Government Services Administration’s (GSA) continental United States (CONUS) rates, for domestic locations.  A complete listing of the CONUS locations and rates can be obtained from the GSA per diem web site: www.policyworks.gov/perdiem.  Suggested dollar amounts per meal are:  Breakfast—$8.00, Lunch—$10.00, and Dinner—$12.00 (in-state).  In addition, meals for authorized out-of-county travel related to agency business that does not involve an overnight stay may be reimbursed with proper receipts.  Meal receipts must include the name of the restaurant and the city.  

Standard lodging will be reimbursed at a rate of $55.00 per night both in state and out-of-state.  Out-of-state lodging in a high geographical area will be reimbursed at a rate of $65.00 per night.  Lodging for an approved conference will be reimbursed at the conference hotel rate.  EXPENSES WITHOUT A RECEIPT WILL NOT BE REIMBURSED.
3.
Other expenses and purchases must be approved in advance and coordinated with the Director of Administrative Services.  Approved agency purchasing policies must be strictly adhered to.  EXPENSES WITHOUT A RECEIPT WILL NOT BE REIMBURSED.
TUITION REIMBURSEMENT

Staff may be reimbursed for up to half tuition for a college class directly related to their job function where Crossroads YFS’s budget permits.  Classes must clearly benefit the clients served, as well as expand the employee’s professional skills in direct relation the organization’s goals.  Clinical staff may receive the established reimbursement for up to four (4) credit hours per semester; Shelter staff may receive the established reimbursement for up to six (6) credit hours per semester.  Reimbursement for other staff will be determined on a case-by-case basis.  Requests for reimbursement must be submitted to the Program Director and approved by the Executive Director at the beginning of each semester; reimbursement to the employee shall be made at the end of the semester after documentation of completion of the class is provided.  Reimbursement will be approved only at a state college or university rate.  Reimbursement shall stay within the annual training allowance per Crossroads YFS employee.  The supervisor shall take into account whether the college class credit can be counted toward the employee’s in-service training requirements.

This reimbursement will be limited to funding availability.  All requests for reimbursement shall be approved at the discretion of the Executive Director.

STAFF DEVELOPMENT PLAN

Continued enhancement of job performance is carried out by a commitment to provide educational resources so that employees may better serve the clients and communities of Cleveland County.  The Executive Director sets the budget for expenses related to staff development annually through the normal budgeting cycle.  Special opportunities may be given consideration.  

1.
Orientation: There shall be a formal orientation program to familiarize new employees with the goals and services of the program.  

An orientation-training program is provided to all employees at time of hire and annually  that shall include but not be limited to:

i. Organizational Structure, Mission and Culture
ii. Program Person-Centered Philosophy

iii. Personnel Policy and Procedures including performance measurement and management
iv. Program Policy and Procedure, including risk management and strategic plans
v. Client Confidentiality

vi. Client Grievance Process

vii. Fire and Disaster Plans, including evacuation procedures
viii. Emergency Procedures
ix. Health and safety practices, including safety planning
x. Identification of unsafe environmental factors

xi. Identification and reporting of critical incidents

xii. Reducing physical Risks and workplace violence
xiii. Cyber Security
xiv. Technology usage 
xv. Mandatory Reporting of Child Abuse, and
xvi. Requirements for Emergency Youth Shelter 

xvii. 
All full-time, part-time, on-call staff and volunteers must be oriented to the organization.  Non-credentialed staff that will work with children must have completed orientation before they are assigned as the only staff responsible for a group of children.   Orientation shall be completed within 15 days of hiring and documented in the employee’s personnel file.  It may be counted toward the total of 24 hours training for the first year of employment.

2.
In Service Training: The organization shall have a written plan for the growth and development of all personnel.  The training program offers professional opportunities equally to all staff members.  It acknowledges the need for training opportunities to enhance not only the skills of the staff, but also to assist in development of their professional career advancement.  This may include training outside of their specialty areas. By providing training opportunities that are pertinent to the needs of the employee, the organization can benefit and grow.

Decisions regarding employee training will be based upon the individual’s personnel needs, the organization’s need and the community needs, as well as upon meeting or upgrading the credentialing licensing requirements.  Other factors will include issues related to treatment and service philosophy, the time requirements of training, as well as the cost involved with training.  Programs that offer Continuing Education credits will be given priority.

All staff will be required to attend training sessions scheduled by the agency.  This requirement includes an Annual All Staff Summit for the purpose of training staff on agency updates, new policies and procedures, and other educational content of importance of them in their jobs.  The completion of employee benefit paperwork and employee recognition ceremonies will also be conducted at this meeting.  Crossroads Youth & Family Services may pay all costs and expenses associated with mandatory training sessions, including the cost of food and meeting rooms that are sanctioned by the agency.
3.
Attendance at professional conferences, workshops, seminars or formal education classes may be counted toward the training requirements provided they meet content and documentation requirements.   A qualified individual may count attendance at in-service training toward training requirements only if it is an organized presentation of educational information.  The presentation may include such methods as lecture, role-playing, discussion, and use of audiovisuals or other creative approaches.

 4.
Training for clinical and professional staff will be limited to issues relevant to the services for children, youth and families.  Non-classroom workshop/seminar attendance will be limited to five (5) working days or 40 hours for clinical and outreach employees annually.  The supervisor, with the approval of the Executive Director, must authorize participation in continuing education seminars or classes that exceed this time.

5.
Training for administrative and support staff will target technical, clerical, management and personnel issues.   Twelve (12) hours of training is required annually for administrative and support staff.  Support staff, employees who have direct contact with children-including secretaries, food service staff, janitors, etc., shall obtain a minimum of 12 clock hours of continuing education per employment year.  The context must be relative to the role and responsibility of the position or relative to interacting with children in the facility.

6.
Training for Shelter staff will address issues of child development, crisis management, discipline, building self-esteem, stress management, managing aggressive behavior, etc. Offerings by the University of Oklahoma Juvenile Personnel Training Program (OUJPTP) are appropriate, as well as other avenues for professional development. State licensure requirements mandate that twenty-four (24) hours of training are required annually for full-time Shelter staff. Twelve (12) hours of training are required annually for part-time Shelter staff.  On-call staff shall have a minimum of 6 hours of staff development per employment year. 

7.
Within 90 days after employment, all direct-care staff shall have successfully completed first aid training from an instructor certified by the American Red Cross or its equivalent.  This shall be updated every three years and may be counted toward the hours of training required.  All Shelter staff shall be certified in cardiopulmonary resuscitation (CPR) that shall be updated annually.   All clinical staff is required to maintain certification in first aid and CPR.  All other staff is encouraged to maintain certification in first aid and CPR.  These hours may be counted toward the 24-hour per year requirement.

8.
The content of staff development courses shall pertain to the role and responsibilities.  Examples could include:

a.
Crisis Intervention

b.
Child Development

c.
Behavior Management

d.
Stress Management

e.
Therapeutic Relationship

f.
Therapeutic Intervention

g.
Child Abuse Prevention

h.
Child Abuse Detection and Reporting, and

i.
Human Sexuality, including Sexually Transmitted Diseases.

9.
Training Documentation:  Documentation of employee training will be made on the appropriate forms and forwarded to the employee's immediate supervisor.   The Training Request form is to be filled out by the employee at least one week prior to the training.  Training Documentation forms are to be filled out within 15 days of completion of a workshop/seminar.  These forms shall be placed in the employee’s personnel files and shall become a part of the permanent employment record.  Documentation of staff development hours shall include the names of those staff members who attended, the date, the time frame, the trainer of facilitator and a brief content outline or description of the course objectives

10.
Volunteer Training:  The successful management of the use of direct service volunteers depends upon the appropriateness of the training of the volunteers.

a.
All volunteers shall receive an overview of Crossroads YFS and the volunteer role according to Orientation Plan

b. All volunteers shall be given a copy of the Volunteer Job Description

c. All volunteers of the Counseling and Outreach Programs shall attend, when possible, weekly staff meetings and weekly group supervision sessions.

EMPLOYEE EVALUATION


The Executive Director will establish and maintain an ongoing program of personnel evaluation. The evaluation of an employee’s performance should be viewed as a tool that addresses the need for additional professional skills and knowledge as well as to address critical areas for growth by the setting of measurable goals and through training opportunities for development.  The evaluations shall be in writing in the standard performance appraisal tool that is tied to the job description.  The employee shall document their review of the evaluation and will have the opportunity to comment in writing.  Other sources of input to the evaluation might include: peers, persons served, families/support systems, and external stakeholders.  Comments will be placed in the personnel file.  
All staff members are evaluated initially at their six (6) month anniversary and then annually thereafter by their supervisors, in consultation with the Executive Director, when appropriate.   

EMPLOYEE SUPERVISION

SUPERVISION OF FULL-TIME AND PART-TIME EMPLOYEES:

1.
Attendance at regular staff meetings is a mandatory part of an employee’s ongoing supervision.

2.
Clinical meetings may be scheduled with professional consultants to address the needs of the staff.  

3.
The organization shall provide reference materials to aid in continuing education.  

SUPERVISION OF VOLUNTEERS:  

1. The successful management of the use of direct service volunteers depends upon the appropriateness of the supervision of the volunteers.

2. All volunteers of the Counseling and Outreach Programs shall attend, when possible, weekly staff meetings and weekly group supervision sessions.

3. All interns/volunteers of the Counseling and Outreach Programs shall be assigned a supervisor who shall be a licensed staff counselor.

4. All volunteers of the Emergency Youth Shelter shall be supervised by the Director for Shelter Services or his/her designee.
5. All volunteers of the Counseling and Outreach Programs shall meet with his/her supervisor weekly in either individual or group clinical management meetings. 

6. All volunteers for the Emergency Youth Shelter shall meet with his/her supervisor on a monthly basis or as needed.

7. The Community and Volunteer Relations Coordinator or his/her designee will supervise all agency volunteers for expanded school activities, programs and special events.

LEAVE BENEFITS

A.  COMPENSATORY LEAVE 

1. 
An employee who is classified as exempt from the provisions of the Fair Labor Standards Act is not eligible to receive overtime pay, but has the ability, pursuant to Crossroads Youth & Family Services’ policies, to utilize compensatory time off for hours worked in excess of 40 hours per week.  Compensatory leave must be taken within three (3) months of its accrual.  No more than 40 hours of compensatory leave may be carried over into the next month.  This leave shall not be taken in excess of two (2) working days at a time within a seven (7) day period.  Exceptions to this policy may be granted at the discretion of the Executive Director in consultation with the immediate supervisor.  The immediate supervisor must approve in advance any request for use of four (4) hours or more of compensatory time in a 24-hour period.  Compensatory Leave not taken will not be compensated at termination of employment.

2. Accrual of Compensatory Leave

Compensatory time may be accrued as follow:

a.  
Executive Director—The Executive Director may accrue compensatory leave at the discretion of the Board of Directors.

b. 
Administrative Employees —Administrative employees may accrue compensatory leave at the discretion of the Executive Director.
c.
Clinical/Counseling/Case Management Employees—Clinical/Counseling/Case Management employees may accrue compensatory leave based on achieving the required number of direct services hours per month.  Compensatory leave may be accrued by clinical/counseling/case management staff only when the required number of direct service hours have been performed and documented.  Direct service hour requirements are outlined in the Direct Service Hours policy.  The immediate supervisor in consultation with the Executive Director must approve in advance the accrual of four (4) or more hours of compensatory leave in a 24-hour period.   Exceptions to this policy may be granted at the discretion of the Executive Director in consultation with the immediate supervisor.  

d.
All Other Exempt Employees — Other employees may accrue compensatory leave at the discretion of the immediate supervisor in consultation with the Executive Director.  Accrual of four (4) or more hours of compensatory leave in a 24-hour period shall be approved in advance by the immediate supervisor in consultation with the immediate supervisor.  Exceptions to this policy may be granted at the discretion of the Executive Director in consultation with the immediate supervisor.  

3. 
Rate of Compensatory Leave
Compensatory time will be given on a first earned/first used basis.

a. 
Compensatory Leave shall be granted to full-time and part-time exempt employees on the basis of one hour of compensatory time for each hour accrued.

b.
Compensatory Leave shall be granted to exempt employees who are “on call” at the rate of eight (8) hours per week and eight (8) hours for the following holidays: New Year’s Day, Memorial Day, July 4th, Labor Day, Thanksgiving, and Christmas.  If the holiday falls on the day that the “on call” person is scheduled to change, then the eight (8) hours is split, and each “on call” person receives four (4) hours of compensatory leave.
B.  OVERTIME PAYMENT

1.
Overtime payment shall be made to all non-exempt employees at the rate of 1.5 hours of pay for every hour worked over 40 hours in a standard workweek.  The workweek of Crossroads YFS is from Monday through Sunday.  
C.  ANNUAL LEAVE

1.  
Annual leave shall be granted to all full-time employees after the first six (6) months of employment.  Employees employed for less than six (6) months will not be eligible for or accrue annual leave.  After six (6) months of employment, full-time employees shall be granted 7.50 days (60 hours) of annual leave.  Thereafter, annual leave will be accrued as follows:

a. 
Approximately 4.62 hours per pay period for the 1st through the 5th year of employment.

b.
Approximately 5.54 hours per pay period for the 5th through the 15th year of employment.

c.
Approximately 6.46 hours per pay period for all years following the 15th year of employment.

2.  Due to the structure of a residential program, non-exempt Residential Services employees may carry no more than 120 hours of Annual Leave into the next month.  For all other Youth Services employees, no more than 160 hours or 20 days of Annual Leave may be carried over into the next month.

3. Annual Leave for the following employees shall be requested in advance by completing a “Request for Leave” form.  Requests for leave shall be made in the following manner:

a. 
Executive Director—The “Request for Leave” form shall be submitted to the Chairperson of the Board of Directors.  Approval of the request for Annual Leave shall be granted at the discretion of the Chairperson of the Board of Directors.

b.  
Administrative Employees—The “Request for Leave” form shall be submitted to the Executive Director.  Approval of the request for Annual Leave shall be granted at the discretion of the Executive Director.

c.  
Other Employees—The “Request for Leave” form shall be submitted to their immediate supervisor.  Approval of the request for Annual Leave shall be granted at the discretion of the immediate supervisor in consultation with the Executive Director.


4.  
Annual Leave Upon Termination—Annual Leave shall be granted after the first six (6) months of employment.  Annual leave cannot be borrowed in advance.  Upon termination of employment under favorable conditions, the employee may be compensated for accrued annual leave at their current rate of pay. Accrued annual leave shall be compensated for at the second regularly scheduled bi-monthly payroll period following termination of employment.  Employees who leave Crossroads YFS without completing all required work assignments, especially with regard to client files and/or program reports, shall be compensated for accrued annual leave only after all required work assignments have been completed.  Employees who leave Crossroads YFS without completing all required work assignments and who do not make arrangements with their supervisors to do so shall be considered to have forfeited their accrued annual leave.  Exceptions to this policy may be granted at the discretion of the Board of Directors in consultation with the Executive Director.

D.  SICK LEAVE
1. Full-time employees shall accrue sick leave at the rate of approximately 4.62 hours per pay period, up to a maximum accrual of 520 hours, or 65 days.  Sick leave shall be used for illness, injury, necessary medical or dental work, or illness of a spouse, child, parent or legal dependent, and must be used concurrently with family and medical leave where applicable.  Unless other arrangements have been made with the immediate supervisor, the need for sick leave must be reported to the employee's immediate supervisor at least one hour prior to the start of the employee’s scheduled shift.  An administrative supervisor may require additional notice by their respective staff.  Upon return to work, a “Request for Leave” form shall be completed and submitted to the immediate supervisor for approval.

2. When terminating employment with Crossroads YFS, an employee may not collect pay for accrued sick leave.  

3. Abuse of sick leave is grounds for termination.  As a general rule, abuse of sick leave shall be defined as the regular use of sick leave in excess of 50% of allowed sick leave; using sick leave as it is accrued on a regular basis; not having a minimum of 50% of allowed sick leave “in the bank” for emergency medical purposes.  Employees who abuse the use of sick leave may be asked to provide a doctor’s statement each time sick leave is used or take leave without pay until the employee can “bank” up to 50% of their allowed sick leave within a six-month period.  

E.  EMERGENCY/PERSONAL LEAVE

Emergency/Personal Leave is drawn off of sick leave and is granted to full-time employees at the rate of five (5) days per year. Emergency/Personal Leave may be used in the event of illness or death of an immediate relative or other personal business as deemed appropriate by the employer.  Emergency/Personal leave shall be requested by completing of a “Request for Leave” form.  Any exception to the Emergency/Personal Leave policy may be granted at the discretion of the Executive Director.   Requests for leave shall be made in the following manner:

1.  
Executive Director—The “Request for Leave” form shall be submitted to the Chairperson of the Board of Directors.  Approval of the request for Emergency/Personal Leave shall be granted at the discretion of the Chairperson of the Board of Directors.

2.  
Administrative Employees—The “Request for Leave” form shall be submitted to the Executive Director.  Approval of the request for Emergency/Personal Leave shall be granted at the discretion of the Executive Director.  

3.  
Other Employees—The “Request for Leave” form shall be submitted to the immediate supervisor.  Approval of the request for Emergency/Personal Leave shall be granted at the discretion of the immediate supervisor.

F.  FAMILY AND MEDICAL LEAVE

The Family and Medical Leave Act of 1993 mandates up to 12 weeks of unpaid, job-protected leave, to “eligible” employees, with the Agency paying the usual health insurance cost.  “Eligible employee” must have worked for the Agency at least 12 months, and for 1,250 hours over the previous 12 months.  Eligible employees may be granted up to 12 weeks of unpaid leave per year for:

Newborn or Newly Adopted Children.  Eligible employees may request a leave of absence to provide care for a child following the child’s birth, adoption, or foster placement in the employee’s home.  This leave must be taken at the time the child is born, adopted or placed in the employee’s home.

Illness of a Family Member.  Employees may request a leave of absence to provide care for a child, parent or spouse who has a serious health condition.

Illness of an Employee.  Employees may also request a leave of absence if they are unable to work due to their own serious health condition. 

Accrued annual and/or sick leave must be used concurrently with the unpaid family and medical leave of absence.  No loss of seniority will occur while the employee is on this leave of absence. 

Application and Commencement.  A Family and Medical Leave of Absence form must be completed requesting family and medical leave of absence and submitted 30 days prior to commencement date, except where medical conditions make such a requirement impossible. When the leave is to care for a sick child, parent or spouse, the requesting employee must submit a letter signed by a physician stating:

1.
The date the illness or condition began;

2.
The probable duration of the condition;

3.
The estimated time the employee will need to care for the family member; and

4.
A statement that the illness or condition requires the participation of a family member.

When the leave is for planned medical treatment, the employee must attempt where possible to schedule the treatment so as not to disrupt agency operations.

When the leave is for the employee, the employee must submit appropriate medical certification.

Reinstatement.  Upon return from a family and medical leave of absence, the employee will be reinstated to the same position the employee held when leave commenced, or to an equivalent position with equivalent benefits, pay, and other terms and conditions of employment.

Employees on leave must notify their supervisor at least two weeks prior to the end of leave to inform Crossroads YFS of availability to return to work.  The agency may require appropriate medical certification before an employee returns to work.

An employee’s failure to return from leave, or failure to contact his or her immediate supervisor or personnel office on the scheduled date of return, will be considered a voluntary resignation.

EXCEPTION:  If the employee on leave of absence is a salaried employee and is among the highest paid ten percent of Crossroads YFS employees living within 75 miles of Crossroads YFS, and keeping the job open for the employee would result in substantial economic injury to Crossroads YFS, reinstatement to the position may be denied.  The employee will be given an opportunity to return to work in a different job.

G.  HOLIDAYS

1.  
Holidays will be observed in accordance with the official closing of Cleveland County offices as determined and set forth annually by the Board of County Commissioners.  A current list of holidays is kept on file in the Crossroads YFS office.

2. 
All full-time exempt and nonexempt employees are granted all approved holidays.  All full-time exempt and nonexempt employees who do not work residential shifts will observe holidays as they appear on the list of holidays.  All full-time non-exempt employees who work residential shifts will be allowed to “bank” eight hours of holiday time for each approved holiday, and they will be allowed to use that holiday time as approved by their immediate supervisor within 60 days of accrual.  It is the employees’ responsibility to consult with their immediate supervisor about scheduling the use of holiday time.  Non-exempt employees who work residential shifts may be asked to use their “banked” holiday time by their immediate supervisor to accommodate scheduling needs. 

3.  
All part-time exempt and nonexempt employees who do not work residential shifts will be granted holiday leave if the holiday falls on a regularly scheduled workday.

4.
Extra pay shall be made to all full-time non-exempt employees who are required to work the following holidays:  New Year’s Day (January 1st), July 4th, Thanksgiving (the fourth Thursday in November) and Christmas (December 25th), at the rate of two (2) hours of pay for every full hour worked on these specified holidays.  Therefore, for an eight-hour shift, an employee will receive 16 hours of pay.  All other holidays, if worked, are paid at the regular rate of pay.

H.  PROFESSIONAL LEAVE

Within the approved budget, professional leave may be granted for employees to attend professional conferences, workshops, seminars and conventions to enhance the employee's knowledge and skills in performing his/her job.  Leave with pay will be granted for approved conferences.  Compensatory leave, not to exceed eight (8) hours per day, shall be granted for approved conference attendance on weekends.  Requests for leave shall be made in the following manner:

1. 
Executive Director—Approval of conference attendance may be granted at the discretion of the Chairperson of the Board of Directors.

2. 
Administrative Employees—Approval of conference attendance may be granted at the discretion of the Executive Director.

3.  
Other Employees—Approval of conference attendance may be granted at the discretion of the Executive Director in consultation with the immediate supervisor.

I.  LEAVE FOR PART-TIME EMPLOYEES

1.  
All leave for part-time exempt employees shall be granted in proportion to time worked.

2. 
Part-time non-exempt employees shall be granted only the following leave:

a. 
Holiday leave shall be granted on the basis of one hour of holiday leave time for each full hour worked, only if the employee worked the actual holiday.  Therefore, if an employee works an eight hour shift, the employee will also receive eight hours of holiday leave time.  Part-time nonexempt employees will be allowed to use holiday leave time as approved by their immediate supervisor within 60 days of accrual.  It is the employees’ responsibility to consult with their immediate supervisor about scheduling the use of holiday leave time.  Non-exempt employees who work residential shifts may be asked to use their “banked” holiday time by their immediate supervisor to accommodate scheduling needs.
b.  
Sick Leave shall be granted in proportion to time worked.

c.  
Annual Leave shall not be allowed for part-time, non-exempt employees who work less than 50% time.  

d. 
Professional leave may be granted at the discretion of the Executive Director in consultation with the immediate supervisor to allow the employee to obtain necessary training as per licensing standards.

J.  JURY AND COURT DUTY

It is desirous for all employees to fulfill their Federal and State duties to serve as members of juries or to testify in court when called.  In this event, the following policies shall be enacted:

1. The employee will be granted a leave of absence when the employee is subpoenaed or directed by proper authority to appear in Federal or State court as a witness or juror.

2. The employee will receive his/her regular compensation during the time he/she is serving on jury duty.

3. The employee will retain all compensation or fees that he/she receives for serving as a juror.

4. If the employee is relieved from court or jury duty during working hours, the employee must report back to his/her office.

The above provisions concerning compensation for time in court do not apply if the employee is involved in private litigation. In this event, the employee must take annual leave, compensatory time or leave without pay.

K.  SHARED LEAVE PLAN

The Shared Leave Plan permits Crossroads Youth & Family Services, Inc. employees to donate annual or sick leave to a fellow employee who is eligible for and requires family leave.  This leave is defined as suffering from or has a relative or household member, such as a spouse, child, stepchild, foster children, legal ward, grandchild, grandparents, stepparent, parent or legal dependent suffering from an extraordinary or serious illness, injury, impairment, or physical or mental condition which has caused or is likely to cause the employee to take leave without pay or terminate their employment.  

1. An employee may be eligible to receive shared leave under the following conditions:

a.
The Executive Director determines that the employee meets the criteria; and

b.
The employee has abided by policies regarding the use of annual leave and sick leave.

2.
Records of this leave shall be kept separately.

3.
Policies and procedures for implementing the Shared Leave Plan are as follows:

A. The Receiving Employee

1. The receiving employee must have worked full-time for Crossroads YFS for one year before being eligible to participate in the Shared Leave Plan. 

2. The receiving employee must file a request to receive Shared Leave with the Executive Director.

3. The circumstances of the receiving employee must be such that they are in a position to go on leave without pay or to terminate employment.  The receiving employee must be out of sick leave and down to one week, or 40 hours of vacation leave, before using Shared Leave. 

4. Employees can receive no more than 60 days of donated or shared leave during their employment with Crossroads YFS.

5. A medical certificate from a licensed physician or health care practitioner verifying the serious or extraordinary nature and expected duration of the condition must be submitted for the Executive Director's approval prior to the employee receiving any donated leave.

6. The receiving employee shall be paid at their regular rate of pay; therefore one hour of shared leave may cover more or less than the salary of the recipient.  The calculations shall be in accordance with Crossroads YFS regulations and procedures.

7. Final approval of Shared Leave is at the discretion of the Executive Director.

B. Donating Employee

1.
The donating employee may donate annual leave or sick leave.

2. The donating employee cannot cause their annual leave balance to fall below 75 hours, or their sick leave balance to fall below 225 hours (30 days).

3. The donating employee cannot donate leave that would otherwise be lost due to exceeding the maximum limit.

4. Donated leave must be given voluntarily.  No employee shall be coerced, threatened, intimidated or financially induced into donating sick leave.  Leave may be donated anonymously.                 
OTHER EMPLOYEE BENEFITS

INSURANCE

Crossroads Youth and Family Services, Inc. shall make every effort to offer a comprehensive benefits package to all eligible employees based on the availability of funds.  These benefits may include but may not be limited to health insurance, life insurance, dental and vision insurance, and long term disability.  All regular employees
working 30 or more hours per week (or 1,000 hours or more per year) are eligible for all 
benefits as listed.

MANDATORY BENEFITS (available to all employees)

State and Federal Tax Withholding:   Deductions and deposits shall be made with each payroll consistent with standard accounting practices and in accordance with the employee’s W-4 Form.  Changes in withholding shall only be made by written revision submitted by the employee to the staff person responsible for human resources.

Workers’ Compensation:  All employees are covered by required State Workers’ Compensation Insurance.  It is mandatory that employees report all work-related accidents within the prescribed 24-hour time frame.  This report should be made to the staff person responsible for human resources immediately to protect the employee’s interest under the law.  The employee responsible for human resources will assist employees with the claim form process on an as needed basis.  All employees are covered and pay into the unemployment compensation fund as required by applicable regulations.  Benefits accrued are subject to current legal rulings regardless of eligibility.  If the need for the employee’s absence is verified in writing by a physician, injury arose out of and in the course of employment covered by the Oklahoma Worker’s Compensation Act, and was not contributed to by gross negligence, horseplay, etc. by the employee, the employee must use sick leave for the first three days of worker’s compensation coverage in lieu of the three day waiting period, providing the employee is eligible for such leave and only for days the employee is normally scheduled to work.  Employees will not be eligible for regular compensation, holiday pay, vacation pay, or additional accrual of sick leave while receiving worker’s compensation benefits.  Any leave under the Oklahoma Worker’s Compensation Act must be used concurrently leave under the Family and Medical Leave Act.

Social Security (FICA): All employees are covered by the provisions of the Federal Social Security Act (FICA) and are eligible for the benefits currently provided under that law.  Crossroads Youth & Family Services, Inc. pays the employer portion of the required FICA and withholds from the employee paycheck the employee portion.


Unemployment Compensation Insurance: All employees are covered and pay into the unemployment compensation fund as required by applicable regulations.  Benefits accrued are subject to current legal rulings regardless of eligibility.

OTHER BENEFITS


Medical, Dental, Life Insurance and Long-Term Disability: All employee premiums for medical, dental, life insurance and long-term disability are paid for by Crossroads Youth & Family Services, Inc.  Any dependent coverage elected by the employee is the responsibility of the employee, will be prepaid, and will be withheld from their paycheck.  Employee and/or optional dependent coverage is effective on the first of the month following 60 days of employment. It is the employee's responsibility to ensure that withholding is accurate.  Fiscal and/or Human Resources must be notified immediately of any inaccuracies or changes in an employee’s circumstances.  If benefit amounts are miscalculated, corrections can be made (e.g. an error is detected after three [3] months, the amount in error can be withheld or refunded on the paycheck following discovery of the error).

The Director of Administrative Services is responsible for maintaining a list of all employee health and related insurance policies and expiration dates.  Crossroads Youth & Family Services, Inc. will review policies at least 60 days prior to the renewal date to determine, through the comparisons of other policies, if the maximum cost controls and quality have been achieved.

Automobile Liability: An approved driver with a valid driver’s license may drive an agency vehicle for approved agency business.  Any accident and/or injury that may occur while an employee or approved driver is driving an agency vehicle, and who has followed all agency policies and procedures and state of Oklahoma traffic laws, are fully covered under the organization’s liability insurance.  

Employees who drive their own vehicle for work purposes are to maintain their own auto liability insurance, and a copy of the current certificate of insurance will be maintained in each staff member’s or approved driver’s personnel file.

An employee may transport an adult or minor client when appropriate on approved agency business and as required when:

1.
Supervisor is aware of and gives approval for such transportation.
2.
Contract under which the employee is hired requires certain transportation for clients.
3.
Employee has a valid driver’s license.
4.
Employee has a copy of his/her current automobile liability policy/card maintained in the personnel file.
5.
Employee maintains an approved fire extinguisher, a first aid kit, and written policies for handling medical emergencies in his/her vehicle.

RETIREMENT

401(k) Retirement Plan: Crossroads Youth & Family Services, Inc. sponsors a 401(k) for the benefit of its employees.  The employee may elect to contribute, tax deferred, up to the amounts allowed by federal law.  Crossroads YFS will match the employee’s contribution up to 4% of an employee’s annual salary.  Employees who have worked for one year and over 1,000 hours per year shall be eligible to participate.  The year is calculated from the employee’s date of hire.  Upon the employee’s ten (10) month anniversary, the employee will be reminded of their eligibility to participate in Crossroads Youth & Family Services 401(k) Plan at which time the employee may meet with the plan’s financial advisor and advise him/her whether the employee chooses to participate.  Employees who fail to sign necessary documents may be put on leave without pay until such meeting occurs.  Changes may be made in the 401(k) employee contribution percentage once every quarter.

EMPLOYEE CONDUCT

A.  ABSENTEEISM/TARDINESS

Absenteeism or tardiness that is deemed unexcused or excessive in the judgment of the Administration is grounds for disciplinary action, including dismissal.  Continued, unexplained absenteeism for a period of three (3) working days will be considered voluntary termination, and the vacant position can be filled. 

B.  POLITICAL ACTIVITY

No regular Crossroads Youth & Family Services, Inc. employee participate in partisan politics during normal working hours.  Partisan political activity is defined as devoting of time or labor during usual office hours toward the campaign of any candidate for office or devoting of time or labor during usual office hours toward the nomination to any office.

Use of Crossroads Youth & Family Services, Inc. property, funds or facilities for campaigning is prohibited.
C. Prevention of Harassment
Harassment in the workplace might include unwelcome physical or cerbal behavior such as offensive jokes, belittling comment, slurs, epithets, name calling, physical threats or assaults, ridicule or mockery, insults, offensive objects or pictures, or other interference with work performance that creates an intimidating or hostile work environment. Harassment can also include sexual harassment such as unwelcome sexual advances, requests for sexual favors, or other verbal or physical harassment of a sexual nature. 
D.  SEXUAL HARASSMENT COMPLAINT PROCEDURE

Sexual discrimination and sexual harassment are against the law. Sexual harassment is misconduct that interferes with work productivity and deprives employees of the opportunity to work in an environment free from unsolicited and unwelcome sexual overtones.  

It is the policy of Crossroads Youth & Family Services, Inc. to provide an environment free from unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct or communication constituting sexual harassment.  The purpose of this policy is to establish clearly and unequivocally that sexual harassment is prohibited by all of its employees and to set forth procedures by which allegations may be filed, investigated and adjudicated.  Sexual harassment, intimidation or coercion of any employee, volunteers and clients by any other employee, volunteers and clients will not be tolerated.  If investigation of a complaint of sexual harassment produces evidence that such harassment has occurred, appropriate disciplinary action will be taken.

A.
Sexual harassment is defined, as follows.  However, this list is not to be considered as all-inclusive:

1. Submission to such conduct is made either explicitly or implicated a term or condition of an individual’s employment.

2. Submission to or rejection of such conduct by an individual is used as the basis for employment decision affecting such individuals.

3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive work environment.

B.
The following are some examples of conduct that may be legally actionable sexual harassment.  However, this list is not to be considered as all-inclusive:

1. Verbal harassment or abuse, including unwelcome sexually oriented communication.

2. Subtle pressure or requests for sexual activity.

3. Unnecessary touching of an individual, e.g. patting, pinching, hugging, brushing against another person’s body.

4. Request or demanding sexual favors accompanied by implied or overt threat concerning an individual’s employment.

5. Request or demanding sexual favors accompanied by implied or overt promise of preferential treatment with regard to an individual’s employment

6. Use of any offensive or demeaning terms that have sexual connotation.

7. Objectionable physical proximity or physical contact.

8. Unwelcome suggestions regarding, or invitations to, social engagements or work-related social events.

9. Any indication, express or implied, that an employee's job security, job assignment, conditions of employment, or opportunities for advancement depend or may depend on the granting of sexual favors to any other employee, supervisor, or manager.

10. Any action relating to an employee's job status which is in fact affected by consideration of the granting or refusal of social or sexual favors.

11. The deliberate or careless creation of an atmosphere of sexual harassment or intimidation.

12. The deliberate or careless expression of jokes or remarks of a sexual nature to or in the presence of employees who may find such jokes or remarks offensive.

13. The deliberate or careless dissemination of materials (such as cartoons, articles, pictures, etc.), which have a sexual content and which are not necessary for our work, to employees who may find such materials offensive.

C.
All employees are to treat their co-workers, subordinates, supervisors and clients with respect at all times.

D. An aggrieved person should directly inform the person engaging in the sexually harassing conduct or communication that such conduct or communication is offensive and must stop.  Any employee who feels that they have been or are being subjected to sexual harassment in any form, or who believes they have witnessed sexual harassment, should contact anyone in their supervisory chain of command or the agency’s Grievance Officer.  This complaint will be investigated.

E.
The employee may also contact the federal Equal Employment Opportunity Commission (EEOC), and/or the Oklahoma State Human Rights Commission.

F.
Regardless of the means selected for resolving the problem, the initiation of a compliant of sexual harassment will not cause any reflection upon the complainant, nor will it affect their employment, compensation or work assignment.  No retaliation of any kind will occur because the employee reports an incident of suspected sexual harassment. Employees are encouraged to assist in keeping Crossroads Youth & Family Services, Inc. free of sexual harassment.

G.
Supervisors must be especially alert to actions that may constitute sexual misconduct, whether such actions are complained of or not.  Such misconduct and allegations of sexual harassment shall be fully investigated and corrective or disciplinary action taken, up to and including dismissal from employment.

H.
In meetings with employees or counseling sessions with individuals relating to sexual harassment, the supervisor should state that an employee who believes that harassment exists or has a grievance or question is free and, in fact encouraged, to discuss the matter with or report the complaint to his or her supervisor or any other supervisor.  If the supervisor is the offending person, the aggrieved person should report to the next higher level of management, or to any other supervisor.
U.S. Equal Employment Opportunity Commission, section 703 of Title VII

D.  DISCRIMINATION COMPLAINT PROCEDURE

Harassment because of an individual’s race, color, ethnic group, physical or mental disability, gender, religion, sexual orientation, culture, ancestry, marital status, veteran status, citizenship status, socioeconomic status, or national origin is likewise prohibited and should be reported as set forth above concerning sexual harassment.

E.  DRUG-FREE WORKPLACE ACT OF 1988

In accordance with the Drug-Free Workplace Act of 1988, no employee of Crossroads YFS shall engage in the unlawful manufacture, distribution, dispersion, possession or use of a controlled substance in the workplace.  Any employee found to have violated this prohibition may be subject to disciplinary action up to and including dismissal or if the employee so chooses, be required to satisfactorily participate in a drug abuse assistance or rehabilitation program as a condition of continued employment.  The drug abuse assistance/rehabilitation program shall be one that has been previously approved for such purposes by a federal, state, or local health, law enforcement or other appropriate agency.  The imposition of such disciplinary action or requirement to satisfactorily participate in a drug abuse assistance/rehabilitation program is premised solely upon a violation of this prohibition and does not require a criminal conviction.

1. As a condition of employment, all employees will:

a. Comply with the terms of this statement; and

b.
Notify their Program Director or immediate supervisor of any criminal drug statute conviction for a violation occurring in the workplace no later than five days after such conviction.

c.
Such conviction may result in the employee being disciplined or required to satisfactorily participate in a drug abuse assistance/rehabilitation program as specified above.  Failure of an employee to report a conviction as required constitutes grounds for dismissal.

d.
As a further requirement of the Drug-Free Workplace Act, the organization has established a drug-free awareness program for the purpose of informing employees about the dangers of drug abuse in the workplace.  Information about the drug-free awareness program may be obtained from the Program Director or immediate supervisor.

It is the intent of Crossroads Youth & Family Services, Inc. to maintain a drug-free work environment.  All employees shall sign a certificate of acknowledgment regarding Crossroads YFS's Drug-Free Workplace Policy verifying that the employee is drug-free and not involved with illegal drug use, alcohol abuse, or prescription drug abuse.  

Employment with the Crossroads Youth & Family Services, Inc. is conditional upon the satisfactory results of mandatory pre-employment drug testing.  Such pre-employment drug test will be conducted at a testing facility designated by Crossroads YFS and paid for by Crossroads YFS.

Current Crossroads YFS employees and volunteers who work in the direct care, treatment, or service of children in the custody of the Office of Juvenile Affairs shall be tested post-accident (in conjunction with treatment) or on the basis of reasonable suspicion that the employee has violated Crossroads YFS Drug and Alcohol Policy.    

Any employee who has a confirmed positive test result will be subject to discipline up to and including dismissal from employment as per the Drug-Free Workplace Policy.  Refusal to be tested will be deemed a positive test result, and the employee will be subject to discipline up to and including dismissal from employment.  Any employee that is offered the option of participating in a drug abuse assistance/rehabilitation program as a result of a disciplinary procedure and in lieu of dismissal will be responsible for all costs associated with such program.

F. PROHIBITION OF CRIMINAL ACTIVITY
Crossroads Youth & Family Services will not in any application or interview or otherwise, require an applicant to disclose any information contained in sealed records. An applicant need not, in answer to any question concerning arrest and criminal records provide information that has been sealed, including any reference to or information concerning such sealed information and may state that no such action has ever occurred. Such an application may not be denied solely because of the applicant's refusal to disclose arrest and criminal records information that has been sealed. 22 O.S. §19(F).  

1. 
Criminal History Investigations.  The organization shall not employ or retain any person for whom there is documented evidence that the employee would endanger the health, safety, and/or well-being of children, including but not limited be listed on the sex offender registry, the violent offender registry, and/or the restricted from child care registry.  Crossroads YFS shall comply with statutory requirements mandating a criminal history investigation on each applicant for employment.  The Shelter shall not employ or retain an individual who has been:

a) Convicted of or entered a plea of guilty or nolo contendere to any felony involving violence against a person; child abuse or neglect, possession, sale or distribution of illegal drugs; sexual misconduct; gross irresponsibility or disregard for the safety of others; and/or

b) In the case of child abuse and neglect, identified as a perpetrator in a juvenile court proceeding and/or has made an admission of guilt to a person authorized by state or federal laws/regulations to investigate child abuse and neglect.

2.
The organization may, at its own discretion, make exceptions to the above requirement when the facility documents that the health, safety, and well being of children would not be endangered.  The organization shall consider the type of crime or offense for which the individual was convicted or a finding was made.

a) The nature of the offense.

b) The age of the individual at the time of the offense(s).

c) Circumstances surrounding commission of the offense(s) that demonstrate the likelihood of repetition.

d) The number of offenses for which the individual was convicted or finding made.

e) The length of time that has elapsed since the last conviction or finding

f) The relationship of the offense(s) and the ability to care for children.

g) Evidence of rehabilitation, i.e., activities since the offense(s) was committed, education.

h) Opinions of reliable references concerning the individual in question.

3. 
If there is an allegation that a staff member has committed an act as described in subsection (I) of this Section, the Shelter shall determine and document whether the staff member shall be removed from contact with children until the allegation is resolved.    

4.
If any person is formally charged with any of the offenses in (1) of this subsection, he/she must be removed from contact with children until the charges are resolved. 
5.        Employees shall notify Crossroads YFS through their immediate supervisor of any criminal conviction no later than five (5) days after such conviction.  Failure to report a conviction as required constitutes grounds for dismissal.  
10 O.S. §404.1 

Security Inspections.  To safeguard the property of Crossroads Youth & Family Services, agency clients, and to prevent the possession, sale, and use of illegal drugs on or weapons on Crossroads YFS’s premises, Crossroads YFS reserves the right to question employees and all other persons and to inspect packages, parcels, purses, handbags, briefcases, lunchboxes, or any other possession or article carried to and from agency property.  Desks and other storage devices may be provided for the convenience of employees but remain the sole property of Crossroads YFS.  Accordingly, desks and other storage devices as well as articles found within them can be inspected at any time either with or without prior notification.

E-Mail Policy.  Although employees may have personal access codes to voicemail, e‑mail and computer network systems, Crossroads Youth & Family Services has the right to access and inspect such systems at all times, whether unannounced or not, for business purposes.  Employees have the duty to report all access codes and changes to such codes immediately to the IT Department and on a constant basis.  Employees may not use pass codes that are unknown to Crossroads YFS. 

Employees are prohibited from using the company’s information systems in any way that may be disruptive or offensive to others, including, but not limited to, the transmission of sexually explicit messages, ethnic or racial slurs, or anything that may be construed as harassment, discriminatory, or disparagement of others.

Use of Company Property.  In certain circumstances, employees may be entrusted with property or equipment of Crossroads Youth & Family Services.  Employees who are entrusted with such property or equipment must complete a “Release of Agency Property or Equipment” describing the property or equipment which has been released into their control.  Employees who fail to return such property or equipment upon their termination or resignation will have the value of such property or equipment offset in the employee’s final paycheck.

Solicitation.  Solicitation or distribution of literature by non-employees on company property is prohibited.  Solicitation by employees on company property during working time, which in any way interferes with work is prohibited.  Distribution of literature by employees on company property in work areas is prohibited at all times.  Distribution of literature by employees on company property in non-working areas (such as employee break areas) during working time, which in any way interferes with work is prohibited.

Employee Safety.  Employee health and safety is of the utmost importance to Crossroads Youth & Family Services.  Accordingly, all employees are expected to heed the posted safety rules and to call management’s attention to any potentially dangerous conditions.  See Health and Safety Policies for more detailed information.

CONFLICTS OF INTEREST

Purpose of Policy

This policy addresses situations where there might be a potential financial or professional conflict between the personal interests of a Board member or employee and that individual’s obligation to Crossroads YFS such that a Board member or employee may profit or appear to profit at the expense of Crossroads YFS. The purpose of this policy is to aid in identifying conflicts of interest and assuring that such conflicts do not improperly affect the activities or professional conduct of Crossroads YFS and its Board members or employees.

Such conflicts become detrimental when the potential temptations, financial, professional or otherwise, undermine reasonable objectivity in setting policies; managing contracts; selecting equipment and supplies; involving others in sponsored projects; or performing other roles in organizational governance in which objectivity and integrity are paramount. Furthermore, such allegations of conflicts of interest based on appearances can undermine public trusts in ways which may not be adequately restored even when mitigating facts are brought to light, apparent conflicts should be avoided, when feasible and appropriate.

It is not the intent of this policy to restrict legitimate work appropriate to the Board member or employee’s profession or discipline, but only to provide Crossroads YFS with authority to take action that is appropriate, proportionate and focused on substantial conflicts of interest that compromise a Board member’s or employee’s professional judgment.

Statement of General Policy

Employees— Crossroads Youth & Family Services is a non-profit organization incorporated under the laws of the State of Oklahoma.  To these ends, the organization balances an assortment of principles: maintaining an atmosphere that promotes free and open professional judgment; facilitating the transfer of information and technology for the benefit of the public; and serving as a prudent steward of public and private resources entrusted to it. Staff has a primary commitment to their basic organization duties and public service. These basic duties often limit outside activities. As a result, professional and personal activities may present conflict of interest situations, which should be evaluated under the auspices of this and other applicable policies.

Employee participation in outside professional, commercial and pro bono public activities can make important direct and indirect contributions to the strength and vitality of Crossroads YFS. Because of its value, Crossroads YFS recognizes that employee participation in outside professional, commercial or pro bono public activities is often appropriate and in and of itself would not necessarily be deemed a conflict of interest.

Sound professional discretion is an integral part of Crossroads YFS’ conflict of interest system. Any review of a potential conflict of interest will be undertaken in light of four general propositions. First, conflicts of interest per se are inevitable, and do not necessarily represent any impropriety by employees if disclosed in advance. Second, the failure to disclose a conflict of interest for administrative review and response would be considered a breach of this policy. Third, there is a presumption in favor of allowing employees to act in dual roles once the conflict of interest has been disclosed. Fourth, conflicts of interest may be so profound or substantial under some circumstances that it would be best for all concerned if the employee did not participate in a particular transaction.

Employees of Crossroads YFS shall not have a financial interest in any contract, service or other work performed by a contractor for Crossroads YFS.  Employees shall not accept any free or preferred service, benefits, or concessions from any person, companies, or other agencies doing business with Crossroads YFS.

Other sections of this Policy notwithstanding, it is the ongoing responsibility of the employee to abide by the provisions of all other applicable federal, state and local laws and policies relating to conflicts of interest; to identify potential conflicts of interest; and to disclose and seek guidance on such matters from the appropriate supervisor.

Board of Directors—A Board member’s other relationships, including business or family relationships, may occasionally give rise to that Board member’s material personal interest on a particular issue involving Crossroads YFS.  The Board Development Committee will conduct the initial investigation of a potential conflict and determine on a case-by-case basis whether a conflict of interest exists. 

The Board takes appropriate steps to identify potential conflicts and to assure that all Board members voting on an issue are disinterested with respect to that issue.

General Policies

When is there a conflict of financial or professional interest?  — A conflict of financial or professional interest exists when a Significant Financial or Professional Interest could substantially compromise a Board member’s or employee’s judgment in the performance of their duties. Board members and staff are responsible for disclosing those Significant Financial or Professional Interests that would reasonably appear to be affected by or to affect their administrative or job duties. However, it is the responsibility of Crossroads YFS, not the discloser, to determine if the disclosed interest could significantly affect the performance of organization responsibilities and to require the management, reduction or elimination of the conflict.

Definitions —

Significant Financial Interest: Anything of monetary value, including, but not limited to, salary or other payment for services (e.g., consulting fees or honoraria); equity interest (e.g., stocks, stock options, or other ownership interests); and intellectual property rights (e.g., patents, copyrights and royalties from such rights).

Potential equity value should be considered in those instances where the employee has an equity interest in a privately-held company and the potential exists for bias in design, conduct or reporting based on future financial benefit.

A Board or staff member, in his or her own best interest, is encouraged to disclose any other financial or related interest that could present an actual conflict of interest or be perceived to present a conflict of interest. Disclosure is a key factor in protecting one’s reputation and career from potentially embarrassing or harmful allegations of inappropriate behavior. (Employees are encouraged to ask for guidance from their supervisor even in situations that are not covered by the disclosure procedures in this policy.)

Significant Professional Interest:  All employees shall adhere to the Professional Code of Ethics as approved in the organization Policies and Procedures manual including but not limited to Client Welfare, Dual Relationships, Sexual Intimacies with Clients, Advertising and Soliciting Clients, and Relationships with Other Professionals.

Policies and Procedures for Disclosure, Review and Management of Potential Conflicts in Interest— 

(A) Disclosure—Identified employees of Crossroads YFS shall make annual disclosure of any significant financial or professional interest(s) as defined in this policy that would reasonably appear to be a conflict of interest. This disclosure shall be made in writing to the appropriate supervisor. The supervisor may consult with advisory personnel, group or committee appointed for that purpose pursuant to policies and procedures established by Crossroads YFS or with others in connection with the review, and upon completion, shall advise the employee in writing of his or her decision, and the reasons for the decisions, to accept (with or without modifications), return for more information or reject the recommendations. If accepted, the notification shall include, among other things, requirements for immediate action and plans for continued monitoring of the potential or actual conflict.

Employees shall provide at least ten (10) working days for review of their disclosure prior to making any commitments that could reasonably lead to a conflict. However, in the event the ten (10) working day time period is not feasible, the employee should identify the need for expedited review and submit the request to the appropriate supervisor. Any changes that occur in an employee’s significant financial interests during the year shall be disclosed promptly and reviewed in the manner described above.

(B) Prior Approval — (1) As required by federal law and regulations, all financial disclosures must be made, and all identified conflicts of interest must be satisfactorily managed, reduced, or eliminated prior to Crossroads YFS’ expenditure of funds under the award, in accordance with the institution’s conflict of interest policy. (2) Although there is a presumption in favor of allowing employees to act in dual roles once a conflict of interest has been disclosed, an employee shall not proceed with proposed activity prior to organization evaluation.

(C) Examples of Management of Conflicts of Interest — Conditions or restrictions that might be imposed by Crossroads YFS to manage, reduce or eliminate actual or potential conflicts of interest include but are not limited to:

(1) public disclosure of relevant information regarding the conflict of interest, such as all relevant significant financial or professional interests; (2) monitoring of work by independent reviewers; (3) modification of the management plan, activity, or agreement to eliminate or minimize the conflict of interest; (4) designation of an appropriate organization representative to have immediate oversight responsibility over the management plan; (5) divestiture of significant financial interests; (6) disqualification from participation in the portion of the activity that would be affected by the significant financial or professional interest; (7) severance of the relationships that create actual or potential conflicts;  or (8) termination of involvement in the project.

Some federal funding agencies permit programs to proceed, in spite of disclosed conflicts, if the review determines that imposing restrictions or conditions would be either ineffective or inequitable, and that the potential negative impacts that may arise from a significant financial interest are outweighed by interests of progress, technology transfer, or the public health and welfare. However, Crossroads YFS is ultimately responsible for the determination of whether an educational project, which involves a conflict, should proceed. All management plans must be focused and narrowly tailored to minimize or eliminate improper conflicts of interest.

(D) Forms — The forms suggested for this disclosure and management process are at the end of this policy. The Director of Administrative Services shall provide annual notice and explanation of the forms to be used in the disclosure process for the coming year.

(E) Retrospective Sanctions — It is understood that Board members and employees shall clearly, fully, and truthfully disclose, in writing, all activities, relationships, or interests that might present conflicts of interest. Nevertheless, there shall be no retrospective sanctions under this policy for the period of time after the 10-day review period, when the appropriate supervisor knew of such activities, relationships, or interests and, acting in good faith, took no action to manage, minimize or eliminate them. (02/15/05)

PUBLIC INFORMATION

The Executive Director is the designated spokesperson for Crossroads Youth & Family Services, Inc.  All contacts with the press or media representatives shall be made through this office.  The Executive Director may designate staff to speak on behalf of the organization.  All communication will be conducted in such a manner as to positively portray the services and accurately reflect information about the organization, while not violating confidential client information. 

EMPLOYMENT SEPARATION
A.  RESIGNATIONS


1.  
An employee in good standing who wishes to leave employment must submit a written resignation to the immediate supervisor.   

2. Exempt and non-exempt employees are required to provide at least fifteen (15) days written notice prior to the effective date stating specific reason(s) for the resignation.
3. The resigning employee must give consideration to the time necessary to terminate or transfer their assigned clients.  Failure of the employee to give required notice will be noted on the employee's service record, and may result in denial of future employment with the organization.  Any employee who fails to provide the required advance written notice prior to resignation may not be granted accrued annual leave pay.  

4. Employees who resign and who are eligible for reemployment are subject to the same employment requirements and standards that apply to new applicants. 

B.  REDUCTION IN FORCE

In the event of shortage of funds, cancellation or completion of a contract, abolition of a position, or lack of need for the work performed by an employee or group of employees, an employee may be subject to a non-disciplinary, involuntary termination through a reduction in force.  In such cases, affected employees will be given as reasonable an amount of advance notice as conditions permit.

1.
The decision to decrease staff rests solely with the Executive Director in consultation with the Board of Directors.  Procedures that will assure any reduction in force is not discriminatory and is within the current law will be enacted.  The following information will be available upon request from the Executive Director:

a. 
Effective date of layoff

b.
Reason for layoff

c. 
Scope of layoff

2. Whenever possible, layoffs will be determined based on seniority.  The following types of positions will serve as the order of layoffs:

a.
Temporary positions

b.
Initial Employment Period positions

c.
Permanent positions

3.
A decision may be made to eliminate an entire program or to reduce staff within a particular program.  If it is necessary to eliminate an entire program, all employees of that program will have terminated status.  Exceptions may be made for staff that qualifies for other available positions.

4.
The names of employees who were subject to a reduction in force will be placed on a reemployment list for potential reemployment recall.  This list will identify the positions and the programs at the time of reduction and will be maintained for a period of one (1) year.  The reverse order of lay-offs will be used for recall (i.e., those with the greatest seniority will be rehired first).

5.


6.
An employee will be paid for accumulated annual leave in accordance with policy.  Any employee who is re-employed within one year will have accumulated sick leave reinstated that was in existence on the last day of duty.

C.  DISCHARGE

Crossroads Youth & Family Services, Inc. retains the right of EMPLOYMENT-AT-WILL to terminate any employee at any time for any reason not prohibited by law, and employees can terminate at will. In order to carry out its obligations and priorities in the most efficient manner possible, Crossroads Youth & Family Services, Inc. and the employees of Crossroads Youth & Family Services, Inc. alike can terminate the employment relationship at any time and for any reason or no reason.
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