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EMPLOYEE HANDBOOK AND PERSONNEL POLICIES

INTRODUCTION
This handbook is designed to answer questions that employees may have concerning the policies of CASA for York County.  Please read it thoroughly and retain it for future reference.  Should you have any questions regarding any policies, please refer to the CASA for York County Board of Directors.

101 NOTICE TO EMPLOYEES
Use of either masculine or feminine pronouns refers to both genders.  Supervisor refers to the person the employee reports to or is directly responsible to; that may be the Executive Director or a person or committee appointed by the Board of Directors.

102 CHANGES IN POLICY
All provisions in this handbook are subject to revisions of applicable local, state and federal laws.  Any provision that may become unlawful under subsequent law shall be void.  CASA for York County reserves the right to make policy changes. All policies will be approved by the Board of Directors of CASA for York County.

EMPLOYMENT

201 NATURE OF EMPLOYMENT
This handbook is not a contract guaranteeing employment for any specific duration. All employment with CASA for York County is “at will” which means that your employment can be terminated with or without cause, and with or without notice, at any time, at the option of either CASA for York County or yourself, except as otherwise provided by law.  No one other than the Board of Directors of CASA for York County possesses the authority to enter into any agreement concerning employment.

202 EMPLOYEE RELATIONS
The employer believes that the work conditions, wages, and benefits offered to employees are competitive with those offered by similar organizations. Concerns about work conditions or compensation should be voiced to the Executive Director or to the Board of Directors.
203 EQUAL EMPLOYMENT OPPORTUNITY & CIVIL RIGHTS
CASA for York County is committed to the principles of equal employment opportunity. Employment decisions shall be based on merit, qualifications, and competence.  Except where required or permitted by law, employment practices shall not be influenced or affected by an applicant’s or employee’s race, color, religion, creed, age, sex, national origin or ancestry, marital status, veteran status, sexual orientation, or status as a qualified disabled or handicapped individual, or any characteristic protected by law.  The employer shall provide an environment that is free of unlawful harassment of any kind, including that which is sexual, age-related, or ethnic.  This policy governs all aspects of employment, including promotion, assignment, and discharge.
CIVIL RIGHTS
Pursuant to Title VI of the Civil Rights Act of 1964, which prohibits discrimination on the basis of race, color, or national origin in the delivery of services (42 U.S.C. §

2000d), and the DOJ implementing regulations at 28 C.F.R. Part 42, Subpart C;

see also Guidance to Federal Financial Assistance Recipients Regarding Title VI

Prohibition Against National Origin Discrimination Affecting Limited English

Proficient Persons, 67 Fed. Reg. 41,455 (June 18, 2002) all victims served by CASA for York County shall be treated equally.  If you feel that you have been discriminated against please contact the CASA for York County Executive Director, or CASA for York County Board President at www.casaforyork.org 

Complaints may also be filed with the following government agencies:

Nebraska Crime Commission
  Office for Civil Rights / Office of Justice Programs
301 Centennial Mall
S.

  U.S. Department of Justice

Lincoln, NE  68509


  810 7th Street, NW
  Washington, DC  20531
204 PERSONNEL FILES
CASA for York County maintains a personnel file on each employee. Personnel files may be reviewed upon request and in the presence of authorized personnel.  To ensure that your personnel file is up-to-date at all times, notify your supervisor (the Executive Director or Board of Directors) of any changes in your name, telephone number, home address, marital status, number of dependents, and individuals to notify in case of emergency.  Personnel files are the property of CASA for York County and access to the information they contain is restricted.

205  CONFIDENTIAL INFORMATION
Employee acknowledges that during the course of employment by CASA for York County, employee may have access to or otherwise work with or view information that is confidential in nature.  Such information may relate to other employees, volunteers, board members, donors or families and clients of CASA, and involve medical, financial, legal or other information.  As an employee, you are obligated to maintain the confidentiality of such information, during and after the end of your employment. Any employee who discloses confidential information will be subject to disciplinary action which could include immediate discharge.

206 CONFLICTS OF INTEREST
To avoid conflict of interest with CASA for York County employees will avoid any activity or outside interest which conflicts with the best interest of CASA for York County.  Involvement with a current or potential vendor, grantee, or competing organization may violate this code and should be cleared with the Board of Directors.  A conflict of interest may exist when the employee has a financial or adverse interest in the assets, business transactions or services for the program which may compromise the best interest of CASA for York County, or its mission and purpose.

EMPLOYMENT STATUS AND RECORDS
301 EMPLOYEE CATEGORIES
The Executive Director of CASA for York County will be classified as an EXEMPT employee and is excluded from specific provisions of federal and state wage and hour laws, and shall be considered to be employed in an administrative, executive, or professional capacity. An administrative employee is one whose primary duty is performing office or non-manual work that is directly related to the management or general operation of CASA for York County.  This employee regularly exercises independent judgment and discretion and engages in managerial responsibilities as outlined in the Executive Director’s Job Description.

FULL-TIME employees are those who are not in a temporary or introductory period status and who work the CASA for York County’s regularly scheduled work week.  Generally, they are eligible for the employer’s benefit package, subject to the terms, conditions, and limitations of each benefit program.

PART-TIME employees are those who are not assigned to a temporary or introductory period status and who are regularly scheduled to work less than the full-time work schedule but at least 20 hours per week.  Part-time employees may be eligible for some benefits sponsored by the employer, subject to the terms, conditions, and limitations of each benefit program.

FULL and PART-TIME employees will be determined to be Exempt or Non-exempt by the most current IRS definitions.

All new and re-hired employees will have an initial trial service period of ninety (90) days. The employer uses this period to evaluate employee capabilities, attitude, and work habits. Employment with CASA for York County is at the mutual consent of the employer and the employee, and either party may terminate that relationship at any time, with or without cause.

302 EMPLOYMENT REFERENCE CHECKS

To ensure that individuals who join CASA for York County are well-qualified and have a strong potential to be productive and successful, it is the policy of the employer to check the employment references of all applicants.

CASA for York County will respond to reference check inquires on current and previous employees only if the request is in writing.  Responses to such inquiries will be written and confirm only dates of employment, wage rates/salary ranges, and position(s) held.

303 EMPLOYEE APPLICATIONS
The employer relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment. Any misrepresentations, falsifications, or material omissions in any of this information or data may result in the employer’s exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.  CASA for York County requires disclosure of other paid employment, volunteer or contract work by all staff. 
304 PERFORMANCE EVALUATIONS

Employees will be evaluated with respect to the job that they are performing for CASA for York County.  The Executive Director reports to the Board of Directors.  Full and part-time employees report to the Executive Director.  Performance reviews are conducted at least annually to provide employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals.  Employees are encouraged to discuss job performance goals with the Executive Director.  The Executive Director is encouraged to discuss job performance goals with the Board of Directors.
EMPLOYEE BENEFITS

Effective January 1, 2023, the Executive Director shall be provided with unlimited Paid Time Off. This action supersedes any limitations outlined in 401a, 401b, and 401c of this document. This action shall remain in effect for the duration of employment of the Executive Director, and shall be reevaluated for any future Executive Director(s). Unlimited Paid Time Off cannot be accrued. 
401a  VACATION

Vacation time for full-time employees will be ten (10) days per calendar year.  Vacation time may be used for vacation or other personal business.  At hire, vacation days will be pro-rated until the first of the year.  Employees are expected to use earned vacation within the year it applies.  However, employees are not eligible to use vacation time until after completing six months of employment unless approved by the Board of Directors.  Vacation pay does not include incentive pay, bonuses, or other special forms of compensation.  If a scheduled holiday falls on a work day during the vacation leave period, this will entitle the employee to a corresponding number of additional days of vacation.  Vacation should be scheduled in advance with the employee’s supervisor whenever possible.  Request for vacation will be evaluated based on a number of factors, including anticipated operational requirements and staffing considerations during the requested time period.

Upon separation from employment, employees who have been employed for more than one year will be reimbursed for all unused vacation time at the salary rate at the time of separation.  Reconciliation and payment of vacation pay will occur on the first payday after separation.

401b ILLNESS AND BEREAVEMENT
The Executive Director and full-time employees will receive five (5) days leave for illness or bereavement per year.  Bereavement leave will be approved at the discretion of the Executive Director or the Board of Directors.  At hire, paid time for illness or bereavement will be pro-rated until the first of the year.  Paid time for illness or bereavement may be carried over from year to year but may not exceed thirty (30) days accumulation. 

Part-Time Employees are not eligible for paid vacation time or paid leave for illness.

401c PERSONAL LEAVE (Bd. Approved 1/10/07)
In addition to vacation and sick leave, full time employees will receive five (5) days leave per year for personal leave with no restrictions on the reasons for taking this leave. 
402 HOLIDAYS

The employer will grant holiday time off with pay to the Executive Director and Full-Time Employees on the holidays listed below:



New Year’s Day    


(January 1)


Martin Luther King, Jr. Day 
(Third Monday in January)


President’s Day


(Third Monday in February)

 
Arbor Day



(Last Friday in April)


Memorial Day    


(Last Monday in May)


Juneteenth



(June 19)

  
Independence Day  


(July 4)

   
Labor Day    


(First Monday in September)

   Columbus Day


(Second Monday in October)


Veteran’s Day


(November 11)

   Thanksgiving Day 


(Fourth Thursday in November)


Day after Thanksgiving 

(Fourth Friday in November)


Christmas Eve


(December 24)

   Christmas Day


(December 25)

When a holiday falls on a Saturday, CASA for York County will generally observe the occasion on the previous Friday.  When a holiday occurs on a Sunday, CASA for York County will generally observe the occasion on the following Monday.  

403 WORKERS’ COMPENSATION INSURANCE

To provide for payment of medical expenses and partial salary continuation in the event of work-related accident or illness, employees are covered by worker’s compensation insurance.  The amount of benefits payable, the entitlement to such benefits, and the duration of payment are in accordance with applicable state law.

Full-Time and Part-Time Employees who are injured or become ill on the job must immediately report the incident to the on-site supervisor.  If the Executive Director is injured or becomes ill on the job, he/she must immediately report the incident to the Board of Directors.  Failure to follow this procedure may result in the appropriate worker’s compensation report not being filed in accordance with the law, which may delay benefits in connection with the injury or illness.  Questions regarding workers’ compensation insurance should be directed to the Board of Directors. The employer provides a worker’s compensation insurance program at no cost to the employee.
404 JURY DUTY
All full-time and exempt employees who serve on jury duty will be paid at their regular rate for their regularly scheduled hours by CASA for York County.  However, employees must sign over any jury duty pay to CASA for York County.  The employee is expected to report for work whenever the court schedule permits.

PAYROLL

501 PAYDAY

All employees are paid on the last day of the month or on the business day preceding when the regular pay date falls on a Saturday, a Sunday, or a holiday.

502 EMPLOYEE TERMINATION

Employment with CASA for York County is voluntarily entered into and employees are free to resign at any time.  Similarly, CASA for York County is free to conclude an employment relationship with the Executive Director at any time at the sole discretion of the Board of Directors.    The Executive Director may terminate an employment relationship with full and part time employees with the approval of the Board of Directors. 

503 PAY DEDUCTIONS

The law requires that the employer make certain deductions from every employee’s compensation. These may include Social Security/Medicare Withholding, Workers’ Compensation Insurance, Nebraska Disability, and Federal and State Unemployment Insurance.  The actual terms and conditions of each benefit are governed by the law granting the benefit.  Nothing herein should be interpreted as changing those terms.  

WORK CONDITIONS AND HOURS

601 SAFETY

It is the policy of CASA for York County that accident prevention shall be considered of primary importance in all phases of operation and administration. Establishment and maintenance of a safe work environment is the shared responsibility of the employer and employees from all levels of the organization. The employer will attempt to do everything within its control to assure a safe environment and compliance with federal, state, and local safety regulations. Employees are expected to obey safety rules and to exercise caution in all their work activities.  Employees are asked to immediately report any unsafe conditions to the Executive Director.  All employees are expected to correct unsafe conditions as promptly as possible.

All accidents that result in injury must be reported immediately, regardless of how insignificant the injury may appear. Such reports are necessary to comply with laws and initiate insurance and workers’ compensations procedures.  Any injury that occurs on the job, even a slight cut or strain, must be reported to management as soon as possible.  In no circumstance, except an emergency, should an employee leave a work day without reporting an injury that occurred.

Every effort will be made to provide adequate training to employees.  However, if an employee is ever in doubt about how to do a job safely, it is their duty to ask his or her supervisor for assistance.  Safety is everyone’s responsibility.

Responsibilities of the Employee Include:

~
Obeying the safety rules.

~
Following safe job procedures.  Not taking short cuts.

~
Keeping work areas clean and free from slipping or tripping hazards.

~
Using prescribed personal protective equipment.

~
Immediately reporting all malfunctions to a supervisor.

~
Using care when lifting and carrying objects.

~
Observing restricted areas and all warning signs.

~
Knowing emergency procedures.

~
Reporting unsafe conditions to supervisors.

~
Promptly reporting every accident and injury to supervisor.

~
Following the care prescribed by the attending physician when treated for an injury or illness.

~
Attending all employee safety meetings.

~
Participating in accident investigations, serving on safety committee or other loss control activities as needed.

Failure to observe these guidelines may result in disciplinary action, up to and including terminations of your employment.

602 SAFE WORKPLACE POLICY
It is the intent of CASA for York County to provide a safe workplace for employees and a comfortable and secure atmosphere for clients and others.

CASA for York County expects all employees to conduct themselves in a non-threatening, non-abusive manner at all times. No direct, conditional or veiled threat of harm to any employee or company property will be considered acceptable behavior. If an employee, while engaged in CASA for York County business, commits or threatens to commit a violent act, that employee will be subject to immediate discharge if the threat or violent act could adversely affect CASA for York County or its reputation in the community.

603 USE OF COMMUNICATION SYSTEMS

It is the intent of CASA for York County to provide the communication systems necessary for the conduct of its business.  Employees are expected to adhere to proper use of all communication systems including but not limited to the telephone/cellular phone, electronic mail (e-mail), and voice mail.  The communication systems are owned and operated by CASA for York County and are to be used for the business of CASA for York County.  Employees should have no expectation of privacy of any correspondence, messages, or information in the systems.  All messages are a form of corporate correspondence and are subject to the same internal and external regulation, security and scrutiny as any other corporate correspondence.  During business hours, employees are requested to keep personal calls to a minimum.  Telephones are intended primarily for business and should not be tied up with personal calls.

Each confidential email message is to be followed by: “THIS EMAIL TRANSMISSION CONTAINS CONFIDENTIAL INFORMATION INTENDED SOLELY FOR USE BY THE INDIVIDUAL OR ENTITY NAMED AS THE RECIPIENT.  BE AWARE THAT ANY DISCLOSURE, COPYING, DISTRIBUTION OR USE OF THE CONTENTS IS PROHIBITED.  IF YOU HAVE RECEIVED THIS TRANSMISSION IN ERROR, PLEASE NOTIFY THE SENDER IMMEDIATELY.  THANK YOU.”

604 USE OF EQUIPMENT

All assets and materials will be acquired and maintained in CASA for York County’s name.  When using equipment, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines.  Any materials that are removed from the CASA office must be signed out when taken and signed in when returned.  Such materials must be returned to the CASA office when not in use.

LEAVES OF ABSENCE

701 MILITARY LEAVES OF ABSENCE

Leaves of absence without pay for military or reserve duty are granted to full-time and part-time employees. Eligibility for reinstatement after military duty or training has been completed will be determined in accordance with applicable federal and state laws.

702 UNPAID PERSONAL LEAVE

CASA for York County will consider providing unpaid personal leave to employees on a case by case basis, with the decision being made by the Board of Directors.
EMPLOYEE CONDUCT & DISCIPLINARY ACTION

801 ABSENTEEISM & TARDINESS

CASA for York County expects all employees to assume responsibility for their attendance and promptness. Unexcused or excessive absenteeism or tardiness is grounds for disciplinary action, up to and including termination.

802 GUIDELINES FOR APPROPRIATE CONDUCT

CASA for York County employees are expected to accept responsibility, follow acceptable business principles in matters of conduct, and exhibit a high degree of integrity at all times.  This involves respect for the rights and feelings of others and demands that employees refrain from any behaviors that might result in harm to another person, CASA for York County, or that might be viewed unfavorably by the Board of Directors, Volunteers, persons being served, or by the public at large.

Types of behavior and conduct that CASA for York County considers inappropriate include, but are not limited to, the following:

1.
Falsifying employment or other CASA for York County records.

2.
Violating CASA for York County’s non-discrimination and/or sexual harassment policy.

3.
Soliciting or accepting gratuities from clients.

4.
Excessive absenteeism or tardiness.

5.
Excessive, unnecessary, or unauthorized use of CASA for York County property and supplies, particularly for personal purposes.

6.
Reporting to work under the influence of drugs or alcohol, and the illegal manufacture, possession, use, sale, distribution or transportation of drugs.

7.
Using alcoholic beverages while engaged in CASA business.

8.
Fighting or using obscene, abusive, or threatening language or gestures.

9.
Theft of property from co-workers, clients, or CASA for York County.

10.
Unauthorized possession of firearms while on CASA business.

11.
Disregarding safety or security regulations.

12.
Insubordination.

13.
Failing to maintain confidentiality of CASA or client information.

14.
Continually failing to meet the expectations of the job with respect to work performed, behavior, ability and willingness to work productively with others.

15.
Failure to maintain a neat, clean, and professional personal appearance.

16.
Failure to maintain appropriate and accurate organizational documentation.

803 EMPLOYEE DISCIPLINE
Where appropriate, a policy of Progressive Employee Discipline may be followed.  Major elements of this policy include:

1.
ORAL REPRIMAND. The first step in CASA for York County’s progressive disciplinary policy is the “oral reprimand.”  This is a verbal warning to an employee that his conduct is unacceptable, and that repeated or continued failure to conform the conduct or performance to CASA for York County standards will result in more severe disciplinary action. Before receiving an oral reprimand, an employee will be counseled and told what improvements are necessary and expected to correct any performance deficiencies.  A record of the notice of the oral reprimand may be made and retained in the employee’s personnel file.

2.
WRITTEN REPRIMAND. The second step is a “written reprimand.” This reprimand will describe the unacceptable conduct or performance of the employee and specify needed changes or improvements. A copy of the written reprimand will be retained in the employee’s personnel file.

3.
TERMINATION. The final step in the disciplinary procedure is the termination of the employee. If an employee fails to conform his conduct or performance to the standards required by CASA for York County, CASA for York County may, in its sole discretion, terminate the employee’s employment.

Notwithstanding the foregoing progressive disciplinary procedure policy, CASA for York County reserves the right to administer discipline in such a manner as it deems appropriate to the circumstances, and may, in its sole discretion, eliminate any or all of the steps in the progressive discipline procedure.

804 ANTI-HARASSMENT POLICY

CASA for York County is committed to providing a work environment that is free of harassment.  CASA for York County’s policy prohibits harassment of any kind, but particularly that forbidden by law such as harassment because of one’s race, sex, ethnicity, age, religion, national origin, color, weight, height, marital status, veteran status, disability, or sexual orientation.  This prohibition includes sexual harassment consisting of unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature. CASA for York County will take disciplinary steps against any employee who engages in such behavior.

Any employee who believes that he or she has been subjected to such harassment must report that fact immediately in writing to the Executive Director or the president of the Board of Directors. The report will be promptly investigated and action will be taken as appropriate. To the extent possible, the investigation will protect the privacy of the individuals involved. The employer will protect the employee from retaliation or any other detrimental impact on his or her employment.

805 DRUG AND ALCOHOL USE
The policy of CASA for York County is to maintain a drug free workplace.  The term “workplace” is defined as CASA for York County property, any company-sponsored activity, or any other site for the performance of work for CASA for York County.  The term “drug” includes alcoholic beverages and prescription drugs, as well as illegal inhalants and illegal drugs. Activities prohibited by this policy shall be considered grounds for discipline, including but not limited to suspension or immediate termination of employment, if the activities occur in the workplace as defined above.  Prohibited activities under this policy include the unauthorized use of drugs, as defined above, in the workplace, including distribution, possession, or use of a drug or controlled substance as defined in schedules I through V of the Controlled Substances Act. 21 U.S.C. Sec. 812, 21 C.F.R. Sec 1308, and the state and local law of the jurisdiction where the workplace is located, including, but not by way of limitation, marijuana, opiates (e.g.; heroin, morphine), cocaine, phencyclidine (PCP), and amphetamines. However, the use of prescription drugs, when taken as directed by a duly licensed healthcare provider, shall not be a violation of this policy.

All CASA for York County employees shall be provided a copy of this policy and shall sign an acknowledgement of receipt of the policy and acceptance of its terms. As a condition of employment, all CASA for York County employees must comply with this policy.

CASA for York County will maintain a smoke free workplace; the use of tobacco in any form is prohibited in CASA for York County’s offices.

806 FIREARMS
CASA for York County expressly forbids the possession of firearms on company property or when performing CASA duties/activities. CASA for York County has a “zero tolerance” guideline for possession of any type of weapon, firearm, explosive, or ammunition.

807 AMERICANS WITH DISABILITIES ACT

CASA for York County supports the requirements of the Americans with Disabilities Act and state laws governing employment of individuals with disabilities.

808  RESIGNATION PROCEDURES

Resignation is a voluntary act initiated by the employee to terminate employment with the employer. CASA for York County requests at least two weeks written notice from all NON-EXEMPT employees and thirty (30) calendar days for EXEMPT employees. Employees who have been employed for at least one year will be paid for accrued but unused vacation leave time.  

809  COMPLAINTS AND GRIEVANCES
Every effort should be made to solve problems cooperatively and informally before presenting them as a formal grievance.  Should informal efforts fail, the following policy and procedure is set forth in order to provide an outlet for complaints and a systematic means to resolve grievances.  All complaints will receive consideration and will be discussed by the appropriate parties.  Complaints and grievances may arise from external (outside the immediate CASA program) or internal (within the program).

External – Because staff are involved with work that impacts the future lives of children and families, this emotionally charged work evokes a wide range of feeling from all the parties involved.  It is therefore common and expected that there may be criticism from the parties.  Should a complaint arise from someone outside the CASA for York program, the Board President (or Director if appropriate) will discuss the complaint with the person who has the complaint.  The Board President/Director is responsible for deciding if the complaint has any validity and may request a written statement from the party initiating the complaint.  In addition, the Board President/Director, with the advice from the board, may determine what action, if any, should be taken.

Internal – When a staff wishes to make a complaint with a policy, practice, condition, or Director’s decision, it is encouraged that the staff should first try to discuss the matter informally with the Director.  If this is not an option or the problem is not resolved to the staff’s satisfaction, he or she should contact the Board president via CASAforyork.org to discuss the issue.  If the issue is still not resolved, the staff should place the complaint in writing to be submitted to all the members of the Board for discussion.  The board must provide the staff with a written response outlining its position.

If the staff still feels that the problem is not resolved to their satisfaction, he or she should contact the Executive Director of the Nebraska CASA Association, 1618 L Street, Lincoln, NE 68508, #1-800-788-4772, necasa.corrie@gmail.com. 

ORGANIZATIONAL

901 BUSINESS EXPENSE REIMBURSEMENTS

Staff traveling outside of York City limits on CASA for York County’s business will be reimbursed for approved business expenses incurred. Appropriate original documentation/receipts are required for all expense reimbursements. Documentation is the responsibility of the employee submitting the reimbursement request.

Employees required to use personal automobiles to fulfill job duties must have a valid driver’s license and be an insured driver of the vehicle and must maintain liability insurance coverage at levels that meet state law requirements. Employees will be reimbursed for mileage at a rate predetermined by the Board of Directors.
EMPLOYEE PERFORMANCE PLAN

The Employee Performance Plan is used by the employee and the Board of Directors to assist them in the development of work objectives and review of past performance.  The plan provides the employee with both a general direction and specific work assignments to be completed in the coming year.
DESCRIPTION OF BASIC ELEMENTS

I.
Job Objectives - Job objectives for the year will be set as part of the annual performance review by the employee and the supervisor, which should occur near the anniversary date of hiring of the employee.

A.
Purpose - the setting of job objectives is designed to provide employees and the supervisor with a system to:

1.
Establish a clear understanding of what is expected;

2.
Provide a basis for ongoing performance counseling and appraisal;

3.
Form a basis for planning future work activities.

II.
Performance Review - An annual evaluation of the employee’s progress and performance during the previous year, based on the job objectives set during the previous year’s performance review.


A. Purpose — The purpose of the annual performance review is:

1.
To improve communication so that the employee knows what is expected and how well expectations are being met;

2.
To assist employees in increasing competence through fair and honest appraisals, which identify areas for improvement as well as areas of strength;

3.
To provide a basis for salary review;

4.
To provide opportunity for employees to discuss concerns and view points.

B. Guidelines

1.
Ongoing informal contacts with discussion of progress and problems.

2.
Mutual understanding of key job elements and performance standards is assumed to have been reached prior to formal performance review. Evaluation comments must be based on representative information, not on isolated or unusual incidents. Suggested areas for improvement should be directed at actual work performance.

C. Steps for Performance Review


1.  Obtain input from related parties such as volunteers and other professional 


     contacts as to employee’s job performance.

2.
Review by the employee and the supervisor of the job description, job objectives and performance standards;

3.
Discussion with the employee, by the supervisor, of the completed performance review;

4.
Written comments by both the employee and the supervisor on the performance review, signed by both, and placed in the employee’s personnel file.

5.
Within two weeks of the performance review meeting, the employee is to submit, if required, revised job objectives with a copy put into the employee’s personnel file.

6.
Any applicable comments from the semi-annual progress report should be included in the performance review discussion.

D. Criteria for Performance Review Ratings

1.
“Performed Exceedingly Well”

Accomplishments consistently exceed normal expected levels; makes significant contributions to work unit; rarely needs assistance; demonstrates creativity in problem solving; achievements clearly apparent.

2.
“Performed Beyond Requirements”

Accomplishments generally exceed expected work levels; meets all objectives and goals; gives extra effort and requires minimum supervision.

3.
“Performance Meets Requirements”

Accomplishments generally meet expected level of work; steady, dependable performance, solid, dependable, conscientious employee.

4.
“Performance Needs Improvements”

Accomplishments generally below expected levels; unwilling or unable to meet work expectations; efforts are minimally acceptable at best; further counseling, training and experience necessary to raise performance level.

5.
“Performance Does Not Meet Requirements:

Does not meet expected level of performance; unwilling or unable to meet expectations; work unacceptable.

III.
Progress Report - At least semi-annually, the employee and the supervisor will review the job objectives and general job performance, with recommendations for adjustment in performance and/or objectives.

FINAL COMMENTS

Any of the policies, procedures or other matters set forth in this Manual, may, except to the extent not permitted by law, be changed from time to time as the business, needs, economic conditions, employment legislation or other matters dictate.  The decision as to whether to amend this Manual shall rest in the exclusive discretion of the Board of Directors. Employees will be notified in writing of any changes made to this document. 
TO:

CASA for YORK COUNTY

510 N. Lincoln Ave, Room 200.

York, NE  68467

Letter of Acknowledgement

I have read CASA FOR YORK COUNTY’S Employee Handbook and Personnel Policies.  I understand its contents and agree to follow the policies and procedures as set forth in it.
Print name ____________________________________________________________

Sign name ____________________________________________________________

Date _________________________________________________________________

(Place in Employee’s Personnel File)

Approved 2005, revised 11/2006, 2010, 1/2011, 6/2014, 11/2015, 4/2018
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