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PURPOSE TC "PURPOSE" \l 1 

This handbook has been prepared as a summary of The Myrna Loy Center for the Performing Arts (hereinafter referred to as “we”, or “the MLC”) personnel policies, procedures and benefits. It has been issued to help you, as our employee, understand what will be expected of you and what you can expect from your employment relationship with the MLC. Please keep in mind, however, the policies, procedures and benefits described in this manual can be modified or discontinued at any time and new policies, procedures or benefits may be added as may be considered appropriate by the Executive Director and/or the Board of Trustees.

The Executive Director has responsibility for interpreting and applying these policies to day-to-day operations. The Executive Director or the Board have the authority to issue clarifications of these policies as may be necessary to help you and other employees understand the policies and how they will be applied. The Executive Director has the authority to take any action that is not inconsistent with or prohibited by these or other Organization policies to accomplish assigned work. The Executive Director may delegate any responsibility assigned by these policies to another person as may be appropriate in the opinion of the Executive Director. 

When a formal policy, procedure or benefit is added, discontinued or changed, you will be notified. We will provide you with a copy of all formal modifications as soon as possible after they are approved. 

APPLICABLILITY


Some or all of these personnel policies may not apply to employees who have entered into a written employment contract for a specified term. In those cases, the terms of the employment agreement may either be exempt or, where the provisions of the employment agreement differ, supercede provisions of these policies. The Board of Trustees has the authority to suspend, modify and/or approve deviations from these policies where it is, in the Board’s opinion, appropriate to do so. 

EQUAL EMPLOYMENT OPPORTUNITY TC "EQUAL EMPLOYMENT OPPORTUNITY" \l 1 

It is the policy of MLC to provide Equal Employment Opportunity (EEO) to all persons regardless of race, color, creed, age, religion, sex, national origin, physical or mental handicap, pregnancy or marital status except where the reasonable demands of a job require and permit such a distinction to be made. We pledge we will not retaliate against you for filing a complaint or if you assist others in the filing or processing of a complaint. 

HARASSMENT OF EMPLOYEES TC "HARASSMENT OF EMPLOYEES" \l 1 

It is our belief that employees should be able to work in a workplace free from intimidation and harassment and other inappropriate behaviors. Therefore, it is the policy of the MLC to prohibit sexual and other unlawful harassment or similarly disruptive conduct towards its employees, applicants for employment or patrons by any person and in any form.

For purposes of this policy, harassment is defined as unwelcome or unsolicited comments, gestures, or physical contact where:

1) Submission to or rejection of the conduct becomes the basis for an employment decision; or,

2) The conduct unreasonably interferes with the individuals work performance or creates an intimidating, hostile, or offensive working environment.

Examples of prohibited behavior include, but are not limited to: lewd, suggestive or demeaning comments, off-color language or jokes of a sexual or racial nature, sexual or racial slurs, display of sexually explicit or otherwise potentially offensive photos, greeting cards, articles, books, magazines or cartoons. 

If you believe you have been subject to any form of prohibited harassment from any person, you should bring the matter to the attention of the Executive Director or any Board member immediately after the incident. The Executive Director is responsible for establishing procedures to investigate and resolve complaints of harassment.  Where an appropriate investigation results in a determination that an employee has participated in prohibited harassment, appropriate actions will be taken to remedy any problems or inequities which may have resulted from the harassment. The Executive Director may initiate appropriate disciplinary action as may be appropriate to ensure compliance with this policy up to and including termination of employment of those employees who have participated in prohibited harassment.   If the complaint of harassment involves the Executive Director or if there is reason to believe the Executive Director cannot render an impartial decision, the responsibilities assigned to the Executive Director by this policy will be carried out by the Board of Directors or a designee of the Board.

PERSONNEL RECORDS TC "PERSONNEL RECORDS" \l 1 

Your personnel records are confidential and are to be used solely for business purposes. You may have reasonable access to your personnel records by notifying the Comptroller. Unless otherwise required by law, we may withhold some portions of your personnel record such as those that may be subject to a pledge of confidentiality to another person (such as reference check materials provided by previous employers.) You should notify us whenever you have a change of address, phone number, marital status, or number of dependents. By doing so, we can ensure that your payroll, tax and insurance records are current and up-to-date.

PROBATIONARY PERIOD TC "PROBATIONARY PERIOD" \l 1 

As with all new employees, you must satisfactorily complete a probationary period of at least six months of time worked for a full time employee. Some positions, including many supervisory positions, may have a longer probationary period. During this period of training and orientation, both of us have an opportunity to decide whether or not a good, on-going working relationship can be established. Occasionally, a new employee may find that he or she is not happy in our organization or with the type of work we do. Similarly, we may conclude that you are not well-suited to your new job.  Should your work performance or conduct not meet our expectations during the probationary period, you may be discharged at any time and without advance warning.  

The length of your probationary period may be extended for up to an additional period of time. Notice of an extension in your probationary period will be given to you in writing prior to the end of the probationary period. The extension notice shall contain the reason(s) for the extension.   

New employees begin to accumulate benefits in accordance with the benefits policy upon hire. There is, however, a six-month  waiting period in order to be eligible for the use of accumulated Paid Time Off (vacation, etc.).

EMPLOYEE CLASSIFICATIONS TC "EMPLOYEE CLASSIFICATIONS" \l 1 

Once you have satisfactorily completed your probationary period, you will become a regular employee. Being a regular employee may mean that you work a regular schedule or it may mean you are an employee whose hours are scheduled as needed on a week-to-week basis.  A regular employee may be discharged at any time for failure to adhere to performance or conduct expectations or for other reasons not prohibited by these policies or applicable law. If you decide to end your employment relationship we ask that you give notice as far in advance as possible. A minimum of two (2) weeks is requested.

On occasion, we may find it appropriate to hire someone for a specific period of time as a fill-in or to complete a special project. These employees are considered to be temporary employees if the anticipated length of employment is less than 12 months. A person hired as a temporary employee is subject to these policies but they are not entitled to the insurance, paid time off or other benefits described by these policies unless required by law or otherwise stated in the applicable policy.

You are considered to be a regular full-time employee if you are regularly scheduled to work forty (40) hours per week. If you are regularly scheduled for less than forty (40) hours per week, you are considered to be a regular part-time employee. Part-time regular employees earn many of the benefits provided by these policies on a prorated basis. Each benefit policy provides more information on eligibility and amounts earned.

Some employees who meet the applicable federal and state requirements will be classified as exempt from the minimum wage and overtime requirement of law. All other employees are non-exempt. You will be notified if your job duties result in your position being classified as exempt. 

Pay Period  TC "Pay Period " \l 2 
Our workweek is from 12:01 a.m. Wednesday through midnight the following Tuesday. Pay will be issued every other Thursday for time worked during the preceding two (2) weeks. If a scheduled payday occurs on a holiday, checks will be issued on the last working day before the holiday is observed.

Payroll Deductions  TC "Payroll Deductions " \l 2 
Payroll deductions are made for federal and state income tax and for FICA/Med (Social Security) in accordance with federal and state law. Some employees may have an amount identified as medical insurance deducted from their checks if the coverage they have elected costs in excess of the MLC contribution monthly for each employee for medical insurance.

Time Record  TC "Time Record " \l 2 
All non-exempt employees must maintain a time and attendance record. Employees should not begin work before or continue work after their assigned starting or ending times without specific approval of their Supervisor. Time worked will be paid to the nearest quarter hour.

OUTSIDE EMPLOYMENT TC "OUTSIDE EMPLOYMENT" \l 1 

The MLC recognizes your desire to do as you wish outside of regular working hours and to use your skills and knowledge to augment your income. However, such desires must be balanced against the Organization's need for full productivity during working hours and loyalty from its employees. We expect you will not accept any employment or engage in any activity that is in conflict or competition with the MLC mission, goals or operations. Outside work, either self-employment or for some firm or business, may not be performed if such work interferes with your scheduled hours of duty or quality of work at MLC or if it creates a conflict or the appearance of a conflict of interest. If you are unsure of the appropriateness of engaging in an outside activity, we encourage you to discuss it before a problem arises.

CONFLICT OF INTEREST TC "CONFLICT OF INTEREST" \l 1 

You are expected to be impartial and maintain a high standard of integrity in the conduct of business. You must be careful to not mislead or misrepresent our mission, goals or policies to others. You need to think through your actions for potential conflict of interest before you act. Although common sense will be your most important guide, we want to specifically caution you to not engage in the following activities that constitute a partial list of situations that can be viewed as conflicts of interest or violations of our standard of ethics.

Because a reader may assume our approval or sponsorship of your personal views or activities, personal letters should not be written on MLC letterhead.

If you wish to publicly make an endorsement, issue a publication, or participate in a public meeting you must clearly indicate that the opinions presented are your own. We expect, of course, that you will not make statements or engage directly or indirectly in activities that are or might reasonably be considered to be in opposition to or inconsistent with stated Organization's goals or positions on issues. 

EMPLOYEE BENEFITS TC "EMPLOYEE BENEFITS" \l 1 

General Benefit Eligibility  TC "General Benefit Eligibility " \l 2 
If you are a regular full-time non-exempt employee, you are entitled to all the benefits mentioned in these policies. If you are classified as a regular part-time employee you are entitled to the benefits that are required by law and those that can be pro-rated. 

Temporary part-time employees do not receive any benefits except those that are required by law unless otherwise mentioned in the policy pertaining to the benefit. The Board must approve any variation in the allocation or use of employee benefits.

PAID TIME-OFF TC "PAID TIME-OFF" \l 1 
PAID VACATIONS One of our most valuable benefits is paid vacations. Full Time employees of the Myrna Loy Center Accrue 15 days of vacation per year. Although you accrue vacation leave credits from your date of employment, you are not considered to have earned the credits until you complete an initial six month waiting period. Thereafter, you will be eligible to use any vacation credits as soon as they are posted to your account. You may accumulate vacation credits up to a maximum balance of 1.5 times your current rate of accrual at any point in time. If you are, at any time, at or near your maximum balance (as shown above), you will earn only the amount of vacation that takes you to the maximum balance. You will be paid in full at termination for any unused vacation credits that you have earned, provided you have worked the one-year qualifying period. If you are a part-time employee who is regularly scheduled to work 30-39 hours per week, you earn vacation on a pro rated basis. If you are regularly scheduled to work fewer than 30 hours per week or work on an intermittent basis, you do NOT earn vacation leave. Hourly employees may use vacation in increments of one hour or more. Salaried employees must use vacation only in full day increments. Vacation time will continue to accrue during periods of paid vacation, sick leave and leaves of absence with pay. Vacation time will not accrue during layoffs or leaves of absence without pay. Management will make every effort to allow you to take your vacation on the dates you request. We must, however, maintain minimum coverage in all departments to provide our customers the service they deserve. We encourage you to schedule your planned vacation as early as possible to maximize your chances of approval. If you and another employee both request the same period of time off and operational requirements do not permit us to approve both requests, we will generally approve the earliest submitted request. If we cannot approve your request for other reasons, your supervisor will meet with you to try to work out alternate arrangements. 

SICK LEAVE 
One of our most valuable benefits is paid vacations. Full Time employees of the Myrna Loy Center Accrue 15 days of vacation per year. Although you accrue vacation leave credits from your date of employment, you are not considered to have earned the credits until you complete an initial six month waiting period. Thereafter, you will be eligible to use any vacation credits as soon as they are posted to your account. 

You may accumulate vacation credits up to a maximum balance of 1.5 times your current rate of accrual at any point in time. If you are, at any time, at or near your maximum balance (as shown above), you will earn only the amount of vacation that takes you to the maximum balance. You will be paid in full at termination for any unused vacation credits that you have earned, provided you have worked the one year qualifying period.

If you are a part-time employee who is regularly scheduled to work 30-39 hours per week, you earn vacation on a pro rated basis. If you are regularly scheduled to work fewer than 30 hours per week or work on an intermittent basis, you do NOT earn vacation leave.

Hourly employees may use vacation in increments of one hour or more. Salaried employees must use vacation only in full day increments. 

Vacation time will continue to accrue during periods of paid vacation, sick leave and leaves of absence with pay. Vacation time will not accrue during layoffs or leaves of absence without pay.

Management will make every effort to allow you to take your vacation on the dates you request. We must, however, maintain minimum coverage in all departments to provide our customers the service they deserve. We encourage you to schedule your planned vacation as early as possible to maximize your chances of approval. If you and another employee both request the same period of time off and operational requirements do not permit us to approve both requests, we will generally approve the earliest submitted request. If we cannot approve your request for other reasons, your  supervisor will meet with you to try to work out alternate arrangements.

SICK LEAVE " \l 2 

If you are a full-time employee, you will earn paid sick leave at the rate of twelve days per anniversary year up to a maximum balance of 30 working days/240 hours. You must satisfy a three-month waiting period before you are allowed to utilize any accumulated sick leave benefits.

If you are a part-time employee who is regularly scheduled to work 30-39 hours per week and you were hired after July 1, 1998, you earn sick leave on a pro rated basis. If you are regularly scheduled to work fewer than 30 hours per week or work on an intermittent basis, you do NOT earn sick leave. You may use your accrued sick leave in increments of one hour or more. Salaried employees may use sick leave only in full day increments.



If you suffer a personal illness or injury or require time off for appointments with a health care practitioner or to care for an eligible dependent (child, spouse, parent or corresponding in-laws or other members of your household), you may request sick leave from your supervisor. Keep in mind, you may not receive sick pay if you are receiving lost wages benefits for the same period of time from a workers’ compensation program or other insurance which compensates you for your absence due to injury or illness. 

If you are absent without prior approval, you must request sick leave to cover your absence immediately upon your return to work. You may, at any time, be required by your supervisor to provide acceptable proof of your inability to perform the functions of your job or of the medical necessity of leave to care for another qualifying dependent. Misuse of sick leave, including falsifying or misrepresenting the reasons for absence, will result in appropriate disciplinary action.

Holidays

Certain days of the year will be observed as holidays when some or all of the MLC we will be closed.

The Business Office will be closed on the following holidays:

·   New Year's Day (January 1)

·   Martin Luther King Day (January 19)

·   President’s Day (February 18)


  Memorial Day (last Monday in May)


  Independence Day (July 4)


  Labor Day (first Monday in September)

·   Columbus Day (October 12)


  Thanksgiving (fourth Thursday in November) and the Friday Afterwards


  Christmas (December 25) and the working days through the end of the calendar year.

Although the Business office is closed some employees may be scheduled to work as the result of films, live performances or other events being scheduled. If you are a full-time employee scheduled to work on an observed holiday, you will receive your regular pay for the day and an alternate holiday that is mutually agreeable to you and the Executive Director. 

A recognized holiday that falls on a Saturday will be observed on the preceding Friday. A recognized holiday that falls on a Sunday will be observed on the following Monday.

Unpaid Leave of Absence  TC "Unpaid Leave of Absence  " \l 2 
If you are a regular employee you may submit a written request for a leave of absence without pay to the Executive Director. Unless otherwise required by law, we may not approve your request unless you have been employed for at least twelve (12) months prior to the time the leave would commence. Your request must include the reason for the request, the starting time and date and the requested length of leave. Your request will be evaluated on an individual basis with consideration for both your preferences and needs and those of the Organization. Accumulated vacation and sick leave must be used first before an unpaid leave of absence is approved.

During an approved unpaid leave of absence that lasts longer than 30 calendar days, you will be required to pay both the employee and employer portions of premiums for group health insurance benefits. You must understand that, subject to applicable law, we may find it necessary to temporarily or permanently refill your position. If we permanently refill your position, we will make every reasonable effort to offer you an equivalent position, if possible, at the end of the approved leave of absence.

Leaves of absence may take a variety of forms. The following address how we usually handle some of the more common requests:

Maternity Leave  TC "Maternity Leave " \l 3 
If you are a pregnant employee, you will be granted unpaid leave beginning at delivery or at such time as your physician states that you are unable to perform the duties of your job with or without reasonable accommodation. You will be automatically eligible for up to six weeks of unpaid leave to recover from childbirth or related complications. We encourage you to notify your supervisor as soon as you can about the need to take maternity leave so that we can make arrangements to cover your work in your absence. 

If you need additional time off for recovery (beyond the six weeks) due to maternity-related disability or related medical complications you will be asked to provide certification from your physician that shows that the additional time is medically necessary. If you wish to request additional time for non-medically related reasons, you may submit a request for vacation in accordance with the vacation policy.

Upon signifying your intention to return from a maternity leave of absence, you will be reinstated to your original job, or to an equivalent position with equivalent pay and accumulated seniority and all service credits, unless the you or your circumstances have so changed as to make it impossible or unreasonable to do so.

Disability Leave  TC "Disability Leave " \l 3 
If you have exhausted all available vacation and sick leave credits, you may request a long-term leave of absence without pay for reasons of bona fide illness or disability. This leave may be granted if you have provided a doctor's certificate or other verification of illness or accident that shows that you are unable to return to work due to the illness  or injury.

Military Leave  TC "Military Leave " \l 3 
If you are a member of a military reserve unit, upon request, you will be granted the amount of time necessary to attend periods of active duty for training to which you are ordered or to attend weekend drills. Upon request, you must produce a copy of the official military orders directing you to report for duty.

Jury Duty  TC "Jury Duty " \l 3 
If you are called as a juror, you will be given sufficient time off to meet your obligations. If you are paid on a salaried basis, you will receive time off with regular pay but you must turn over the amount of pay received from the Court, except for expense reimbursements, to the Organization. If you are an hourly employee, you will be paid at your regular hourly rate for the average number of hours worked the prior three (3) months for up to 20 working days per year. If you are dismissed from jury service prior to the ending of your daily work shift, you must either report for work or contact your supervisor for instructions.

Bereavement Leave  TC "Bereavement Leave " \l 3 
In the event of the death of a member of your immediate family (parent, step parent, grandparent, child, spouse, brother, sister, father-in-law, mother-in-law, daughter-in-law, son-in-law, foster child or step child), you may, upon request, be granted up to, but not to exceed 3 days of excused absence, unless unusual circumstances such as extended travel warrant additional time off. This absence may be charged to vacation at the discretion of the Executive Director. The Executive Director may require proof of relationship to be presented prior to authorizing bereavement leave. 

Other Time Off  TC "Other Time Off " \l 3 
You may, at the discretion of the Executive Director be granted time off with or without pay for reasons not listed above. Employees desiring brief amounts of time off for personal reasons must obtain the approval of their supervisor prior to taking such time off. All such non-scheduled time shall be made up within the same work  week or must be recorded as vacation or leave without pay.

Group Benefits  TC "Group Benefits " \l 2 
Benefit Compensation Package: The Myrna Loy Center offers a benefit package to all ¾ time and full-time employees. The package is a lump sum benefit compensation for each month. The benefit compensation package is paid out across two pay periods in each month. The sum is determined annually during the budget process. The benefit compensation package is meant to help employees pay for medical insurance, life and disability insurance, and retirement annuity programs. 

Pre-retirement Benefit:  An employee who is within one year of retirement is eligible to work as ½ time employee and receive the full benefit compensation package provided to ¾ time and full time employees.  To be eligible for this benefit an employee must be 59 or older and have a minimum of five years of service with the Myrna Loy Center.

Health Insurance: The Myrna Loy Center can help employees access group health insurance rates through the Montana Non-Profit Group Insurance Program.

Workers' Compensation  TC "Workers' Compensation " \l 3 
As an employee, you are covered by the Montana Workers' Compensation Insurance Program. Workers' Compensation provides both lost time wages and work-related medical expenses if you suffer a work-related accident or illness. These benefits are defined by law, and administered by the State Fund 

If you should be involved in an accident that occurs on the job you must, as soon as necessary medical care has been received, obtain and complete the appropriate accident reporting form, even if you believe there are no injuries. You should complete and submit the accident reports as soon as possible, but in no case later than 24 hours after the accident. Your supervisor may, at any time, direct you to see a health care provider to obtain treatment or to obtain a doctor's certificate or other verification of your illness or accident. If you are off work for more than six days, you may be eligible for lost wages benefits. If so, you are prohibited from accepting both the workers' compensation benefit and sick leave for the same period of time. 

EMPLOYEE RESPONSIBILITIES/ WORK RULES TC "EMPLOYEE RESPONSIBILITIES/ WORK RULES" \l 1 

You are expected to conduct yourself in a professional and businesslike manner. This includes being courteous, cheerful and helpful at all times to the public, volunteers and fellow employees. You are expected to follow our policies and rules and to respect the rights, property, and privacy of others. For example, you may not:

    
- Fight with, physically abuse or behave in a manner that is or might be offensive to others or conduct yourself in a manner contrary to recognized standards of morality or decency. Voicing of criticisms or complaints in front of audience members   or in public areas is considered inappropriate.

    
- Destroy, deface, misuse, damage, misappropriate or wrongfully acquire property, funds or assets belonging to the Organization, its volunteers or other employees. 

 
- Be under the influence of or possess any intoxicant, controlled substance, or drug (except as prescribed by a licensed physician) during working hours and/or in our buildings or vehicles. Tests to determine drug and alcohol use will be utilized only where permitted by law.   This policy shall not be construed to prohibit serving alcoholic beverages to patrons or consuming reasonable amounts of alcoholic beverages as part of MLC sponsored events. 

- Falsify employment, accounting, sales or other records. 

You are further expected to comply with all federal, state and local laws and ordinances, rules and regulations affecting the performance of your job duties and responsibilities.

Grooming and Attire  TC "Grooming and Attire " \l 2 
The MLC is a public contact organization. Your personal appearance and hygiene affects customer and co-worker relations. It can create favorable or an unfavorable impression of you and our Organization. You must dress in a manner that is suitable to your job duties yet presents a neat and clean appearance and a positive image to other employees and members of the public.

Because of constantly changing styles and fads, it is not possible to precisely list what is and is not acceptable attire. The standards of appropriateness of dress are governed by community standards and the time of the year. You must exercise good taste and sound judgment to determine appropriate hair styles and the clothing you choose to wear. 

Clothing that is excessively soiled, is in need of repair, that might create a safety hazard or that might reasonably be considered by co-workers or employees of the public to be extreme, not in good taste, revealing or distracting is considered inappropriate and is prohibited. If your supervisor determines that you are not in compliance with our grooming and attire standards, you may be asked to change into more suitable attire.

Telephone  TC "Telephone " \l 2 
Personal calls in and out of the office are permitted for those who do not abuse the privilege. We would appreciate you limiting your personal phone calls. Please do your best to discourage unnecessary incoming personal calls from your friends or relatives. Make only essential calls, and please keep them brief.

Equipment and Supplies  TC "Equipment and Supplies " \l 2 
Employees are urged to be as careful with equipment and other MLC property assigned to their care, as they would be with their own belongings. Employees are urged to be conservative in the use of supplies. Employees cannot use equipment and property owned by MLC for personal reasons unless permission is first obtained by the Executive Director or his/her designee.

CORRECTIVE ACTION AND EMPLOYEE DISCIPLINE TC "CORRECTIVE ACTION AND EMPLOYEE DISCIPLINE" \l 1 

If you have been found to have: taken MLC or other people's property without permission; falsified MLC records; violated one or more of our policies or rule or a state, federal or local law, rule or regulation; refused to carry out the instructions of a supervisor, manager or other person in a position of authority; or if you are unable to meet the our standards of job performance or conduct, you may be subject to disciplinary actions up to and including discharge from your employment. 

Informal Corrective Action  TC "Informal Corrective Action " \l 2 
Verbal warnings or corrective counseling may be used to give informal constructive assistance and/or instructions to you for minor violations of procedure, initial incidents of substandard performance or minor violations of policy. The purpose of a verbal warning or corrective counseling is to assist you in correcting an observed deficiency short of taking more formal disciplinary action. Verbal warnings or corrective counseling may not be appealed through our complaint resolution procedure.

Formal Disciplinary Action  TC "Formal Disciplinary Action " \l 2 
Written warnings or reprimands, suspension without pay, demotion and/or discharge from employment are formal disciplinary actions appropriate for more severe performance deficiencies, violations of policy and procedure or for repeated lesser offenses. The specific action taken against you in any given case would depend on the nature and severity of the behavior or performance deficiency. 

Each formal disciplinary action will generally be accompanied by a written notification to you that includes, but is not limited to: 


1.
The specific job-related reasons for the action being taken;


2.
The action being taken against you;


3.
The improvements, corrections, or changes expected of you, if appropriate;


4.
The consequences of your failure to make the required improvements, if appropriate; and


5.
A signature block that acknowledges your receipt of the written notification.

You will be given an opportunity to review, sign and respond to any formal disciplinary action. If you refuse to sign, a witness to that fact will be asked to sign and date the notice. If you are unavailable for review, the notification will be mailed to you, return receipt requested, at your address we have on record.

EMPLOYEE COMPLAINT RESOLUTION PROCEDURE TC "EMPLOYEE COMPLAINT RESOLUTION PROCEDURE" \l 1 

We cannot emphasize too strongly our desire that you feel free to seek information or advice on any matter that is troubling you, or to call attention to any condition that may appear to be operating to your disadvantage. It is our policy to attempt to resolve job-related problems in a prompt and impartial manner through informal discussion between you and your immediate supervisor. If a discussion with your supervisor does not resolve your problem, you may file a written complaint using the procedure described below.  If, however, you are still in your initial probationary period, you may not use this procedure unless alleging unlawful discrimination or other unlawful actions on the part of management.

Step One  TC "Step One " \l 2 
You must submit your complaint in writing to the Executive Director within 10 days of knowledge of the alleged incident. In your complaint, you must describe your problem or state the reason(s) you believe you have been treated unfairly as specifically as possible and indicate what action(s) you believe MLC should take to resolve your complaint. 

The Executive Director will have 20 working days to respond to the your written complaint.

Step Two  TC "Step Two " \l 2 
If the Executive Director is unable or unwilling to resolve your complaint or fails to respond to your complaint within the 20 working days allowed, or; if the Executive Director is directly involved in the complaint, you may, within five days, choose to submit the complaint along with any supporting materials, and a copy of the response, if any, received in Step One to the Chair of the Board who will appoint a committee to hear the complaint and render a final decision. The Committee may interview you or others who have knowledge of the dispute and may conduct any additional investigation believed to be necessary to render a proper decision. The Committee may consult with other members of the Board or other counselors in rendering a decision. The Committee will schedule its first meeting within thirty (30) working days from the receipt of your appeal and will issue a written decision as soon as possible following the conclusion of their work.

TERMINATION OF EMPLOYMENT TC "TERMINATION OF EMPLOYMENT" \l 1 

Layoffs  TC "Layoffs " \l 2 
Layoff may occur at anytime due to lack of work, shortage of funds, reorganization or other reasons. Employees will be chosen for layoff based on consideration of performance, conduct, qualifications and/or other job-related factors.  If you terminated due to layoff, you will be placed on a recall list for a period of six months. If a position should open for which you qualify, we will notify you by mail at the address we have on record. You may during this six-month period reapply for a vacant position and be treated as an internal applicant. If you are the successful applicant and are re-hired within six months of the date of layoff, you will be reinstated and credited with the amount of service you had at the time of layoff. 

If more than six months has passed since the date you were terminated due to layoff, you may reapply for employment on the same basis as any other applicant. If chosen for employment, you will be treated as a new employee for all purposes.

Voluntary Resignations  TC "Voluntary Resignations " \l 2 
The MLC requests you give written notice to management of your intention to resign your position at least two (2) weeks in advance of the effective date. If you do not give adequate notice of resignation, you may not be eligible for rehire by the Organization. We normally do not approve vacation during the final two weeks of employment.

Applications received from former employees will be processed using the same procedures and standards that govern all external applications. The hiring manager/supervisor may consider the former employee's performance records and the circumstances surrounding termination of previous employment with the Organization. This information may be provided to the staff responsible for screening and interviewing applicants.

All Terminations  TC "All Terminations " \l 2 
A copy of the Employee Complaint Resolution Procedure will be furnished to you upon resignation or discharge.

Before you depart, you must return all our property you may have in you possession. Such property might include tools, keys, credit cards or records.    

Personnel Policies Administration  TC "Personnel Policies Administration " \l 2 
A copy of the Personnel Policies is given to each employee for personal guidance and reference. Where there is doubt about the meaning or application of any policy, the employee should discuss the question with the Executive Director. We expect that policies will be changed or added periodically. You will be thoroughly informed, and this policy book will be kept as current as possible.

EMPLOYEE ACKNOWLEDGMENT TC "EMPLOYEE ACKNOWLEDGMENT" \l 1 

I hereby acknowledge that I have received and read my copy of the Myrna Loy Center Policies and Procedures. In consideration of my continued employment, I agree to conform to the policies, procedures, rules and statements of the Organization. I understand that the policies, procedures and statements contained in the employee handbook do not form a contract of employment between the MLC and me. I further understand that the board of Trustees may modify the policies, procedures and benefits described herein at any time.

______________________________________ 
_________________________

EMPLOYEE'S SIGNATURE



DATE


