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Personnel Handbook
Revised May 2019
Purpose 

The purpose of this Handbook is to acquaint employees with the policies and procedures of the Trust with regard to employment, benefits and code of conduct.  This Handbook may be reviewed and revised at any time.  Revisions will be communicated to employees promptly.  This Handbook replaces and supersedes any other employee handbook or policy previously in use by the Trust.

The Trust reserves the exclusive right to interpret, modify or eliminate any of the policies and procedures contained herein at any time.  This Handbook is intended as a guideline for employees and should not be construed as an offer to contract or as an employment contract between the Trust and an employee.

Written job descriptions exist for hiring and evaluating the responsibilities and qualifications of employees for particular positions.  Changes to the written job descriptions may occur with the approval of the Executive Director.  When a vacancy occurs in a position, current employees will be notified of the opening before public advertising occurs.

The Executive Director is responsible for all staff hiring, promotions, demotions, and other personnel changes.  The Board of Trustees is responsible for hiring and reviewing the performance of the Executive Director.  The Executive Director reports directly to the chairman of the Board of Trustees.

I. Employment Classifications 
All employees fall into one of the following categories:

A. Exempt

B. Full-time Non-exempt

C. Part-time Non-exempt

D. Temporary Non-exempt

The distinction between "Exempt" and "Non-exempt" refers to overtime pay provisions required by law and discussed below.

A. Exempt

This category includes professional, managerial and administrative employees.  Full-time exempt employees are required to work a minimum of forty hours per week. Part-time exempt employees are required to work a set amount of time as agreed to when hired by the Trust.  If additional work time is required to complete the duties of a full-time or part-time exempt employee, they are expected to work overtime without additional monetary compensation. 

B. Full-time Non-exempt

All employees regularly scheduled to work at least 37.5 hours but not included in the exempt category are included in this category.  Full-time non-exempt employees who work in excess of 40 hours in a week are eligible for overtime pay.

C. Part-time Non-exempt

Employees regularly scheduled to work less than 37.5 hours are classified as part-time.  Should they work in excess of 40 hours in a week, they are eligible for overtime pay. 

D. Temporary Non-exempt

A temporary employee is one whose period of employment is definite.  Such employees are normally hired to assist in carrying out special projects or programs.  Should a temporary non-exempt employee work in excess of 40 hours in a week, the employee will be eligible for overtime pay.  Temporary employees are not entitled to any benefits.

II.  Conditions of Employment 
A. Statement of Nondiscrimination

Candidates for employment will be considered without regard to age, sex, race, color, religious creed, national origin, ethnicity, ancestry, sexual orientation, intellectual disability, mental disability, physical disability, blindness, marital status, family status, or gender identity or expression. 
B. Hiring and Salary Approval Authority

The Executive Director will extend all employment offers to prospective employees and establish their rates of pay.  Supervisors may be asked to screen applicants and to participate in the selection process.

C. Performance Evaluation

Every employee will submit to the Executive Director annually a self-assessment of performance for the preceding year.  The Executive Director will then write a performance evaluation of the employee in relation to the job description, record of attendance, demonstrated willingness to work with others at the Trust, and overall conduct.  If the employee disagrees with any part of the evaluation or believes that any information is incorrect, the employee may discuss those concerns with the Executive Director or other evaluator. The employee may have his or her comments added to the personnel file. 

D. Travel Expenses

Employees who use their automobile on Trust business will be reimbursed at a mileage rate determined annually, plus the cost of tolls and parking.  Reimbursement will not be provided for travel between the employee's home and the Trust's office.  Meals away from home are not usually a business expense.  However, reasonable and conservative costs of meals incurred in direct connection with Trust business (lunch meetings, conference away from the office, etc.) will be reimbursed.  

Travel involving train, airfare, hotel/motel stays must be approved in advance by the Executive Director.  The employee should complete a Request for Reimbursement form and attach the relevant original receipts.

E. Employment Termination

Employment termination may be voluntary or involuntary.

1.
Resignation.  This is a form of voluntary termination freely made by the employee for any reason he or she chooses.  An exempt employee is expected to give a minimum of one month's notice and a non-exempt employee should give two weeks notice.

2.
Mutual Agreement.  In this form of termination, both the individual employee and the management of the Trust think that it would be mutually beneficial to end the employment relationship.  Under these circumstances, no termination notice period is set by the Trust and a departure date is informally agreed upon within a reasonable period of time.

3.
Reduction in Staff.  This form of termination results from job elimination, reorganization or financial considerations as determined by the Trust.  An employee so affected will be given up to one month’s advance notice, with reasonable time off during the notice period for job interviews outside the Trust.

4.
Discharge.  Any employee may be discharged for any reason not prohibited by law at any time with or without notice.  No officer, trustee or employee of the Trust is authorized to make any representation to the contrary.

III.
Compensation

A.
Work Hours

The normal work week is forty hours.  Office hours are 8:30 a.m. to 5:00 p.m. with a mandatory, unpaid half-hour break for lunch for non-exempt employees.  Employees may have a different work schedule subject to the approval of the Executive Director.  Each employee must keep a log of hours worked and breaks taken and submit it to the Executive Director at the end of each pay period.

B.
Paydays

Employees will be paid twice a month.  Paydays are on the first and the sixteenth days of the month or on the working day closest to each of those days.    

C.
Overtime

Eligible employees will receive time-and-a-half for all scheduled and approved hours worked in excess of 40 hours in one week.

D.
Salary Administration

All employees will have a written job description that provides a general description of duties, responsibilities and scope of their job.

Each employee's performance and salary will be reviewed annually (generally by July 1).  A merit increase may be granted based on the employee's overall performance evaluation and funding available to the Trust.

IV. Standards for Job Performance and Personal Conduct 
The Connecticut Trust is a small organization.  Flexibility, initiative and willingness to be a "team player" are characteristics important to every staff position at the Trust.

A.
Performance Appraisal

Every employee's performance will be reviewed by the supervisor annually.  The evaluation is based only on the quality of work and is intended to assist the employee in achieving his or her goals within the organization.  The intention is not to criticize or praise the employee's work, but rather to emphasize and to center on realistic future goal setting and attainment. New employees are reviewed after ninety days.

B.
Unsatisfactory Performance

Failure of an employee to meet acceptable performance standards, complete tasks in a timely, competent way, or maintain an adequate attendance record are just causes for termination.  However, prior to termination, the immediate supervisor may make a reasonable effort to resolve the problem with the employee.  In such cases, the employee will be given an oral or written warning that continued employment is in jeopardy, and will be told specifically what must be done to improve the situation.  The warning may also place the employee on a probationary status not to exceed one month.  If the employee's performance is still not satisfactory by the end of this period, notice of immediate termination may be given.  Providing the warning will in no event prohibit the Trust from dismissing the employee at any time during the warning period.

C.
Confidentiality

The Trust has a Confidentiality Policy that all employees, officers and Trustees are expected to review and sign annually.  Special knowledge and information not within the public domain that is acquired by virtue of an employee's performance of duties for the Trust shall be held in confidence and used solely in connection with Trust related duties and not at any time to the detriment of the mission of the Trust. 

D.
Conflict of Interest

The Trust has a Conflict of Interest policy that all employees, officers and trustees are expected to review and sign annually.

E.
Sexual Harassment

The Trust does not tolerate sexual harassment by its officers, trustees, employees, vendors, clients or independent contractors.  Suspected incidents should be reported to the Executive Director for investigation and resolution.

F.
Trust Equipment

All computer, internet, telephone and e-mail usage on Trust equipment is generally restricted to job related activities.  Limited personal use is acceptable but the Trust reserves the right to monitor e-mail, computer and internet traffic and retrieve and read any data composed, sent or received through the Trust's online connections or stored in its computer systems.

G.
Smoking

The Trust's premises shall be smoke free and drug free at all times.

H. 
Grievance Procedure

Employees should attempt to resolve job related problems or complaints with their supervisor.  If a problem cannot be resolved at the supervisory level, the employee may discuss it with the Executive Director.  If the problem is not resolved to the satisfaction of both the employee and the supervisor, at the discretion of the Executive Director, it may be submitted to the Chairman of the Board of Trustees for resolution.

I.
Misconduct

Gross misbehavior on the job, refusal to do work reasonably expected, excessive absenteeism, wrongful use or taking of Trust property, insubordination, breach of employment policies are all grounds for immediate termination without notice.

VI.
Benefits
A. Group Insurance

The Trust provides group life, health, dental and disability insurance for eligible employees, provided such insurance is available at reasonable cost to the Trust.  The Trust will pay half the costs of this insurance for employees who have worked for the Trust for up to ten years, and will pay the entire cost for employees who have worked for the Trust for more than ten years.  The group insurance certificate provides a description of the benefits and eligibility requirements.  Eligible employees may be enrolled as soon as the paperwork can be processed.  It usually takes about a month.

B. Temporary Disability

Should sickness, injury or other disability verified by an employee's physician prevent him or her from working, the employee may be granted a temporary unpaid leave of up to three months.  The Trust will make efforts reasonable to the circumstances to place an employee returning from temporary disability leave in his or her former position or in one of similar pay and status, although changing conditions might preclude this opportunity.

C. Paid Leave

The number of paid days a full time employee receives each year as paid leave (vacation or illness) will depend on the employee's length of service as follows:


0 - 3 years of continuous service

20 days


4 - 10 years of continuous service

25 days


11 or more years of continuous service
30 days

The Executive Director may authorize a reduced number of paid leave days to part time employees who work twenty hours a week or more.

How Accrued
Paid leave time is accrued pro rata for each month worked.  Employees may not take nonaccrued or unearned leave time without the express authorization of the Executive Director. Paid leave is not accrued during periods of unpaid leave. 

Using and Saving Paid Leave. All employees must obtain the prior approval of their supervisor before taking paid leave time.  Leave time can be taken in units no smaller than one-half day.  A full-time employee may accumulate up to ten unused leave days to be carried over to the following year.  Eligible part-time employees may accumulate a proportionate amount of leave time.  

D. Other Authorized Leave
Employees may request leave for other reasons, such as maternity, birth or adoption of a child or bereavement due to the death of a close family member.  The Trust may grant up to three months maximum including both paid and unpaid leave for maternity, birth or adoption and up to two weeks for bereavement, but only with the prior approval of the Executive Director.  The Trust will make efforts reasonable to the circumstances to place an employee returning from such leave in his or her former position or in one of similar pay and status, although changing conditions may preclude this opportunity.

E.  Holidays

The Trust observes nine scheduled holidays each year. They are:

· New Years Day

· Martin Luther King's Birthday

· President’s Day

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· The day after Thanksgiving Day

· Christmas Day (or following Monday if on Saturday or Sunday)

These are paid holidays only if they occur during an employee's regularly scheduled work days.

Full-time employees may take three additional paid holidays from the following seven.  Eligible part-time employees may take two paid holidays from the following.

· Good Friday

· Columbus Day 
· The day before Christmas, if a weekday

· The day after Christmas, if a weekday

· New Year's Eve, if a weekday

· Any other religious or cultural holiday approved by the Executive Director

F.  Personal Days

Full-time employees are entitled to three paid personal days a year to meet emergency and personal needs.  Personal days accrue at the rate of one day for every four months worked.  Eligible part-time employees may take one paid personal day a year for similar purposes.  Unused personal days may not be carried over to the next year.
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