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    The policies listed here are those which apply to all of the agency’s residential (shelter) programs and non-residential (non-shelter) and their staff.

EMPLOYMENT POLICIES:

     The Saginaw County Youth Protection Council (SCYPC) is an Equal Opportunity Employer.  Positions are filled on the basis of level of training, experience, and competence without regard to race, creed, color, national origin, sex, age, height, weight, marital status, sexual orientation, gender identity (or expression) or political affiliation.  A qualified person with a disability who is capable of performing the essential functions of the job, with or without reasonable accommodations, shall not be discriminated against due to the disability.  The agency seeks employees who have the ability to effectively interact with those of differing ages, gender, races, and ethnicities. 
CONFLICT OF INTEREST:

    The agency conflict of interest policy requires that personnel in a position of trust are not related to each other; that employees are prohibited from having business dealings with companies affiliated with, or act as major customers or suppliers of the agency; that transactions with Board members of the agency occur only in the normal business and are approved by the Board.

PROHIBITING STAFF – CLIENT RELATIONSHIPS:

  The agency prohibits staff from engaging in a relationship or other intimate relationship with an individual in care and/or individual who has exited care throughout their employment with the agency.   This unethical behavior is identified as a "conflict of interest" with our mission statement.  If staff behavior of this nature is identified in the work place an investigation will take place and disciplinary action will follow that could lead up to dismissal from the agency. 

APPLICATION PROCESS:

    Employment with the Saginaw County Youth Protection Council, as with any of its divisions, is based on competence indicated by references, transcripts, and application information.  All persons seeking employment shall complete an employment application.  The responsibility for full disclosure of information pertinent to the position rests solely with the applicant.  Falsification of the application shall be cause for discharge or disciplinary action at the discretion of the employer.

    The agency requires originals or certified copies of proof of education, proof of licensure, and other credentials required by the job.  It further requires a criminal background check and a child abuse and neglect check.  A driving check, medical check, and drug screen are required by the agency and applicants will provide releases as necessary.  For those who are being hired to work in a residential program, a TB test is also required.  The agency will bear the costs of these.
APPOINTMENT:

    Appointment to a position is always confirmed in writing and is not official unless it is in writing.  All employees are furnished with a copy of these employment policies on a current basis.  The SCYPC may unilaterally change its personnel policies.  Memos to staff altering the employment policies will periodically be issued and must be inserted in the proper location in the policies.  Responsibility for maintaining these employment policies on a current basis rests with the employee.  The agency may terminate employment of an employee with or without cause at any time with or without notice.

INITIAL AND ON-GOING EMPLOYMENT SCREENING:  The agency has the following screening process for hiring employees or utilizing volunteers that come into contact with agency clients and/or client personal information.  The agency requires applicants to:  1) provide a copy of their current driver’s license for the purposes of conducting a driver’s record check – (Michigan Subscription Service); 2) provide an acceptable child abuse and neglect check (Central Registry – CR); 3) have a criminal records check – Michigan State Police - ICHAT); 4) have a National Sex Offender records check (U.S. Department of Justice); 5) have a State Sex Offender records check (Michigan State Police – Michigan Public Sex Offender Registry); and 6) provide three references.  Those that have not resided or lived in Michigan for each of the previous 10 years shall sign a waiver attesting to the fact that they have never been convicted of a felony or identified as a perpetrator, or if they have, the nature and recency of the felony.
     Information obtained from the above is cross-checked with the information provided by the applicant.  The agency employment application form requests information regarding any court convictions (felonies and/or misdemeanors), and/or convictions of child abuse/neglect.

     The agency, for new applicants and/or existing staff, also reserves the right to obtain other information as needed (ability to lift as per the job description, e.g.) or required (by licensing; additional contract terms; e.g.) such as:  proof of auto insurance; participate in drug screenings; and/or have medical evaluations; e.g.).
    The agency on an on-going basis:  1) tracks driving records; and 2) does criminal record checks.
    An applicant that has a positive ICHAT, CR, and/or National Crime Information Center response (and subsequent follow-up results in a continued positive finding) that has any felony (less than 10 years old) or conviction of a listed offense under the Michigan Sex Offenders Registration Act (accosting/soliciting a child; sodomy; indecency; kidnapping; criminal sexual assault; sexual delinquency; conspiracy to commit sexual offenses; e.g.) shall not be hired.  The complete listing of offenses under the Michigan Sex Offenders Registration Act is provided in M.C.L. 28.722 and by going to the Michigan State Police – Michigan Public Sex Offender Registry – PSOR.

    An applicant, based upon the recommendation of the division director and concurrence of the president/CEO, may be hired if the positive response is over 10 years old, is not a conviction as listed in the Michigan Sex Offenders Registration Act, and the offense is not related to the proposed job the applicant is seeking within the agency.  This determination shall be in writing reflecting the recommendation of the division director and the approval of the president/CEO.
Notification Requirements: Any employee, volunteer, placement student, or other person assigned to work at the agency (Region VII, e.g.) shall be required to notify their supervisor in writing of any criminal convictions (felony or misdemeanor) and/or pending felony charges or placement on the Central Registry as a perpetrator immediately.  The employee’s supervisor shall then notify the CEO.
    Any employee, volunteer, placement student, or other person assigned to work at the agency (Region VII, e.g.) who is arrested for a misdemeanor or felony (whether or not on the job at the time) shall notify their supervisor immediately.  The employee’s supervisor shall then notify the CEO.
PROFESSIONAL ADVANCEMENT/CERTIFICATION:

    Agency staff are encouraged to improve their skills and knowledge whenever possible.  The agency will assist to the extent feasible.  Some positions may require that various certifications be achieved after being hired by the agency.

    All employees in social work positions must obtain their certifications from the State of Michigan, Department of Licensing and Regulation as soon as they are available.  The cost of this certification is the responsibility of the employee.

TRAINING PERIOD AND EVALUATIONS:

    New employees, those returning from leave not related to the Family and Medical Leave Act, and those promoted will be considered in training for three months following the effective date of the action.  Termination of employment for new employees may occur at any time during the training period without right to the grievance process.  At the end of the probationary period which is at three months of employment, the employee’s performance shall be evaluated in writing.  This evaluation shall be presented to and discussed with the employee.  The employee shall receive a written evaluation annually thereafter.  All employees (whether in training or not) may be terminated with or without cause and without notice.  New employees (who are in the three month training period) can not use sick or annual time during the training period.

PROFESSIONAL DRESS:  Staff are representing the agency during work hours and need to present a professional appearance both in the office and out in the field.  Visible piercings (other than on the ears) need to be removed during work hours.  In general, tattoos should not be visible and should be covered by clothing or another means (e.g. band aids).  Sweat pants and sweat shirts also do not present a professional appearance, and are to be avoided unless a special event is being held.  Clothing that is extremely tight, pants that are very low cut, and shirts that expose significant cleavage do not present a professional image and are to be avoided.  Please note that other dress codes may be required based upon the agency’s services and sites where services are provided.  Check with your immediate supervisor to see if there are other dress codes that apply.
CONFIDENTIALITY:

    For all staff/volunteers, great care is to be taken in any written and verbal communication that identifies a family by name, program enrolled in, personal circumstances, or other information that would allow an unauthorized person to identify the family.  Verbal discussion regarding families (such as between staff and supervision) is to be done in the office and with the door shut whenever possible.  Written communication (case reports, letters updating referral sources, responding to requests such as from CPS, letters to the family, etc.) is to be kept in the case file and the case records are to be kept in a locked file cabinet.  Database information is limited to authorized persons only.  Case records are to be securely maintained for seven years and then are to be properly disposed of (shredded, e.g.).  Unapproved remote access to web based client level data is prohibited.  Staff are prohibited from storing client level data on CDs and disks.  Any print screen shots (e.g. error reporting data) are to be shredded after use.  Client level data is to be stored on a jump drive that is to be maintained in a locked file cabinet.  Clients are to be identified by unique identifier (number) in email correspondence, faxes, other forms of communication, and when inputting data into excel and other back-up documentation for reporting purposes.  All data that contains Protected Personal Identification must be stored in a locked file cabinet.  Cross referencing information requires a signed and valid release of information from the family prior to the identifying information being sent to the outside entity.  Sharing of photo's of families is only to be done with a signed and valid photo release and only to those entities approved by supervision.  All family information is strictly for work purposes only.  At no time are staff to engage in a general written/verbal conversation about a family referred and/or enrolled in a program outside of the office.  Photographs of families are only to be shared with a signed and valid photo release.  This includes (and is not limited to):  internet websites (blogs, e.g.), email, text messaging, voice messaging, verbal communication, written communication, photos, and other communication methods.

    This confidentiality protection affects current and past staff and current and past volunteers.      

    Violation of this policy shall subject the offender to the agency’s disciplinary policies.

RESIGNATION:

    Employees terminating their employment shall provide the agency notice in writing.  Non-professional staff shall give two weeks notice and professional staff shall give one month notice.  Those leaving the agency are encouraged to keep the agency appraised as to their current address so that tax and retirement information, if applicable, can be provided.
DISCHARGE AND DISCIPLINE:

    An employee may be disciplined by supervision and/or discharged by the president/CEO.  Discipline may be a written reprimand or may progress up to discharge, however, suspension without pay shall not exceed five consecutive working days.  Such discipline and/or discharge shall be subject to the grievance procedure which follows.  New employees in training shall not have access to the grievance procedure.  Employees on suspension are prohibited from acting on behalf of the agency in any manner and are prohibited from coming on any agency property.  Employees on suspension will turn in agency property including but not limited to: keys/fobs; cell phones; laptops/iPads; and etc.  
EMPLOYEE GRIEVANCE PROCEDURE:

The SCYPC maintains the following procedure for the settlement of employee grievances:

1.  The employee shall first discuss the complaint within one week of the matter causing 

     the complaint with his/her supervisor/division director.  If the employee is responding to 

     something provided in writing, the employee shall first discuss the complaint within one week 

     of their receipt of the written notification with his/her supervisor.

2.  Should the matter not be resolved to the employee’s satisfaction as per step 1 above, the 
     employee shall reduce the matter to writing and present it to the immediate supervisor/division
     director within one week.  The supervisor/division director shall reply preferably within one 

     week to the complaint and the reply shall automatically be forwarded to the president/CEO.

3.  If still dissatisfied, the employee may, within one week, submit his/her complaint to 

     the president/CEO.  The president/CEO shall reply as soon as possible and preferably within 
     one week working days.

4.  If the employee remains dissatisfied, he/she may request, in writing within one week, an   

     appearance before the personnel committee of the Board of Directors.  The employee may 
     elect to bring a representative to this meeting.  The personnel committee shall, after 
     consultation with the Executive Board, reply in writing to the employee as quickly as possible 
     and preferably within two weeks.

5.  Should the employee remain dissatisfied, he/she may request in writing within one week, that 

     this be addressed before the full Board of directors of the SCYPC for a final decision.  The             

     employee may elect to bring a representative to this meeting.  The Board will attempt to place 

     this on the agenda of the next regularly scheduled meeting.  The determination of the Board of    

     Directors of the SCYPC shall be binding and not subject to review by any other body.

CLIENT GRIEVANCE PROCEDURE FOR NON-SHELTER CLIENTS SHELTER AND SHELTER CLIENTS WHO ARE NOT TERMINATED FROM SERVICE (this policy is to be posted at every office site):

The SCYPC maintains the following procedure for the settlement of client grievances:

1. The grievance procedure will be posted at every agency office site.

2. Clients will be provided information on the grievance procedure as appropriate.

3. The client shall first discuss the complaint within 7 calendar days of the matter causing the complaint with his/her worker. 

4.  Should the matter not be resolved to the client’s satisfaction, the worker will inform the client 

of the grievance process.  The client shall reduce the matter, in writing, citing the reason(s) for the grievance within 7 calendar days of the discussion with the worker and provide this to the worker.  The worker shall give a copy of this to the immediate supervisor/division director.  The supervisor/division director shall reply, in writing, to the complaint and the reply shall automatically be forwarded to the president/CEO and placed in the client’s file along with the client’s written review request.

5.  If still dissatisfied, the client may, within 7 calendar days, submit, in writing, his/her complaint

     to the president/CEO.  The president/CEO shall inform the client of his/her decision in writing 

     as soon as possible, preferably within 7 calendar days.  This reply shall also be placed in the 

     client’s file.

HMIS Policies:

CLIENT RIGHT TO COPY/INSPECT/CORRECT INFORMATION IN THEIR CASE RECORD: 

The SCYPC maintains the following procedure for the clients to access their case record:  

1. All client receive notice in writing as part of their intake that they have a right to request to review and make one copy of the information in their case record.  

2. If the client makes a request for access to review and copy their case records to their worker, the worker is to inform the client that their request needs to be submitted in writing to the division director.  

3. The division director will review the request and notify the client within 7 calendar days of a date when their records can be reviewed and copied.

4. A staff person must be present at all times when the client is reviewing their file.  

5. If the client feels that information in their case record is inaccurate, they have access to the Client Grievance Procedure. 

6. The agency will allow the client to use our photocopy machine (at not cost to the client) to make one copy of their record.

7. Clients will not be permitted to remove and/or edit information/data/forms from their case record.

8. The agency maintains the right to keep the full record in tact for the legally required seven year period. 

CLIENT GRIEVANCE PROCEDURE FOR SHELTER CLIENTS WHO ARE TERMINATED FROM HOUSING ASSISTANCE (this policy is also to be placed in shelter handbooks):

The SCYPC maintains the following procedure for the settlement of client grievances where the client(s) are residents of an agency shelter and have had their housing assistance terminated.  Termination of those receiving housing assistance should occur in only the most severe cases (drugs, violence, threatening staff or other residents, theft, child abuse, suicidal threats or attempts, on-going non-compliance with rules, e.g.).  It is important to note that residents of the agency’s shelters do not pay rent and that they thus are not considered as being tenants.  The following is a written and formal process designed to provide the right of individuals to due process:  

1. The supervisor in charge of the shelter shall provide written notice, which is signed and dated, to the client that contains a clear statement of the reason(s) for termination and date of discharge.  A copy of this notice shall be placed in the case file and a copy shall be provided to the division director and the president/CEO.  The client shall be discharged from the shelter.

2. If the client makes a request for a review of the decision, they must provide written notice to the division director within 7 calendar days of the event.  The notice shall include the reason(s) for the request and include the current address of the participant and a phone number, if available.  The division director may set up a meeting with the client to discuss the request.  In general this would be a meeting of the client and the division director and may not be at the shelter.  A write-up of this meeting shall be signed and dated by the division director, and placed in the client’s file along with the client’s written review request. 

3. Prompt (preferably within 7 calendar days) written notice, signed and dated by the division director, of the decision will be provided to the client by mailing the notice to the address indicated by the client.  A copy of the decision shall be placed in the client’s file.  

4. If still dissatisfied, the client may, within 7 calendar days, submit his/her written complaint to the president/CEO.  The president/CEO shall inform the client of his/her decision in writing as soon as possible, preferably within 7 calendar days.  The client’s written complaint and the reply shall be place in the client’s file.

HMIS POLICIES:

CLIENT RIGHT TO COPY/INSPECT/CORRECT INFORMATION IN THEIR CASE RECORD: 

The SCYPC maintains the following procedure for the clients to access their case record:  

1. All client receive notice in writing as part of their intake that they have a right to request to review and make one copy of the information in their case record.  

2. If the client makes a request for access to review and copy their case records to their worker, the worker is to inform the client that their request needs to be submitted in writing to the division director.  

3. The division director will review the request and notify the client within 7 calendar days of a date when their records can be reviewed and copied.

4. A staff person must be present at all times when the client is reviewing their file.  

5. If the client feels that information in their case record is inaccurate, they have access to the Client Grievance Procedure. 

6. The agency will allow the client to use our photocopy machine (at not cost to the client) to make one copy of their record.

7. Clients will not be permitted to remove and/or edit information/data/forms from their case record.

8. The agency maintains the right to keep the full record in tact for the legally required seven year period. 

CURRENT ADDRESS:

      All employees are required to maintain their current address and telephone number on file with their supervisor/division director who will notify the HR and Payroll Director of changes.  If the employee makes changes directly with the administrative assistant, the HR and Payroll Director will notify the employee’s supervisor/division director of said changes.  This information will be kept confidential.  
MEDIA POLICY:

    All staff are to look out for situations that could be explosive and harm the agency or its clients.  These high risk situations should be reported to supervision as the agency should try to resolve potential problems before they occur.

    Unless there are contrary written instructions from the Board of Directors or the president/CEO, the president/CEO is to be the contact person in any and all legal and/or negative media situations.  No one else should talk to, write to, or give any information to (verbal or in writing) the media or legal entities.

    In legal and negative media situations, staff shall advise media and legal entities that this is the agency policy and that the president/CEO is the agency’s single point of contact.  Workers should not just say “no comment”, but direct inquiries to the president/CEO.  Unless permission is received from the president/CEO in negative situations, media people are not allowed to interview clients or staff on-site.  Staff should not give our clients any advice as to whether or not they should respond to media questions.  The process is as follows:


1)  Staff become aware of an incident that could be explosive (legally or media-wise).


2) The staff person is to inform the supervisor/division director; the staff person should 


    also do a summary of what happened.  This should be signed, dated, and turned in to 

                 the supervisor/division director.  Please note that the supervisor/division director 

                 needs to determine who else has direct knowledge of the situation.  All staff with 

                 direct knowledge of the incident should also write up a summary of what happened.


3) In clear cut high risk incidents (high probability of legal or negative media exposure), 


    the supervisor/division director should inform the president/CEO.  In all situations, the 


    supervisor/division director should compile all appropriate information (summaries, 


    police reports, etc.) and do interviews as deemed necessary with the approval of the 


    president/CEO.


4) Documents  relating to each of the above incidents should be kept in a file for at least 


    five years.


5) In the clear-cut high risk situations, the president/CEO shall inform the chairman of 

                 the Board of Directors.

EMPLOYEE SAFETY:

    The agency wants its staff and volunteers to work in a safe environment.  Any worker that provides home based services and/or transportation is to immediately leave any situation they see as being dangerous.  The worker is to return to the agency and inform supervision of the situation verbally.

    Staff are responsible for securing personal and agency property in their vehicles or offices.  They should lock their cars.  Staff should try to avoid having anything of value be readily visible (purses, wallets, cell phones, e.g.).  Those driving are encouraged to place larger items of value in the trunk of their vehicle.
    Staff/Students and/or volunteers should not carry weapons on the job, this includes those that have ccw licensure and staff are not to “store” weapons in their cars or agency vehicles while on the job.  Further, each agency site will post a notice that no weapons are allowed in the buildings.
    Any time an employee is threatened or physically injured where medical attention is needed (when working for the agency), the worker is to provide a written report of this to their supervisor/division director.  Similarly, if an agency client is hurt on agency property or while being transported, the worker is to report this to their immediate supervisor/division director.  The supervisor/division director will then report this to the president/CEO as workman’s compensation or other insurances may come into play.  Any time an agency worker is involved in an auto accident (while on the job), supervision must be informed immediately.  This is true whether or not anyone was hurt or whether or not property was damaged.

NON-DISCRIMINATION/ANTI-SEXUAL HARASSMENT POLICY
    In order to provide equal employment and advancement opportunities to all individuals, employment decisions at the agency will be based on merit, qualifications, abilities, and the needs of the company.  Except where required or permitted by law, employment practices will not be influenced or affected by an applicant or employee’s race, color, religion, national origin, age, sex, height, weight, marital status, disability, handicap, sexual orientation, gender identity (or expression) or any other characteristic protected by law.  This policy governs all aspects of employment, including selection, job assignment, 

compensation, discipline, termination, and access to benefits and training.    

    The agency prohibits any form of harassment based on a person’s sex, race, religion, color, national origin, age, height, weight, marital status, disability, handicap, sexual orientation, gender identity (or expression) or any other characteristic protected by law.  Disciplinary action, up to including discharge, will be taken against any employee engaging in prohibited harassment.

    Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct or communication of a sexual nature when:

1. Submission to such conduct or communication is made a term or condition, either explicitly or implicitly, of obtaining employment;

2. Submission to or rejection of such conduct or communication by an individual is used as a factor in decisions affecting an individual’s employment; or

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

    The agency will permit no retaliation against any employee who reports incidents of discrimination or brings harassment charges or assists in the investigation of these charges.  Any employee reporting discrimination or bringing a harassment complaint or assisting in the investigation of such a complaint or report will not be adversely affected in terms and conditions of employment, nor discriminated against or discharged because of the complaint.

    Any employee who witnesses discrimination and/or harassment or who is a victim of discrimination and/or harassment must report the actions as follows:

1. Unless the person committing the discrimination or harassment is the employee’s supervisor, the employee must report harassment to the employee’s supervisor.

2. If the employee’s supervisor is the person committing the discrimination or harassment, then the employee must report the harassment to their division director and/or the president/CEO if supervised by a division director

INTERNET, VOICE MAIL, AND E-MAIL SYSTEMS POLICY: 
    The SCYPC provides certain employees with the ability to use the internet, voice mail, and e-mail systems.  Unless approved by the president/CEO, staff are prohibited from sharing their unique passwords assigned for various databases.  These are to be used for the following purposes:


1) to communicate with others regarding matters within the user’s assigned duties.


2) to research or acquire information related to the user’s assigned duties.


3) to do other tasks as assigned by supervision. 

    There is the prohibition of personal use of the above-listed systems during work time.  The SCYPC has the capability to and reserves the right to monitor all access and systems use.  There is no expectation of privacy with respect to using any of the systems.  The SCYPC prohibits any user from using the systems for inappropriate use at any time and some examples follow:


1) sending and or intentionally accessing sexually oriented messages or images.


2) disseminating or printing copy protected materials.


3) operating a business, soliciting monies for personal gain, or searching for jobs outside 


    the SCYPC.


4) sending chain letters, gambling, or engaging in any other activity in violation of any 


    laws.


5) allowing non-authorized persons to use the systems.


6) intentionally intercepting information on the systems without proper authorization.

    Incidental personal use during non-work time can occur.  Users may make incidental use of the systems to transmit personal messages, but such messages will be treated no differently from other messages that the SCYPC may monitor.  Thus there is no privacy extended and the user must expect a review of files, messages, and communications made.

    Violation of this policy shall subject the user to the SCYPC’s disciplinary policies.

BUILDING SAFETY AND FIRE PREVENTION:

    Staff need to review policies regarding their own building site by contacting the appropriate division director.  In general, all staff need to make sure that their windows are shut if they are leaving for the day.  In addition, they are to turn off their lights, shut off the heat and lock their door.  Coffee pots are to be turned off at the end of the day.  Staff that leave after hours should leave with another person whenever possible.

    When a staff person needs to use the building after hours, they shall inform supervision in advance so that the alarm company will also be informed.

    No smoking is allowed on agency property.

    Lit candles or other open flames (incense, e.g.) are not allowed in any buildings.

OPERATION OF EMPLOYEE OR AGENCY VEHICLES WITHIN THE COURSE OF EMPLOYMENT
    Any staff person and/or volunteer who is using their car on agency time shall have a current and unrestricted driver’s license and proper insurance.  An employee may be required to provide proof satisfactory to the Agency, that they are in compliance with this policy.  If a worker’s license becomes suspended and/or restricted, the worker shall inform his/her supervisor/division director on the next working day.  An employee or volunteer of the agency shall not transport minors who are unaccompanied by their parent or guardian unless there is a signed transportation release.  In addition, all persons in the car shall be properly restrained (seat belts, car seats, e.g.).  If clients refuse to use seat belts or car seats, do not transport them and report this to supervision.  Clients are never to drive a worker’s car, and cars should never be left running and/or with the keys in the ignition.  Workers that plan on transporting minors (anyone under age 18 or not emancipated) need to have a signed permission form.  Workers need to watch out for “high risk” situations; they should avoid transporting clients that are suspected to be under the influence of alcohol or other drugs and/or otherwise unstable.

    If a worker’s car breaks down, they should call their office for possible assistance.

    Staff that travel on agency business using their own vehicles as a part of their job will submit their mileage activity logs to their supervisor.  The rate of reimbursement will be determined by the Board of Directors and shall not exceed the allowable amount set by the federal government.  The staff are required to carry Michigan no-fault auto insurance on any vehicle used in the course of employment.

CELL PHONE POLICY:

  The agency reserves the right to ban employees from bringing in their personal cell phones into the office if it is determined that excessive calls and/or texting are occurring.  Staff use of their own cell phones is to be limited to necessary and brief calls and/or texting during work time and at no time are personal calls to be made or received while conducting services.  Personal cell phones should have the ringer off or placed on vibrate mode during work hours.  Should there be personal emergency where an extended phone call is needed, supervision should be notified as soon as possible and first, if at all possible.
   While on agency time and operating a vehicle, cell phones (agency owned and/or privately owned) are to be used (dialing calls, talking, receiving calls, texting, and etc.) only when the driver is off the road and the vehicle is parked in a legal and safe manner.

DONATIONS/SPECIAL EVENTS:

    Donations and special events can be wonderful but they can also increase legal problems.  Staff are to avoid the following or setting up the following:


1) potlucks where non-commercial prepared food is brought by or for clients.


2) giving families used toys or unwrapped/opened toys.


3) giving clients food where the expiration date has passed except when the agency 


    receives and follows specific guidelines from the source giving the food and where it 

                 is clear that distributing the food would be safe.


4) giving clients dented cans.


5) giving families used appliances unless they have been approved for use.

SUBSTANCE ABUSE POLICY:

    The agency has drug-free workplace requirements.  The SCYPC believes it is extremely important all staff fully recognize working with youth is a highly sensitive area.  The agency believes the area of substance abuse is one which staff must be aware.  One of the major problem areas with which we deal is substance abuse among parents and children.  Our services must be provided in a drug free workplace.  The agency may, at its discretion, require drug testing as a condition of continued employment.
    Employees need to know that the unlawful manufacture, distribution, dispensation, possession, use of a controlled substance, or being under the influence is prohibited in our workplaces and that:


1) Employees will abide by the terms of the above.


2) Employees will notify the employer of any criminal drug statute conviction, at the 


    workplace, no later than one working day after such conviction.

    It is the intention of the agency that any staff member having a substance abuse problem find help.  Therefore, the agency shall make efforts to assist any staff member with a substance abuse problem to locate and receive help toward the resolution of the problem.  

    Employees who violate any part of the substance abuse policy can be:


1) Required to successfully participate in a drug abuse program.


2) Be subject to disciplinary action up to and including termination from employment.

HOURS OF WORK:

A.  Residential:  All full time staff shall work 40 hours per week.  Due to the fact that staff need to supervise youth even at meal times, employees working during these times shall be allowed to have meals at no cost.  Part time staff shall be considered as working less than 40 hours per week.  Minors are subject to the applicable Michigan Labor laws including:  1) having the need for work permits; and 2) having a 30 minute break after working five hours, for example.
B.  Non-Residential:  All full time staff shall work 35 hours per week.  Part time staff shall be considered as working less than 35 hours per week.  Minors are subject to the applicable Michigan Labor laws including:  1) having the need for work permits; and 2) having a 30 minute break after working five hours, for example.

HOLIDAYS:

A.  Residential:    The agency allows the following paid holidays for full time staff:

1) New Years Eve October 2020 becomes a full day
2) New Years Day
3) Martin Luther King Day
4) President’s Day

5) Good Friday October 2020 becomes a full day 
6) Easter* 

7) Easter Monday – October 2020

8) Mother’s Day*

9) Memorial Day
10) Father’s Day*

11) Independence Day
12) Labor Day

13)  Columbus Day – October 2020 
14) Veterans Day 

15) Thanksgiving Day

16) Friday following Thanksgiving Day

17) Christmas Eve October 2020 becomes a full day
18) Christmas Day
* Holiday pay only for those working  on the holiday.
Those part time staff not scheduled and not working a holiday will not receive holiday pay.  Working a holiday means being on the job any portion of the actual day.

B.  Non-Residential:    The agency allows the following paid holidays for full time staff:

1) New Years Eve October 2020 becomes a full day

2) New Years Day

3) Martin Luther King Day
4) President’s Day (designated by the federal government)

5) Good Friday October 2020 becomes a full day 
6) Easter Monday – October 2020 

7) Memorial Day

8) Independence Day

9) Labor Day
10)  Columbus Day – October 2020 
11) Veterans Day (designated by the federal government)

      12) Thanksgiving Day

      13) Friday following Thanksgiving Day

      14) Christmas Eve October 2020 becomes a full day
      15) Christmas Day
*Staff will receive full compensation for Christmas Eve, Christmas Day, New Year’s Eve, and New Year’s Day regardless of what day the holidays fall on.  When Christmas and New Years fall from Tuesday to Friday, the day proceeding (a regular work day) shall be considered a holiday.  When Christmas and New Years Day fall on a Saturday, Sunday, or Monday the “eve” holiday will be observed during the normal work week as well (e.g. Christmas day falls on a Saturday, then the full holiday will be observed on a Friday, and Christmas Eve would be observed on Thursday). 

Those part time people not scheduled and not working a holiday will not receive holiday pay.  All employees shall be paid the hours they were scheduled if their program closes due to a holiday.

INCLEMENT WEATHER:

A.  Residential:    The president/CEO shall have the authority to declare a weather emergency.  Staff working during a declared weather emergency will be compensated with double time for all hours worked during the weather emergency.

B.  Non-Residential:    The president/CEO shall have the authority to declare a weather emergency.  Staff can choose to use sick or annual leave time to cover the hours that they were scheduled to work during the weather emergency provided that they have enough leave time accrued. 

SALARY:

    Salary shall be paid on alternating Fridays.  Employee mileage expenses shall be reimbursed after an appropriate accounting has been submitted to the administrative assistant.  The submission of expenses should be monthly and no later than the first working day of the month following the month period covered.  Falsification of the expense record shall be cause for immediate dismissal.

    Salary rates of reimbursement will be set by the Board and reviewed from time to time.  Staff will be notified of any changes in rates.  The agency will not provide pay checks in advance.
BENEFITS:

    The agency offers the following benefits (insurance coverage is subject to insurance company acceptances):


1) FICA


2) Hospitalization Insurance:  This is available to full time employees provided that the 


    staff person and/or his family do not already have coverage and meet the insurance 


    provider’s qualifications.  The agency will pay monthly to the insurance company.  

                 The agency and staff will contribute toward health insurance costs as determined by 

                 the CEO.  Staff will contribute their share via payroll deductions so as to 


    benefit from the pre-tax plan the agency has put into place.  The agency can revise this 


    co-pay system at will.  Health benefits begin the first of the month following 30 days after the 


    date of hire.  Health benefits end effective the last day of the employment.

3) Workman’s Compensation


4) Unemployment Compensation


5) Long Term Disability:  This is available to full time staff only.


6) Life Insurance:  $10,000 for full time non-supervisory staff



                 $20,000 for full time supervisory staff


7) Retirement:  If working at or above 1,000 hours per year and working at the agency 

                 for over one year, the agency provides a retirement program.  Employees are not allowed to 


    take out loans against their retirement accounts.

8) Those employees eligible for health care, but choosing not to take it for whatever reason, will 


     be compensated at $50 a month through the regular payroll process on the first payroll o the 


    month.  This is payment in lieu of health insurance. 


9) The agency offers an Employee Assistance Program.  Services are provided through the 

    agency selected vendor and include up to a maximum of 3 sessions for all covered services 

                 annually.
10)  The agency is fully compliant with federal COBRA law.  
ABSENCE:

    When illness necessitates absence from work, the employee shall notify their supervisor/division director at least four hours prior to the start of their shift on the day of the absence.  In all instances of illness, the employee may be required to furnish, in a timely fashion, medical verification prior to receipt of salary for said sick leave.  
    Medical verification may be required for any sick time that occurs immediately before a holiday, on a holiday, and/or immediately after a holiday.  Medical verification may be required for any sick time that occurs immediately before use of annual leave and/or immediately after use of annual leave.  In these “required” situations, an employee shall provide medical verification upon their first day of return to work. 

    Not providing medical verification in the required situations or upon request in other situations shall be considered as insubordination and the employee shall be subject to disciplinary action(s).

HEALTH CARE COVERAGE BEYOND COBRA:

This policy pertains to employees who have lost health care coverage sponsored by the agency and who can obtain health care coverage after COBRA coverage ends.  The employee must meet all of the following requirements:

1) The employee must have had agency health care coverage from full time employment.

2) The employee must have completed the requirements through COBRA (usually 18 months).

3) The employee must be working enough regular hours to be able to have the full health care amount taken out of each of their payroll checks.

4) The employee must be willing to have the health care amount taken out of each check.

5) If the employee is no longer eligible for the health care coverage and/or the health care provider the agency selects prohibits this from occurring, the arrangement shall stop immediately.

SICK/SELF CARE/WELLNESS LEAVE:

    All full time employees hired after January 1, 2003 shall accumulate sick leave at the rate of 8 days per year for the first three full work years and 12 sick days yearly thereafter.  Sick time may not be used until after being employed by the agency for three months.  All full time employees hired prior to January 1, 2003 shall accumulate sick leave at the rate of one day per month or 12 days per year.  Part time staff shall be paid for sick time in proportion to the number of hours they normally work.         

    There is no maximum number of sick days that an employee can accumulate.  If an employee has an extended illness that requires long term absence from the job then the maximum number of sick days that can be utilized per episode is 65 working days.  A staff person on extended sick leave who reaches 65 working days off including weekends would have been off work ill for 90 days making them eligible , if full time, for disability insurance consideration.

  Employees may use sick time to care for those covered by the Family Medical Leave Act (FMLA) and/or those in their same household.  In the event of the death of a member of the employee’s immediate family, the employee may take up to three days of sick leave.  The immediate family includes:  mother, father, brothers, sisters, grandparents, spouse, and children, and the same members of the employee’s spouse’s family.

     We support our team members and understand the importance of self-care.  Staff may use their accrued sick/self-care/wellness time as they deem necessary, with no more than up to 8 hours of leave approved for each requested self-care and wellness time-off period and a limit of two self-care and wellness time-off periods can be requested per month.  These time frames are for self-care and wellness events only and do not limit the employee’s access to sick leave in addition to the self-care and wellness leave.  Self-care/wellness leave time needs to be requested by the employee in the Sky HCM payroll system and approved by the supervisor in the Sky HCM payroll system prior to the date of self-care leave. 
        Should the employee have an illness of a prolonged nature (not covered by FMLA) and keep the employee off the job for 65 work days, the position shall be declared vacant.  The employee may be given the next appropriate position that becomes available.  
      If an employee has over 65 sick days upon terminating with the agency, he/she will be paid a day for each day they have over 65 days up to a total of five days.  Thus a person with 70 sick days will be paid the five days.  

  If any employee has 12 sick/wellness days accrued they have the option of requesting to “cash in” three of those days and receive payment through the regular payroll process, this option is available once a year and for the first payroll in November. 
  Sick/Self-Care/Wellness Leave needs to be requested by the employee in the Sky HCM payroll system and approved by the supervisor in the Sky HCM payroll system. 
Pandemic Policy - COVID-19:
· Three days of paid pandemic leave annually, in addition to sick and annual leave, if you become ill or have a pandemic lay-off as the result of COVID-19. Probationary staff are eligible for this.
· During a declared pandemic, the agency will cover health premiums for employees on our agency health plan (not Aflac) if you become ill with COVID-19 and have exhausted all of your pandemic leave, sick leave and annual leave and thus there is no pay to draw the premium down from
· During a pandemic, employees are required to report to their supervisor and our Human Resource Director (Pam Saunders) if a member of your household becomes ill 

· During a pandemic, employees are required to report to their supervisor and our Human Resource Director (Pam Saunders) travel out of the country and/or to highly affected areas 

· Residential staff and non-residential staff working directly with other homeless persons will receive an additional 2 days of sick leave a month during the months of April – August 2020 with extensions based on the severity of the outbreak as determined by the CEO. Probationary staff are eligible to use this added sick pay leave. 

AMERICANS WITH DISABILITIES ACT POLICIES:

Employees of the agency are covered by the Americans with Disabilities Act and, as such, the agency will make reasonable accommodations for disabled employees at the work site.  Any request for accommodation must first be made to the employee’s immediate supervisor.  The supervisor will then have the employee put the request along with the employee’s suggested accommodation (how can the agency help?) in writing.

    This written request will be provided by the supervisor to the agency’s HR and Payroll Director(with copies to the division director, if applicable) within two working days.  A copy of the written request shall also be placed in the employee’s personnel file.

    The HR and Payroll Directorwill attempt to set up a meeting with the supervisor and division director within 5 working days to discuss the request including:

· Validation of the disability;

· Options for accommodation – Consideration of the employee’s recommendation, consideration of other options (employee’s medical provider, governmental information, e.g.).

· Selection of an option – This may be done on a “trial basis”.

    A meeting will then occur with the employee (which will include the supervisor, division director, and the employee) to: 1) determine if additional medical information and/or medical accommodations recommendation information are needed to proceed; 2) discuss a proposed option; or 3) discuss a trial option.

    The steps set out in this policy are steps which will be used in most circumstances.  However, because some circumstances may need different or additional steps, the Agency reserves the right to modify these steps as necessary.

NON-MILITARY LEAVES OF ABSENCE UNDER THE FEDERAL FAMILY AND MEDICAL LEAVE ACT:  

    An employee may be covered by provisions of the Federal Family and Medical Leave Act (FMLA).  If you are not eligible for leave under FMLA, you might be eligible for leave under our general leave of absence policy.  As a general statement, that legislation mandates that eligible employees receive up to 12 work weeks of unpaid leave (but with paid health insurance on the same basis as active employees) in situations involving birth of a child, adoption of a child, or a serious health condition of an employee or an employee’s spouse, child, or parent.  You are eligible for this leave if you have worked at the agency for at least 12 months and have worked 1,250 hours during the year preceding the leave request.  If an employee is covered by the Federal Family and Medical Leave legislation, the employee must first use all applicable vacation, sick, and personal days and the paid period will be credited against the 12 week period under the FMLA.  If the reason for the leave is your own serious health condition, you must also use all available disability benefits which will also be credited against the 12 week period referenced above.  In no event can paid and unpaid leave time exceed the 12 weeks permitted under the FMLA.

    On return from leave within the 12 week period, you will normally be restored to the same position you held when the leave began, or to an equivalent position.  Some limited exceptions may apply.  If you cannot return within the 12 weeks permitted under the FMlA, you will lose the protections under the FMLA, and reemployment will be at the sole discretion of the agency.

    An employee who is eligible for FMLA leave is entitled to take up to 12 weeks leave within a twelve-month period.  Our agency uses a rolling twelve-month period, measured backwards from the date FMLA is used.
    A leave under FMLA must be requested with at least 30 days advance notice, unless the circumstances required that the leave begin in less than 30 days.  Certification issued by a health care provider may be required to support the request for leave.  In addition, a return to work release will be required where the leave has been because of your own serious medical health condition.  
MILITARY LEAVES OF ABSENCE UNDER THE FEDERAL FAMILY AND MEDICAL LEAVE ACT:

    If you are an eligible employee, you are entitled to take up to 12 weeks of leave because of any qualifying exigency arising out of the fact that the spouse, son, daughter or parent of the employee is on active duty, or has been notified of an impending call to active duty status, in support of a contingency operation.  This leave would typically cover time off in order to take care of issues that arise because a family member has been called to military service.  For further information, please direct all questions to the agency’s Executive Assistant, Pam Saunder.
    An eligible employee who has a spouse, son, daughter, parent or is the next of kin of a covered service member recovering from a serious illness or injury sustained in the line of duty is entitled to up to 26 weeks of leave in a single 12 month period to care for the service member.  Leave under this military caregiver section will be added to any other type of FMLA leave the employee receives, and an eligible employee is entitled to a combined total of up to 26 weeks.

LEAVES OF ABSENCE:  
    If you are on an approved leave of absence, whether under Family Medical Leave or any other leave of absence policy, you are not permitted to work at any other job during the leave, whether you are working for yourself or any other person or entity.
ANNUAL LEAVE:

    For full time staff hired after January 1, 2003, vacation time shall be earned at the rate of 12 days for the first three full work years of employment and 20 annual days yearly.  Annual time may not be used until after being employed by the agency for three months.  For full time staff hired prior to January 1, 2003, vacation time shall be accumulated at the rate of 1 2/3 days per month or 20 days per year.  Part time staff shall be paid for vacation time in proportion to the number of hours they normally work.  Vacations shall not exceed ten annual days without the approval of the president/CEO.

    An employee terminating with the agency shall be paid for unused annual leave provided he/she has been employed more than 12 months for up to a maximum of 15 days.

    Requests for vacation time must be made to the employee’s supervisor/division director within sufficient time limits so plans can be made to handle the employee’s work load during the period of absence.  The agency reserves the right to deny annual time based upon the needs of the agency.  If there is a disagreement regarding annual time requests, the final determination as to annual time scheduling will be made by the division director or president/CEO (if the CEO is the supervisor).
    Annual leave may not be taken in less than half day blocks, thus an employee taking one hour off shall lose one half day of leave.  Vacations shall not exceed ten annual days without the approval of the division director or president/CEO (if the CEO is the supervisor).
    Employees may not accrue any more than 15 annual days.  Thus if an employee carries 15 days over from one month and does not use any time, the carry over would remain at 15 days for the next month.  Exceptions to this may be provided based upon good cause as determined by the division director or president/CEO (if the CEO is the supervisor) in writing.  With approval of the president/CEO, this can include payment for unused annual time.  Regardless of this, no employee who terminates from the agency will be paid more than 15 annual days.

  Annual Leave needs to be requested by the employee in the Sky HCM payroll system and approved by  the supervisor in the Sky HCM payroll system
MILITARY LEAVE:

    The agency will provide military leave in accordance with all relevant State and Federal laws.
JURY DUTY:

    An employee who is summoned and reports for jury duty, as prescribed by law, shall be granted a leave of absence for such periods and shall be paid the difference between the jury duty fee which the employee received for such services and the employee’s current straight time rate which would have been received if the employee had worked the time actually lost.  Such payment is limited to 30 days in any calendar year unless the employee is seated on a trial that goes beyond the 30 days.  The provisions of this section are not available to an employee who, without, being summoned, volunteers for jury duty.  Employees who have been discharged from jury service during the day must return to work within a reasonable time after being released by the court to complete the balance of the employee’s normal shift.  Jury duty does not include interview and screening days unless compelled by the Jury Commission to report during the employee’s working hours.

OUTSIDE EMPLOYMENT AND/OR EDUCATION:

    The agency does not allow employees to count their hours of employment toward student placement hours or volunteer hour requirements.
    The agency reserves the right to deny changes to the employee’s work hours based on outside employment and/or education schedules.  Staff must be performing their job in a satisfactory manner prior to any consideration of changes.  Changes that reduce staff hours available to provide core services and interfere with other priority tasks are not likely to be considered.
REFERENCES:

    The president/CEO, division directors, and/or supervisors are the only agency staff that can provide references for employees.  References will be provided based upon a written release from the former/current employee.  Only the following information will be provided:


1) Time frame of employment


2) Job title and duties


3) Hours worked per week average

    If the signed release requests for it, the only other information to be provided is:


1) Rate of pay


2) Whether or not the employee left for voluntary reasons

REPORTING CHILD ABUSE AND NEGLECT:

    Agency staff that come across any case of actual or suspected child abuse and/or neglect are to immediately contact supervision so that a report can be made.

CHARGE ACCOUNTS:

    Staff are not allowed to open agency charge accounts, lines of credit, and/or etc. unless approved in writing by the president/CEO.

AGENCY PROPERTY:

    Agency grants, research materials, program manuals/materials, and etc. are considered agency property and should not be provided to anyone outside the agency without agency written permission from the president/CEO.

    All agency property and equipment are to be used exclusively for agency purposes and any non-agency use may be subject to disciplinary action(s).

FAMILY AND FRIENDS VISITATION:

Staff are to avoid having family and/or friends come to the worksite to visit.  At no time are family and friends allowed in staff offices and/or other areas where confidential information is stored or where individuals receiving services could be observed/identified.
PRESIDENT/CEO:

    The president/CEO is designated by the Board of Directors.

CODE OF CONDUCT:

Title 24 – Housing and Urban Development

Part 84 – Grants and Agreements With Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations

Procurement Standards

Section 84.42

Codes of Conduct

The recipient shall maintain written standards of conduct governing the performance of its employees engaged in the award and administration of contracts.  No employee, officer, or agent shall participate in the selection, award, or administration of a contract supported by Federal funds if a real or apparent conflict of interest would be involved.  Such a conflict would arise when the employee, officer, or agent, any member of his or her immediate family, his or her partner, or an organization which employs or is about to employ any of the parties indicated herein, has a financial or other interest in the firm selected for an award.  The officers, employees, and agents of the recipient shall neither solicit nor accept gratuities, favors, or anything of monetary value from contractors, or parties to sub-agreements.  However recipients may set standards for situations in which the financial interest is not substantial or the gift is an unsolicited item of nominal value.  The standards of conduct shall provide for disciplinary actions to be applied for violations of such standards by officers, employees, or agents of the recipient.
Saginaw County Youth Protection Council

Codes of Conduct

Board Approved:  4/27/05

A.  General:

      The Saginaw County Youth Protection Council (SCYPC) shall adhere to the following code 

      of conduct, consistent with applicable state or local law.

B.  Conflict of Interest:

      No employee, officer or agent of SCYPC shall participate directly or indirectly in the    

      selection or in the award or administration of any contract if a conflict, real or apparent, 

      would be involved.  Such conflict would arise when a financial or other interest in a firm 

      selected for award is helped by:

1. An employee, officer or agent involved in making the award;

2. His/her relative (including father, mother, son, daughter, brother, sister, husband, wife, uncle, aunt, first cousin, nephew, niece, father-in-law, mother-in-law, son-in-law, daughter- in-law, brother-in-law, stepfather, stepmother, stepbrother, stepsister, stepson, stepdaughter, half-brother, half sister);

3. His/her partner, or;

4. An organization which employs, is negotiating to employ, or has an arrangement concerning prospective employment of any of the above.

C.  Gratuities, Kickbacks, and use of Confidential Information

      SCYPC Officers, Employees or Agents shall not solicit or accept gratuities, favors, or 

      anything of monetary value from contractors, or parties to contracts or subcontracts, and shall 

      not knowingly use confidential information for actual or anticipated personal gain.

1. SCYPC may set minimum rules where the financial interest is not substantial or the gift is an unsolicited item of nominal intrinsic value.

D.  Prohibition Against Contingent Fees

      Contractors shall not retain a person to solicit or secure a SCYPC contract for a 

      commission, percentage, brokerage, or contingent fee, except for bona fide employees or bona 

      fide established commercial selling agencies.

E.  Nondiscrimination in Employment

      All contracts, subcontracts and purchase orders involving labor in the property or facilities of 

      the SCYPC shall include a provision that the contractor or subcontractor(s) shall not 

      discriminate against an employee or applicant on the basis of race, color, religion, sex, 

      national origin, marital status, age, or handicap.

F.  Penalties

     To the extent permitted by state or local law or regulations, such standards of conduct shall 

     provide for penalties, sanctions, or other disciplinary actions for violations of such standards 

     by SCYPC’s officers, employees, or agents, or by contractors or their agents.

SOCIAL SECURITY NUMBER PRIVACY POLICY:

1. Policy:  It is the policy of the agency to ensure to the extent practicable the confidentiality of Social Security Numbers in accordance with the requirements of the Michigan Social Security Number Privacy Act.
2. Implementation and Enforcement: The effective date of this policy is January 1, 2006.  The agency has responsibility for the implementation and enforcement of this policy.

3. Permitted Uses of Social Security Numbers:  There are numerous legitimate and permissible uses of Social Security Numbers.  The most common include:

a. Use Authorized or Required by Law:  The agency may use Social Security Numbers if authorized or required by State or Federal statute, rule, or regulation, or by court order or rule, or in litigation.

b. Primary Account Number:  The agency may use an individual’s Social Security Number as the primary account number for the purposes itemized in section (c) below.

c. Administrative Use in the Ordinary Course of Business:  The agency may use Social Security Numbers:

i. to verify the individual’s identity, to identify an individual, or for similar administrative purposes related to employment;

ii. to investigate an individual’s claim, credit, criminal or driving history;

iii. to detect, prevent, or deter identity theft or other crimes;

iv. to lawfully pursue or enforce legal rights, such as for audit, collection, investigation or transfer of an employee benefit, or a claim, debt, receivable or account;

v. to provide or administer employee or health insurance or membership benefits, claims, or retirement programs or to administer the ownership of shares of stock or other investments.
4. Restrictions on Use and Disclosure:  The agency will comply with the following restrictions on the uses and disclosures of Social Security Numbers:

a. Public Displays:  The agency will not publicly or visibly display more than four (4) sequential digits of a Social Security Number on agency property or on any agency identification badge or similar item.

b. Computer Use:  The agency will not require employees to use or transmit more than four digits of their Social Security Numbers over the internet or on a computer system or network unless the connection is secure or the transmission is encrypted.  Similarly, the agency will not require employees to use or transmit more than four sequential digits of their Social Security Numbers to gain access to the internet or a computer system unless the connection is secure, the transmission is encrypted, or a password or other unique personal identification or authentication device is also required.

c. Mailing of Documents:  Mailing means the use of U.S. mail or other delivery services that do not require the recipient to sign for the package.

i. The agency will not include more than four sequential digits of Social Security Numbers on the outsides of envelopes or packages, and will not mail documents or information containing more than four sequential digits of Social Security Numbers if those numbers are visible without manipulation from the outside of the envelope or package.

ii. The agency will not include more than four sequential digits of Social Security Numbers in documents or information mailed to individuals for purposes other than those set forth in Section (3-c) unless:  1) the use of Social Security Numbers is permitted or required under State or Federal law; 2) the document is sent as part of an application or enrollment process initiated by the individual;  3) the document is sent to confirm the accuracy of an individual’s Social Security Number for an account, contract, policy or insurance benefit, or to establish, service, amend, confirm the statue of, or terminate the account, contract, policy or benefit; 40 the document or information is mailed by or at the request of an individual whose Social Security Number appears in the document or that individual’s parent or legal guardian; or 5) the document or information is mailed in a manner consistent with specific Federal regulations.

d. Access to Information and Training:  The agency limits access to Social Security Numbers to those employees whose job duties require that they use this information in connection with agency business.  The employees who have access to Social Security Numbers are those who work in the following areas:

i. Human Resources

ii. Benefits Administration

iii. Computer and Information Technology

iv. Executive Management

Documents and electronic files containing Social Security Numbers will be maintained in confidential manner, and will not be disclosed to persons other than those working in the specified areas.  All employees in the designated areas will be provided training on the specific requirements of the Michigan Social Security Number Privacy Act and the provisions of this policy.

e. Disposal of Documents and Data:  The agency will properly dispose of documents containing Social Security Numbers by ensuring that all such materials are shredded prior to discard.  Data stored in electronic format will be rendered irretrievable before computers are discarded or destroyed.

5. Penalties:  Any employee who has intentionally violated the Social Security Number Privacy Act or this policy is subject to disciplinary measures up to and including discharge.

personnel policies – 3-25-15
Saginaw County Youth Protection Council

For Agency Affiliated Persons 

(Volunteers, Bongo Workers, Students, Student Placements, 

and All Other Placements Such as Region VII and AmeriCorps)

Personnel Policies

September 27, 2019
    The policies listed here are those which apply to all of the agency’s programs.  Any time the word employee or staff occurs, it also applies to volunteers, students, and student placements.
EMPLOYMENT POLICIES:

     The Saginaw County Youth Protection Council (SCYPC) is an Equal Opportunity Employer.  Positions are filled on the basis of level of training, experience, and competence without regard to race, creed, color, national origin, sex, age, height, weight, marital status, sexual orientation, gender identity (or expression) or political affiliation.  A qualified person with a disability who is capable of performing the essential functions of the job, with or without reasonable accommodations, shall not be discriminated against due to the disability.  The agency seeks employees who have the ability to effectively interact with those of differing ages, gender, races, and ethnicities. 
CONFLICT OF INTEREST:

    The agency conflict of interest policy requires that personnel in a position of trust are not related to each other; that employees are prohibited from having business dealings with companies affiliated with, or act as major customers or suppliers of the agency; that transactions with Board members of the agency occur only in the normal business and are approved by the Board.

PROHIBITING STAFF – CLIENT RELATIONSHIPS:

  The agency prohibits staff from engaging in a relationship or other intimate relationship with an individual in care and/or individual who has exited care throughout their employment with the agency.   This unethical behavior is identified as a "conflict of interest" with our mission statement.  If staff behavior of this nature is identified in the work place an investigation will take place and disciplinary action will follow that could lead up to dismissal from the agency. 

APPLICATION PROCESS:

    All persons seeking to volunteer or have a student placement shall complete an application.  The responsibility for full disclosure of information pertinent to the position rests solely with the applicant.  Falsification of the application shall be cause for discharge or disciplinary action at the discretion of the employer.

    The agency requires originals or certified copies of proof of education, proof of licensure, and other credentials required by the job.  It further requires a criminal background check and a child abuse and neglect check.  A driving check, medical check, and drug screen may be required at the discretion of the agency.  Applicants will provide releases as necessary.

APPOINTMENT:

    Appointment to a position is always confirmed in writing and is not official unless it is in writing.  All employees are furnished with a copy of these employment policies on a current basis.  The SCYPC may unilaterally change its personnel policies.  Memos to staff altering the employment policies will periodically be issued and must be inserted in the proper location in the policies.  Responsibility for maintaining these employment policies on a current basis rests with the employee.  The agency may terminate employment of an employee with or without cause at any time with or without notice.

PHYSICAL EXAMINATION:

Residential:    The agency requires prospective employees to obtain an examination by a physician prior to hiring.  A TB examination is also required prior to hiring.  The agency will bear the cost of these.  The agency may require medical verification of ability to work at its discretion.

Non-Residential:  The agency may require medical verification of ability to work at its discretion.

INITIAL AND ON-GOING EMPLOYMENT SCREENING:  The agency has the following screening process for hiring employees or utilizing volunteers that come into contact with agency clients and/or client personal information.  The agency requires applicants to:  1) provide a copy of their current driver’s license for the purposes of conducting a driver’s record check – (Michigan Subscription Service); 2) provide an acceptable child abuse and neglect check (Central Registry – CR); 3) have a criminal records check – Michigan State Police - ICHAT); 4) have a National Sex Offender records check (U.S. Department of Justice); 5) have a State Sex Offender records check (Michigan State Police – Michigan Public Sex Offender Registry); and 6) provide three references.  

     Information obtained from the above is cross-checked with the information provided by the applicant.  The agency employment application form requests information regarding any court convictions (felonies and/or misdemeanors), and/or convictions of child abuse/neglect.

     The agency, for new applicants and/or existing staff, also reserves the right to obtain other information as needed (ability to lift as per the job description, e.g.) or required (by licensing; additional contract terms; e.g.) such as:  proof of auto insurance; participate in drug screenings; and/or have medical evaluations; e.g.).

    The agency on an on-going basis:  1) tracks driving records; and 2) does criminal record checks.

    An applicant that has a positive ICHAT, CR, and/or National Crime Information Center response (and subsequent follow-up results in a continued positive finding) that has any felony (less than 10 years old) or conviction of a listed offense under the Michigan Sex Offenders Registration Act (accosting/soliciting a child; sodomy; indecency; kidnapping; criminal sexual assault; sexual delinquency; conspiracy to commit sexual offenses; e.g.) shall not be hired.  The complete listing of offenses under the Michigan Sex Offenders Registration Act is provided in M.C.L. 28.722 and by going to the Michigan State Police – Michigan Public Sex Offender Registry – PSOR.

    An applicant, based upon the recommendation of the division director and concurrence of the president/CEO, may be hired if the positive response is over 10 years old, is not a conviction as listed in the Michigan Sex Offenders Registration Act, and the offense is not related to the proposed job the applicant is seeking within the agency.  This determination shall be in writing reflecting the recommendation of the division director and the approval of the president/CEO.

Notification Requirements: Any employee, volunteer, placement student, or other person assigned to work at the agency (Region VII, e.g.) shall be required to notify their supervisor in writing of any criminal convictions (felony or misdemeanor) and/or pending felony charges or placement on the Central Registry as a perpetrator immediately.  The employee’s supervisor shall then notify the CEO.
    Any employee, volunteer, placement student, or other person assigned to work at the agency (Region VII, e.g.) who is arrested for a misdemeanor or felony (whether or not on the job at the time) shall notify their supervisor immediately.  The employee’s supervisor shall then notify the CEO.

PROFESSIONAL DRESS:  Staff are representing the agency during work hours and need to present a professional appearance both in the office and out in the field.  Visible piercings (other than on the ears) need to be removed during work hours.  In general, tattoos should not be visible and should be covered by clothing or another means (e.g. band aids).  Sweat pants and sweat shirts also do not present a professional appearance, and are to be avoided unless a special event is being held.  Clothing that is extremely tight, pants that are very low cut, and shirts that expose significant cleavage do not present a professional image and are to be avoided.  Please note that other dress codes may be required based upon the agency’s services and sites where services are provided.  Check with your immediate supervisor to see if there are other dress codes that apply.

CONFIDENTIALITY:

    Great care is to be taken in any written and verbal communication that identifies a family by name, program enrolled in, personal circumstances, or other information that would allow an unauthorized person to identify the family.  Verbal discussion regarding families (such as between staff and supervision) is to be done in the office and with the door shut whenever possible.  Written communication (case reports, letters updating referral sources, responding to requests such as from CPS, letters to the family, etc.) is to be kept in the case file and the case records are to be kept in a file cabinet.  Database information is limited to authorized persons only.  Cross referencing information requires a signed and valid release of information from the family prior to the identifying information being sent to the outside entity.  Sharing of photo's of families is only to be done with a signed and valid photo release and only to those entities approved by supervision.  All family information is strictly for work purposes only.  At no time are staff to engage in a general written/verbal conversation about a family referred and/or enrolled in a program outside of the office.  Photographs of families are only to be shared with a signed and valid photo release.  This includes (and is not limited to):  internet websites (blogs, e.g.), email, text messaging, voice messaging, verbal communication, written communication, photos, and other communication methods.

    This confidentiality protection affects current and past staff and current and past volunteers.      

    Violation of this policy shall subject the offender to the agency’s disciplinary policies.

DISCHARGE AND DISCIPLINE:

    A student and/or volunteer may be disciplined by supervision and/or discharged by the president/CEO.  Discipline may be a written reprimand or may progress up to discharge, however, suspension without pay shall not exceed ten working days.  Such discipline and/or discharge shall be subject to the grievance procedure which follows.  New employees in training shall not have access to the grievance procedure.

CLIENT GRIEVANCE PROCEDURE FOR NON-SHELTER CLIENTS SHELTER AND SHELTER CLIENTS WHO ARE NOT TERMINATED FROM SERVICE (this policy is to be posted at every office site):

The SCYPC maintains the following procedure for the settlement of client grievances:

1. The grievance procedure will be posted at every agency office site.

2.
Clients will be provided information on the grievance procedure as appropriate.

3.
The client shall first discuss the complaint within 7 calendar days of the matter causing the complaint with his/her worker. 

 4.  
Should the matter not be resolved to the client’s satisfaction, the worker will inform the client 

of the grievance process.  The client shall reduce the matter, in writing, citing the reason(s) for the grievance within 7 calendar days of the discussion with the worker and provide this to the worker.  The worker shall give a copy of this to the immediate supervisor/division director.  The supervisor/division director shall reply, in writing, to the complaint and the reply shall automatically be forwarded to the president/CEO and placed in the client’s file along with the client’s written review request.

     5. 
If still dissatisfied, the client may, within 7 calendar days, submit, in writing, his/her complaint

    
to the president/CEO.  The president/CEO shall inform the client of his/her decision in writing 

  
as soon as possible, preferably within 7 calendar days.  This reply shall also be placed in the 

     
client’s file.

CLIENT GRIEVANCE PROCEDURE FOR SHELTER CLIENTS WHO ARE TERMINATED FROM HOUSING ASSISTANCE (this policy is also to be placed in shelter handbooks):

The SCYPC maintains the following procedure for the settlement of client grievances where the client(s) are residents of an agency shelter and have had their housing assistance terminated.  Termination of those receiving housing assistance should occur in only the most severe cases (drugs, violence, threatening staff or other residents, theft, child abuse, suicidal threats or attempts, on-going non-compliance with rules, e.g.).  It is important to note that residents of the agency’s shelters do not pay rent and that they thus are not considered as being tenants.  The following is a written and formal process designed to provide the right of individuals to due process:  

1. The supervisor in charge of the shelter shall provide written notice, which is signed and dated, to the client that contains a clear statement of the reason(s) for termination and date of discharge.  A copy of this notice shall be placed in the case file and a copy shall be provided to the division director and the president/CEO.  The client shall be discharged from the shelter.

2. If the client makes a request for a review of the decision, they must provide written notice to the division director within 7 calendar days of the event.  The notice shall include the reason(s) for the request and include the current address of the participant and a phone number, if available.  The division director may set up a meeting with the client to discuss the request.  In general this would be a meeting of the client and the division director and may not be at the shelter.  A write-up of this meeting shall be signed and dated by the division director, and placed in the client’s file along with the client’s written review request. 

3. Prompt (preferably within 7 calendar days) written notice, signed and dated by the division director, of the decision will be provided to the client by mailing the notice to the address indicated by the client.  A copy of the decision shall be placed in the client’s file.  

4. If still dissatisfied, the client may, within 7 calendar days, submit his/her written complaint to the president/CEO.  The president/CEO shall inform the client of his/her decision in writing as soon as possible, preferably within 7 calendar days.  The client’s written complaint and the reply shall be place in the client’s file.

CURRENT ADDRESS:

    All students/volunteers are required to maintain their current address and telephone number on file with their supervisor/division director.  This information will be kept confidential.

MEDIA POLICY:

    All staff/students/volunteers are to look out for situations that could be explosive and harm the agency or its clients.  These high risk situations should be reported to supervision as the agency should try to resolve potential problems before they occur.

    Unless there are contrary written instructions from the Board of Directors or the president/CEO, the president/CEO is to be the contact person in any and all legal and/or negative media situations.  No one else should talk to, write to, or give any information to (verbal or in writing) the media or legal entities.

    In legal and negative media situations, staff shall advise media and legal entities that this is the agency policy and that the president/CEO is the agency’s single point of contact.  Workers should not just say “no comment”, but direct inquiries to the president/CEO.  Unless permission is received from the president/CEO in negative situations, media people are not allowed to interview clients or staff on-site.  Staff should not give our clients any advice as to whether or not they should respond to media questions.  The process is as follows:


1)  Staff become aware of an incident that could be explosive (legally or media-wise).


2) The staff person is to inform the supervisor/division director; the staff person should 


    also do a summary of what happened.  This should be signed, dated, and turned in to 

                 the supervisor/division director.  Please note that the supervisor/division director 

                 needs to determine who else has direct knowledge of the situation.  All staff with 

                 direct knowledge of the incident should also write up a summary of what happened.


3) In clear cut high risk incidents (high probability of legal or negative media exposure), 


    the supervisor/division director should inform the president/CEO.  In all situations, the 


    supervisor/division director should compile all appropriate information (summaries, 


    police reports, etc.) and do interviews as deemed necessary with the approval of the 


    president/CEO.


4) Documents  relating to each of the above incidents should be kept in a file for at least 


    five years.


5) In the clear-cut high risk situations, the president/CEO shall inform the chairman of 

                 the Board of Directors.

EMPLOYEE SAFETY:

    The agency wants its staff and volunteers to work in a safe environment.  Any worker that provides home based services and/or transportation is to immediately leave any situation they see as being dangerous.  The worker is to return to the agency and inform supervision of the situation verbally.

    Staff, students, and volunteers are responsible for securing personal and agency property in their vehicles or offices.  They should lock their cars.  Staff should try to avoid having anything of value be readily visible (purses, wallets, cell phones, e.g.).  Those driving are encouraged to place larger items of value in the trunk of their vehicle.

    Staff should not carry weapons on the job, this includes those that have ccw licensure and staff are not to “store” weapons in their cars or agency vehicles while on the job.  Further, each agency site will post a notice that no weapons are allowed in the buildings.

    Any time an employee is threatened or physically injured where medical attention is needed (when working for the agency), the worker is to provide a written report of this to their supervisor/division director.  Similarly, if an agency client is hurt on agency property or while being transported, the worker is to report this to their immediate supervisor/division director.  The supervisor/division director will then report this to the president/CEO as workman’s compensation or other insurances may come into play.  Any time an agency worker is involved in an auto accident (while on the job), supervision must be informed immediately.  This is true whether or not anyone was hurt or whether or not property was damaged.

NON-DISCRIMINATION/ANTI-SEXUAL HARASSMENT POLICY

    In order to provide equal employment and advancement opportunities to all individuals, employment decisions at the agency will be based on merit, qualifications, abilities, and the needs of the company.  Except where required or permitted by law, employment practices will not be influenced or affected by an applicant or employee’s race, color, religion, national origin, age, sex, height, weight, marital status, disability, handicap, sexual orientation, gender identity (or expression) or any other characteristic protected by law.  This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.    

    The agency prohibits any form of harassment based on a person’s sex, race, religion, color, national origin, age, height, weight, marital status, disability, handicap, or any other characteristic protected by law.  Disciplinary action, up to including discharge, will be taken against any employee, student, or volunteer engaging in prohibited harassment.

    Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct or communication of a sexual nature when:

4. Submission to such conduct or communication is made a term or condition, either explicitly or implicitly, of obtaining employment;

5. Submission to or rejection of such conduct or communication by an individual is used as a factor in decisions affecting an individual’s employment; or

6. Such conduct or communication has the purpose of effect of unreasonably interfering with an individual’s employment or creating an intimidating, hostile or offensive employment environment.

    The agency will permit no retaliation against any employee who reports incidents of discrimination or brings harassment charges or assists in the investigation of these charges.  Any employee reporting discrimination or bringing a harassment complaint or assisting in the investigation of such a complaint or report will not be adversely affected in terms and conditions of employment, nor discriminated against or discharged because of the complaint.

    Any employee who witnesses discrimination and/or harassment or who is a victim of discrimination and/or harassment must report the actions as follows:

3. Unless the person committing the discrimination or harassment is the employee’s supervisor, the employee must report harassment to the employee’s supervisor.

4. If the employee’s supervisor is the person committing the discrimination or harassment, then the employee must report the harassment to their division director and/or the president/CEO if supervised by a division director

INTERNET, VOICE MAIL, AND  E-MAIL SYSTEMS POLICY:

    The SCYPC provides certain employees/students/volunteers with the ability to use the internet, voice mail, and e-mail systems.  These are to be used for the following purposes:


1) to communicate with others regarding matters within the user’s assigned duties.


2) to research or acquire information related to the user’s assigned duties.


3) to do other tasks as assigned by supervision. 

    There is the prohibition of personal use of the above-listed systems during work time.  The SCYPC has the capability to and reserves the right to monitor all access and systems use.  There is no expectation of privacy with respect to using any of the systems.  The SCYPC prohibits any user from using the systems for inappropriate use at any time and some examples follow:


1) sending and or intentionally accessing sexually oriented messages or images.


2) disseminating or printing copy protected materials.


3) operating a business, soliciting monies for personal gain, or searching for jobs outside 


    the SCYPC.


4) sending chain letters, gambling, or engaging in any other activity in violation of any 


    laws.


5) allowing non-authorized persons to use the systems.


6) intentionally intercepting information on the systems without proper authorization.

    Incidental personal use during non-work time can occur.  Users may make incidental use of the systems to transmit personal messages, but such messages will be treated no differently from other messages that the SCYPC may monitor.  Thus there is no privacy extended and the user must expect a review of files, messages, and communications made.

    Violation of this policy shall subject the user to the SCYPC’s disciplinary policies.

BUILDING SAFETY AND FIRE PREVENTION:

    Staff/students/volunteers need to review policies regarding their own building site by contacting the appropriate division director.  In general, all staff need to make sure that their windows are shut if they are leaving for the day.  In addition, they are to turn off their lights, shut off the heat and lock their door.  Coffee pots are to be turned off at the end of the day.  Staff that leave after hours should leave with another person whenever possible.

    When a staff person needs to use the building after hours, they shall inform supervision in advance so that the alarm company will also be informed.

    No smoking is allowed on agency property.

    Lit candles or other open flames (incense, e.g.) are not allowed in any buildings.

OPERATION OF EMPLOYEE OR AGENCY VEHICLES WITHIN THE COURSE OF EMPLOYMENT:
    Any staff person and/or volunteer who is using their car on agency time shall have a current and unrestricted driver’s license and proper insurance.  An employee may be required to provide proof satisfactory to the Agency, that they are in compliance with this policy.  Any person and/or volunteer transporting agency clients shall have a current and unrestricted driver’s license and proper insurance.  If a worker’s license becomes suspended and/or restricted, the worker shall inform his/her supervisor/division director on the next working day.  An employee or volunteer of the agency shall not transport minors who are unaccompanied by their parent or guardian unless there is a signed transportation release.  In addition, all persons in the car shall be properly restrained (seat belts, car seats, e.g.).  If clients refuse to use seat belts or car seats, do not transport them and report this to supervision.  Clients are never to drive a worker’s car, and cars should never be left running and/or with the keys in the ignition.  Workers that plan on transporting minors (anyone under age 18 or not emancipated) need to have a signed permission form.  Workers need to watch out for “high risk” situations; they should avoid transporting clients that are suspected to be under the influence of alcohol or other drugs and/or otherwise unstable.

    If a worker’s car breaks down, they should call their office for possible assistance.

    Staff that travel on agency business using their own vehicles as a part of their job will submit their mileage activity logs to their supervisor.  The rate of reimbursement will be determined by the Board of Directors and shall not exceed the allowable amount set by the federal government.  The staff are required to carry Michigan no-fault auto insurance on any vehicle used in the course of employment.

CELL PHONE POLICY:

  The agency reserves the right to ban employees from bringing in their personal cell phones into the office if it is determined that excessive calls and/or texting are occurring.  Staff/student/volunteer use of their own cell phones is to be limited to necessary and brief calls and/or texting during work time and at no time are personal calls to be made or received while conducting services.  Personal cell phones should have the ringer off or placed on vibrate mode during work hours.  Should there be personal emergency where an extended phone call is needed, supervision should be notified as soon as possible and first, if at all possible.
   While on agency time and operating a vehicle, cell phones (agency owned and/or privately owned) are to be used (dialing calls, talking, receiving calls, and etc.) only when the driver is off the road and the vehicle is parked in a legal and safe manner.

DONATIONS/SPECIAL EVENTS:

    Donations and special events can be wonderful but they can also increase legal problems.  Staff are to avoid the following or setting up the following:


1) potlucks where non-commercial prepared food is brought by or for clients.


2) giving families used toys or unwrapped/opened toys.


3) giving clients food where the expiration date has passed except when the agency 


    receives and follows specific guidelines from the source giving the food and where it 

                 is clear that distributing the food would be safe.


4) giving clients dented cans.


5) giving families used appliances unless they have been approved for use.

SUBSTANCE ABUSE POLICY:

    The agency has drug-free workplace requirements.  The SCYPC believes it is extremely important all staff fully recognize working with youth is a highly sensitive area.  The agency believes the area of substance abuse is one which staff must be aware.  One of the major problem areas with which we deal is substance abuse among parents and children.  Our services must be provided in a drug free workplace.  The agency may, at its discretion, require a drug screening prior to being hired and may require drug testing as a condition of continued employment/student placement/volunteer placement.

    Employees/students/volunteers need to know that the unlawful manufacture, distribution, dispensation, possession, use of a controlled substance, or being under the influence is prohibited in our workplaces and that:


1) They will abide by the terms of the above.


2) They will notify the employer of any criminal drug statute conviction, at the 


    workplace, no later than one working day after such conviction.

    It is the intention of the agency that any staff member having a substance abuse problem find help.  Therefore, the agency shall make efforts to assist any staff member with a substance abuse problem to locate and receive help toward the resolution of the problem.  

    Employees/students/volunteers who violate any part of the substance abuse policy can be:


1) Required to successfully participate in a drug abuse program.


2) Be subject to disciplinary action up to and including termination from employment.

INCLEMENT WEATHER:

    Travel on behalf of the agency during severe weather is to be prohibited.

ABSENCE:

    When illness necessitates absence from work, the employee/student/volunteer shall notify their supervisor/division director. 

OUTSIDE EMPLOYMENT AND/OR EDUCATION:

    The agency does not allow employees/students/volunteers to count their hours of employment toward student placement hours or volunteer hour requirements.

REFERENCES:

    The president/CEO, division directors, and/or supervisors are the only agency staff that can provide references for employees/students/volunteers.  References will be provided based upon a written release from the former/current employee.  Only the following information will be provided:


1) Time frame of employment


2) Job title and duties


3) Hours worked per week average

    If the signed release requests for it, the only other information to be provided is:


1) Rate of pay


2) Whether or not the employee left for voluntary reasons

REPORTING CHILD ABUSE AND NEGLECT:

    Agency staff that come across any case of actual or suspected child abuse and/or neglect are to immediately contact supervision so that a report can be made.

CHARGE ACCOUNTS:

    Staff/students/volunteers are not allowed to open agency charge accounts, lines of credit, and/or etc. unless approved in writing by the president/CEO.

AGENCY PROPERTY:

    Agency grants, research materials, program manuals/materials, and etc. are considered agency property and should not be provide to anyone outside the agency without agency written permission from the president/CEO.

    All agency property and equipment are to be used exclusively for agency purposes and any non-agency use may be subject to disciplinary action(s).

FAMILY AND FRIENDS VISITATION:

Staff/students/volunteers are to avoid having family and/or friends come to the worksite to visit.  At no time are family and friends allowed in staff offices and/or other areas where confidential information is stored or where individuals receiving services could be observed/identified.

CODE OF CONDUCT:

Title 24 – Housing and Urban Development

Part 84 – Grants and Agreements With Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations

Procurement Standards

Section 84.42

Codes of Conduct

The recipient shall maintain written standards of conduct governing the performance of its employees engaged in the award and administration of contracts.  No employee, officer, or agent shall participate in the selection, award, or administration of a contract supported by Federal funds if a real or apparent conflict of interest would be involved.  Such a conflict would arise when the employee, officer, or agent, any member of his or her immediate family, his or her partner, or an organization which employs or is about to employ any of the parties indicated herein, has a financial or other interest in the firm selected for an award.  The officers, employees, and agents of the recipient shall neither solicit nor accept gratuities, favors, or anything of monetary value from contractors, or parties to sub-agreements.  However recipients may set standards for situations in which the financial interest is not substantial or the gift is an unsolicited item of nominal value.  The standards of conduct shall provide for disciplinary actions to be applied for violations of such standards by officers, employees, or agents of the recipient.
Saginaw County Youth Protection Council

Codes of Conduct

Board Approved:  4/27/05

A.  General:

      The Saginaw County Youth Protection Council (SCYPC) shall adhere to the following code 

      of conduct, consistent with applicable state or local law.

B.  Conflict of Interest:

      No employee, officer or agent of SCYPC shall participate directly or indirectly in the    

      selection or in the award or administration of any contract if a conflict, real or apparent, 

      would be involved.  Such conflict would arise when a financial or other interest in a firm 

      selected for award is helped by:

5. An employee, officer or agent involved in making the award;

6. His/her relative (including father, mother, son, daughter, brother, sister, husband, wife, uncle, aunt, first cousin, nephew, niece, father-in-law, mother-in-law, son-in-law, daughter- in-law, brother-in-law, stepfather, stepmother, stepbrother, stepsister, stepson, stepdaughter, half-brother, half sister);

7. His/her partner, or;

8. An organization which employs, is negotiating to employ, or has an arrangement concerning prospective employment of any of the above.

C.  Gratuities, Kickbacks, and use of Confidential Information

      SCYPC Officers, Employees or Agents shall not solicit or accept gratuities, favors, or 

      anything of monetary value from contractors, or parties to contracts or subcontracts, and shall 

      not knowingly use confidential information for actual or anticipated personal gain.

2. SCYPC may set minimum rules where the financial interest is not substantial or the gift is an unsolicited item of nominal intrinsic value.

D.  Prohibition Against Contingent Fees

      Contractors shall not retain a person to solicit or secure a SCYPC contract for a 

      commission, percentage, brokerage, or contingent fee, except for bona fide employees or bona 

      fide established commercial selling agencies.

E.  Nondiscrimination in Employment

      All contracts, subcontracts and purchase orders involving labor in the property or facilities of 

      the SCYPC shall include a provision that the contractor or subcontractor(s) shall not 

      discriminate against an employee or applicant on the basis of race, color, religion, sex, 

      national origin, marital status, age, or handicap.

F.  Penalties

     To the extent permitted by state or local law or regulations, such standards of conduct shall 

     provide for penalties, sanctions, or other disciplinary actions for violations of such standards 

     by SCYPC’s officers, employees, or agents, or by contractors or their agents.

SOCIAL SECURITY NUMBER PRIVACY POLICY:

1. Policy:  It is the policy of the agency to ensure to the extent practicable the confidentiality of Social Security Numbers in accordance with the requirements of the Michigan Social Security Number Privacy Act.

2. Implementation and Enforcement: The effective date of this policy is January 1, 2006.  The agency has responsibility for the implementation and enforcement of this policy.

3. Permitted Uses of Social Security Numbers:  There are numerous legitimate and permissible uses of Social Security Numbers.  The most common include:

a. Use Authorized or Required by Law:  The agency may use Social Security Numbers if authorized or required by State or Federal statute, rule, or regulation, or by court order or rule, or in litigation.

b. Primary Account Number:  The agency may use an individual’s Social Security Number as the primary account number for the purposes itemized in section (c) below.

c. Administrative Use in the Ordinary Course of Business:  The agency may use Social Security Numbers:

i. to verify the individual’s identity, to identify an individual, or for similar administrative purposes related to employment;

ii. to investigate an individual’s claim, credit, criminal or driving history;

iii. to detect, prevent, or deter identity theft or other crimes;

iv. to lawfully pursue or enforce legal rights, such as for audit, collection, investigation or transfer of an employee benefit, or a claim, debt, receivable or account;

v. to provide or administer employee or health insurance or membership benefits, claims, or retirement programs or to administer the ownership of shares of stock or other investments.
4. Restrictions on Use and Disclosure:  The agency will comply with the following restrictions on the uses and disclosures of Social Security Numbers:

a. Public Displays:  The agency will not publicly or visibly display more than four (4) sequential digits of a Social Security Number on agency property or on any agency identification badge or similar item.

b. Computer Use:  The agency will not require employees to use or transmit more than four digits of their Social Security Numbers over the internet or on a computer system or network unless the connection is secure or the transmission is encrypted.  Similarly, the agency will not require employees to use or transmit more than four sequential digits of their Social Security Numbers to gain access to the internet or a computer system unless the connection is secure, the transmission is encrypted, or a password or other unique personal identification or authentication device is also required.

c. Mailing of Documents:  Mailing means the use of U.S. mail or other delivery services that do not require the recipient to sign for the package.

i. The agency will not include more than four sequential digits of Social Security Numbers on the outsides of envelopes or packages, and will not mail documents or information containing more than four sequential digits of Social Security Numbers if those numbers are visible without manipulation from the outside of the envelope or package.

ii. The agency will not include more than four sequential digits of Social Security Numbers in documents or information mailed to individuals for purposes other than those set forth in Section (3-c) unless:  1) the use of Social Security Numbers is permitted or required under State or Federal law; 2) the document is sent as part of an application or enrollment process initiated by the individual;  3) the document is sent to confirm the accuracy of an individual’s Social Security Number for an account, contract, policy or insurance benefit, or to establish, service, amend, confirm the statue of, or terminate the account, contract, policy or benefit; 40 the document or information is mailed by or at the request of an individual whose Social Security Number appears in the document or that individual’s parent or legal guardian; or 5) the document or information is mailed in a manner consistent with specific Federal regulations.

d. Access to Information and Training:  The agency limits access to Social Security Numbers to those employees whose job duties require that they use this information in connection with agency business.  The employees who have access to Social Security Numbers are those who work in the following areas:

i. Human Resources

ii. Benefits Administration

iii. Computer and Information Technology

iv. Executive Management

Documents and electronic files containing Social Security Numbers will be maintained in confidential manner, and will not be disclosed to persons other than those working in the specified areas.  All employees in the designated areas will be provided training on the specific requirements of the Michigan Social Security Number Privacy Act and the provisions of this policy.

e. Disposal of Documents and Data:  The agency will properly dispose of documents containing Social Security Numbers by ensuring that all such materials are shredded prior to discard.  Data stored in electronic format will be rendered irretrievable before computers are discarded or destroyed.

5. Penalties:  Any employee who has intentionally violated the Social Security Number Privacy Act or this policy is subject to disciplinary measures up to and including discharge.

Saginaw County Youth Protection Council

Employee/Volunteer/Student/Student Placement Acknowledgement
    I acknowledge that I have received a copy of the agency’s Personnel Policies Manual and job description.
    I acknowledge that the Personnel Policies Manual is neither a contract of employment nor a legal document.  I have received the Manual, and I understand that it is my responsibility to read and comply with the policies contained in this Manual and any revisions made to it.

    I also understand that my employment is for no definite time and can be terminated by either the Saginaw County Youth Protection Council or myself at any time, with or without cause and with or without notice.  No one other than the Saginaw County Youth Protection Council has the authority to change that at will nature of my employment, and any such change, to be effective, must be in writing, signed by bother me and either the agency chairman or agency president/CEO.
    I agree that any action or suit against the agency arising out of my employment or termination of employment, including, but not limited to claims arising under State or Federal civil rights statutes, must be brought within 180 days of the event giving rise to the claims or be forever barred.  I waive any limitation periods to the contrary.

Employee Name (typed or printed):________________________________________

Date:__________________________________________________________________

Employee Signature:_____________________________________________________
Saginaw County Youth Protection Council

Employee/Volunteer/Student/Student Placement Acknowledgement

    I acknowledge that I have received a copy of the agency’s Personnel Policies Manual and job description.
    I acknowledge that the Personnel Policies Manual is neither a contract of employment nor a legal document.  I have received the Manual, and I understand that it is my responsibility to read and comply with the policies contained in this Manual and any revisions made to it.

    I also understand that my employment is for no definite time and can be terminated by either the Saginaw County Youth Protection Council or myself at any time, with or without cause and with or without notice.  No one other than the Saginaw County Youth Protection Council has the authority to change that at will nature of my employment, and any such change, to be effective, must be in writing, signed by bother me and either the agency chairman or agency president/CEO.

    I agree that any action or suit against the agency arising out of my employment or termination of employment, including, but not limited to claims arising under State or Federal civil rights statutes, must be brought within 180 days of the event giving rise to the claims or be forever barred.  I waive any limitation periods to the contrary.

Employee Name (typed or printed):________________________________________

Date:__________________________________________________________________

Employee Signature:_____________________________________________________
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