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Introduction

This handbook is designed to acquaint you with KidsVoice, a/k/a the Legal Aid Society of Pittsburgh, Inc. and provide you with information about working conditions, employee benefits, and some of the policies affecting your employment.

You should read, understand, and comply with all provisions of the handbook.  The handbook describes many of your responsibilities as an employee and outlines the programs we have developed to benefit our employees.

Disclaimer

KidsVoice reserves the rights to modify, revoke, suspend, terminate, or change any and all policies, procedures, practices, and benefits described in the Handbook at any time without prior written notice.  We will notify you of any changes as they occur.

This Handbook is not intended in any way to create, nor is it to be construed, in whole or in part, as a contract of employment or to limit KidsVoice discretion to discipline or terminate an employee.  The policies, procedures and practices, and benefits contained in the Handbook do not create any right to employment.  

Definitions

Throughout this Handbook the following terms will be used.

KidsVoice – 
KidsVoice is the fictitious name of the Legal Aid Society of Pittsburgh, Inc.

The word ‘KidsVoice’ will be used in place of the Legal Aid Society of Pittsburgh, Inc.

Handbook – 
The word ‘Handbook’ will be used in place of KidsVoice Employee Handbook.

Employee Acknowledgement

Each KidsVoice employee receives a Handbook during orientation.  You are required to read and understand the information in this handbook.  If you have any questions concerning the information in this Handbook, please ask your supervisor.

You must acknowledge receipt of the handbook and that you have read and understand the information contained in it by signing a separate Employee Acknowledgement Form, that will be kept in your personnel file.  

Mission Statement 

The mission of KidsVoice is to advocate in court and in the community to ensure a safe and permanent home for abused, neglected and at-risk children.

The purpose of the Child Advocacy Model is to apply, in all decision making forums, a team advocacy approach that integrates various professional perspectives to achieve developmentally appropriate and individualized recommendations that create better possibilities for each child.

Organization of KidsVoice
KidsVoice, a non-profit corporation, is governed by a Board of Directors.  The Board is responsible for establishing policies governing the operation of the organization.  The Executive Director serves at the pleasure of the Board and under its direction.

The Executive Director is responsible for the operation and management of KidsVoice.  Matters not covered in these policies shall be determined by the Executive Director in a manner consistent with any policies adopted by the Board.

Employment Opportunity Policy

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at KidsVoice will be based on merit, qualifications, and abilities.  KidsVoice does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, sexual orientation, national origin, age, disability, or any other characteristic protected by law.

We will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship.  Requests for reasonable accommodation should be directed to your supervisor.  This policy covers all aspects of employment, including selection, job assignment, compensation, discipline, termination, and access to benefits and training.

If you have a question or concern about any type of discrimination in the workplace, you are encouraged to bring the issue to the attention of your supervisor.  If your issue involves your supervisor, bring the issue to the attention of the Operations Manager or any other member of management. At KidsVoice, be assured that you can raise concerns and make reports without fear of reprisal. 

Further, anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment.

Personnel Policies

At Will Employment

KidsVoice hopes that employment with the organization will be mutually satisfactory.  All KidsVoice employees are employed at will. This means that employment is voluntary for both employees and KidsVoice, the employer.  An employee may quit his or her job at any time for any reason.  Likewise, KidsVoice may terminate employees at any time with or without cause.  

Employment Status 

Employees are classified as exempt and non-exempt under FLSA (Fair Labor Standards Act).  For purposes of overtime pay regulations, all professional, salaried employees are exempt and all hourly employees are non-exempt.  

An hourly employee may not work more than forty hours per week unless requested in advance by his or her supervisor.  If an hourly employee is asked to work more than forty hours during a week, the employee will be paid at the overtime rate of one and one half times his or her regular hourly rate.   

Full-time employees are employees who regularly work forty hours per week.  Part-time employees are employees who are scheduled to work less than forty hours per week.  Information in this Handbook applies to both full and part time employees unless specifically noted otherwise.

Confidentiality Requirements

Client Information:  

The Child Advocacy Policies and Guidelines Manual addresses client confidentiality issues.  In general, all client information is confidential unless indicated otherwise by the Child Advocacy Policies and Guidelines Manual.  Each employee is responsible for complying with the specific confidentiality requirements included in the Child Advocacy Policies and Guidelines Manual.  

All Other KidsVoice Information:

Employees are required to keep all KidsVoice financial, operational and other information confidential. An employee may not discuss or otherwise disclose information to third parties or staff members not directly involved in the particular issue without specific approval of his or her supervisor.

Contact with Media  
The Executive Director is the media contact person.  This policy ensures that the organization’s messages are consistent over time and across issues and that when a staff member takes a position or speaks in his/her role as a KidsVoice employee that it is indeed the position of the organization and not just the individual. 

Employees must direct any media inquires to the Executive Director including reporters’ questions about cases while you are in court.  From time to time the Executive Director may authorize another employee to speak on behalf of KidsVoice on a specific issue.  

Because personal comments and opinions by KidsVoice employees may be attributed to KidsVoice as an organization, employees shall not contact the media regarding juvenile issues that affect our clients without prior approval of the Executive Director. This includes, but is not limited to, writing letters to the editor and interviews. Also, employees shall not speak at public forums regarding juvenile issues that affect our clients without prior approval of their supervisor.  

Employee Information on Website

KidsVoice maintains a website, www.kidsvoice.org.  Brief biographical information is listed for each employee.  If you do not want your biographical information included on the website, inform your supervisor.  It will be removed as soon as administratively possible.  

Private Practices or Businesses
As a general rule, the outside practice of law, social work, counseling, or other businesses related to your professional work or expertise at KidsVoice by employees will be permitted on a very limited basis. Full-time KidsVoice employees are expected to devote at least forty (40) hours per week to their assigned work.   The outside practice of law, social work, counseling or other businesses related to your professional work or expertise at KidsVoice will be permitted only with the prior written approval of the Executive Director and only upon a showing that the outside practice will not interfere with employee’s responsibilities to KidsVoice.  Outside practice will not be approved if it could create a conflict of interest in the normal representation of clients by KidsVoice or where the proposed outside practice could adversely affect KidsVoice ability to carry out its mission.

Outside representation of children in any proceeding generally will not be permitted; nor will representation of any party in a juvenile proceeding.  To avoid conflicts of interest, any clients or agencies served by an employee engaging in outside practice must be approved in advance in writing by the Executive Director.  Outside clients must clearly understand that the employee’s outside practice of law or social work is provided outside the scope of KidsVoice work.  To that end, all KidsVoice employees engaging in outside practice must specify in writing to outside clients before engaging in outside practice or employment that representation or service is being performed outside of the individual’s capacity as a KidsVoice employee and that KidsVoice has not been engaged to provide the contemplated services.  KidsVoice employees engaging in outside practice are responsible for obtaining and maintaining their own malpractice insurance.

When approved, any outside practice must take place outside of KidsVoice office hours except that, upon receiving written approval for outside practice, employees may utilize accrued vacation time to accommodate their outside practice.  Vacation time used for this purpose must be taken in half-day increments.  

If you are interested in pursuing a private practice or business related to your professional work or expertise at KidsVoice, you should first discuss it with your supervisor.  

Conflict of Interest Policy
The purpose of the conflict of interest policy is to protect the interests of KidsVoice.  A conflict of interest occurs when the interests or concerns of an employee or any member of his or her family or any party, group, or organization in which the employee is actively involved, may be seen as competing with the interest of KidsVoice.  

Conflicts of interest may arise from employee’s involvement and/or relationship with KidsVoice clients, business interests (e.g., you or a family member have an ownership interest or sit on the board of an organization that provides services to KidsVoice), board members, third parties (e.g., a caseworker or service provider is your sibling or boyfriend/girlfriend), foster care or outside practices. Conflicts of interest involving KidsVoice clients are addressed in the Conflict Policy in the Child Advocacy Policies and Guidelines Manual.  Employees are required to follow the provisions of that policy.  Employees are required to complete a Conflicts of Interest Disclosure Statement upon hire and annually thereafter or sooner if previous information provided has changed.    

The successful operation of KidsVoice requires that conflicts of interest and the appearance of conflicts of interest must be addressed promptly.  Any employee who is concerned with engaging in an activity that may be seen as a conflict of interest must discuss the activity with his or her supervisor before participating in the activity.  Any employee who is currently involved in an activity that may present a conflict of interest must meet with his or her supervisor to resolve the conflict.    Resolution of the conflict will be done in such a manner as to protect the interests of KidsVoice at all times.  

Problem Resolution
KidsVoice is committed to providing the best possible working conditions for our employees.  Part of this commitment is encouraging an open and frank atmosphere in which any problem, complaint, suggestion, or question receives a timely response from KidsVoice supervisors and management.

KidsVoice strives to ensure fair and honest treatment of all employees.  We expect supervisors, managers, and employees to treat each other with mutual respect.  We encourage employees to offer positive and constructive criticism to each other.

If you disagree with established policies or practices, or if you believe that a condition of employment or a decision affecting you is unjust or inequitable, you should express your concern to your supervisor.  If after discussing the issue with your supervisor, you still believe the condition of employment or a decision affecting you is unjust or inequitable, you should express your concern to the Operations Manager.  The Operations Manager, in consultation with the appropriate management staff, will respond to your issue in a timely manner.  If the Operations Manager is your direct supervisor, you should express your concern to the Executive Director.

Performance Appraisals
You will receive a copy of your Job Description and evaluation criteria when hired.  KidsVoice believes that evaluations are important to the success of individual employees and the organization as a whole. Your supervisor is responsible for regularly monitoring your performance.  At least annually, in January of each year, your supervisor will meet with you to discuss your performance.  During the evaluation meeting, the employee and supervisor will discuss performance, goals, and other appropriate issues. You are expected to participate fully in this process.  Performance-based pay increases may be awarded annually.  

New employees are initially evaluated six months after their date of hire.  Following the initial six-month evaluation, employees are evaluated again during the next annual evaluation period in January.    

Merit Pay Increases

Each year, KidsVoice reviews your compensation and considers granting merit pay increases based on the information documented by the performance evaluation process as well as the financial status of the agency.

Employees will be reviewed for possible performance-based pay increases after your initial six-month performance evaluation and then for a possible January 1 increase based on your year-end performance evaluation.  Any increase awarded for a period of evaluation that is less than twelve months will be prorated to reflect the actual number of months in the evaluation period.  For example, if you would have been eligible for a 4% annual increase, but the evaluation period was only six months, the increase would be prorated to 2%, which reflects 6/12 of 4%.

If you have been on an unpaid leave for more than 90 calendar days during the evaluation period, your pay adjustment will be prorated based on the actual number of months you worked during the year.

If you have any questions regarding your compensation, you should talk with your supervisor or the Office Manager.

Controlled Substances/Drug and Alcohol Policy
KidsVoice desires to provide a drug-free, healthy, and safe workplace to ensure the health and well being of its clients, employees, volunteers and visitors.  To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.

No employees may use, possess, manufacture, distribute, sell, or be under the influence of alcohol, illegal drugs or other controlled substances while on KidsVoice premises or while conducting business-related activities off KidsVoice premises.  The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.  Prescribed drugs may only be used by the person for whom the prescription is written.

When KidsVoice determines, in its sole discretion, that an individual taking prescribed medication is unable to safely perform the essential functions of his or her current job, KidsVoice may make reasonable accommodations including, but not limited to, placing such individual on a medical leave of absence or arranging for alternative work to be performed on a temporary basis.

Any employee having a reasonable basis to believe that another employee is in violation of this policy shall immediately report the facts and circumstances to his or her supervisor or the Operations Manager.

Violations of this policy may lead to disciplinary action, up to and including immediate termination of employment.  Such violations may also have legal consequences.

Any employee who is arrested or charged or found guilty (including a plea of no contest) or has a sentence, fine or other penalty imposed by a court of competent jurisdiction under a criminal statute for an offense involving alcohol or a controlled substance shall report such action to their supervisor or the Operations Manager within five days.  

Employees with questions about this policy or issues related to drug or alcohol use in the workplace should raise their concerns with their supervisor or the Operations Manager without fear of reprisal.

Criminal Conduct
Any employee who is arrested or charged or found guilty (including a plea of no contest) or has a sentence, fine or other penalty imposed by a court of competent jurisdiction for a felony or misdemeanor crime shall report such action to their supervisor or the Operations Manager within five days.  

Tobacco/Smoke Free Work Environment

KidsVoice and the Frick Building maintain a tobacco product and smoke free workplace.  You may not use any tobacco products in KidsVoice offices or in the Frick Building.  You must exit the building if you wish to use tobacco products.  You are responsible for complying with any applicable City of Pittsburgh smoking regulations if you use tobacco products outside of the building.  

Harassment Policy
KidsVoice is committed to providing a work environment that is free from all forms of discrimination and conduct that can be considered harassing, coercive, or disruptive, including sexual harassment.  Actions, words, jokes, or comments based on individual’s sex, race, color, national origin, age, religion, disability, sexual orientation, or any other legally protected characteristic will not be tolerated.

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a sexual nature.  This definition includes many forms of offensive behavior and includes gender-based harassment of a person of the same sex as the harasser.  The following is a partial list of sexual harassment examples:

· Unwanted sexual advances

· Offering employment benefits in exchange for sexual favors.

· Making or threatening reprisals after a negative response to sexual advances.

· Visual conduct that includes leering, making sexual gestures, or displaying of sexually suggestive objects or pictures, cartoons or posters.

· Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes.

· Verbal sexual advances or propositions.

· Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body, sexually degrading words used to describe an individual, or suggestive or obscene letters, notes, or invitations.

· Physical conduct that includes touching, assaulting, or impeding or blocking movements.

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when:  (1) submission to such conduct is made either explicitly or implicitly a term or condition of employment; (2) submission or rejection of the conduct is used as a basis for making employment decisions; or, (3) the conduct has the purpose or effect of interfering with work performance or creating an intimidating, hostile, or offensive work environment.

If you experience or witness sexual or other unlawful harassment in the workplace, report it immediately to your supervisor.  If the supervisor is unavailable or you believe it would be inappropriate to contact that person, you should immediately contact the Operations Manager or any other member of management.  You can raise concerns and make reports without fear of reprisal or retaliation.

All allegations of sexual harassment will be quickly and discreetly investigated.  To the extent possible, your confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure.  When the investigation is completed, you will be informed of the outcome of the investigation.

Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment must immediately advise the Operations Manager or the Executive Director so it can be investigated in a timely and confidential manner.  Any employee engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and including termination of employment.  Any employee engaging in retaliatory conduct because of a harassment report will be subject to disciplinary action, up to and including termination of employment.

Professional Conduct
All employees are expected to help preserve and protect the reputation and integrity of KidsVoice internally and externally at all times.  Employees are expected to act in a professional manner when dealing with co-workers, clients, court personnel, CYF staff, service providers, outside vendors and other third parties.  Any employee conduct that undermines the morale or effectiveness of other employees will not be tolerated.

If you have any questions regarding the appropriateness of a situation or your involvement in it, discuss it with your supervisor.

Employee Conduct Policy
To ensure orderly operations and provide the best possible work environment, we expect you to follow rules of conduct that will protect the interests and safety of all employees and KidsVoice.

KidsVoice reserves the right to discipline employees, up to and including termination of employment.  Discipline may include, but is not limited to, counseling, required additional training, verbal and written warnings, suspensions and termination.  What particular level of discipline is used will depend on the issue in question and employees may be terminated for a first offense.

Although it is not possible to list all the forms of behavior that are considered unacceptable at work, the following are some but not all examples of conduct that may result in disciplinary action, up to and including termination of employment.

· Theft or inappropriate removal or possession of property

· Falsification of timekeeping records

· Working under the influence of alcohol or illegal drugs

· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace or while on duty

· Fighting or threatening violence in the workplace

· Boisterous or disruptive activity in the workplace

· Negligence or improper conduct leading to damage of KidsVoice or other’s property

· Insubordination or other disrespectful conduct

· Violation of safety or health rules

· Smoking in prohibited areas

· Sexual or other unlawful or unwelcome harassment

· Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace

· Excessive absenteeism or any absence without notice

· Unauthorized use of telephones, mail system, or other employer-owned equipment

· Unauthorized disclosure of business “secrets” or confidential information

· Violation of personnel policies

· Unsatisfactory performance or conduct

Transportation Requirements for Professional Staff
All professional staff are required to have a car in order to meet their job duties and expectations.  This includes the ability to perform a variety of functions including:

· Visiting clients in various settings

· Attending meetings

· Attending regional office hearings

· Reviewing records

It is expected that:

· Transportation will not be a barrier to performing the above functions

For example, staff may schedule all appointments out of the office on certain days of the week and therefore not have a car available on the others.  However, deciding to miss a meeting, because your car isn’t on site is unacceptable.  Employees are responsible for making alternative arrangements.
· Staff will use time efficiently in the performance of all job duties and functions

Taking thirty minutes to get to one’s car for an appointment is not an efficient use of time.  On the other hand catching a bus to get to a Central Regional Office meeting from the office may be more efficient than driving.

· Staff will not unduly burden anyone else in the performance of these functions

Working in a team model may mean that staff attend meetings together and in that case, driving together is encouraged.  However, disrupting your teammate’s activities regularly for transportation is not acceptable.

Employees are required to have auto insurance coverage on any vehicle used for business.   If you will be transporting clients or other employees you may be asked to submit a current certificate of insurance coverage.  In case of an accident, your insurance will be the primary coverage with KidsVoice liability insurance as secondary coverage.  The KidsVoice liability insurance carrier reserves the right to examine employees’ motor vehicle records for insurability purposes.  

Employee Relationships with Clients
It is appropriate and necessary to our role to visit with children in their environment or at our office, but it is not appropriate to bring your clients into your personal environment. 

In addition to client visits, staff may, on special occasions, participate in events and celebrations such as school concerts and ball games. This activity certainly supports our efforts to develop and maintain good relationships, rapport and trust with our clients.  However, it is not appropriate to have clients in your homes or personal environment.  

Employees who have concerns about client relationships should immediately discuss them with their supervisor.  

Payroll Information

Payroll Procedures
Pay is processed bi-weekly and distributed to employees on Fridays.  When you start, the Office Manager will inform you when your first pay date will be.  Each pay date covers a two-week period beginning on a Saturday and ending on the Friday immediately preceding the pay date.   There are twenty-six pay periods in each year.  

If you are a salaried employee your bi-weekly gross wages will equal your annual salary divided by 26.  If you are an hourly employee your weekly gross wages will equal the number of hours reported on your timesheet multiplied by your hourly rate of pay.  If you begin or end employment in the middle of a pay period, your gross wages will be appropriately adjusted to reflect the actual number of days that you worked.

Time Sheets
If you are a non-exempt employee you are required to complete a weekly time sheet.  At the end of the workweek, give the completed time sheet to your supervisor.  Your supervisor will review and approve the time sheet, then forward it to payroll processing.  

Direct Deposit of Pay
Direct deposit is for the convenience of our employees who may not be in the office on a Friday pay date because of work, vacation or sickness. Your pay is automatically deposited into up to three bank or credit union accounts of your choice.  At least one of the accounts must be a checking account.  The Office Manager distributes a pay stub/earnings statement to each employee on the pay date.  Pay is available at your bank on the morning of the pay date.

You may change your direct deposit accounts or allocation at any time by completing the appropriate form.  When an account is changed it takes two pay cycles for the new direct deposit to become effective.  Live checks may be issued while the new account is being set up.  

If you are unable to take advantage of direct deposit for a period of time, you must inform the Office Manager.

Payroll Deductions
Various deductions are made each pay period to comply with Federal, State and local tax laws or court orders.  Your paycheck may include deductions for some or all of the following depending upon your filing status, residency status, and benefit plan elections.  The Office Manager will explain these deductions to you during your orientation.

Payroll Deductions:

Federal Income Tax

Social Security Tax 



Medicare Tax

PA Personal Income Tax

City and School District Of Pittsburgh Earned Income Tax

City of Pittsburgh Occupational Privilege Tax

PA Unemployment Compensation Tax

Court Ordered wage attachments for child support, tax liens, etc.

You have the option to have some or all of the following deductions made from your pay.  These are discussed in detail in the Employee Benefits section of this Handbook.

Contributions to the 403(b) Retirement Plan

Deductions for medical, dental, life and/or disability insurance premium payments

Pre tax transportation/commuter deductions

Contributions to the Health Care Flexible Spending Account

Contributions to the Dependent Care Account 

State and Local Wage Tax Mandatory Deductions

KidsVoice is required to withhold the City and School District of Pittsburgh Earned Income Tax from all employees who are residents of the City.  KidsVoice is not required to and does not withhold earned income tax for any other local municipality or school district.  Employees are responsible for paying local taxes directly to the municipality and/or school district in which they reside.

KidsVoice is required to withhold Pennsylvania personal income tax from all employees including non-Pennsylvania-resident employees who live in another state but work for KidsVoice.  If you live in Ohio or West Virginia you can request that KidsVoice withhold the state income tax for Ohio or West Virginia instead of Pennsylvania personal income tax.    This is possible because the states of Ohio, West Virginia and Pennsylvania participate in a reciprocal tax collection agreement.  The reciprocal tax agreement also covers New Jersey, Indiana, Maryland and Virginia.

W-2 Form, Annual Wage Statement
By January 31 you will receive a W-2 Form for the previous year.  The W-2 will report all of the wages paid to you during the previous calendar year.  

If you received short or long-term disability insurance payments during the calendar year, you will receive a second W-2 for just those payments.

If your address changes after you leave KidsVoice, you must notify KidsVoice of your new address to insure that you receive any W-2 forms.

Personnel Data Changes
To help us keep records and benefit program information accurate, please notify KidsVoice of any changes to your personal information. 

The information we need includes your mailing address, telephone numbers, name changes, changes to your dependents’ information, whom to contact in case of an emergency, educational accomplishments, and other possibly relevant information. 

To make changes or if you have questions about what information is required, contact the Office Manager.

Employee Benefits
Insurance Coverage and Start Dates
KidsVoice will pay 100% of the premiums for individual medical, dental, short and long-term disability coverage’s for full-time, eligible employees, subject to the terms and conditions of the applicable policies.  Eligible employees are responsible for payment of any deductibles and co-payments.  

Coverage will begin on the earliest possible date under the terms of the applicable policies.  This is usually the first day of the first full month after the employee begins work.  Employees who begin work on the first of the month may be eligible for benefits beginning that day.

Coverage for Dependents
Employees may choose to purchase medical or dental coverage for their dependents, spouse or domestic partner.  The employee contribution is the cost difference between individual coverage and two persons, parent and child, parent and children, or family coverage.  The table below lists the required level of employee contributions toward the premium.  

Years of Service


Required Employee Contribution
Thru End of 1st year


100% of additional premium


Thru End of 3rd year


75% of additional premium
Thru End of 6th year


50% of additional premium

Thru End of 10th year


25% of additional premium

After 10 years



0% of additional premium

Years of service are based on the anniversary of an employee’s date of hire.  If an employee completes a year of service and becomes eligible for a lower contribution rate the employee must complete the Election Form.  After the paperwork is complete, the employee’s contribution will be reduced during the first pay period that includes the employee’s anniversary date.    

Employees receive the next higher benefit level after he or she completes the year of service listed not at the beginning of that year of service.

Example:  John Smith begins employment on February 1, 2002.  He must pay 100% of any additional premium.  On February 1, 2003 he has completed one year of service he pays 75% of any additional premiums.  On February 1, 2005, after he has completed three years of service, he pays 50% of any additional premium.

Cost of Coverage
The cost of purchasing health insurance coverage for dependents, spouses and domestic partners changes each year.  The Office Manager maintains the current price list.  You will be informed of changes as soon as they are made known to us.  You will need to complete a new Election Form each time the premium changes.

Payroll deduction is used to purchase additional insurance coverage.  Payments for the premiums are made on a pre-tax basis.  Premium contributions are deducted twice per month beginning in the month prior to the coverage start date.  For example, if you want your dependents to be covered for dental insurance in July 2004 the premiums for July’s coverage will be deducted in June 2004.

Health Insurance
This Handbook provides general information about the health insurance plans.   Each insurance program has a plan document and information booklet or online information available to provide specific information about plan benefits, coverage’s, limitations, etc.  The Office Manager can provide you with a copy of the benefits material.  

Every effort has been made to ensure that the information contained in this Handbook accurately reflects current plan provisions.  However, the plan documents will govern, if there is any conflict between those documents and the Handbook.

Medical Insurance
KidsVoice offers medical insurance options to full-time employees.  Employees must work at least 30 hours per week to qualify for this benefit.  You are encouraged to look through the plan information booklets and choose the plan that best meets your needs.  

KidsVoice medical insurances are purchased through an outside administrator on a yearly basis.  Rates are subject to increase during open enrollment.  You will be informed of the new rates if you are purchasing coverage for your spouse, domestic partner and/or dependents.   You will need to file a new Election Form during open enrollment or if you have a qualifying event to adjust your payroll deductions.  

Dental Insurance

KidsVoice offers dental insurance to full-time employees.  Employees must work at least 24 hours per week to qualify for this benefit.  The dental insurance is purchased through an outside administrator.  Rates are subject to increase.  You will be informed of the new rates if you are purchasing coverage for your spouse, domestic partner and/or dependents.   You will need to file a new Election Form if you have a qualifying event to adjust your payroll deductions. 

Life Insurance

KidsVoice offers group term-life insurance through an outside administrator.  Each full-time employee receives life insurance in an amount of $50,000.00.  Employees must work at least 24 hours per week to qualify for this benefit.  The life insurance is purchased through an outside administrator.  

Each employee must complete an enrollment form and indicate the beneficiary of the policy.  You may change your beneficiary at any time.  See the Office Manager for a form.  If no beneficiary is listed, the death benefit proceeds will be awarded to your estate.

Employees may purchase, on a pre-tax basis, up to an additional $50,000 in life insurance coverage.  The cost of the coverage varies dependent upon factors determined by the life insurance company.  See the Office Manager for current rate information or an enrollment form.  You will be informed if the rates change if you are purchasing additional life insurance for yourself.  You will need to file a new Election Form to adjust your payroll deductions.  No coverage is available for dependents or spouses at this time.   

Short-Term Disability

KidsVoice offers short-term disability insurance through an outside administrator.  This benefit provides monetary benefits to employees that have a qualified disability.  Employees must work at least 24 hours per week to qualify for this benefit.

The short-term disability benefit is equal to 60% of your pre-disability gross wages and is payable for up to twenty-six weeks.  Depending on the nature of the disability there may be a seven day waiting period before benefits are payable.  Refer to the Plan Documents for details.  If you need to file a claim, request a form from the Office Manager.

Long-Term Disability
KidsVoice offers long-term disability insurance through an outside administrator.  This benefit provides monetary benefits when you have a qualified disability.  Employees must work at least 24 hours per week to qualify for this benefit.  Refer to the Plan Documents for details.  If you need to file a claim, request a form from the Office Manager.

COBRA Benefits
In accordance with COBRA (Consolidated Omnibus Budget Reconciliation Act) requirements, KidsVoice offers continuation of healthcare coverage to employees and certain qualified beneficiaries whose employer-sponsored coverage would otherwise terminate due to a qualifying event.  Employees and beneficiaries who lose benefits due to a qualifying event may elect to continue health care coverage at their own expense under the KidsVoice group insurance plans.  

A qualifying beneficiary is any individual who, on the day before the qualifying event, is covered under a KidsVoice group health plan by virtue of being the covered employee, spouse of the covered employee, or the dependent child of the covered employee.

Qualifying events include:

1. Voluntary or involuntary termination of employment for reasons other than gross misconduct

2. Reduction in the number of hours of employment

3. The covered employee becomes entitled to Medicare benefits

4. Divorce or legal separation of the covered employee 

5. Death of a covered employee

6. Loss of status as a dependent child under plan rules

Employees who elect to continue coverage under COBRA must pay for 100% of the monthly premiums plus a 2% administration fee.  Failure to pay premiums may result in loss of coverage.

Information regarding COBRA benefits is presented to all employees when they begin employment at KidsVoice and when they terminate employment.  Additional information about COBRA benefits is available from the Office Manager.

403(b) Retirement Plan

KidsVoice offers a 403(b) Retirement Plan to eligible employees.  Eligible employees may enroll at anytime.  

Under the Plan, employees contribute a percentage of salary and KidsVoice provides a matching contribution according to the following schedule: 

Matching Schedule

	Percent of Salary Contributed

 by Employee
	Employer Match

	First        1% of Salary
	100% Match

	Second    1% of Salary
	100% Match

	Third       1% of Salary
	100% Match

	Fourth     1% of Salary
	50% Match

	Fifth        1% of Salary
	50% Match


Match Example:  If an employee contributes 4% of salary, KidsVoice will contribute a match equal to 3.5% of the same salary.  

Your personal contributions to the Plan are always 100% vested.

Matching contributions made by KidsVoice to your account vest according to the following schedule:

Vesting Schedule

	Years of Service
	Vesting Percent

	After One Year
	25%

	After Two Years
	50%

	After Three Years
	75%

	After Four Years or more
	100%


Years of Service prior to January 1, 2002, which is the effective date of the Plan, will not be counted for vesting purposes.

If you were hired prior to January 1, 2002, your Years of Service begin on January 1, 2002.

Example:

 John Smith was hired on September 30, 2000. On January 1, 2004 John has completed 2 Years of Service for vesting purposes.

If you were hired after January 1, 2002, your Years of Service are based on your anniversary date of hire.

The Plan also features, self-directed investments with several different mutual funds and online access to your account for monitoring your balances and initiating investment transactions.   

Details about the Plan are set forth in the Summary Plan Description and the Plan Document.  See the Office Manager if you would like to review this information or to request an enrollment form.  

Cafeteria Benefit Plan

KidsVoice sponsors a Cafeteria Benefit Plan that allows you to elect to use pre-tax dollars to pay for certain expenses.  This Plan is operated in accordance with federal guidelines and provides a savings of federal income taxes to employees who participate.  The advantage of the Plan is that you will save the amount of your tax bracket on all amounts reimbursed through the Plan.  The risk is that in order to qualify for the tax advantage, any pre-tax amounts you elect to set aside are forfeited if you do not spend them during the election year.  Also, the pre-tax amounts you elect to set aside will not be considered wages for purposes of determining your Social Security benefits.  There is a maximum annual amount that you may allocate to both the Health Care Spending Account and The Dependent Care Spending Account.  Please refer to the Plan Document for specifics on the operation of this Plan.

Cafeteria Plan Qualifying Expenses:

1. Unreimbursed Health Care Costs 

Health care costs include co-payments, deductibles, uninsured medical and dental coverage, eyeglasses, alternative medicine treatments, etc. for you and any dependents.  Your dependents are your spouse and children. A Health Care Spending Account will be established to track your contributions and reimbursements.  

2. Dependent Care

Dependent Care Qualifying Individuals are listed below: 

a. Dependents of a Participant who are under the age of 13 (Example: Daycare costs)

b. Dependents of a Participant who are physically or mentally incapable of caring for himself or herself (Example: Institutional care of a child)

c. The Spouse of a Participant, if he or she is physically or mentally incapable of taking care of himself or herself (Example: In-Home care for spouse)

A Dependent Care Spending Account will be established to track your contributions and reimbursements.  

Each year in December, employees who wish to participate in the Plan complete an Election Form.  You elect how much to set aside in the next calendar year.  For example, your election for 2004 covers the calendar year beginning January 1 through December 31, 2004.  You cannot change your election once it is made except under the limited circumstances set forth in the Plan Document.

If you are contributing to a Health Care Spending Account or Dependent Care Account, you may request reimbursement from the Plan monthly.  You need to complete the Cafeteria Plan Reimbursement Request Form, attach the necessary documentation, and submit it to the staff accountant for reimbursement.  Once approved, your request will be paid within ten days of receipt.

Reimbursement of Commuter Expenses

Child Advocacy Specialists, Attorneys and Management Staff

KidsVoice will reimburse 66% of downtown commuting expenses up to $110.00 per month.  Reimbursable expenses include parking and bus expenses.  These employees may use a combination of both parking and bus expenses.  Commuting mileage is not a reimbursable expense.

If your job requires that you often leave the office and return in the day, it may be cost effective to purchase a parking lease with in/out privileges.

All Other Staff

KidsVoice will reimburse 66% of the cost of a monthly one-zone or two-zone bus pass.  Please see the Office Manager if you wish to enroll in this program.

Qualified Transportation Fringe Benefit Plan
KidsVoice sponsors a Qualified Transportation Fringe Benefit Plan that allows you to elect to use pre-tax dollars to pay for certain transportation expenses.  This Plan is operated in accordance with federal guidelines.  If you elect pre-tax reimbursement of your expenses, you will not pay social security tax or federal income tax on the amount of the reimbursement.  

If you have non-reimbursed expenses you may elect to have the amount deducted from your next pay on a pre-tax basis.  Signing the appropriate 

section of the Monthly Expense Report makes the election.  If you make this election, this amount will be included in your expense reimbursement check and the same amount will be deducted from your next pay.  

Example: Employee purchases a $160.00 per month lease with a garage.  KidsVoice will reimburse the employee $105.60 (66% of $160.00). The employees’ responsibility is $54.40.  If the employee elects to use pre-tax dollars for the $54.40 (unreimbursed amount), KidsVoice would give a check to the employee for $160.00 and the $54.40 would be deducted, pre-tax, from the employees next pay.  

Credit Union

KidsVoice currently offers credit union services through Alcose.  Alcose is the Allegheny County School Employees’ credit union located in Pittsburgh.  They offer a variety of services to members.  

If you wish to participate you may have some or all of your pay directly deposited into the credit union.  Credit union information packets may be obtained from the Office Manager.  You may call Alcose directly, at 412-673-2450 for additional information. 
Holidays

The following regularly scheduled holidays are paid days off.  

1. New Year’s Day

2. Martin Luther King, Jr. Day

3. Presidents’ Day

4. Memorial Day

5. Fourth of July

6. Labor Day

7. Thanksgiving Day

8. Day after Thanksgiving

9. Christmas Day

10. Floating Holiday – One day to be selected by each employee with the approval of his/her supervisor. 

There may be times when an employee is asked to work on a holiday.  When this happens the employee will receive another day in place of the holiday.  For example, your supervisor asks you to cover court hearings on the day after Thanksgiving.  Because you worked on a holiday, your supervisor and you will agree on another day for you to have off.

Vacation and Sick Time

Vacation Time:

Regular full-time employees earn vacation time according to the schedule below.    

Vacation Time Schedule

	Year of Service
	Maximum Days
	Accrual Rate


	First calendar year of employment
	15 days
	1.25 days per month


	Second thru Fifth Calendar year of Employment
	20 days
	1.66 days per month

	Sixth Calendar Year of employment and afterwards
	25 days
	2.08 days per month


Regular part-time employees earn vacation time on a prorated basis.  For example, if you are scheduled to work twenty (20) hours per week, you will earn one-half of the vacation time allocated to a full-time employee.

Vacation time is accounted for on a calendar year basis.   Vacation time begins accruing on January 1 of each calendar year and should be used by December 31 of that year.  Employees must use vacation time in a minimum of half-day increments.

Years of Service:

For purposes of determining vacation time, new employees will be deemed to have begun their second year of employment as of the next January 1 after their date of hire.   

Example:  Jane Smith begins employment on September 1, 2010.  She earns vacation time at a rate of 1.25 days per month in 2010.  As of January 1, 2011 Jane is considered in her second year of employment and will begin to earn vacation time at a rate of 1.66 days per month.

How Vacation Time is earned:

The accrual rate shows how many days’ regular full-time employees earn for each full month worked.  You must be a KidsVoice employee for the entire month to earn vacation time.  You are permitted to take accrued vacation time days during the year.  If you terminate employment during the year you will be paid for any unused, accrued vacation time.  

If you are on unpaid leave status for more than five days in a month you will not earn vacation days for that month. 

How to calculate Vacation Time:

At any point in the year you can calculate how much vacation time you have earned.  Multiply the number of complete months you have worked by the accrual rate.  Round the answer up or down to the nearest half day.  

Example:

1.  John begins employment on February 12.  On July 2 he wants to know how much vacation time he has earned.  Multiply 4 months (March, April, May and June) times the accrual rate of 1.25 days per month.  The answer is 5 vacation time days.

2.  Jane is in her third year of employment.  She wants to know how much vacation time she has available on June 1.  Multiply 5 months (January, February, March, April, May) times the accrual rate of 1.66 days per month.  The answer is 8.3, which is then rounded to 8.5 vacation time days.

Unused Vacation Time:

Employees are encouraged to use allotted vacation time during the year.  Employees can carry over ten unused vacation days into the next calendar year.  The carryover days must be used prior to September 1 of the following year or they will be forfeited.  Any unused days in excess of ten at year-end (December 31) are forfeited.

How to request Vacation Time:

All requests for vacation time must be approved by your supervisor. Employees should complete the Vacation Time Off Request Form and submit it to their supervisor.  If approved, the form is sent to the Office Manager who tracks each employee’s vacation time.  Check with the Office Manager if you are unsure of how much vacation time you have accrued or used.

Sick Time:

On January 1 of each calendar year, each regular full-time employee receives 5 sick days.  Regular part-time employees receive a prorated amount of sick days.  Sick time may only be used by employees to care for themselves or to care for family members (child, parent, spouse or domestic partner) when they are ill or injured.  While employees are expected to make every effort to schedule medical appointments outside of work hours, employees may also use sick time to attend medical appointments if it is necessary that the appointment be during work hours.  

Employees must use sick time in a minimum of half-day increments. 

New Employees:

Regular full-time employees hired after January 2 but before July 1 of the calendar year will receive 4 sick days for their first calendar year.  Regular full-time employees hired on or after July 1 of the calendar year will receive 2 sick days for their first calendar year.  Regular part-time employees will receive a prorated amount of sick days.  For example, if you are scheduled to work 20 hours per week, you will receive one-half of the sick time allocated to a full-time employee.

Unused Sick Time:

Employees may carryover up to 10 unused sick days into the next calendar year.  These carryover days are considered “banked” and may be used for extended or unexpected illnesses and injuries.

When an employee terminates employment with KidsVoice, the employee forfeits all unused sick time.

How to Request Sick Time:

If an employee knows in advance that he/she is taking sick time, the employee should complete the Sick Time Request Form and submit it to his/her supervisor. If an employee does not know in advance that he/she is taking sick time, the employee, upon return to the office, should complete the Sick Time Request Form and submit it to his/her supervisor.  If approved, the form is sent to the Office Manager who tracks each employee’s sick time.  Check with the Office Manager if you are unsure of how much sick time you have left.

If an employee is out on sick time for more than five consecutive days, KidsVoice may require a medical certification of the employee’s or family member’s illness.

If an employee is out sick but has no more sick time available, the employee’s vacation time will be used to cover those days. 

Requests for Time Off in Excess of Accrued Vacation and Sick Days:

Unpaid time off for up to five consecutive days or five cumulative days in a calendar year must be approved by the employee’s supervisor. Generally, only unpaid time off for emergencies or illness will be approved.  Employees may be asked to provide documentation of the emergency or illness.  

Unpaid time off requests beyond five consecutive days or five cumulative days in a calendar year must be approved by the Executive Director.  

Bereavement Leave
In an event of the death of a spouse, child, stepchild, parent, parent-in-law, sibling, son or daughter-in-law or grandparent, paid bereavement leave may be granted for up to 3 days.  Employees are asked to call the office as soon as possible if he or she will not be at work because of a family death.  The employee’s supervisor must approve any unpaid leave beyond three days.

Family and Medical Leave Act 

As required by the FMLA (Family Medical Leave Act), KidsVoice will grant up to 12 weeks per 12-month period of unpaid leave to employees who have completed one year of service and have worked at least 1,250 hours in the last 12 months.  KidsVoice will use a retrospective rolling 12-month period as the FMLA year.  

Leave may be taken for the following reasons:

1. For the birth of a son or daughter, of the employee

2. For the placement with the employee of a child for adoption or foster care, and to care for the newly placed child 

3. To provide for the employee’s spouse, child, or parent (but not a parent “in-law”) with a serious health condition

4. Because of a serious health condition that makes the employee unable to perform his/her job.

Employees must notify their supervisor, or the Operations Manager if their supervisor is unavailable, of the need for leave as soon as the employee has knowledge that leave time will be required.  If the leave is to be taken because of the birth or placement of a child for adoption or foster care, or for foreseeable medical treatment at least 30 days notice is required, whenever possible.  When leave is due to a serious health condition of the employee or the employee’s spouse, child or parent, the doctor providing medical attention to the patient must provide certification.

The certification must include:

1.  The date the condition commenced

2.  The probable duration of the condition

3.  The appropriate medical facts regarding the condition

4.  A statement that the employee is needed to provide care for the family member
5.  An estimate of the amount of time that the employee will be needed to    provide care when appropriate

6.  A statement that the employee is unable to perform the functions of     his/her job

7.  An estimate of the duration of the condition that prevents the employee from working

KidsVoice may require verification of the need for leave by requesting the employee seek a second medical opinion.  If KidsVoice requires a second medical opinion, KidsVoice will select a physician of its choice and pay for the cost of obtaining the second opinion.  If the first and second medical opinions differ, KidsVoice may require a third medical opinion.  If this becomes necessary, KidsVoice and the employee will mutually select a physician and KidsVoice will pay the cost of obtaining the opinion.  Failure to obtain the second and/or third medical opinion when requested will result in denial of leave.

Leave may be granted on an intermittent or reduced schedule basis when necessary because of the nature of the medical condition and the scheduling of medical treatment as might be required for chemotherapy or radiation treatment for cancer patients.

KidsVoice will consider granting FMLA leave on an intermittent or reduced schedule to care for a new born or newly placed adopted or foster child on a case-by-case basis.  Factors that will be taken into consideration are length of employment, the performance record of the employee and business necessity as related to the job of the employee requesting such leave.

Leave to care for a new child must be completed within 12 months of the birth or placement of the child.  

While an employee is on FMLA leave, KidsVoice will continue to pay its share of your health care premium.  You must make arrangements with your supervisor or Office Manager to continue to pay your part of the premium.  Failure to pay your share of the premium could result in the loss of your health insurance benefits, which may result in loss of your COBRA rights.

Vacation time does not accrue when an employee is on unpaid FMLA leave for more than five days in the month.

Employees are required to use accrued paid time off while on FMLA leave.  If paid time off is used because of the employee’s serious health condition for which they are receiving workers’ compensation or other benefits, accrued paid time off will be used in such a manner to bring the employee’s total income equal to his/her normal earnings.

While on leave, employees are required to contact their supervisor or the Office Manager at least once every two weeks unless other arrangements are made.

When leave is taken because of the employee’s illness he or she must present a “release to work” notice from the attending physician before the employee will be allowed to return.

Whenever possible, employees who return at the end of the approved leave time will be restored to the position they held when the leave began.  If the same position is not available, the employee will be restored to an equivalent position 

unless the employee would not otherwise have been employed at the time reinstatement was requested.  The only exception to this policy of restoration is that salaried employees who fall within the 10% most highly compensated employees of KidsVoice do not have to be restored to their position if restoration of employment will cause substantial and grievous economic injury.

Whenever there is a question of a definition of a term used in this policy, the definitions used in the FMLA will apply.

Other Extended Leave of Absence
Unpaid leave beyond the amount of time allowed under the FMLA or other extended leave of absence requests are at the discretion of the Executive Director.  An employee who requests an unpaid leave must notify his/her supervisor and then submit a prior written request to the Executive Director at least four (4) weeks prior to the expected leave.  In emergency situations, the Executive Director may waive the prior notice requirement.

Break in Service

If you become a KidsVoice employee within one year of terminating employment from KidsVoice, your previous Years of Service will be credited towards our benefits if the Plan permits.

Jury Duty
From time to time employees may be called upon by their county of residence to serve on a jury.  If you receive an official summons to serve on a jury, bring the summons to your supervisor.  

KidsVoice will compensate employees at their regular rate for up to five days of time spent away from work because of jury duty per year.  Employees will not be required to use accrued paid time off for up to five days of jury duty per year.  In exchange for this compensation, employees must provide necessary documentation of the hours and days of jury duty service, usually a Notice of Completion of Jury Service, and give KidsVoice any remuneration received by them from the county for up to five days of jury duty, excluding travel expenses.  

If jury duty exceeds five days in one year, the employee may use accrued paid time off or take an unpaid leave of absence to fulfill his or her obligation.

Military Duty
KidsVoice is in compliance with all state and federal laws in regards to military leave of absence.  

Professional Licenses and Dues & Continuing Education Requirements
KidsVoice will pay for the annual professional license relevant to the employees work at KidsVoice. For Attorneys, KidsVoice pays for membership in the Allegheny Bar Association unless another relevant professional organization is requested.  For other employees, KidsVoice will pay for annual dues, up to $250, to one professional organization relevant to the employee’s work at KidsVoice.  

The employee, and not KidsVoice, is responsible for fulfilling and tracking all requirements necessary to maintain their license, including continuing education credits.

Conferences and Trainings
KidsVoice intends to support the professional growth and development of our staff and to further the organization’s expertise in appropriate areas by providing an annual conference and training allowance to employees.

Conference and Training Allowance:

Each employee may use up to $500 during any fiscal year (July 1 - June 30) for reimbursement of registration, transportation, meals and lodging costs associated with attending conferences and trainings relevant to his or her work. This may be used towards payment for one or more conferences, trainings, or seminars.  Employees are required to coordinate travel arrangements with other employees whenever possible.  

If prior to June 30, an employee identifies a training or conference that takes place prior to September 1, the employee may apply any unused portion of the $500 training allowance towards that training or conference.

Conferences and Trainings Available at Reduced or No Cost:

KidsVoice staff are eligible to attend and receive up to 12 program credits per year free through PBI.  Requests to attend these programs must be approved by their supervisor.  Please note that while the tuition is free for up to 12 credits, any travel related expenses, except for those noted below, are subject to an employee’s $500 conference and training allowance. Credits beyond 12 can be purchased at a 50% rate reduction.

KidsVoice pays travel and lodging expenses for staff to attend the Statewide Pennsylvania Bar Institute (PBI) trainings co-sponsored by the Children’s Rights Committee of the Pennsylvania Bar Association.  There may be no cost to register under the PBI arrangement described above (depends on how many credits you have already used).  KidsVoice will coordinate all registration and travel arrangements.

Registration is free for KidsVoice staff to attend trainings offered by the Statewide Office of Children Youth and Families (OCYF).  Any travel and lodging expenses to attend OCYF trainings are subject to an employee’s $500 conference and training allowance. These trainings will be announced to employees at various times throughout the year.  If you are interested in attending, you will be asked to notify your supervisor.  

Conference Approval:

The employee’s supervisor must approve attendance at any conference or training in advance.  Employees do not need to use paid time off days to attend approved conferences and for reasonable travel time, as determined by the employee’s supervisor, to go to and from the conference.  Employees will be required to use paid time off days to cover travel time that is excessive beyond the period your supervisor determines as reasonable.  

Approval Procedure:

1. Identify the conference/training you wish to attend.  Complete the Conference Request Form 

2. Submit the Conference Request Form to your supervisor for approval prior to finalizing your plans. Be prepared to discuss the relevance of the conference/training to your work at KidsVoice.

3. If approved, your supervisor will submit the Conference Request Form to the staff accountant if payment is required.  The accountant will process and mail a check for the registration fee if the request is made at least two weeks prior to the due date.  

4. After the conference/training, submit a Monthly Expense Report itemizing your travel, lodging and other expenses to your supervisor for approval.  Attach all receipts.    

Workplace Procedures
Office Hours and Starting Times
The office is open for business to the public at 8 a.m. each business day.  The receptionist will answer the main telephone from 8 a.m. through 5 p.m.  Your supervisor will meet with you to review any department specific requirements for start times and break times.  Your work schedule must be approved by your supervisor.

Work Week Requirements
Each full-time hourly employee is expected to work five days a week for forty hours each week except during weeks that include paid time off or holidays.  Each full-time salaried employee is expected to work five days a week for a minimum of forty hours each week except during weeks that include paid time off or holidays.

During the day employees may take time away from work for a lunch hour, medical appointments, etc.  Such time away from work is not considered part of the forty-hour workweek expectation.  For example, if you start at 8 a.m. and take an hour for lunch, you need to work until 5 p.m. to work eight hours.

Flexible Work Schedule
Within the workweek requirements, KidsVoice offers limited, flexible work schedule options.  The purpose of this benefit is to improve service to our clients and give flexibility to employees in managing their work and personal lives.  Flexible work options are subject to the following requirements.

Requirements:

1.  Proper office staffing will be a consideration in all decisions regarding flexible schedules. Adequate numbers of staff must be available from 8 a.m. through 5 p.m. to meet client-service needs.   

2.  Flexible work schedules are a discretionary benefit that must be approved in advance by your supervisor.  Flexible schedules will be regularly monitored to determine their effectiveness for both the employee and KidsVoice.  Employees must work a minimum of forty hours per week and meet all requirements of their position.  Flexible work schedules do not change these requirements.

Flexible Options:

1. Starting times: 

Employees may structure their forty-hour workweek with regular starting and ending times on a minimum of a monthly basis.  For example, an employee might choose to work 9:30 a.m. – 6:30 p.m. with an hour lunch on Tuesdays and Thursdays and 8:00 a. m. - 5:00 p.m. with an hour lunch Monday, Wednesday and Friday for the entire year or for the month of September.

2. Planned adjustments to work schedule:

At other times, in order to meet client-service requirements, adjustments to the regular work schedule may be needed.  For example, an employee who plans six home visits on three evenings during the upcoming week should meet with his/her supervisor in advance to discuss a possible adjustment to his/her regular work schedule on the other days that week. 

Any such planned adjustments in an employee’s regular work schedule must be approved in advance by the employee’s supervisor. 

3. Unplanned adjustments to work schedule:

Occasionally, there may be times when an unplanned adjustment to the regular work schedule is needed.  For example, an employee is unexpectedly at court until 9:00 P.M. and as a result, needs to come in to work the next day at 10:00 A.M. rather than the usual 8:30 A.M. He/she should leave a voicemail message for his/her supervisor before 8:30 A.M. explaining that the employee is planning to come in late and why.

The flexible work schedule policy is not a “comp time” policy.  Employees are expected to work a minimum of forty hours per week and attend all meetings, court hearings, trainings, etc., some of which may extend beyond regular business hours or beyond their flex time schedule.

New Hire Orientation
Each new employee will meet with the Office Manager on the first day of work or as soon as practicable after that.  The Office Manager will provide an initial general office orientation including an explanation of various benefits, policies and procedures included in this Handbook.  During the orientation, new employees will complete the necessary administrative and payroll forms and receive a copy of this Handbook.

After the initial orientation, employees will receive training on the use of the computer network, client database, and e-mail.  The Office Manager will also provide training on file procedures and the activity log tracking system.

You will be provided with additional, job specific training as soon as practicable. 

Sign In Procedure

It is important that the receptionist know if employees are in the office or not.  A daily sign in sheet is kept at the receptionist desk.  It lists each employee, intern, and temporary worker.  You are required to place a check in the In column when you arrive and a check in the Out column when you leave the office.  

The daily sign in sheet should be marked each time you come and go during the day.  

Time Tracking & Calendar
Hourly employees:

Hourly employees record hours worked each day on a weekly timesheet.  At the end of each week the employee gives the timesheet to his or her supervisor.  The supervisor reviews and approves the timesheet and forwards it to the appropriate person for payroll processing.

Salaried employees:

Salaried employees who work in direct client service are required to complete a daily activity log.  The activity log is a computer based tracking system used to record client service time.  Information gathered by the activity log is used for client outcome studies, internal operation planning and administration, documentation to funding sources and billing purposes.  

You will be trained to use the activity log program during your orientation.  The activity log should be updated daily or as soon as possible if the employee is not in the office.  Salaried employees do not complete a timesheet for payroll purposes.

All employees are required to keep their business calendar on Microsoft Outlook.

Call Off Procedures
There may be times when you are unable to come into work on a regularly scheduled day.  When this happens, you must call your supervisor as soon as you know that you will not be coming in.  If your supervisor is unavailable to speak with you when you call in, leave a voice mail message explaining why you are unable to come in.  You must also inform your supervisor if there is any thing that needs to be attended to in your absence.  

Also, leave a voice mail message for the receptionist stating that you will not be in.  No explanation for the absence needs to be given to the receptionist.   

If you are physically unable to call in, you must ask someone to make the call on your behalf.  

Unplanned absences that exceed two days:

If you are physically able to do so, you must call in personally and speak to your supervisor if you have been off work for three or more days.  If you are physically unable to call in, you must ask someone to make the call on your behalf.

If you do not report to work for three or more days and do not contact your supervisor during that time, you may be considered to have abandoned your job.  Job abandonment is considered a voluntary resignation by the employee.

Dress Code
It is important that KidsVoice employees convey, at all times, a caring, professional image.  The personal appearance of our staff is a significant part of our public image as serious professionals providing quality advocacy services to children.  

Minimum dress requirements are based on the work activity and are listed below.  Keep in mind that at any time, employees may be required to attend an unexpected or unscheduled meeting, court hearing, etc. where professional attire is needed.  Employees must be prepared for this situation at all times.  You may want to keep a change of clothes at the office to anticipate these occasions.  

Work Activities





Minimum Requirements

1.  Attendance at court 
Professional, business attire


2.  Meetings involving third parties  
Professional, business attire or business casual depending on the setting

3.  Client Visits





Business casual

4.  Work in office during business hours.

Business casual

Examples of Professional, Business Attire:
Business Suits, Sport Coats, Ties, Dress Slacks, Dresses and Skirts/Blouses.

Examples of Business Casual:

Casual Slacks, Skirts, Shirts, Khakis, Twill, Corduroy Pants or Skirts, Golf/Polo shirts, Turtlenecks and Sweaters.

Not permitted:  

Jeans, any Denim Apparel, Shorts, T-shirts, Sweat Pants or Shirts, Wind/Jogging Suits, Flannel Clothing, Bare Midriffs, Shower Sandals (flip-flops) or Athletic Shoes.

Employees who report to work inappropriately dressed may be asked to leave work on their own time and return in acceptable clothing.  Employees who repeatedly violate this policy will be subject to disciplinary action, up to and including termination.

Personal Belongings

Employees may want to bring in small personal items for his or her workspace.  You may do so as long as the items are appropriate for the workplace and do not violate the KidsVoice Harassment Policy.  If you choose to bring personal belongings into work, you do so at your own risk of loss.  Although KidsVoice tries to maintain the office as a comfortable and safe working environment, we are unable to monitor every employee and workspace at all times.  KidsVoice does not insure your personal belongings.  You are not encouraged to bring in anything of value. You should not leave your wallet, handbag, or similar items unattended.  

Emergency Procedures
Building and Office Problems:

The Frick Building maintains on site maintenance and security personnel.  The Building has documented and distributed emergency fire, terrorism, evacuation, and other procedures.  If an emergency arises, contact Building Management, 412-281-1260 during business hours from 8 a.m. to 5 p.m., or call 911.  After business hours, contact Building Security via page at 412-597-1749 or call 911.   Follow the posted emergency evacuation plans.  

After Hours Work Place Procedures:

In order to better protect our employees and property after business hours, the following procedures have been put into place:

· At 5:00 p.m., the receptionist will close the main doors to the office and make sure they are locked.

· All employees who enter or exit the office after 5:00 p.m. must close that door and make sure it is locked.

· Employees who need to enter the office after 5:00 p.m. but have forgotten their keys should go to the first floor and speak with building security. 

Personal Emergencies:

If you or another employee is having a personal medical emergency, please call 911 for professional help.  When possible, alert the Office Manager also.

If you have to leave the office for a personal emergency, please try to tell another employee who will alert your supervisor and the receptionist.  

Each employee completes an emergency contact form when they are hired.  In the event of an emergency, your contact information will be used to notify the appropriate parties.  

Termination of Employment

Prior to termination (voluntary or involuntary) the Office Manager will meet with the employee to discuss termination issues related to final pay, unused paid time off, and benefits.  Employees will receive a written COBRA notification.  Employees must return all KidsVoice property including client files, office keys and access cards before their final day of work.

Employees are asked to provide 10-business days written notice of their resignation of employment to their supervisor.  Our expectation is that the employee works those 10 business days and completes all relevant duties including file documentation.

Former employees should report any address changes to the Office Manager so that year-end W-2 Form can be mailed to the correct location.

Office Furniture
KidsVoice will supply you with a desk, chair and filing cabinet for your office.   Additional furniture may be available upon request.  Employees who wish to bring in their own office furniture or supplies must first inform the Office Manager so that arrangements can be made. 

Use of Kitchen Facilities
The kitchen area is available for the convenience of all employees.  You are responsible for cleaning up after yourself.  Do not leave any dirty dishes in the sink or wrappers, crumbs, food containers, etc. on the tables.  Your cooperation is needed to keep the kitchen clean, as KidsVoice does not pay anyone to clean the kitchen.     

Two refrigerators are available for employee use.  Unless specifically marked, all food that is in the refrigerators belongs to someone and is not for general consumption.  Do not take food that does not belong to you.   Once each month the refrigerators are emptied out.  You will be advised several days in advance to remove or mark anything you want to keep.

Safety Policy
KidsVoice makes every effort to avoid or keep accidents to an absolute minimum.  Safety is everyone’s business and we need, want and expect everyone’s support to prevent accidents.

It is everyone’s responsibility to be familiar with and follow our general safety rules and otherwise follow common sense standards of working safely:

1. Report all work related personal injuries or damage to property at once to the Office Manager, no matter how slight.  Because small cuts or scratches can become infected, get first aid promptly.  Whenever possible, you will be asked to complete an Accident Report to provide written detail about the incident.

2. When lifting, use approved lifting methods:  stand close to load, have good footing, bend your knees, squat down, grasp the load firmly, keep back straight and push up with your legs.  Always ask for help when loads are too heavy, bulky or awkward.

3. Always practice good housekeeping.  Return all files, equipment, and materials to their proper storage area.  Keep all aisles and work areas clear and clean.  Dispose of trash in proper trash containers.

4. Don’t horseplay; avoid distracting others by running, yelling, throwing objects, and practical joking.

5. Help new employees learn their job the safe way by pointing out and contrasting safe and unsafe work habits.

For purposes of filing a workers’ compensation insurance claim, employees have 120 days to report the injury.  However, if the injury is not reported within 21 days, the employee will not be considered eligible for lost wage benefits.

Office Conditions
KidsVoice strives to maintain a pleasant and productive work environment.  KidsVoice must comply with all Frick Building management’s rules and regulations.  Employees are not permitted to light candles, burn incense, or maintain a flame of any type. If you have problems with the temperature or other conditions in your work area, contact the Office Manager.  The Office Manager will work with you and building management to solve the problem. 

Personal Use of KidsVoice Equipment
Personal use of KidsVoice office equipment is not permitted.  Office equipment includes copiers, fax machine, postage machine, long distance telephone services, and other similar equipment.   

There may be times when employees need to make a personal long distance telephone call during business hours.  Employees should inform their supervisor about the call in advance.  Employees must reimburse KidsVoice for the cost of the call when it appears on the monthly telephone invoice.

The office does not ‘sell’ postage from the postage machine.  The meter prints information unique to KidsVoice and it is not appropriate to appear on personal mail.

Computer and E-mail Usage

KidsVoice may provide employees with access to computers, computer files, the Internet, the e-mail system and software to use in performing your job.  Employees should not use a password, access a file, or retrieve any stored communications without authorization.  To make sure that employees comply with policy, usage may be monitored.

This policy explains our guidelines for using computers, the Internet and e-mail responsibly and productively.  While usage is intended for job-related activities, we permit incidental and occasional brief personal use within reasonable limits.

All data that is composed, transmitted, or received via our computer systems is considered to be part of our official records.  This means that it is subject to disclosure to law enforcement or other third parties.  Therefore, you should always make sure that the business information contained in messages and other transmissions is accurate, appropriate, ethical, and lawful.

The equipment, services, and technology provided to you by KidsVoice are always the property of KidsVoice.  Therefore, KidsVoice reserves the right to monitor usage.  We also reserve the right to retrieve and read any data that is composed, sent, or received through our online connections or is stored in our computer systems.  Any equipment or software that you bring to the workplace is subject to the conditions set forth in the Use of Personal Equipment and Software section of this handbook.

We do not allow data that is composed, transmitted, accessed, or received via the Internet to contain content that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive to any employee or other person.

Examples of unacceptable content include (but are not limited to) sexual comments or images, racial slurs, gender-specific comments, or other comments or images that could reasonably offend someone on the basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, or any other characteristic protected by law.  If you receive unsolicited content of this nature, delete it immediately and make every effort to ensure that you do not receive any more unacceptable content from that source.  For example, if a friend emails you an offensive joke, delete the joke and reply to your friend, instructing your friend not to send you that type of material.

KidsVoice does not allow the unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or patented material on the Internet.  As a general rule, if you did not create the material, do not own the rights to it, or have not received authorization for its use, you may not put the material on the Internet or forward it.

Before you download or copy a file form the Internet, you should take the necessary anti-virus precautions.  KidsVoice requires that all downloaded files be checked for viruses.  All compressed files must be checked for viruses both before and after decompression.

Employees whose usage violates laws or KidsVoice policies are subject to disciplinary action, up to and including termination of employment.  Employees may also be held personally liable for any violations of this policy.

The following are examples of some actions and activities that are prohibited and which could result in disciplinary action up to and including termination of employment:

· Sending or posting discriminatory, harassing, or threatening messages or images

· Using the organization’s time and resources for personal gain

· Stealing, using, or disclosing someone else’s code or password without authorization

· Copying, pirating, or downloading software and electronic files without permission

· Sending or posting confidential material, trade secrets, or proprietary information outside of the organization

· Violating copyright law

· Failing to observe licensing agreements

· Engaging in unauthorized transactions that may incur a cost to the organization or initiating unwanted Internet services and transmissions

· Sending or posting messages or material that could damage the organization’s image or reputation

· Participating in the viewing or exchange of pornography or obscene materials except when approved in advance by your supervisor for case-related purposes

· Sending or posting messages that defame or slander other individuals

· Attempting to break into the computer system of another organization or person

· Refusing to cooperate with a security investigation

· Sending or posting chain letters, solicitations, or advertisements not related to business purposes or activities

· Using the Internet for political causes or activities, religious activities, or any sort of gambling

· Jeopardizing the security or the organization’s electronic communications systems

· Sending or posting messages that disparage another organization’s products or services

· Passing off personal views as representing those of the organization

· Sending anonymous email messages

· Engaging in any other illegal activities

· Violating copyright law

Use of Personal Equipment/ Software

KidsVoice provides each employee with a computer to use at work.  Employees who want to use their own personal computer or other electronic device (Palm Pilot, lap top, other hand held, etc.) or software at work must agree to the following usage conditions and procedures.

1. KidsVoice will determine if the equipment is compatible with our network.  There must be a network card to access the server.  

2. KidsVoice will install Microsoft Outlook onto the equipment.  Outlook is needed for employees to access e-mail accounts.

3. Except for regular software updates that may be required to access the network, KidsVoice is not responsible for maintaining the equipment, installed software and/or operating system.

4. KidsVoice is not responsible for any loss or damage to the equipment.

5. The employee is responsible for maintaining confidentiality of all KidsVoice records and information and for prohibiting access to KidsVoice files by unauthorized persons.

6. KidsVoice reserves the right to monitor usage of the personal equipment or software.  We also reserve the right to retrieve and read any data that is composed, sent, or received through the personal equipment or software.

Employees must discuss the equipment or software with the Information Technology Administrator and obtain approval from the Office Manager before bringing the equipment or software into work.  

Office Keys, Access Card & Photo ID Card

Each employee receives an office key, Frick Building access card and a photo ID card.  The access card permits an employee to enter the building during non-business hours.  Employees are responsible for keeping the cards and key safe.  Employees will be responsible for paying for the cost of replacement keys and cards.

Monthly Expense Report
The Monthly Expense Report is used for any or all of the following:

1. To request reimbursement of business expenses

2. To request reimbursement of commuter expenses

3. To participate in the Qualified Transportation Program for non-reimbursed qualified expenses

The Expense Report is available on the shared drive on the network.  The Report is a spreadsheet that will perform necessary calculations for you.  It will automatically add the columns and calculate the mileage reimbursement and unreimbursed commuter expense amounts. Instructions on how to complete the Expense Report are available on the form.  Be sure to sign the form and attach receipts.  

You should complete the Monthly Expense Report and submit it to your supervisor by the tenth day of the following month.  After it is approved, a check will be processed within ten days.

Business Expenses

KidsVoice will reimburse employees for certain expenses incurred for business purposes.  A description of common expenses is included here.  If you have a question about an expense that is not on this list, see your supervisor.  Any expense that is not on this list must be approved in advance by your supervisor.  Use the Monthly Expense Report to request reimbursement of these expenses.  

Parking:

KidsVoice will reimburse 100% of parking expenses you incur when traveling (out of downtown) for a meeting or home visit where you have to pay for parking.  These parking expenses should be listed on the first page of the Monthly Expense Report.  They should not be included in the Downtown Commuter Expense section.

Mileage Reimbursement:

KidsVoice will reimburse mileage for the business use of your vehicle excluding commuter mileage to and from work. For single stop trips, mileage is calculated from the downtown KidsVoice office to the destination and back.  For trips that involve multiple destinations, mileage is calculated from the office to the first destination, then mileage to the second destination, and so on until the trip ends at the office.

Tolls:

KidsVoice will reimburse 100% of tolls you incur, excluding commuter expenses, when traveling for business purposes.  You should request a receipt when the toll is paid.  

Parking Meters:

KidsVoice will reimburse 100% of parking meter charges you incur when traveling for business purposes.  Since you will not have a receipt for the expense, add the words, ‘meter parking’ to your Expense Report for that line item.

Out of Town Conference and Travel Expenses:

KidsVoice will reimburse certain out of town travel expenses you incur when traveling for business purposes including lodging, registration fees, and transportation.  The amount to be reimbursed may be limited.  Please refer to Conference and Training Allowance policy.

Meal Reimbursement:

In general, if you are traveling out of town and are required to stay overnight KidsVoice will reimburse you for up to $40 per day for meals.  KidsVoice will not pay for any alcoholic beverages.  All meals must be documented with a receipt.  

Other Expenses:

Other expenses may be included on the expense report.  They should be approved in advance by your supervisor.  Examples may include paying for a group lunch for an in-office business training or purchasing a small food or drink item for a client you are meeting.  Generally, KidsVoice will not pay for personal entertainment expenses including in-room movie rentals. 
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