LEGAL SERVICES FOR CHILDREN, INC.

PERSONNEL MANUAL
(Approved by LSC Board of Directors 10/30/00)

WELCOME 

Welcome!  Founded in 1975 as the first nonprofit law firm for children and youth in the country, Legal Services for Children aims to provide free legal and social services to children and youth under 18 years old in our community.  To effectively achieve this goal, we strive to work in a dynamic environment that emphasizes teamwork, honesty and responsibility.

This manual serves as a reference to help us better work together.  Further, it outlines Legal Services for Children’s commitments to our employees and the commitments we expect in return.  Please read it carefully and use it as needed.  If we follow these guidelines and steadfastly keep these commitments, we can expect to work in an efficient and friendly environment.

This manual intends to serve three primary purposes: to present our policies and practices in one reference source; to conform to applicable state and federal laws to convey necessary information to our employees; and to give a general description of Legal Services for Children’s benefits.  Nothing contained in this handbook should be perceived as stating or implying a contract of employment.

With this handbook, Legal Services for Children hopes to support individual performance and development and to provide the necessary information to promote good decisions daily.

Please read this entire handbook and sign the acknowledgment at the back within your first five days of employment.  You are responsible for knowing the contents of the handbook and for using it as a guide.  We will notify you from time to time about changes in our policies and practices.  While we will attempt to give ample notice of policy or benefit changes, circumstances may arise that may not make advance notice possible.
I. INTENT OF PERSONNEL POLICY

Legal Services for Children (LSC) is a private, non-profit corporation legally constituted in the State of California and governed by a Board of Directors.  The Board of Directors shall have full responsibility for approving personnel policies of the agency.  The Executive Director is responsible to the Board for implementation of these policies.

It is the intent of the Board of Directors to have personnel policies and practices consistent with applicable state and federal law, equal opportunity and affirmative action principles, and merit-based principles.

II. ORGANIZATIONAL STRUCTURE AND AUTHORITY

A. Board of Directors

All corporate powers of LSC shall be exercised by, or under the control of, the Board of Directors.  The number and selection of directors and officers of the Board shall be in accordance with the Articles of Incorporation and the by-laws of the Corporation.

B. Employees

1. 
Executive Director

The Board of Directors shall select an Executive Director to be the chief executive officer of the agency and serve as an ex officio member of the Board.  The Executive Director shall serve at the pleasure of the Board.

The Executive Director has authority over the agency’s legal activities, fundraising and day-to-day operations.  The Executive Director shall also be the official spokesperson for LSC, including but not limited to such areas as public relations, community outreach, legislative advocacy, etc.  As chief executive, the Executive Director is also authorized to negotiate and execute contracts on behalf of LSC within the constraints of the Board-adopted budget.

2. 
Managing Attorney

The Managing Attorney is hired by the Executive Director and maintains primary responsibility for supervision of all staff attorneys and legal interns.  S/he may participate with the Executive Director in the selection and hiring of attorney staff and assumes responsibility for administrative duties as delegated by the Executive Director.

3. 
Clinical Director

The Clinical Director is hired by the Executive Director and maintains primary responsibility for supervision of all staff social workers and social work interns.  S/he may participate with the Executive Director in the selection and hiring of social work staff and assumes responsibility for administrative duties as delegated by the Executive Director.

4. 
Staff

The Executive Director according to the staffing plan approved by the Board of Directors along with the annual budget may delegate client services and administrative duties, except contracting authority.  However, such delegation shall not relieve the Executive Director of her/his responsibility to the Board of Directors for implementation of Board policy and for the overall operation of the agency.

III. NON-DISCRIMINATION AFFIRMATION

Legal Services for Children strives to maintain a work environment that encourages fairness, teamwork, and respect among all employees.  We are firmly committed to maintaining a work atmosphere in which people of diverse backgrounds and lifestyles may grow personally and professionally.

Legal Services for Children is an equal opportunity employer.  It is our strong belief that equal opportunity for all employees is central to the continuing success of our organization.  We will not discriminate against an employee or applicant for employment because of race, religion, gender, national origin, ethnicity, age, physical disability, political affiliation, sexual orientation, gender identity, marital status, or medical condition (e.g., HIV/AIDS or cancer) with regard to hiring, promoting, training, benefits, transfers, layoffs, terminations, recommendations, rates of pay or other forms of compensation.  Opportunity is provided to all employees based on qualifications and job requirements.

Legal Services for Children also has a strict policy prohibiting discrimination against any client on the basis of all of the above categories protected by local law.  

IV. EMPLOYEE RECRUITMENT, SELECTION AND ASSIGNMENT

A. Recruitment and Selection

1. Equal Employment Opportunity

LSC is an equal opportunity employer and does not discriminate on the basis of race, ethnicity, religious background, age, disability, gender or sexual preference in any of its relations with employees or employment applicants.

2. Hiring Process

The Board of Directors shall establish its own criteria and process for selecting the Executive Director who has full authority in hiring decisions for all staff employees.

The Executive Director, or his or her designee, shall be responsible for preparing announcements and job descriptions for unfilled positions, circulating these announcements, screening applicants and organizing an interview schedule for applicants.

Applicant interviews for all positions shall be conducted by the Executive Director, or his/her designee, who will utilize staff input and participation in the screening, interview and selection process.

B. Appointment Verification/Employee Orientation

The terms of employment for contractual employees shall be defined in a written contract between the employee and LSC.  All other employees shall receive a verification of appointment along with a copy of this Personnel Policy upon acceptance of a position with LSC.  The verification shall include such pertinent data as job classification and employee status, a job description, starting date and verification of compensation.  

Within five days of an employee’s starting date, the following items shall be placed in the individual’s personnel file: (a) copy of the verification of appointment; and (b) the employee’s signed acknowledgement of receipt and acceptance of the appointment verification and the terms of this Personnel Policy.  Upon hire and upon each change in classification, the Executive Director shall inform the employee, in writing, of her/his classification.  Positions which are similar in function, duties performed, responsibilities exercised, and qualifications required shall be considered the same classification.  

There shall be written specifications for each job classification, including a general description of duties and responsibilities, and qualifications required.  

The Executive Director will establish a specific job description for each position within the agency.  Job descriptions shall include:

1. The relationship between that position and others in the organizational structure;

2. Specific duties and responsibilities for the position; 

3. Exempt or non-exempt status of the position under the Fair Labor Standards Act.

Job descriptions may be amended by the Executive Director to meet the changing needs of the office.  Job descriptions may be used as a management tool in defining and evaluating a staff member’s contribution to the agency.  Any amendments must be consistent with personnel policy and job classification.

C.
Job Classifications/Employment Status

1. Job Classifications:  

a. 
Administrative – The Executive Director and Fiscal 
Manager.

b.  
Staff Attorneys – Staff attorneys are attorneys who 
are admitted to the practice law in the State of 
California.  Staff attorneys are supervised by the 
Managing Attorney.

c. 
Social Workers – Staff social workers are MSW level 
social workers who have graduated from an 
accredited school of social work.  Staff social workers 
are supervised by the Clinical Director.

d. 
Law Fellows – Law fellows are attorney staff and 
recent graduates of law school in a temporary position 
who are paid by an outside funder.  In some cases, 
they may be assigned to work on a special project.  
They will be supervised by the Managing Attorney or 
her/his designee.

e. 
Support Staff – Support staff are secretaries, 
development personnel, receptionist, clerks, etc. and 
are supervised by the Executive Director or her/his 
designee.

2. Employment Status:  

a. 
Probationary Employees - A person hired for 
consideration as a regular full-time or part-time 
employee, during the first six months of his or her 
employment.  The probationary status of staff 
attorneys who are not members of the California Bar 
continues six months after they are admitted to 
membership.  Probationary employees are not 
entitled to employee benefits during the first month of 
probation. Following the completion of one month of e
employment, benefits shall commence on the first day 
of the subsequent month.

b. 
Regular Full-Time Employees - A person who has 
satisfactorily completed the probationary period and 
works at least 40 hours per week.  Regular full-time 
employees are eligible for all employee benefits 
outlined in this manual.

c. 
Regular Part-Time Employees - A person who 
regularly works less than 40 hours per week and has 
satisfactorily completed a probationary period.  
Regular part-time employees who work more than 20 
hours per week are eligible for all employee benefits 
outlined in this manual on a pro rata basis.

d. 
Temporary Employees - Temporary employees are 
those employees who work full or part-time, but 
whose duration of employment is limited to a definite 
number of days, weeks or months to be worked.  It is 
the preference of LSC to limit temporary positions to a 
six-month maximum if this is compatible with the 
caseload demands and budget constraints of the firm.  
Temporary employees are not entitled to paid 
vacation, sick leave, holidays or other benefits.  
Employees transferring from temporary to permanent 
status will be credited for the temporary period with 
respect to seniority if employment is continuous.  A 
memorandum of the terms of employment including 
length of time, work schedule, salary and job 
description will be prepared for each temporary 
employee and placed in their personnel file.

e. 
Provisional employees - Provisional employees are 

those persons employed by an affiliate agency assigned to and under the supervision of LSC (e.g., GAIN,  VISTA, etc.) .  They shall be paid by and in accordance with the policies of the affiliate agency.  Except as specified in the agreement between LSC and the affiliate agency, employee benefits such as vacation, sick leave, holidays, and medical insurance from LSC shall be optional based on office needs and budget constraints.

f. 
Contractual Employees - Contractual employees are 

those persons serving in a temporary capacity who shall be paid on a fee-for-service or hourly basis for a defined period of time.  Such employees are not entitled to vacation, sick leave, holidays or any other benefits.

g.  
Interns - Interns are those employees who are receiving educational enrichment by working with LSC.  Interns may be working for academic credit or simply as volunteers.  If working for academic credit, the agency will provide necessary supervision, reports and other placement requirements as mutually agreed in advance.  Depending on office needs and budget constraints, the Executive Director may authorize payment of a stipend for interns.  Such authorization shall be made in advance, in writing, and a copy placed in the intern’s personnel file.  No other employee benefits shall apply.

h. 
Volunteers - The use, scheduling and duties of volunteers shall be at the discretion of the Executive Director.  Volunteer workers shall be eligible to apply for paid positions, which may become available in the office.  However, they shall not have hiring priority or receive preferential treatment but shall be subject to the same competitive hiring process as all other applicants.  

V. LSC PROBATIONARY EMPLOYMENT PERIOD

The probationary period for all employees is meant to provide the employee and LSC with an opportunity to evaluate the working relationship.  All employees will complete a minimum 180-day introductory period.  This period may be extended beyond 180 days upon review by the supervisor.  The probationary period begins with an orientation, which includes a handbook review, and a review of the job description, and short-term performance objectives.  The remainder of the introductory period is spent increasing familiarity with LSC and adjusting skills to the specific job.  The employee should feel free to discuss the job description and the contents of this handbook with his or her supervisor at any time. 

After 30 days an informal verbal evaluation process with the employee’s supervisor will be conducted.  At the end of the 180-day probationary period a formal written evaluation process will take place and the supervisor and the Executive Director will communicate the decision to either terminate the employee or place the employee on regular status.  The Board of Directors will perform all probationary reviews of the Executive Director.  Completion of the introductory period is not a guarantee of continued employment.  Employment with LSC is a mutual relationship, which either party may end during or after the probationary period without cause or advance notice. 

VI.
EVALUATION POLICY

At the end of the first month of employment with LSC, the employee’s supervisor will conduct a brief, informal evaluation with the probationary employee.  At the end of the probationary period, an initial six-month written evaluation will take place.  At this time the supervisor will discuss the employee’s performance and comment on any problems which may have arisen or improvements in performance which should be made.  A decision to either terminate employment or place the employee on regular status will also be made at this time.  Employee performance evaluations will subsequently occur on an annual basis.  

Evaluations are for the purpose of reviewing job performance and making constructive suggestions for employee growth.  The performance evaluation process is an opportunity for a regular review of your job performance. The evaluation process always begins with a written self-evaluation by the employee, which is followed by a formal evaluation by the supervisor. During the evaluation process, the employee and his/her supervisor will assess performance in relation to objectives which have been previously agreed upon and identify areas of strength as well as areas needing development.  In addition, goals and objectives for the next review period will be developed and ways in which the supervisor will support the employee's professional growth will be identified.

An annual performance evaluation is to be conducted and prepared in writing by each employee's supervisor.  The performance evaluation of the Executive Director is to be conducted annually and prepared in writing by the Board of Directors.  A copy of each employee's evaluation, signed by the evaluator and the employee (signifying receipt), shall be placed in the employee's personnel file along with the employee's comments on the evaluation.

VII. STAFF DEVELOPMENT

A. Weekly Staff Meetings

LSC staff shall meet once a week at a regularly scheduled time except in emergency situations as defined by the Executive Director.  These meetings shall be a forum for discussion of office administration, caseload, and other staff concerns.  An agenda for each meeting will be posted and all employees are encouraged to add items for discussion as appropriate.  Minutes will be taken to record meetings, placed in the boxes of those unable to attend, and the original filed.  All regular full-time and regular part-time employees shall attend unless there is an unavoidable client matter that must be attended to.  Other employees (e.g., contractual employees, interns) will also be encouraged to participate.

Meetings for staff training and case reviews will take place as arranged by the Executive Director.  Staff input and suggestions on what topics should be covered and which experts should be invited will be encouraged.

B. Monthly Staff Attorneys' Meetings

LSC staff attorneys shall meet at least once a month at a regularly scheduled time except in emergency situations as defined by the Managing Attorney.  These meetings shall be a forum for discussion of caseload, case protocols, and other staff attorney concerns.  All regular full-time and regular part-time staff attorneys shall attend unless excused by the Managing Attorney who will chair these meetings.

C. Monthly Social Workers' Meetings

LSC social workers shall meet at least once a month at a regularly scheduled time except in emergency situations as defined by the Clinical Director.  These meetings shall be a forum for discussion of caseload, case protocols, and other social worker concerns.  All regular full-time and regular part-time social workers shall attend unless excused by the Clinical Director who will chair these meetings.

D. In-Service Training

Upgrading staff experience and training is an ongoing process at LSC.  Therefore, in addition to in-office training activities, staff are encouraged to attend work-related workshops and seminars.  When approved in advance by the employee’s supervisor, attendance at workshops and seminars which require participation during regular office hours will be considered as remunerated work time for regular employees.  

The Executive Director may also approve the firm’s payment of all or part of the cost of such staff development based on the relevance of the proposed program, the financial situation of the office, and equity among the staff.

VIII. WORK SCHEDULE AND COMPENSATION

We expect staff members to arrive at work on time and to work their full weekly schedule.  If you need to be absent from work for any reason, you must call your supervisor before the start of your workday and, if possible, leave a message the night before.

A. Work Schedules

The offices of Legal Services for Children are normally open Monday through Friday from 8:30AM to 5:30PM.  Although the majority of staff members work those hours, some may work alternative schedules based on prior arrangement with their supervisor and the Executive Director.  These alternative schedules are subject to the demands and limitations of the staff person’s responsibilities and the needs of the office.  Supervisors have final approval for these flextime requests, and retain the authority to require the employee to return to a regular schedule, should organizational needs require it.

Work schedules may be based on project and office functions as well as individual job responsibilities.  Work schedules may vary from project to project and employee to employee.  Full time employees are expected to work an average of at least 40 hours per week.  

B.
Salary Schedules

Within the limits of funding available and in accordance with the budget adopted by the Board for each fiscal year, the following will be considered in salary determination:

1. Professional experience, special training, and education related to the work of LSC.

2. Special skills recognition: ability to conduct workshops, knowledge of/experience in juvenile law, training (of lawyers) in social work, training (of social workers) in law, fluency in languages in addition to  English.

3. With regard to persons already employed at LSC and within the limits of the funding available and the budget as adopted by the Board each year, length of service at LSC, cost of living adjustments, and evaluation of performance should also be considered.

C.
Pay Periods

Regular employees will be paid on the 15th and the last day of each month for work done to date.  When the normal payday falls on a weekend or holiday, payroll will be scheduled for release the last working day before the normal payday.

IX.
FRINGE BENEFITS/PAYROLL WITHHOLDING


A.
Family/Domestic Partner Coverage

Certain benefits, such as health insurance coverage, family care leave and bereavement leave, use the term “immediate family” or “domestic partner” in descriptions of eligibility and/or coverage.  At LSC we define “immediate family” as your spouse or domestic partner, children (including stepchildren and foster children) siblings (including stepsiblings and siblings-in-law), parents (including stepparents and parents-in-law), grandparents, or grandchildren.

At LSC we recognize domestic partners as spousal equivalents, providing that both the employee and domestic partner satisfy all of the following requirements:

1. Are 18 or older;

2. Are unmarried;

3. Are not related to each other;

4. Share an intimate, committed relationship of mutual; caring of at least six months’ duration;

5. Live together;

6. Agree to be responsible for each other’s basic living expenses;

7. Currently do not have a different domestic partner;

8. Execute a Declaration of Domestic Partnership Affidavit.

B.
Mandated Insurance

All employees are protected by our workers’ compensation insurance policy while employed at LSC.  The policy is available at no cost to the employee and covers cases of injury or illness resulting from legitimate work activities.  By law, we are required to report injuries covered under workers’ compensation within 24 hours.  Please immediately report any on-the-job injury to your supervisor or the Executive Director.

Complete information about workers’ compensation and on-the-job injuries is available from the Executive Director.

Worker’s compensation, unemployment compensation, and disability insurance coverage are provided by LSC as required by law. The cost of worker’s compensation and unemployment is covered by the agency, while disability insurance premiums are withheld from employee wages in accordance with state regulations.

LSC provides Long-Term Disability Insurance at the agency’s expense to insure that employees receive a percentage of their salaries if they must miss work due to a disability.  Employees are eligible for LTD coverage following a 90-day introductory period.  LTD benefits begin after 90 days of continuous, doctor-certified disability. The benefit is equal to 60 percent of the employee's pre-disability base pay.  LTD benefits coordinate with other disability program.


C.
Medical Insurance

All regular full- and part-time employees working at least 60% time are eligible for coverage by the agency’s group medical, dental, and vision insurance.  Premiums for coverage of eligible employees are paid by LSC.

Employees working less than 60% time may be eligible for participation in the firm’s group medical insurance based on the limits of the current fiscal budget.


D.
Statement of Earnings and Deductions

No deductions other than those required by law (i.e., state disability insurance, state and federal income tax) shall be made from an employee’s paycheck without prior written authorization from the employee.  Such written authorization shall be placed in the employee’s personnel file.

With each paycheck, employees shall receive a statement indicating gross pay for the period, an itemization of deductions, and the calculation of net pay.

X. HOLIDAY AND LEAVE BENEFITS

A. Annual Holidays

The following is a list of official legal holidays for which the offices of LSC will be closed.  Regular full-time employees will be compensated at their regular rate for eight hours of work.  Regular part-time employees will be compensated for the minimum number of hours on their normal work schedule for that day.  Other employees will be compensated under the terms of their employment status.

New Year’s Day



Labor Day

Martin Luther King’s Birthday

Columbus Day

Lincoln’s Birthday



Veterans Day

Washington’s Birthday


Thanksgiving (2 days)

Memorial Day



Christmas Day

Independence Day






If a holiday falls on a weekend, or two days (state and federal) have been designated, LSC will observe the day chosen by the San Francisco courts.

B. Personal Days

Personal days are for use at the employee's discretion for personal business or to allow you to observe additional religious or ethnic holidays.   

Regular full-time employees earn two paid personal days at the beginning of each calendar year. Regular part-time staff members earn one paid personal day at the beginning of each calendar year. 

Probationary employees are not eligible to use personal days.  After the probationary period, but during the first year of employment, personal days are accrued at the rate of one day per six months worked from date of hire.

Personal days cannot be carried over from year to year.  You are not paid for accrued, unused personal days when your employment at Legal Services for Children ends.

C. Annual Leave (Vacation)

1. Accrual Eligibility

All regular full-time employees commence to accrue annual leave at the date of employment.  Accrual shall continue at the employee’s designated rate for each pay period in which the employee works, regardless of unpaid time which may occur during a pay period.  However, when an employee’s consecutive unpaid time is equal to one full pay period or more, no benefits shall be accrued during that time.

All regular part-time employees commence to accrue annual leave at the date of employment on a pro-rata basis for each hour worked (see accrual rates below).

The maximum amount of annual leave that may be accumulated is capped at the equivalent of an employee’s maximum accrual for one year of employment.  Any annual leave in excess of this amount may not be earned unless the Executive Director, upon request, has determined that caseload demands and office needs require that the employee not take his or her leave.  A statement to that effect, signed by the Executive Director, shall be placed in the employee’s personnel file. In this statement, the Executive Director shall also indicate whether the employee is to be compensated for the excess benefit accrual or whether the time will be taken in the future according to a specific plan.  In this decision, overall office budgetary constraints as well as the general demands of caseload shall guide the Executive Director.

2. Accrual Rates

Regular Full-Time Employees

Up to two years – 120 hours per year; 5 hours per semi-monthly pay period.

From two to five years – 160 hours per year;  6.67 hours per semi-monthly pay period.

Over five years – 200 hours per year; 8.33 hours per semi-monthly pay period.

Regular Part-Time Employees

Permanent part-time employees accrue annual leave at the same rate as their percentage of employment.  For example, a 60% FTE would accrue annual leave at 60% of their accrual rate if they were a full-time employee.

3. Using Annual Leave

While scheduling the time and length of annual leave should generally be accomplished through mutual agreement, the Executive Director has the ultimate authority and responsibility to fix the time and length of the leave.  When approving annual leave the employee’s needs and desires shall be taken into consideration.  However, the interest of the agency shall take precedence when a conflict occurs between the employee’s request and work schedules, caseload demands or other agency needs.  No employee shall be allowed to use annual leave during the probationary period.

Request for leave should be made in writing to the employee's supervisor at least one month prior to the first day of the requested leave.

If an employee chooses, s/he may request payment of vacation time accrued in advance of their vacation.  The request must be made in writing to the Executive Director one month prior to the scheduled vacation.  If approved, the vacation pay will be included in the employee’s last paycheck prior to his/her vacation.  Approval of this request will be based on the financial constraints of the office.

4. Payment of Unused Leave

A lump sum payment for accumulated annual leave shall be made when an employee is separated from the agency by resignation, discharge, layoff, leave of absence, retirement, death, or for any other reason.  Payment shall be made at the employee’s pro-rated hourly rate of pay at the time of termination.

D. Sick Leave

Sick time provides regular full- and part-time employees with paid time off to recover from illness or injury.  Sick time may also be used by regular employees for health care appointments that cannot be scheduled outside of work hours.  

1. Accrual Eligibility/Accrual Rates

A regular full-time employee shall accrue sick leave at the rate of 80 hours per year, or 3.33 hours per semi-monthly pay period, regardless of unpaid time, which may occur during the pay period.  However, when an employee’s consecutive unpaid time equals 86 hours (52 weeks X 40 hours divided by 24 pay periods), no benefits shall be accrued for one pay period.

All regular part-time employees commence to accrue sick leave at the date of employment at the rate of .038 hours sick leave for each hour worked.

Regular full-time employees may use up to 80 hours of sick leave in a calendar year.  Maximum usable sick leave per calendar year for regular part-time employees shall be pro-rated based on the minimum hours in the employee’s normal work schedule.  No accumulated unused sick leave is eligible for payment upon termination of employment.

2. Using Sick Leave

Employees are responsible for directly notifying their supervisor when prevented from starting or from continuing a workday due to illness or injury.  Employees are expected to notify the office of the absence by noon unless the condition makes notification impossible.  Employees must also keep their supervisor informed about the expected duration of the time away from work.  A doctor’s statement may be required when an employee uses more than three consecutive days of sick time, or when an accumulation of absences seems to establish (in the supervisor’s judgement) a problematic use of sick time.  Legal Services for Children may request verification of the reasons for any use of sick time.  

Employees may use sick time to care for ill family members, but the same verification requirements apply in these instances.  

If an employee’s accumulated sick leave is depleted or unavailable, additional absence due to illness or injury will be deducted from any available annual leave.  When all available accumulated leave has been depleted, the employee may request an unpaid leave of absence.

E. Administrative Leave

Administrative leave is appropriate at those times when employees do not qualify for sick or other leave, due to extenuating circumstances which may require time off, or when otherwise deemed appropriate by the Executive Director.

Administrative leave may be granted and scheduled at the discretion of the Executive Director. No more than 48 hours shall be granted to a full-time employee in a calendar year.  The maximum administrative leave hours for part-time employees shall be computed on a pro-rata basis, determined by the minimum number of hours in his or her normal work schedule.

Documentation of such leave shall be placed in the employee’s personnel file.

F. Unpaid Leave of Absence

An unpaid leave of absence may be requested in writing by all classes of employees to the Executive Director.  The employee should explain in the request the unusual circumstances which necessitate the leave.  When considering a leave of absence request, the Executive Director shall take into consideration the employee’s needs and desires.  However, the interest of the agency shall take precedence when a conflict occurs between the employee’s request and work schedules, caseload demands, or other agency needs.

Approval of the leave, along with an explanation of the request, shall be documented in the employee’s personnel file, including signatures indicating approval/acceptance by both the Executive Director and the employee.

Unless other specific arrangements are made, the absent employee’s paycheck shall be reduced by the number of regular working hours missed X the employee’s hourly rate.  In the case of full-time salaried employees this rate shall be computed by dividing  the annual salary by 2,080 hours (52 weeks X 40 hours per week).

G. Childbirth and Childcare

1. Maternity

All regular full-time and part-time employees employed for less than 24 months who are pregnant and wish to temporarily leave work for the purposes of child birth and child care are entitled to six weeks of unpaid leave.  This benefit must be requested at least three months in advance.

After 24 months of continuous employment in a regular full-time or regular part-time position, a regular staff member who is pregnant and who wishes to temporarily leave work for the purposes of child birth and child care may take up to six weeks paid leave.  This benefit must be requested at least three months in advance.

This six week leave may be supplemented with additional unused annual or sick leave, and/or time without pay at the Executive Director’s discretion in accordance with the professional demands of the office.

2. Paternity

After twenty-four months of continuous employment in a regular full-time or regular part-time position, a regular staff member who is an expectant father and wishes to temporarily leave work for the purpose of childcare, may take up to four weeks paid childcare leave.  This leave must be requested at least three months in advance and taken within the last two weeks before or the first six months after the birth of his child.  

This leave may be supplemented with unused annual leave, sick leave, and/or time without pay at the Executive Director’s discretion in accordance with the professional demands of the office.

3. Adoptions, Foster Parenthood, etc.

At the Executive Director’s discretion based upon the professional demands of the firm, Maternity or Paternity Leave benefits, as outlined above, may be extended to a regular full-time or part-time employee who assumes a new legal custodial relationship to a child, as in an adoption,  guardianship, or long-term foster care situation.

H. 
Jury and Witness Duty

Both exempt and nonexempt staff members are eligible for up to one week’s paid leave when called upon to serve as a juror or witness at a trial.  You will be asked to provide documentation showing your required days of attendance. If the court releases you after serving a partial day, you are expected to report to work and complete your normal workday unless you make other arrangements with your supervisor.  Any pay received for jury duty must be turned over to LSC.

I.
Bereavement Leave

Bereavement leave of up to five days per calendar year with pay is provided to regular full and part-time employees in the event of a death in the immediate family.  You may also seek time off for bereavement leave in the event of the death of a significant person in your life, even if the person is not an immediate family member.  We will be as flexible as possible in accommodating these leave requests.  Employees seeking paid time off for bereavement leave should communicate with the Executive Director about leave arrangements.

J.
Sabbatical Leave

In order to encourage employees to periodically step back from the day-to-day concerns and pressures of our work, we offer a paid sabbatical leave to all regular professional and direct service employees.  Professional staff includes attorneys, social workers, and the executive director.  Direct service staff are those employees who work directly with clients.    

1. Eligibility

a.
Every regular professional and direct service employee shall become eligible for sabbatical leave on the date he or she completes the third consecutive year of full-time professional employment with Legal Services for Children.  The employee must have a history of satisfactory job performance as evidenced by the two most recent evaluations at the time the leave is requested. 

b. Part-time employees become eligible for a pro-rated sabbatical leave after completing three years of part-time employment (i.e., an 80% FTE employee may take a sabbatical of full length paid at 80% of paid sabbatical after completing three years of 80% FTE employment).

c. Professional staff whose employment with LSC commenced as a paid full-time fellowship will be allowed to consider that time in calculating three years of employment for sabbatical eligibility.

d. Each subsequent three year period of employment with Legal Services for Children shall constitute a new sabbatical eligibility period, regardless of whether or not accrued sabbatical leave has been taken except that time spent on sabbatical leave shall not be included in computing the next three year eligibility period.

2. Application and Approval

a. Sabbatical leave shall be applied for at least three months prior to the desired date of commencement of leave.

b. The Executive Director shall approve leave applications promptly, subject to the following limitations.

1) No more than one employee shall be on sabbatical leave at any time;

2) Where the efficient management of Legal Services for Children requires such adjustment, the Executive Director may approve sabbatical leave subject to adjustment of the beginning and ending dates.

3. Terms of Sabbatical Leave

a. Fully paid sabbatical leave at current salary rate shall be allowed for a period of one month in addition to accrued vacation leave.

b. Sabbatical leave shall be approved if requested, for a maximum period of two months, on the following terms:

One month fully paid sabbatical leave at current salary; up to one month additional leave, in any combination of leave without pay plus accrued paid vacation leave, as desired by the applicant.

c.
An employee on sabbatical leave for more than one month may have the total sum of money, which would be paid to him/her during the sabbatical period, pro-rated over the entire sabbatical period.

e. Accrued sabbatical leave may be taken at any time (subject to the limitations stated in Section 2.b) except that it shall be forfeited if the sabbatical leave period is not commenced within one year of the date on which the professional employee became eligible.

f. Every employee who takes sabbatical leave from Legal Services for Children does so with a commitment to return to work at Legal Services for Children for at least one year following the expiration of the sabbatical period.  An employee who does not return to Legal Services for Children at the expiration of the approved sabbatical period forfeits his/her staff position, unless otherwise arranged with the Executive Director.

g. During the period of sabbatical leave, all regular employee benefits in effect at the commencement of the period of sabbatical leave shall be maintained in effect during the leave period.  However, during the one month period of paid sabbatical leave, the employee shall not accrue further sabbatical leave, vacation leave, or sick leave.

XI.
KEYS AND SECURITY

LSC strives to provide a secure work environment for our employees, volunteers, clients and visitors.  We ask that you comply with all security procedures and that you immediately report any breach of security to your supervisor.

Immediately report lost or stolen keys to your supervisor.  Copying or giving keys to an unauthorized individual will be considered grounds for immediate dismissal.

XII.
ATTIRE AND PERSONAL HYGIENE

It is expected that employees will maintain a clean and neat appearance and will project a professional and businesslike image in dealing with other employees, clients, volunteers and the general public.  Legal Services for Children reserves the right to define appropriate standards of appearance for the workplace.

XIII.
EXPENSE REIMBURSEMENT

Staff members are reimbursed for approved travel and case-related expenses within the parameters of the current budget.  Staff members are asked to complete a record of all expenses for which they seek reimbursement and to submit appropriate receipts along with the expense record.  Reimbursement is made via check within two weeks.

XIV
OPEN-DOOR POLICY

All staff members are encouraged to provide input and suggestions concerning the overall operations and programs of Legal Services for Children, following appropriate communication channels.  Staff members should initially bring their comments to their own supervisor.  When that may be inappropriate, staff members may speak directly with the Executive Director.  We operate in an open-door manner.  All input from staff will be considered and can be presented without fear of personal recrimination. 

XV. WORKPLACE CONDUCT

All employees at LSC share responsibility for observing certain standards of conduct in the workplace.  These standards emphasize personal and professional integrity in all activities.  Generally, treating others with the respect and consideration with which you expect to be treated and maintaining open, ongoing communication with your supervisor and co-workers will create an environment supportive of a successful work experience.

It is the obligation and responsibility of each employee at LSC to work on resolving problems and conflicts by focusing on solutions, keeping issues work-related, and by communicating directly with the person or persons with whom you have a conflict.  In most cases, discussing a situation will clear it up.

XVI.
DRUG-FREE WORKPLACE

All staff members are expected to understand and comply with the following guidelines regarding the use of drugs or alcohol in the workplace:

1. We prohibit the unlawful use, possession, distribution, sale or manufacture of a controlled substance on our premises.

2. We prohibit all staff members from being under the influence of drugs or alcohol while on the job.  

3. Failure to follow LSC’s drug-free workplace policy will result in disciplinary action including suspension without pay and mandatory participation in a drug rehabilitation program, and termination.

4. If you are convicted of violating any criminal drug statute in the workplace you are required to notify the Executive Director within five calendar days of the conviction.

XVII. HARASSMENT/DISCRIMINATION

It is illegal to harass or discriminate against others on the basis of their gender, sexual orientation, age, race, color, national origin, religion, marital status, citizenship, disability, or other personal characteristics.  Harassment includes making derogatory remarks about such characteristics, making jokes about ethnic or other groups and other verbal, physical and visual behavior.

Sexual harassment is also prohibited.  Propositions, repeated requests for dates, dirty jokes, sexually provocative pictures and other verbal, physical and visual harassment of a sexual nature are prohibited.  The harassment of or discrimination against any staff member will lead to immediate disciplinary action up to and including termination.

If you feel that you have been harassed or discriminated against speak with your supervisor.  If it is not appropriate to speak with your supervisor, speak with the Executive Director so that appropriate internal action may be taken immediately.  It is the responsibility of all supervisors to listen to such complaints and to promptly refer them to the appropriate authority.

LSC will not retaliate against any staff member who makes a claim of harassment.  You have the right to contact the San Francisco Human Rights Commission, the California Department of Fair Employment and Housing, or any other appropriate outside agencies to discuss your complaint. 

XVIII
DISCIPLINARY PROCEDURES


A.
Disciplinary Action

The primary objective of any disciplinary action is to improve job performance.  Actions by a staff member that are inappropriate for the work environment, are a hindrance to effective job performance, or violate agency policy constitute improper conduct and may be cause for disciplinary action.

Legal Services for Children maintains a progressive and participatory disciplinary system, which include the following steps:

1. Documented oral warning

2. Written warning

3. Final written warning

4. Suspension

5. Dismissal

However, based on circumstances, the supervisor may choose to enter into disciplinary action at any step in the process, including immediate dismissal.  All disciplinary action requires the approval of the Executive Director.  However, you remain and at-will employee and your employment may be terminated at any time with or without cause.


B.
Performance Improvement

Occasionally, it becomes necessary for an employee and his/her supervisor to formally address a problem by identifying unacceptable behavior and establishing a clear plan for correcting it.  This usually occurs after informal attempts to resolve the situation have failed.

This process is called “Performance Improvement.”  It is a progressive process extending from a formal performance counseling session with your supervisor, through a written Performance Improvement Plan, to termination of employment.  This process is designed to facilitate clear, precise and timely communication about problems and the development of solutions.

Employees who are in the Performance Improvement process are not eligible for raises, promotions or transfers until the process has been satisfactorily completed.  

Some examples of conduct that may require beginning the formal Performance Improvement process are:

1. Substandard job performance

2. Failure to carry out job responsibilities

3. Inability to work effectively with others

4. Excessive absenteeism or tardiness

5. Unauthorized overtime

Supervisors are required to enlist the support of the Executive Director when entering into the Performance Improvement process.  Termination of employment requires the review and approval of the Executive Director.

C.
Written Notice

When an employee is to be suspended or dismissed, the individual shall be given a written notice of any changes in status and the cause, a statement of the right to appeal, and a copy of the Disciplinary Action and Involuntary Termination sections of this manual.  A copy of such notice and the employee’s signed verification of its receipt shall be placed in the individual’s personnel file.

XIX.
INVOLUNTARY TERMINATION
A.
This agency reserves the right to terminate any employee at any time, with or without cause or notice.  Generally, when an employee is believed, in the opinion of her/his supervisor, to have a job performance problem or to be engaging in behavior that is dangerous, unacceptable, or counterproductive, the employee will be given an opportunity to improve his/her performance or behavior to an acceptable level by means of a formal disciplinary action process.  All involuntary terminations require review by the Executive Director.  However, the following list, while not complete, gives examples of behavior that can result in immediate termination of employment:

1. Incompetence, inefficiency, insubordination, inattention to or dereliction of duty, discourteous treatment of clients or of fellow employees or any other willful failure of good conduct tending to injure the agency;

2. Unprofessional or unethical conduct regarding clients, case files and other related matters, as well as any other activity which interferes with good service delivery;

3. Excessive absence or tardiness, abuse of sick leave, abandonment of position or failure to report for assignments;

4. Intentional falsification of application or employment records;

5. Breach of confidentiality, violation of attorney/client privilege or of any federal or state regulations regarding confidentiality of client records;

6. Engaging in activities that present a conflict of interest with the philosophy goals and policies of the agency;

7. Violating the drug-and alcohol-free workplace policy;

8. Theft – including, but not limited to, the removal of agency property or the property of another employee from agency premises without prior authorization;

9. Walking off the job without supervisory approval;

10. Working for another employer  while on a leave of absence without the prior consent of this agency;

11. Fighting, roughhousing, abusive language or conduct that is hostile or disrespectful toward a co-worker, supervisor, board member, volunteer, or any person(s) associated with or served by this agency

12. Disregarding established safety procedures; knowingly creating an unsafe work situation for self or co-worker;

13. Falsifying or altering records or time sheets;

14. Refusing to perform a  work-related duty when directly instructed to do so by a supervisor;

15. Possessing weapons or firearms on this agency’s property;

16. Unauthorized use or dissemination of proprietary information;

17. Violating this agency’s equal opportunity or harassment policies;

18. Unauthorized use of agency property.


B.
Abandonment of Position

Failure to appear at work for three consecutive working days without proper approval for leave as outlined in the Holiday and Leave Benefits Sections of this manual is considered abandonment of position, and the employee may be terminated.  Documentation of such abandonment shall be placed in the employee’s personnel file.


C.
Layoff

LSC may be required to lay off employees for lack of work and/or lack of funds, and shall make every effort to provide affected employees with a minimum of thirty days notice.

Employees laid off due to lack of work and/or lack of funds shall be considered employees in good standing and, therefore, eligible to reapply for employment at a future date.

XX. GRIEVANCE PROCEDURES

A.
Internal Complaint Review

The purpose of the “Internal Complaint Review” is to provide all employees of LSC with the opportunity to seek internal resolution of their work-related complaints.  This policy supplements the open-door policy set forth in this handbook, which states our philosophy that all employees have free access to their immediate supervisors or to other supervisors of their choice to informally express their work-related concerns.

We will attempt to treat all internal complaints and their investigation as confidential, recognizing, however, that in the course of investigating and resolving internal complaints some dissemination of information to others may be appropriate or necessary.

B.
Procedure

Written complaints should be directed to an immediate supervisor as soon as possible after the date of the event(s) that gave rise to the work-related concern, but no later than ten working days following such event(s).

The Executive Director, or her/his designee, will set up a meeting to discuss the complaint within ten days following the receipt of the written complaint.  As necessary, the Executive Director, or her/his designee, will also meet with others who are named in the complaint or who may have knowledge of the facts set forth in the complaint.

Within ten working days of the meeting(s) described above, the Executive Director will provide the employee with a written response to her/his complaint.  If the complaint is resolved to the employee’s satisfaction, the terms of the resolution will be recorded and signed by the employee and the Executive Director.


C.
Appeal

If the complaint is related to the termination of an employee, and if the employee is not satisfied with the decision of the Executive Director, the employee may take their appeal to the Board of Directors.  Inclusion of this appeals process is not intended to alter the at-will status of anyone’s employment.

D. 
Non-retaliation

No employee who has filed a complaint in good faith will be unlawfully disciplined or otherwise retaliated against, even if LSC does not agree with the complaint.

XXI. AT-WILL STATUS

At LSC we are committed to the philosophy that employment relationships are both personal and voluntary.  By this we mean that, although we hope for mutually beneficial working relationships with our employees, we recognize that changing circumstances make it impossible to guarantee employment.  Your employment with LSC has no specified duration, and either you or LSC may end the employment relationship whenever either of us believes it is best to do so, without consideration of cause or notice.

While we maintain and revise written and other personnel policies in order to adapt to changing organizational needs, our policy of voluntary employment relationships is not affected by any personnel policies or programs as may be in effect from time to time.   The voluntary nature of our employment relationship may not be changed except by a separate written agreement specifically entered into for such purpose and signed by our Executive Director and our Board President.

XXII.  
VOLUNTARY TERMINATION OF EMPLOYMENT

If you decide to resign from your position at LSC, we ask that you give a minimum of four weeks’ notice.  Please submit a letter of resignation to the Executive Director.

Before leaving on your last day of work, you must return all agency property, including keys, computer equipment, files (including work product) and any other agency property or documents issued to you during the course of your employment.  

Employees who have resigned in compliance with this policy are assumed to be in good standing and considered to be eligible to reapply for employment at a later date.

XXIII. CONFLICT OF INTEREST

We expect all of our employees to use good judgment, to adhere to high ethical standards and to avoid situations that create an actual or potential conflict of interest between the employee’s interests and the interests of LSC and our clients.  If you are unsure as to whether a certain transaction, activity, or relationship, including outside employment, constitutes a conflict of interest, you should discuss it with your supervisor or the Executive Director.  The Executive Director must approve any exceptions to this guideline in writing.

A clear conflict would exist if a LSC staff member were employed as a volunteer or for compensation in any situation which involves direct services to or contact with LSC’s client population.  An employee taking part in any political activity, including the registration of voters or the transport of voters to the polls, may do so only on the employee’s own time in his or her capacity as a private citizen and in no case on behalf of LSC.  Potential conflicts in other areas may be less obvious but still require careful consideration.

When there is a question about potential conflict, the employee involved is responsible for bringing the matter to the attention of his or her supervisor and the Executive Director.  The Executive Director will determine whether a conflict or potential conflict is involved.  The Executive Director will also report the situation to the Board of Directors by the time of the next regularly scheduled meeting.  If the employee is dissatisfied with the Executive Director’s decision, s/he may bring the matter up at the next scheduled board meeting since the ultimate responsibility in conflict of interest situations rests with the Board.

Nothing in this Policy shall be construed as prohibiting an LSC employee from participation in professional organizations or on governing boards of any other agency.

We intend that this conflict of interest policy be interpreted fairly, so that we do not create harsh results when a conflict unavoidably arises.  If an employee violates this policy through no fault of her or his own, or unintentionally, s/he will be given a reasonable amount of time (as determined by the Executive Director) to comply with our policy.

XXIV. MISCELLANEOUS PROVISIONS
A.
Confidentiality and Accessibility of Personnel Records

LSC shall maintain a personnel file on each employee.  This file shall be the only repository of documents pertinent to the individual’s hiring, performance, attendance/absence, termination, etc.

While an individual employee shall have complete access to his or her file upon reasonable request during normal office hours, personnel files shall otherwise be considered confidential.  That is, no file or its contents will be released to anyone outside the office without the employee’s specific written permission.  In-office access to personnel files shall be limited to the Executive Director and her or his designee for the purpose of carrying out the intent of this Personnel Policy.

Should an employee disagree with anything in his or her file, the item’s removal may be requested.  If the Executive Director or designee denies the request, the employee shall be allowed to have his or her own statement regarding the matter included in the file.


B.
Honoraria and Other Compensation

If a person works his or her full work week and in addition provides services which are not related to his or her normal duties at LSC, s/he will be able to keep any honorarium or other compensation received as a result.

Any time a person provides services, which are related to his or her LSC duties or are conducted during normal work hours, any honorarium or other compensation belongs to the office.  

C.
Temporary Custody of Clients

No employee of LSC is to take temporary custody of any minor met through or because of the employee’s work at LSC. 

D.
Meetings with Minor Clients Away from the Office, at Agencies, at Minor’s Home or at Courts; Travel with Minors

An employee may only transport a minor with the knowledge and permission of the legal custodian (e.g., the minor’s probation officer if the minor is housed at the juvenile court), or the parent, guardian or foster parent or agency (if the minor resides at home or in a group/foster home, etc.).  Documentation of this permission and the date must be placed in the client case file.  No employee is required to transport clients as part of his/her work-related duties.

EMPLOYEE ACKNOWLEDGEMENT

Please read the following information and return this acknowledgement form to your direct supervisor for inclusion in your personnel file.

This handbook is provided to you for information and immediate reference.  Because we are a dynamic and changing organization, policies included in this handbook are subject to unilateral change, revision, deletion or addition by this organization from time to time with or without prior notice.

No policy in this handbook should be interpreted as in any way changing, altering or nullifying our policy of voluntary, at-will employment.  Your employment with this organization has no specified duration, and either you or the organization may terminate the employment relationship whenever either of us believes it is desirable to do so without consideration of cause or notice.  The at-will nature of our relationship may not be changed except by a separate written agreement specifically entered into for such purpose and signed by the Executive Director and by the Chair of the Board of directors.

This is to acknowledge that I have received and read my copy of the handbook, am familiar with and understand its contents and agree to comply with its terms during my employment.

NAME:
______________________________

DATE:
______________________________

TITLE:
______________________________

SIGNATURE:
______________________________
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