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WORKPLACE REQUIREMENTS

Sexual Harassment Not Tolerated:
It is the intent of the Project to provide a workplace free of unlawful discrimination and to be fair and reasonable in its relations with employees. 

Sexual harassment is a form of unlawful discrimination. No employee or job applicant shall be subjected to unwelcome verbal or physical advances, a sexually hostile environment, or any other on-the-job behavior of a sexual nature that could be interpreted as harassment.

For further information, refer to the Anti-Discrimination/Sexual Harassment Policy in the NJP Policy Manual or on the website.

Workplace Safety: The Northwest Justice Project (NJP) is committed to the safety and security of its employees, clients, and others having business at its offices.  In so far as it can reasonably do so within available resources, NJP seeks to foster a safe and secure environment for working and conducting business. 

For further information, refer to the Workplace Safety Policy in the NJP Policy Manual or on the website.

Employment of Persons with Life Threatening Illnesses: The Northwest Justice Project recognizes that employees with life threatening illnesses including, but not limited to, cancer, heart disease and AIDS may wish to continue to engage in as many of their normal pursuits as their conditions allow, including work.

As long as these employees are able to meet acceptable performance standards, the Project must be sensitive to their conditions and ensure that they are treated consistently with other employees. The Project also has an obligation to provide a safe work environment for all employees and clients and must insure that an employee's condition does not cause a health and/or safety threat to other employees or clients.

The Project office provides the following range of resources to support the employee with a life threatening illness in the workplace:

1. Staff education and information on illness and specific life threatening illnesses; guidance on staff issues, supervisory concerns, and the importance of sensitivity and confidentiality in dealing with all the issue;.

2. Referral to agencies/organizations which offer supportive services for life threatening illnesses;

3. Benefits consultation to assist employees in managing health, leave and other benefits;

4. Reasonable accommodations for employees with life threatening illnesses, consistent with the needs of the employee, the particular office or project and the Project as a whole.

When dealing with situations involving employees with life threatening illnesses, all staff should:

1. Remember that any employee's health condition is personal and confidential, and reasonable precautions should be taken to protect information regarding an employee's health condition;

2. Contact the Executive Director if you believe that you or other employees need information about terminal illness or a specific life threatening illness, or if you need further guidance in managing a situation that involves an employee with a life threatening illness;

3. Contact the Executive Director if you have any concern about the possible contagious nature of an employee's illness;

4. If warranted, cooperate in making reasonable accommodations for employees with life threatening illnesses, consistent with the needs of the Project and the particular office or project;

5. Be sensitive and responsive to co-workers' concerns, and emphasize employee education available through the Executive Director and/or health and social service agencies;

6. Be sensitive to the fact that continued employment for an employee with a life threatening illness may sometimes be therapeutically important in the remission or recovery process, or may help to prolong that employee's life; and

7. Encourage and assist affected employees to seek assistance from established community support groups for medical treatment and counseling services. Information on these can be requested through the Executive Director.

Personal Information and Personnel Records: The Northwest Justice Project maintains a personnel file on each employee. "Personnel file" means papers, documents and reports pertaining to a particular employee which are used or have been used by the Project to determine an employee's eligibility for employment, promotion, additional compensation, transfer, termination, disciplinary or other personnel action, including formal or informal employee evaluations or reports relating to such employee's character, credit and work habits. Documents which are prepared or developed as a result of or in connection with an administrative, civil, criminal or grievance procedure shall not be made part of the file unless additions, subtractions or corrections to the file are agreed to or ordered as part of the dispute resolution.

Employees are legally entitled to have reasonable access to their personnel file. Any staff member wishing to do so, make a written request to the Executive Director to inspect his/her file during regular business hours. Employees may not remove anything from the personnel file. When an employee disagrees with any of the information contained in the file, removal or correction of such information may be agreed to by the Executive Director. If there is no agreement, a written statement explaining the employee’s position shall be maintained as a permanent part of the personnel file.

No information contained in the personnel file of any employee shall be disclosed by the Project to any person or entity without the employee’s written authorization, except when the Project is required to comply with valid court orders and government requests. The Project is also subject to the procedures of the Legal Services Corporation, which may request access to, or copies of personnel-related information.

The Accounting Office should be advised of any change of address, phone number or other changes in personal information, so that records are kept current. This is particularly important with regard to any change (event) that may be a COBRA qualifying event.

Upon their separation from the Project, all employees are given the opportunity to sign a Reference Directive governing the Project’s response to future inquiries about their employment. This directive is maintained as a permanent part of the personnel file for future reference.

Project Policy on Equal Opportunity, Access and Diversity: The Northwest Justice Project (NJP) is committed to a policy of equal opportunity. It strives to foster an environment free of barriers and discriminatory practices for its clients, Board and staff.  NJP actively promotes mutual respect, acceptance, teamwork and productivity. An organization whose staff, Board and clients are diverse in background, experience, race, color, national origin, gender, age, religious preference, marital status, sexual orientation, sensory, mental or physical abilities, veteran status, and other qualities strengthens the program while reinforcing its commitment to basic fairness.

In addition to any available federal or state legal remedies, any person having a grievance due to an alleged act of discrimination because of race, color, national origin, sex, age, religious preference, marital status, sexual orientation, sensory, mental and physical abilities, veteran status, or any other prohibited discrimination, may file a written complaint with the Executive Director of the Northwest Justice Project.
The Executive Director will issue a written decision within thirty (30) calendar days of the receipt of the complaint. The Executive Director's decision may be further appealed to the Human Resources Committee of the Board of Directors for a review of the Executive Director's decision. This appeal must be filed within thirty (30) days of the receipt of the Executive Director's decision. 
(See Program Policy # 21).

Workplace Smoking Restrictions. In order to: 1) provide a comfortable and healthful environment for clients, other visitors and staff; 2) maintain an environment that is consistent with the promotion of health and safety; 3) respect the rights of others; and 4) maintain the best possible employee benefits package with severely limited resources, smoking shall be prohibited in all Northwest Justice Project facilities. This policy does not require employees to stop smoking, which is a matter of personal choice. However, prospective employees will be advised of this policy at the time of job offer and in formal orientation of all incoming staff.

While all staff are authorized to enforce these restrictions, they are expected to do so with appropriate courtesy and diplomacy. Those who fail to abide by the policy shall be subject to progressive disciplinary action, with termination from employment being the ultimate result of repeated violations.

Drug Free Work Place: The Northwest Justice Project endeavors to maintain a drug free workplace. Toward this end, the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance in the work sites and facilities used for and operated by the Northwest Justice Project is prohibited. Violation of this policy shall be grounds for the Project’s intervention, including requiring the employee to satisfactorily participate in a drug abuse assistance or rehabilitation program. If the Northwest Justice Project determines that violation of this policy impairs an employee’s ability to carry out their job related responsibilities, the Project will, consistent with the requirements and obligations of the Americans with Disabilities Act, take appropriate personnel action, up to and including termination from employment. Any employee who is convicted of a crime under a drug statute for activity occurring in the workplace shall notify the Northwest Justice Project no later than 5 days after the conviction. Within 30 days of such notification, the Project will take appropriate personnel action in response to a conviction, as specified above.

Employees shall be regularly notified about the consequences of drug use in the workplace and of the terms of this policy. The Northwest Justice Project makes available to all employees an Employee Assistance Plan. Any employees who may be impaired as a result of using illegal drugs shall be offered counseling and assistance through the Employee Assistance Plan, and shall further be made aware of and encouraged to use other available resources, including the Lawyer Assistance Program offered by the Washington State Bar Association.

Njp Policy Regarding Insurance Coverages When Njp Staff Use Vehicles For Njp - Related Business:  Northwest Justice Project employees occasionally must travel in order to carry out their job responsibilities.  NJP does not and cannot control choices of insurance coverages that employees make for their own vehicles.  It is usual business practice for an employee’s personal insurance policy to be the primary coverage for employees who use their own vehicle while engaged in NJP business.  Employees should reasonably limit personal non-job related tasks while traveling on NJP business.  When traveling by automobile is necessary for specific job-related duties, the following policies and procedures apply:

· Employee personal insurance coverage is the primary coverage for individual employees who use their own vehicle while engaged in NJP business on NJP time.

· NJP has a liability policy, which provides coverage for NJP liability (up to $1 million) for any claims by a third party that exceeds the employee’s individual coverage.

· NJP has insurance coverage for all hired vehicles, even if paid for by an employee credit card, provided that the vehicle is rented in NJP’s name. 

· NJP reimburses employees the IRS mileage rate when using their own vehicles for NJP related travel, which includes IRS determined factors for costs of maintenance, insurance, deductibles, gas, oil, etc.

· NJP does not pay the cost of damages for losses occasioned as a result of using personally owned vehicles while on NJP business.

· Washington law requires auto owners to carry a minimum of $25,000 per person and $50,000 per accident coverage. It is reasonable and fair to expect every employee driver to properly carry insurance coverage for their own vehicles.

· NJP employees who have been in an automobile accident while on the job should provide the following information in writing to NJP’s main administrative offices: what parties were involved in the accident; when, what, where, and how it occurred; was a police report made; was a ticket issued assigning fault; were witnesses present; why the employee was at the location at the time; was the trip authorized; has the employee’s personal insurance company been notified; documentation of damage and estimates for repair; any out-of-pocket loss.
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