[image: image1.jpg]





     PACIFIC ASSOCIATES

    PERSONNEL HANDBOOK
[image: image3.jpg]




[image: image2.png]Pacific Associates  workioree eveiopment serices




Employees:

Welcome to the Pacific Associates team.  You are now part of a human service organization with a history of providing quality, capacity-building services to a variety of customers including individuals, non-profit organizations, businesses, and governmental entities.

Pacific Associates is a progressive, forward thinking company that is a recognized leader in the design and provision of human services with a particular emphasize on workforce development.

Overall, service to our customers is the single highest priority for all of us, regardless of position title or assigned responsibility.  Service means treating our customers with respect and esteem.  It means fostering a trusting relationship, and, at all times, being sensitive to the diversity of needs among the many people we serve.  Serving our customers well is the key to our success.

This Handbook provides basic guidelines for your employment with Pacific Associates.  Nothing in this Handbook is to be construed as a contract.  Your employment is at the will of Pacific Associates.  This means that you or the company may terminate employment at any time. 

In joining the staff of Pacific Associates, you have become a very important part of the tradition of providing quality human development and technical services to our community.  We look forward to your success with Pacific Associates.

Sincerely,


   The Partners:

Anna Moffitt

Sheila Kuniyuki

John D. Moffitt

Yukinori K. Kuniyuki








Company Overview
Pacific Associates is a privately-owned firm which was organized in 1981 to provide quality, effective human development and technical services which develop and maximize human potential and productivity.  The firm specializes in workforce development, employment linkage and retention services, social service consultation, and management assistance.  Areas of service experience include:

Human Services
· Adult basic education training 


· English-as-a-Second Language training

· Multi-cultural awareness training

· Human resource assistance to employers

· Human relations training for employees and employers

· In-service skill development and training for employees and employers

· Recruitment of specialized population groups for training and employment  
· Planning, development/design, and provision of social service, employment and training, and human resource programs 

· Direct service case consultation in the areas of employment and training, social service, education, and mental health

Technical Services
· Organizational development assistance for business and non-profit organizations

· Research and data analysis in the areas of demographic, community needs, education, and labor information

· Evaluation of the effectiveness of human service systems, agencies, and programs

· Job analysis and modification assistance to companies interested in accommodating the needs of special population groups Job skill training and job placement for economically disadvantaged people

· Economic development assistance for non-profit organizations.

· Public policy development and analysis
DISCLAIMER
Nothing in this Handbook should be construed as a contract.  Pacific Associates reserves the right to alter, amend, or change any policy at any time and for any reason.  Pacific Associates may change any terms and conditions of employment at any time, whether these are stated in the Handbook or are established through employment practices.


Employment at Will

The employment policies and procedures outlined in this Personnel Handbook are developed and maintained by Pacific Associates and may be changed at any time.  Any statement made in the handbook shall not constitute a contract of employment between Pacific Associates and any employee. Employment with Pacific Associates is at will and may be terminated by the employer or employee at any time and for any reason.  Other than the Managing Partner and Chief Operating Officer, no other manager, supervisor, team leader, or representative may make any contract, promise, or commitment contrary to those guidelines outlined in this handbook.  Therefore any alleged contract, promise, or commitment made by any of the foregoing identified individuals shall be unenforceable.

Equal Opportunity

Pacific Associates hires the very best qualified applicants for open positions, regardless of race, color, sexual orientation, age, religious creed, national origin, marital status, political ideology, sensory, mental or physical disability, or any other factor that has nothing to do with performance.  This prohibition against discrimination applies not only to all employment practices and personnel related actions but also to all services provided by the company.

A statement that Pacific Associates is an Equal Employment Opportunity employer is included on all personnel announcements and program-related information sent to the general public.  







Sexual Harassment

Pacific Associates, under Washington State Law Against Discrimination, prohibits employment practices that discriminate on the basis of sex, including sexual harassment.  Sexual harassment is any unwelcome sexual advance or request for sexual favors or any conduct of a sexual nature when:

A. submitting to such conduct is made either explicitly or implicitly a condition of employment;

B. submitting to such conduct is used as the basis for employment decisions affecting the individual as an employee; or

C. such conduct has the purpose or effect of substantially interfering with an individual’s work performance or creates an intimidating, hostile, or offensive working environment.

Sexual harassment can be:

A. physical, including unwelcome touching or gesturing

B. verbal, including unwelcome requests for a date or sexual favors, lewd remarks or sounds

C. visual, including unwelcome exposure to sexual photos, cartoons, or drawings





Classification of Employees

Full-Time:
An employee assigned to a regularly established position of 30 hours per week. 

Part-time:
An employee assigned to a regularly established position of less than 30 hours per week

Temporary:
An employee hired for a fixed period on a full or part-time basis with no expectation of continued employment beyond the period.

Regular:
A full-time or part-time non-temporary employee achieves regular status upon successful completion of probationary status.


Probationary Status and Discharge
Employees will be placed on probation for the first six months of employment and at any time during the course of employment that the immediate supervisor deems job performance to be below acceptable standards.  At the end of the probationary period, the supervisor may conduct a performance appraisal and may make written recommendation to the Chief Operating Officer whether or not the employee should be maintained.

An employee may be discharged before expiration of the probation period by the Chief Operating Officer.  Employment with Pacific Associates is at will and may be terminated by the employer or employee at any time and for any reason.  


Performance Appraisals

The review of employees' performance shall be an on-going process of verbal feedback regarding strengths and exemplary performance, and regarding areas of performance needing improvement.  A formal written appraisal process may be undertaken in the following situations:
A.
At the conclusion of a probation period for new employees or employees moving to new positions;

B.
When an employee's performance is not responding to verbal feedback and more formal methods are needed to improve unsatisfactory performance;

C.
To formally acknowledge exemplary performance of an employee.

Layoffs

Reductions in the workforce are sometimes necessary for business reasons.  Such reasons may include but are not limited to decreases in work volume, reorganization of job positions or areas of responsibilities, program reduction, and funding deficits.

If it is necessary to reduce the number of employees, layoffs may be based on the following criteria although other criteria may be used:

A. Skills of an employee applicable to organizational needs and/or services to fulfill contractual needs;
B. Type and length of work experience may be a consideration;

C.  
Interpersonal interactions and behaviors of an employee with others in the workplace. 
 
Work Hours 

Hours of Work:  The standard FT work day is 7.5 hours or 162.5 hours per month.  Employees that are assigned remotely or for approved accommodation are to work schedules that their immediate supervisor or Pacific Associates assigned representative has approved. All employees are expected to report to work punctually as required by their schedule.

Inclement Weather 
All employees are expected at work regardless of natural conditions unless they are otherwise notified.  In all cases, however, the safety and welfare of employees will be considered in decisions on office closure. During times of inclement weather, Pacific Associates recognizes that staff must decide if road conditions make their travel unsafe or unwise.  This includes travel involving both the commute to and from work as well as travel necessary to perform their job. Further, employees with school-age children or dependents often face a difficult conflict between work and parenting when inclement weather causes the schools or day care facilities to open late, close early, or close altogether. Emergency child or dependent care arrangements under these conditions are difficult if not impossible to make.
Employees may choose to use Personal Leave Time, with supervisory approval, should they decide that travel is unsafe or unwise or if child care needs arise due to inclement weather.  Should leave time be needed, regular personal leave time will be used followed by leave without pay should the employee not have sufficient accumulated leave time available. Employees on leave with pay during inclement weather will continue using their accumulated leave.
Emergency Office Closure
A variety of different emergencies may justify closure of the Pacific Associates main office and/or sub-locations. These closures could be necessitated by weather conditions, power outages, hazardous chemical spills, terrorist activity, etc.  Should closure of a location be necessary, staff may be required to work from an alternative workplace/location.  Matters of this sort will be based on the determination of the company Partners and will be communicated to affected employees via a “telephone tree”. 
Should employees be sent home or asked to not report to work due to emergency office closure, they will be paid for the time off. Employees on leave with pay during Emergency Office Closure will be credited for leave time used during the closure. 


Overview of Benefits

Health:
Pacific Associates offers a company paid health benefits program to full time employees that includes medical, dental, and life insurance.  Full-time regular employees become eligible for coverage beginning on the 1st day of the next month that follows their date of hire. For example, if hired on April 15th you would be eligible for these benefits on May 1st. Additional Health insurance coverage may be purchased by the employee for dependents or spouse, at the employees’ expense. 
Details of our health benefits plan and life insurance coverage are available for review.

Personal Leave: Company paid Personal Leave Time is provided to full-time staff according to the schedule below at the start of each calendar year for the period January 1-June 30 and at the start of each program year for the period July 1 – Dec 31. This time off may be used for illness, vacation, maternity, bereavement, or other approved leave.  New Employees hired after the start of the program year will receive a pro-rated share of personal leave depending on their first full month of employment. 
Company paid personal leave time is provided in half-year increments available on January 1 and July 1. The amount available to each full-time and part-time employee** is based on years of employment and current worktime percentage as follows:
Year 1 through 3: 
22 days per year (165 hours):

11 days for Jan 1 –June 30, 









11 days for July 1-December 31

Year 4 through 6:
27 days per year (202.5 hours):

13.5 days for Jan 1 –June 30, 









13.5 days for July 1-December 31

Year 7 and More:
32 days per year (240 hours):

16 days for Jan 1 –June 30, 









16 days for July 1-December 31
**Part-time employees should check with their immediate supervisor for the amount available to them based upon their current worktime percentage.
Overview of Benefits (Cont.)

Personal leave may be taken starting with the completion of the first full month of employment.  The supervisor must be notified when Personal leave is taken for illness.  All other forms of leave must have the prior approval of the supervisor.  The use of personal leave time must be reported on the employee's monthly time sheet.
Employees are responsible to monitor their balance of available Personal Time Off (PTO) they have for use. PTO balances can be reviewed on your paystub or sought by communicating with the companies designated  HR representative.    

Unused Personal Leave Time as of December 31 may be carried over to the following six-month period that begins January 1 and ends June 30.  As it relates to carrier over balances, 60% of the remaining balance of PTO leave time may be used during the period July 1 through December 31.  Unused personal leave as of June 30 cannot be carried over into the new program year that begins July 1 and is lost (program year is the period July 1 - June 30). Upon leaving employment for whatever reason, unused personal leave will be lost by the employee.

Holidays and Special Occasions:  The company allows employees time off with pay at their standard rate of pay for certain holidays and special occasions when they occur on a regular work day(s).  These paid common company holidays and special occasions, such as to recognize an individual’s religious holiday (Floating Holiday) or in the case of no religious affiliation (Personal Day). They are as follows:


New Year's Day


Martin Luther King, Jr.'s Birthday

 



President’s Day


Memorial Day    







Independence Day (4th of July)
Labor Day



Veteran’s Day



Thanksgiving Day and the Day After



Floating Holiday/Personal Day 



Leaves of Absence

Maternity Leave:  Regular employees may receive up to 12 weeks of leave during any 24 month period to care for a newborn, newly adopted, or terminally ill child.  This leave may be paid or unpaid, based on available personal leave, and is in addition to any temporary disability or sickness due to pregnancy or child birth.  Thirty days written notice of the employee's intent to take maternity leave is required, unless an emergency exists.

Employees who take maternity leave will be allowed to return to the same job or a similar job with the same pay.  There may be exceptions to this policy based on business necessity.  

Bereavement Leave:  Employees shall be allowed up to a maximum of five days off by reason of a death in the family.  This leave may be paid or unpaid, based on available personal leave.  The family is defined as mother, father, sister, brother, spouse, or child, including adopted or foster child and significant domestic partners.  Pacific Associates may allow leave with pay for the death of another relative or person whose relationship to the employee has been that of a family member.   

Leave Without Pay:  Leave without pay may be granted at the sole discretion of the Company.  By granting such leave, no guaranty of continued employment is implied.

Jury Duty:  It is considered civic duty or obligation of all citizens to perform jury duty or be a witness in court.  If an employee is called to be a witness or for jury duty, absence from work with pay may be granted up to two weeks.  The employee will not be required to use personal leave in this case.  The company, however, will only pay the difference between the employees’ salary and the amount received for civic duty during the period of leave.
WA State Paid Family and Medical Leave

Beginning January 1, 2019, the State of Washington started requiring employers based on company size and employees to pay premiums for paid family and medical leave. The benefits will generally allow up to 12 weeks of paid leave per year for the employee's own health condition or to care for a member of their family
Washington workers will be able to use Paid Family and Medical Leave benefits starting in 2020. These benefits will generally allow up to 12 weeks of paid leave per year to care for yourself or your family. This is a statewide insurance program, so workers and required employers will contribute premiums together through payroll withholding.
Compensation

Payday:  All employees shall be paid by no later than the fifth working day of the month following the close of the pay period.  In order to be paid, staff must submit to their immediate supervisor a monthly time sheet by the date indicated on the Time Sheet Submittal Schedule.  

Payroll Deductions:  Accompanying each paycheck shall be a statement of earnings and deductions.  Automatic deductions include Federal Income Tax Withholding and Social Security (FICA).  

Salary/Compensation Confidentiality:  All information pertaining to salary and/or other compensation to individual employees is confidential.  Discussions and comparisons of pay and other compensation among unauthorized staff are prohibited and may be grounds for dismissal.

Local Travel

Employees will be reimbursed for local travel expenses incurred for work performed on behalf of Pacific Associates.  As applicable, this will be done in accordance with procedures and regulations established in the specific contract under which the work requiring travel falls. The reimbursement rate will be adjusted each year up to the current IRS-established allowable rate. 
In order to be reimbursed, a monthly request for reimbursement form must be completed and submitted to their immediate supervisor, along with each transactions receipt within 10 days following the close of the month in which local travel costs are incurred.  Eligible reimbursement expenses include mileage, parking, and with prior supervisor approval, other expenses that are reimbursable per the requirements of the US Department of Labor and the State of Washington. 

Staff Parking

Employees who are required to use their personal automobile in the course of their job may be provided a monthly parking permit based on their assigned location.  Employees who are not required to use an automobile may be provided a monthly bus pass.  Other parking expenses that include private paid parking lots used daily in the course of daily work may be reimbursed at the full cost.  In order to be reimbursed, a monthly request for reimbursement form must be completed and submitted to their immediate supervisor, along with a transactional receipt within 10 days noting a date, time, cost and method of payment following the close of the month in which local travel expense has incurred
Pacific Associates is not responsible for employee parking or traffic violations received for unlawful or unauthorized parking or vehicle infractions.

Local Travel with Personal Automobile
All employees who use a private automobile in the course of their daily work must submit proof of automotive liability insurance at the time of hire and periodically thereafter when asked.  Employees are discouraged, however, from using their personal vehicles to transport program customers under any circumstance.  

Pacific Associates will not be responsible for fines incurred by employees for driving and parking violations and infractions.  
Telecommuting Privileges

Pacific Associates considers telecommuting to be a viable alternative work arrangement in cases where an individual and the core responsibilities for a position are best suited to such an arrangement. Telecommuting allows employees to work at home, on the road or in a satellite location for all or part of their regular workweek. Telecommuting is a voluntary work alternative that may be appropriate for some employees and some jobs depending on the expectations of the duties. It is not an entitlement, it is not a company-wide benefit, and it in no way changes the terms and conditions of employment with Pacific Associates.

Employees are only permitted to work away from a designated location if approved for a telecommuting arrangement with companies HR representative or with prior permission from their immediate supervisor.

Out-of-Area Travel

Employees will be reimbursed for out-of-area travel costs incurred for the purpose of attending pre-approved, work-required conferences, training, or workshops.  Reimbursement for meals and lodging will be paid up to the amounts specified by the Federal General Services Administration for the geographical destination.  (Please see Domestic Per Diem Rates in the Policies and Procedures section of our website).  

Airfare will be reimbursed at cost, however, employees are expected to use the most reasonable rate available.  First class air travel is not allowed . Transportation expenses once at the destination, including taxi, public transportation. and car rentals, will be reimbursed but are limited to business use (e.g., from airport to lodging, lodging to conference area, etc.).  Employees are expected to make use of the most reasonable rates for car rentals as determined by Pacific Associates.   

Out-of-area travel expense reimbursement requests must be itemized on a Pacific Associates Miscellaneous Expense Reimbursement Form and accompanied by receipts or other documentation of the expense.


Employee Safety and Health

It is the policy of Pacific Associates to provide a safe and healthful work environment for all employees.  Employees are expected to comply with all safety and health requirements whether established by management or by Federal, State, or local law.  All supervisors shall train their staff in matters of health and safety and will inspect their respective work areas for potential safety hazards on a regular basis.  Employees who identify a potentially unsafe condition are required to immediately inform the Pacific Associates Safety Officer.     


Drug and Alcohol Use

Pacific Associates prohibits its employees from manufacturing, distributing, dispensing, or possessing illegal drugs, narcotics, and/or other illegal or not prescribed controlled substances on its premises or any location where company business is performed. Employees who must use prescription drugs or narcotics during work are expected to notify their supervisor should the effects of the drug or narcotic pose a potential productivity and/or safety risk to the employee or co-workers given the nature of the employee's work responsibilities.

Any employee experiencing problems resulting from drug, narcotic, or alcohol abuse or dependency should seek assistance from their supervisor regarding available resources to overcome abuse problems.  Such assistance is to be kept confidential and is to have no influence on performance appraisals.  Job performance alone, not the fact that the employee is seeking counseling and/or treatment, is to be the basis of all performance appraisals. 


Confidentiality

Employees must keep confidential all information regarding customers of Pacific Associates.  Staff who disclose confidential information of which they have knowledge, or which comes into their possession as a result of their employment may be subject to disciplinary action or dismissal.  Customer records may not be removed from the Pacific Associates office without legal authority or supervisory approval. (Please Code of ethics policy)

Disciplinary Action

Disciplinary action will be taken when the behavior of an employee is deemed inappropriate.  Before disciplinary action is taken, the immediate supervisor will review all relevant facts relating to the violation of conduct.  The supervisor will make a determination whether or not disciplinary action is warranted.  Disciplinary action may include verbal warnings, written warnings, probation, suspension without pay, or discharge.


General Policies

Contract Policies and Guidelines:  Employees of Pacific Associates are governed not only by company personnel policies, but also by provisions that may be included in or included by reference within project contracts for activities the employee is involved in.  As applicable, staff will also follow any specified policies and procedures that may be required by respective funding sources.  

Trade Secrets and Confidential Data:  Proprietary concepts, information, and/or materials which are developed or obtained through the course of employment with Pacific Associates are the property of the company and may not be used or distributed without written permission of the Partners.  Staff may be required to sign an agreement that they will protect information, materials, and ideas from any persons not within the company and/or from any persons who do not have a right to it. 

Office Equipment, Computer Hardware, and Software:  Office equipment, including computers, and computer software are made available to Pacific Associates employees.  Office equipment are considered tools to be used in the course of employment and not for personal use.  In addition:

A.
Internet access is available to staff for work-related purposes only.  Use of the Internet including use of business e-mail for personal reasons is prohibited.

B.
No hardware or computer software may be added, removed, altered, or copied by staff without approval from one of the Partners.

C.
All equipment related problems or malfunctions must be immediately reported to the MIS/Technology Coordinator.

Please see “Laptop Computer Policy” in the Policies and Procedures section of our website or a hard copy can be provided upon request.  

Smoking Policy:  Pacific Associates maintains a smoke free environment.  All areas of the office are designated non-smoking areas.

General Policies 
Communication Devices:  Office telephones (land-based) are available for use by staff of Pacific Associates.  These telephones are to be used for business purposes only, except for emergencies.  Cellular Telephones (wireless) are provided for staff who must work in the field.  These staff are required to carry an activated communication device when in the field but are discouraged from using cellphone while in transit.  These devices may be assigned to individual staff or may be pooled for use on an as needed basis.  Cellular phones may only be used for business purposes except for emergencies.

Personal Property:  The company encourages employees to take reasonable care in safe guarding their personal property while at work.  Pacific Associates cannot assume responsibility for the loss or theft of personal belongings.  Staff are advised to not carry large sums of cash or other valuables with them when they come to work.  In addition, employees are expected to exercise caution with respect to purses and wallets which should never be left unattended.

Fees and Gifts:  Employees may not accept gifts or gratuities, nor collect fees directly from clients in return for favorable treatment.  Such activity may be considered a kickback for the provision of services which the individual or entity is already eligible.  Such actions are illegal.

Public Statements:  Employees are not to make unauthorized public statements or distribute unauthorized written materials to the public or media on behalf of the company without the express approval of the Partners.
Political Activities:  Political activities involving the use in name or kind of staff, clients (including residents, businesses, government, etc.), business associates, or volunteers are prohibited.  In all cases, no political activities are allowed on company property or while on company time.

Each employee of Pacific Associates is critical to the success of the company.  We have high expectations for professional conduct and the use of good judgment by all employees.  We expect conduct which reflects positively on the company, co-workers, and creates a productive, team-oriented work environment.  Conduct that interferes with operations, brings discredit on the company, or is offensive to clients or fellow employees will not be tolerated.


Grievances

Pacific Associates encourages employees to bring to the attention of management their complaints about work-related situations. Employees will be provided with an opportunity to present their complaints and appeal decisions by management through a formal complaint and grievance procedure.  All grievances will be resolved fairly and promptly within a reasonable time.  For this policy, the term "reasonable time" for reaching a decision at any organizational level will be ten working days.

Whenever an employee believes that he or she has a work-related problem, the employee should present the matter, in writing, to his or her supervisor.  It is the responsibility of the supervisor to investigate the grievance, and to communicate a decision to the employee, in writing, within a reasonable time.  If 
Grievances (Cont.)
the employee's problem is about the immediate supervisor, the employee will have the option of first discussing the problem with the Chief Operating Officer and/or of filing a written grievance.

If the aggrieved employee is not satisfied with the supervisor's decision, the employee may appeal to the Chief Operating Officer.  The immediate supervisor will provide a copy of the written grievance and the basis for his or her decision for review by the Chief Operating Officer.

The Chief Operating Officer will discuss the matter with both the employee and the immediate supervisor and will make a decision concerning the grievance within a reasonable time frame.  The decision and reasons for the decision will be provided, in writing, to the employee.  

If the aggrieved employee believes there is a potential conflict of interest on the part of the Chief Operating Officer or if the employee is not satisfied with the Operation Director's decision, the employee 
will be permitted to appeal to the Managing Partner.  The Managing Partner will discuss the matter with the employee after reviewing the grievance, the facts as recorded, and the decisions of the immediate supervisor and the Chief Operating Officer.  A final decision will be communicated in writing to the employee within a reasonable time.  Should the employee believe that there is a potential conflict of interest on the part of the Managing Partner, the company will use a neutral arbitrator to attempt resolution of the complaint.

Management decisions on grievances will not be precedent-setting nor binding on future grievances unless they are officially stated as company policy.  Whenever possible, the decisions will be retroactive to the date of the employee's official complaint.
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