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EMPLOYEE HANDBOOK and POLICY/PROCEDURE MANUAL
__________________________________________________________


For Employees of


North Region EMS and Trauma Care Council
This handbook is intended to be only a source of information and a general statement of North Region EMS and Trauma Care Council policies.  It is not a contract of employment.  North Region EMS and TCC reserves the right to alter or change any statement contained herein, or policy, procedure, regulation, or program without prior notice.

North Region EMS and TCC hope our employment relationship will be continuing and rewarding for both sides.  In order to preserve the greatest freedom of association, however, employment and compensation can be terminated, with or without cause, at the option of either you or the North Region EMS and TCC.  In a reduction in force situation, employees will be given not less than 30 calendar days notice.

No North Region EMS and TCC representative has the authority to enter into any agreement for employment for a specific period of time or make any representations or agreements contrary to the above statements.
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Introduction and Mission
Welcome to North Region EMS and TCC
Welcome to North Region EMS and Trauma Care Council. We hope your employment will be a source of great personal and professional satisfaction. This Employee Handbook should be kept throughout your employment. It is designed to provide you with information about the Council and to summarize its policies and procedures. It may not, however, answer all your questions. It is impossible for any handbook to cover all events or circumstances, which could arise. If you need additional information not covered by this Employee Handbook, please talk to the NREMS and Trauma Care Council North Region Council Executive Director. We will keep you advised of changes in policies in the Employee Handbook during your annual review, or as changes occur.
It is the goal of the North Region EMS and Trauma Care Council to provide our employees with competitive wages and benefits and good working conditions; therefore, we will make periodic reviews of compensation/benefits offered and policies/procedures of North Region EMS and Trauma Care Council.
Mission
The mission of North Region EMS is to promote a coordinated region-wide system.
The System shall provide quality, comprehensive, and cost-effective emergency medical and trauma care to individuals in Island, San Juan, Skagit, Snohomish, and Whatcom Counties.

Welcome,

Executive Board, NREMS & TCC
Receipt of Employee Handbook
All employees should read this handbook.  You will be required to sign, date and return the form acknowledge receipt and understanding of the handbook contents to the North Region Council Executive Director.  The form will be placed in the employee's personnel file.

Enclosed are the North Region EMS Trauma Care Council's personnel policies. It is your responsibility to read these policies, as they will acquaint you with your employee benefits, our personnel practices and rules, and some organizational philosophy.

It is important to understand these policies do not create an employment contract or a guarantee of employment of any specific duration between the Council and its employees. Although we hope  your employment relationship with us will be long term, we recognize  things do not always work out as hoped, and either of us may decide to terminate the employment relationship.
Unless specific rights are granted to you in an employment contract, all employees of the Council are considered at will employees and may be terminated from Council employment at any time, with or without cause, and with or without notice.

The Council reserves the right to revise, supplement, clarify or rescind any policy or portion of a policy when deemed appropriate by the Executive Board. You will be notified of any such changes, and will be given a new copy of the policy manual.

Please also understand  no supervisor or representative of the Council other than the Executive Board has the authority to make any written or verbal statements or representations which are inconsistent with these policies.

If you have any questions about these policies or any other policies of the Council, please feel free to ask your supervisor or the Council Chair. 
I have read and understand all information included in this handbook.

_______________________________

Employee Signature

_______________________________

Employee Printed Name

_______________________________

Date

(Return one signed copy of this form to the North Region Council Executive Director.)

This page intentionally left blank
Purpose and Scope
Introduction
These personnel policies serve as a general guide to the North Region Emergency Medical Services and Trauma Care Council's current employment practices and procedures. As such, we hope they will help you better understand how the Council operates and what is expected of you as an employee. These policies also describe what the Council provides you in terms of compensation, benefits and other support.

The Council places the highest value on our employees and their well being. We want to see that you are a satisfied worker, with the support necessary to achieve the objectives of your position. Only in this manner can your contribution to the Council be the most productive.

It is our belief that when consistent personnel policies are known and communicated to all, the choices for greater job satisfaction increase. We encourage you to read these policies. If you have any questions, please ask your supervisor. As you have ideas or suggestions for improvement to these policies, please do the same.

Intent of Policies
This handbook is intended to be only a source of information and a general statement of Council policies. It is not a contract of employment. North Region EMS and Trauma Care Council  reserves the right to alter or change any statement contained herein, or policy, procedure, regulation, or program without prior notice. 

North Region EMS and Trauma Care Council hopes our employment relationship will be continuing and rewarding for both sides. In order to preserve the greatest freedom of association, however, employment and compensation can be terminated, with or without cause, at the option of either you or the Council. In a reduction in force situation, employees will be given not less than 30 calendar days notice. 

No Council representative has the authority to enter into any agreement for employment for a specific period of time or make any representations or agreements contrary to the above statements. 

Scope of Policies
These personnel policies apply to all Council employees. In cases where these policies may conflict with any statutes, rules, regulations and conditions prescribed by any regulatory body representing the previous entities, those regulatory specifications shall prevail.

Changing the Policies
These policies shall be reviewed annually and any proposed changes may be made from the North Region Council Executive Director to the Executive Board.  No changes shall be enacted until reviewed and voted on by the Executive Board.










Organizational Structure
The North Region EMS & Trauma Care Council, hereinafter referred to as the Council, incorporated as a non‑profit agency in the State of Washington, operates under the auspices of the Revised Code of Washington (70.168.100 ). The Council is empowered by statute to review, evaluate and provide recommendations to the State EMS office for the provision of emergency medical services and trauma care in the North Region.

The Council will be composed of persons defined in the Council's By‑laws.

The line of authority is clearly established by the organizational structure of the Council. Policy and direction originates from the full Council to the Executive Board. The coordination, supervision, and delegation of the Council procedures and directives are provided for as follows:



EMS Council


The Council sets policy and overall direction.


Executive Board
The Executive Board is the executive authority for the complete management of all programs and projects. The Executive Board has the responsibility for carrying out all motions, resolutions, and staff directives in the administration of the Council business. The Executive Board, predicated upon a full report to and approval from the Council membership, shall manage and administer the affairs of the Council; employ and authorize the employment of such persons as are necessary or appropriate for the successful execution of the objectives of the Council; pursue agreements with any governments, philanthropies, or other agencies which in its judgment will further and be consistent with the objectives of the corporation.

Council Chair

The Council Chair shall be the chief executive officer of the Council and shall have the 
power to make and execute contracts in the ordinary business of the Council, for and in 
the name of the council, to execute other legal instruments when authorized by the 
Council.

To assure Council business is carried out in an orderly and efficient manner, the Council Chair will be direct supervisor of the North Region Council Executive Director. As such, the Council Chair is the liaison between staff and Council members. Therefore, all directives to guide the work activities of the North Region Council Executive Director, other staff, and volunteers, will be directed through the Council Chair or through his/her designee.


Therefore:

· Council employees may not direct or attempt to control the work activities of any Council member, except by the North Region Council Executive Director and with overview by the Council Chair.


North Region Executive Director
          General Description and Duties


The North Region Executive Director is an exempt employee of the Council, under the general supervision of the Council Chair. The North Region Executive Director is charged with the responsibility of coordinating and implementing those efforts that will effectively integrate and enhance the EMS and trauma system in the North Region according to the Council's directives and policies.

Duties

The Council, through the Council Chair, shall delegate to the North Region Executive 
Director authority to direct and supervise all other employees of the Council. The North 
Region Executive Director:
· Reports to Regional Council Executive Board on all operations of the business.

· Negotiates contracts with DOH, public health, regional hospitals, training, any business contract with NREMS and TC Council.

· Completes and submits deliverable reports for all contracts.

· Oversees goals, objectives and strategies outlined in regional strategic plan. 
· Is responsible for supervising and evaluation of office staff. 

· Will consult with Regional Council Executive Board on personnel issues, conflicts and request to release staff from employment. 
· Responsible for all functions of daily operations at regional office

· All financials of business operations, to include monitoring expenditures not to exceed approved annual budget, and maintaining proper balance sheet of debits/credits.

· Staff schedules, work performance and reviews.

· Regional office operations.

· Provide leadership to office staff and regional council direction 
· Assists council chair in preparation of regional council meeting agenda, provides appropriate informational packets of agendas, minutes, other information presented at board meeting.  

· Attend local EMS council meetings when deemed necessary by the NREMS and TC Council.
· Attend State contracts, RAC, Steering Committee meetings.

· Responsible for communications with DOH on all levels in regards to regional business.

· Participates in State workgroups as directed by regional council.

· Performs necessary duties involved working in a professional office setting: greeting public, answering phones, returning messages, dresses appropriately, respectful of other employees & all customers.

· Maintain a safe and clean and organized office environment.

Essential Job Elements:

· Ability to supervise and manage employees in a positive and respectful manner

· Demonstrate a strong working knowledge of appropriate accounting practices

· Ability to work within an approved budget

· Outstanding oral, written, multicultural and interpersonal communication skills
· Ability to collaboratively with various diverse groups

· Flexibility

· Team-Player

· Detail-oriented with excellent time management skills

· Ability to work independently and simultaneously on multiple projects

· Maintain a positive and respectful working relationship with all members of the North Region Council Executive Board, Committee Chairs and members of local county councils.

· Must have reliable transportation in order to attend required meetings

The North Region Council Executive Director shall not authorize any purchases of items approved in the budget of greater than $500 without express approval of the North Region EMS and TCC Executive Board.  Payment for all purchases of items approved in the budget requires the signatures of two authorized signers. These signatures must include the North Region EMS and Trauma Care Council Chair and Treasurer positions.  Checks written on behalf of the NREMS and TCC that are under $500 must still have 2 signatures, but one of these can be the North Region EMS and TCC Executive Director and the other must be the NREMS and TCC Council Chair or Treasurer. 

Exception: The North Region Council Executive Director shall not have signature authorization on any checks or other such payments where he/she is the payee.  Cash reimbursement must include a receipt and signed by the Council Chair and Treasurer, or Board Member designee.
Program Coordinator(s)
General Description and Duties
The Program Coordinator(s) is/are non-exempt employee of the Council, under the direct supervision of the North Region Council Executive Director.

Basic Function:

Coordinate the operation of a specialized or technical program and perform a variety of 
complex clerical assignments.

 


Distinguishing Characteristics

Under general direction, perform work using knowledge and experience specific to the 
program.  Exercise independent judgment in interpreting and applying rules and regulations.  
Independently advise staff, agencies, committees, local council’s, State DOH, program 
participants and/or the public regarding program content, policies,  procedures and activities; 
select/recommend alternative courses of action and either:

 


(1) project, monitor, maintain, initiate and/or approve expenditures on program budgets

 

OR


(2) have extensive involvement with staff, committees, local council’s, State DOH, program 
participants and/or the public, and/or agencies in carrying out program activities, and 
coordinate, schedule and monitor program activities to determine consistency with program 
deliverable goals.

 


Typical Work
· With the specialized program:

· Monitor budget status in line with program activities, plans or priorities; maintain 
program budgets and initiate corrective action; sign vouchers; receive, process and 
deposit funds; assist in the preparation of contracts and contract deliverables;

· Provide information and advice to staff, committees, local council’s, State DOH, 
program participants and/or the public, and/or agencies regarding program content, 
policies and activities, recommend alternative courses of action; promote the program 
throughout the North Region  with outside organizations or Regional EMS and TCC 
Offices;

· Attend meetings and/or conferences as program representative;

· Confer regularly with representatives of other regional organizations and agencies 
regarding the interpretation and implementation of program and institutional policies;

· Monitor program activities in relation to established program goals; within 
established program parameters, determine variance from program standards;

· Use word processing, graphics, statistical, spreadsheet and/or data base software;

· Perform complex scheduling including independently prioritizing needs of program 
clients;

· Direct the work of others, such as temporary office staff during absences of the North 
Region EMS and TCC Executive Director;

· Perform various clerical duties;

· May make public presentations related to program specialty;

· Perform related duties as required.
· Must have reliable transportation in order to attend required meetings.
 


Essential Elements:

Excellent customer service and organizational skills, ability to multi-task, detailed oriented, and the ability to work with minimal supervision; quickly become acclimated with Washington State Dept. of Health, EMS and Trauma Systems guidelines and procedures, Public Health, EMS Agencies, Training and Local EMS and TC Councils; maintain confidentiality; adept at applying discretion and tact when handling difficult situations; use  independent decision making when attempting to resolve unusual inquiries and/or administrative concerns when working with individuals and/or internal North Region issues while maintaining consistency with North Region  objectives and policies; demonstrated knowledge of a variety of software programs and/or database software; experience working with diverse populations; excellent oral and written communication skills; ability to establish and maintain computerized tracking and reporting processes.

Personal Services Contracted and Non‑Employees

The following individuals are not subject to the provisions contained herein. The Council will 
provide written guidelines, as necessary, to establish the working parameters for each of the 
following positions.
A.  Council officials elected by popular vote, and appointees.

B.  
Consultant or contract employees to perform specific projects (e.g. – Bookkeeper under Council Contract)
C. 
 Legal counsel for the Council.

D.  Volunteers.

Employee Definitions
Immediate Family: Includes the employee's parents, spouse, domestic partner, child (including step), parent, brother or sister, mother or father-in-law, son or daughter-in-law, grandparent, grandchild, or other relative who lives in the employee's home.

 
Probationary Employee: 

An employee who has not completed the required probationary period of six months.  

Regular Employee: 

An employee who has successfully completed the probationary period, a Contracted 
Administrator,  or a Union Exempt - Non-Represented employee in a budgeted position. 

Regular Full-time Employee: 

An employee who is hired to work a predetermined schedule of at least forty (40) hours 
per week. 

Regular Part-time Employee: 

An employee who is hired to work a predetermined schedule of more than twenty 


(20) hours, but less than forty (40) hours per week, or annually contracted faculty. 

Temporary Employee: 

An employee who is hired with the expectation s/he will be employed for a 


defined period of time, either full- or part-time, without expectation of continued 


employment after that defined period of time has ended. Temporary employees may or 
may not be eligible for benefits. 

Non-exempt Employee: 
An employee who is included in the minimum wage, overtime, and time card provisions of the wage-and-hour laws [Fair Labor Standard Act (FLSA)]. Such employees are eligible for overtime at the rate of one and one-half (1 1/2) times the regular rate of pay for all hours worked in excess of forty (40) hours in the work week. (Working agreements may also include in excess of eight (8) hours per day).  

Exempt Employee: 

An employee who meets the criteria for exclusion from the wage-and-hour laws (FLSA), 
e.g., administrative professional. An exempt employee does not receive overtime for 
hours worked over forty (40) hours per week (or eight [8] hours per day) or compensable 
time.

Union Exempt - Non-Represented Employee: 

Any individual employed either full or part-time by the North Region EMS and TCC who 
performs management, supervisory, professional, or confidential functions at least fifty 
(50%) or more of his/her assignment and may or may not have responsibility to hire, 
dismiss, or discipline other employees shall be classified as a Union Exempt - Non-
Represented employee.  This employee, who may or may not be eligible for overtime, is 
not issued an employment contract and is not part of a bargaining unit. Currently, all 
regular full and part-time employees of the Council are Union-Exempt.


Contracted Administrator:


An employee who is responsible for a major administrative function of the North Region 


EMS and TCC and is issued an annual contract.  This person shall carry the title, 



North Region Council Executive Director, and is an Exempt at-will employee.
Compensation
Salary Administration

When you began work, you were given a job description and your rate of pay.  That rate has been set by the North Region EMS and TCC based on comparable positions of similar size organizations.  However, since each North Region EMS and TCC has its own autonomy, 
your position may not be an exact match with other positions in the system with a similar job title.
Increases in your salary may occur as a result of additional duties and/or cost-of-living allowances (COLA) based on the calculations for State employees, and upon recommendation and approval of the North Region EMS and TCC Council Chair.
Annual pay increases are contingent on satisfactory performance. If an employee's performance is consistently unsatisfactory, the North Region Council Executive Director or Council Chair may defer a scheduled pay increase for a stipulated period of time or until the employee's job performance is satisfactory.

Resources permitting, the Council may provide additional increases by the following process:


A.
Exempt ‑ Recommendation for salary increase may be made by the Executive 



Committee.


B.
Non‑exempt ‑ The Regional Manager may recommend the increase to the Executive 


Committee who may approve/disapprove the rate increase.

The North Region Council Executive Director may propose and the Executive Board may grant an across‑the‑board pay adjustment (cost‑of‑living increase) from time to time, raising the salaries of all positions by a specified amount within a defined group of classifications. Such adjustments, if any, will not change an employee's pay anniversary date.

Any employee promoted to a position in a higher classification and salary range shall receive the next highest available pay step in the new range.

When an employee receives a rate change in his/her wages or salary, that change will be effective at the beginning of the pay period following the authorized wage and salary change.

 1.
Pay Periods and Payday:

Paydays occur on the 10th and 25th of each month.  On these days, you will receive an amount equal to the division of your monthly amount, or based on actual hours worked (for hourly employees.
 2.
Payroll Deductions:

The following deductions from your paycheck are required by law:  OASI (social security), medical aid (workers' compensation), and federal income tax.  Any other deductions require written authorization.  Examples of such deductions include deductions for any optional insurance premiums or wage assignments to creditors or the IRS and can include tax-sheltered annuities.
(see appendix I for overtime compensation policy)
General Policies and Procedures
Affirmative Action and Equal Employment Opportunity
The Council is an equal employment opportunity employer. The Council believes every employee has the right to work in surroundings that are free from all forms of unlawful discrimination. It is the North Regions policy to promote genuine equal education, employment attitudes and opportunities for all applicants for employment, as well as for its employed staff, and to administer hiring and placement, conditions and privileges of employment, compensation, benefits, training, promotions, transfers, demotions, layoffs, and recall from layoffs without regard to race or ethnicity, creed, color, sex, national origin, age, marital status, religious preference, the presence of any sensory, mental, or physical disability, reliance on public assistance, sexual orientation including gender identity, status as a disabled or Vietnam-era veteran, or political opinion or affiliation. 
All job announcements and contracts will include the Council's EEO Statement.

Discrimination and Sexual Harassment
All Council administrators, employees, Board and Committee members are expected to work actively to maintain a workplace that is free from unlawful discrimination and harassment based on sex, race or ethnicity, creed, color, national origin, age, marital status, religious preference, the presence of any sensory, mental or physical disability, reliance on public assistance, sexual orientation including gender identity, status as a disabled or Vietnam-era veteran, or political opinion or affiliation, and to conduct themselves in such a way so as to ensure that no discrimination or harassment occurs. 

Sexual harassment is a form of unlawful discriminatory behavior. Sexual harassment includes any unwelcome sexual advance, requests for sexual favors, or other verbal or physical conduct of a sexual nature by administrators or supervisors, co-workers, or third parties. Such conduct may interfere with an individual's work performance or create a hostile or intimidating work environment.

North Region employees, if they feel that they have been a victim of any such discrimination, should notify, in writing, their complaint to their immediate supervisor.  If the supervisor is the cause of the discrimination complaint, then the employee has the right to contact directly, the NREMSTCC Council Chair, who will then assign three members of the Executive Board to investigate the allegations of harassment or discrimination.
Life Threatening and Communicable Disease
The Council recognizes its responsibility to protect the health of employees from the risks posed by infectious diseases. The Council also has the responsibility to uphold the rights of affected individuals to privacy and confidentiality, to continue their employment, and to be treated in a nondiscriminatory manner. 

Universal Precautions
The Council requires all staff to routinely observe universal precautions to prevent exposure to disease-causing organisms, and the Council should provide necessary equipment/supplies to implement universal precautions.

Categories of Potential Risk
Employees with infectious diseases that can be transmissible in work settings (such as, but not limited to, chicken pox, influenza and conjunctivitis) should be managed as specified in: (a) documents referenced in 19 CSR 20-20.030 and (b) in accordance with any specific guidelines/recommendations or requirements promulgated by the local county or city health department. A medical release may be required of the employee in certain circumstances.

An employee infected with a bloodborne pathogen such as hepatitis B virus (HBV), hepatitis C virus (HCV), or human immunodeficiency virus (HIV) poses no risk of transmission through casual contact to other persons in a workplace setting. Employees infected with one of these viruses shall be allowed to continue work without any restrictions which are based solely on the infection.

Exceptional Situations: There are certain specific conditions (for example, frequent bleeding episodes or uncoverable, oozing skin lesions) which could potentially be associated with transmission of both bloodborne, and non-bloodborne pathogens. No employee, regardless of whether he or she is known to be infected with such pathogens, should be allowed to continue work unless these conditions are either absent or appropriately controlled in a way that avoids unnecessary exposure. 

Legal Refs:       §§167.191, 191.650-.703 RSMo.
                     

  Americans with Disabilities Act (42 U.S.C. 12101 et seq.)
                       

P.L. 93-112, Section 504 of the Rehabilitation Act of 1973
                      

 19 CSR 20.20.010 through 20.20.060 and 20.28.010 
Drug Free Workplace
Background 

The North Region is a recipient of federal grants and contracts. The Federal Drug Free Workplace Act of 1988 requires that the recipient of a grant or major contract from a federal agency certify that the grantee will provide a drug free workplace. The Council must also publish a policy statement notifying employees of the provisions. The grantee is also required to establish a drug awareness program. Failure to comply with the provisions of the Act may result in the suspension, termination, or debarment from the award of any federal contract. 

Policy Statement 

The North Region EMS and Trauma Care Council intend to promote a drug free, healthful, safe, and secure work environment. The unlawful manufacture, distribution, dispensation, possession, or use of alcohol or any controlled substance is prohibited in or on property owned or controlled by the Council. The use of alcohol or any unlawful controlled substance while in or on property owned or controlled by the Council is prohibited. Prescription drug usage must be accomplished in a lawful and safe manner pursuant to a valid medical prescription. No employee will report to work while under the influence of alcohol or any unlawful controlled substance. A controlled substance is defined by RCW 69.50.201 through RCW 69.50.214 or pursuant to Title 21 USC Section 821 (Schedules I-IV), as now enacted or subsequently amended. Violation of this policy by any employee may result in a referral for mandatory evaluation or treatment for a substance abuse disorder. Disciplinary action up to and including dismissal from employment may be imposed. 

The Council recognizes alcohol and drug dependency to be an illness and major health problem. The institution also classifies drug usage and abuse as a potential safety and security problem.  Upon hire, each employee is required to read and sign the Drug-Free Workplace Policy that will be held in your personnel file. (see appendix II)
Anti-Harassment and Bullying Policy
It is the Council's policy to foster and maintain a work environment free from discrimination and intimidation. Toward this end, the Council will not tolerate harassment of any kind that is made by employees toward co‑workers, vendors or members of the general public. Employees are expected to show respect for others at all times, despite individual differences.

Harassment is defined as verbal or physical conduct that demeans or shows hostility or aversion toward another employee or members of the public. Examples of prohibited conduct include slurs or demeaning comments to employees or members of the public relating to race, ethnic background, gender, religion, sexual orientation, age, or disability.  
Workplace Bullying is repeated, health-harming mistreatment of one or more persons (the targets) by one or more perpetrators and it will not be tolerated.  Workplace Bullying that takes one or more of the following forms:

· Verbal abuse.

· Offensive conduct/behaviors (including nonverbal) which are threatening, humiliating or intimidating

· Work interference – sabotage – which prevents work from getting done.

Employee Personnel Records
A personnel file for each employee is kept in a secured file in the North Region Council Executive Director's office. An employee's personnel file contains the employee's name, employment application form, emergency contact, title and/or position held, job description, salary, changes in employment status, training received, performance evaluations, personnel actions affecting the employee, including discipline, and other pertinent information. Medical information about employees is contained in a separate confidential file, as well as the 1‑9 form. Beyond the employee, access is limited to the North Region Council Executive Director and the elected officers of the Council.

Employees have the right to review their files. Employees also have a right to receive a copy of their personnel file.  To receive a copy of your personnel file, a formal written request must be submitted to the Council.  A copy of the personnel file will then be given to the employee, but the employee is not allowed to take their original personnel file and make copies.  Copies of personnel files may only be made by a person designed by the Council.
Personnel files are kept confidential to the maximum extent permitted by law. Except for routine verifications of employment, no information from an employee's personnel file will be released to the public, including the press, without a written request for specific information and a signed waiver and release from the employee. (see appendix III)
Employment References
Only the North Region Council Executive Director or the Council Chair will provide employment references on current or former Council employees. References will be limited to verification of employment position, dates of employment and salary unless the employee has completed a written waiver and release.

Employee Responsibilities 
The administration of the North Region EMS and TCC shall be structured in such a way that all employees are able to carry out their essential responsibilities, which shall be, if applicable, to provide effective management and support in the planning, implementation, and evaluation of North Region EMS and TCC objectives; the effective use of North Region EMS and TCC resources to achieve these objectives; the recruitment, supervision, training, and evaluation of personnel; and contribution to the development and improvement of North Region EMS and TCC programs and services.

Lines of Authority
Under the direction of the Executive Board, and specifically the Council Chair, the North Region Council Executive Director manages the North Region office, the daily activities of the employees, and ensures all required deadlines affecting the North Region are completed in a timely manner.  This includes, but not limited to:  attending meetings, completion of State required deliverable data, proper and timely invoicing for payment, payment and documentation of all North Region monies paid to employees, business contracts and general expenses, approved purchases, development of an annual budget for Board approval, monthly reconciliation of financial data, etc.  
As Council oversight, the Council Chair shall expect regular and accurate status reports from the North Region Council Executive Director.  In those cases when the Council Chair of the North Region EMS and TCC is unavailable to perform his/her duties, the acting Council Chair shall follow the chain of command, per the Council By-Laws, unless express and temporary authority is given to the North Region Council Executive Director by the Council Chair.
Financial Accounting and Internal Controls
All North Region EMS and Trauma Care Council funds are to monitored closely.  Regional Councils are funded by State and Federal funds and are therefore subject to audit for accuracy and proper cash handling rules.  

The North Region EMS and Trauma Care Council has contracted Williams and Nulle Certified Public Accountants to develop and suggest appropriate procedures and guidelines for accounting practices for the North Region.  In October 2010, the North Region EMS and Trauma Care Council Executive Board voted unanimously to adopt these guidelines.  This report is separate but attached at the end of this manual.  All North Region EMS and TCC employees as well as Regional Council Members and Executive Board shall be held to these guidelines when conducting Council business. 
Standards of Conduct and Discipline

Council employees are considered professional in every respect.  In keeping with the ethical standards of conduct, this sub-section was created with the intent of avoiding any misunderstandings concerning behaviors or actions, especially with new, temporary, or probationary employees.  While long term employees know what is expected regarding behavior and performance, new employees need to be informed upon hire how they can succeed and become a productive member of the North Region team.
There are certain kinds of actions that cannot be permitted to occur because of their unfair impact on the business of the Council.  Such offenses may result in discharge on the first occurrence.  Behaviors or actions that could be construed as such offenses are:

· Failure or refusal to carry out job assignments and legitimate management requests;

· Unauthorized release of North Region EMS and TCC information;

· Verbal and/or physical abuse (to include threats of physical harm) while on North Region EMS and TCC premises;

· Falsification of any work, personnel, or other North Region EMS and TCC records;

· Removal of North Region EMS and TCC property without permission;

· Unauthorized taking of North Region EMS and TCC funds or property or unauthorized charges against a North Region EMS and TCC account;

· Dishonesty;

· Discrimination against or harassment of co-workers;

· Possession, consumption, or being under the influence of alcohol or illegally possessing, consuming or being under the influence of a controlled substance at work;

· Deliberate damage to North Region EMS and TCC property;

· Fighting or threatening to fight with another employee;

· Serious misconduct of any kind, which may include committing a misdemeanor on North Region EMS and TCC premises.

These examples are not all-inclusive. Other behaviors may also lead to discharge on the first occurrence.

There are other actions that should not occur, but normally it is either the repeated occurrence of the action or the commission of more than one offense that results in termination.  For such actions, an employee normally will receive some lesser discipline prior to discharge.  Some examples of such offenses are:

· Inefficient performance of an assigned duty or responsibility;

· Substandard performance of an assigned duty or responsibility;

· Absenteeism or tardiness in reporting to work or returning from rest or meal periods;

· Failure to report an absence in accordance with the absenteeism policy;

· Failure to comply with safety or security rules and procedures;

· Carelessness or negligence in the performance of an assigned duty or in the care and use of North Region EMS and TCC property;

· Sleeping on the job;

· Violation of North Region EMS and TCC policy.

Once again, these examples are not all-inclusive; other behavior may also be grounds for discipline or discharge.  (see appendix IV)

The Council is a relatively small organization. To function as efficiently as possible, we may ask you to perform seemingly "menial" duties outside your regular assignments. It is no reflection on your worth to the Council but a necessary arrangement for most small organizations.

To make the most efficient use of personnel, the Council also reserves the right to change your work conditions and the duties originally assigned. If these arrangements become necessary, we expect your best cooperation.
Outside Employment, Ethics and Conflict of Interest

Employees shall not, directly or indirectly, engage in any outside employment or financial interest which may conflict, in the Council's opinion, with the best interests of the Council or interfere with the employee's ability to perform his/her assigned Council job. Examples include, but are not limited to, outside employment which:



1.
prevents the employee from being available for work beyond normal working 



hours, such as emergencies or peak work periods, when such availability is a 



regular part of the employee’s job;



2.
is conducted during the employee’s normally scheduled work hours;



3.
utilizes Council telephones, computers, supplies, or any other resources, 




facilities or equipment;



4.
is employment with a firm which has contracts with or does business with the 



Council; or



5.
may reasonably be perceived by members of the public as a conflict of interest or 



otherwise discredits public service.

An employee who chooses to have an additional job, contractual commitment or self​-employment, may do so only after obtaining prior approval from his/her immediate supervisor. (see Appendix V)
Political Activities

Council employees may participate in political or partisan activities of their choosing provided that Council resources and property are not utilized, and the activity does not adversely affect the responsibilities of the employees in their positions. Employees may not campaign on Council time. Employees may not allow others to use Council facilities or funds for political activities.

Any Council employee who meets with or may be observed by the public or otherwise represents the Council to the public, while performing his/her regular duties, may not wear or display any button, badge or sticker relevant to any candidate or ballot issue during working hours. Employees shall not solicit, on Council property or Council time, for a contribution for a partisan political cause.

Except as noted in this policy, Council employees are otherwise free to fully exercise their constitutional First Amendment rights.
No Smoking Policy

Per RCW 70.160.030:  No person may smoke in a public place or in any place of employment.
Per RCW 70.160.050:  Owners, or in the case of a leased or rented space the lessee or other person in charge, of a place regulated under this chapter shall prohibit smoking in public places and places of employment and shall post signs prohibiting smoking as appropriate under this chapter. Signs shall be posted conspicuously at each building entrance. In the case of retail stores and retail service establishments, signs shall be posted conspicuously at each entrance and in prominent locations throughout the place.
Substance Abuse
The employer has an obligation to its employees, customers and the general public to reasonably ensure safety in the workplace.  Consequently, the following are strictly prohibited and will result in immediate disciplinary action, up to and including termination:

· Reporting to work under the influence of intoxicating liquor or illegal drugs;

· the use, possession, manufacture, purchase or transfer by an employee on employer premises or property or during work time, of an intoxicating liquor, controlled or illegal substance, a drug not medically authorized, or any other substances which impair job performance or pose a hazard to the safety and welfare of the employee, public, or other employees;

· the sale of such item as listed above.

The employer trains supervisors to identify and detect behaviors that suggest substance abuse.  Upon reasonable suspicion, the supervisor may require an employee to be tested for substance abuse when it appears that the employee’s work performance or on-the-job behavior is being affected in any way by drugs or alcohol, or when, in the employer’s judgment, an employee may have contributed to an accident involving bodily injury or damage to property.  Costs associated with testing required by the employer will be paid for by the employer.  

The employer reserves the right to inspect and/or search all employer property, as well as any employee’s personal property on employer premises, for intoxicating liquor, controlled or illegal substances, or any other substances which impair job performance.  Refusal to submit to any such inspection or refusal to cooperate in any investigation may result in disciplinary action up to and including termination.
Reasonable Suspicion

Specific observations concerning such circumstances as work performance, appearance 
(including, for example, noticeable odor of an alcoholic beverage), behavior or speech of 
the employee, or being involved in an accident on employer premises or business which 
results in physical injury or property damage.
“Right to Know” Chemical Hazard Program
Every American has the right to know the chemicals to which they may be exposed in their daily living. Right-to-know laws provide information about possible chemical exposures.

Congress enacted EPCRA in 1986 to establish requirements for federal, state and local governments, tribes, and industry regarding emergency planning and "community right-to-know" reporting on hazardous and toxic chemicals. The community right-to-know provisions help increase the public's knowledge and access to information on chemicals at individual facilities, their uses, and releases into the environment. States and communities, working with facilities, can use the information to improve chemical safety and protect public health and the environment.

Each employee with the North Region EMS and Trauma Care Council is required to read and sign the acknowledgement form (kept in personnel file) that they understand the Chemical Hazard policy of the Council.  (see appendix VI)
Employee Working Conditions
Administrative Philosophy

The administration of the North Region EMS and TCC shall be structured in such a way that all employees are able to carry out their essential responsibilities, which shall be to provide effective leadership and support in the planning, implementation, and evaluation of North Region EMS and TCC objectives; the creation of a stimulating work environment; the effective use of North Region EMS and TCC resources to achieve these objectives; the recruitment, supervision, training, and evaluation of personnel; and contribution to the development and improvement of North Region EMS and TCC programs and services.

Recruitment and Selection

Recruiting 
Recruiting practices are conducted solely on the basis of ability, merit, qualifications and competence, without regard to race, color, religion, national origin, sex, sexual orientation, marital status, pregnancy, physical handicap, disability or age.

Each applicant shall complete and sign an application form prior to being considered for any position. Resumes may supplement, but not replace, the Council's official application.

Any applicant supplying false or misleading information is subject to immediate termination, if hired.

Hiring Authority
The Executive Board is vested with the hiring authority. Hiring authority may be delegated to an appropriate ad‑hoc selection committee. The selection committee will review applications, interview candidates, and make recommendation to a quorum of the Executive Board for final selection. Final offer of a position may be made only by the Chair of the Council or his/her designee. The North Region Council Executive Director will participate and coordinate the hiring process as appropriate, and may be part of the hiring committee, if invited by the Council Chair. (see appendix VII for exempt/administrative hiring process)
All pertinent selection materials will be secured in an appropriate personnel file for privacy and security purposes at the time of hire.

The selection committee may establish specific guidelines for recruiting applicants for available positions. This may be delegated to the North Region Council Executive Director for the recruitment of the Administrative Assistant, Secretary and other office support or ancillary positions.

Job Announcements
Job announcements for vacancies should specify the title and salary range; the essential functions of the position; minimum qualifications; application process; the necessary special qualifications established for consideration; the closing date; EEO statement and other pertinent information of interest to applicants applying for a position.

Job announcements will normally be posted a minimum of 5 working days. The minimum recruiting sources are the Washington Employment Security Department, local newspapers, and email through appropriate electronic lists, and the North Region website (http://www.northregionems.com).  

Eligibility lists:


An eligibility list may be established and maintained for a period of up to 12 months from 
those submitting applications for a specific position. In the event the applicant selected 
declines the position, resigns, or is terminated within 12 months, the Council may elect to fill 
the position from the eligibility list without reopening the position.
Selection Process
The purpose of a selection process is to assure employment strategies are established and are applied equally to all applications/applicants. Selection procedures will be adequately documented to show the specific procedures used to determine how and why a selection was made. The selection committee may conduct the interview or delegate this responsibility to an ad‑hoc interview committee, who in turn will present the final candidate to a quorum of the Executive Board for approval.


Verification of Application

The North Region Council Executive Director or the Council Chair will be responsible for verifying the applicant’s employment history and references. When a preliminary decision is made to select a candidate any time during the selection process or upon an offer or employment, employment and personal references should be verified. Candidates who are not selected for interview will be promptly notified.


Interview Process

Applicants who meet the minimum qualifications for a position vacancy may be invited to an interview conducted by the selection committee or its designee.

A uniform list of questions may be developed to be asked of each candidate. None of the questions asked shall be contrary to state and federal laws and regulations.


Candidate Selection

A quorum of the Executive Board will direct the Council Chair to provide a formal, written offer of employment to a selected candidate. This offer shall include the time and manner by which the offer is to be accepted, rate of compensation and benefits, and any other terms of employment.

Candidates who are not selected must be promptly notified. Should a selection not be made, the position may be re‑opened for recruitment once again according to the recruitment process described.
Employee Orientation
Orientation will include the following information:


A.
A brief history of the Council's development and the scope of its service including a 


description and chart of the organization.


B.
A discussion of the philosophy of the Council including goals and commitments to the 


development and maintenance of a quality and comprehensive emergency medical 


services system.

C.
A review of the policy and procedure manual as a way to address areas applicable to staff 
being oriented. This will include, but not be limited to, the following:

· General provisions

· Recruitment and selection

· Employee status and performance evaluation

· Compensation and reimbursement

· Leave policy

· Benefits
· General conduct and discipline

· Grievance and appeals

· Employee health program
· Chemical Hazard Communication policy

· Travel Policy

· Drug Free Workplace

· Ethics
D. Review of the job description, specific requirements of the job, position scope and  responsibilities.  
E. 
The Council Chair or his/her designee is responsible for orienting the Regional Executive 
Director to those agencies and services working with or represented by the Council. For 
Administrative Assistant or ancillary positions, the North Region Council Executive Director 
assumes the responsibility.  

Employee Dress Code

Employees of the North Region are to dress in a professional manner, reflective of the business environment of the Council office.  
The North Region’s objective in establishing a business casual dress code is to allow our employees to work comfortably in the workplace. Yet, we still need our employees to project a professional image for our customers, potential employees, and community visitors. Business casual dress is the standard for this dress code.

Because all casual clothing is not suitable for the office, these guidelines will help you determine what is appropriate to wear to work. Clothing that works well for the beach, yard work, dance clubs, exercise sessions, and sports contests may not be appropriate for a professional appearance at work.

Clothing that reveals too much cleavage, your back, your chest, your feet, your stomach or your underwear is not appropriate for a place of business, even in a business casual setting.

Even in a business casual work environment, clothing should be pressed and never wrinkled. Torn, dirty, or frayed clothing is unacceptable. All seams must be finished. Any clothing that has words, terms, or pictures that may be offensive to other employees is unacceptable. Sports team, university, and fashion brand names on clothing are generally acceptable.

Certain days can be declared dress down days, generally Fridays. On these days, jeans and other more casual clothing, although never clothing potentially offensive to others, are allowed.  Employees who violate the dress code will be sent home to change their clothes.  Continued violation of the dress code could result in further disciplinary action.
Personal Property at Work

The North Region  recognizes that employees may want to bring personal property to work, such as audio players (radios, iPods), photographs, mementos, posters, or other decorations and may make you feel more attached to or comfortable in your workplace.
However, personal items can also create a cluttered, unprofessional appearance, distract others from work, or lead to inappropriate horseplay. In addition, items of a political, religious, or sexually suggestive nature may be provocative, demeaning, or offensive to fellow employees or customers. 

The North Region asks that you keep personal items to a minimum, and appropriate in nature to a professional office environment.  

The North Region claims no liability for any lost, stolen, or damaged personal property. Employees bring their personal property at their own risk and the Council encourages all employees to take appropriate steps to safeguard their items. 
Probationary Period
Upon hire or appointment, all employees enter a probationary period that is considered an integral part of the selection and evaluation process. The probationary period is designed to give the employee time to learn the job and to give the supervisor time to evaluate whether the match between the employee and the job is appropriate.

The probationary period is six months from the employee's date of hire, rehire or promotion. The Executive Board may authorize an extension of the probationary period for up to an additional six (6) months. An extension may be granted due to circumstances such as an extended illness or a continued need to evaluate an employee's performance.

Employees are to be evaluated prior to the completion of the probationary service period.

Once the probationary period is successfully completed, the employee may be certified to regular employment status. Satisfactory completion of the probationary period does not create an employment contract or guarantee employment with the Council for a specified duration.

Use of Sick Leave/Vacation during Probationary Period: Probationary employees may use their accrued sick leave following two (2) months of continuous employment, but may not use earned vacation until they have successfully completed their probationary period. 
Employment of Relatives (nepotism)
The Executive Board believes it is in the best interest of the Council and the employees to keep business and professional relationships separate from personal and family relationships. 

Accordingly, the Council will not employ close relatives, spouses, or two individuals living together in a relationship that is essentially equivalent to marriage, except under circumstances where: 

1. 
 Neither employee will supervise, appoint, remove, or discipline the other; 

2.
 Neither party will evaluate the work of the other; and 

3.
 The administration determines that the working relationship will not create a conflict 
of  

 interest or the appearance of favoritism. 

For purposes of this policy, “relatives” include: spouses, siblings, parents, children, grandparents, grandchildren, nieces, nephews, and people living in the same household.
Reassignment

In the event a Union Exempt - Non-Represented employee is to be removed or chooses to leave a position, the Council Chair shall have the option of reassignment rather than dismissal for the Union Exempt - Non-Represented employee.  The Council Chair is provided this option for the following reasons:

A.
To allow the Council Chair flexibility of reorganizing the North Region EMS and TCC administration without dismissing Union Exempt - Non-Represented employees; and

B.
To allow a Union Exempt - Non-Represented employee to be reassigned to a position for which s/he is qualified.

Dismissal

In the event a Union Exempt - Non-Represented employee is to be dismissed, the Council Chair shall give notice in writing:

A.
Fourteen (14) calendar days prior to the effective date of dismissal for non-disciplinary reasons, or
B.
Immediately if for disciplinary action.

Rehire Policy
The North Region may consider former employees for re-employment.  As with all applicants for employment, former employees are subject to the North Region’s hiring and selection policies.   Additionally, all such individuals must have terminated the North Region in good standing.
Employees terminated for serious rule violations (e.g. theft, assault, dishonesty, fighting, intentional falsification of official records, possession or using prohibited narcotics or consumption of alcohol during duty hours, gross negligence or gross insubordination -- -this is not an all-inclusive list) shall be marked as not eligible for rehire to any type of North Region employment.
Performance Evaluation

Annual performance appraisals provide you and your supervisor with the opportunity to discuss how well you are meeting our expectations, to clarify your job responsibilities, establish potential development opportunities, and to explore possibilities for your advancement within the North Region EMS and TCC.  Your performance evaluation is part of your personnel records.  You are asked to sign your performance evaluation to indicate it was reviewed with you; your signature does not necessarily imply agreement with the evaluation.  Employees who refuse to sign their performance evaluation may submit, in writing, a reason for refusal which will be attached to the evaluation. 
Performance evaluations are conducted, at a minimum, on the anniversary date of employment, and each anniversary date thereafter.  Temporary employees do not receive formal performance evaluations, although their performance may be monitored and discussed.  Performance evaluations may also be conducted at other times for specific reasons such as promotions, poor work performance, and/or disciplinary problems.
All employees are to receive a copy of their performance evaluation, signed by their supervisor.
Exit Interview

A representative group of three officers from the Executive Committee will conduct an interview with all exiting regular employees.  The purposes of this interview include:  ensuring the return of all North Region EMS and TCC property and keys; reviewing financial arrangements, including the amount of the final paycheck, any accrued vacation and the like; reviewing the reasons for the termination, or resignation; and obtaining the employee's input and suggestions for improvement in the North Region EMS and TCC.  You will be informed of any rights to continued benefits coverage at this time.  Your final paycheck will be available on the regularly scheduled payday of the pay period during which your employment terminated.

Employee Services
Council Facilities

 1.
Employee Parking:
Employees may park in the Public parking lot, approximately one-block from the council office.
2.
Meal Periods/Rest Periods:


The North Region EMS and Trauma Care Council follows WAC 296-126-092 for 
employee meal and rest periods for non-exempt, non-represented employees:
	


Employees shall be allowed a meal period of at least thirty minutes which commences no less than two hours nor more than five hours from the beginning of the shift. Meal periods shall be on the employer's time when the employee is required by the employer to remain on duty on the premises or at a prescribed work site in the interest of the employer.

No employee shall be required to work more than five consecutive hours without a meal period.


Employees working three or more hours longer than a normal work day shall be allowed at least one thirty-minute meal period prior to or during the overtime period.

Employees shall be allowed a rest period of not less than ten minutes, on the employer's time, for each four hours of working time. Rest periods shall be scheduled as near as possible to the midpoint of the work period. No employee shall be required to work more than three hours without a rest period.

Where the nature of the work allows employees to take intermittent rest periods equivalent to ten minutes for each 4 hours worked, scheduled rest periods are not required.


3.
Use of Telephones/E-mail:
Employees are asked to limit personal telephone calls and e-mail from their workstations.  Personal calls should be made from your personal cellular telephones and they are to be used during non-work time.  Employees are prohibited from placing personal long-distance calls on Council telephones, unless approved and an emergency situation.  

4.
Personal Mail and Copying:
The Council name, address, or stationery may not be used for personal use.  Minimal use of the Council photocopy machine is accepted, and limited to three page documents. Documents longer than three pages need to be approved by your supervisor.  
5.
Facsimile Machine:
For more than one page of copy, the FAX machine is more expensive than regular mail, but it disseminates information much faster.  The FAX machine should only be used when time does not permit the use of regular mail.  

 6.
Office Keys:
Personal keys to the buildings and offices can be obtained through your supervisor.  The keys must be returned when leaving employment with the Council.  The opportunity to return these items is usually during the exit interview, or last day of employment, whichever comes first.

7.
Business Cards:
Employees whose positions require travel or numerous meetings on behalf of the Council, should also obtain personalized NREMS and TCC business cards.
Contact with News Media
The North Region Council Executive Director or Council Chair shall be responsible for all official contacts with the news media during working hours, including answering of questions from the media.  All other employees are strictly prohibited from discussing Council business with the outside media.
Educational Support
The North Region recognizes that their employees may need job skills upgrades from time to time.  In the interest in maintaining job knowledge and skills, the North Region will assist in “job-related” educational support, such as workshops, seminars and conferences.  These must be requested in writing and must first be approved by the North Region Council Executive Director, with final approval from the Council Chair.  If the North Region Council Executive Director is requesting to attend an educational opportunity, then the approval will be given from the Council Chair and Executive Board.

The request must identify how attendance will support the functions of the job.
No request can be granted if it exceeds the travel budget for the Council, and does not clearly demonstrate a job cost benefit.
Employee Expense Reimbursement
Employees shall be reimbursed for expenses resulting from their attendance at conferences, seminars or other activities on behalf of the Council. However, the Council will not provide reimbursement for expenses that have been or will be paid by another program or organization, or provided as part of the approved activity or function.

Meals:

When you are away from your official work station and official residence on a trip during meal times:        
	Prior to 7:00 am
	Breakfast

	Between 12:00 pm -1:00 pm
	Lunch

	After 7:00 pm
	Dinner


and the meals are not included in the workshop or conference you may receive reimbursement for meals.  To be reimbursed for day trips, you must be in travel status for two hours beyond your normal work schedule, a total of 11 hours ( 8 hour day, one hour break, and two hours outside of the scheduled day).*Meals that are claimed for a day trip are considered taxable. 
Meals taken during the normal work day are not reimbursed during a typical work day.  
Travel Reimbursement:
After approval, Council travel reimbursement requests are submitted to the North Region Council Executive Director on a Travel Invoice Voucher (if travel request of the North Region Council Executive Director, then approval shall be from the Council Chair or designee).  Travel reimbursement checks are normally written and distributed once approved.  Reimbursement for travel shall be limited to actual mileage and transportation costs: air fare – coach class only, ferry, taxi or rental vehicle, meals up to allotted per diem rate, and accommodations at the per diem rate.  The per diem rate that shall apply for mileage, meals and accommodations shall be the current per diem rate for the State of Washington, Office of Financial Management: http://www.ofm.wa.gov/resources/travel/colormap.pdf. 

(See appendix VIII for complete employee travel policy).
BENEFITS

Union Exempt - Non-Represented Employee Benefits Summary

North Region EMS and TCC North Region EMS and TCC provides the following benefits in addition to salary:

Federal Social Security (OASI)

Social Security is deducted at current required Federal rate.
Medical Aid and Industrial Insurance
This mandatory insurance provides medical and disability benefits for accidents occurring while on the job.  Approximately $16.00 (full time) of the medical aid premiums per month is deducted from the employee's paycheck.  The North Region EMS and TCC contribute the other half of the medical aid and the entire industrial insurance premium.  These rates are revised annually by the Department of Labor and Industry. For reference, see RCW 51.12.035.  
Additional Payroll Deduction Options Available
Automatic Paycheck Deposit:
All employees may have their payroll checks deposited automatically into a checking or savings account at their bank or credit union.  Please contact the North Region Council Executive Director for details about direct deposit, for the necessary forms and/or other pertinent information.
Personal Medical, Dental and Retirement:
Employees are responsible for selecting a plan that best fits their needs.  Eligible employees are responsible for securing their own benefits which may consists of medical, dental and retirement plan options. Your insurance premiums can be deducted from you paycheck.  The Council contributes up to ***%  of the employee's gross wage toward health and welfare. An employee must work a minimum of 20 hours per week to be eligible for the benefit options. The total benefit package including all mandated employer paid benefits will not exceed ***% of the employee base wage. Need to discuss how much we want to pay for benefits

Other Information
Workers Compensation

If an accident should occur, please notify you’re the North Region Council Executive Director or Council Chair immediately. They will get the required forms or get the medical attention needed to help you.
Family and Medical Leave Act (FMLA) - Modified
The North Region does not qualify under the Federal or State Family and Medical Leave Act rules. However, because we feel that our employees are valuable and would like to extend assistance in times of need, we have developed a modified FLMA policy.  

The North Region will honor up to 4 weeks of job-protected, unpaid leave during any 12-month period to eligible employees for the following reasons: 1) birth and care of the eligible employee's child, or placement for adoption or foster care of a child with the employee; 2) care of an immediate family member (spouse, child, parent) who has a serious health condition; or 3) care of the employee's own serious health condition.  Verification and appropriate documentation will be requested in order to grant this leave. (see Appendix IX)
Return to Work Policy
North Region EMS and TCC North Region EMS and TCC will seek transitional return to work opportunities for all employees who are temporarily disabled due to an on-the-job injury as early as medically possible.  Return to work opportunities will first be considered within the same work unit, next within the North Region EMS and TCC.
Return to work assignments are intended to assist workers who are transitioning back to work after a temporary disability that resulted from a work-related injury.  

North Region EMS and TCC North Region EMS and TCC, through our reasonable accommodation program, will make efforts to retain employees who are permanently disabled.  

Leaves

VACATION LEAVE

Each regular full‑time employee is entitled to vacation leave as follows:

Completed Year of



Annual Vacation Benefit

Continuous Employment




1 through 3



80 Hours (2 weeks)
4 through 7



120 Hours (3 weeks)
8 through 9



160 Hours (4 weeks)
10+Annual



160 Hours (4 weeks) plus an additional 8 hours per year
The vacation accrual year shall be July 1 thru June 30th.  Accrual of vacation begins from the date of employment, but shall be pro-rated up until the fiscal year end of June 30th. New employees must satisfactorily complete their probationary period to be entitled to the use of vacation leave. Regular part‑time employees will receive vacation on a pro‑rata basis. Temporary employees are not eligible for any vacation benefits. Employees do not accrue vacation benefits during a leave without pay.

Leave requests shall be submitted at least two weeks prior to taking vacation leave. 
Vacation must be used by the end of the fiscal year.  Unused vacation time will not be carried over to the next year.  
1.
At no time is any employee allowed to “cash out” any used portion of their vacation per year as an active employee.
2.
Annual leave must be taken at the convenience of the Council, as determined by the Council Chair or designee.  Due to the nature of Council business, only one regular employee will be allowed to take leave at the same time, and unless extenuating circumstances exist, no leave should extend longer than two-weeks.
3.
In cases of dismissal or reassignment, the employee shall be given an opportunity to use the accrued annual leave.  However, if it is impossible and the President requests that there is a need to stay on the job, then the Council shall pay the employee for any remaining annual leave at the date of the termination or reassignment; provided that said payment is consistent with RCW 43.01.040 and 041.

Sick Leave
All regular full‑time employees accrue sick leave benefits at the rate of eight (8) hours for each calendar month of continuous employment for use following two (2) months continuous employment. Regular part‑time employees may accrue sick leave benefits on a pro‑rata basis according to hours worked. Maximum accrual is 300 hours.

Temporary employees do not earn sick leave benefits. Employees do not accrue sick leave benefits during a leave without pay.

Allowable Uses of Sick Leave: Sick leave covers those situations in which an employee is absent from work due to:



(1)
Employee's own health condition (illness, injury, physical or mental disability, 



including disability due to pregnancy or childbirth);


(2)
The need to care for the employee's dependent children under the age of 18 who 


are ill.


(3)
Medical or dental appointments for the employee or dependent child, provided 


that the employee must make a reasonable effort to schedule such appointments 


at times which have the least interference with the work day;


(4)
Exposure to a contagious disease where on‑the‑job presence of the employee 


would jeopardize the health of others;

(5)
Use of a prescription drug which impairs job performance or safety;

A doctor's certificate may be required when an employee is absent for a period in excess of three (3) days. The Council may also request the opinion of a second doctor at the Council's expense to determine whether the employee suffers from a chronic physical or mental condition which impairs his/her ability to perform the job. Employees who are habitually absent due to illness or disability may be terminated if their disability cannot be reasonably accommodated and/or when the employee's absenteeism prevents the orderly and efficient provision of Council services.

Employees who use all their accumulated sick leave and vacation, and require more time off work due to illness or injury may request a leave without pay, or the employee may request “shared leave.” Shared leave must be approved by the Council Chair and the employee “gifting” a portion of their sick leave or vacation, cannot donate if this will cause their sick leave to fall below 100 hours, or vacation leave to be less than two weeks.
In the event of an accident that qualified for payment under workman's compensation/industrial insurance, accrued sick leave shall pay the difference between the workman's compensation payment and the employee's regular salary.

Leave Without Pay
Leave without pay is a temporary unpaid status and may be granted providing such leave can be scheduled without adversely affecting the operation of the Council's activities.

Requests for leave without pay must be submitted in writing to the employee's immediate supervisor. Eligibility is contingent upon ninety (90) days of continuous employment and must be pre‑approved by the Supervisor or Council Chair.

Jury and Witness Leave
Jury Duty:  The Council provides all employees leave for the full period of jury duty service. Regular full‑time and part‑time employees who have completed their trail period receive paid jury duty leave of up to two weeks each time they are called for jury service. In general, if jury duty extends beyond two weeks in any one instance the additional leave will be unpaid. Exempt salaried employees who are asked to serve longer than two weeks should contact the Council Chair to discuss whether further paid leave will be provided. Payment provided by the courts during periods of paid jury duty leave must be turned over to the Council, excluding expense reimbursements, such as mileage. You must provide your supervisor with a copy of the jury duty summons as soon as possible after receiving it. Upon completion of jury duty, you are required to provide your supervisor with proof of jury service. If the employee is dismissed during scheduled working hours, he/she is expected to report for work.

Witness Duty:   All employees summoned to testify in court are allowed time off for the period they serve as witnesses. In general, witness duty leave is unpaid unless you are a witness in a case involving the Council. For exempt salaried employees, however, salary payment will continue except for full‑day absences caused because the employee is a party in a lawsuit.

Administrative Leave
On a case‑by‑case basis, the Council may place an employee on administrative leave with or without pay for an indefinite period of time. Administrative leave may be used in the best interests of the Council (as determined by the Council Chair) during the course of an investigation or other administrative proceeding.

Military Leave
We provide all employees leave while performing military service in accordance with federal and state law. Regular full‑time and part‑time employees receive paid military leave of up to 15 working days per year for military service. In general, if military service extends beyond 15 working days, the additional leave will be unpaid. Exempt salaried employees who serve longer than two weeks should contact the Council Chair to discuss whether further paid leave will be provided. All employees who are not eligible for paid military leave are provided unpaid leave for a period of their military service. Military service includes active military duty and Reserve or National Guard training. You are required to provide your supervisor with copies of your military orders as soon as possible after they are received. Reinstatement upon return from military service will be determined in accordance with applicable federal and state law.

Bereavement Leave
In the event of a death in an employee's immediate family, the employee shall be eligible for up to three (3) working days bereavement leave with pay to assist with funeral arrangements and services when the funeral occurs within the State of Washington. An employee shall be granted up to five (5) days with pay to assist with funeral arrangements and services when a death occurs outside the State of Washington.

The employee's immediate family for purposes of bereavement leave is defined as the employee's spouse, domestic partner, child, step-children, grandchild, parent or step‑parent, brother, sister, mother‑in‑law, father‑in‑law, sister‑in‑law, brother‑in‑law, grandparent, or guardian of the employee.

Holidays
All employees shall receive the holidays that are listed on the North Region EMS and TCC calendar. These are:

The following days will be recognized as holidays with pay:



Holiday





Day Observed
New Years Day (observed)
January 1* 

President Chair's Day



Third Monday of February


Memorial Day

Last Monday of May

Independence Day


July 4

Labor Day





First Monday of September

Veteran's Day





November 11*
Thanksgiving Day




Fourth Thursday of November

Day after Thanksgiving Day


Day immediately following 
Christmas Day





December 25*
One Floating Holiday



Employee’s Choice (Must 








complete six months’ 









continuous employment, if new 







employee)

NOTE:   Holidays denoted with (*) the holiday shall be observed on the National Day of recognition.
The floating holiday will be granted, provided the following conditions exist:
1.
The employee has given proper notice to his/her supervisor.

2.
The number of employees selecting a particular day off does not present undue hardship in providing continued North Region EMS and TCC programs and services.
Holidays observed during an employee's annual vacation or other paid leave period shall not be counted as vacation or leave.
In the unusual event when a non‑exempt employee has to work on any of the holidays listed above, the employee shall be granted holiday premium pay at 1‑1/2 times the regular hourly rate in addition to the regular holiday pay. Such time must be pre‑authorized by the Supervisor.
With the approval of the Board, the Council Chair may designate other days to be observed in lieu of the legal holidays to provide continued services within the North Region EMS and TCC.
Other Leave Conditions
Upon request of the employee, the Council Chair may grant leave without compensation to employees for temporary disability (which includes maternity or paternity) and government service leaves.  Furthermore, compensation for professional or personal reasons to any employee may be granted to those who have been employed as an employee at the North Region EMS and TCC at least one (1) year, whenever such leave does not impose an operational or financial hardship on the North Region EMS and TCC.
Compensation at Retirement or Death for Unused Sick Leave:

At retirement or death, employees (or their estate) will receive payment for all of their accrued, unused compensable sick leave at 25 percent of the current hourly rate.
For purposes of sick leave buy-back at retirement, “retirement” is defined as permanently leaving Council employment, AND meeting the following condition:

· 
Having attained age 55 and having 10 years of Council.
Reporting in Absent

When you are not able to make it to work, please notify your supervisor by phone as soon as possible, so other arrangement can be made, if needed.  It is preferred that the employee calls in themselves unless they are physically unable to do so.  If any employee is ill and calls in sick for three (3) consecutive work days, then a doctor’s certificate may be required.
Office Emergency Closure

In the event of a power outage, inclement weather or other emergency incident, conditions may exist that will require the cancellation of meeting, or closure of the North Region office.  

A forecast of snow, freezing rain or other conditions does not, however, dictate the closure or cancellation of North Region operations.

The determination of closing the North Region office will be made by mutual agreement of the North Region Council Executive Director and the Council Chair or designee.  Notification of this closure shall be made via voice message on the North Region phone and on the website.

Hourly employees shall not be paid when the office is closed for the entire day.  Employees are allowed to use a vacation, personal or sick day in lieu of losing wages.  At times when the office may close early due to weather, utility failure, or other such emergency conditions, employees who reported to work shall be paid for the full work day.  Exempt employees shall be paid, but are expected to make up any missed work.
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	WAC/RCW WAC 49.28.010 RCW 72.01.042 &.043, FLSA

	APPLIES TO

    Union Exempt Non-Represented Employees Who Are Eligible For Overtime
	


OVERTIME:

Applies to:  Eligible union exempt non-represented employees.

Any one of the following constitutes overtime:

a)
Work in excess of the daily work shift for eligible full-time employees;

b)
Work in excess of forty hours in any one work week for eligible employees;

Overtime worked by employees assigned to scheduled or non-scheduled positions shall be compensated at a rate of one and one-half times the employee's straight time hourly rate including shift differential, if applicable, for all overtime worked as provided in this procedure.

Employees assigned to scheduled or non-scheduled positions shall receive monetary payment for overtime worked.  However, in cases involving union exempt non-represented employees who are eligible for overtime, the employee may request compensatory time off.

COMPENSATORY TIME:

Applies to: eligible union exempt non-represented employees.

Compensatory time is granted at one and one-half times the overtime hours worked in lieu of monetary payment.  The accumulation of unused compensatory time that exceeds two hundred forty hours must be paid in cash at the earliest possible pay period.

When an employee is granted compensatory time off, such time off should be taken within the biennium for which it was earned.  In the event that such an arrangement is not possible, the employee will be cashed out for all the unused compensatory time owed at the end of the biennium.

Use of accrued compensatory time shall be approved by the employing official (North Region Council Executive Director/Council Chair) with consideration being given to the work requirements and the wishes of the employee.  

If compensation is paid to an employee for accrued compensatory time, such compensation shall be paid at the regular rate earned by the employee at the time the employee receives such payment.  Upon 

with the Fair Labor Standards Act (FLSA).
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DISCUSSION
Overtime, compensatory time and/or payment thereof shall be allowed only for overtime that is duly authorized and accounted for in accordance with these procedures, state law, and FLSA.

For overtime purposes the regular work week for the North Region EMS and Trauma Care Council will be 12:00 a.m. Monday morning through 11:59 p.m. Sunday night.

For purposes of computing overtime compensation, holidays or leave with pay during the employee's regular work schedule shall not be considered as time worked.

Compensatory time for eligible union exempt non-represented FLSA eligible employees will be tracked as any other leave.  The current Leave Request/Report Form will be used when the employee wants to take comp-time; the box for Other (specify below) will be marked and comp-time written in.

It is important to understand that compensatory time is a negotiable.  Only eligible union exempt employees can be given comp-time and then only upon his/her written request.

The North Region Council Executive Director is exempt from the FLSA and not eligible for overtime.

EXHIBITS
Exempt Employee Authorization and Report of Extra and/or Overtime Hours Form

NREMSTCC Exempt Employee Authorization and Report of Extra and/or Overtime Hours

Employee 





 Social Security No 




INSTRUCTIONS:
SUPERVISOR completes Part 1 and employee signs after designating mode of compensation.

EMPLOYEE completes Part 2.  Record the actual date(s) and time(s) worked.  The “total” should be the total actual hours of overtime or extra hours worked.  If overtime is applicable to your employment classification, it will be detailed in Part 3.

PAYROLL completes Part 3.  Return completed form to Payroll.  After the information is recorded by Payroll, two copies will be returned: one to employee file and one will go to the employee.
PART 1
PRE-AUTHORIZATION
Authorization is hereby given for the above-named employee to work overtime/extra hours as follows:

Date(s): 












Hours Authorized: 











Budget to be charged: ________ Monetary Compensation: _______Compensatory Time: ______________
Purpose: 












Employee Signature



Date
Administrator/Designee Signature

Date

PART 2
REPORT OF ACTUAL OVERTIME/EXTRA HOURS WORKED
The above-named employee worked overtime (OT)/extra (EX) hours as follows:





Times







Times 

(Check) 



(include if



(Check)

(include if
OT   EX 
Date

a.m. / p.m.)
# Hours

OT   EX
Date
a.m. / p.m.)
# Hours


TOTAL HOURS 




Employee Signature





Date
Administrator/Designee Signature


Date

PART 3

PAYROLL USE ONLY
Hourly Rate X Hours Worked X 1.5 (if applicable) = Approx. Pay
Job No 

Account Code


Hrly Rate

Earn Type
Hrs
Pay Period
Batch

North Region Council Executive Director Signature




Date
Payroll Signature



Date
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	DEPARTMENT CONTACT

Council Chair/North Region Council Executive Director
	WAC/RCW



	APPLIES TO

Council Employees 
	


POLICY
North Region EMS and Trauma Care Council intends to promote a drug free, healthful, safe, and secure work environment.  The unlawful manufacture, distribution, dispensation, possession, or use of alcohol or any controlled substance is prohibited in or on property owned or controlled by North Region EMS and Trauma Care Council.  The use of alcohol or any unlawful controlled substance while in or on property owned or controlled by North Region EMS and Trauma Care Council is prohibited.  Prescription drug usage must be accomplished in a lawful and safe manner pursuant to a valid medical prescription. No employee will report to work while under the influence of alcohol or any unlawful controlled substance.  A controlled substance is defined by RCW 69.50.201 through RCW 69.50.214 or pursuant to Title 21 USC Section 821 (Schedules I-IV), as now enacted or subsequently amended. Violation of this policy by any employee may result in a referral for mandatory evaluation or treatment for a substance abuse disorder.  Disciplinary action up to and including dismissal from employment may be imposed.

North Region EMS and Trauma Care Council recognizes alcohol and drug dependency to be an illness and major health problem.  The institution also classifies drug usage and abuse as a potential safety and security problem.  Employees needing assistance in dealing with such problems are strongly encouraged to utilize the Employee Assistance Program provided by health insurance plans, when appropriate.

Adopted as a Board Policy for North Region EMS and Trauma Care Council:   (date we approve)
DISCUSSION
To comply with federal law, North Region EMS and Trauma Care Council requires an employee to notify the employing official of any criminal drug statute conviction for any violation occurring in the workplace no later than five (5) days after such conviction. If the employee is engaged in the performance of a federally sponsored grant or contract, the Council must notify the federal contracting agency within ten (10) days of having received notice that the employee has been convicted of a drug statue violation occurring in the workplace. Within 30 days of receipt of such notice, the Council will take disciplinary action against the convicted employee and/or require satisfactory participation in a drug/alcohol abuse assistance or rehabilitation program. Disciplinary action may include dismissal from employment or other appropriate personnel action(s). Employment at North Region EMS and Trauma Care Council is conditioned upon the employee’s willingness to abide by this policy. This policy has been adopted pursuant to the federal Drug Free Work Place Act of 1988.

EXHIBITS
Condition of Employment Statement on next page.

North Region EMS and Trauma Care Council

Drug-Free Workplace Policy

As a condition of employment I understand that I must abide by requirements of the Drug Free Workplace Policy adopted by the Executive Board of the North Region EMS and Trauma Care Council.

By signing this statement, I am attesting that I have been provided a copy of the policy, that I have read it, and that I agree to abide by this policy while employed by North Region EMS and Trauma Care Council.

_____________________________________
___________________________

Name







Date
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Employees
	


POLICY
North Region EMS and Trauma Care Council personnel records are confidential.  Although NREMSTCC is required to comply with court orders and government requests that direct the Council to provide information from personnel records, without specific written authorization from an employee, only job title, salary, and verification of employment dates will be released.

When employees move, change telephone numbers, or have other changes in their personnel information, they must keep the Council Office informed of such changes so personnel records are accurate and up-to-date.  It is an employee's responsibility to see that the Council has current addresses and other information in order to communicate when needed.  

Employees are allowed to review their personnel records at any mutually convenient time.  The North Region Council Executive Director will set a specific time when a Council representative will be available to answer questions.  Concerns regarding the completeness or accuracy of the information contained in personnel files should be discussed with the employee's immediate supervisor and/or the Council Chair ore designee.  If it is felt that the information contained in personnel files is not accurate or relevant, the employees may place their own statements in the files.  Examination of personnel files will generally be limited to normal business hours of the Council Office.
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	DEPARTMENT CONTACT
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	APPLIES TO

North Region Council Executive Director/Council Staff
	


GENERAL INFORMATION
Progressive discipline is an attempt by the supervisor to improve performance or behavior of an employee.  The supervisor will make reasonable and appropriate attempts to work out problems with training and guidance.

Oral and written warnings must be signed by the supervisor and should be signed by the second line supervisor.

Suspensions must be signed by the supervisor and the Council Chair

Terminations must be signed by the Council Chair.

These procedures follow the language in all three negotiated working agreements.

Termination and Discharge
The Council shall have the right to discipline or discharge an employee for just cause.  The issue of just cause shall be resolved in accordance with the grievance procedure hereinafter provided.  The Council agrees to follow a policy of progressive discipline which normally includes in this order:  oral warning, written reprimand, suspension, and discharge.  This process shall be utilized unless the severity of the employee's actions justifies a departure from said process.  If the Council has reason to reprimand an employee, care should be taken not to embarrass the employee before other employees or the public.

Any employee who has been discharged for just cause shall be given a written statement of specific cause for the discharge in accordance with the Council’s Progressive Disciplinary Procedures, (Loudermill Due Process).

Rights of Employees
Personnel Files - Any derogatory material documenting disciplinary action not shown to an employee within five (5) days after its receipt or composition shall not be included in any personnel or working file at the Council and shall not be allowed as evidence in any grievance or any disciplinary action taken against the employee.

STEP ONE - ORAL WARNING
The supervisor and the employee have a conference which documents:

A.
The problem
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B.
What caused the problem (employees' remarks)

C. The solution (How can the supervisor help?  What will the employee do to correct the problem?), and

D.
What are the consequences if there is no solution. (disciplinary action)

EMPLOYEE SIGNS DOCUMENT (or refuses to sign).

This is the first step in a four step progressive discipline procedure.  Tell the employee what the problem appears to be by being specific, i.e., "You did not complete your assignment on Wednesday, June 15, 1994, which resulted in. . .  If this performance or behavior does not improve, you could receive a written statement that would become part of your permanent personnel file."  Give the employee an opportunity to explain the problem from his/her point of view.  Try to find out why the problem is occurring and resolve it at this step.  Set a date (approximately three months, depending upon the circumstances) at which time performance must meet expectations.  Be sure the employee knows what the expectations are before you end the meeting; write out the expectations.  Make notes of the meeting and all assistance provided during the Step One process for your file.

STEP TWO - WRITTEN WARNING

The supervisor, employee and a witness, if possible, have a second conference which documents:
A.
Restating the problem.

References previous oral warning and what the employee agreed to do to correct the problem.

C.
Stress that employee must correct the problem, or

D.
Further disciplinary action will be taken.

EMPLOYEE SIGNS DOCUMENT (or refuses to sign).

This step assumes that performance or behavior did not meet expectations set out in the Step One meeting.  Prepare a draft memo (example attached) for the employee. Mention the time and date of the Step One meeting and what was agreed to at that session.  State what the disciplinary action will be if the employee's performance or behavior is not improved.  Discuss the draft with the Council Chair.  Prepare a final copy of the memo indicating the date the performance or behavior must meet expectations (approximately six months maximum), sign and make copies.  Present the original memo to the employee and discuss the problem.  Request the employee make written comments and sign the memo, pointing out that the signature is only an acknowledgment of receipt and not an agreement to the memo's content. Send a copy to the Executive, and place a copy in your file.  Set times and dates to discuss the problem again, before the agreed upon date of correction.  Make notes of the meeting and all assistance provided during the Step Two process for your file.

STEP THREE - SUSPENSION (3 - 5 DAYS)
Go to Step 4 and read Loudermill Due Process before suspending without pay.

The supervisor suspends the employee and documents:

A.
Restating the problem.

B.
Reference previous oral and written warnings.
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C.
Action (suspending the employee), and

D.
Notes further action may be taken.

EMPLOYEE SIGNS DOCUMENT (or refuses to sign).

This step assumes that performance or behavior did not meet expectations set out in the Step Two meeting.

Prepare a draft memo  to the employee stating the disciplinary action.  Mention the times and dates of Step One and Two meetings and what you both agreed upon.  Discuss the draft and possible disciplinary action which may be taken if the performance or behavior cannot be cleared up at the Step Three meeting with the Council Chair or designee.  Prepare a final copy of the memo, sign, and make copies.  Discuss the problem with the employee.  If the employee cannot justify the continued poor performance or behavior, inform him/her that the disciplinary action discussed in Step Two will be taken.  Present the original of the memo to the employee, requesting the employee make written comments and sign the memo to acknowledge receipt.  Impose the disciplinary action.  Send a copy of the memo to the Executive Board, and place a copy in your file.  Make notes of the meeting for your file.

STEP FOUR - TERMINATION FOR DISCIPLINARY REASONS

Loudermill Due Process

Prior to (1) separation from employment for any reason, (2) reduction in salary, or demotion, or (3) suspension without pay, the persons should be given Loudermill (84 L.Ed.2d 494-985) due process hearing.  It need not be done for reallocations, letters of reprimand, changes in work assignments or other minor disciplinary actions.
Hearing procedure is as follows:  Before official action is taken, the employee must (1) be advised orally or in writing of the intended action, (2) have an opportunity to review the charges, (3) have an opportunity to review the employer's evidence, and (4) have an opportunity to indicate orally or in writing why the action should not be taken.  Employees shall be notified of each and every charge upon which a disciplinary action will be based; failure to notify the employee of a charge may prevent the Council from relying on the charge at a formal hearing.  Before official action is taken, the Council will give consideration to the employee's response and thereafter make a determination whether to proceed with or modify the action.

This is ordinarily done verbally in a setting where the employee, his or her supervisor, the Council Chair or designee, are present.

The employee is given a copy of the disciplinary letter, prepared by the Council Chair, when discussing the intended action, the charges, the evidence, etc.  Thereafter, based upon the employee's response, if the action is to proceed, a paragraph is added to the disciplinary letter reciting the informal hearing which was given and indicating any modifications in the disciplinary letter as a result of that hearing.  Thus the disciplinary letter itself will reflect that the Loudermill due process hearing was held.
ADDITIONAL INFORMATION

Each case is to be handled on an individual basis; using good judgment and following a procedure are the keys to progressive discipline.  However, there are times when it would not be appropriate to follow all of the steps.  Listed below are some examples of when to skip some of the steps:

INSUBORDINATION (Witnessed)

Skip the oral warning and go to Step Two - Written warning.
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Or, if flagrant, go to Step Three - Suspension - 3 days.

If it happens again, go to Step Four - Termination.

THEFT
Go to Step Three or Step Four, depending upon the circumstances.

In case of theft, insubordination, willful neglect of work, etc., (but you are not sure, i.e., you need evidence, witnesses or so on) - Immediate suspension for "investigative purposes" - If this can be proven within three to five days, then either terminate or suspend.

If it cannot be proven, and the suspension was without pay, restitution must be given.  Always work in collaboration with the Council Chair (and legal counsel, when designated to do so)  in suspension cases.  

Note:  suspension without pay requires a due process hearing.
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	WAC 292-110 RCW 42.23 and .52

	APPLIES TO

All employees and Council Executive Board
	


POLICY
Standards

North Region EMS and Trauma Care Council is a contracted agency, supported by Council funds and operated in accordance with Washington Council Law.  To protect the public interest, Council employees and Board Members are obligated to treat their positions as a public trust, using their official powers and duties and the resources of the Council only to advance the public interest.  This obligation requires that all employees:

A.
Protect the integrity of the Council by being independent and impartial in the exercise of their duties, avoiding the use of their positions for personal gain or private benefit;

B.
Promote an environment free from fraud, abuse of authority and misuse of public property;

C.
Create a work environment that is free from all forms of unlawful discrimination and harassment;

D.
Treat members of the North Region and affiliates with respect, concern, courtesy and responsiveness; and

E.
Protect confidential information to which employees have access in the course of their duties.

Definition of Employee:

The 1995 Code of Ethics Law makes all Council officers and Council employees subject to its rules.  While employees and Board members of the Council are not Council employees, the Council office is supported by Council funds, and as such, shall follow the same ethics guidelines as defined in this policy.  The reference for this policy shall be chapter 42.52.020 of the RCW.

Basic Principle:

No Council employee may have an interest, financial or otherwise, direct or indirect, or engage in a business or transaction or professional activity, or incur an obligation of any nature that is in conflict with the proper discharge of the Council employee’s duties.  (RCW 42.52.020) 

Financial Interest in Transactions:

No Council employee may participate directly or indirectly or be beneficially interested in an activity or transaction that may be made by, through, or under the supervision of the employee.  
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No Council employee may participate in a transaction involving the Council in his or her official capacity with any organization or person of which the Council employee is an officer, agent, employee or member, or owns a beneficial interest.  (RCW 42.52.030) 

Special Privileges:

A Council employee may not use his or her official position to secure special privileges for himself or herself or any other person.  (RCW 42.52.070)

Compensation for Official Duties:

A Council employee may not ask for or receive any compensation from any source, except the North Region EMS and Trauma Care Council, for performing, not performing or delaying his or her official Council duties. (RCW 42.52.110) 

Gifts - General:

A Council employee may not accept a gift, if it could reasonably be expected to influence the performance or nonperformance of the employee’s official duties.  A Council employee may not accept a gift or gifts from any one person with a total value in excess of $50.00 per year.  (RCW 42.52.140 and .150)

Gifts - Rules, Exceptions and Limitations:

The following items are presumed not to influence a Council employee, and may be accepted without regard to the $50.00 limit in this Policy concerning gifts: (RCW 42.52.150)

a)
Unsolicited flowers, plants and floral arrangements;

b)
Unsolicited advertising or promotional items of nominal value, such as pens and note pads;

c)
Unsolicited tokens or awards or appreciation in the form of a plaque, trophy, desk item, wall memento or similar item;

d)
Unsolicited items received for the purpose of evaluation or review, if the employee has no personal beneficial interest in the eventual use of acquisition of the item by the employee’s agency;

e)
Informational material, publications or subscriptions related to the employee’s performance of official duties;

f)
Food and beverage consumed at hosted receptions where attendance is related to the Council employee’s official duties;

g)
Admission to, and the cost of food and beverages consumed at events sponsored by or in conjunction with a civic, charitable, governmental, or community organization;

h)
Unsolicited gifts from dignitaries from another Council or foreign country that are intended to be personal in nature.

The presumption that all items listed are presumed not to influence an employee may be overcome based upon the circumstances surrounding the giving and acceptance of the particular item.

The term “Gift” as contained in this Policy, does not include the following: (RCW 42.52.010, (10))

a)
Items received from family and friends if the clear purpose was not to influence the employee;

b) Customary items related to an employee’s outside business;
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c)
Items exchanged at social events by co-workers;

d)
Reasonable expenses (travel, room, and meals) for speech or seminar;

e)
Items returned or donated to charity within 30 days;

f)
Campaign contributions reported under RCW 42.17;

g)
Discounts available to employees as members of a broad base group;

h)
Other items specifically permitted by law.

Honoraria (RCW 42.52.130):

North Region EMS and Trauma Care Council (COUNCIL) employees may accept an honorarium or a retainer as a consultant of an organization as long as the resulting relationship does not detract from or interfere with duties and obligations to COUNCIL and meets the requirements of the Ethics in Public Service Act.  For the purposes of this policy, “honorarium” means money or things of monetary value offered for a speech, appearance, article or similar activity in connection with the employee’s official role.


Permission to receive honoraria may not be granted under any of the following circumstances:

a)
The person offering the honorarium is seeking or may be expected to seek a contractual relationship with COUNCIL, and the employee is in a position to participate in the terms or awarding of the contract;

b)
The person offering the honorarium is supporting or opposing a COUNCIL regulation or action, and the employee may participate in the enactment or adoption.

Honoraria may not be received unless specially authorized by the Council Chair or designee prior to undertaking the activity for which an honorarium is to be paid.  

Use of Council Resources For Personal Benefit:
A Council employee may not use Council resources (the office, money, property or personnel) for personal benefit or to benefits another person/organization except where the use of Council resources to benefits others is a part of the Council employee’s official Council duties. Except as provided in WAC 292-110-010 (4) a Council officer or employee may make occasional use of Council resources for his or her private benefit, if: (a) The cost to the Council is de minimis; (b) The use of Council resources does not interfere with the performance of the officer’s or employee’s official duties; and (c) The agency finds that there is some benefit to the public in addition to the private benefit to the officer or employee; a public benefit under this rule may be direct or indirect, such as improving employee morale or activities that improve the work related job skills of an officer or employee.  (RCW 42.52.160) 

Confidential Information (RCW 42.52.050):

No Council employee may accept employment or engage in any business or professional activity that the employee might reasonably expect would require or induce him or her to disclose confidential information acquired by the employee by reason of the employee’s official position.

No Council employee may disclose confidential information gained by reason of the employee’s official position or otherwise use the information for his or her personal gain or benefit or the gain or benefit of another.
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No Council employee may disclose confidential information to any person not entitled or authorized to receive the information. 

Employment After Public Service (RCW 42.52.080):

A former Council employee may not accept employment or compensation from an employer within one year of leaving Council employment, if all three of the following conditions are present:

a)
The employee during the two years immediately preceding termination of Council employment negotiated or administered a contract with the new employer;

b)
The contract(s) had a total value in excess of $10,000;

c)
The former employee’s duties with the new employer would include fulfilling or implementing that contract.

No former Council employee may accept an offer of employment or receive compensation from an employer if the employee knows or has reason to believe that the offer of employment or compensation was intended, in whole or in part, directly or indirectly, to influence the employee or as compensation or reward for the performance or nonperformance of a duty by the employee during the course of Council employment.

No former Council employee may accept an offer of employment or receive compensation from an employer if the circumstance would lead a reasonable person to believe the offer has been made, or compensation given, for the purpose of influencing the performance or nonperformance of duties by the employee during the course of Council employment.

No former Council employee may at any time subsequent to his or her Council employment assist another person, whether or not for compensation in any transaction involving the Council in which the Council employee at any time participated during Council employment.

Implementation and Interpretation:

Questions from Council employees requiring interpretation of these procedures and/or Council ethics law will by directed to the Executive Board, who will request appropriate advise from the Council attorney’s office as necessary.  All Council employees are to receive an orientation to this policy.

The North Region Council Executive Director is charged with the overall responsibility for implementing, filing, updating, and interpreting these standards and procedures on behalf of the Council.
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POLICY
In accordance with WAC 296-62-054, North Region EMS and Trauma Care Council has established a Chemical Hazard Communication Program.  Procedures and guidelines relating to purchasing and receiving, custodial/maintenance, instructional programs, and printing have been established in addition to the following general procedures which are applicable to all Council work areas.

CONTAINER LABELING

Receiving employees will verify that all containers received for use will be clearly labeled as to contents, appropriate hazardous warnings, and the name and address of the manufacturers.  containers that hold hazardous chemicals.

The appropriate area will ensure that all containers are labeled at their work areas.

MATERIAL SAFETY DATA SHEETS (MSDS)

MSDS will be kept in a central file on any product purchased where a MSDS is available.  This includes general office supplies, such as toners and cleaning agents.  

The North Region Council Executive Director will ensure that MSDS's for all hazardous chemicals in their work areas are available for review by staff, volunteers, and individuals assigned to North Region EMS and Trauma Care Council.

TRAINING AND INFORMATION

The North Region Council Executive Director will provide basic training in the form of a copy of this Chemical Hazard Communication Policy to all new employees at orientation.  

The North Region Council Executive Director is responsible for developing, implementing, and monitoring a training program that will ensure that all elements specified below are carried out for their specific area(s).

Prior to starting work, each new staff member, volunteer and individual assigned to North Region EMS and Trauma Care Council will attend an orientation session provided by the area administrator or supervisor and will receive information and training on the following for the specific area:

(
Chemicals present in their area;

(
Location and availability of written chemical hazard communication program;
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(
Physical and health effects of the hazardous chemicals in their area;

(
Methods and observation techniques used to determine the presence or release of hazardous chemicals in their area;

(
How to lessen or prevent exposure to hazardous chemicals in their area;

(
Steps the Council has taken to lessen or prevent exposure to these chemicals in their area;

(
Emergency procedures to follow if exposed to hazardous chemicals in their area;

(
How to read labels and review MSDS to obtain appropriate hazard information about hazardous chemicals in their area; and

(
Location of MSDS file in their area.

After participating in the training, each staff, volunteer, and individuals assigned to North Region EMS and Trauma Care Council will sign a form to verify that training has been received.  A signed copy of the form is to be filed in the employee’s permanent file.

Prior to a new hazardous chemical being introduced into any area of the Council, staff, volunteers, and individuals assigned to North Region EMS and Trauma Care Council who are to work in that area will be given information as outlined above.

HAZARDOUS NON-ROUTINE TASKS

Periodically, individuals may be required to perform hazardous, non-routine tasks.  Prior to starting work on such projects administrators will ensure that each affected staff member, volunteer, and individuals assigned to North Region EMS and Trauma Care Council will be given information about hazardous chemicals to which the individual may be exposed during such activity.  This information will include specific chemical hazards and protective/safety measures which can be taken.

PROGRAM INFORMATION AVAILABILITY

The Chemical Hazard Communication Program of the will be placed in the staff handbook.  


HAZARD COMMUNICATION TRAINING

CERTIFICATE

I have received Chemical Hazard Communication Training as described in the Chemical Communication Program for North Region EMS and Trauma Care Council.


The training was conducted on:





EMPLOYEE’S NAME   



EMPLOYEE’S SIGNATURE



SUPERVISOR




WORK AREA

I hereby certify that the above named staff member has been provided with CHEMICAL HAZARD COMMUNICATION TRAINING.



ADMINISTRATOR/SUPERVISOR’S SIGNATURE



DATE
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PROCEDURE
Once the North Region has been notified by the Council Chair or Executive Board, that a administrator/exempt staff member will be replaced or a new position added, the Executive Board will proceed as follows.

THE POSITION ANNOUNCEMENT

An announcement will be drafted from the job description.  If no job description is written one will be drafted and approved before that position is advertised.  In the case of the North Region Council Executive Director, the Executive Board will participate in drafting the duties, responsibilities, and requirements of the position.  The announcement will be completed at the initial meeting of the Screening Committee.

THE SCREENING COMMITTEE
Once the position announcement is drafted, either the Council Chair or Executive Board designee define the Screening Committee configuration.  Each committee should (but certain conditions may not allow) consist of at least: two Executive Board members, one Council staff member, and at least one representative from one of the five local council offices.   Once the committee composition is completed, the Council Chair or designee will call a meeting that includes the entire committee that includes the Council Chair.  

At the initial meeting the Council Chair will explain the charge to the Screening Committee, explaining that the Screening Committee is a recommending body and that the Screening Committee will narrow the applicants to a small number of acceptable applicants and that the final decision will rest with the full Executive Board.  Also, the announcement will be completed, explained and discussed thoroughly, for the purpose of agreeing what the position really requires to be done successfully.

The Screening Committee is then free to choose what process they will take, for example:  supplemental applicants or structured resumes, formal questions at the interview, rating guides for scoring the questions, and so on.

Recruiting will also be discussed at this initial meeting and the Screening Committee will be given an opportunity for input.
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Whatever the Screening Committee decides generally is acceptable. However, questions, supplementals, rating guides and sheets are to be given to the Council Chair or designee in draft form where they will be reviewed for job relevance and possible discrimination.  The Council Chair or designee will produce the form for the Screening Committee to use.  These materials are to be considered official materials and at the end of the process all such material, rating sheets, etc., will be housed in the Council Office.

Screening Committee members will avoid all contact with applicants that might result in a misunderstanding.  

Once the "paper screening" is completed, the Committee Chair will send the names, in alpha order, of those being recommended for interview to the Council Chair or designee.  

The Screening Committee will send the files of those being recommended to the Executive Board.  The Board will review the files and conduct preliminary reference checks.  Once the review is completed, the Council Chair  will notify the Council Office Administrative Assistant in writing who will be called for interview.  

THE INTERVIEW
The format for the interview will be standard, but can also be changed to fit the needs of those interviewing.  The process will consist of having the applicant:

The Council Office will call those to be interviewed, send confirmation letters that include itinerary information, and a packet of material about the Council.  If the Screening Committee has a specific item it feels should be sent to the applicants it will be included in the packet as well.

The Council Office will set up the times in consultation with the Executive Board, arrange for use of the rooms and any other materials that the committee would like to have at the interview.

On the day of the interview, the applicant will report to the Council Office and, from there, will be escorted to the interview room and introduced.  The order of who interviews first will depend on differing factors.  Therefore, the schedule will not always be in the same sequence.  The Executive Board will have access to the applicant file for review during the interview.  

When all the interviews are completed, the Executive Board will list of applicants that are acceptable for the position.  The names will be in preference order.

The Council Chair or designee will do final reference checks and consider all input.  
THE OFFER OF EMPLOYMENT
The offer of employment will be made by the Council Chair.  Once an offer has been accepted, the Council Office will notify those involved of the acceptance, i.e., Executive Board and the Screening Committee.

The applicants who were interviewed will be called and sent a letter, as will all applicants who applied.  The Council Chair will send a memo expressing thanks to those who participated in the process.

An appointment will be set with the Council Chair or a representative of the Executive Board for general Council orientation and benefits on or before the first day of hire.
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GENERAL COMMENTS ABOUT THE HIRING PROCESS

Whenever possible, the application materials will remain and be reviewed in the Council Office area.  They may be removed from the building only if they are to be taken to screening meetings or interviews and they have been properly checked out through the Council Office.  Space will be provided in or near the Council Office to review application materials.

All applicants will be notified by the Council Office in writing and, if appropriate, by telephone.  All records of interviews and application material are to be kept only in the Council Office for federal and state audit purposes.

All persons involved in the hiring process will be made aware of the affirmative action goals of the Council. They also will be given material and a brief explanation of discriminating interviewing/pre-employment practices.
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Introduction
The following constitutes the approved procedures for staff travel expense reimbursement at North Region EMS and Trauma Care Council.  These procedures will be revised from periodically using general State guidelines, Council fiscal circumstances or the operational requirements of the Council.

Procuring and receiving reimbursement for travel is subject to Council policy.  The amount of funds available for reimbursement related to staff travel will be limited to the amounts specifically established per budget or by Executive Board decision.

A traveler on official business is expected to exercise care in incurring expenses.  Excess costs, circuitous routes, delays or luxury accommodations in the performance of official business travel are not considered prudent or acceptable.  Employees are responsible for excess costs incurred for personal preference or convenience.

When an authorized supervisor determines that an employee is authorized to travel on official Council business, the primary criterion in determining if the travel should be conducted is: 1) that which is most economical to the Council (including consideration of time) and 2) that which is most advantageous, i.e., will best meet the needs of staff in support of the Council’s mission to provide North Region programs.
The Council must consider alternatives to travel, as well as less expensive means of travel.  These methods include, but are not limited to:


1.
Teleconferencing, video conferencing;


2.
Video recordings, published reports;


3.
Car-pooling with other employees and agencies going to the same destination;


4.
Restrictions on the number of staff traveling to the same destination; and,


5.
Coordination between agencies for joint travel arrangements when more than one 




agency is involved, and


6.
Reduced frequency of regularly scheduled out-of-town meetings.

The procedures are presented in a format, which addresses each step of the travel process and each category of 
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expense.
Travel Authorization:

A.
All travel where reimbursement will be requested requires staff fill out a travel 
request/authorization form in advance of the proposed travel for approval by appropriate 
supervisor.  All out-of-state travel also requires the Council Chair’s approval. Travel to the Portland, 
Oregon metropolitan area shall not be considered to be out-of-state travel for the purposes of this section.

B.
Board members traveling on Council business must file a signed travel request/authorization form for 
approval by the Council Chair.  Upon completion of the travel, Board members must file a signed travel 
expense voucher, (See appendix II) 
including all essential documentation, i.e., receipts, etc., for 
reimbursement of travel expenses.

C.
The Council Chair must file a travel request/authorization form for signature by the 1st Vice Chairs and 
Council Treasurer.  Upon completion of the Council Chair’s travel, a signed travel expense voucher must 
be signed by the 1st Vice Chairs and Council Treasurer to secure reimbursement.

Travel Reimbursement:

An employee must complete a travel expense voucher to request reimbursement for travel expenses.  Employees traveling on authorized Council business will be reimbursed in accordance with current guidelines and rates as established by the Office of Financial Management.  The North Region Council Executive Director will maintain and have available current regulations.

NOTE:  Employees are responsible to make their own travel arrangements.
Council employees are to use the NREMS credit card for Council business expenses only, and are responsible for all charges to individually authorized cards.  Cards must be surrendered upon termination of employment with the Council.

The following general guidelines apply to all Council travel:


1.
Reimbursement for alcoholic beverage expenses is prohibited.

2. Reimbursement for expenses incurred for daily commute between an employee's 

residence and the Council office or designated workstation is prohibited.
3. Reimbursement for subsistence expenses (no lodging involved in the travel) will be made only after the employee is in travel status for two hours beyond the Council's regularly scheduled working hours of 8:30 a.m. to 5:00 p.m. any one week day, Monday through Friday. The two hours may 
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consist of hours occurring before, after or in some combination of both before and after the 
employee's regularly scheduled working hours for the day.  Employees must be in travel status 
during normal meal period(s) in order to qualify to collect subsistence for meal(s).  Reimbursement

will be made for breakfast if the travel begins on or before 7:00 a.m., for lunch if travel begins before noon or ends after 1:00 p.m., and dinner if the return time is after 6:00 p.m.

An exception to the above can be made by the Council Chair if meal expenses are associated with an event to which the employee is assigned but do not meet the "two-hour threshold".

4.
An employee will be reimbursed for approved travel expenses requiring the employee to stay overnight more than 50 miles away from the employee's official residence or duty station.  When traveling more than 50 miles from the campus or their official residence, an employee may, for economy or other advantage to the Council, request to remain an additional night.  Example:  If an employee can secure a lower airfare by staying at a location over a Saturday night, approval may be given so as to reduce the overall cost of the trip. A possible exception to the 50 mile rule would be when a Council employee has cause to travel, via ferry, to San Juan County and is unable to coordinate Council business to the current ferry schedule and must stay overnight.

5.
If a Council employee on travel status encounters severe or inclement weather such that they determine they cannot safely return to their work station or their residence, they may remain overnight and receive reimbursement as prescribed in the travel regulations.

6.
When meals are included in the registration fee for a meeting, conference or convention, deductions in the amount of the designated meal per diem allowance will be made from the Office of Financial Management per diem reimbursement schedule.  Meal allowances will not be reduced due to meals provided on airlines.

7.
Reimbursement for subsistence expenses will not be authorized when meals are furnished at no charge to the employee.

8.
Lodging expenses will be reimbursed only when lodging is taken at a commercial lodging facility.

9.
Allowable lodging expenses include, within the applicable maximum lodging rate, the basic commercial lodging cost and any applicable sales taxes and/or hotel/motel taxes.  Original receipts must be submitted in accordance with auditing requirements showing that the bill has been paid, and denoted with a zero balance on the lodging receipt.
10.
Allowable subsistence expenses include, within the applicable subsistence rate, the basic cost of a meal, any applicable sales tax and any customary tip or gratuity.
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Miscellaneous Travel Expense:

1.
Services essential to the transaction of Council business are reimbursed upon presentation of a receipt, including:
a.
Taxi fares (including a customary gratuity), motor vehicle rentals, parking fees, and bridge and ferry tolls;

b.
Registration fees required in connection with attendance at approved conventions, conferences, and official meetings.  

c.
Rental of rooms to transact official business;

d.
Facsimile services;

e.
Actual cost of laundry and/or dry cleaning for employees on travel status of more than five (5) consecutive days.

f.
Coffee and/or light refreshments may be served at Council business meetings, formal training sessions, or recognition award functions when;

1)
Prior approval from the Council Chair is obtained;

2)
The purpose of the meeting, conference, etc., is to conduct Council business; and

3)
The coffee and/or light refreshments are an integral part of the meeting, conference, convention or training session; and

4)
The agency obtains a receipt for the actual cost of coffee and/or light refreshment.

2.
The cost of personal care attendant services which are required by disabled employees in order for them to travel is allowed as a miscellaneous travel expense.

3.
Travel related expenses, which are not reimbursable, include:

a.
Valet services, entertainment expenses, radio and television rental and related items;

b.
Taxi fares, motor vehicle rentals or other transportation costs to or from places of entertainment or similar facilities;

c.
Transportation expenses for daily commute between an employee's official residence and the Council;

d.
Personal trip insurance, and medical and hospital services;

e.
Long distance phone calls, unless they are placed to the agency, North Region EMS and Trauma Care Council, thus constituting a business telephone call.  Personal calls should be conducted using the employees personal cellular device. However, when a cellular device is not available, then reasonable costs for long distance phone calls home for a brief duration 
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will be considered reimbursable, also.  

NOTE:
The travel expense voucher is not to include expenses for supplies, incurred while


traveling, that exceed $50.00, plus applicable tax.  Supply purchases not related to travel are not to be included in a travel expense voucher.
Lodging Exception:

The Council Chair and Council Treasurer may approve payment of lodging expenses not to exceed 150% of the applicable, maximum per diem amount for the location, in the following situations:

1.
When an employee is assigned to accompany an elected official, a foreign dignitary, or others as authorized by law, and is required to stay in the same lodging facility.

2.
When costs in the area have escalated for a brief period of time either during special events or disasters.

3.
When lodging accommodations in the area of the temporary duty station are not available at or below the maximum lodging amount, and the savings achieved from occupying less expensive lodging at a more distant site are consumed by an increase in transportation and other costs.

4.
The employee attends a meeting, conference, convention, or training session where they are expected to have business interaction with other participants in addition to scheduled events.

5.
To comply with provisions of the Americans with Disabilities Act, or when the health and safety of the employee is at risk.

6.
When meeting room facilities are necessary and it is more economical for the employee to acquire special lodging accommodations such as a suite rather than to acquire a meeting room and a room for lodging.

7.
When available lodging accommodations, at or below the maximum lodging amount, are in a questionable area, where personal safety would be a concern. \

8.
It is anticipated that maximum benefit will be achieved by authorizing the employee to stay at the lodging facility where the meeting, conference, convention, or training session is held.

Travel to areas outside the United States

Per Diem reimbursement for locations outside the continental United States are subject to the prevailing rates established by and based on the Office of Financial Management for the State of Washington.
NORTH REGION EMS AND TRAUMA CARE COUNCIL

POLICY & PROCEDURES GUIDE
	PROCEDURE

Family Medical Leave Act - Modified
	Page 1 of 4

	DEPARTMENT

North Region Office
	INITIAL DATE OF POLICY: 8/2010

	APPENDIX IX

	THIS PAGE WAS LAST REVISED ON: 

	DEPARTMENT CONTACT

Council Chair
	WAC/RCW FMLA

	APPLIES TO

Eligible Employees (See below)
	


The North Region office is not required to comply with the Federal Family Medical and Leave Act due to its size, but in order to assist employees with unforeseen circumstances, the following is a modified version that we have adopted.

A.  Summary
It is the policy of North Region EMS and Trauma Care Council to grants up to 4 weeks of family and medical leave during any 12 month period to eligible employees.  The leave may be paid, unpaid, or a combination of paid and unpaid, depending on the circumstance and as specified in this policy.

B.  Eligibility

In order to qualify to take family and medical leave under this policy, the employee must meet all of the following conditions:

1)
The employee must have worked for the employer at least 12 months, or 52 weeks.  The twelve months, or 52 weeks, need not have been consecutive.  For eligibility purposes, an employee will be considered to have been employed for an entire week even if the employee was on the payroll for only part of a week or if the employee is on leave during the week.

2)
The employee must have worked at least 1250 hours during the twelve month period immediately before the date when the leave would begin.

C.  Type of Leave Covered

In order to qualify as FMLA leave under this policy, the employee must be taking the leave for one of the reasons listed below:

1)
the birth of a child and in order to care for that child;

2)
the placement of a child for adoption or foster care;

3)
to care for a spouse, child, or parent with a serious health condition; or

4)
the serious health condition (described on the following page) of the employee.

An employee may take leave because of a serious health condition that makes the employee unable to perform the functions of the employee's position.
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A serious health condition is defined as a condition which requires inpatient care at a hospital, hospice, or residential medical care facility, or a condition which requires continuing care by a licensed health care provider.  A health care provider is defined as:  a doctor of medicine, doctor of osteopathy, podiatrist, dentist, clinical psychologist, optometrist, chiropractor, nurse practitioner, nurse midwife, and Christian Science practitioner.

This policy covers illnesses of a serious and long-term nature, resulting in recurring or lengthy absences.  Examples of a serious health condition include:  heart attacks or other serious heart conditions, most cancers, strokes, appendicitis, pneumonia, and ongoing pregnancy and prenatal care.  Generally, a chronic or long term health condition which, if left untreated, would result in a period of incapacity of more than three days, would be considered a serious health condition.

The Council may require an employee to provide a doctor's certification of the serious health condition.  This certification process is outlined in section H.

If an employee takes paid sick leave for a condition that progresses into a serious health condition and the employee requests unpaid leave as provided under this policy, the Council may designate all or some portion of related leave taken a leave under this policy, to the extent that the earlier leave meets the necessary qualifications.

An eligible employee can take up to 4 weeks of leave under this policy during any 12 month period.  The Council will measure the twelve month period as a 12 month period from the first date an employee uses any leave under this policy.  Each time an employee takes leave, the Council will compute the amount of leave the employee has taken under this policy and subtract if from the 4 weeks of available leave, and the balance remaining is the amount the employee is entitled to take at that time.  
If a husband and wife both work for the Council, and each wishes to take leave for the birth of a child, adoption or placement of a child in foster care, or to care for a parent with a serious health condition, the husband and wife may only take a total of 4 weeks of leave.

D.  Employee Status & Benefits During Leave
While an employee is on leave, the Council will continue the employee's health benefits during the leave period at the same level and under the same conditions as if the employee had continued to work.

If the employee chooses not to return to work for reasons other than a continued serious health condition, the Council will require the employee to reimburse the Council the amount it paid for the employee's health insurance premium during the leave period.  If the employee does not return at the end of the leave period, the employee's notification of his/her intent not to return will allow the employee to qualify to self pay benefits under the Federal COBRA laws.

E.  Employee Status After leave

An employee who takes leave under this policy will be able to return to the same job or a job with equivalent status, pay, benefits and other employment terms.  This position will be the same or one which entails substantially equivalent skill, effort, responsibility and authority.
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F.  Use of Paid and Unpaid Leave
If the employee has accrued paid leave the employee may use paid leave first and take the remainder of the four weeks as unpaid leave.

An employee who is taking leave because of the employee's own serious health condition or the serious health of a family member may use all paid vacation, personal or sick leave prior to being eligible for unpaid leave.  For example, if an employee has earned one week of vacation leave and one week of sick leave, the employee would be able to take two weeks paid and 2 weeks unpaid leave under this policy as unpaid leave.

An employee taking leave for the birth of a child must use paid sick leave for physical recovery following child birth.  Pregnancy disability or other leave taken under the provisions of a negotiation bargaining agreement is considered paid sick leave for purposes of FMLA substitution.  The employee may then use all paid vacation, personal or family leave, and then will be eligible for the remainder of the 4 weeks.

An employee who is taking leave for the adoption or foster care of a child may use all paid vacation, personal or family leave prior to being eligible for unpaid leave for the reminder of the 4 weeks.

G.  Intermittent Leave or a Reduced Work Schedule

The employee may take FMLA leave in 4 consecutive weeks, may use the leave intermittently (take a day periodically when needed over the year), or under certain circumstance may use the leave to reduce the work weeks or work day, resulting in a reduced hour schedule.  In all cases, the leave may not exceed a total of 4 weeks over a 12 month period.

The Council may temporarily transfer an employee to an available alternative position with equivalent pay and benefits if the alternative positions would better accommodate the intermittent or reduced schedule.

For the birth, adoption or foster care of a child, the Council and the employee must mutually agree to the schedule before the employee may take the leave intermittently or work a reduced hours schedule.  Leave for birth, adoption, or foster care of a child must be taken within one year of the birth or placement of the child.

If the employee is taking leave for a serious health condition or because of the serious health condition or a family member, the employee will reach an agreement with the Council before taking intermittent leave or working a reduced hours schedule. If this is not possible, then the employee must prove that the use of the leave is medically necessary.  The Council may require certification of the medical necessity, discussed in Section H.
H.  Certification of the Serious Health Condition
The Council may ask for certification of the serious health condition.  The employee should try to respond to such a request with 10 days of the request, or provide a reasonable explanation for the delay.  Failure to provide a certification may result in a denial of continuation of leave.  Medical certification may be provided a letter from the attending health care provider that contains all the information outline in the following paragraph.

Certification of the serious health condition shall include:  the date when the condition began, its expected duration, diagnosis, and a brief statement of treatment.  For medical leave for the employee's own medical condition, the certification must also include a statement that the employee is unable to perform work of any kind or a statement that the employee is unable to perform the essential functions of the employee's position.  For a seriously ill family member, the certification must include a statement that the patient requires assistance and that the employee's presence would be beneficial or desirable.
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If the employee plans to take intermittent leave or work a reduced schedule, the certification must also include dates and the duration of treatment and a statement of medical necessity for taking intermittent leave or working a reduced schedule.

The Council has the right to ask for a second opinion if it has reason to doubt the certification.  The Council will pay for the employee to get a certification from a second doctor, which the Council will select.

If necessary to resolve a conflict between the original certification and the second opinion, the Council will require the opinion of a third doctor.  The Council and the employee will jointly select the third doctor, and the Council will pay for the opinion.  This third opinion will be considered final.

I.  Procedure for Requesting Leave
Except where leave is not foreseeable, all employees requesting leave under this policy must submit the request in writing to the Executive, with a copy to the Council Chair. 

(NOTE:  if the North Region Council Executive Director is requesting leave, then the request goes directly to the Council Chair).

When an employee plans to take leave under this policy, the employee must give the Council 30 days notice. If it is not possible to give 30 days notice, the employee must give as much notice as is practicable. An employee undergoing planned medical treatment is required to make a reasonable effort to schedule the treatment to minimize disruption to the Council's operation.

If an employee fails to provide 30 days notice for foreseeable leave with no reasonable excuse for the delay, the leave request may be denied until at least 30 days from the date the employer receives notice.

While on leave, employees are requested to report periodically to the Council regarding the status of the medical condition, and their intent to return to work.

Forms and Other Documents
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TRAVEL REQUEST / AUTHORIZATION

(This form does not serve to request reimbursement of travel expenses. Employees must complete a Travel Expense Voucher to receive
reimbursement).

SECTION 1 - Travel Information
Name Date

Department/Program: Work Phone

Destination and Purpose of Travel:

SECTION 2 - Travel Itinerary & Mode of Transportation

Date From To Mode Code

POV - Privately Owned Vehicle

AQV - Agency Owned Vehicle

RNV - Rental Vehicle

AIR - Air

SECTION 3 - Estimated Expenses

Prepaid/PO Expense Reimbursed Expenses
Transportation Costs

Air Fair $ $
Mileage miles X current mileage rate 0.5 $ $ -
Rental Vehicle $ $
Registration/Conference Fee $ $
Total 3 = 3 =
In State Days @ $ lodging + 3 = 3 B
Out-of-State Days @ $ lodging + 3 = 3 a
High Cost Exception Days @ $ lodging + 3 = 3 =
TOTAL 3 -
SECTION 4 - For Supervisor's Use Only - This must be filled out
Maximum Expenditure Authorization 3
Budget /Purpose Code
SECTION 5 - Signatures
Traveler's Signature Date

Supervisor's Signature Date
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NORTH REGION EMS AND TRAUMA CARE COUNCIL 
INTERNAL CONTROLS CONSULTING ENGAGEMENT REPORT 

North Region EMS and Trauma Care Council (the Organization) has engaged us to provide assistance in improving the existing reporting and control systems as they relate to financial information.  In providing this assistance, we have evaluated your current systems, assisted in the development of improvements of those systems and below will document the improved systems to allow for implementation and monitoring of those improvements by management. 

These procedures were accomplished by interviewing entity management, departmental personnel and accounting personnel to determine the flow of accounting information and controls placed in operation. Also, projections of any evaluation of the accounting system and controls to future periods are subject to the risk that procedures may become inadequate because of changed conditions. 

Our analysis was not designed to express an opinion on the existing reporting and control systems as they related to financial information and we do not express such an opinion.  As you know, because of inherent limitations of any internal control, errors or fraud may occur and not be prevented or detected by internal controls. Also, projections of any evaluation of the accounting system and controls to future periods are subject to the risk that procedures may become inadequate because of changed conditions. 

For fraud to occur in an organization, all three sides of the "fraud triangle" must exist.  The "fraud triangle" consists of incentives, attitudes and opportunities.  In most cases, incentives for an individual to commit fraud are based on factors beyond the control of the Organization.  By taking the initiative to have an engagement such as this performed, the board has taken a strong step in establishing an attitude within the Organization that fraud will not be tolerated.  However, the "side" over which the Organization has the most control is opportunity.  The recommendations below are primarily focused on removing the opportunity for fraud to occur. 

We have identified four primary functions in which controls must be designed, implemented and monitored. We will structure our report around these functions, which consist of: receivables and cash receipts, payables and cash disbursements, payroll and reconciliation of accounting records.  Each function must have appropriate segregation of the duties regarding the responsibility for authorizing transactions, recording transactions and maintaining custody of assets.  Our report will outline our recommendations to maximize these segregations. 

Receivables and Cash Receipts 
Revenue received by the Organization is primarily through monies received under grants and contracts awarded to the Organization after application for those funds have been made subsequent to the accomplishment of a task or completion of a deliverable.  To be consistent with the accrual basis of accounting, a receivable must be recorded when the earnings process has been completed, which would be the completion of an application for those funds due to the Organization under a grant or contract.  

To properly and timely record receivables, we recommend a "Receivable Recording Form" (see Appendix A) be completed upon completion of an application for funds.  This form is then provided to the contract bookkeeper for recording in the accounting system, marking on the document that it has been recorded and then filed in the contract file.   
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The Organization receives most of its funds through direct deposit, which mitigates the fraud risk related to these receipts.  To properly and timely record cash receipts direct deposited into the Organization's bank account, we recommend a copy of the direct deposit notification be provided to the contract bookkeeper. This notification should allow for matching with a previously recorded receivable in the accounting system. The bookkeeper should note on the notification via initial or signature and then file in the contract file.  To properly and timely record cash receipts not direct deposited into the Organization's bank account, we recommend a copy of the deposit slip with a notation of the proper class and deliverable under which the income was received be provided to the bookkeeper for recording in the accounting system.  

Receivable Transactions 
We recommend the Organization establish a policy for recording receivables containing the following provisions: 

1) 
Staff members completing an application for funds must complete a Receivable Recording Form (see Appendix A) concurrent with the completion of such an application. 

2) 
These forms shall be forwarded on a regular basis to the bookkeeper for recording in the accounting system.  

3) The bookkeeper will initial and date the Receivable Recording Form signifying its recording in the accounting system.  The accounting system should reflect the contract deliverable number (or other unique identifier) and the individual who completed the application. 

4) When a payment is received relating to an application for funds, the documentation of this payment (i.e. direct deposit notification or deposit slip) should be forwarded to the bookkeeper for recording in the accounting system.  The bookkeeper will initial and date the proof of deposit to signify its recording in the accounting system.  Any reconciliation differences should be noted and communicated to the treasurer and the staff member who completed the Receivable Recording Form for resolution.   

a. 
Once a contract has been fully executed and funds to be received under that contract have been collected, a Contract Reconciliation Form (see Appendix B) should be created and filed with a copy of the contract in the Organization's files.  A copy of the contract with this reconciliation should be provided to the treasurer for review. 

5) When a payment is received that does not relate to an application for funds the documentation of this payment (i.e. direct deposit notification or deposit slip) should be forwarded to the bookkeeper for recording in the accounting system.  The bookkeeper will initial and date or otherwise document on the proof of deposit to signify its recording in the accounting system. 

Payables and Cash Disbursements 
There are primarily three types of payables due to be paid by the Organization: payroll, credit card charges, reimbursements and other.  Payroll transactions will be covered in its own section below.  We understand that current Organization policy requires two signatures all for checks.  We recommend this fact be printed on the face of the check, with two signature lines.  We also recommend current Organization policy be amended to provide that no individual shall be allowed to sign a check on which they are the payee.  We will further separate this section to address the treatment of each type of payable. 

Credit Card Transactions 
It is our understanding that the Organization currently has one credit card shared between staff members for purchases which are more convenient or practical to use this method of payment.  We recommend the Organization establish a credit card for each staff member expected to use such a payment method to promote accountability for the purchases on this card.  We further recommend the Organization establish a policy for credit card purchases containing the following provisions: 

1) 
Individuals making a purchase with a credit card will be recorded on the Visa Expense Form and a receipt for each purchase shall be attached to this form. 

2) 
These forms shall be forwarded on a regular basis to the bookkeeper for recording in the accounting system.  

3) The bookkeeper will initial and date the Visa Expense Form to signify its recording in the accounting system. 

4) 
When the credit card statement/bill is received at the end of each billing period, the transactions shown on the statement will be reconciled with those already recorded.  Any reconciliation differences should be noted and communicated to the treasurer and the staff member to whom the card is issued for resolution. 

5) Once the transactions have been fully reconciled with those on the statement, a check can be prepared for signing. The check should be accompanied by the statement/bill, copies of the Visa Expense Forms supporting the transactions and a stamped envelope ready for mailing.  The check signer should review the supporting document(s), initial and date the document(s) signifying his/her review, sign and mail the check and return the supporting documentation for filing.  

Reimbursements 
The Organization currently has a policy of reimbursing employees, and/or other individuals affiliated with the Organization, for business expenses paid on behalf of the Organization.  We recommend the Organization establish a policy for reimbursement containing the following provisions: 

1) Individuals requesting reimbursement must properly complete a Reimbursement Request Form. This form must include the date of the expense, business purpose, amount and account code.  If the Organization chooses to reimburse employees for medical insurance benefits, a blanket Reimbursement Request Form may be submitted for premium payments.  However, we recommend proof of policy coverage and basis for reimbursement be provided at least semi​annually by the employee.  

2) 
Attached to this form must be proof of payment (receipt, etc.). 

Other Payable Transactions 
These transactions are primarily received via standard mail and are primarily paid via mailed 

physical check. To properly and timely record payables, each bill must be reviewed and approved and 

forwarded to the bookkeeper for recording. Bills not reflecting proper approval, may be recorded by the 

bookkeeper, but must be returned to appropriate staff for approval before a payment check is issued.  We 

recommend the Organization establish a policy for other payable transactions containing the following 

provisions: 

1) 
Bills are forwarded to the executive director by the individual responsible for opening the mail.  

2) 
The executive director or other appropriate individual reviews the bills, notes an account code on each, initials and dates the bill signifying their review and forwards the bill to the bookkeeper for recording in the accounting system. 

3) The bookkeeper records each bill in the accounting system, marking on the document that it has been recorded.  

4) 
Once recorded in the accounting system a check will be prepared for signing.  The check signer should review the bill, initial and date the bill signifying his/her review, sign and mail the check and return the supporting documentation for filing. 

3) 
A Reimbursement Request Form for mileage must include the number of miles traveled and an adequate description of the business purpose for those miles. 

4) 
Each reimbursement request must be approved by a supervisor or the board treasurer before submission to the bookkeeper for recording in the accounting system.  No individual should be allowed to approve their own application for reimbursement. 

5) The bookkeeper will initial and date the Reimbursement Request Form to signify its recording in the accounting system. 

6) 
Once recorded in the accounting system, a check will be prepared for signing.  The check signer should review the Reimbursement Request Form, initial and date the form signifying his/her review, sign the check, mail or deliver the check and return the supporting documentation for filing. 

7) 
As noted above, no individual shall be permitted to sign their own reimbursement check. 

Key Points From Above 
Cash disbursements is the area of greatest risk of loss to most organizations.  Due to this fact, we would like to summarize some of the key points outlined in the section above for emphasis.  

1) We recommend that the policy requirement for two signatures on checks greater than $2,000 be printed on the face of the check, with two signature lines shown.   

2) We also recommend no individual be allowed to sign a check on which they are the payee.   

3) We recommend the Organization establish a credit card for each staff member expected to use such a payment method to promote accountability for the purchases made by this method of payment. 

4) We recommend your bookkeeper not prepare a check for any disbursement which has not yet been approved for payment by an appropriate individual. 

5) We recommend that any individual performing any action related to a document be sure to initial, date and note on that document the action taken and the date of that action. 

6) We strongly recommend any check signer review supporting documentation, initial and date the documentation signifying his/her review, sign and mail the check and return the supporting documentation for filing.  If the supporting documentation does not adequately support the disbursement, the check should not be signed until adequate support is provided.  This cannot be emphasized too much. 
7) We recommend check signers seal envelopes and mail the checks they sign and not return signed checks to staff members for mailing.  

Payroll 
The Organization makes use of an outside payroll service provider to handle the transactions and 

compliance related to this function.  We feel this provides the opportunity for solid control over this type 

of transaction. However, without proper monitoring, the use of an outside payroll service will not provide 

any greater assurance of proper authorization than preparing payroll in-house.  With this in mind, we 

make the following recommendations: 

1) We recommend an approved pay rate be established for each employee and documented in each respective employee's personnel file.  For the Organization's executive, we recommend the discussion surrounding the establishment of that individual's pay rate be documented as well in their personnel file. This recommendation is consistent with the recommendation of the Internal Revenue Service on this topic. 

2) We recommend only the treasurer or other member of the board be authorized to modify pay rates with your payroll provider. This person does not have to be the same individual to initiate paychecks each pay period. Be certain to communicate any change in the individual fulfilling this position to your payroll provider, if necessary. 

3) If the Organization will be employing hourly employees, we recommend changing pay dates to the 20th and the 5th of each month, which correspond to pay periods of the 1st - 15th and 16-month end.  This delay of five days will allow proper submission and review of hours worked before communication to your payroll provider for the issuance of paychecks. 

4) If the Organization will be employing only salaried employees, we feel the recommendation above is not necessary as a review of hours worked is not necessary each pay period.   

5) We recommend direct deposit of paychecks be established for all employees. 

Reconciliation of accounting information is one of the most simple and effective controls available to any organization. It acts as a control over all of the above items, but we are making it a separate category because it runs across all the above items and warrants special attention.  All statements of account, including bank, investment and credit card statements, are reconciled in your accounting system by your bookkeeper. We make the following recommendations related to reconciliation of accounting information: 

1) 
We recommend all bank statements be opened and reviewed by a member of the executive committee before being given to the bookkeeper for reconciliation. This review should consist of inspecting the copies of checks for proper signatures, including two signatures on checks in excess of $2,000, unfamiliar payees or amounts and any handwritten checks.  Any discrepancies should be documented and communicated to the board and the individual violating the policy. 

2) A detailed reconciliation report shall be attached to the bank statements by the bookkeeper and provided to a member of the executive committee for their review.  This review should consist primarily of inspecting outstanding checks and establishing that any handwritten checks are properly recorded in the reconciliation report and, thus, the accounting system.  An inquiry should be made concerning any checks outstanding greater than 90 days.  After 180 days, these checks should be turned over to the State of Washington's Department of Revenue Unclaimed Property Section. 

3) Any individual reviewing or reconciling information with the Organization's accounting system should initial and date the documents used in their review or reconciliation. 

Staffing to Carry Out Above Recommendations 
To effectively carry out the recommendations above, the Organization has already taken the step of utilizing a dedicated bookkeeper for recording information into the accounting system.  To maintain proper controls, we recommend this individual should neither have the authority to initiate or authorize financial transactions, nor should they have custody of the Organization's assets.  Just for clarification, as long as this individual does not have signing authority on any accounts, having custody of unsigned checks would not violate this recommendation.   
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We also recommend the Organization ensure no individual has the ability to authorize a transaction they have initiated.  For example, an individual submitting an expense report (the initiation of a reimbursement transaction) should not be able to approve that expense report for reimbursement.  Ideally, all approvals, including the signing of checks, should be performed by a board member, preferably the treasurer. 

As the two roles relating to authorization and recording are fulfilled above, all other staff members are available for the initiation of transactions and custody of assets (such as taking physical deposits to the bank). 

September 20, 2010 
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�I would wait until you talk to a broker to see what the numbers will be for various health insurance plans.  Then you can determine how much of a percentage that would translate to, and see if it is more or less than what you were previously offering.  Then go from there in making your decision.  Factors to keep in mind are:  how good is the coverage (is it minimal?), what the employee’s out-of-pockets expenses would be, can the Council afford it?  One option is to pick a package presented by the broker and have the employee pay a certain percentage of the premium costs (i.e. 25% to 50%) each month.
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