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Dear Employees and members:

Welcome to Northeast Texas Regional Advisory Council. | am glad you
are a part of the NETRAC team. The following personnel policies and procedures
are applicable to all employees and or members of .

NETRAC strives to maintain a strong commitment to provide a
comprehensive continuum of quality health care for all victims in TSA-F without
regard to age, race, sec, color, national origin, disability, religion, or the ability to
pay. Provide trauma prevention activities and education to professionals and the
public within the TSA-F

It is our goal to maintain the finest facilities; to offer the finest programs;
and, to employ the finest employees and members. This commitment to
excellence is also an essential part of every position within the agency. | ask that
you, each day, personally dedicate yourself to this ambitious and ongoing
objective.

| hope that you find your work to be rewarding and stimulating, and that
we as NETRAC employees and members strive to make and be the difference in
our community.

Sincerely,

Shae Watson
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Chain of Command

Policy 1.1

The Executive Board of Northeast Texas Regional Advisory Council and the Policy
and Procedures Committee are responsible for setting policies for its employees, members,
and the NETRAC organization. The General Assembly employs Executive Director, to whom
it delegates responsibility for the administration of the corporation. The Executive Board
manages the Executive Director, using policies approved by the General Assembly.

NETRAC employees and members are accountable to the Executive Board and
ultimately the General Assembly, through whom all communication to the Board is channeled.



Open Door

All employees and members are encouraged to provide input and suggestions
concerning the overall operation and programs of NETRAC, following the proper channels of
communication. Employees and members should initially bring their comments to the Executive Director.
In those cases where that may be inappropriate, employees and members may approach the RAC Chair,
the Executive Board, and finally the General Assembly.

NETRACoperates i n an *“ opeanploydes and rhembeasinputthatis made |
appropriately, through proper channels and in a courteous and respectful manner, is considered and can
be presented without fear of adverse action.



Conflict of Interests

The primary interest of NETRAC employees and members are the people we serve. A conflict of
interest occurs when the interests of employees and members or another outside party actually or
potentially affect NETRAC in a negative way.

. GIFTS, GRATUITIES—EXxecutive Director and Executive Board shall not accept gifts, gratuities,
free trips, personal property, or other items from an outside person or organization as an
inducement to provide services.

. PERSONAL BELIEFS—NETRAC recognizes that its employees and members may hold a wide
range of personal beliefs, values, and commitments. These beliefs, values, and commitments
are a conflict of interest only when they prevent employees and members from fulfilling their
responsibilities. If employees and membersat t empt t o use the agency’ .
furthering their own beliefs, or if employees and members continue attempting to convince
others of their personal beliefs after they have been asked to stop, they are subject to adverse
action up to and including dismissal from NETRAC.



Speaking to the Media

Employees and members shall not speak to the news media as an official or unofficial
spokesperson of NETRAC without prior clearance from the Executive Director or RAC Chair. All inquiries
from the media are referred to the NETRAC office.

Should employees and members receive a media inquiry concerning matters pertaining to
NETRAC,heorsheshoul d respond: “1 have no authority to r
questionto the NETRACo f f i ce . ”



Client Confidentiality

Employees and members, to the best of their ability, ensure confidentiality and privacy in regard
to history, records, and discussions about the people we serve. The fact that an individual/organization is
served by NETRAC is kept private or confidential; disclosure are made only under specified conditions
described below, for reasons relating to law enforcement and to fulfill our mission. Employees and members
do not disclose any information about a person/organization, including the fact that he or she is or is not served
by our organization, to anyone outside of this organization unless otherwise authorized by the Executive
Director, RAC Chair or Executive Board expressly authorizes to disclose information. The principle of
confidentiality is maintained in all programs, committees, functions, and activities.

. No information requested by someone outside NETRAC is given over the telephone.
Employeesand membersi s i nstructed t o r es NETRAC policytddes t he ¢
not permit me to give out this information.?”’

been) served by NETRAC.

. Release-of-information forms are explained and completed in the presence of the person about
whom any information may be released, before it is released.

. If records are inspected by an outside agency, the individual(s) who inspects the records must
be specifically authorized to do. The taking or removal of records is specifically prohibited in
such cases.

. Employees and membersd o not di s cus s/ oarngya nii medartdwitbdnu asl ’ s

unauthorized individuals, whether on or off duty.



Smoking

NETRAC offers a smoke-free work environment to all employees and members. No smoking is
allowed by employees on/in NETRAC property, facilities, or vehicles. This policy applies to all property
owned, leased or rented from us. Violation of this policy results in disciplinary action, up to and
including termination.



Dress Code

As representatives of NETRAC employees and members are encouraged to exhibit a neat, well-
groomed appearance. Radical departure from conventional dress or personal grooming (including, but
not limited to: excessively long hair, untrimmed facial hair, excessive makeup, short dresses or skirts,
tank tops, shorts and shower thong-type footwear) is not permitted, unless required by the program
activity. NETRAC is not responsible for damage to clothing or accessories while employees and
members are on duty.



Telephone Calls

Personal use of telephones for long-distance calls, not work related, by employees and
members at this agency are not allowed, except in the case of a bona fide emergency. For this reason,
employees and members are encouraged to obtain and use a personal telephone calling card.



Code of Ethics

. I will not discriminate against or refuse professional services to anyone on the basis of
race, color, creed, age, sex, religion, nationality, or disability.

. I will not use my professional relationship to further my own interests.

. | will evidence a genuine interest in all persons served, and do hereby dedicate myself to
their best interests and helping them help themselves.

. I will respect the privacy of persons served and hold in confidence all information
obtained in the course of professional service.
. I will maintain confidentiality when storing or disposing of organizational

records/information.

. I will maintain a professional attitude which upholds confidentiality toward individuals
served, colleagues, applicants, and NETRAC members.

. I will maintain client and co-worker confidentiality, and, even after leaving employment/
membership with NETRAC, | will hold as confidential any information | obtained
concerning NETRAC.

. I will respect the rights and views of my colleagues; and, treat them with fairness,
courtesy and good faith.

. I will not exploit the trust of the public or my co-workers/members. | will make every
effort to avoid relationships that could impair my professional judgment.

. I will not engage in, or condone, any form of harassment or discrimination.

. I will not, to the extent possible, permit fellow employees and members to inaccurately
present themselves as competent or perform services beyond their training and/or level
of experience.

. I will respect the confidences of my co-workers/members.

. When | replace a colleague/member or am replaced, | will act with consideration for the
interest, character, and reputation of the other professional.

. I will extend respect and cooperation to colleagues/members of all professions.

. I will not assume professional responsibility for the clients of a colleague without
appropriate consultation with that colleague.



- continues

Code of Ethics (continued)

Policy 1.9

. If I know that a colleague/member has violated ethical standards, | will bring this to my
col | e A gha mb attentian. If this fails to produce appropriate action, | will report the
activity to my supervisor.

. I will accurately represent my education, training, experience, and competence as these relate
to my profession.

. I will correct, when possible, misleading or inaccurate information and representations made by
others concerning my qualifications or services.

. If serving as a committee chair, | will make certain that the qualifications of persons | supervise
are honestly represented.

. I will abide by NETRAC policies related to public statements.

. | pledge total commitment to provide the highest quality of service to those who seek my
professional assistance.

. I will continually assess my personal strengths, limitations, biases, and effectiveness.

. | will strive to become and remain proficient in professional practice and the performance of
professional functions.

. I will act in accordance with standards of professional integrity.
. I will not give advice on problems outside the bounds of my competence.
. | will seek assistance for any problem that impairs my performance.

. | understand that violation of this code may be grounds for dismissal.



Inclement Weather & Emergency Closings
Policy 1.10

The Executive Director or RAC Chair or his or her designee may close the office or cancel any
scheduled meetings due to inclement weather or emergency on days other than regularly scheduled
holidays. Should this occur, every attempt is made to notify employees and members of this decision,
unless otherwise requested. In the event of a disaster, the set-up of the NETMOC will not be affected.

The absence is considered an excused absence for all employees, and is not charged to earned
leave time. Should an emergency closing occur while employees are already on earned leave time (i.e.,
sick, vacation, personal), he or she is not entitled to additional wages.

In the absence of an official closing, employees who do not report for work because of the
weather are charged one day of vacation or personal leave time.



Travel

Policy 1.11

See Travel Policy in Procedures Manual



Visitors

Policy 1.12

Procedures:

Visitors are permitted as long as they conduct themselves in a non-distracting manner.



Drug-Free Workplace

Policy 1.13

Northeast Texas Regional Advisory Council
Drug and Alcoh ol Policy

Statement Of Purpose

Drug and alcohol abuse by employees, whether on or off the job, jeopardizes the health and safety of
employees and is contrary to the best interests of Northeast Texas Regional Advisory Council. As a result, drug or
alcohol abuse by employees will not be tolerated. NETRAC has a strong commitment to provide a safe workplace
and to promote employee health. This drug and alcohol policy has been established to aid in ensuring a safe and
healthy workplace and promote efficient operations for all employees of NETRAC. Implementation of this policy is
subject to restrictions contained in all local, state, and federal laws.

Policy

The use, possession, concealment, transportation, storage, promotion, or sale of the items listed below are
strictly prohibited on NETRAC premises or on any other work or meeting site, facility or equipment used for business
purposes.

e lllegal drugs

¢ Controlled substances
¢ Alcohol

e Drug paraphernalia

NETRAC premises, worksite or meeting facilities and equipment includes, but is not limited to, vehicles owned
by NETRAC or occasions during which the employee is performing services for, or represents, NETRAC even if not
on NETRAC premises.

lllegal drugs are listed in federal, state, and local laws. They include marijuana, hashish, heroin, cocaine, crack,
and hallucinogens such as PCP, LSD, and others.

Controlled substances include: narcotics that require a doctor's prescription such as Demerol and codeine,
depressants and barbiturates, tranquilizers such as Valium or Librium, and stimulants or
amphetamines commonly known as "speed" any other substance listed in Schedules I-V of Section 202 of the
Controlled Substance Act 21 U.S.C. § 812, et seq., as amended.

Drug paraphernalia is an item which has been used or can be used for administering, transferring, or storing of
a prohibited drug, or which is specially designed for such use.

- continues



Drug-Free Workplace (continued)

Policy 1.13

For the purpose of this policy, the term drug includes alcoholic beverages, as well as illegal inhalants and illegal
drug and controlled substances. Possession of alcohol by an employee on NETRAC property is a violation of this

policy.

This policy, insofar as it concerns the possession and consumption of alcohol, does not apply to recognized
social functions on or off NETRAC property at which alcoholic beverages are served and
when the employee is deemed not to be performing duties for which he is compensated by NETRAC.
Notwithstanding the above, employees of NETRAC are prohibited from being at NETRAC or engaged in
the performance of duties while under the influence of alcoholic beverages. An employee shall be considered as
being under the influence of alcoholic beverages if his/her blood alcohol equivalent is 0.10% or higher.

Arrest Or Conviction Under Criminal Drug Statutes

Employees must notify their immediate supervisor within five days of any arrest or conviction of a criminal drug
statute.

Exclusion Of Prescription  Drugs

This policy excludes prescription drugs when taken as directed by the employee's doctor. However,
employees whose physicians prescribe controlled substances for continued usage should report this treatment to
their immediate supervisor for duty status evaluation when they are using any prescription
or over-the-counter drug which contains instructions, restrictions, or warnings indicating that the use of the drug may
cause them to become impaired from safely performing their job duties (for example, indications that the drug may
cause drowsiness or that it should not be used while the person is driving or operating equipment). Prescription or
over-the-counter medications must be kept in its original container.

Prohibitions

NETRAC's policy prohibits the following:

1. Use, possession, manufacture, distribution, dispensation or sale of illegal drugs or drug
paraphernalia on NETRAC premises, while engaged in NETRAC business, using vehicles supplied by
NETRAC, or during working hours.

2. Unauthorized use or possession, dispensation, or sale of controlled substance on NETRAC
premises, while engaged in NETRAC business, using vehicles supplied by NETRAC or during working

hours.
3. Storing in a locker, desk, automobile, or other repository on NETRAC premises any illegal drug,

controlled substance, or any alcohol.

- continues



Drug-Free Workplace (continued)
Policy 1.13

4. Being under the influence of an unauthorized controlled substance, illegal drug or alcohol on
NETRAC premises, in a vehicle supplied by NETRAC, or during working hours; being "under the
influence" of alcohol is defined as a blood alcohol content of .10; being "under the influence" of
an unauthorized controlled substance or illegal drug is defined as testing positive at a specified
ng/nl level.

5. Use of alcohol off NETRAC premises that adversely affects the employee's work performance,
his own or other's safety at work or the Company's reputation or standing in the community.

6. Possession or use of illegal drugs off NETRAC premises that adversely affects the employee's
work performance, his own or other's safety at work, or NETRAC's reputation or standing in the
community.

7. Switching or adulterating any urine sample submitted for testing.

8. Refusing to consent to a blood, urine, or other drug or alcohol test when requested by
management.

9. Refusing to submit to an inspection when requested by management.

10. Arrest or conviction under any criminal drug statute under circumstances which adversely
affect NETRAC's reputation or standing in the community.

11. Failure to notify the Executive Board of any arrest or conviction under any criminal
drug statute within five days of the arrest or conviction.

Drug And Alcohol Testing

Whenever the Executive Board at NETRAC has a reasonable suspicion that an employee is using or is under
the influence of alcohol or drugs, or that an employee has otherwise violated this policy, NETRAC may require the
employee to submit a urine and/or a blood sample. An employee who tests positive for drugs or is under the
influence of alcohol will be in violation of this policy.

Whenever the Executive Board at NETRAC determines that an employee may have contributed to an
accident involving a fatality, serious bodily injury, or substantial damage to property, NETRAC may require the
employee to submit to a urine and/or blood test. An employee who tests positive for drugs or is under the influence
of alcohol as a result of such a test will be in violation of this policy.

Applicants and employees subject to testing must sign, prior to testing, an approved form consenting to the
testing and consenting to the release of the test results to management of NETRAC.



Drug-Kree Workplace (continued)

Policy 1.13

Prior to taking any action, NETRAC will give all applicants and employees who test positive for drugs
or are determined to be under the influence of alcohol the opportunity to explain the test results and perform a
confirmatory test designed to verify the reliability of the first test.

Consequences For Violation Of This Policy

Violation of this Alcohol and Drug Policy may result in severe disciplinary action, including discharge for a first
time offense, att he Ex ecut solediscRtmm r d’ s

In addition to any disciplinary action for a positive test for alcohol or drugs, NETRAC may, in its sole discretion,
may terminate employment.

Condition Of Employment

Compliance with NETRAC's substance abuse policy is a condition of employment. Failure or refusal of an
employee to cooperate fully, sign any required document, submit to any inspection or test, or follow any prescribed
course of treatment will be grounds for termination.

Inspections

NETRAC may, from time to time, and without further notice, conduct searches for alcohol or drugs on any work
site or facility used for business purposes under the scope of employment with NETRAC. An inspection may
include, but is not limited to, a search of the person, the personal effects, including, without limitation, packages,
briefcases, purses, lunch boxes, or any vehicle, while on the work site.

Such inspections or searches shall be undertaken in a manner that respects, to the greatest extent practicable, the
employee's privacy interest. Failure to consent to such search may subject an
employee to immediate discharge.

Reservation Of Rights

NETRAC reserves the rights to interpret, change, rescind, or depart from this policy in whole or in part, without
notice. Nothing in this policy alters an employee's status as an at will employee.

Employees remain free to resign their employment at any time for any reason. NETRAC retains the right to
terminate any employee at any time, with or without cause.



Outside Employment of Employees

Policy 1.14

Employees and members are allowed to seek and maintain outside employment, as long as it does not
interfere with the operations, or integrity of NETRAC.



Policy 1.15

No Solicitation/No Distribution Rules

Solicitation and Distribution

NETRAC's rules with respect to no solicitation, no distribution are as follows:

Solicitation of employees and members member on agency property by a non-employees and
members member is prohibited.

Distribution of literature by non-employees and members on agency property is prohibited.

Solicitation of employees and members by another employees and members on agency property while
either employees and members are on working time* is prohibited.

Distribution of handbills, advertising material, or other literature by a employees and members member
on agency property during the employee's working time* is prohibited.

Distribution of handbills, advertising material, or other literature by a employees and members in
working areas of the plant is prohibited at any time.

* Working time is all time when employees and members duties require that he or she be engaged in
work tasks, but does not include a employees and members own time, such as meal periods,
scheduled breaks, time before or after a shift, and similar non-working periods.

* This policy does not apply to invited Vendors.



Government and Political Activity

Policy 1.16

NETRAC encourages employees and members to take an active interest in government and to participate
in political affairs. All employees and members have the right to express their opinions on political issues and
candidates, and are also encouraged to exercise these rights. However, such employees and members
member activity is subject to these limitations:

Non-partisan position of NETRAC—No action will be allowed by any person that infringes upon the right
of any employees and members to decide which candidates or positions to support. NETRAC will not endorse
or contribute to any political candidate or party.

Individual actions —No employees and members is allowed to give the impression that any political
action or position represents NETRAC. All political activities are to be done as the actions of individuals, on
their own time, away from NETRAC facilities.

No employees and members is allowed directly or indirectly to coerce, attempt to coerce, command or
advise any other employees and members member to pay, lend or contribute anything of value to a party,
committee, organization, agency or person for political purpose.

Employees and members seeking elective office —Employees and members who wish to seek elective
office should inform the Executive Board and General Assembly. Subject to the requirements of law, this
agency grants unpaid personal leave to employees and members who are seeking elective office, for the
purposes of campaigning for, and fulfilling the responsibilities of office, if elected. Employees and members
who are granted leave under this policy must comply with policy for unpaid personal leave in its entirety.

Any questions related to this policy must be referred to the Executive Board.



Safety Standards & Emergency Procedures

NETRAC strives to ensure a safe workplace. It is the responsibility of each employees and members to
adhere to the following:

work according to good safety practices as posted, instructed and discussed;

« refrain from any unsafe act that might endanger oneself, the people we serve, co-workers,
response partners, or NETRAC property;

« use all safety devices provided for his or her protection—failure to comply with safety
requirements could result in immediate dismissal;

» report any unsafe situation or acts immediately to the Executive Director, RAC Chair or event sponsor:
and

e assume his or her share of the responsibility for thoughtless or deliberate acts that

cause injury to oneself, co-workers, response partners, or those we serve.

Fire Prevention

« Electrical equipment must be turned off when not in use.

» Employees and members must notify the Executive Director, RAC Chair or event sponsor of any
equipment that has cracked or exposed wiring, is causing a shock or emitting sparks, or appears to be
a potential fire hazard.

Procedures to follow in the event of an emergency condition:

An “emergency condition includes a fire, full powe

Fire Emergency : This Policy refers to NETRAC Office as well as meeting faciliti es sites

* Employees and members must familiarize themselves with the location of fire exits, alarms and
extinguishers.

« If a employees and members sees smoke or fire, he or she pulls the fire alarm to alert the people in the
building. Ifitis a small fire, a nearby fire extinguisher may be used as necessary.

« Periodically, the fire alarm may sound when there is no smoke or fire because the system is
being tested. If this is the case, employees and members are notified before the alarm sounds.

« If evacuation is called for, employees and members use the closest unaffected exit.

*  When in smoke, stay low.

« Employees and members move as far away from the building as possible for safety and make room for
emergency vehicles.

< If time permits before evacuation of the building, secure classified information, turn out lights, shut off
equipment and close doors.



First Aid/Workers Compensation

First aid supplies are located at all NETRAC office. Employees must familiarize themselves with their
location. For purposes of Workers Compensation, all injuries must be reported to Executive Director, RAC
Chair, and /or Executive Board within 24 hours or as soon as practically possible following the injury. Injuries
must be reported regardless of severity.



Suspected Illicit Activity

Policy 1.18

Violence against clients

The people NETRAC serves are not subjected to bodily or verbal abuse, neglect or any form of
mistreatment by employees and members, volunteers, visitors, or others this agency serves.

Definition: lllicit activity is any activity perpetrated against otherst hat i s i n violation o
including, but not limited to, assault, rape or sexual assault, abuse, theft, exploitation or criminal conduct.

Any alleged violation is immediately reported to the Executive Director and RAC Chair, who are
responsible for initiating a thorough investigation and ensuring the details are recorded on an Incident Report
form. Failure to report any incident is grounds for dismissal. The Executive Director maintains confidentiality
as far as possible by reminding employees and members not to discuss the incident with anyone except those
designated to investigating the allegation.

If the allegation is substantiated, the Executive Director with concurrence of RAC Chair and Executive
Board are responsible for invoking appropriate discipline up to, and including termination of employment or
dismissal of individual membership. This action is recorded on a Corrective Action Notice Form and is placed
in the employees personnel file.

The Executive Director is responsible for reporting requirements to regulating authorities.



Serious or Fatal Accidents

Policy 1.19

The person in charge at the scene:

A. Gives priority attention to providing all reasonable care for the injured person or persons. Calls doctor,
ambulance, clergy and police, as appropriate. Obtains names, addresses and phone numbers of all
witnesses and a written statement of what happened if withesses must leave before police arrive.

B. In the event of a fatality, always notifies the police. Retains a responsible adult at the scene of the
accident. Sees that no disturbance of the victim or surroundings is permitted until the police have assumed
authority.

C. Contacts the next level manager (e.g. Executive Director, RAC Chair, and Executive Board) to report
the emergency and to secure additional assistance as needed.

Contacts these persons in the following order:
1. Executive Director
2. RAC Chair
3. Vice-Chair
4. Executive Board

D. Anyone involved in a serious accident, emergency or fatality makes no statement orally or in writing,
which could be interpreted either as an assumption or rejection of responsibility for the accident until all
facts are known.

The Char:

A. Gives priority attention to requirements of the accident or emergency as requested and/or judged
necessary for the utmost protection of the injured person or victim.

B. Establisheswhowillactas t he agency’s spokesperson. Exerci s
orally or in writing that could be interpreted either as an assumption or rejection of responsibility for the
accident until all facts are known.

C. Insists that no comments be made to the news media. Refer news media to the designated NETRAC
spokesperson.

D. Uses the telephone for immediate official communication with:

* Conv e n e sleteanineddocagiionethe NETRAC Crisis Team consisting of the RAC Chair,
NETRAC Executive Board, Executive Director and persons sensitive to the community to handle media
and draw up a statement.

The Executive Director:

* I nsurance representative and other official as



Serious or Fatal Accidents (continued)
Policy 1.19

E. Continues any further communication with next of kin with the advice of, or in the presence of,
NETRAC Executive Board

F. If the situations warrants, assigns a team of two individuals to monitor the phones for continued reports
of developments. All calls pertaining to incident are answered by the spokesperson - designated by the
RAC Chair.

G. Keeps a record of all telephone conversations
space for a press conference, if necessary, and confines media to that area. Issue a press release, rather
than holding a press conference, if possible.

H. Provides for press release, if requested, only that information that has been cleared by the NETRAC
Executive Board

I. Completes and submits a written report to appropriate insurance companies.
J. Compl etes and submits a written report for the
K. In the event of a fatal accident to an employee or an accident requiring the hospitalization of three or

more employees, the Executive Director or RAC Chair notifies the Occupational Safety and Health
Administration Office in Austin, Texas.

Follow -up of a serious accident, emergency or fatality
The Executive Director, in conjunction with the RAC Chair:
Decides what information is to be disseminated, to whom and procedures for same.
The Executive Director prepares a chronological report, recording:

« Exact time of each occurrence

»  Each step taken and by whom

« Exact statements made, to whom and by whom

e  Statements, that have been read, approved and signed by all persons involved

« A sketch of the scene, including pertinent physical objects and placement of people involved
 Names and addresses of all withesses

C. Attaches to the report all consent forms, medical records and other pertinent data. Makes copies of
all for duplicate record and for appropriate regulatory reporting.



Employees with Life-Threatening Illnesses

NETRAC is committed to providing equal opportunity to all employees and members, including those

who have life-threatening illnesses, including, but not limited to, acquired immune deficiency syndrome (AIDS),
cancer and heart disease.

NETRAC is also committed to providing a safe and healthy work environment. Employees who have a
life-threatening illness are treated like other employees as long as they meet performance standards, and

medical and other evidence indicates that their condition does not pose a threat to the health of others or to
themselves.



Personal Property

Policy 1.21

Employees that bring personal belongings to the office to decorate their work spaces and common
areas, or to facilitate their work, ensure that such items are prominently marked to prove ownership. NETRAC
is not responsible for loss or damage to employees and members' personal property.



Electronic Monitoring

Policy 1.22

NETRAC may periodically monitor, survey, or review employees and members work performance
through the use of mechanical, electronic, or other devices and methods. Among the mechanical or electronic
devices this agency may use are telephone, computer, internet and e-mail monitoring, observation, and

sensors such as beepers, pen registers, and touch-tone decoders. These devices and methods may also be
used to investigate workplace problems.



Request for Information About Employees and
Members

Policy 1.23

All requests for information about a current, retired, or terminated employee or members are directed to
the Executive Board, who may disclose to prospective employers date of employment, final title or position, job
location, and final rate of pay.

The Executive Director may communicate substantiated concerns with respect to inappropriate
behavior to a prospective employer or contractor when there is a job-related reason to do so.



Exposure to Bodily Fluids

Policy 1.24

Exposure to Bodily Fluids will be addressed in the Mobile Medical Assets Policy and Procedures
Manual.



Criminal Acts Against NETRAC Property
Policy 1.25

Criminal acts include, but are not limited to, breaking and entering and/or theft of NETRAC property. Any

employee and/or member observing a criminal act or suspected criminal act against NETRAC takes the
following actions:

» Leaves the scene immediately, while observing the situation and noting details to the greatest
extent practicable.

» Exercises care in not touching anything that may provide evidence or information for the police.
» Calls the police and then notifies an appropriate RAC representative.

» The RAC representative on the scene shall be prepared to assist police investigators with any
information possible.

The RAC representative immediately notifies the Executive Director of the incident, who in turn contacts
the RAC Chair, or Executive Board, or his designee in his absence.



NETRAC Vehicles

Policy 1.26

This policy affects any individual who may drive a NETRAC vehicle or personal vehicle on NETRAC
business. Prior to driving a vehicle, the following information must be in the employees and members
member's file:

9 Driver's license number and expiration date

1 Arecord check with the Department of Motor Vehicles as proof of possession of a valid and
current driver license (e.g. not suspended, revoked, etc.)

1 A record check with the Department of Motor Vehicles and proof of absence of more than two
minor moving violations and/or at-fault accidents for a three (3) year period

1 A record check with the Department of Motor Vehicles and proof of absence of violations within the
last five years for Driving While Under the Influence (DUI) or Driving While Intoxicated (DWI) or
similar violations that pose a safety and insurance risk to clients.

1 Proof of insurance, if personal vehicles are used for NETRAC business

All information is kept confidential. It is the employees and members member's responsibility to keep this
information up-to-date, including reporting to the Program Director and Director of Human Resource's office
any moving violations or changes in driving status within five (5) days of the violation or change. Failure to do
this can result in disciplinary action up to and including termination.

If a employees and members member accumulates more than two (2) moving violations in any vehicle -
personal or NETRAC - it is up to the insurance carrier to decide if he or she will lose driving privileges on
NETRAC business for a period of up to three (3) years. Any employees and members member committing a
moving violation in a NETRAC vehicle or personal vehicle on NETRAC business may also be subject to
disciplinary action. Some job classifications require a employees and memberser to drive. Dismissal from
these positions may occur if a employees and members member receives a moving violation in any vehicle.

Safe driving practices, speed limits and other driving laws must be observed at all times. NETRAC is not
responsible for fines incurred by employees and members while driving a NETRAC vehicle or a personal
vehicle while on NETRAC business. Employees and members are responsible for reporting any accidents, no
matter how minor, to the police before leaving the scene of the accident and as soon as possible to the
Program Director and Director of Human Resources.

Persons authorized to do business for NETRAC and attend meetings in other places are expected to use
NETRAC vehicles. If there is no vehicle available, and the employees and members member has prior
approval of the appropriate supervisor, personal vehicles may be used for NETRAC business. Mileage for
employees and members travel on NETRAC business is reimbursed at the current rate of reimbursement.



Use of NETRAC Property

Policy 1.27

Employees and members do not directly or indirectly use or allow the use of property, equipment,
supplies belonging to NETRAC or located on NETRAC premises for any purpose other than NETRAC
business or intended disaster used by appropriately trained personnel, unless special permission is obtained
from the Executive Director or RAC Chair. Furthermore, no employees and members shall willfully alter,
mutilate, abuse, or waste any property, equipment, or supplies belonging to NETRAC or located on NETRAC
property. The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles
can result in disciplinary action, up to and including termination, dismissal, and reimbursement of equipment.

If, in the course of normal business use, a employees and members notices that any equipment,
machines, tools, or vehicles appear to be damaged, defective, or in need of repair, he or she notifies the
Executive Director in writing as soon as possible. Prompt reporting of damages, defects, and the need for
repairs could prevent deterioration of equipment and possible injury to employees and members.

Maintenance of all equipment and/or supplies purchased by NETRAC for participating entities is required.
It is the responsibility of your entity to replace all expired and damaged equipment and/or supplies.
Replacement items must be of the same value and quality as the existing/original equipment and/or supplies.
Entities may submit replacement items on annual needs assessments if desired.



Travel Advances

Policy 1.28

Travel advances are addressed in the NETRAC Travel Policy.



Nondiscrimination




Equal Employment Opportunity

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

NETRAC believes that equal opportunity for all employees and members is important for the continuing
success of our organization. In accordance with state and federal law, NETRAC does not discriminate against
employees or applicant for employment because of race, disability, color, creed, sex, age, national origin,
ancestry, citizenship, veteran status, or disability that does not impair an individual's ability to perform the
essential functions of the job with or without reasonable accommodation. This policy of non-discrimination
applies to decisions involving hiring, promoting, demoting, training, benefits, transfers, layoffs, terminations,
recommendations, rates of pay or other forms of compensation and any other term or condition of
employment.



Sexual Harassment

NETRAC does not tolerate sexual harassment of its employees. This means that the following behaviors
are grounds for disciplinary action, including termination:

» unwelcome sexual advances.
» requests for sexual acts or favors.

* insulting or degrading sexual remarks or conduct directed against another employees and members
member.

 threats, demands or suggestions that a employees and members me mber ' s wor k i s con
toleration of or acquiescence to sexual advances.

* retaliation against employees and members for complaining about such behaviors.

» any other unwelcome statements, actions, or jokes based on sex that are sufficiently
severe oOor pervasive so as to unreasonably interf el
performance, or create an intimidating, hostile or offensive working environment.

Any person who has a complaint of sexual harassment against a co-worker, committee member, a vendor
or a person we serve should bring the problem to the attention of the administration. Complaints may be
raised with any of the following persons:

1. Executive Director
2. RAC Chair

3. Vice Chair

4. Executive Board

NETRAC prohibits retaliation against anyone for having raised such a complaint in good faith or
cooperating with an investigation of a complaint. Complaints are investigated and handled as confidentially as
possible consistent with NETRAC's obligation to investigate alleged acts of harassment.

Complaints of sexual harassment are investigated promptly. To the extent practicable, allegations of the
complaint and the identity of the persons involved shall remain confidential.

Generally, the investigation includes discussion with both involved parties and any witnesses. Where
appropriate, a report is forwarded to the RAC Chair with recommendations concerning remedial action, if
necessary. The RAC Chair reviews the recommendation, and the recommended corrective action, if any or
forwarded to the Executive Board . The Executive Board notifies all parties of the decision. If deemed
appropriate, the facility of the representing member will be notified of the compliant and any corrective actions.



Harassment (General)

NETRAC does not tolerate harassment of its employees and members. This means that the following
behaviors are grounds for disciplinary action, including termination and or dismissal:

 insulting or degrading remarks or conduct directed against another employees and members member
of a religious, racial, ethnic or other nature found to be offensive by a reasonable person.

« threats, demands or suggestions that a employees and membersme mber ' s wor k i s con

toleration of or acquiescence to harassing behaviors.
* retaliation against employees and members for complaining about such behaviors.

» any other unwelcome statements, actions, or jokes based on race, ethnicity, religion, disability or
other protected class that are sufficiently severe or pervasive so as to unreasonably interfere with an
individual's work performance, or create an inti mi

Any person who has a complaint of harassment against a superior, a co-worker, committee member, a
vendor or a person we serve should bring the problem to the attention of the administration. Complaints may
be raised with any of the following persons:

1. Executive Director
2. RAC Chair

3. Vice Chair

4. Executive Board

NETRAC prohibits retaliation against anyone for having raised such a complaint in good faith or
cooperating with an investigation of a complaint. Complaints are investigated and handled as confidentially as
possible consistent with NETRAC's obligation to investigate alleged acts of harassment.

Complaints of harassment are investigated promptly. To the extent practicable, allegations of the
complaint and the identity of the persons involved shall remain confidential.

Generally, the investigation includes discussion with both involved parties and any withesses. Where
appropriate, a report is forwarded to the RAC Chair with recommendations concerning remedial action, if
necessary. The RAC Chair reviews the recommendation, and the recommended corrective action, if any or
forwarded to the Executive Board . The Executive Board notifies all parties of the decision. If deemed
appropriate, the facility of the representing member will be notified of the compliant and any corrective actions.
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Recruitment

NETRAC fills job openings with qualified applicants. The following paragraphs summarize the major
elements of our hiring policies.

« PREFERENCE FOR INTERNAL CANDIDATES. Job openings are filled by qualified persons
from within this agency when this is practicable and complies with good management practices.
Preference is given to internal candidates over external candidates when, in the discretion of
the management, both are equally qualified. There is no assurance or guarantee that
employees and members will be selected for any position for which they apply.

» TESTING/SCREENING. Applicants for certain positions may be required to fill out a standard
screening instrument and take a test as a condition of being considered for employment.

* INTERVIEWING. Applicants are screened to determine who should become candidates for
a job. Job candidates may be interviewed by more than one person, including the supervisor for
the position.

« REFERENCES. References are checked on all candidates to whom job offers may be made, before
the offers are made. Criminal record checks are also required.



Job Descriptions

NETRAC maintains a written job description for all employees and committee positions. In the event new
positions/committees are created through expansion or reorganization, written job/committee descriptions are
prepared by the Executive Board, and or designated committees and then approved by the General Assembly.
The Executive Director maintains a bank of agency job descriptions and committee positions and is consulted
as needed on job description/committee position preparation and/or revision.



Receipt of Policy Manual

This manual has been prepared for the information and guidance of employees and members involved
with NETRAC. It covers the procedures, rules and policies most often applied to day-to-day work activities, as
well as meeting activities. Some of the information will change from time to time since policies are under
constant review and are revised when appropriate. Such changes will be communicated to employees and
members in writing, in advance of their implementation. There is no guarantee of continued employment or
membership made to any employees and members in this manual.

Upon receipt of their copy of the personnel/members policies manual affecting their
employment/membership or any addendum(s), employees and memberssi gn a “ Recei pt "of P
form indicating they have read Emplayeesiandineemisetsalsod t hi s &
acknowledge their understanding that no part of this manual shall be construed as being an

employment/membership contract—either expressed or implied—between the employees and members
member and NETRAC.



At-Will Statement

The employees and members member understands that any employment/membershp at NETRAC is at-
will and of indefinite duration, and that either the employees and members or the agency may terminate
employment/membership at any time, with notice. No agreement to the contrary will be recognized unless
such an agreement is in writing and signed by the Executive Board.

There are no exceptions to this policy.



Licenses & Certification

Employees and members whose jobs require professional license or certification maintain these licenses
and certification based upon the policies of their entity.



Introductory Period

Whenevertheterm“ i nt r oductory period” is used in the persc
months of employment by a newly hired employees. Employees whose service is satisfactory in the
introductory period may become regular full-time or part-time employees, subject to availability of funds, the
continued existence of the position and continued satisfactory work performance in the position.

Employees may be terminated at any time during or after the introductory period if his or her performance
fails to meet acceptable standards of performance.

Current employees who are promoted or assigned another job is subject to this introductory period policy.
However, employees already receiving benefits continue to receive these benefits if promoted or reassigned.



Exempt & Non-Exempt Employees

Empl oyee classifications are determined by the Fai:l
“nonexempt .’

« “ E X e amployees and members” i ncl ude

those who are not subjec

* “ No n e xemplpyees and members” must comply with the overti me |
» Child Care Employees and members, as defined by ruling of the U.S. Secretary of Labor, are
considered "exempt employees and members."



Compensatory Time & Overtime

NETRAC recognizes that overtime is sometimes required.

Nonexempt employees and memberswh o wor k overti me, must have the =
paid overtime in accordance with applicable wage and hour laws.

Compensatory time may be granted to exempt employees and members by exception. Compensatory
time is not granted for work during employees and members trips away from agency.



Personnel Records

This is a description of NETRAC’' s r <&eepming gystem in regard to employees information. The
agency's file on each o f @mployees is confidential information and is treated as such. The only persons
with access to the file are the Executive Director, RAC Chair, Executive Board.. Access to personnel files is on
a need-to-know basis.

Employees personnel files may contain some or all of the following items:

1 Signed application and resume

1 Letters of appointment and acceptance

9 Signed job description

1 Copies of transcripts, diplomas, certificates, and licenses

1 Ongoing performance evaluations

1 Any memoranda or documents relating to performance which are of current relevance
1 Memoranda concerning unusual job changes or transfers

9 Letters of commendation or other indications of exceptional performance

1 Warning letters and records of all disciplinary actions

9 Training records, including grades and notations of those who have completed or are presently taking
in-house training programs

M1 Leave of absence information
9 Signed code of ethics
1 Documentation required by state, federal, or private regulatory agencies

91 Payroll, benefits, and other miscellaneous Human Resources related documents



Nepotism

Policy 3.10

NETRAC avoids bringing family relationships into the workplace except for direct child care employees
and members working as a houseparent couple.

Exceptions to this policy are permitted only when expressly authorized in writing by the Executive Board
when in his sole discretion the interests of NETRAC are materially advanced by such exception.



Work Schedule

Policy 3.11

Exempt employees are expected to work beyond the designated work schedule if that is necessary in
order to adequately perform their job duties.

Employees finding that they are unable to report to work on time or unable to report for a full day must

inform their supervisor within 15 minutes of beginning their work shift. Good and sufficient reason must be
provided for any tardiness or absence.



Salary Ranges

Policy 3.12

Salary ranges for each job title exist in writing. Changes to existing salary ranges or creation of new
salary ranges for job titles are the responsibility of the Executive Board with input from the Executive Director
and/or RAC Chair. The final approval of salaries will come from the General Assembly.

Salaries for each job title are based on a variety of factors including, but not limited to, the following:

1. The diversity and complexity of duties

2. The amount of responsibility and judgment exercised

3. Qualifications required

4. Location of position within the organizational chart

In considering their compensation, employees should bear in mind that total compensation includes
salaries, fringe benefits and other compensation.

Eache mp | o ys&aey'isseviewed annually. These reviews take into account the employees
performance and the agency’s financi al position.



Raises

Policy 3.13

All salaries are gross salaries, and are subject to mandatory and voluntary deductions.

1. Salary increases are based on merit and performance as indicated in the written evaluation.
Remaining in a job for a certain period of time in a position does not, in itself, justify a salary
increase.

2. Salary ranges for any job classification may be increased (or decreased in time of financial
difficulty).

3.Sal ary increases depend on the agency’s ability t
include government funds and interest earned from endowments, agency income is not entirely
dependent on the organization itself and its operations. Therefore, any changes to income by those
sources can affect the organization’s ability to |

4. All salary adjustments must be approved by the General Assembly.



Bonuses

Policy 3.14

Currently, it is not at the discretion of NETRAC to provided bonuses.



Pavroll Deductions

Policy 3.15

Deductions from each employee’s paycheck include the mandatory and voluntary deductions described
below:

A Mandatory deductions are social security, medicare, and federal taxes. A employees and members
me mb epaycleck may be garnished for alimony, child support, delinquent loans, or for some other
reason, by court order. All mandatory deductions are made without written authorization of the
employees and members member.

A Voluntary deductions are made only with the written authorization of the employees and members
member. Voluntary deductions include sums designated for the credit union, retirement plan, charitable
contributions, and other benefit plan to include medical, dental, and life insurance.



Advance Pay

Policy 3.16

Pay advances are granted at the agency’' s discretior

Pay advances are considered early payments of wages and, at no time, is payment made when there is
not adequate work time or vacation time to cover the pay advance. Requests must be made in writing to the
Executive Director, RAC Chair and/or Executive Board.



Employment Status

Policy 3.17

Employees categories as established by NETRAC are:

A. Regular Full -time: An individual employed for an indefinite term to work a full basic work
week of more than 35 hours.

B. Regular Part -time: An individual who works at least 20, but fewer than 35 hours in a work
week.

C. Temporary : An individual employed for a specified, limited period of time, not to exceed
one year, either on a full- or part-time basis.

D. Introductory Period : Exempt and nonexempt employees and members are
introductory-period employees during their first six months of employment.



Letter of Hire

Policy 3.18

When it is decided which candidate will fill an open position, the agency sends that candidate two copies
of a letter of hire, which may state the specific position, starting date, beginning pay or salary, and any other
term or condition of employment deemed necessary or appropriate.

The prospective employees are asked to sign and return one of the letters, either accepting or declining the
position. He or she retains the other copy for his or her files.



Exit Interview

Policy 3.19

Exit interviews are conducted by Executive Board in a private area during the employeesme mber ' s
regular work hours on the last date of employment.

Information shared by the employee is maintained by the agency, but is not included in the employees
personnel file.

The employee has the option of requesting or declining to discuss reasons for the separation.

In conducting an exit interview, NETRAC uses an exit interview checklist to provide structure for the
discussion. The following items may be included on the exit interview survey form:

* equipment/key return

» forwarding address (especially for departing house parents)
» reasons for the separation

» plans for the immediate future and contact information

+ verification of final pay and reimbursements

» COBRA information (continuing health insurance coverage)
* interest in re-employment

» employees suggestions and comments



In-House Volunteers

Policy 3.20

NETRAC currently has no In-House Volunteers.



Qutside Volunteers

Policy 3.21

NETRAC currently has no Outside Volunteers.



Immigration and Control Act of 1986

The Immigration Reform and Control Act of 1986 requires that NETRAC ensure that employees are
authorized for employment in the United States. Only individuals lawfully authorized for employment in the
U.S. are employed.

In connection with the Immigration Reform and Control Act of 1986, this agency collects information on
INS Form I-9 and reviews certain documentation concerning the employment authorization of individuals hired
after November 6, 1986. This information and documentation is used only for compliance with the Immigration
Reform and Control Act of 1986 and not for any unlawful purpose. If a employees employment authorization
changes or terminates after the start date of his or her employment, the employee must inform the Executive
Director



Re-Employment

Policy 3.23

A former employee who has left employment of NETRAC may be re-hired after reviewing circumstances
under which prior employment ended as documented in his or her personnel records, coupled with approval by
the Executive Board, with input from the Executive Director and RAC Chair.

A former employees who are re-hired within 180 days of leaving employment at NETRAC may return to
the same job he or she left, if it is available, with no reduction in seniority or benefits.



Direct Deposit of Paychecks

Policy 3.24

Employees once a month. Each paycheck includes earnings for all work performed through the end of
the current payroll period.

Employees may have pay directly deposited into their bank accounts if they provide advance written
authorization to NETRAC and a voided personal check to verify the account number. Employees who do this
receive an itemized statement of wages when NETRAC makes direct deposits.



Whistleblower Protection

Policy 3.25

PURPOSE: To ensure that agency employees and members knows:
The process for reporting illegal or other improper conduct described below by any other agency
employee(s).

Understand they are protected from retaliation for reporting such activities.
POLICY:

Agency employees and members shall report to the Executive Director or to other appropriate NETRAC officer
identified below all evidence of activity by any agency employee that they believe is:

A violation of a state or federal law, rule, or regulation or

Fraud or

Misappropriation of agency resources or

Any fiscal or financial irregularity or

A significant danger to employees and membersor c |l i en't

arwpdE

s health or safety

Employees who in good faith report such incidents shall not be retaliated against in terms and conditions of
employment including discharge.

No agency employee/member will be adversely affected because the employee refused to carry out a directive
which constitutes a violation of state or federal law or poses a substantial specific danger to the
employee/client or public health and safety. Anonymous information will be accepted and investigated in
accordance with the procedures below.

PROCEDURES:

Any agency employee and member who has evidence or knowledge of alleged illegal or improper activity
described above shall contact his or her i mmediate s
not satisfied withthe Ex e c ut i v e reBponses ar {s concersed about reprisal, the employee and member

shall contact the RAC Chair, or the Executive Board. Employees/members shall provide as much specific
information as possible including names, dates, places and events that took place and the e mpl oy e«
/ me mb emdérssanding of why the incident(s) may be illegal or otherwise improper activities. Employees
/members who identify themselves will receive a reply to their report. Any questions regarding this policy shall

be directed to the Executive Director.

The officer receiving the allegation of improper activity has the responsibility to:

1. Notify the RAC office of the allegation; if the allegation involves the RAC Chair, the Executive Board
and the General Assembly shall be notified.

Investigate the matter, including the involvement of other officers as appropriate;

Develop a course of action with the collaboration of the executive employees and members

Provide the reporting employee and member an acknowledgement of the concern; and

With Executive Board developing and presenting findings and recommended course of action to the
General Assembly.

abrown



Benefits Administration




Insurance

Health -Care and Dental Plan: A health-care and dental plan for full-time regular employees and their
dependents is available after completion of thirty days full-time employment. The terms of the health and
dental plan, the life insurance plan, and the long-term disability are controlled by the applicable plan document.
Employees desiring more detailed information concerning these plans should review the plan documents or the
summary plan description for each of the respective plans.

Dependents include the employees and members member's spouse, children and stepchildren younger
than 25 for health-care and dental. Dependents include the employees and members member's spouse,
children and stepchildren younger than 19 regardless of school status, and younger than 23 for full-time
students, for life and long-term disability insurance.

If the employees and members member does not have a dependent at the time of enrollment in the plan,

but later acquires a dependent, this person becomes eligible to participate in the plan on the date that he or
she becomes a dependent provided they are enrolled within 30 days of the new dependency status occurring.

Note: Temporary employees and members are not eligible for benefits under this policy.



Paid Time Off

NETRAC provides paid Personal Time Off (PTO) for rest and relaxation which is important for employees
and members member's physical and mental health. Employees may not take PTO days until after ninety
days of employment. PTO must be requested reasonably in advance of the time to be taken off. The
determination of whether the request is made timely (i.e., made reasonably in advance of time off requested) is
in the sole discretion of the Executive Board and depends on such factors as length of time to be taken off, the
reason for the time off (emergency or non-emergency), etc. PTO must be approved by the RAC Char. Status
of current workload may be a factor in determining whether or not to approve requested PTO.

Full-time employees and members accrue PTO time according to the following schedule:

Years of Service Annual PTO
1-5 200 hours
6-9 240 hours
10-13 264 hours
14 + 300 hours

These PTO levels are effective 9/1/2007.
Employees accrue a proportionate number of days of vacation time from the date of hire. This accrual will be
based upon the following schedule:

1-5Years 16.6 hours per pay period
6 -9 Years 20 hours per pay period
10-13 Years 22hours per pay period
14 + Years 25 hours per pay period

A new employee cannot use PTO accrued until after 90 days of full-time service. Employees who are
terminated, leaves employment, or converts to a part-time or contract employment schedule prior to the 90
days loses all hours accrued. An employee, who is terminated, leaves employment, or converts to a part-time
or contract basis after completion of the 90 days, is eligible for PTO accrued as of the date of the change from
full-time employment status. Accruals cease as of that date. Employees may also be allowed to buy back
their PTO.

NETRAC provides PTO to a full-time employee based upon time which is expected to be accrued
during the current calendar year. Employees who leave employment and have not taken PTO time in excess
of their current accrued balance as of the time of their termination/resignation will have the cash equivalent of
time used but not yet accrued deducted from their final paycheck.

New employees should make every effort to use accrued PTO prior to July 31st subsequent to their 90
day anniversary date but will be allowed to carryover up to ten days (80 hours) unused PTO time accrued in
the first proportionate calendar year for an additional one year to ensure ample time to use all accrued PTO
time.

Employees with more than one year of service should make every effort to use accrued PTO time prior
to July 31. Employees are allowed to buy back their PTO. If no request for compensation in lieu of PTO is
received as provided in Policy 4.14, unused PTO of up to 240 hours will be allowed to roll over annually.
Employees must keep at least 40 hours in the PTO bank.



Personal Days

Policy 4.2A

Personal days are at the discretion of the employee and are included in the accrued Personal Time Off.



Holidays

Holidays for NETRAC employees is included in the total PTO.



Sick Leave

Sick leave for NETRAC employees is included in the total PTO.



Bereavement Leave

At the discretion of the Executive Director or RAC Chair, one (1) to five (5) days may be allowed for a
death in the immediate family of a full-time employees. Criteria for the amount of time off allowed include a
variety of factors, including but not limited to, the need for out-of-town travel and responsibility for handling
funer al arrangement s. The term “i mmediife,tsan, stegsonj | y”
daughter, stepdaughter, mother, stepmother, father, stepfather, brother, stepbrother, sister, and stepsister.

Up to two (2) days, at the discretion of the Executive Director or RAC Chair, may be allowed for a death of
certain other family members. This includes the following: son-in-law, daughter-in-law, father-in-law, mother-
in-law, sister-in-law, brother-in-law, grandmother, grandfather, aunt, and uncle.

In the event of a death of a close personal friend or relative not named in the family list, the employees
may request immediate leave time of up to five (5) days. At the discretion of the Executive Director or RAC
Chair, such leave may be allowed. Accrued and available Personal Days, Vacation or Sick Leave is used for
this type of leave.



Military Leave

If employees are members of the National Guard or Reserves, and is directed to participate in periodic
field training, the employee will received unpaid military leave for a maximum period of 15 calendar days
annually. Such leave does not affect the employees and members member's normal vacation in any way.

Employees who are indefinitely deployed in active service via a Presidential draft or order are entitled to
military leave. Military leave is leave of absence without pay and terminates either 90 days after the
employees discharged from active service, or one year after the employee is released from a hospitalization
continuing after discharge. The employee is reinstated to his or her former position or to a position of similar
seniority, status, and pay if NETRAC is informed of discharge no fewer than 60 days prior to the employees
planned return.

As budgets allow, should an extended military tour should cause a decrease in a employees regular
monthly income, NETRAC, at its discretion may augment the service member's pay.



Jury Duty

If employees are called to serve on jury duty, he or she should notify their supervisor immediately. All
regular employees are paid while on jury duty. A copy of the jury summons must be turned in to the supervisor
for the employee to receive pay for missed work days associated with jury duty.

Upon verification from court personnel (i.e., letter from prosecutor/attorney, etc.), a victim of a crime may
submit a written request for “court attendance” to hi
approved by the supervisor. Time off is charged to accrued vacation time, or the employee may opt for time off
without pay. Employees must provide verification of attendance from court personnel.



Wor ker 0s Comp ¢

Employees are protected under the state worker's compensation law against loss of income due to injury
or death that occurs during work activities. NETRACpays the entire cost of the W
insurance premium. Employees must report all job-related accidents, injuries, and illness immediately to their
supervisor.

After the employees report the injury, the immediate supervisor completes an incident report documenting
the accident and injury. A copy of this report is forwarded to the the Executive Director.

No employee is discriminated against because of the filing of a claim for Worker's Compensation.
Employees who believe they have been discriminated against because of the making of a claim for Worker's
Compensation should bring this matter to the attention of the Executive Director or RAC Chair to ensure the
matter is promptly investigated. Corrective action will be taken where that is warranted by the circumstances.



Tuition Reimbursement

NETRAC does not participate in Tuition Reimbursement Programs



Family and Medical Leave

Policy 4.10

Leave Under Family and Medical Leave Act

Under the Family and Medical Leave Act, an employee who has been employed by NETRAC for at
least one year and has worked at least 1,250 hours in the previous twelve months, may take up to twelve
weeks of unpaid leave during the calendar year, for any of the following reasons:

9 the birth and care of a son or daughter;

1 the placement with the employee of a son or daughter for adoption or foster care;

1 when needed to care for the employee's spouse, child, or parent with a serious
health condition; or,

1 because of the employee's serious health condition that makes the employee unable to perform
the functions of his or her job.

Notice and Application

An employee must provide at least thirty days advance notice before the family or medical leave is to
begin, if the need for leave is foreseeable, such as for expected birth or planned medical treatment. If thirty
days notice is not practicable, then the employee must provide as much notice as is practicable. An employee
completes a Request for Family Medical Leave Form, available from his or her supervisor, when requesting
leave, or as soon after that as is practicable. The employee must list on this form the reasons for the
requested leave, the expected start of the leave, and the expected length of the leave. If the employee
requesting intermittent leave or a reduced leave schedule, the employee states the reasons why the
intermittent leave or a reduced leave schedule is medically necessary and the expected schedule of treatment.
Documentation to support this may be requested from the treating physician. (Intermittent leave and reduced
leave schedule are not available for birth or adoption leaves, but is available during pregnancy for medical
appointments during pregnancy.)

Medical Certification

An employee requesting leave to care for his or her spouse, child or parent, or due to the employee's
serious health condition, must submit a medical certification completed by the health care provider of the
employee or the employees and members member's ill family member, demonstrating the need for the leave.
NETRAC will provide a form for this. If the employee's leave (whether full time, intermittent, or on a reduced
schedule) is for more than thirty days, then he or she shall submit a new medical certification after thirty days,
and each additional thirty days after that.

- continues



Family and Medical Leave (continued)
Policy 4.10

Pay and Benefits

All family and medical leaves are without pay, except to the extent paid leave is
available. NETRAC requires the employees to use any paid leave that is available for the
employees family or medical leave. Family and medical leaves are without benefits,
except that group health and hospitalization insurance is continued during the family and
medical leave (up to twelve weeks in a twelve month period) with the same terms,
conditions, and employee contributions applicable to employees who are actively at work.
Should an employee go into unpaid status, the employee must remit any payroll
deductions for benefits, monthly, by cash or check payable to NETRAC.

Employees on FMLA do not accrue leave while in unpaid status.
Return from Family or Medical Leave

Employees must inform their supervisor in writing of the date they will be able to
return to work no later than one week in advance. An employee on medical leave due to
the employees own serious health condition must, as a condition to returning to work,
submit a medical certificate releasing the employee to return to his or her job.
Employees who fail to return to work at the end of Family and Medical Leave will be
assumed to have voluntarily quit their employment with NETRAC.

All leave which may be available or taken under the Family and Medical Leave Act is
subject to the restrictions, limitations, and conditions provided in that law and any valid
regulations promulgated under it.



Professional Development

Policy 4.11

In-service training is designed to provide employees and members the skills, training and experience
necessary for their continued development. Training is subject to these conditions:

a. Attendance at conferences, educational meetings, workshops and institutes must have the
approval of the Executive Director or RAC Chair.

b. Each full-time employees may be permitted to attend conferences as funds permit, including
reimbursement for registration lodging, meals and travel. Employees request to attend training by
providing a completed registration form, estimated cost and conference/training details to the Executive
Director. The Executive Director determines the value of the conference, amount of time lost from
duties, cost, and professional development opportunity.



Employee Assistance Program

Policy 4.12

Currently NETRAC does not provide Employee Assistance Programs.



Relocation

Policy 4.13

NETRAC does not have a Relocation Policy.



Compensation in Lieu of Vacation Time
Policy 4.14

After twelve (12) months of continuous employment, an employee is eligible to receive compensation in
lieu of leave from NETRAC up to 80% of accrued annual PTOdays at the individual s

Payment of PTO is done annually following the end of the calendar year. To receive payment, a
employees and members member submits a written request to his/her department head no later than July 31st
, and will be payable on the first pay period in August.



Benefits Continuation (COBRA)

Policy 4.15

Currently NETRAC does not provide COBRA



Professional Memberships

Policy 4.16

NETRAC may pay the annual cost of one (1) membership to one professional organization for each
employee. The organization joined must be approved by the Executive Director. Employees are expected to
participate in organization activities and share information/literature with fellow employees.



Retirement Plan

Policy 4.17

Currently NETRACr equires it’s employees to pay into their



Performance & Discipline




Performance Evaluations

All employees shall receive annually a performance evaluation which assesses his or her performance,
accomplishments, and areas for improvement.

All employees are given the opportunity to review their performance evaluations. Employees are
encouraged to include written comments on the review, if appropriate. Employees who disagree with
evaluations are encouraged to discuss areas of disagreement with their supervisor. Employees must sign and
date their evaluation after all comments have been noted.

Performance evaluations become a permanent part of the employees personnel file. This information is

held in strict confidentiality, and is released to an external third party only with the prior written approval of the
employees.



Disciplinary Philosophy

In most instances, NETRAC uses progressive discipline to ensure employees compliance with
performance standards, ethics and conduct. Progressive discipline is not required for all offenses. NETRAC

reserves the right to terminate employees for commission of serious infractions, regardless of progressive
discipline guidelines or counseling.

Disciplinary actions include oral and written warnings, disciplinary probation, suspension and termination.
The frequency and/or severity of misconduct determine which level of disciplinary action is utilized.



Warnings

Documentation of written warnings are signed by the Executive Director and the employee, and kept in
the employees personnel file. If a employee refuses to sign, the Executive Director has a withess sign that a
copy was given to the employee. The employees signature indicates receipt of the document, but not
necessarily his or her agreement with it. This document includes identification of the date, violation, indication

of necessary improvement and information concerning further disciplinary action that could result from failure
to show improvement.



Disciplinary Probation

An employee may be placed on disciplinary probation by the Executive Director or RAC Chair in order to
allow the employee to show improvement on the problem(s) specified at the time of probation.

The disciplinary probation period begins when the supervisor provides the employee with a written—and
signed—document which:

* Identifies the problem(s);
 Indicates the necessary improvement;

» Specifies length of probation period;

* And, informs the employees and members member of further disciplinary action which could result from
failure to show satisfactory improvement within the specified probation period.



Suspension

The Executive Director, or RAC Chair may suspend an employee for disciplinary reasons with pay. An
employee who is suspended is given written notice of the reasons for the action, and a copy is made a part of
the employees personnel record.

The Executive Director, or RAC Chair meet with suspended employee upon their return to work, and
specify the improvements needed for the employee to continue in his/her employment.

Employees can be suspended for incidents that merit termination if the employees participation is
suspected, but unclear. Under these circumstances, the Executive Director or RAC Chair can suspend the
employees with pay while an investigation is conducted. .

Supervisors must have approval of their Executive Director, and the Executive Director must notify the
RAC Chair prior to any suspension, except in situation deemed an emergency by the Executive Director. The
Executive Director must still notify the RAC Chair as soon as is practicable following the suspension.



Dismissal

While progressive discipline may be utilized to correct minor misconduct, some offenses warrant
immediate dismissal. These include, but are not limited to:

» Theft—including, but not limited to, the removal of NETRAC property or the property of another
employees and members member from NETRAC premises without prior authorization.

* Violating NETRAC's drug and alcohol policy.
» Falsifying or altering NETRAC's records.

» Sabotaging or willfully or recklessly damaging NETRAC equipment or the property of other employees
and members.

» Walking off the job without supervisor permission.
* Insubordination.
» Fighting or provoking a fight on NETRAC premises.

» Being Absent without notice to NETRAC, in which case the employee is deemed to have quit
voluntarily.

» Working for another employer while on leave of absence without written consent of NETRAC.
» Possessing and/or using a weapon on agency premises or agency business.
» Substantiated charge of abuse, neglect or exploitation as defined by law.

» Failing to follow supervisory instruction (unless instruction given is illegal or unethical).



Lavoffs

From time to time, cutbacks or workforce reductions may be unavoidable. In some cases, a program may
have to be reduced in size (or terminated entirely) if funds for its operation are no longer available. If this
occurs, NETRAC endeavors to reduce employees using the following steps:

» Voluntary reductions in the work force. This includes employees who take early retirement, leave of
absence, or reduction in hours.

* Attrition.
» Elimination of part-time positions where practicable.

» Transferring employees from terminated positions to other vacant positions within NETRAC if the
employee can meet the qualifications of the position and has satisfactory performance.

In determining which regular employees are laid off, NETRAC considers the following factors:

Special training

Past performance

Job specialty and responsibilities
Supervisor input

NETRAC provides notice to employees affected and informs them of the beginning date of layoff.
Within 30 days of layoff, the employees are paid for unused accrued vacation.



Resignation

Employees who voluntarily resign from their positions at NETRAC must give at least two weeks notice in
writing of their intent to resign. At the option of NETRAC, such employees may be given two weeks pay, in lieu
of working during the two-weeks-notice period.



Final Pay

Employees who leave the service of NETRAC for any reason receive all pay which is due them, with the
following qualifications:

» Regular employees will be paid for all unused vacation days. Employees who leave before completing
the introductory period are not entitled to any accrued vacation.

* Regular employees who are dismissed after committing a criminal offense against NETRAC, or for
other gross violations of company policies as determined by the Executive Board, do not receive notice

pay.

* Regular employees who give fewer than 10 working days notice of resignation forfeit their accrued
vacation unless mutual agreement is reached between the Executive Board and the employees .

» Employees who leave the agency under involuntary termination and/or resign without notice as stated
above forfeit their accrued vacation.

» Separation date for all employees is the last day of actual work or approved leave. Final pay received
by employees will not be construed to extend his or her employment with NETRAC beyond the
separation date.

 Failure to return NETRAC-issued equipment, keys, uniforms, material, cash advances, petty cash or
other items will result in delay in payment of final pay until all NETRAC property is returned. If these
items are damaged or missing, their value may be deducted from the employees and members
member ' s final pay and/ or expense check.

Any management team employees and members member who is terminated from NETRAC other than for
di sciplinary or performance reasons is entitled to se€
service, up to a maxi mum taffthe emplbyees @xedutessa’relepsa gnd waiver ofi d e d
claims which is acceptable to the Executive Board. (To receive severance pay, the employees and members
member has to have completed a NBIRAC)mum of 12 mont hs’



Grievance Procedures

Policy 5.10

Any employees who has a complaint concerning disciplinary action, termination, demotion, denial of
promotion or merit increase, layoff, or any other term or condition of employment has the right to file a
grievance according to procedures outlined in this policy. Employees who feel that they have been
discriminated against based on a category—i.e., race, age, disability, the filing of a claim for worker's
compensation, etc.—protected by federal and state laws have the right to file a grievance according to
procedures outlined in this policy.

No employee will be discriminated against, harassed, intimidated, or suffer any reprisal as a result of
the good faith filing of a grievance or participation in the investigation of a grievance. If an employee feels
that he or she is being subjected to any of the above, that employee has the right to appeal directly to their
Executive Director, RAC Chair, or the Executive Board.

Step 1: Employees should attempt to resolve the problem informally with their supervisor as soon as
possible.

Step 2: If a solution cannot be reached, the employee may contact the next level supervisor or
Executive Director. Alternatively, the employees and members member may contact RAC Chair.

Step 3: If a solution still cannot be reached, the employee may present a formal grievance, in writing,
to the Executive Board.

All complaints are handled in a timely manner. As a goal, NETRAC attempts to resolve a complaint
within 20 working days from the time of its initiation. If an extension of the time limit becomes necessary,
all involved parties are notified.



Fraternization

Policy 5.11

There will be no transferring of money or goods between employees persons currently or formerly served.

Persons Currently Served

NETRAC prohibits employees from fraternizing with any of the people served by our programs. If
evidence of non-professional, non-work-related interaction between any employees and any person(s) served

is found, the Executive Board conducts an investigation of the charges to determine if a policy violation has
occurred.

If a violation is established, the employee is dismissed, and a report is filed with the appropriate
authorities as deemed necessary.



Abandonment of Job

Policy 5.12

Employees who miss work without notifying their supervisor, or have three days of unexcused absences,
are considered to have voluntarily resigned their jobs.



Promotions, Transfers & Demotions
Policy 5.13

Employees promotions, demotions, and transfers are made on the basis of several factors, including but
not limited to, individual skills, abilities, and demonstrated performance. When making such decisions,
NETRAC observes the following guidelines:

Promotio ns and transfers

NETRAC strives to provide maximum advancement potential for current employees to make NETRAC
employment attractive to qualified individuals. Therefore, hiring preference is given to internal candidates over
external candidates when both are equally qualified.

To apply for an opening, employees notify their supervisor and submit a letter of interest and resume to
the hiring supervisor.

To be eligible for a promotion or transfer, employees must be performing at a satisfactory level in their
present job, must have held their present position for at least a year and must not be at the warning stage for
any progressive disciplinary actions. Eligibility for a promotion or transfer does not mean the employees will be
promoted or transferred. Seniority may apply when candidates are equally qualified. Promotions and
transfers may take effect as soon as possible, without undue disruption of departmental operations.

Each employee who is promoted may receive an interim pay increase at the time of promotion and
must serve a six (6) month introductory period in the new position. Employees who fail to satisfactorily
complete this introductory period may be reassigned, if possible, to a position equal to the one held prior to
promotion. If such reassignment is not possible, employees may be terminated. Employees who successfully
complete the six-month introductory period may receive a pay increase in accordance with established
guidelines. All promoted employees receive the rights, privileges, benefits, and responsibilities attendant to
the position to which they are promoted.

Demotions
A demotion may occur any time an employee fails to satisfactorily meet performance standards
established for his or her current position. Before demoting an employee, he or she is informed of specific
performance problems, and given reasonable time to improve his or her performance. Demotions may include

a reduction in pay.

Demotions and/or transfers may not be used for disciplinary purposes.



