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Hopa Mountain
EMPLOYEE HANDBOOK

Effective Date:  May 28, 2012
EMPLOYEE RECEIPT AND ACCEPTANCE
I hereby acknowledge receipt of the Hopa Mountain Employee Handbook.  I understand that it is my continuing responsibility to read and know its contents.  I also understand and agree that the Employee Handbook is not an employment contract for any specific period of employment or for continuing or long-term employment.  Therefore, I acknowledge and understand that I have the right to resign from my employment with Hopa Mountain at any time with or without notice and with or without cause, and that Hopa Mountain has the right to terminate my employment at any time with or without notice. 
I have read, understand and agree to all of the above.  I have also read and understand the Hopa Mountain Employee Handbook.  I agree to return the Employee Handbook upon termination of my employment.
Signature _____________________________________________

Print Name ____________________________________________

Date ________________________
CONFIDENTIALITY POLICY AND PLEDGE

Any information that an employee learns about Hopa Mountain, or its members or donors, as a result of working for Hopa Mountain that is not otherwise publicly available constitutes confidential information.  Employees may not disclose confidential information to anyone who is not employed by Hopa Mountain or to other persons employed by Hopa Mountain who do not need to know such information to assist in rendering services.

The disclosure, distribution, electronic transmission or copying of Hopa Mountain’s confidential information is prohibited.  Any employee who discloses confidential Hopa Mountain information will be subject to disciplinary action (including possible separation), even if he or she does not actually benefit from the disclosure of such information. 

I understand the above policy and pledge not to disclose confidential information.

Signature: 








Print Name: 








Date:





Please sign and return to the Executive Director
Hopa Mountain

EMPLOYEE HANDBOOK
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I. MISSION

Hopa Mountain is a nonprofit organization that invests in rural and tribal citizen leaders, adults and youth, that are working to improve education, ecological health, and economic development.
II.
OVERVIEW

IMPORTANT NOTICE TO ALL EMPLOYEES

Whether you have just joined our staff or have been at Hopa Mountain for a while, we are confident that you will find our organization a dynamic and rewarding place to work and we look forward to a productive and successful association. We consider the employees of Hopa Mountain to be one of its most valuable resources. This Employee Handbook has been written to serve as the guide for the employer/employee relationship.

KEEP THE FOLLOWING THINGS IN MIND ABOUT THIS HANDBOOK:
First, it contains only general information and guidelines. It is not intended to be comprehensive or to address all the possible applications of, or exceptions to, the general policies and procedures described. For that reason, if you have any questions concerning eligibility for a particular benefit, or the applicability of a policy or practice to you, you should address your specific questions to the Executive Director. Neither this handbook nor any other Hopa Mountain document confers any contractual right to remain in the organization’s employ, either express or implied. Nor does it guarantee any fixed terms and conditions of your employment. During your probationary period, you may be terminated at any time, with or without cause and without prior notice by Hopa Mountain, or you may resign for any reason. No supervisor or other representative of Hopa Mountain, except the Executive Director has the authority to enter into any agreement for employment for any specified period of time, or to make any agreement contrary to the above. Any such agreement with the Executive Director must be an individual agreement in writing and signed by you and the Executive Director.
Second, the procedures, practices, policies, and benefits described here supersede all prior policies and procedures, and may be modified or discontinued from time to time. We will try to inform you of any changes as they occur.
Finally, some of the subjects described here are covered in detail in separate benefit plan documents and other policy documents. You should refer to these documents for specific information, since this Handbook only briefly summarizes those benefits. As an employee of Hopa Mountain, you should familiarize yourself with the information in this Handbook and seek verification or clarification of its terms if necessary.
The personnel polices of Hopa Mountain are established by the Board of Directors, which has delegated authority and responsibility for their administration to the Executive Director.  The Executive Director may, in turn, delegate authority for administering specific policies.  Employees are encouraged to consult the Executive Director for additional information regarding the policies, procedures, and privileges described in this Handbook.  Questions about personnel matters also may be reviewed with the Executive Director.

Hopa Mountain will provide each individual a copy of this Handbook upon employment.  All employees are expected to abide by it. The highest standards of personal and professional ethics and behavior are expected of all Hopa Mountain employees.  Further, Hopa Mountain expects each employee to display good judgment, diplomacy and courtesy in their professional relationships with members of Hopa Mountain's Board of Directors, committees, membership, staff, and the general public.

III.  EMPLOYMENT POLICIES

A. EQUAL EMPLOYMENT OPPORTUNITY

Hopa Mountain shall follow the spirit and intent of all federal, state and local employment law and is committed to equal employment opportunity.  To that end, the Board of Directors and Executive Director of Hopa Mountain will not discriminate against any employee or applicant in a manner that violates the law.  Hopa Mountain is committed to providing equal opportunity for all employees and applicants without regard to race, color, religion, national origin, sex, age, marital status, sexual orientation, disability, political affiliation, personal appearance, family responsibilities, matriculation or any other characteristic protected under federal, state or local law.  Each person is evaluated on the basis of personal skill and merit.   Hopa Mountain’s policy regarding equal employment opportunity applies to all aspects of employment, including recruitment, hiring, job assignments, promotions, working conditions, scheduling, benefits, wage and salary administration, disciplinary action, termination, and social, educational and recreational programs.  The Executive Director shall act as the responsible agent in the full implementation of the Equal Employment Opportunity policy.

Hopa Mountain will not tolerate any form of unlawful discrimination.  All employees are expected to cooperate fully in implementing this policy.  In particular, any employee who believes that any other employee of Hopa Mountain may have violated the Equal Employment Opportunity Policy should report the possible violation to the Executive Director.  
If Hopa Mountain determines that a violation of this policy has occurred, it will take appropriate disciplinary action against the offending party, which can include counseling, warnings, suspensions, and termination.  Employees who report, in good faith, violations of this policy and employees who cooperate with investigations into alleged violations of this policy will not be subject to retaliation.  Upon completion of the investigation, Hopa Mountain will inform the employee who made the complaint of the results of the investigation.
Hopa Mountain is also committed to complying fully with applicable disability discrimination laws, and ensuring that equal opportunity in employment exists at Hopa Mountain for qualified persons with disabilities.  All employment practices and activities are conducted on a non-discriminatory basis.  Reasonable accommodations will be available to all qualified disabled employees, upon request, so long as the potential accommodation does not create an undue hardship on Hopa Mountain.  Employees who believe that they may require an accommodation should discuss these needs with the Executive Director. 
B. DEFINITION OF TERMS

When you are hired, you are designated as Regular Full-time, Regular Part-time or Temporary; and either exempt or non-exempt (according to the Fair Labor Standards Act).  If you are uncertain of your designation, clarify this with the Executive Director.
Probationary Employee:  All employees are in a probationary period for six months from their date of hire or for the first thirty days after transferring to a new position, with a review at six months.  This introductory period is a time for getting to know your fellow employees and the tasks/goals involved in your job position, as well as becoming familiar with the Hopa Mountain.  This time allows you to decide if the job is right for you and gives us a chance to evaluate your skills and ability to perform the responsibilities.  During this time period, employees can be terminated at any time for any reason. It is important that you use this time to communicate with your supervisor to establish goals and assess performance. At the discretion of the Executive Director, the probationary period may be extended.
Regular Full-time Employee:  an employee designated to work at full-time status (an average of 40 hours per week)  

Regular Part-time Employee:  an employee designated to work less than full-time (or less than 40 hours per week).    

Temporary Employee:  an employee hired for a specific period of time or as needed for the completion of a specific project.  The job assignment, work schedule and duration of the position will be determined on an individual basis.  Whether part-time or full-time, a temporary employee is not eligible for benefits except where required by state or federal laws.  
Exempt Employee: Executive, administrative, and professional employees whose duties and responsibilities allow them to be “exempt” from overtime pay provisions as provided by the Federal Fair Labor Standards Act (FLSA) and any applicable state laws.  

Non-exempt Employee:  Employees who are not executive, administrative, or professional employees according to the Fair Labor Standards Act (FLSA) and who are eligible for overtime according to the overtime policy (See Compensation and Economic Benefits).  

All employees are classified as Exempt or Non-Exempt in accordance with federal and state law and regulations.  Each employee is notified at the time of hire of his or her specific compensation category and exempt or non-exempt status.

C. POLICY AGAINST WORKPLACE HARASSMENT
Hopa Mountain is committed to providing a work environment for all employees that is free from sexual harassment and other types of discriminatory harassment.  Employees are expected to conduct themselves in a professional manner and to show respect for their co‑workers.
Hopa Mountain’s commitment begins with the recognition and acknowledgment that sexual harassment and other types of discriminatory harassment are, of course, unlawful.  To reinforce this commitment, Hopa Mountain has developed a policy against harassment and a reporting procedure for employees who have been subjected to or witnessed harassment.  This policy applies to all work-related settings and activities, whether inside or outside the workplace, and includes business trips and business-related social events.  Hopa Mountain’s property (e.g. telephones, copy machines, facsimile machines, computers, and computer applications such as e-mail and Internet access) may not be used to engage in conduct that violates this policy.  Hopa Mountain’s policy against harassment covers employees and other individuals who have a relationship with Hopa Mountain which enables Hopa Mountain to exercise some control over the individual’s conduct in places and activities that relate to Hopa Mountain’s work (e.g. directors, officers, contractors, vendors, volunteers, etc.).  

Prohibition of Sexual Harassment:  Hopa Mountain’s policy against sexual harassment prohibits sexual advances or requests for sexual favors or other physical or verbal conduct of a sexual nature, when: (1) submission to such conduct is made an express or implicit condition of employment; (2) submission to or rejection of such conduct is used as a basis for employment decisions affecting the individual who submits to or rejects such conduct; or (3) such conduct has the purpose or effect of unreasonably interfering with an employee’s work performance or creating an intimidating, hostile, humiliating, or offensive working environment.
While it is not possible to list all of the circumstances which would constitute sexual harassment, the following are some examples:  (1) unwelcome sexual advances -- whether they involve physical touching or not; (2) requests for sexual favors in exchange for actual or promised job benefits such as favorable reviews, salary increases, promotions, increased benefits, or continued employment; or (3) coerced sexual acts.  

Depending on the circumstances, the following conduct may also constitute sexual harassment:  (1) use of sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one’s sex life; (2) sexually oriented comment on an individual’s body, comment about an individual’s sexual activity, deficiencies, or prowess; (3) displaying sexually suggestive objects, pictures, cartoons; (4) unwelcome leering, whistling, deliberate brushing against the body in a suggestive manner; (5) sexual gestures or sexually suggestive comments; (6) inquiries into one’s sexual experiences; or (7) discussion of one’s sexual activities.  

While such behavior, depending on the circumstances, may not be severe or pervasive enough to create a sexually hostile work environment, it can nonetheless make co-workers uncomfortable.  Accordingly, such behavior is inappropriate and may result in disciplinary action regardless of whether it is unlawful.
It is also unlawful and expressly against Hopa Mountain policy to retaliate against an employee for filing a complaint of sexual harassment or for cooperating with an investigation of a complaint of sexual harassment.
Prohibition of Other Types of Discriminatory Harassment:  It is also against Hopa Mountain’s policy to engage in verbal or physical conduct that denigrates or shows hostility or aversion toward an individual because of his or her race, color, gender, religion, sexual orientation, age, national origin, disability, or other protected category (or that of the individual’s relatives, friends, or associates) that:  (1) has the purpose or effect of creating an intimidating, hostile, humiliating, or offensive working environment; (2) has the purpose or effect of unreasonably interfering with an individual’s work performance; or (3) otherwise adversely affects an individual’s employment opportunities.  
Depending on the circumstances, the following conduct may constitute discriminatory harassment:  (1) epithets, slurs, negative stereotyping, jokes, or threatening, intimidating, or hostile acts that relate to race, color, gender, religion, sexual orientation, age, national origin, or disability; and (2) written or graphic material that denigrates or shows hostility toward an individual or group because of race, color, gender, religion, sexual orientation, age, national origin, or disability and that is circulated in the workplace, or placed anywhere in Hopa Mountain’s premises such as on an employee’s desk or workspace or on Hopa Mountain’s equipment or bulletin boards.  Other conduct may also constitute discriminatory harassment if it falls within the definition of discriminatory harassment set forth above.
It is also against Hopa Mountain’s policy to retaliate against an employee for filing a complaint of discriminatory harassment or for cooperating in an investigation of a complaint of discriminatory harassment.
Reporting of Harassment:  If you believe that you have experienced or witnessed sexual harassment or other discriminatory harassment by any employee of Hopa Mountain, you should report the incident immediately to your supervisor or to the Executive Director.  Possible harassment by others with whom Hopa Mountain has a business relationship, including customers and vendors, should also be reported as soon as possible so that appropriate action can be taken.  
Hopa Mountain will promptly and thoroughly investigate all reports of harassment as discreetly and confidentially as practicable.  The investigation would generally include a private interview with the person making a report of harassment.  It would also generally be necessary to discuss allegations of harassment with the accused individual and others who may have information relevant to the investigation.  Hopa Mountain’s goal is to conduct a thorough investigation, to determine whether harassment occurred, and to determine what action to take if it is determined that improper behavior occurred.  
If Hopa Mountain determines that a violation of this policy has occurred, it will take appropriate disciplinary action against the offending party, which can include counseling, warnings, suspensions, and termination.  Employees who report violations of this policy and employees who cooperate with investigations into alleged violations of this policy will not be subject to retaliation.  Upon completion of the investigation, Hopa Mountain will inform the employee who made the complaint of the results of the investigation.
Compliance with this policy is a condition of each employee’s employment.  Employees are encouraged to raise any questions or concerns about this policy or about possible discriminatory harassment with the Executive Director.  In the case where the allegation of harassment is against the Executive Director, please notify the staff member designated as grievance officer.  
IV.  COMPENSATION & ECONOMIC BENEFITS
Hopa Mountain shall provide a competitive package of benefits to all eligible full-time and part-time employees.  The following outline of available benefits is provided with the understanding that benefit plans may change from time to time.  Continuation of any benefits after termination of employment will be solely at the employee's expense and only if permitted by policies and statutes.  
A. PAYROLL & WORKWEEK
The payroll workweek for Hopa Mountain begins on Sunday morning at 12:01 and ends on Saturday at 12:00 midnight. Subject to Hopa Mountain work assignments and Executive Director approval, the employee’s supervisor shall determine the hours of employment that best suits the needs of the work to be done by the individual employee.

Paychecks are distributed once a month at the end of each month, except when either of those days falls on a Saturday, Sunday or holiday, in which case paychecks will be distributed on the preceding workday.  Timesheets are due to the Executive Director four days prior to each pay period. All salary deductions are itemized and presented to employees with the paycheck.  Approved salary deductions may include: federal and state income taxes; social security, Medicare, and state disability insurance; voluntary medical and group hospitalization insurance premiums (if in force and if paid by employee) and other benefits (e.g., life insurance, retirement).

If you are a non-exempt employee and you perform overtime work, you will be paid one and one-half (1½) times your regular hourly wage for time worked in excess of forty (40) hours per week.  If you take paid leave of any type (except holiday pay) during that same week, your leave time is not counted toward your total hours worked when calculating eligibility for overtime. (For example, if you take 20 hours PTO leave and then work 25 hours in the same week, you are not eligible for 5 hours overtime pay but your annual leave would be deducted only 15 hours.)


When employees quit, Hopa Mountain will pay all unpaid wages, including accrued and unused vacation, on the next regular payday or 15 days from the date of separation, whichever occurs first.  When an employer discharges an employee for cause or because of a layoff, unpaid wages will be paid by the end of the business day.
B. HEALTH INSURANCE

Hopa Mountain does not provide health insurance for employees.  
C. SOCIAL SECURITY/MEDICARE/MEDICAID
Hopa Mountain participates in the provisions of the Social Security, Medicare and Medicaid programs.  Employees’ contributions are deducted from each paycheck and Hopa Mountain contributes at the applicable wage base as established by federal law.
D. WORKERS' COMPENSATION AND UNEMPLOYMENT INSURANCE
Employees are covered for benefits under the Workers' Compensation Law.  Absences for which worker compensation benefits are provided are not charged against the eligible employee's sick leave.  To assure proper protection for employees and Hopa Mountain, any accident that occurs on the job must be reported, even if there are no injuries apparent at the time.  Forms for this purpose are available from Hopa Mountain.  Hopa Mountain also participates in the Montana unemployment program.
E. RETIREMENT PLAN

Hopa Mountain has established a retirement program under TIAA-CREF for the exclusive benefit of its employees. Hopa Mountain may contribute up to 2% of gross monthly salary for each eligible employee working more than half time for retirement purposes. Additional contributions (up to 3%) by the employee may be matched by the employer.  Contributions, together with investment earnings, will be available in event of death, disability, retirement, termination of employment or hardship. 

V.  LEAVE BENEFITS
A. PERSONAL TIME OFF

Personal Time Off (PTO) is provided instead of, and in replacement of, traditional vacation, sick, bereavement, and floating holiday time.  PTO cannot be taken before it is accrued or earned.

1. Exempt employees will accrue 18 hours of PTO per month from year one to three of their employment; 22 hours of PTO per month from year four to eight of their employment; and 26 hours of PTO per month from year nine and on of their employment.

2. Non-exempt employees will accrue 14 hours of PTO per month from year one to three of their employment; 18 hours of PTO per month from year four to eight of their employment; and 22 hours of PTO per month from year nine and on of their employment.

3. Regular part-time employees shall receive PTO pro-rated based on their scheduled hours per week.

a. Accrued, but unused, PTO may be carried forward from year to year until a maximum of 

40 days (based on regularly scheduled hours) have been accumulated.  Once an employee has accrued a maximum of 40 days, s/he can no longer earn additional time until they begin to use up their existing balance of leave hours.

b. At termination, either voluntary or involuntary, an employee will be paid for the balance of earned and accrued PTO at the current base rate of pay.

c. Scheduling PTO.  PTO should be scheduled in advance with approval of the employee’s supervisor.  The Executive Director will schedule his/her PTO with the Board Chairman.  Employee’s illness or ill family members cannot be foreseen, however, an employee who is unable to report to work because of illness, should notify the Hopa Mountain office prior to the start of their scheduled work day.

B. HOLIDAYS

The following holidays will be observed with paid holiday time:

New Year's Day

President's Day

Martin Luther King Day

Memorial Day

Independence Day

Labor Day



Thanksgiving Day

Christmas Day

Full-time employees receive one (1) paid day off for each full day of holiday time.  Holiday benefits for part-time employees will be pro-rated in accordance with the hours regularly worked by the employee.  Employees wishing to take religious holidays may substitute a religious holiday for one of those listed above, with advance approval from their supervisor and the Executive Director.  Temporary employees are ineligible for holiday leave benefits.  In those years when Independence Day, Christmas Day, and New Year's Day fall on Saturday or Sunday, the Executive Director will designate the work day that will replace the weekend holiday.

C. EXTENDED PERSONAL LEAVE

Employees who have been employed by Hopa Mountain for at least one year may apply for personal leaves of absence for up to eight weeks.  Personal leaves are unpaid and are discretionary with the management of Hopa Mountain.  When considering a request for a personal leave, Hopa Mountain will consider factors such as the employee’s position, the employee’s length of service, the employee’s performance record including attendance, the purpose of the leave, the needs of the department in which the employee works, the effect of the leave on other employees, and Hopa Mountain’s general business needs.
Personal leaves generally are unpaid.  However, accrued vacation or personal time may be used to continue an employee’s salary during the leave.  Vacation and sick time will not continue to accrue during the leave of absence.  Medical and life insurance benefits will continue on the same basis as if the employee were actively working.
Hopa Mountain cannot guarantee reinstatement upon return from a personal leave.  Hopa Mountain will, however, make a reasonable effort to place the employee in an available position for which he or she is qualified.  If such a position is not available, then the employee’s employment will terminate.  Even in that event, the employee may later apply for reemployment.
Employees who fail to report to work after an approved leave of absence are deemed to have voluntarily resigned. When an approved leave has been exhausted, the employee may request additional leave.  The Executive Director must approve all unpaid leave.
D. JURY DUTY

For time served on jury duty, Hopa Mountain will pay employees the difference between his or her salary and any amount paid by the government, unless prohibited by law, up to a maximum of ten days.  If an employee is required to serve more than ten days of jury duty, Hopa Mountain will provide the employee with unpaid leave. Employees must provide Hopa Mountain a copy of proof of service received by court in which they serve.

E. MILITARY LEAVE
Hopa Mountain abides by all provisions of the Uniformed Services Employment and Re-

Employment Rights Act (USERRA) and will grant military leave to all eligible employees.

Employees must provide advance notice to the Executive Director of their intent to take military leave and must provide appropriate documents unless giving such notice is impossible, unreasonable, or precluded by military necessity.

An employee’s salary will not continue during the military leave of absence. However, employees may request to use any accrued vacation, personal time, or PTO during military leave.

In accordance with applicable law, employees on military leave will be reinstated upon satisfactory completion of military service and timely notice of intent to return to work, provided the employee is qualified and the company’s circumstances have not changed to the extent that it would be impossible or unreasonable to provide reemployment.

F.   
MATERNITY LEAVE

In accordance with the Montana Maternity Leave Act, Hopa Mountain does not discriminate against any applicant or employee in hiring or in the terms, conditions and privileges of employment based upon pregnancy, childbirth, or related medical conditions.

Hopa Mountain will not terminate any employee solely due to pregnancy or childbirth.

Hopa Mountain will grant a request by a female employee for a reasonable leave of absence associated with pregnancy or maternity as directed by her physician. A reasonable leave of absence for maternity is leave for the period of time during which a female employee is incapable of performing normal job duties due to pregnancy or the recovery. Hopa Mountain may require medical verification of disability.

Hopa Mountain will reinstate an employee who has taken a reasonable leave of absence for maternity to her original job or to an equivalent job with equivalent pay, and accumulated seniority and any other benefits that may be applicable.

An employee requiring maternity leave shall provide Hopa Mountain with reasonable notice of the expected date of leave. An employee returning from maternity leave shall provide Hopa Mountain with reasonable notice of her intent to return to work. When Hopa Mountain receives notice of intent to return to work, it will reinstate the employee as soon as reasonably possible.
G. ATTENDANCE, PUNCTUALITY AND DEPENDABILITY

Employees are expected to be at work on all scheduled workdays, during all scheduled work hours, and to report to work on time. “On time” is defined as being properly dressed and prepared to begin work at the start of your scheduled work period. If an employee is unable to report to work or is going to be late, the employee must notify his/her supervisor as soon as possible so the employee’s work assignments can be covered. Messages left with co-workers or other employees are not acceptable.

An unexcused absence is one in which the employee calls the day he/she will be out and gives a reason Hopa Mountain considers unacceptable.

An unreported absence is one in which the employee or family member does not contact the company the day he/she is out. In the event of an unreported absence for a period of three consecutive workdays, Hopa Mountain shall consider the employee to have voluntarily terminated his/her employment. Hopa Mountain reserves its right to request a doctor’s certification regarding an absence or for fitness to return to work.
Irregular attendance, unexcused absences, tardiness, and unreported absences are disruptive to the business, will not be tolerated, and may be cause for disciplinary action, up to and including discharge. Non-exempt employees who have unexcused or unreported absences or tardiness will have their pay reduced for the time not worked.
VI.  WORK REVIEW

The work of each employee is reviewed on an ongoing basis with the supervisor to provide a systematic means of evaluating performance.

The annual performance review is a formal opportunity for the supervisor and employee to exchange ideas that will strengthen their working relationship, review the past year, and anticipate Hopa Mountain's needs in the coming year.  The purpose of the review is to encourage the exchange of ideas in order to create positive change within Hopa Mountain.  To that end, it is incumbent upon both parties to have an open, and honest discussion concerning the employee’s performance.  It is further incumbent upon the supervisor to clearly communicate the needs of Hopa Mountain and what is expected of the employee in contributing to the success of Hopa Mountain for the coming year.

Both supervisor and employee should attempt to arrive at an understanding regarding the objectives for the coming year.  This having been done, both parties should sign the performance review form, which will be kept as part of the employee's personnel record and used as a guide during the course of the year to monitor employee progress relative to the agreed upon objectives.

The Executive Director reviews the work of all supervisors.  Work reviews for other staff are the responsibility of the appropriate supervisor, subject to confirmation by the Executive Director.  The work of the Executive Director shall be reviewed on an annual basis by a board appointed committee.

VII.  REIMBURSEMENT OF EXPENSES
Reimbursement is authorized for reasonable and necessary expenses incurred in carrying out job responsibilities.  Mileage or transportation, parking fees, business telephone calls, and meal costs when required to attend a luncheon or banquet, are all illustrative of reasonable and necessary expenses.  Employees serving in an official capacity for Hopa Mountain at conferences and meetings related to their professional development are reimbursed for actual and necessary expenses at the current state per diem rate. 

Employees are responsible for transportation costs between the office and home during normal work hours. Transportation costs are paid by Hopa Mountain for work if the employee is on official business for Hopa Mountain and the travel is 20 miles distant from Hopa Mountain’s office.  Employees authorized to use their personal cars for Hopa Mountain business are reimbursed at the U.S. Internal Revenue Service approved rate.

VIII.  SEPARATION & RETURN OF PROPERTY

The probationary period is intended to give new and rehired employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets both the employee’s and the employer’s expectations. Hopa Mountain uses this period to evaluate your capabilities, work habits, and overall performance. During a probationary period of employment either Hopa Mountain or you may end the employment relationship at will at any time with or without cause or advanced notice. 

Probationary employees do not have access to the internal complaint process.

All new and rehired employees work on a probationary basis during the first 6 months of employment. If Hopa Mountain does not feel it has had an adequate opportunity to review your performance or you suffer an on the job injury and are out of work for a period of time, Hopa Mountain may extend a probationary period. If Hopa Mountain determines that the designated probationary period does not allow sufficient time to thoroughly evaluate you, the probationary period may be extended for a specified period, not to exceed an additional 90 days.
During the probationary period, new and rehired employees are eligible for the benefits required by law, such as workers’ compensation insurance and Social Security. Employees may be eligible for other Hopa Mountain provided benefits, subject to the terms and conditions of each benefit program. Employees shall be informed of the details of specific benefits programs as the employees become eligible.

Employment of an individual may be terminated by resignation, discharge, retirement, or a need to reduce the work force.  After the probationary period, discharge may be on reasonable job-related grounds for dismissal based on a failure to satisfactorily perform job duties, disruption of the employer’s operation, or other legitimate business reason. 

Discharge can be for any reason not prohibited by law.  Employees are free to resign at any time, and Hopa Mountain reserves the right to terminate employment for any lawful reason.  Any individual who is terminated within the initial probationary period is not subject to the 2 weeks notice nor entitled to compensation for personal leave credits and will receive compensation only to his or her last day of employment.  Temporary employees may be terminated without advance notice. 

Return of Property

Employees are responsible for Hopa Mountain equipment, property and work products that may be issued to them and/or are in their possession or control, including but not limited to:

· Telephone cards,

· Credit cards,

· Identification badges,

· Office/building keys,

· Office/building security passes,

· Computers, computerized diskettes, electronic/voice mail codes, and

· Intellectual property (e.g., written materials, work products).

In the event of separation from employment, or immediately upon request by the Executive Director or his or her designee, employees must return all Hopa Mountain property that is in their possession or control.  Hopa Mountain may take any action deemed appropriate to recover or protect its property.

IX.  OTHER RELATED POLICIES

A. CONFLICT RESOLUTION/PERSONNEL ACTION REVIEW

Employees may request a review of a personnel action, an unsatisfactory performance review or other issues.  Employees are expected first to discuss their concern with their immediate supervisor.  If further discussion is desired, the employee may then discuss the situation with the Executive Director.  The decision of the Executive Director is final. Employees are encouraged to discuss a problem concerning work, working conditions, or policies and procedures with your immediate supervisor at any time.  We believe a thorough discussion and mutual understanding of issues between the parties involved can satisfactorily resolve a majority of concerns. We do, however, provide a complaint procedure to employees who have not been able to resolve their work-related concerns informally.  The complaint procedure does not apply to temporary, probationary, or contract employees.

Step 1:  You may submit a formal complaint in writing, including the relief that you seek, to your supervisor within seven business days (M-F) of the date of the action, giving rise to the complaint or of the date that you knew or should have known about the event. If you are unable to resolve the complaint with your supervisor within five (5) days of presenting the complaint, or if the complaint involves your immediate supervisor, you can present your complaint to the Executive Director.

Step 2:  You have three days after satisfying Step 1 of this procedure to present your complaint in writing, including your desired remedy, to the Executive Director. If the complaint involves the ED, you can begin the complaint process at Step 3.   If the complaint is not resolved within five (5) working days, you may appeal your complaint to the Chairman of the Board of Directors.  

Step 3:  The Chairman of the Board may elect to take the issue to the Executive Committee or may refer the complaint to an independent person for mediation.  The decision of the Executive Committee is final and binding. 

B. PERSONNEL RECORDS

Personnel records are the property of Hopa Mountain, and access to the information they contain is restricted and confidential.  A personnel file shall be kept for each employee and should include the employee’s job application, copy of the letter of employment and position description, performance reviews, disciplinary records, records of salary increases and any other relevant personnel information.  It is the responsibility of each employee to promptly notify his/ or her supervisor in writing of any changes in personnel data, including personal mailing addresses, telephone numbers, names of dependents, and individuals to be contacted in the event of an emergency. 

All employees must complete, within four days of the end of each pay period, their time and attendance record for review and approval by the Executive Director.  Accurately recording time worked is the responsibility of every employee.  Tampering, altering, or falsifying time records, or recording time on another employee's time record may result in disciplinary action, including separation from employment with Hopa Mountain.

C.  OUTSIDE EMPLOYMENT

Individuals employed by Hopa Mountain may hold outside jobs as long as they meet the performance standards of their job with Hopa Mountain.  Employees should consider the impact that outside employment may have on their ability to perform their duties at Hopa Mountain.  All employees will be evaluated by the same performance standards and will be subject to Hopa Mountain scheduling demands, regardless of any outside work requirements.

If Hopa Mountain determines that an employee's outside work interferes with their job performance or their ability to meet the requirements of Hopa Mountain, as they are modified from time to time, the employee may be asked to terminate the outside employment if he or she wishes to remain employed with Hopa Mountain.

Outside employment that constitutes a conflict of interest is prohibited.  Employees may not receive any income or material gain from individuals or organizations for materials produced or services rendered while performing their jobs with Hopa Mountain.

D. NON-DISCLOSURE OF CONFIDENTIAL INFORMATION

Any information that an employee learns about Hopa Mountain, or its members or donors, as a result of working for Hopa Mountain that is not otherwise publicly available constitutes confidential information.  Employees may not disclose confidential information to anyone who is not employed by Hopa Mountain or to other persons employed by Hopa Mountain who do not need to know such information to assist in rendering services.
The protection of privileged and confidential information, including trade secrets, is vital to the interests and the success of Hopa Mountain.  The disclosure, distribution, electronic transmission or copying of Hopa Mountain’s confidential information is prohibited.  Such information includes, but is not limited to the following examples:

· Compensation data.

· Program and financial information, including information related to donors, and pending projects and proposals.

Employees are required to sign a non-disclosure agreement as a condition of employment. Any employee who discloses confidential Hopa Mountain information will be subject to disciplinary action (including possible separation), even if he or she does not actually benefit from the disclosure of such information. 


Discussions involving sensitive information should always be held in confidential settings to safeguard the confidentiality of the information.  Conversations regarding confidential information generally should not be conducted on cellular phones, or in elevators, restrooms, restaurants, or other places where conversations might be overheard.  

If you have any questions regarding any of the policy guidelines listed above, please contact your supervisor, or the Executive Director.
E.            REPORTING ACCIDENT OR INJURY

Maintaining a safe work environment requires the continuous cooperation of all employees.

Hopa Mountain strongly encourages employees to communicate with fellow employees and their supervisor regarding safety issues.

All employees will be provided care, first-aid and emergency service, as required, for injuries or illnesses while on Company premises. Employees should contact their supervisor, the nearest supervisor, and/or 911 in the event of an accident or emergency.

If an employee is injured on the job, Hopa Mountain provides coverage and protection in accordance with the workers’ compensation law. When an injury is sustained while at work, it must be reported immediately to the employee's supervisor, who in turn will notify the Executive Director of the incident.  An Incident Report Form must be completed within 48 hours of the incident.

Failure to report accidents is a serious matter as it may preclude an employee's coverage under Workers’ Compensation Insurance.

F.            SAFETY POLICY

Hopa Mountain is committed to safety in all areas of the organization and our goal is to comply with the Montana Safety Culture Act and the Occupational Safety & Health Act of 1970. These Acts require that employers provide a safe and healthful working environment and that employees comply with occupational safety and health standards and all rules, regulations, and orders contained within the Acts, which are applicable to their own actions and conduct. We believe that safety must function as an integral part of, and in no manner separate from, the operation of the organization. In recognition of this and in the interest of prudent management practices, our goal is to:

· Maintain a safe and healthful working environment.

· Consistently adhere to proper operating practices and procedures, which are designed to

prevent injury, illness, and loss of assets.
· Comply with the requirements of federal, state, and local safety and health codes to

insure the wellbeing and safety of all employees.
· Provide training and education to make safety awareness part of each worker’s

satisfactory job performance.

In order to achieve these goals, employees may receive training on the use of equipment, proper and safe operating procedures, and site/task specific job functions. Periodic safety training sessions may be conducted to maintain employee awareness.

All employees are responsible for exercising maximum care, good judgment, and shall comply with established procedures in operating safely and preventing accidents.  All employees must review and comply with the policies established in Hopa Mountain’s Risk Management manual.

Unsafe conditions, equipment, or practices shall be reported to the supervisor immediately. Each employee is expected to abide by all safety rules and procedures, shall wear any and all personal protective equipment required and provided by the employer, and attend training sessions when scheduled.

Failure to attend will result in disciplinary action up to and including discharge.

Our safety rules have been written with you in mind. Please follow the rules and help Hopa Mountain ensure a safe working environment.
F.    DRUG AND ALCOHOL USE
Hopa Mountain has a strong commitment to its employees to provide a safe and secure workplace and to establish programs promoting high standards of employee health. The purpose of this policy is to state the company’s philosophy with respect to drug and alcohol use and abuse.

The manufacture, distribution, dispensation, possession, or use of any illegal drug, alcohol, or controlled substance while performing Hopa Mountain business or while on organization grounds is prohibited. These activities constitute serious violations of Hopa Mountain rules, jeopardize the organization, and can create situations that are unsafe or that substantially interfere with job performance.

This prohibition also covers all legal and prescription drugs which may impair an employee’s ability to perform his/her job or prescribed drugs that are not being used in the manner prescribed or by the person for which they are prescribed. Employees who know or should know the use of a legal prescription could impair their ability to perform their jobs should inform their supervisor and the Executive Director immediately. The information, which will be kept confidential, is necessary to properly and safely assess an employee’s ability to perform his/her job duties.

Employees in violation of this policy are subject to appropriate disciplinary action, up to and including dismissal.

G.       SMOKING POLICY
In order to comply with the Montana Clean Indoor Air Act, Hopa Mountain has prohibited smoking throughout its workplace, including inside vehicles. Smoking shall be done on the employee’s own time, during scheduled breaks or meal periods, and away from the building. Cigarette butts, paper, or any other related items, need to be disposed of in the proper containers.

Employees are protected from retaliatory action or from being subjected to any adverse personal action for exercising or attempting to exercise his/her rights under the smoking policy. Any violation of this policy may result in appropriate corrective disciplinary action, up to and including discharge.

H.         DISCIPLINE


Discipline is at the discretion of Hopa Mountain and shall be decided on a case-by-case basis. If you disagree with any disciplinary action, you are required to follow the internal complaint process.

I.           INTERNAL COMPLAINT PROCESS – WHISTLEBLOWER PROTECTION

This Internal Complaint Process is not available to employees still in their probationary period.

If an employee has a problem or complaint that cannot be resolved with a supervisor, the employee may present a written statement of his or her complaint, problem, suggestion, or grievance to the Executive Director or his/her designee. The Executive Director or his/her designee will consider the written statement and take such action as deemed appropriate.

If an individual employee wishes to appeal discharge, layoff, or a change in working conditions, he or she must present a written statement to the Executive Director within 10 days after he or she is informed of the discharge or change in the working condition. The written statement will contain the facts the employee believes should be considered and shall state the resolution the employee believes is appropriate. The Executive Director shall consider and advise the employee or former employee of the final decision regarding the employee’s complaint or grievance within 90 days after the employee initiates the process.

Whistleblower Protection

In keeping with the policy of maintaining the highest standards of conduct and ethics, Hopa Mountain’s Board will investigate any suspected fraudulent or dishonest use or misuse of Hopa Mountain’s resources or property by staff, board members, consultants, or volunteers.

Staff are required to report suspected fraudulent or dishonest conduct first to the Executive Director. If the Executive Director is connected to the suspected fraud, staff may report directly to the President of the Board.  Reasonable care should be taken in dealing with suspected misconduct to avoid:

1. Baseless allegations

2. Premature notice to persons suspected of misconduct and/or disclosure of suspected misconduct to others not involved with the investigation

3. Violations of a person’s rights under law

Due to the important yet sensitive nature of the suspected violations, effective professional follow-up is critical. Staff, while appropriately concerned about “getting to the bottom” of such issues, should not in any circumstances perform any investigative or other follow-up steps on their own. Accordingly, a staff member who becomes aware of suspected misconduct:

1. Should not contact the person suspected to further investigate the matter or demand restitution

2. Should not discuss the case with attorneys, the media, or anyone other than the Executive Director or Board President.

3. Should not report the case to an authorized law enforcement officer without first discussing the case with the Executive Director or Board President.

J.          COMPUTER, E-MAIL, AND INTERNET USAGE POLICY

All employees are responsible for maintaining systems security. Employees with access to a computer are responsible for safeguarding their password to ensure that no transaction takes place under that password without their knowledge. Under no circumstances should employees reveal their password to another individual. Passwords and encryption keys must be made available to the Finance Manager and Executive Director.
Even though employees may have their own passwords for accessing e-mail, the Internet, and computers issued to them, organization computers and the information that is received or transmitted through them is the property of Hopa Mountain. Hopa Mountain reserves the right to monitor the use of equipment by employees and others and employees should have no expectation of privacy with regard to any information contained on computers to which they have access.

Guidelines

The following guidelines have been established for using the Internet and e-mail in an appropriate, ethical and professional manner.

1. Hopa Mountain Internet and e-mail access may not be used for transmitting, retrieving or storing of communications of a defamatory, discriminatory or harassing nature or materials that are pornographic or obscene. No messages with derogatory or inflammatory remarks about an individual's race, age, disability, religion, national origin, physical attributes, or sexual preference shall be transmitted. Harassment of any kind is prohibited.

2. Disparaging, abusive, profane, or offensive language; materials that would adversely or negatively reflect upon Hopa Mountain or be contrary to Hopa Mountain’s best interests; and any illegal activities -- including piracy, hacking, extortion, blackmail, copyright infringement, and unauthorized access to any computers on the Internet or e-mail – are forbidden.

3. Employees may not be use Hopa Mountain’s Internet or e-mail to solicit for religious or political causes, commercial enterprises, outside organizations, or other non-job-related solicitations.

4. Employees may not use the company’s network to transmit copyrighted materials belonging to entities other than Hopa Mountain. All employees obtaining access to other companies' or individuals’ materials must respect all copyrights and may not copy, retrieve, modify or forward copyrighted materials, except with permission or as a single copy to reference only. If you find something on the Internet that may be interesting to others, do not copy it to a network drive. Instead, give the URL (uniform resource locator or "address") to the person who may be interested in the information and have that person look at it on his/her own.

5. Employees are to refrain from using Hopa Mountain equipment to access or post to chat groups, news groups, and blogs, or use listservs unless it is directly linked to Hopa Mountain. 

6. Do not use the system in a way that disrupts its use by others. This includes excessive dial-in usage, sending or receiving many large files and "spamming" (sending e-mail messages to thousands of users).

7. The Internet is full of useful programs that can be downloaded, but some of them may contain computer viruses that can extensively damage our computers. Do not download software without prior approval. Software that is approved for downloading must be registered to Hopa Mountain. Also, many browser add-on packages (called "plug-ins") are available to download. There is no guarantee that such will be compatible with other programs on the network and such may cause problems; therefore, please refrain from downloading such plug-ins.

8. Each employee is responsible for the content of all text, audio or images that he/she places or sends over Hopa Mountain’s Internet and e-mail system. No e-mail or other electronic communications may be sent which hides the identity of the sender or represents the sender as someone else. Also, be aware that Hopa Mountain’s name is attached to all messages so use discretion in formulating messages.

9. E-mail and Internet usage is not guaranteed to be private or confidential. All electronic communications are Hopa Mountain’s property. Therefore, Hopa Mountain reserves the right to examine, monitor and regulate e-mail messages, directories and files, as well as Internet usage. Also, the Internet is not secure so do not assume that others cannot read -- or possibly alter -- your messages. The use of passwords for security does not guarantee confidentiality. All passwords must be disclosed to Hopa Mountain or they are invalid and cannot be used.

10. All e-mail messages should be treated as confidential by employees and accessed only by the intended recipient. Employees are not authorized to retrieve or read any e-mail messages that are not sent to them.

11. Internal and external e-mail messages are considered business records and may be subject to discovery in the event of litigation. Be aware of this possibility when sending e-mail within and outside Hopa Mountain.

12. Do not download radio, video, or music transmissions from Internet sites.

13. An attempt to defeat any security mechanisms to gain unauthorized access to computer files or other information on Hopa Mountain’s telephone system, electronic communication systems, or information systems is prohibited.

14. Employees are not to play computer games.

15. Employees are not to gamble and/or participate in fantasy sports leagues.

16. Employees should not transmit or download information seeking employment outside of Hopa Mountain.
17. If an employee chooses to identify himself or herself as a Hopa Mountain employee on a

Web site or Web log, he/she must adhere to the following guidelines:

· Do not disclose any information that is confidential or proprietary to Hopa Mountain or to any third party that has disclosed information to the organization. Consult Hopa Mountain’s confidentiality policy or speak with the Executive Director for guidance about what constitutes confidential information.
· Uphold Hopa Mountain’s value of respect for the individual and do not make defamatory statements about company employees, clients, partners, affiliates and others, including competitors.
Hopa Mountain’s Right to Monitor and Consequences

All company-supplied technology, including computer systems and company-related work records, belong to Hopa Mountain and not the employee. Hopa Mountain routinely monitors usage patterns for its e-mail and Internet communications. Although encouraged to explore the vast resources available on the Internet, employees should use discretion in the sites that are accessed.

Brief and occasional personal use of the Internet is acceptable as long as it is not excessive or inappropriate, does not occur during work time, does not violate any of the prohibitions listed above, and does not result in expenses to Hopa Mountain. The Executive Director and Board reserves the right to determine whether any use is inappropriate, excessive, and/or violates this policy. Since Hopa Mountain owns the computer systems and software, as well as the e-mail and Internet connection, all company policies are in effect at all times. Any employee who abuses the privilege of Hopa Mountain facilitated access to e-mail or the Internet, may be denied access to the Internet and, if appropriate, be subject to disciplinary action up to and including discharge.
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