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Personnel Policies
and 
Procedures





 Friends of Black Rock High Rock Mission:
The Friends of Black Rock High Rock is a 501(c)(3) member organization that helps manage the resources of the Black Rock Desert region and educates the public to foster stewardship and preserve its unique character.
 

Adopted: December 12, 2009


Foreword

The Friends of Black Rock High Rock is a nonprofit group designated as a 501 (c)(3) tax-exempt organization by the United States Internal Revenue Service. It was founded in 1999 and received its tax exempt status in 1999 in order to guide the management of the resources of the Black Rock Desert High Rock Canyon Emigrant Trails National Conservation Area.


Friends values its staff and it believes that a clear understanding of the working agreement between Friends and its employees is the basis for a creative and productive environment.  This document has been developed to explain what Friends offers and asks of its staff.

Friends provides equal employment opportunity to all persons and prohibits discrimination based on race, sex, color, religion, age, physical challenge, ancestry, national origin, or sexual orientation.

Employment with Friends is at will and this document should not be considered an employment contract.


Working Hours and Conditions

Work week and attendance: A normal work week is 40 hours for a full time employee and less than 32 hours for a part-time employee.  Some staff may be covered under agreements for specific hours and hourly rate.

Flextime: Due to the nature of the outreach and education efforts of the Friends organization, working hours are flexible to accommodate the evening and weekend work often required. 

Flexplace: With prior approval of the supervisor, allowances may be made for working outside of the Friends' offices.

Overtime: Salaried employees shall not be paid overtime but may accrue compensatory time at an hour-for-hour basis for work in excess of their normal weekly schedule.  Where possible, such time should be taken within two weeks of when it was earned.  Employees shall notify their supervisor prior to taking compensatory time off.

Absence reports:  If, owing to an unforeseen event, an employee is unable to be at work, s/he should notify his supervisor as soon as possible.  An employee should attempt to estimate the likely duration of absence and keep the supervisor informed.

Reimbursement: Reimbursement for staff or Board purchase with personal funds of prior approved items will be made generally within two weeks of receipt of a reimbursement form signed by the employee/Board member.  Receipts documenting purchases must accompany all reimbursement form requests.  When traveling of town on Friends business, employees will receive $40.00 for each night spent over.  Mileage for the use of an employee’s vehicle for business (not commuting to and from work), will be paid at $0.55/mile.  Employees need to list exact miles, dates, and purpose of trip on their time sheets in order to be reimbursed.  
Rental cars: When renting cars, employees, should take the extra collision damage waiver. This ensures that if anything happens to the car, Friends of Black Rock High Rock assumes no liability. Employees must select a rental car appropriate for the task and ensure that the intended use is within the parameters of the rental contract.

 Friends of Black Rock High Rock reserves the right to NOT assume liability for rental car damages resulting from failure to adhere to the above conditions.

Salaries and Wages

Salary Administration: Salaries and benefits are reviewed and approved annually by the Board of Directors.  Friends cannot assure systematic salary increases employees.

Payday: Employees are paid by check within the first week of each month. Advance payment of salaries is made by request at the discretion of the Director.

Time Sheets: Accurate time keeping is required of all employees, even those 
on salary.  Time sheets are needed to properly track grant expenditures and 
any direct or grass roots lobbying efforts. It is critical that direct and grassroot lobbying hours are accurately tracked. It is the responsibility of the employee to ensure their timesheet is received in the Reno office in a timely manner.

Deductions: The federal government requires employers to withhold income tax from each employee's paycheck.  Employees, therefore, must complete W-4 forms in order to indicate the number of exemptions claimed and to authorize Friends to make the appropriate withholdings. Any changes in an employee's number of exemptions requires the filing of new W-4 forms.

Wage Garnishments: Should Friends be obligated to execute any court-ordered 
wage assignment or garnishments against your wages, you will be notified.


Employee Benefits

Probationary Period: The first two months of employment is considered a probationary period.  During this time, employees are not eligible for certain benefits.  These include the use of vacation time.  Medical benefits will generally not begin until the first day of the month following the employee's first completed month.

Vacation: All full-time employees (32 hours or more per week) with less than three years of service will accrue vacation leave at the rate of one day per month.  Full time employees with three or more years of service will accrue vacation leave at the rate of 1 ½ days per month.  Vacation leave is credited on the last day of each month worked. Friends believes that vacations serve a purpose and encourage their use. Vacations may not be taken in advance of being earned.

Vacation may be taken at anytime following one month of service providing that the timing of the vacation is approved by the supervisor. Friends will try to accommodate vacation schedules and advance planning will make scheduling easier.  Preference will be given on the basis of work requirements and commitments and employee seniority.  No more than six weeks vacation time can be accumulated. Paid vacation time accrued beyond six weeks is lost at the end of the employee's anniversary date.

Holidays:  The following holidays are customarily observed by Friends.

New Year's Day


January 1
Martin Luther King Day      

Third Monday in January
President's Day         

Third Monday in February
Memorial Day           
 
Last Monday in May
Independence Day


July 4
Labor Day 



First Monday in September
Veterans Day 


November 11
Thanksgiving Day (and day after) Forth Thursday in November
Christmas Eve & Christmas Day  
December 24 & 25

Paid holidays, in addition to those listed above, include the employee's birthday.

If any of these holidays fall on a weekend, it will be observed on the Friday before or the Monday after, at the discretion of the executive director.

Sick Leave/Well Leave: Employees are entitled to 8 hours of sick/well leave per month.  Unlimited sick/well leave may be accumulated annually, but there is no compensation for accumulated sick leave at the termination of employment.  Sick/well leave may be used for personal illness, illness of an immediate family member requiring your personal time and attention, maternity/paternity leave in case of birth or adoption, burn-out prevention 
or spiritual time. This sick/well leave policy does not apply if leave is needed as a result of self-inflicted injury, illegal substance abuse or alcohol abuse, or illness or injury incurred while in the act of committing a felony.

Leave of Absence: A leave of absence is defined as an approved absence, without pay, of a limited and specific duration.  It doesn't constitute a break in service although no benefits are accrued during the absence. Health benefits may continue if the employee pays the entire cost.

A written request for any leave of absence in excess of five working days must be submitted to the executive director at least one month prior to the beginning of the leave.  Shorter leaves of absence may be approved verbally by an employee's supervisor. 

Unless expressly stated in writing by the executive director, a leave of absence in excess of six months will constitute a break in service.  A returning employee can not be guaranteed his/her position although every effort will be made to provide a comparable situation.  

Jury Duty: Leave is granted by Friends with the understanding that any employee will clear such leave with his/her supervisor prior to departure. The employee will turn over the jury fee to Friends and Friends will continue to pay the employees salary.

Medical Insurance: Friends of Black Rock High Rock will provide $400.00 per month towards an employee’s individual medical insurance plan.


Social Security: As required by law, Friends participates in the Social Security system.  The organization withholds a certain percentage of an employee's salary, which it matches with organizational funds.

Retirement Funds: Friends of Black Rock High Rock does not provide this service at this tiome.

Workmen's Compensation: Friends carries compensation insurance for full time employees in accordance with the requirements of Nevada state law. This insurance provides benefit payments to an employee who is injured while working on the job for Friends or becomes ill from any occupation-related disease.


General Polices and Procedures

Telephones: Friends telephones are necessary for business purposes and lines are limited.  Employees should keep their personal calls to a minimum.  With the exception of emergencies, personal long distance calls should be billed to an employee’s credit card, phone card, etc.

Computers: During working hours, Friends computers should be used solely for work related business.  After hour use of the computers may be approved by the supervisor.

Smoking: No smoking is permitted in any of the Friends' offices.

Performance Review and Resolution of Personnel Issues

An employee’s performance review takes place annually or more often if it is deemed necessary by the executive director or the employee's supervisor. The first 60 days of employment for new employees or an employee in a new position in the organization are considered an introductory period.  At the conclusion of the introductory period, a written performance evaluation will be completed.  Continued employment is contingent upon satisfactory performance.  Dismissal from employment during the introductory period
cannot be appealed.

Grievance Procedures: Friends is committed to fair and equitable treatment of all employees.  Any employee who has concerns regarding their working conditions, wages, benefits, polices, procedures, treatment from others or other work related concerns is encouraged to discuss these concerns with his or her immediate supervisor.  In the event that such discussion does not resolve the concern, the established procedure should be followed.

1.  Discuss the issue with the immediate supervisor.  If the mater is not resolved within 10 working days of that discussion, the appeal shall be submitted in writing by the employee to the supervisor detailing the issue and corrective action requested.  This letter shall be given to the supervisor with 10 working days of the initial discussion.  

2.  The supervisor then has 10 working days to document (including dates) the decision regarding the employee's appeal and corrective action requested. If the employee is not satisfactorily resolved, the executive director (if the ED is not the immediate supervisor) or the Executive Committee of the Board of Directors will review the issue.  This process could take up to 30 days.  The decision of the executive director (or Executive Committee of the Board if the ED is the supervisor) is final.

Sexual Harassment & Discrimination Policy

Introduction: It is the goal of Friends to promote a workplace that is free of sexual harassment and discrimination.  Sexual harassment or discrimination of employees occurring in the workplace or other settings in which employees may find themselves in connection with their employment is unlawful and will not be tolerated by this organization.  Further, any retaliation against an individual who has complained about sexual harassment or retaliation against
individuals for cooperating with an investigation of a sexual harassment complaint is similarly unlawful and will not be tolerated.  Because Friends takes allegations of sexual harassment and discrimination seriously, we will respond promptly to complaints, and where it is determined that such inappropriate conduct has occurred, we will act promptly to eliminate the conduct and impose such corrective action as in necessary, including disciplinary action where appropriate.  

Definition of sexual harassment: The definition of sexual harassment is set forth as follows: "sexual harassment" means sexual advances, requests for sexual favors, and verbal or physical conduct of a sexual nature when:

 (a) submission to or rejection of such advances, requests, or conduct is made either explicitly or implicitly a term or condition of employment or as a basis for employment decisions, or,


(b) such advances, requests, or conduct have the purpose or effect of 
unreasonably interfering with an individual's work performance by creating
an intimidating, hostile, humiliating, or sexually offensive work environment.

Complaints of Sexual Harassment: If any employee believes that s/he has been 
subjected to sexual harassment, the employee has the right to file a complaint with our organization.  This may be done in writing or orally.

To file a complaint contact either the executive director or the chair or regional vice-chairs of the Board of Directors.  These people are available to discuss any concerns you may have.

Sexual Harassment Investigation: When we receive a complaint, we will  promptly investigate the allegation in a fair and expeditious manner.  The investigation will be conducted in a way as to maintain confidentiality to the extent practicable under the circumstances.  Our investigation will include a private interview with the person filling the complaint and with 
witnesses.  We will also interview the person alleged to have committed sexual harassment.  When we have completed our investigation, we will, to the extent appropriate, inform the person filing the complaint and the person alleged to have committed the conduct the results of that investigation.

Upon request, the complainant's supervisor will not be informed or involved in the investigation or determination when the accursed is the supervisor of the complainant.  

If it is determined that inappropriate conduct has occurred, we will act promptly to eliminate the offending conduct, and where it is appropriate, we will also impose disciplinary action.

Disciplinary Action: If it is determined that inappropriate conduct has been committed by one of our employees, we will take such action as is appropriate under the circumstances.  Such action may range from sensitivity training to termination of employment and may include such other forms of disciplinary action as we deem appropriate under the circumstances.

State and Federal Remedies: If you believe you have been subjected to sexual harassment, in addition to the above, you may file a formal complaint with government agencies.  Using the Friends organization complaint process does not prohibit you from filing a complaint with these agencies.

Separation from Employment

Employee Resignation: An employee wishing to resign from Friends should so indicate to his/her supervisor in writing, at least two weeks prior to the date of termination.  One month is preferable.  It is requested that an employee who has resigned set aside time so that the supervisor and executive director may discuss his/her reasons for leaving.

Layoff: When an employee is laid off because of changes within the organization of funding, Friends will give the employee a two-week notice or two weeks salary in lieu of the notice at the discretion of the Executive Director.

Dismissal: May include, but is not limited to, dismissal due to violation of Friends polices and procedures or unsatisfactory work performance or when determined that it is in the best interest of the organization.  The executive director may dismiss an employee with written notice stating the reasons of such dismissal. When an employee is dismissed, no advance notice or pay, other than the accrued vacation hours and actual hours worked, will be given.
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