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1.0 PURPOSE AND GENERAL POLICY
1.01 Purpose—AEOA desires to establish uniformity and consistency in its
personnel practices and communicate to personnel their obligations,
terms, conditions, and benefits of employment.

1.02 Department Policies/Administrative Procedures—Each department may

have operating rules which are needed for the efficient operation of
activities. These policies may be approved by the Board and must be
consistent and compatible with Agency policy. Administrative procedures
are in place that apply to staff; contact HR with any questions.

1.03 Employment-At-Will—This Personnel Policy is not an employment

contract and should not be interpreted as creating an employment

contract. The information contained in this Personnel Policy is simply

intended to provide all AEOA employees with general information
regarding basic personnel policies and procedures. The Board reserves
the right to change, modify, eliminate, or add to these policies and
procedures at any time, with or without prior notice.

1.03.1 Employees who are not represented by a union and are not
covered under the terms of a collective bargaining agreement are
considered employees-at-will. Employment-at-will means that
AEOA may terminate an employee without prior notice for any
reason or no reason. Any representations, understandings, or
agreements to the contrary are not binding upon AEOA unless they
are in writing and signed by the Executive Director of AEOA.
Nothing in this Personnel Policy modifies changes, abolishes, or
limits the employment-at-will relationship.

2.00 DEFINITIONS

2.01 Arrowhead Economic Opportunity Agency—Non-profit Community Action

Agency referred to as the “Agency” or “AEOA.”
2.02Board of Directors—Governing body of the Agency referred to as the
“Board.”

2.03 Executive Committee—Sub-committee of the Board with limited

governance authority; also serves as the designated Personnel Committee
of the Board.



2.04 Departments—The Agency provides services within seven departments,
including: Central Services, (Administration, Fiscal, Information Systems,
Human Resources, Planning), Employment and Training, Head Start,
Housing — Weatherization/Rehab Services, Housing — Homeless & Property
Management Services, Senior & Nutrition Services, and Transit Services
3.0 JOB DESCRIPTIONS AND CLASSIFICATIONS

3.01 Job Descriptions—All employees of the Agency shall perform their work

under an approved job description. The job description shall contain
information including job title, assigned grade, work summary, qualifications,
and an accurate summary of the essential functions of the job. Job
descriptions should be reviewed annually by employees and supervisors to
ensure they accurately reflect essential job functions.

3.02 Full-Time Employment (Level 3)—Level 3 employees work an average of

31-40 hours per week. Full-time employees are entitled to fringe benefits as
described in Appendix F. Paid leave, personal leave, and holiday benefits
will be prorated in accordance with numbers of hours worked.

3.03Part-Time Employment (Level 1 & 2) - Level 2 employees work an average of

15-30 hours per week. Level 1 employees work an average of 1-14 hours per
week. Part-time employees are entitled to the fringe benefits as described in
Appendix F. Paid leave, personal leave, and holiday benefits, when provided,
will be prorated in accordance with the number of hours worked.

3.04 Temporary Employment—Employment designed to provide a specific

service or complete a specific task within a designated timeframe. Such
employees may be eligible for benefits. See Appendix F.
3.05 Seasonal Employment—Employment designed to work within seasonal

program operations. Seasonal employees may be eligible for benefits. See
Appendix F.
3.06 Substitute Employment—A person hired to replace an employee for a

specific period of time because of iliness, paid leave, leave of absence, etc.
Substitutes will not have benefits.

3.07 Probationary Period—Level 2 and level 3 employees shall be on probation

until completion of six (6) consecutive months of employment with the



Agency. Level 1 employees must complete a 12-month probationary period.
During this probationary period, the employee is entitled to use the grievance
procedure, except for termination. Probationary employees may be
terminated upon approval by the Executive Director without cause or notice.
After 5% months of the probationary period, the HR Director, in conjunction
with the department Director/Manager, will complete a performance review
to determine whether or not the employee shall receive the status of a
regular employee. If this performance review is unfavorable, the probationary
period may, upon approval by the Executive Director, be extended up to
three (3) months. All provisions defined in this policy referencing the
probationary period are included in any extensions or until employee is given
regular status. Probationary employees who are terminated or do not
successfully complete the probationary period are not entitled to any accrued
paid leave benefits.

3.08 Performance Reviews—Performance reviews are an opportunity to

discuss employee progress and performance. A minimum of one
performance review will be conducted during the 6-month probationary
period prior to establishing regular employee status. Employees who have
not demonstrated appropriate progress may have their probationary period
extended. Performance reviews will be conducted annually once regular
employee status has been achieved.

4.0 WORKING CONDITIONS

4.01 Regular Working Hours—The Board has established uniform hours of

work for Agency operations. Regular hours are 8:00 AM to 4:30 PM, Monday
through Friday, with 45 minutes off for lunch. Exceptions to the regular
business hours may be necessary within various departments. If exceptions
occur, department Directors shall submit modified schedules of work to the
Executive Director. AEOA recognizes 40 hours as a normal work week.

4.02 Overtime—Overtime is defined as more than 40 hours of paid work within
a 1-week period (Saturday through Friday) and will be paid at the rate of 1%
times the regular rate of pay. Overtime is applicable to non-exempt
employees (those paid on an hourly basis) and must be pre-approved in

writing by the Executive Director.
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4.02.1 Administrative policy on the Fair Labor Standards Act is in place
covering hours worked.

4.03 Breaks—The Agency allows employees two (2) paid 15-minute breaks
during an 8-hour work shift for the employee to take one 15-minute break
during the first four (4) hours of the shift and one during the final four (4)
hours of the shift. The supervisor may schedule break times so as not to
unduly disrupt the program’s work schedule. Employees are encouraged to
remain on the premises during breaks.

4.04 Absenteeism and Lateness—Employees are expected to report to work as

set by Agency or program policy. For any absence that does not have prior
approval from the employee’s supervisor, the employee is expected to
communicate any such absence to his/her supervisor promptly and with as
much advanced notice as possible. Absence without leave is any absence of
an employee from scheduled duty that is not promptly reported to and
authorized by the supervisor. An employee who is considered absent without
leave (“AWOL") may be subject to disciplinary action up to and including
possible termination of employment and incidents of being absent without
leave may have an adverse effect on the employee’s promotional
considerations. Unsatisfactory attendance may result in disciplinary action
up to and including termination and have an adverse effect on the
employee’s promotional considerations.

4.05 Emergency Closing—If an emergency occurs, it will be within the

discretion of the Executive Director to close any AEOA office. The hours that
the office is closed may be shared by both employer and employee through
paid leave time, additional time worked, or other arrangements. In the event
of an emergency/Agency-wide closure, the Executive Director will notify
employees and the Board of Directors of AEOA'’s transition to a business
continuity plan. If employees are unable to reach their work locations or the
Agency experiences an emergency closing, it is the policy of AEOA to
facilitate the retention and availability of employees. AEOA has discretion to
pay employees their regular wages, as allowed by funding restrictions and/or
with guidance from funding sources that modifies funding restrictions, if staff

are unable to report to work due to a disaster or emergency closure and
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attempts to work remotely are not possible or staff are unable to engage in
any other AEOA employment activities.

4.06 Snow Days—Employees are urged to use good judgment in making an
effort to get to work during severe winter driving conditions. Employees
unable to get to work or unwilling to accept risk should immediately contact
their supervisor and request paid leave time off. If Agency sites are closed
early because of the weather, those sent home will be paid for their usual
workday. Employees whose usual worksite is housed within another
agency'’s building that is closed due to weather should contact their
supervisor and make other work arrangements that may include flexing
hours, optional worksites, or paid time off. The Agency will make early
morning radio, TV, social media, and AEOA website announcements when
severe weather conditions warrant full-day office closure. Individual program
procedures may alter this provision.

4.07 Employees on Active Military Duty—The Agency will comply with all

applicable federal and state laws for employees participating in military duty
during their employment with the Agency.
4.08Employees on National Guard Leave—The Agency will abide by all

applicable state and federal laws regarding employment and/or re-
employment with the Agency. (For those employees who need to be absent
from work due to service in the Armed Forces or to satisfy their military
obligations.)

4.09 Jury Duty—The Agency will pay the difference between an employee’s
regular wage and that amount received for the period of time spent on jury
duty, providing that factual documentation is provided by the employee to
substantiate time served and amounts received. The Agency shall only pay
for 10 days of jury duty. If on any jury duty days an employee is excused
early from jury duty, he/she must return to work. An administrative policy is in
place with regard to jury duty.

4.10 Bereavement Leave—Bereavement Leave: Level 3 employees may be

granted three (3) days of leave with pay in the case of death in the
immediate family. Level 2 employees may be granted one (1) day with pay.

Immediate family is defined as brother, sister, child, grandchild, grandparent,
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parent, parent-in-law, and spouse/domestic partner. The definition of
immediate family member can also be extended to include an individual
whom the employee can establish as having a relationship similar to that of
the immediate family; such leave is granted at the discretion of the Executive
Director. At the discretion of the Executive Director and the department
Director, two (2) additional days with pay may be allowed.

4.11 Leave of Absence—After two (2) years of employment, an employee may

request, in writing, an unpaid leave of absence. The approval, terms,
conditions, and duration of the leave shall be at the discretion of the
Executive Director. In the event a leave is granted, the Agency can give no
assurance that the employee will be restored to his/her former position.

5.0 SAFETY

5.01 Itis the policy of the AEOA to strive for the highest safety standards for its

employees. AEOA has a comprehensive workplace safety and health
program called “A Workplace Accident Injury Reduction” (AWAIR) program.
It is mandatory that all injuries and occupational exposures occurring on the
job be reported to the immediate supervisor within 24 hours of the
occurrence. In accordance with Agency procedures, accident-related forms
must be completed in a timely manner. Employees shall not be entitled to
short-term disability or paid leave benefits for a job-related injury or iliness
covered by workers’ compensation insurance.

6.0 EMPLOYEE BENEFITS

6.01 Medical and Dental Benefits—The Agency carries medical and dental

insurance for Level 3 employees. The Agency will pay a percentage of the
premium, as determined by the Board. Employees become eligible after four
(4) complete, consecutive payroll periods with the Agency. Insurance
benefits are pursuant to federal and state guidelines that may affect offerings
of insurance benefits.

6.02 Insurance Continuation Policy—Any employee covered by the Agency

medical insurance plan prior to retiring and with 15 years or more of
continuous service with the Agency and age 55 will be eligible to continue
with the Agency medical insurance. The cost of this continuation of

insurance shall be borne solely by the retiree. The Board may decide to
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participate in this cost.

6.03 COBRA—Congress passed the Consolidated Omnibus Budget

Reconciliation Act (COBRA) health benefit provisions in 1986. COBRA
contains provisions giving certain former employees, retirees, spouses, and
dependent children the right to temporary continuation of health coverage at
group rates. COBRA establishes specific criteria for group plans, qualifying
beneficiaries, and qualifying events. COBRA establishes required periods of
coverage for continuation of health benefits. For more information on

COBRA, contact the Human Resources Department.

Qualifying Events Beneficiary Coverage

-Termination -Employees

-Reduced Hours -Spouse -18 months
-Dependent child

-Employees entitled to Medicare | -Spouse

-Divorce or legal separation -Dependent child -36 months

-Death of covered employee

-Loss of “dependent child” status | -Dependent child -36 months

6.04Disability Insurance—If an employee qualifies for short-term disability,

he/she shall begin receiving disability payments after the first seven (7)
consecutive days of illness or injury (includes holidays and weekends). A
written doctor’s approval is required prior to allowing an employee to return
to work after a short-term disability leave. The disability insurance that is in
effect at the time the disability occurred will be the policy for that employee.
(Work-related injuries or ilinesses will be subject to workers' compensation

insurance.)

6.05 Life Insurance - If an employee is qualified, the Agency provides life

insurance upon an employee’s application in an amount determined by the
Board for Level 3 employees. The Agency will pay the full premium. Other
benefits are available at employee cost for additional and dependent life;

contact HR for more information.

6.06 403b Retirement Plan—Upon hire, employees are eligible to invest a

percent of their income in a 403b retirement plan. After two (2) years of
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continuous service, at a minimum of 1,000 hours per year, employees are
eligible to apply for and receive a contribution from the Agency to their 403b
retirement plan. The Agency’s contribution of the 403b retirement plan will be
determined by the Board. The employee has no claim to any portion of the
Agency'’s contribution to the 403b retirement plan until the employee is
terminated, resigns, or otherwise leaves the employment of the Agency.
Please refer to the Mutual of America Plan Summary or administrative policy
to clarify the rate of contribution.

6.07 Paid Leave Accrual Rates—AEOA provides for and encourages paid time

away from work for life balance and relaxation to promote good physical and
mental health and quality job performance. Paid leave can be utilized for any
purpose, subject only to necessary request and approval procedures
consistent with Agency and department policies. Minnesota Sick and Safe
Time Leave: Eighty (80) hours of paid leave per year which can be used as
Minnesota Sick and Safe Time Leave, or for any other purpose. Employees
shall document and report their Sick and Safe Time. If an employee fails to
document and report the reason for use of Paid Leave, the Employer will
request that the employee do so. Following the request, unless otherwise
reported by the Employee, an Employee’s Paid Leave Request shall be
considered Sick and Safe Time. Earned Sick and Safe Time shall be

deducted from the paid leave bank but usage of such time shall be tracked.

YEARS PAID LEAVE HOURS HOURS/DAYS
COMPLETED PER ACCRUED PER YEAR *
80 HOURS OF PAID 2,080 hours
WORK

0-5 6.0 156 Hours = 19.50 Days

6-10 8.0 208 Hours = 26. Days
11-15 9.0 234 Hours = 29.25 Days
16-20 10.0 260 Hours = 32.50 Days
21-24 10.5 273 Hours = 34.12 Days
25 AND ABOVE 11.0 286 Hours = 35.75 Days

6.07.1 Accrual Rate: Level three (3) (31-40 hours/week) employees will
accrue paid leave at the pro-rated rate: Annual accruals are based
on 2,080 hours per year (40 hours x 52 weeks).

6.07.2 Days represent eight (8) hour workdays. Level two (2) (15-30

12



hours/week) employees will accrue paid leave at the rate of five (5)
paid leave hours per 80 hours of paid work.

6.08 Use of Paid Leave- Paid leave is accrued at the end of each pay period and

paid out at the current rate of pay. Employees may utilize paid leave after
four (4) complete, consecutive payroll periods, except for using accrued
Paid Leave as Sick and Safe Time leave.

6.08.1 Minimum paid leave usage is one (1) hour. An advance notice of
two (2) weeks is required for taking five (5) or more consecutive
days of scheduled paid leave. However, if the leave is requested
for a reason for which Minnesota Sick and Safe Time leave is
available that is known in advance or planned, the request must
be made at least seven (7) days in advance.

6.08.2 Non-scheduled use must be requested within 30 minutes of the
beginning of the workday (unless the absence is unanticipated
Minnesota Earned Sick and Safe Time, in which case as much
notice as possible must be given). Repetitive use of non-
scheduled paid leave (e.g. including a good faith belief that an
employee has a demonstrated pattern of absences not in
compliance with Minnesota Earned Sick and Safe Time
reasons) may result in a supervisor/employee session to
discuss solutions and/or the Employer requiring, in it discretion,
proof of emergency or iliness on a case-by-case basis.

6.08.3 The Agency recommends that a minimum reserve of five (5) paid
leave days be maintained. This minimum reserve may be waived
by the Executive Director. The purpose for this reserve is in order to
help cover the short-term disability waiting period of seven (7)
consecutive days. Should an employee’s paid leave go into the
negative, they are subject to unpaid leave approval by the
Executive Director.

6.08.4 After two (2) years of Level 3 employment, employees should have
accumulated beyond the minimum reserve of paid leave hours
referenced in D., above. Level 3 employees will then be subject to
the “50% rule” that requires use of at least 50% of their annual paid

13



leave accrual. Level 3 employees with more than two (2) years of
Agency seniority who don’t use 50% of their annual accrual will be
subject to a loss at payroll year-end of accrued hours up to this
50% calculation. Paid leave payoffs, identified in “Appendix F.”
below, cannot be used to satisfy this policy provision.

6.08.5 For Level 3 seasonal employees (example: Fuel Assistance work
for six (6) months; Head Start, ten (10) months), the 50% will be
adjusted by actual time worked (a Fuel Assistance employee
working six (6) months would be a 6/12 employee and their rule
would be 25% (6/12 of the 50% rule).

6.08.6 For any employee who makes a donation of paid leave hours to
another employee, this amount will qualify for the 50% rule.

6.08.7 Employees may request a payoff of paid leave earnings in an
emergency situation. Requests must be in writing to the Executive
Director. Employees will be subject to the minimum reserve of five
(5) paid leave days in any given payroll year.

6.08.8 Paid leave earnings shall be cumulative but shall not exceed a
carryover from a given payroll year of more than 800 hours. If an

employee has satisfied the “50% rule” and still has hours at payroll
year-end exceeding the 800-hour cap, the employee, in 90 days,
must do a payoff of the excess hours. The 800-hour cap shall be
effective for the payroll year 2018 and thereafter. For those in
excess of the cap, see the administrative policy.

6.09 Sick Leave Bank—Can be used only upon prior approval by the department

Director or Executive Director. Access to employees who have extended sick
leave bank balances are limited to the following circumstances:

6.09.1 The waiting period of Level 3 employees who qualify for non-work-
related short-term disability benefits, sickness, and accident (S & A)
insurance (seven (7) consecutive calendar days).

6.09.2 Level 2 employees (15-30 hours per week) may use up to 20 hours
for each incident of non-work-related illness or injury if it results in a
work absence of more than seven (7) consecutive calendar days
and upon provision of a physician’s statement.

6.09.3 Pursuant to Minnesota Statutes Section 181.9447, to care for an
14



employee’s ill or injured child, adult child, spouse, sibling, parent,
mother-in-law, father-in-law, grandchild, grandparent, or stepparent
for reasonable periods of time as the employee’s attendance may
be necessary, on the same terms upon which the employee is able
to use sick leave benefits for the employee’s own illness or injury.
An employee also may use sick leave benefits for “safety leave”
(consistent with Minnesota Statutes Section 181.47) related to
situations involving sexual assault, domestic abuse, or stalking.

6.09.4 Serious, chronic employee illnesses that are not covered under the
Agency’s short-term disability insurance because treatment or
therapy requires the use of intermittent hours or days, rather than
consecutive days. The intent of this provision is to cover treatments
such as chemotherapy for cancer or kidney dialysis.

6.09.5 Level 2 and 3 employees who miss work due to a work-related

accident and have an accepted worker's compensation claim up to

three (3) days per injury.

6.10 Termination of Benefits—Upon separation of employment from AEOA (by

termination, resignation, or retirement), any paid leave balances will be paid
to the employee based on the current rate of pay for the primary position, if
applicable. Probationary employees (including any extensions) are not
eligible for this benefit. For an employee who is resigning or retiring from
his/her employment with AEOA, the employee must provide to his/her
department Director or immediate supervisor at least two (2) week’s advance
written notice of the employee’s resignation or retirement in order for the
employee to be eligible for payout of the employee’s paid leave balances.
The Executive Director must provide to AEOA’s Board of Directors at least
30 day’s advance written notice of his/her resignation or retirement in order
to be eligible for payout of his/her paid leave balances. Department Directors
must provide at least 30 day’s advance written notice of his/her resignation
or retirement to the Executive Director in order to be eligible for payout of
his/her paid leave balances.

6.11 Family and Medical Leave Policy—In accordance with the Family and

Medical Leave Act of 1993 (FMLA), the Agency will provide up to 12 weeks
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of unpaid leave to “eligible” employees for certain family and medical
reasons. The Agency will also abide by applicable Military Leave provisions
(see Administrative Policy for reference).

6.11.1 An employee is eligible for leave under the FMLA if she/he has
been employed by the Agency for at least 12 months and worked at
least 1,250 hours during the 12-month period immediately
preceding the beginning of the leave. Leave will be granted for any
of the following reasons:
6.11.1.1 the birth of a child.
6.11.1.2 placement with the employee of a child for adoption or

foster care.
6.11.1.3 to care for the employee’s spouse/domestic partner, son,
daughter, or parent who has a serious health condition.
6.11.1.4 the employee’s own serious health condition which

makes the employee unable to perform the functions of

his or her job.

6.11.2 The employee must provide at least 30 days advance written notice
of the employee’s need for leave. In cases where an employee
cannot provide 30 days advance notice, notice is to be provided as
soon as practical.

6.11.3 The Agency will require that the employee provide a medical
certificate from a doctor or health care provider to support a request
for leave based upon the employee’s own serious health condition
or that of the employee’s family member. In the case of leave to
care for a seriously ill family member, the certification must explain
why the employee’s assistance is necessary. In the case of leave
for an employee’s own serious health condition, an explanation of
the employee’s inability to perform the essential functions of the job
must be provided.

6.11.4 The Agency, at its own expense, may require that the employee get
a second opinion from a doctor or health care provider of the
Agency'’s choice. If the two opinions conflict, the Agency may

require a third opinion, at its own expense, from a doctor or health
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care provider mutually selected by both parties; the third opinion is
final and binding.

6.11.5 The Agency may require recertification of the serious health
condition during the course of the leave but will not do so more
often than every 30 days.

6.11.6 Also, the Agency may require that the employee sign a medical
release authorizing the Agency to obtain the medical records
relating to the employee’s serious health condition.

6.11.7 In the case of the serious health condition of an employee’s family
member, the Agency may require that the family member sign a
medical release authorizing the Agency to obtain the medical
records relating to the family member’s serious health condition.

6.11.8 AEOA will provide paid FMLA only to the extent that paid leave,
frozen sick leave bank, short-term disability benefits, or other paid

time off are available during the 12-week FMLA eligibility period.

6.11.9 The Agency will require that available paid leave options be used
first before any unpaid leave is granted in connection with FMLA.
Prior to returning to work from leave due to his or her own serious
health condition, an employee must, within ten (10) days of the
conclusion of the employee’s leave, provide the Agency with a
fitness for duty certification from the employee’s doctor or health
care provider which states that the employee is able to resume
work. The Agency may deny restoration to employment until such a
certification is provided. If the employee fails within ten (10) days to
provide the fitness for duty certification or a medical certification
extending the employee’s FMLA leave (if FMLA leave has not been
exhausted), employment may be terminated. If the employee’s
FMLA leave has been exhausted and the employee is unable or
unwilling to return to work and does not have any additional leave
benefits available, the employee may be terminated.

6.12 Extended Leave Policy An employee may be granted an extended unpaid

leave after the employee has exhausted his or her FMLA leave, frozen sick

leave account, paid leave, leave under the Agency’s short-term disability
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insurance policy, and any other paid leave. However, the granting of any
extended leave is completely at the discretion of the Agency and may last up
to 26 weeks. Prior to granting extended leave and in order to determine
whether the leave is necessary, the Agency reserves the right to have the
employee examined, at the Agency’s expense, by a doctor or health care
provider of the Agency’s choice.

6.12.1 The Agency will not cover the cost of benefits to the affected
employee during this extended leave period. Those receiving
Agency health insurance benefits prior to the extended leave period
can maintain the policy at the employee’s own expense.

6.12.2 Employees reaching medical improvement before this period has
expired are expected to return to work when able and with a
doctor’s written medical release. An administrative policy exists
referencing the employee percentage of insurance costs.

6.12.3 The Agency will make decisions as to the employment status of
employees following the completion of the extended leave policy.

Inability to return to work at this time may result in termination.

6.13 Personal Leave—Level 3 employees and Level 2 employees shall be

entitled to two (2) personal leave days per calendar year pro-rated in
accordance with number of hours worked. The Executive Director may have
the option of granting an additional personal leave day immediately before or
after a holiday. Personal leave must be taken as a full workday and must be
used within the calendar year after four (4) complete, consecutive payroll
periods. Personal leave is pro-rated based on an 80-hour pay period. See
Appendix F.

6.14 Holidays—It is the policy of the Agency to afford Level 2 and 3 employees
ten (10) paid holidays each year without a waiting period. The below chart
lists paid holidays. Should a holiday fall on a Saturday, the preceding Friday
will be observed. Should a holiday fall on a Sunday, the following Monday
will be observed. Holiday pay is pro- rated based on an 80-hour pay period.

Paid holidays may be adjusted due to program operational procedures.
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New Year’'s Day Labor Day

Martin Luther King Day Veteran’'s Day
President’s Day Thanksgiving Day
Memorial Day Thanksgiving Friday
Independence Day Christmas Day

7.0 DISCIPLINE, SEPARATIONS, AND HEARINGS
7.1 Terminations—Terminations occur when a probationary employee
does not reach regular employee status. Terminations may occur as a result of
natural completion of a project, reductions in positions, curtailment of programs,
and/or financial reasons, including reduction of funds or revenues. Two week’s
written notice may be given to the employee prior to the effective date of

termination. Terminated employees shall have no recall rights.

7.2 Resignations—If an employee wishes to resign from his/her
employment with the Agency, he/she shall give two (2) week’s written notice to
the department Director or supervisor prior to the effective date of such
resignation. The Executive Director and department Directors shall give 30 days
or more written notice of intent to resign or retire for purposes of succession

planning. See Appendix A, Voluntary Separation form.

7.3 Layoffs/Transfers/Recall Rights—If an employee is laid off, two (2)

week’s written notice shall be given to the employee prior to the effective date of
layoff. When possible, full consideration by the department Director and the
Executive Director will be given to the transfer of employees to other programs
and projects.

7.3.1 Determination as to whether a transfer shall take place and as to
the application of these criteria is totally at the discretion of the
department Director and the Executive Director. This determination
will be made on length of service with the Agency, job performance,
job experience, qualification, and geographic area. There is no
order of priority given to the above criteria. In the event of layoff, an
employee will retain certain recall rights for a period of 12 months
from the effective layoff date after which time he/she shall be
considered terminated with no further rights under this policy.
These recall rights apply only for those openings for which the

person is qualified. If recalled, the following apply:
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7.3.1.1 reinstatement of paid leave benefits at the level
employee left.

7.3.1.2 reinstatement of 403b retirement plan benefits without
waiting periods.

7.3.1.3 reinstatement of insurance benefits in accordance with
the insurance contract in effect at the time of re-

employment.

7.04 Dismissals—As a general rule, the employer follows a progressive
discipline process; however, employees may be subject to immediate
dismissal upon recommendation of the department Director for misconduct,
inefficiency, incompetency, for any violation of Agency or department policy.
All recommended dismissals must be approved by the Executive Director.
Dismissed employees shall be provided with a written statement from the
Executive Director stating the reasons for the dismissal. Any employee who
knowingly gives false, deceptive, or fraudulent information to the Agency in
their application for employment or with regard to their employment shall be
subject to immediate dismissal.

7.05 Suspensions—The Executive Director, upon recommendation of the
department Director, may suspend an employee for disciplinary reasons.
Any employee suspension under this section shall be without pay. The
employee shall be notified in writing of the reason for suspension. The
length of any suspension shall not exceed 20 working days as determined
by the Executive Director. In situations that require a suspension of more

than 20 days, Executive Committee action will be required.

7.06 Hearings—If a regular employee is dismissed or otherwise subject to
other disciplinary action, he/she may submit a written request for a hearing
before the Executive Committee. Such a request must be filed with the
Executive Director within ten (10) working days after receiving the notice of
demotion, dismissal, or other disciplinary action. In such cases, the
Executive Committee shall hold a hearing within 30 days after receiving the
written request. In conducting hearings, the Executive Committee shall act
as a body, but special investigation and detail work may be delegated to the

Executive Director. All hearings shall be closed and shall not be subject to
20



technical rules of evidence. The Executive Committee shall determine the
time and place of hearings. Hearings involving several applicants may be
considered jointly or individually at the discretion of the Executive
Committee. Unless incapacitated, the person requesting a hearing shall
appear personally and may be subject to questioning. The employee has
the right to have witnesses testify on his/her behalf. The employee may, at
his/her discretion and expense, elect to have legal counsel or anyone
he/she designates to appear at such a hearing. The Executive Committee
shall prepare written findings and conclusions which shall be signed by the
chairperson with a copy being provided to the employee. The Executive
Committee may rescind or modify a dismissal or other disciplinary action.
8.00 NON-DISCIPLINARY TRANSFERS, PROMOTIONS, DEMOTIONS, SALARY
ADJUSTMENTS

8.01 Transfers—Voluntary and involuntary transfers to other positions within the
Agency are within the discretion of the Executive Director and department
Director(s). An employee must possess the necessary qualifications in order
to be considered for another position. Determination of qualifications is at the

discretion of the Executive Director and department Director.

8.02 Promotions—The salary of an employee who is promoted shall be
increased to the minimum rate of pay for that position, unless this rate is less
than the basic monthly salary paid to the employee supervised by the
promotee. The salary of a non-exempt employee who is promoted to an
exempt position shall be at the minimum rate of pay for the new position;
however, in the event this minimum rate is less than the current hourly rate
of the employee’s previous position, they shall advance to a rate of at least
one grade or step over their current grade or step. See “Compensation
Policy” approved by the Board, located in the Human Resources
Department.

8.03 Demotions—An employee who is demoted shall be reduced to the grade

and step for that position.

8.04 Salary Adjustments—Salary chart adjustments recommended by the

Executive Director must be approved by the Board.

21



9.0 DRESS CODE/PHONE CALLS/SMOKING
9.01 Dress Code - The dress code guidelines are to assist Department
Directors in determining appropriate attire for their department. Employees
of AEOA will present a professional, well-groomed appearance to meet the
customers’ expectations and reflect a positive image of the Agency and the
business it conducts. Department Directors can use discretion on attire
based on designated tasks.

9.02 Casual Friday -The Executive Director may institute a casual dress Friday

for a specified period of time. If/When casual Friday is instituted, the

following guidelines should be followed as well.

9.03 Dressing Appropriately - Dress appropriately for what is required of you

by your job. Refer to departmental dress code policy, dressing appropriately
for what is required of you for your job. If problems arise with dress attire,

the supervisor will have discussion with those employees.

9.04 Name Badges - Name badges are encouraged to be worn when

appropriate. Example: interaction with the public; identification should be

worn. Departments may implement their own guidelines as needed.

9.05 Mild fragrances are acceptable when worn in moderation.

9.06 Examples of Appropriate Attire:

Skirts/dresses (no more than | Suit/tie; Blouses/shirts/sweaters | Walking shorts/skorts in
three (3) inches above-knee) | pantsuit business suitable fabric
Slacks/khakis/colored jeans | Agency- Plain t-shirts

logo shirts

* Common sense and good judgment are the key with attire, fragrances, etc.

9.07 Personal Telephone Calls—Personal phone calls/texting must be held to a

minimum and not interfere with the employee’s work. Any abuse of this
policy by an employee may result in disciplinary action.

9.08 Smoking—Smoking and the use of smokeless tobacco is prohibited in all
AEOA facilities or buildings and Agency-owned vehicles. Smoking is

permitted ONLY in designated outdoor areas. Smoking is prohibited within
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25 ft. of building entrance, air intake ducts or windows. Each facility will
establish a smoking area.
10.0 DISCRIMINATION AND SEXUAL HARASSMENT/AFFIRMATIVE ACTION

10.01 Discrimination—Discrimination in the selection of Board members,

committee members, volunteers, Agency employees, or in the
administration and delivery of programs because of race, color, creed,
religion, national origin, sex, sexual orientation, disability, age, marital

status, or status with regard to public assistance is strictly prohibited.

10.02 Sexual Discrimination and/or Harassment—Discrimination or harassment

based on sex as defined and described in MN Stat. 363.01 et seq.
(Minnesota Human Rights Act) is strictly prohibited (see Appendix E).

10.03 Affirmative Action—Attached and made part of this policy by this

reference is Appendix C., setting forth the Agency’s policy with respect to
affirmative action.
11.0 CRIMINAL HISTORY AND OFFENSES
11.01 Disclosure—All employees of the Agency are required to disclose
immediately any and all gross misdemeanor and felony convictions and any
gross misdemeanor or felony charges pending during employment. The

Agency requires employees to disclose information concerning any and all

criminal proceedings pending during employment which may reasonably be
related to their position or duties. Administrative, departmental, and funding
policies; and state and federal law may require that we periodically conduct
background checks.

11.02 Reporting—When an employee is arrested or charged with a criminal
offense, he/she must report such arrest or charge to his/her supervisor or
department Director as soon as possible. If it is determined that the criminal
offense would adversely affect one’s ability to perform his/her job
responsibilities or impair the employee’s work relationship with fellow
employees or Agency clients, the Executive Director may place the
employee on leave of absence without pay until final disposition of the
criminal proceeding. Whistleblower protection policy is in place within
AEOA'’s Accounting and Financial Policies and Procedures Manual. The

Whistleblower Policy is located on the AEOA website, Employee Portal
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under Agency Resources.

11.03 Traffic Violations—All employees on Agency travel status whose license

is suspended or revoked for any reason or receives any moving violations
while on Agency time in a personal vehicle or an Agency vehicle must
report this to the Executive Director and/or department Director prior to the
next working day.

11.04 Other Action—The provisions of this section do not limit or prevent the
Agency from taking any other action which may be appropriate as provided
in other sections in this Personnel Policy. The Agency reserves the right to
request verification of personal automobile insurance coverage and seek
information on license status.

12.0 OUTSIDE ACTIVITIES
12.01 The following items are applicable to those employed by AEOA:

12.02 Employment at AEOA should not be used as consideration or reward for
the support of or opposition to any political party or candidate for public
office. No person will be hired, dismissed, or promoted based on their

political affiliation or beliefs.

12.03 Employees cannot directly or indirectly coerce, command, or advise
another employee to pay, lend, or contribute anything of value to a political
campaign, political candidate, or for political purposes during business hours

or through influence because of employment or position with AEOA.

12.03.1 No employee of AEOA may use his/her affiliation with the Agency
or Agency resources to influence or interfere with an election or

political campaign.

12.03.2 Employees seeking a county-level or higher office will be
required to take a leave of absence commencing upon their filing for office
and continuing until the outcome of the election. A leave of absence
connected to pursuing elective office shall allow employees access to their
paid leave accounts for the purpose of income supplementation or to pay for
continuation of employee fringe benefits. An employee of the Agency who is
elected to such public office shall resign from his/her employment with the

Agency but may, subject to the provisions stated therein, apply for unpaid
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leave of absence pursuant to Section 4.10 of the Personnel Policy.

12.03.2.1 Participation or involvement in other public offices or
positions with other public or private boards shall be
reviewed by the Executive Director on a case-by-case
basis. If the Executive Director determines that such
participation interferes with the efficient performance of
the employee’s duties or conflicts with the best interest of
the Agency, the employee shall be required to take a
leave of absence as set forth above or resign from the
other position.

13.0 OUTSIDE EMPLOYMENT- Outside employment shall not interfere with the
efficient performance of the employee’s duties. Outside employment that may
conflict with the employee’s duties or otherwise conflict with the purpose and goals
of the Agency must be reported in writing to the Executive Director and will be
subject to review and approval by the Executive Director.

14.0 UNSOLICITED GIFTS, AWARDS, AND STIPENDS

14.01 Gifts and gratuities given as token expressions of appreciation of
nominal value may be accepted by individual employees and Board
members. Nominal value is defined as not more than $25.00.

14.02 Awards presented to any employee for years of service or excellence
may be recognized by the Executive Director or the Board in any manner
they deem appropriate.

15.0 EMPLOYEE TRAINING AND EDUCATION - AEOA may provide financial support
for on-going training and education for its employees upon reaching regular
status. The training provided by colleges, universities, and/or vocational schools
must be related to the employee’s job or working toward an educational goal
related to that job. All requests must be first approved by the employee’s
department Director before submitting the request to the Executive Director.
Agency-supported classroom training must be pre-approved by the Executive
Director and employees must submit proof of successful completion of the course.

15.01 Tuition costs may be paid in the following manner: 50% for employee’s
grade 10 and above; 75% for employee’s grades 1-9. When an employee

receives the employee training and education reimbursement from AEOA,
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they will be required to pay back to the Agency 50% if they leave AEOA
employment before working three (3) years after the reimbursement and
must reimburse within 30 days. If an employee’s primary department has
their own Employee Training and Education Policy, this does not apply.
16.0 FILLING POSITIONS
16.01 Internal Job Openings—The Board has established hiring procedures for

the purpose of filling positions in the Agency. Openings for positions within
the Agency will be posted and/or advertised publicly. Whenever practical, at
the discretion of the Executive Director, qualified Agency personnel will be
given first consideration. Salary adjustments will be made in accordance
with the Agency salary policy.

16.02 External Applications—It is the philosophy of the AEOA to assist the poor

and underprivileged in our area. In reviewing applications from individuals
outside the Agency, the poor, the jobless, the underprivileged, and those
currently receiving public assistance will be given every opportunity for jobs
for which they qualify or for which they reasonably can be trained.
Qualifications and training potential are within the discretion of the
Executive Director.

16.03 Executive Director—For the position of Executive Director, the Executive

Committee shall follow the employee selection policy, interview applicants,

and recommend candidates to the Board.

16.04 Interview Expenses—The AEOA may pay for interview expenses in
accordance with the travel policy (see Appendix D.) for individuals applying

for the position of Executive Director and other hard-to-find positions.

16.05 Moving Expenses—AEOA may pay for moving expenses for persons

hired to fill senior level or hard-to-fill positions as determined by the
Executive Director. Documentation of moving expenses shall be retained in
the employee’s personnel file.

16.06 Favoritism and Nepotism—The following rules shall be observed

with respect to persons employed by the Agency:
16.06.1 No person shall hold a staff position for which a member of his/her
immediate family exercises supervisory authority over that position.
16.06.2 No person shall hold a staff position while he/she or a member of
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his/her immediate family serves on the Board or Head Start Policy

Council. For the purpose of this part, a member of an immediate

family shall include:

Spouse/Domestic Grandparents Stepchildren
Partner

Parents Son-in-law Stepparents
Brother Daughter-in-law Stepbrother
Sister Parent-in-law Stepsister
Daughter Brother-in-law Grandparent
Son Sister-in-law

* The definition of immediate family member can also be extended
to include an individual whom the employer can establish as
having a relationship similar to that of the immediate family.

17.0 APPEAL AND GRIEVANCE PROCEDURE- A grievance is any problem of any
employee or group of employees resulting from work requirements or the
conditions of employment. This appeal and grievance procedure is not intended to
apply to disciplinary cases (see Section 7.04 Dismissals). The Agency’s goal is to
find fair and equitable solutions at the lowest level possible. All grievances will first

go to an employee’s immediate supervisor for resolution.

17.00 All grievances must be in written form and must specifically state: the
matter being grieved, the issue, and the remedy sought.
17.01 All written grievances must be presented within ten (10) working days
of the grieved incident.
17.02 No person employed by this agency shall be denied the right to
the grievance procedure (except as stated in E. below).
17.03 The grievance procedure shall follow the steps outlined below:
17.03.1 STEP ONE—Every effort will be made to resolve an employee’s
grievance by his/her immediate supervisor.
17.03.2 STEP TWO—If the grievance in Step One is not resolved, an
employee may refer the matter to the department Director.
17.03.3 STEP THREE—If the grievance in Step Two is not resolved, the
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employee shall have the right to bring the written grievance to the
Executive Director. The decision of the Executive Director shall be
communicated in writing to the grievant. (Steps One, Two, and
Three, must be completed within 15 working days after the

grievance has been initiated.)

17.03.4 STEP FOUR—If the grievant is not satisfied with the written
decision of the Executive Director, the grievant can then request a
hearing before the Executive Committee. Such a request must be
made in writing to the Executive Director within five (5) working
days after receipt of the decision of the Executive Director under
Step Three. After such a request has been presented, the
Executive Committee shall hear the grievance within 30 working
days and shall communicate a decision in writing to the grievant.
The decision of the Executive Committee shall constitute the final
decision on the grievance.

17.04 Any grievance action affecting the Executive Director shall be dealt with
by the Executive Committee.

18.0 EMPLOYEES FOR EMPLOYEES — The Employees for Employees (EFE)
Committee has established a Personnel Advisory Committee (PAC) to serve as a
support system to employees (non-union) who need assistance in clarifying or
understanding personnel issues, decisions, or procedures. Please see Employees

for Employees By-laws for more information.
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APPENDIX A

ARROWHEAD ECONOMIC OPPORTUNITY AGENCY
702 THIRD AVENUE SOUTH
VIRGINIA, MN 55792-2797

VOLUNTARY SEPARATION

Date of notice Employee name

Effective date Position/Department

This is my official notice of resignation from the Arrowhead Economic Opportunity
Agency. My reason for resigning: (attach letter if given)

My resignation is voluntary and is not a forced leaving.

Employee signature/date Accepted

Supervisor’s signature/date Date

Witness's signature/date
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APPENDIX B
Revised 12/21/22

ADMINISTRATIVE POLICY

Subject:

Tennessen Warning

Your Rights:

Under the Minnesota Data Privacy Act, you have the right to know how the
information you provide on your application will be used. The information
you provide on the application for a program is classified as private under
Minnesota law and cannot be disclosed without your permission, except as
provided below.

Purpose:

The information on the application will be used to determine your eligibility
for the program and level of assistance. Information you provide will also be
used for statistical and research purposes and will not reveal any personal
identifying information about you or members of your household. Each
department and/or program may issue a specific notice, as required by
funding sources.

Policy:

We encourage you to answer all questions because your correct answers
will enable us to properly verify and prioritize your application. This
information is requested for the purpose of determining compliance with
federal, civil rights law, and providing proper assistance to you; and your
response will not affect consideration of your application. By providing this
information, you will assist us in assuring that this program is administered in
an effective non-discriminatory manner. Number/code/status blanks are for
office use. We may not be able to properly process your application without
all other information.

Agency staff and state (or federal) employees whose job requires access to
your application, as well as auditors, may have access to your application.
These people are all required not to disclose any personal information about
you or members of your household. State and or federal employees and
auditors may review applications to ensure that the AEOA is serving people

properly.

Date Revised:

12/21/2022

Contact Person:

Cathy Pazzelli

Department
Responsible:

Human Resources
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APPENDIX C
Revised 12/21/22

ADMINISTRATIVE POLICY

Subject:

Equal Employment Opportunity / Affirmative Action Policy Statement

Purpose:

This is to affirm Arrowhead Economic Opportunity Agency’s policy of
providing equal opportunity to all employees and applicants for employment
in accordance with all applicable equal employment opportunity/affirmative
action laws, directives, and regulations of federal, state, and local governing
bodies or agencies thereof including, but not limited to, Minnesota Statutes
Chapter 363A (the Minnesota Human Rights Act).

Policy:

Arrowhead Economic Opportunity Agency is an Equal Opportunity and
Affirmative Action Employer. We recruit, employ, train, compensate, and
promote without regard to race, religion, creed, color, color, national origin,
age, gender, sexual orientation, marital status, disability, veteran status,
status with regard to Public Assistance, or any other basis protected by
applicable federal, state, or local law.

Arrowhead Economic Opportunity Agency will take Affirmative Action to
ensure that all employment practices are free of such discrimination. Such
employment practices include, but are not limited to, the following: hiring,
upgrading, demaotion, transfer, recruitment or recruitment advertising,
selection, layoff, disciplinary action, termination, rates of pay or other forms of
compensation, and selection for training, including apprenticeship.

Arrowhead Economic Opportunity Agency will use its best efforts to afford
under-represented populations and female business enterprises with the
maximum practical opportunity to participate in the performance of
subcontracts for construction projects that this agency engages in.

Arrowhead Economic Opportunity Agency will commit the necessary time
and resources, both financial and human, to achieve the goals of Equal
Employment Opportunity and Affirmative Action.

Arrowhead Economic Opportunity Agency fully supports incorporation of non-
discrimination and Affirmative Action rules and regulations into contracts.

Arrowhead Economic Opportunity Agency will evaluate the performance of its
management and supervisory personnel on the basis of their involvement in
achieving these affirmative action objectives, as well as other established
criteria. Any employee of this agency or sub-contractor to this agency who
does not comply with the Equal Employment Opportunity Policies and
Procedures as set forth in this Statement and Plan will be subject to
disciplinary action. Any sub-contractor not complying with all applicable equal

Equal Employment Opportunity / Affirmative Action Policy Statement l|Page




APPENDIX C
Revised 12/21/22

employment opportunity/affirmative action laws, directives, and regulations of
the federal, state, and local governing bodies or agencies thereof, specifically
Minnesota Statutes 363, will be subject to appropriate legal sanctions.

Arrowhead Economic Opportunity Agency has appointed personnel to
manage the Equal Employment Opportunity Program. The Equal
Employment Opportunity Officer responsibilities will include monitoring all
equal employment opportunity activities and reporting the effectiveness of
this Affirmative Action Program, as required by federal, state, and local
agencies. The Chief Executive Officer of Arrowhead Economic Opportunity
Agency will receive and review reports on the progress of the program. If any
employee or applicant for employment believes he/she has been
discriminated against, please contact AEOA, 702 Third Avenue South,
Virginia, Minnesota, 55792-2797, or call (218) 749-2912 during regular
business hours.

Scott Zahorik
Executive Director

Cathy Pazzelli
HR Director/Assistant Executive Director

Date Revised:

12/21/22

Contact Person:

Cathy Pazzelli

Department Responsible:

Human Resources
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APPENDIX D
Revised 12/21/22

ADMINISTRATIVE POLICY

Subject: Travel Policy
Purpose: This policy is in place for travel for agency purposes.
Policy:

The ‘Travel Policy’ is part of the Financial Policies and Procedures Manual.
Contact your supervisor for a copy. Updated/new travel forms are included in
the Financial Policies and Procedures Manual, as well as on

AEOA website - Employee Portal >Agency Resources

Travel Policy

Travel Form — Day Travel Appendix

Travel Form Overnight Appendix

Date Effective: July 2013
Date Revised: 12/21/22
Contact Person: Emily Celley
Department Responsible: | Fiscal
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APPENDIX E
Revised 12/21/22

ADMINISTRATIVE POLICY

Subject:

Sexual Harassment Policy

Definition

The Federal Government defines sexual harassment as: “Unwelcome sexual
advances, requests for sexual favors, and other verbal or physical contact of
a sexual nature constitute sexual harassment when one (1): submission to
such conduct is made either explicitly or implicitly a term or condition of an
individual’'s employment; two (2): submission to or rejection of such conduct
by an individual is used as the basis for employment decision affecting such
individual; or three (3): such conduct has the purpose or effect of
unreasonable interfering with an individual’s work performance of creating an
intimidating, hostile, or offensive working environment.”

Please note that the above includes unwelcome verbal behavior such as
teasing or joking, as well as physical behavior such as patting, pinching, or
other inappropriate physical contact. Sexual harassment can be physical,
verbal, or visual.

Sexual harassment refers to any of the above behavior occurring from a male
to a female, a female to a male, a female to a female, or a male to a male.

Policy:

RESPONSIBILITIES

EMPLOYEES
Employees are responsible for conducting themselves in a manner
consistent with the spirit and intent of the AEOA Board Policy. Any
employee who feels that he/she is being sexually harassed should
contact his/her supervisor or the Assistant Director. A prompt and
confidential investigation will be conducted by the Assistant Director
and fair consideration will be given to all the facts presented. The
AEOA Board of Directors will not tolerate any retaliation or intimidation
toward the complaining party. If a sexual harassment allegation is
made against the Assistant Director or Executive Director, the
employee shall bring the complaint to the AEOA Executive Committee
for investigation.

DEPARTMENT HEADS AND SUPERVISORS
Department heads and supervisors are responsible for conducting
themselves in a manner consistent with the spirit and intent of the
AEOA Policy. This shall establish and maintain a climate in the
workplace which encourages employees to communicate questions or
concerns regarding this policy, recognize incidents of sexual
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harassment and take immediate corrective action to eliminate such
incidents, and notify the Human Resource Director immediately in the
event of sexual harassment allegations so that consistent investigation
may be implemented.

HUMAN RESOURCES DIRECTOR
The HR Director is responsible for ensuring that department Directors
and supervisors are fully aware of their obligations under the AEOA
Board’s Policy; for informing employees of the AEOA Board’s Policy
regarding sexual harassment, including providing training and posting
of the policy and these procedures; and for investigating sexual
harassment allegations and ensuring that appropriate disciplinary
action is consistently and fairly administered.

INDIVIDUAL RIGHTS
The AEOA Board Policy nor these procedures are intended to deny
the right of any individual who feels he/she has been sexually
harassed from pursuing a grievance under the Agency’s Affirmative
Action Plan, the Personnel Rules, and Regulations, or to contact
government enforcement agencies.

Date Revised: 12/21/22

Contact Person: Cathy Pazzelli

Department Responsible: | Human Resources
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AEOA Fringe Benefits Chart

Benefit Level 1 Level 2 Level 3

Availability 1-14 hrs./week 15-30 hrs./week 31-40 hrs./lweek | Comments

Unemployment Insurance Yes Yes Yes

Workers’ Compensation Yes Yes Yes

Federal Insurance Contributions Act | Yes Yes Yes

Withholding State/Federal Taxes Yes Yes Yes

Paid Leave No Yes Yes Proportional. Refer to Section 6.07

Earned Sick and Safe Time (ESST)* | Yes Yes Yes Refer to Section 6.07

Holiday’s* No Yes Yes Nine days proportional without waiting
period

Personal Leave Day No Yes Yes Two days proportional after the eligibility
period. Personal leave is pro-rated based on
an 80-hour pay period.

Bereavement Leave* No Yes Yes 1 day for Level 2, and 3 days for Level 3,
proportional without waiting period

Medical & Dental Insurance No No Available

Disability Insurance No No Available

Life Insurance No No Available

Employee Assistance Program Yes Yes Yes Contact Human Resources for program info

Tax-Sheltered Annuity Yes* Yes* Yes**

*Individuals may participate without waiting period
**Agency contributes after two years of continuous service

Please see applicable sections in this policy manual
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ADMINISTRATIVE POLICY

Subject:

Drug & Alcohol-Free Workplace Policy

Purpose

The purpose of this policy is to set forth the Agency’s rules regarding drug
and alcohol use and possession in the workplace. AEOA (hereinafter referred
to as the Agency) has a responsibility to its employees, volunteers, funders,
and clients to provide a safe, productive work environment. The Agency
employees must be free from the effects of drugs and alcohol while at work.
The Agency intends to focus on education, prevention, and assistance
measures in striving to maintain a drug- and alcohol-free workplace.

Policy:

COVERAGE OF POLICY
The Agency and Alcohol-Free Workplace Policy is applicable to all
Agency employees, independent contractors, volunteers, or any
individual representing the Agency in any capacity. It is the responsibility
of every Agency department to enforce all provisions of this policy.
Questions regarding the policy should be referred to the Agency
Executive Director. All coverage and intent of this policy is in
accordance with the provisions of the Drug-Free Workplace Act, 1988.

DEFINITIONS
Alcohol and drug use: defined as the use of mood-altering drugs,
including but not limited to, forms of alcohol, narcotics, depressants,
stimulants, hallucinogens, marijuana, or the use of prescription drugs
which impair job performance.

Controlled substances: defined as substance of which the use,
distribution, or possession is controlled by regulation or statute.

Impaired job performance: defined as a situation in which an employee
has impaired alertness, coordination, reactions, responses, or effort; if
the employee’s behavior or conduct is a safety or health threat, or if the
employee’s behavior or conduct has the appearance of being
unprofessional or irresponsible conduct detrimental to the Agency’s
public image.

Employee: defined as any person employed by the Agency.

POLICY STATEMENTS
A. The Agency prohibits the possession, sale, or transfer of alcohol or
controlled substances and property identified by state or federal laws
during all work hours.
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. The Agency will provide its clients and employees with a drug-free
workplace. No employee, volunteer, or contractor of the Agency shall
report to work while impaired or influenced by alcohol, controlled
substances, or other mood-altering drugs. The Agency encourages
employees to notify their supervisors if they are taking medically
prescribed drugs which may impair job performance.

. The Agency prohibits any employee, volunteer, or contractor of the
Agency from operating, using, or driving any equipment, machinery, or
vehicle in performance of Agency work while impaired or influenced by
the use of alcohol or drugs.

. Employees are prohibited from consuming any alcoholic beverages or using
controlled substances during an employee’s work shift, including during any
break periods or lunch breaks in the course of the work shift.

. The Agency requires, pursuant to the Drug-Free Workplace Act, 1988, that
an employee must notify their supervisor of any criminal drug conviction for a
violation occurring in the workplace within five (5) days of such conviction.
The Agency will notify the funding agency within ten (10) days of receipt of
an employee conviction notice.

. The Agency requires that any employee must notify his/her supervisor
prior to starting work if they have consumed alcoholic beverages,
ingested controlled substances, or taken prescription drugs which may
impair performance of duties. When this occurs, the supervisor shall
not allow the employee to work that shift. It will be the responsibility of
the supervisor to document any such occurrences. Management, in
consultation with the supervisor, will make a determination of what, if
any, disciplinary action is to be taken against the employee.

. The Agency requires that supervisors notify their department Director
when there is evidence or reasonable suspicion to believe that an
employee has or may have illegal drugs in his/her possession at work.
It will be the responsibility of the department Director or their designee
to contact the appropriate law enforcement agency to take action in
these circumstances.

. The Agency requires that any employee in violation of any of the
provisions of this policy will be subject to disciplinary action, including
possible termination. Each situation involving a violation will be
thoroughly investigated and action taken on a case-by-case basis.

The Agency will take an active role in educating employees of the
dangers involved in drug and alcohol use and abuse. The Agency will
continue to promote and maintain efforts for the purpose of assisting
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and rehabilitating employees with drug- or alcohol-related problems.
Any employee who may have an alcohol or drug abuse problem is
encouraged to seek a professional, confidential assessment before the
problem impacts the employee’s ability to perform the job.

J. Employees have a responsibility to abide by the provisions of this
policy. Any supervisor who observes an individual in violation of these
provisions shall document the circumstances, facts, and observations
made. A departmental investigation shall then be conducted to
determine the facts of the situation. For safety reasons, Agency
employees have a responsibility to report any situation on-the-job in
which they observe an employee functioning under impaired
circumstances or have information indicating that an employee has
violated any provision of this policy.

NON-DISCRIMINATION STATEMENT
The Arrowhead Economic Opportunity Agency Drug and Alcohol-Free
Workplace Policy will be applied and enforced without discrimination.

The Agency requires that any employee in violation of any of the
provisions of this policy participate in a referral to an appropriate
agency. Compliance with any subsequent referrals for treatment
programs will be mandatory.

Date Revised:

12/21/22

Contact Person:

Cathy Pazzelli

Department Responsible:

Human Resources
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ADMINISTRATIVE POLICY

Subject: Technology Policies
Purpose: AEOA has three (3) technology policies in place.
Policy: ¢ Internet Acceptable Use and Safety Policy

e Security of Technology Training
e Social Media Communication Training

These policies are located on the AEOA website - Employee Portal >
Technical Resources > AWC/Employee Self Service.

Once logged into AWC you will go to My Menus - Training and Knowledge
Checks.

All employees are required to review the policies/trainings listed here and
complete each knowledge check that goes with them.

Date Revised:

12/21/22

Contact Person:

Cathy Pazzelli & Director of Information Systems

Department Responsible:

Human Resources & IT
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ADMINISTRATIVE POLICY

Subject:

Code of Conduct Policy

Purpose:

Arrowhead Economic Opportunity Agency (hereinafter referred to as the Agency)
maintains the policy that Agency employees and volunteers have the right to expect a
safe and secure environment, free from harassment, intimidation, and violence. Actions
or threats of actions deemed verbally- or physically harmful to other persons or property
are simply not acceptable and will not be permitted.

It is the right and responsibility of each employee to immediately report to their supervisor
or another designated administrator incidents of harassment or threats of any violence to
oneself, clients, and Agency or personal property.

This policy covers inappropriate behavior, harassment, or violence in employment
situations wherever they occur but not limited to the normal worksite and other Agency
locations during administrative-approved working hours and attendance at Agency-
related events and sponsored functions.

Policy:

DEFINITIONS

Inappropriate behavior: any form of improper behavior that makes the intent or purpose
of the Agency and client interaction or relationship ineffective. This behavior may or
may not include intimidating or disrespectful verbal or physical conduct toward another
individual.

Inappropriate behavior includes, but is not limited to:

¢ Intoxication or influence by another substance, inappropriate personal comments
or questions, and phone calls at home after work hours. Personal gifts that would
be interpreted to influence decisions, services, or relationships with Agency staff
are also inappropriate.

e Harassment: is verbal or physical conduct which a reasonable person would find
to show antagonism toward an individual or that of their relatives, friends, or
associates because of their race, religion, gender, national origin, age, disability,
sexual orientation, or status with regard to public assistance. It may also include
aggression as a result of decisions rendered about services of the Agency.

e The action(s):

o0 Have the purpose or effect of creating an intimidating, antagonistic, or offensive
atmosphere and/or;

0 Have the purpose or effect of unreasonably interfering with an individual's work
environment and/or performance.
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e Harassing conduct includes, but is not limited to:
o Continual or repeated verbal abuse, including negative verbal slurs,
stereotyping, intimidation, and graphic commentaries about an individual.
o Written or graphic materials or objects that show hostility or aversion toward an
individual or group.

e Violence:
o Threat(s) of bodily harm or injury or damage to a person or property.
o Actual hostile acts toward an individual or group which.
o May or may not include the possession or use of weapons while on Agency
property.

e Threats:

o Are any actions, language, or behavior where employees feel fear of
potential harm to themselves or others. They include, but are not limited to,
direct or third-party verbal or written communication that poses imminent
danger or bodily harm to a person or destruction of property. Threats may
also include stalking or surveying the Agency employee or family.

AGENCY PREVENTION STRATEGIES

The following guidelines have been developed to outline specific Agency and program
responsibilities and actions which are recommended to reduce the risk of and/or respond
to a threat or actual crisis situation at AEOA.

Written Policy

The Personnel Policy of the Arrowhead Economic Opportunity Agency is reviewed and
approved by the Board of Directors and provides this written Client Conduct and Behavior
Policy. Providing a workplace safe from harassment and violence may also be addressed
in other Agency or program documents. The Agency Client Conduct and Behavior Policy
statement will be posted in all Agency offices.

Training of Supervisors and Employees

Formal training will be presented for supervisors and staff including, Agency policy and
procedures, Agency interpretations, warning signs to be aware of, responsibilities for
investigation/response when confronted with any violation of this policy, and the
rights/responsibilities of those involved. Training may also be provided on: non-violent
confrontation, de-escalating potentially violent situations, personal sensitivity, value
conflicts and bias, and crisis communication.

Assessment of Physical Security Measures

Each office and/or department is responsible to have a security plan in place that
addresses channels of communication in crisis, contacting law enforcement in the event
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of criminal behavior and building security and evacuation (See Attachment A.).
Safe Practices with Clients

e Employees are expected to take preventative safety measures with their clients;
0 When you are interviewing a potentially angry client:
Inform your supervisor (or another designated supervisor).
Notify a co-worker of where you will be and with whom.
Have someone available/on-call to assist you.
If a hostile client is referred to another worker, background information must
be provided to the worker prior to client contact.
o0 Use teams when meeting with clients with a known history or potentially
volatile clients.
e Extra precautions must be taken for home visits:
o Clearly identify home visit sites on itineraries, i.e., address and telephone
numbers.
o If there is obvious hostility at the home upon your arrival, reschedule your
visit and leave the premises quickly.
o If entering an uncertain situation, contact your supervisor, decide on a plan
of action which may include going with a co-worker.
e Terminating an interview with an angry client:
Generic steps/scripted statements if efforts to diffuse or channel anger are
unsuccessful: Please feel free to alter using your own professional style,
techniques, language, and effect approaches with specific clients.

OO0OO0O0

o “Profanity, abusive behavior, and/or threats will not help your situation and
are not permitted in the Agency.”
o Point out their anger and get them to discuss why they are angry.
o “I'd like to continue working with you, but if you continue, | will have to
terminate this interview. Do you understand?”
o If threatening language/actions seem probable, “I am required to report all
threats to my supervisor. They may contact the police. Do you understand?”
o Leave the room (staff can excuse themselves at any point to get a co-worker
or other back-up staff).
The above scripts can also be used for hostile telephone conversation with minor
alterations.

To this point, this policy is addressing angry and inappropriate clients and it is impossible
to be able to anticipate and prepare for every possible scenario. We must rely somewhat
on our own professional judgment, supervisors, and co-workers.

Violations of these types of situations will be dealt with in the following manner:
e Employees must submit a written incident report to their immediate supervisor
outlining the behavior/harassment in question (See Incident Report form below)
e The immediate supervisor will investigate the complaint within five (5) working
days of the receipt of the written report. This investigation may include a thorough
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review of the client’s file, separate interviews with the employee and client, and
interviews with other parties involved or those who may have knowledge pertinent
to the situation.

The immediate supervisor will report and consult with the department Director and
other Intervention Team members. A determination will be made regarding actions
to be taken and consequences that may include termination of eligibility for further
Agency services.

The client and staff person will be notified in writing about decisions rendered by
the Intervention Team and Administration within five (5) working days. The
remaining document specifically discusses dealing with actual threats or situations
of violence.

THREAT INTERVENTION PROCEDURES

e The procedure for reporting threats is as follows:

o Immediately notify a supervisor of a threat. When a department Director
becomes aware of a “hostile” situation, he/she will notify Agency
Administration and, in all cases, other department Directors as appropriate.
Department Directors will be responsible for notifying their staff at an
appropriate time. If a hostile client who has made a threat is expected in the
Agency, the department Director should be in the building or arrangements
made for supervisor back-up.

o Jointly assess the seriousness of the threat with a supervisor and/or the
department Director.

o Jointly determine if notification of law enforcement of the threatened party
and/or co-workers is appropriate.

o The employee will call the police and report the threat if deemed
necessary in step.

o Call 911 if it is an emergency. A supervisor and the employee will be
directed by law enforcement to use other documentation.

0 After consultation with law enforcement, the employee, a supervisor, and
department Director will determine the appropriate action. This action will
be taken by the Agency on behalf of the employee within 48 hours of the
written report. (The individual retains the right to take individual legal action
if they deem appropriate and necessary.)

o Allthreats will be reviewed and forwarded on to the appropriate staff.

o Employees impacted by the threat will have opportunities to “debrief” with
the Intervention Team.

¢ Other considerations when following the above procedures:

o Inthe absence of the employee’s supervisor, contact any Agency
supervisor.

o Supervisors will check with other Agency supervisors and related Agency
personnel, e.g., County Social Service staff, to retrieve all client information
available.
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o Inthe absence of the department Director or Executive Director,
supervisors will confer with other supervisors.

o0 Available supervisors will team up with the employee and make the
necessary decisions at the set timeframe.

BEHAVIORAL MISCONDUCT PENALTIES AND APPEAL

¢ The Intervention Team will review the report of inappropriate behavior, harassment,
or threats of violence. This review may involve an interview with the employee
identifying the situation and/or the client precipitating the incident. A decision will
be made as to the actions taken against the client, if any. This decision will be
communicated to the client by the Intervention Team.

e If requested in writing, the client may appeal the decision made by the Team and
plead his/her case in a hearing with them. A closed deliberation will ensue, with a
final decision communicated to the client in writing within five (5) working days.

¢ Further involvement with AEOA services will be made available to the client only on
the condition that they agree to, sign, and follow a Conduct Agreement (see
below.)

¢ Questions or concerns regarding this policy/procedure guide should be directed to
your immediate supervisor or the department Director.

e Departments/programs may have their own code of conduct policies as well.

Incident Incidents/threats/vandalism/violence/etc. MUST be reported immediately.
Report Form | Please use the following form: Incident Report Form

Also located at AEOA website - Employee Portal >Agency Resources —>Incident Report]

Form
Date 12/23/95
Effective:
Date 12/21/22
Revised:
Contact Jessica Zollar
Person:
Department | Central
Responsible:
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CONDUCT AGREEMENT

| have read, understand, and agree to fully adhere to the following AEOA conduct and
behavior policy.

POLICY STATEMENT

AEOA maintains the policy that Agency employees and volunteers have the right to expect a
safe and secure environment, free from harassment, intimidation, and violence. Actions or
threats of actions deemed verbally- or physically harmful to other persons or property are
simply not acceptable and will not be permitted.

It is the right and responsibility of each employee to immediately report to their supervisor or
another designated administrator incidents of harassment or threats of any violence to oneself,
clients, and Agency or personal property.

This policy covers inappropriate behavior, harassment, or violence in regular worksite
employment situations plus other Agency locations and times during attendance at Agency-
related events and sponsored functions.

This agreement is in effect for the following time period

to and will be reviewed on

| understand that AEOA employees and volunteers are required to report incidences of
inappropriate behavior, violence, and threats.

| further understand that failure to conduct myself in an appropriate manner may result in
termination from services provided through AEOA.

Client Signature Date

AEOA Employee Signature Date
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ADMINISTRATIVE POLICY

Subject:

Employee Records & Client Program Records

Purpose:

Employee Records and Confidentiality

Policy/Procedure:

POLICY

It is the policy of AEOA to maintain an official Employee Record on each employee,
which will be confidential and located in the Human Resources Department.

PROCEDURES
e Access to Employee Records
o The Executive Director, Assistant Executive Director, Human Resource
staff and authorized department Directors and Managers may review
the employee record only on a need-to-know basis. Information in an
employee record will not be released without a subpoena or signed
release from the employee. However, the Human Resources
Department may release the following information without first
obtaining the consent of the individual involved:
= Employment dates
= Position held
=  Employment status (full-time, part-time, etc.)
e Government Data Practices Act
o Information contained in an AEOA employee record is, with few
exceptions, public in nature. As such, state statute requires that these
records be maintained in a fashion that will allow appropriate
supervision and, during reasonable hours, public inspection.
Therefore, issues of access and control are as follows:

e Employee Access—All Agency employees have the right to inspect and verify
the accuracy of their employee record provided the review takes place in the
Human Resources Department.

o Procedure:

= Employees may have access to their records during normal
business hours of 8:00-4:30 Monday-Friday by contacting the
Executive Secretary or Human Resources Manager to set up
an appointment. The review will take place in the presence of a
Human Resources representative.

= Employees or separated employees may request copies of
documents from their employee record. A reasonable fee may
be charged for copies.

= Former employees may review their employee record once
within one (1) year after separation.
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= Employees who, after inspecting their employee record, feel
that any material is inaccurate or irrelevant may submit a
written request to the Human Resources Manager to have
material revised or removed from the record. If such a request
is not granted the employee will be permitted to place a written
statement of disagreement in the record.
¢ Any Request for Employee Information—Any requests for AEOA personnel
information should be referred to the Human Resources Department. Any
requests pursuant to the Minnesota Data Practices Act shall be referred to
the Executive Director.
o Procedure:
= A request for information shall be in writing stating the purpose
for which the data will be used. The request shall be addressed
to the Executive Director.
= Only that information classified public by Minnesota Statue
Section 13.43 will be released without authorization from the
individual about whom the request is being made.
* In reference to point b), the requesting party may be allowed to
inspect and copy information. The requestor may be charged a
reasonable fee for the associated expenses, i.e., copy charge,
employee time to retrieve data.
= Every personnel file will contain a data release log that will
contain the date of each information request of employment
validation, the name of the requesting party, and actual
information that was released.
¢ Notification of Information Change
o Employees will notify the Human Resources Department of any
change in information in the employee record. This applies to change
in address, name, telephone number, emergency contact, social
security information, tax exemptions, benefit or annuity changes, or
immigration status.
o Contents in Record—The employee record may include, but is not
limited to, the following:
= Application for employment, resume, and references
= Confirmation of employment
= Job description
= Orientation/benefits/personnel checklists
» Performance evaluations three (3) years minimum
= Corrective action letters/notices
= Letters of commendation
= Letters of resignation/resignation notices
= Educational certificates
= Salary and compensation history
= Employment records related to promotions, demotions, transfers,
layoffs, termination, rate of pay
» Paid leave slips
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= Medical Information—All medical information will be retained in a
separate confidential file.

» Employee Record Retention—Human Resources will retain
employee records as outlined in federal and state statutes and
regulations.

Program Participant Files Policy
It is the policy of AEOA to create a participant file for each program participant,
which is maintained and guided by each respective department program or funding
source.
e Participant File Information
e Referto the Agency Financial Policy for client retention/destruction policy as
specified by funder.

o All program participant records will be reviewed annually, and/or on
an ongoing basis based on program guidelines. Department Directors
are responsible for assigning persons(s) responsible for the program
file, its contents, internal and external access, and security. That
assignment must be in writing and contained in the project file.

o Names and addresses of program participants are public based on
program guidelines. All other benefit information is private and shall
not be disclosed except pursuant to a court order or an investigation
relative to the administration of program.

o All program participants will receive information on the Tennessen
Warning. Some programs require annual review and signature of the
Tennessen Warning.

o All program participants have the right to contest accuracy or
completeness of information stored on them with this agency upon
written request. That request must include both identification of the
incorrect or incomplete information and the participant’s suggested
correction or addition. Participants will be informed within thirty (30)
days of the Agency’s disposition of their request. Information
determined to be incorrect or incomplete will be corrected.

o Program participants have the right to appeal an adverse
determination of their request for correction of information stored with
this agency. Appeals will follow the process determined by the
program funding source.

o Internal and External References: Minnesota Government Data
Practices Act, Minn. STAT. 13.3

Date Effective: 10/12/88
Date Revised: 12/21/22
Contact Person:

Department Central
Responsible:
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Arrowhead Economic Opportunity Agency
702 Third Avenue South
Virginia, MN 55792-2797
Please click the link below to acknowledge you have read
and understood the Employee Personnel Policy
https://forms.aeoa.org/Forms/ppr

Distribution: Employee's
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