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WELCOME T0 CLEARWATER COUNCIL OF GOVERNMENTS!
Starting a new job is exciting, but at times can be overwhelming. This employee handbook has been developed to help you get acquainted with Clearwater COG and answer many of your initial questions.

As an employee of Clearwater, the importance of your contribution cannot be overstated. Our goal is to promote and support the finest quality services to individuals with disabilities and enhance the quality of their lives.

You are an important part of this process for your work directly influences the lives of the people served in our member counties.

This employee handbook explains our personnel policies and benefits, as well as the specific opportunities and responsibilities that exist for you within our organization. In an effort to be responsive to the needs of a growing organization, changes or additions to this handbook will be made when necessary. We will keep you informed when these changes are made.

We are glad you have joined us, and we hope you will find your work to be both challenging and rewarding.

Sincerely,

Nancy Richards

Executive Director
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The policies outlined in this handbook should be regarded as management guidelines only. Clearwater COG retains the right to make decisions involving employment as needed in order to conduct its work in a manner that is beneficial to our employees and our organization.

This employee handbook also summarizes the current benefit plans maintained by our organization. If any questions arise regarding the implementation or interpretation of any benefit plan, the terms and conditions of the actual plan documents and summary plan descriptions will control rather than the summaries contained in this handbook. The employee handbook (and other plan documents) are not contractual in nature and do not guarantee any continuation of benefits.

Our organization adheres to the policy of employment-at-will, which permits the organization or the employee to terminate the employment relationship at any time, for any reason. Neither the policies contained in this employee handbook, nor any other written or verbal communication by a supervisor, are intended to create a contract of employment or a warranty of benefits. The policies contained in this handbook may be added to, deleted or changed by the organization in its sole discretion, except that we will not modify our policy of employment-at-will in any case.

ORGANIZATIONAL GOALS

Since our inception, we have worked to maintain a high level of performance in our professional approach toward meeting the needs of the individuals we serve. The mission of Clearwater COG reflects our philosophy.
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MISSION STATEMENT

Clearwater Council of Governments is committed to persons with mental retardation and developmental disabilities enabling them to shape their own lives through community living choices.

Guiding Principles

· All people have dreams and aspirations. A commitment to helping people determine their dreams, and respecting those dreams, is essential.
· Everyone has the ability to contribute to their community in a meaningful way. Giving of ourselves establishes a sense of belonging.
· It is crucial to have a support network or circle of close friends and family to provide strength and assistance. Helping people develop and maintain relationships is an on-going process.
· If people have choice and control, they will purchase services in a way that will allow them to get what they need, pay only for what they get, make real investments, and spend money more efficiently.

· The role of the professional must change from working for the system to working for people. Professionals will be instrumental to linking people to supports, helping them create relationships, and help make dreams come true.

· Self-determination requires the attitude that nothing is impossible. “No” becomes “How can we do this?”

EMPLOYEE RELATIONS PHILOSOPHY

We are committed to providing the best possible climate for maximum development and achievement of goals for all employees. Our practice is to treat each employee as an individual. We strive to develop a spirit of teamwork, individuals working together to attain a common goal. Communications are open and problems can be discussed and resolved in a mutually respectful atmosphere taking into account individual circumstances and the individual employees.

We firmly believe that by our communicating with each other directly, we can continue to resolve any difficulties that may arise and develop a mutually beneficial relationship.

In addition, we encourage staff development through various training programs. In-service training is encouraged and may be reimbursed by Clearwater COG. 

Pursuant to OAC 5123:2-1-05 Clearwater COG shall conduct background investigations, Nurse Aide Registry check, Abuser Registry check and obtain a signed felony statement of all persons who are under final consideration for employment in a direct service position.

Upon hire, all employees will receive initial and annual training on incidents adversely affecting health and safety.


EQUAL EMPLOYMENT OPPORTUNITY

Our organization is committed to the full utilization of all human resources and to a policy of equal employment opportunity. Our organization will not discriminate against employees or applicants for employment on any legally-recognized basis including, but not limited to, race, age, color, religion, sex, pregnancy or other related illnesses arising from pregnancy or childbirth, marital status, veteran status, national origin or physical or mental disability.


NON-HARASSMENT

It is our policy to prohibit harassment of one employee by another employee or supervisor on any basis including, but not limited to, race, age, color, religion, sex, pregnancy or other related illnesses arising from pregnancy or childbirth, marital status, veteran status, national origin or physical or mental disability.

The purpose of this policy is not to regulate our employees’ personal morality. Rather, it is to assure that, in the workplace, no employee harasses another on any of these bases.

While it is not easy to define precisely what harassment is, it certainly includes slurs, epithets, threats, derogatory comments or visual depictions, unwelcome jokes and teasing.

Any employee who feels that (s)he is a victim of such harassment should immediately report the matter to the Executive Director or the President or officers of the Clearwater COG Board. The organization will investigate all such reports as confidentially as possible. Adverse action will not be taken against an employee who reports or participates in the investigation of a violation of this policy. Violations of this policy will not be permitted and may result in disciplinary action, up to and including discharge.


Members of the immediate families of Clearwater COG staff and Board members may not be hired to work for Clearwater COG.


PHYSICAL EXAMINATIONS

All employees must complete a physical examination within 30 days of hire.  Physical examinations are reimbursed up to $100 by Clearwater COG.  Employment with Clearwater COG is contingent upon the physical examination being completed.


Your performance is important to our organization and reviewed by your supervisor on an ongoing basis. Once each year, on or about your anniversary date, your supervisor will formally review your job progress within our organization and help you to set new job performance plans.  New employees will be evaluated at 120 days to review performance and aptitude for the job.

Our performance review program is designed to provide a basis for better understanding between you and your supervisor, with respect to your job performance, potential and development within the organization. The performance review will be evaluated with reference to the requirements of the job as defined on the position description. 

Each new employee shall have a written evaluation from the immediate supervisor at mid-point, and prior to the end of the probationary period and at least once a year thereafter. These annual evaluations shall form the basis for promotion, determining work performance, and/or reference writing. Criteria for the evaluations will consist of the position description, program objectives, personal career development plans, compliance with policy and procedures, written records kept by the employee and the supervisor, and any other material from competent sources which are pertinent. You will have the opportunity to review, discuss, and make written comments of the evaluation. 


Attendance is a critical element in delivering quality care to individuals served by Clearwater COG.  Therefore, we have created an Attendance Incentive Plan that encourages excellent attendance and recognizes those who maintain perfect attendance for specified periods of time.

All regular and part-time employees are eligible to participate and earn cash awards over and above their regular pay. (See the Sick Leave policy for more details)

EMPLOYEE SCHEDULES

The workweek for each employee shall be designated on the position description. Most schedules comprise a 40 per hour workweek, including a paid lunch and breaks, Sunday 12am through Saturday 12am.  The workweek schedule is denoted on the employee’s position description and may be flexible and variable.  Alterations of your schedule are subject to your supervisor’s approval. 

You may take two (2) breaks per an eight-hour day, not to exceed fifteen (15) minutes each. Lunch break is a paid one-half (1/2) hour. Scheduling of your breaks and lunch breaks should be done with approval from your supervisor.

There may be an occasion to work overtime in order to successfully meet the needs of the individuals we serve. All overtime must be approved in advance by your supervisor. 

Non-exempt employees should reschedule their work time within the pay period.  Earned comp. time and taken comp. time must be approved by the Executive Director.  If necessary, non-exempt hourly employees will be paid at a rate of time and one-half their regular hourly rate for actual hours worked over 40 hours per week or may choose compensatory time off. (See Compensatory Time Accrual policy)

Management staff is exempt from overtime pay according to the Fair Labor Standards Act. They may accrue rescheduled time as approved by their supervisor and to be taken at a later date. Accrued rescheduled time is not to exceed 56 hours before the employee uses it.

COMPENSATORY TIME ACCRUAL 
Compensatory time may be earned for non-exempt employees when the employee works over 40 hours in a regular workweek. For example; if you work 45 hours in a regular workweek you will receive one and one-half (1 and 1/2) hour of “comp” time to use in lieu of overtime pay within the same pay period. The employer is required to keep and post an accurate record of hours earned. The maximum amount of accruable hours is 56 to be used within a reasonable time from the time of the request to use the hours.


TIME RECORDS

Non-exempt employees are to sign in no sooner than 10 minutes prior to the start of the work shift and are to sign out no later than 10 minutes after the work shift is over. Unless, approved to work overtime by the supervisor. 

The Clearwater COG timesheet is the official record of the employee’s time worked. It is the employee’s responsibility to complete the time sheet in a timely and accurate manner. Each employee must accurately record his/her actual starting and finishing times, breaktime and lunchtime. The time sheet is to be turned into the supervisor at the end of each pay period for final approval and submittal for payment.  Falsification of time records is subject to 

the appropriate progressive discipline.


Clearwater COG makes every effort to offer salaries that will attract and retain competent staff while remaining within budget restrictions. In accord with the budget, each employee’s compensation is reviewed once a year. Your total compensation consists not only of the salary you are paid but also of the various benefits you are offered, such as group health, dental, life and disability insurance. 

Wage adjustments are approved by the Clearwater Council of Governments Board.

Clearwater COG recognizes individual contributions made by each of its employees and strives to compensate them fairly, equitably, and competitively within practical restraints. Clearwater’s compensation system financially rewards the efforts of its hard working and productive employees. 

With this philosophy, Clearwater strives to provide excellent service to its individuals and general public; to establish a productive and satisfying work environment; and to provide reasonable opportunity for its employees to receive a better living for themselves and their families.

A newly appointed employee with no related job experience should normally receive an entry-level market rate. When the newly hired employee has exceptional experience/qualifications the employee may receive a higher rate of compensation than an entry-level market rate. 

The salary or hourly wage is determined by market rates and established prior to the date of hire. Salary or hourly wage adjustment are based on the annual budget and available funds approved by the Board.


TRAVEL REIMBURSEMENT

Employees are reimbursed for expenses incurred while conducting business for Clearwater COG. The expenses that deem reimbursable are; transportation, telephone, lodging, meals and other necessary expenses associated with official business travel.  If an employee charges business expenses to their credit card, any points or miles accumulated cannot be used for personal use.

Employees who must travel are required to have a valid driver’s license and adequate insurance a copy of which is on file at the Clearwater COG office. Clearwater COG requires employee’s to review insurance policies annually to assure adequate protection against legal action. This is a condition of employment. 

In order to be reimbursed, employees must claim expenses by submitting a completed reimbursement form to the supervisor with receipts. The form must be forwarded to the business office within thirty (30) days of the expense. Mileage is reimbursed at forty-six (46) cents per mile. Meals are reimbursed at $35 per day if the employee is on professional leave for the entire day (before 7am and after 6pm). For non-all day travel the following rates apply: Breakfast - $5; lunch - $10; and dinner - $20.  Receipts are required to be submitted.  Only meals associated with an overnight stay will be reimbursed by the Clearwater Council of Governments.


All employees are paid every other Friday for the previous two weeks of work (26 pay periods per year). There is up to a two-week payroll delay, depending on the date of hire. Checks are mailed to the employee’s home from Marion County on the Friday of payday or with written notice authorizing someone else to pick up the check, the check will be released to the authorized person only. 


Full time employees have ten paid holidays per year. Sunday holidays are observed on Monday and Saturday holidays are observed on Friday. The holidays are as follows:





Fourth of July





Labor Day





Columbus Day





Veterans’ Day





Thanksgiving 








Christmas 





New Year’s Day





Martin Luther King Day





Presidents’ Day





Memorial Day

In addition, the agency is closed and employees are paid their salary on the following days each year: the day after Thanksgiving and Good Friday.

Reasonable accommodation will be made for an employee’s religious Sabbath or holiday upon adequate notice to the supervisor. 

Employees are eligible for paid holidays immediately upon hire.  Employees receive holiday pay if they are in an active pay status means that they receive payment for hours worked or receive sick leave or vacation pay during that pay period.


Full-time and part-time employees are eligible for paid vacation time. Full time employees who work 40 hours per week or more or part-time employees working more than 20 hours per week earn vacation. Employees working less than 40 hours per week will be pro-rated. A total of twelve months of service is required before eligibility for vacation is established. 

The rate of time accumulated for vacation is in accordance with length of service and can be accrued. Employees may not carry over more than 3 times their accruable vacation. 




1 year through 7 years

80 hours




8 years through 14 years

120 hours




15 years through 24 years

160 hours




25 years or more


200 hours

Requests for vacation days should be submitted in writing at least fourteen days in advance to the supervisor. When possible, vacation periods will be assigned in accordance with employee requests, taking operating requirements into account. Length of employment determines priority when scheduling vacation times.

Clearwater COG encourages employees to use allotted vacation time each year. Employees will be compensated for any earned and unused vacation credit upon separation from the COG.

Full-time employees will have the option of converting accumulated vacation leave to cash in June every year if they meet the following criteria



-minimum of 6 weeks of sick leave balance



-minimum of 3 weeks of vacation leave balance as of July 1 (based on

 


normal work week)



-conversion in increments of one week balance (based on normal work

week) 


SICK LEAVE

All employees accrue sick leave at the rate of 4.60 hours for each 80 hours worked. Sick leave shall be charged in minimum units of one half-hour. A sick leave bonus of $70 is available to any employee who completes 60 consecutive scheduled workdays without the use of any sick leave.  Employees transferring from one public agency to another (within a 10 year period) shall be credited with the unused balance of the accumulated sick leave credit.
Sick time may be used for personal or immediate family illnesses or death. For the purposes of this policy the term “immediate family” includes the following: parent(s), brothers, sisters, spouse, children, grandparent(s), parents-in-law, or significant other. 

Approval for sick time should be directed to the supervisor in as much advance as possible. Employees cannot continue to accrue sick time while on “leave without pay”. However, if you do not use your sick days during the year, you may carry them into the following year. 
Employees who accumulated 10 years of service with the COG may, upon retirement or resignation, convert their earned but unused sick leave to cash.  See the sick leave policy for the conversion.  Employees who do not accumulate 10 year of services will not be paid for unused sick leave.


OTHER TYPES OF LEAVES

Jury Duty: Upon presentation of proof of service, an employee required to perform jury duty, or subpoenaed as a witness, shall be given full pay for all days served. The amount the court reimburses the employee shall be submitted to the COG. Employees will not be compensated for court leave that is personal in nature.

Personal Days: Full-time employees may take up to 24 hours of personal leave (32 hours for employees hired before 7/23/08) per year as needed with approval from the supervisor.  Hours will be pro-rated for employees that start with the mid-year.  Personal days must be used at minimum units of one half hour and only upon successful completion of the probationary period.  Employees entitled to personal leave shall have the option to carry forward the allowable unused personal leave credit at December 31 each year.  See Personal Leave Policy for conversion.
Military Leave: Employees who are required to serve in any branch of the Armed Forces of the United States or are engaged in state military service will be given the necessary time off, without pay.


A leave of absence without pay may be granted by the Executive Director as a matter of administrative discretion.  When reviewing requests for leave without pay, the Executive Director will consider the following:

a. The expense of securing and training a substitute.

b. The obligation to provide employment to the employee upon his/her return.

c. The irretrievable loss of service to the Clearwater COG while the employee is on leave.

A personal leave of absence may be granted for a maximum of six (6) months.  

An educational leave including training or specialized experience, which would be of benefit to the COG may be granted for a maximum of two (2) years.

An approved disability leave of absence may be granted for a maximum of six (6) months.

Upon completion of a leave of absence, the employee is returned to the position he/she formerly occupied or to a similar position.  While on leave of absence the employee does not earn sick leave or vacation credit.

FAMILY MEDICAL LEAVE ACT (FMLA)

Eligible employees shall be provided up to a total of twelve (12) weeks of a combination of paid and unpaid leave each year. The following events qualify for FMLA:

· The birth and first year care of the employee’s child

· The placement of a child with the employee for adoption or foster care

· A serious health condition of an employee’s spouse, child or parent

· A serious health condition that makes the employee unable to perform the essential functions of the position of such employee

Entitlement for childcare ends after the child reaches age one (1) year or twelve (12) months after their date of adoption or foster placement. The childcare entitlement applies to stepparents and persons acting “in loco parentis” as well as to biological and adoptive parents.

In order to qualify for FMLA the employee must have been employed for more than twelve (12) months of active service. An employee must have worked more than 1,250 hours in the previous twelve (12) months. And an employee who receives a salary among the top ten (10) percent of Clearwater COG’s work force may be exempted from certain protections if certain criteria are met. 

Qualified employees who take family or medical leave under this provision are entitled to the continuation of health care benefits during the period of the leave not to exceed a total of twelve (12) weeks of paid/unpaid leave per year. Clearwater COG will continue to pay Clearwater’s share of the health insurance premium for up to twelve (12) weeks. 

Employees do not accrue seniority or benefits, other than health care benefits during the time of family or medical leave unless they are on approved paid leave of absence such as sick leave or vacation leave. 

The employee should give at least thirty (30) days notice of the date of the proposed leave. In the case of adoptions or an unexpected birth or placement, the employee shall provide as much notice as possible. 

In the case of a medical leave the employee shall provide certified information from the health care provider of the person involved. When returning to work from a medical leave the employee must submit certified proof from a health care professional that work may be resumed.

Employees must apply for and utilize any accrued paid leave prior to being eligible for unpaid family and medical leave.  Leave may be taken intermittently or on a reduced leave schedule with Executive Director approval.  Only the amount of leave actually taken while on intermittent/reduced schedule leave may be charged as FMLA leave.  

In addition:  FMLA leave cannot be used in rating attendance for performance evaluations and/or be counted as an absence when determining qualifications for an attendance bonus. 

PROGRESSIVE DISCIPLINE

The tenure of every employee shall be during good behavior and efficient service. The supervisor may take corrective action against an employee for good cause. Causes for disciplinary action shall include but not limited to:


Incompetence




Inefficiency


Dishonesty





Drunkenness


Immoral conduct




Insubordination


Abuse and/or neglect of fellow employees
Neglect of duty


Discourteous treatment of the public

Absence without leave

Or any other failure of good behavior or any other acts of malfeasance, misfeasance, or nonfeasance in office, or any violation of such sections of the rules of Clearwater COG, or any other causes.

Discipline will be administered in successive steps, with due regard for the severity of the violation. Progressive discipline shall take into account the nature of the violation, as well as the employee’s record of discipline and his/her record of conduct.

Forms of disciplinary actions are:

1. Verbal warning

2. Written reprimand

3. Suspension without pay

4. Discharge from employment

Employee’s of Clearwater COG are employees-at-will which permits the Executive Director of Clearwater COG to terminate the employment relationship at any time, for any reason.


TERMINATION

In the event an employee should decide to end employment with Clearwater COG, it is suggested that you provide the supervisor with at least a two week advance notice. Your thoughtfulness will be appreciated and noted in a favorable light. This consideration will be highly considered when completing future references and/or reapplying with Clearwater COG. 

All resigning employees will be offered a brief exit interview prior to leaving.

You should notify Clearwater COG if your address changes during the calendar year the termination occurs so that your tax information will be sent to the proper address.


PERSONNEL RECORDS

Employees shall have a right of reasonable inspection of their official file. All personnel files are permanently retained by Clearwater COG. An employee who wishes to review his or her personnel file may do so by contacting the Executive Director.

Ohio Law requires that all public records be prepared and made available for inspection upon request to any member of the public at all reasonable times during regular business hours. Records shall be reviewed only in the presence of the Executive Director or designee. The public will have access to all records in the employee’s personnel file with the following exceptions:

(a) Medical records

(b) Records pertaining to adoption, probation or parole proceedings

(c) Trial preparation records

(d) Confidential law enforcement investigatory records

(e) Records of which the release is prohibited by State or Federal Law including criminal records checks and an employee’s social security number.

(f) Records that do not serve to document official functions or activities.

When an employee’s personnel file has been requested to be reviewed by a member of the public, Clearwater COG will attempt to notify the employee.

Any changes in personnel information about you must be reported in writing to the supervisor. This includes change of address, name, telephone number, number of dependents, marital status, beneficiary, etc. Changes cannot be made by telephone.   

CONFIDENTIALITY

Protecting confidential information is the responsibility of every employee, and we all share a common interest in making sure it is not improperly or accidentally disclosed. Most of the information (verbal, written and printed) and many of the events encountered by employees are considered to be of a confidential nature. Employees who have access to an individual’s confidential matters are required to maintain the confidentiality of this information by revealing it only to authorized personnel. If uncertain as to whether a matter or information is confidential, or who to reveal it to, the employee is required to contact his/her immediate supervisor, prior to revealing the information/situation to anyone.

Definition of confidential materials:

1. All files, records and information (audio, video, tapes, photographs, printed and written material) bearing any personal information regarding a recipient of services provided by Clearwater are considered confidential and are program property under the jurisdiction of the board.

2. Any material bearing an individual’s personal information, considered either new data or completed product, and regardless of origin shall be considered confidential.

Clearwater COG acknowledges all information maintained in an individual’s records shall be for valid programmatic purposes only and the confidentiality of such information shall be safeguarded. Rules and regulations about or pertaining to the confidentiality of records shall be followed. Any infraction of this policy will result in disciplinary or legal action.

ACCIDENT/INJURY REPORTS

It is the responsibility of each employee to report immediately to the supervisor any injury to the employee or an individual incurred on the job no matter how minor the injury appears. All accidents must be reported regardless if there was an injury to the supervisor. If it is determined that immediate treatment or examination is needed, the supervisor shall arrange transportation to the hospital or physician’s office and shall make any other necessary arrangements. 

It is the responsibility of the injured employee’s supervisor to initiate and oversee the completion of an accident report within twenty-four (24) hours after the injury was incurred (the employee should complete an accident report form by the end of the workday) and submit the completed report promptly to the Executive Director.  If the employee or the supervisor is uncertain as to whether or not an injury is considered to be job related, an injury report shall be completed and submitted to the Executive Director for review and determination.


SMOKE/DRUG-FREE ENVIRONMENT

Clearwater COG strives to maintain a safe and productive smoke and drug free work environment for its employees. Employees are strictly prohibited from smoking, possessing, distributing, dispensing or using any controlled substance in the work place or while performing their job. This smoke and drug free environment policy shall apply to all current employees and to applicants for employment. 

Violation of this policy may result in criminal prosecution and employee discipline, which may include termination from employment.

Employees who report for work in an altered or impaired condition entirely or partially due to the employee’s illegal use of a controlled substance or intoxicating consumption of alcohol will be subject to disciplinary action. A decision to pursue disciplinary action may be held pending completion by the employee of a drug rehabilitation program approved by Clearwater COG. If Clearwater decides to hold disciplinary action while an employee participates in a drug rehabilitation program, the employee assistance will remain confidential to the extent permitted by law and will not be noted in the employee’s personnel file. Employees who are determined to be eligible for participation in a rehabilitation program as an alternative to disciplinary sanction will be eligible only if they sign a release authorizing Clearwater COG to verify the employee’s treatment and progress in the rehabilitation program. These releases must satisfy all pertinent federal and state confidentiality laws.


BENEFITS

Health Insurance: Eligible employees may participate in our group medical insurance plan, which includes health, vision and dental insurance. Employees working 25 hours or more per week are eligible for group health insurance through Clearwater COG. For 2011, the Board had agreed that Clearwater COG will pay 75% of health insurance premium cost and 80% of vision and dental insurance premium cost and the employee will be responsible for the other 25% of the health insurance premium and 20% of vision and dental insurance premium which is payroll deducted BI-weekly.  Effective July 1, 2011, the Clearwater COG creates a separate class for insurance purposes for the Clearwater Athletic League.  Any employees hired to work under the Clearwater Athletic League will have to pay 100% of their insurance premiums (health, dental and vision). 
Life Insurance: Clearwater COG provides, at no cost to employees, term life insurance with “AD” and “D” provision. The coverage is: personal life - $25,000 and AD&D principal sum - $25,000. Employees are entitled to the benefits described in the Life Insurance Certificate if the employee is eligible for insurance under the provisions of the policy. 

COBRA: Upon leaving employment, employees who are eligible to receive extended health insurance coverage will receive notice of their eligibility for COBRA benefits along with an election form to complete for participation. A person electing to continue coverage must pay the entire insurance premium. The employee pays COBRA benefits for eighteen (18) months, twenty-nine (29) months or thirty-six (36) months depending on the qualifying event, and the employee elects to continue coverage. Marion County Board of Developmental Disabilities will administer COBRA.

Retirement: The retirement system to which employees contribute is the Public Employees Retirement System (PERS). As a member of PERS employees are required to make contributions to the system through payroll deductions. The current contribution rate is 10% of earnable salary. Employers are required to make contributions to the system on the basis of a percentage of reportable payrolls. The current contribution rate for employers is 14%. 

When an employee leaves Clearwater COG, they may elect to be reimbursed for the contribution the employee has made. The employee can receive in cash the amount that he or she has contributed to the system. The employee will not receive a cash amount, upon leaving, for the system contribution made by the employer. However, if an employee has worked five (5) years for Clearwater COG and has contributed to the system, the employee is eligible for service/age retirement.

Deferred Compensation: Provides for the deferral of a specified amount of before-tax dollars for investment. Such deferred amounts and all earnings, less any applicable charges, will be paid to you at a later date, usually when you are retired. The deferred amount is invested in one of several investment options available under the Plan that the employee personally selects. The maximum deferred amount is up to 25% of your gross compensation up to a maximum of $16,500 per year. 


When an employee is temporarily unable to perform essential job functions, the Clearwater COG may approve transitional/light duty work.  The employee must submit an evaluation from their physician indicating work restrictions and a prognosis for recovery.  Final determination is at the discretion of the Executive Director.

The maximum length of time an employee can remain in the transitional/light duty program is 90 calendar days.  At the end of 90 days if the physician of record will not release the employee to regular duty, the employee will be placed on the appropriate leave.  (i.e. sick, workers comp, leave without pay, etc.) 


BLOODBORNE PATHOGENS EXPOSURE 

Bloodborne pathogens are microorganisms in human blood that can cause disease in humans. They include, but are not limited to, the hepatitis B virus (HBV) and the human immunodeficiency virus (HIV). Occupation transmission of HIV is rare, but the lethal nature of HIV requires that we take every possible measure to prevent exposure. 

The OSHA standard mandated engineering controls, work practices, and personal protective equipment that, coupled with employees training will reduce the on-the-job risks of all employees exposed to blood.

Employees must adhere to universal precautions.

CLEARWATER COUNCIL OF GOVERNMENTS

EMPLOYEE HANDBOOK

ACKNOWLEDGEMENT OF RECEIPT AND DISCLAIMER

I have received the Clearwater Council of Governments Employee Handbook. I understand that this handbook serves, as an overview of the policies and procedures of Clearwater COG and does not replace them in any way. It is my responsibility to know and abide by all approved policies, procedures and rules and I understand that I will be directed by them.

I further acknowledge that the policies, benefits, rules and regulations set forth herein are not to be considered as creating terms and/or conditions of an employment contract, either expressed or implied. This handbook is subject to unilateral change by Clearwater Council of Governments without notice. 

I am solely responsible for updating the handbook, which has been issued to me whenever updates are provided. I also understand that this Employee Handbook is the property of Clearwater Council of Governments and that upon my separation from employment, this book is to be returned to Clearwater COG.


Employee Signature






Date

Employee Copy

HR - HANDBOOK
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