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Ronald Logsdon, Executive Director

Welcome!

Welcome to the Audubon Area Community Services, Incorporated family.  We wish you every success as a new employee.

Your fellow employees look forward to working with you.

Our employees are expected to contribute directly to Audubon Area Community Services, Inc.'s continued growth, success, and services we provide.  Take pride as a member of the Audubon Area Community Services team.

The agency's Personnel Policies and Procedures Manual describes employee expectations and outlines policies, procedures, guidelines, and available benefits for eligible employees.  Please, familiarize yourself with this manual.  It should answer your policy and benefits questions.

We hope that your Audubon Area Community Services employment will be challenging, enjoyable, and rewarding.  Again, welcome!

If you have questions regarding this manual, please address them to the Personnel and Orientation Director at your orientation or, at any time during your employment, to your supervisor or to me. 

Cordially,

Ronald Lee Logsdon

Executive Director

Acknowledgment of Receipt of Audubon Area Community Services (AACS) Personnel Policies and Procedures Manual

This certifies that I have, on the date written below, received for review a copy of the Personnel Policies and Procedures of Audubon Area Community Services, Inc., as approved by the Board of Directors.

It is my understanding that I am to read or have read to me the Personnel Policies and Procedures Manual within two weeks after receipt.  

My signature below certifies that I received the Personnel Policies and Procedures Manual.  

Upon completion of my review, I shall return the copy of the manual to my center/office supervisor.  I understand that copies of the manual are on permanent file at my job site and that I may check out a copy for review as needed, but that the manual shall be returned to my supervisor after each removal of the manual from its permanent location at my job site.  

I understand that I have the opportunity to ask questions and receive clarification or explanation on anything in this manual about which my understanding is uncertain or unclear.  I further understand that it shall be my responsibility and obligation to initiate such inquiry and that I will contact either the Personnel and Orientation Director (270/686-1629) or the Executive Director (270/686-1610) if explanation or information is needed.

____________________________                  
_____________________________

 
Employee Signature

                                


 Date

____________________________                 
______________________________

  
Employee Name (Print)

                                          Position 

Certification of Reading the Policies and Personnel Procedures 
This is to certify that I have carefully read or had read to me the Personnel Policies and Procedures Manual of Audubon Area Community Services, Inc., (AACS, Inc.) as approved by the Board of Directors.  

I understand the rules, policies, terms, and conditions related to agency employment and agree to comply with them.  I understand that failure to do so may require disciplinary action or termination. 

I understand and agree that my employment with and compensation from the AACS is terminable‑at‑will, so that both AACS and I remain free to choose to end our work relationship with or without notice or with or without cause.  I understand that no member of the AACS management, except the Executive Director, may authorize binding agreements with me pursuant to the terms and conditions set forth in the agency's Personnel Policies and Procedures Manual.  I will not rely on any promises, statements, or representations to the contrary only if they are in writing and signed by the Executive Director.

I understand that nothing in this manual implies in any way a contracted term of employment, but it provides conditions and guidelines to enhance a quality work environment for me during my AACS employment.  

I further understand that the agency Board has the right, without prior notice, to modify, amend, or terminate policies, practices, benefit plans, and other agency programs within the limits and requirements imposed by law.

____________________________                   
____________________________

Employee Signature 





    Date

____________________________  

Employee Name (Print)



______________________________  


_________________________

Employee Social Security Number



Position

AUDUBON AREA COMMUNITY SERVICES, INC.


PAGE

STATEMENT OF MISSION
i  

INTRODUCTION
ii  

ORGANIZATIONAL CHART
iii  

SUMMARY OF MAIN TOPICS

SECTION

GENERAL STATEMENT
1

EMPLOYMENT
2

PAY PRACTICES
3

EMPLOYEE BENEFITS
4

ABSENCE FROM WORK
5

EMPLOYEE CONDUCT
6

COMPLAINTS OF DISCRIMINATION
7

EMPLOYEE DEVELOPMENT
8

EMPLOYEE TRAVEL
9

REDUCTION-IN-WASTE
10

ADMINISTRATIVE PROCEDURES
11

PUBLIC INFORMATION POLICY
12

CHILD DEVELOPMENT  POLICIES & PROCEDURES
13
GRANTS FOR COLLEGE AND GRADUATE COURSE TUITION
14

INDEX
15
APPENDIX
16
STATEMENT OF CONFIDENTIALITY
i

PRINCIPLES OF ETHICAL CONDUCT
ii

DRUG-FREE WORKPLACE ACT OF 1988 POLICY STATEMENT
iii

GUIDE TO PERFORMANCE APPRAISAL
iv

AACS POSITION CLASSIFICATION CHART
v

AACS SALARY CHARTS
vi

AACS HOURLY WAGE CHARTS
vii  

TABLE OF CONTENTS

Mission
i

Introduction
ii

Organizational Chart
iii

GENERAL STATEMENTS 
1

Introduction and General Provisions
1.1

Personnel Policies Amendment Procedures
1.2

AACS Board of Directors' Role and Authority
1.3

Board of Directors' Key Committees
1.4

Executive Director's Role and Authority
1.5

Personnel Manager's Role
1.6

Supervisors' Roles and Responsibilities
1.7

Employee Limitations
1.8

Employer-Employee Relations Code
1.9

Definitions and Acronyms
1.10

Employment Disclaimer
1.11

EMPLOYMENT
2

Equal Opportunity and ADA Policy
2.1

Harassment
2.2

AIDS Policy
2.3

Advertising Employment Vacancies
2.4

General Hiring Policies
2.5

Selection Procedures
2.6

Disclosure of Criminal Records
2.7

Immigration Reform and Control Act of 1986
2.8

Orientation
2.9

Work Schedule/After Hour Entry
2.10

New Employee Period
2.11

Employee Status and Categories
2.12

Position Descriptions/and Amendments
2.13

Transfers and Promotions
2.14

Multiple Family Members
2.15

COMPENSATION
3

Salary Administration
3.1

Salary Payment Procedures
3.2

Overtime
3.3

Salary Adjustments
3.4

Payroll Corrections
3.5

Program Funding Limitations
3.6

Payroll Deductions
3.7

Exempt Positions
3.8

Restrictions Regarding Board Members' Immediate Family
3.9

Direct Deposit ...............................................................................................................
3.10

EMPLOYEE BENEFITS
4

Disclosure of Benefits
4.1

Group Benefits/Health and Wellness
4.2

Retirement and Income Protection Benefits
4.3

Accrued Leave Time
4.4

Severance Pay
4.5

COBRA Health Insurance Conversion Rights
4.6

Employee Morale Benefits
4.7

ABSENCE FROM WORK
5

Holidays
5.1

Family Leave
5.2

Military Leave
5.3

Jury and Witness Leave
5.4

Excused Absence
5.5

Family Bereavement Leave
5.6

Time Off to Vote 
5.7

Unpaid Leave of Absence
5.8

Emergency Closings
5.9

EMPLOYEE CONDUCT
6

Non-Disclosure of Confidential Information
6.1

Employee Conduct, Rules
6.2

Agency Loyalty
6.3

Tardiness and Absenteeism
6.4

Client Relations
6.5

Outside Employment
6.6

Conflict of Interest
6.7

Personal Telephone Calls and Postage Meter Use
6.8

Telephone Communication
6.9

Drug and Alcohol-free Workplace
6.10

Hatch Act
6.11

Non-smoking Policy
6.12

Dress Code
6.13

Work Area Maintenance
6.14

Security Inspections
6.15

Personal Property
6.16

Personal Use of Agency Property
6.17

Computer Software (Unauthorized Copying)
6.18

Electronic Communications
6.19


Cellular Telephones
6.20

COMPLAINTS OF DISCRIMINATION
7

Equal Opportunity Officer Responsibilities
7.1

EMPLOYEE DEVELOPMENT
8

Employee Supervision Policy

8.1

Employee Performance Appraisal
8.2

Employee Career Development
8.3

Professional and/or Organizational Career Development
8.4

EMPLOYEE TRAVEL
9

General Travel Policies
9.1

Travel Terminology
9.2

Allowable Transportation Expenses
9.3

Subsistence Expenses
9.4

Travel Advances
9.5

SAFETY AND REDUCTION-IN-WASTE
10

Safety Rules
10.1

Preventing Fraud, Waste, and Abuse
10.2

Reduction in Environmental Waste 
10.3

Workplace Violence
10.4

ADMINISTRATIVE PROCEDURES
11

Personnel Records
11.1

Personnel Information
11.2

Suggestion Procedures
11.3

Disciplinary Procedures
11.4

Conflict Resolution Procedures
11.5

Terminations
11.6

Visitor's Policy
11.7

Donations
11.8

Personal Mail
11.9

PUBLIC INFORMATION POLICY
12

Public Availability of Records/News Releases
12.1

HEAD START/CHILD DEVELOPMENT POLICIES & PROCEDURES
13

Head Start Director's Role
13.1

Head Start Policy Council's Role
13.2

Policy Council Personnel Committee
13.3

Hiring Regulations Under the Head Start/Child Development Unit
13.4

Corporal Punishment, Isolation and Child Safety
13.5

GED Requirement for Head Start Staff
13.6

Child Development Credentials for Head Start Teachers
13.7

Grants for College Tuition and Books (Head Start Only)
13.8

Incentive Compensation for Head Start/Child Care Workers

  Enhancing Their Educational and Professional Credentials
13.9

Years of Experience Compensation for Years Head Start/
13.10

   Child Development Staff

Cost of Living Adjustment (COLA) Compensation
13.11

   for Head Start

FAMILY PRESERVATION/REUNIFICATION COURSE TUITION
14

Grants for College and Graduate Course Tuition
14.1
INDEX
15
APPENDIX
16

Statement of Confidentiality
i

Principles of Ethical Conduct
ii

Drug-Free Workplace Act of 1988 Policy Statement
iii

Guide to Performance Appraisal
iv

AACS Position Classification Chart
v

AACS Salary Charts
vi

AACS Hourly Wage Charts
vii

Affirmative Action Program
viii 

Index of Operational Memorandums
ix

Statement of Mission

Developing resources..

Investing in human potential

i

Introduction

The Structure of the Agency:

The Audubon Area Community Services, Inc., (AACS) is an "umbrella" agency.  That is, it operates a number of sometimes disparate projects under its organizational structure.  

The AACS, Inc. is the legal entity which provides the "umbrella," or "foundation," if you prefer.  In effect, the agency operates like several "businesses" under the unified management of an executive director, a consolidated accounting/fiscal control and disbursement system, and the policy environment and oversight of the Board of Directors.

All agency contracts and grants belong to the Board of Directors, which is legally responsible for compliance with all laws, regulations, and grants/contracts compliance.  Each grant or contract carries its own requirements; the AACS Board may employ variations with respective grants/contracts.

Benefits and wages treatment may vary by project.  For example, a congressionally-mandated increment may apply to one categorical fund source/project, but not another; or certain mandated personnel action reviews/concurrence may apply to employees of one project, as with Head Start, but not another.

Each agency project has its own budget and "program account" by which funding and budget considerations are made.  While every employee is an employee of the AACS, Inc., he/she is budgetarily attached to one or more program account/funding stream, and all employee funding decisions are limited by that fact.

