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Personnel Policy
Equal Opportunity Employer

The Pacific Northwest Salmon Center’s policy is to provide equal opportunity to all applicants, employees, volunteers and students.  Employment decisions are based on merit and business needs, and not on race, color, citizenship status, national origin, ancestry, gender, sexual orientation, age, religion, creed, physical or mental disability, marital status, veteran status, political affiliation, or any other factor protected by law.  

ADA:
It is the policy of PNWSC to comply with all the relevant and applicable provisions of the Americans with Disabilities Act (ADA).  We will not discriminate against any qualified employee, volunteer, or job applicant with respect to any terms, privileges, or conditions of employment because of a person’s physical or mental disability.  We will also make reasonable accommodations wherever necessary for all employees, volunteers, or applicants with disabilities, provided that the individual is otherwise qualified to safely perform the essential duties and assignments connected with the job and provided that any accommodations made do not impose an undue hardship on PNWSC.

Employment at Will:
PNWSC has an “at will” relationship with all employees.  Employees are free to resign at any time, with or without reason.  Likewise, PNWSC may discharge an employee at any time, with or without cause or advance notice, and without compensation except for time actually worked.
Working Hours:

The PNWSC hours of operation are from 8:00 a.m. to 5:00 p.m., Monday through Friday.  The official offices are located at 22881 NE State Route 3, Belfair, Washington 98528.  All employees are expected to work these hours at this site unless otherwise directed.

Salaried Employees:
Each salaried employee is scheduled to work 40 hours per week.  At times the primary work responsibility may require more than 40 hours per week and the employee will be requested to work additional hours.  A record of the amount of extra requested work will be recorded.  The employee may request additional time off as compensation for the requested extra hours worked if it does not conflict with the primary duties of the employee.  The approval of the extra time off rests with the PNWSC Managing Director.  The employee may elect to work additional time on the primary duties or on other PNWSC activities.  This will be considered volunteer time and will be recorded as such and reported along with other volunteer time to WDFW.  In some circumstances, additional hours of work may be necessary to provide funding for an employee so as not to interfere with legal obligations of salary funding.  All salaried employees will provide schedules for work performed outside of the PNWSC office on a monthly basis, whenever possible.

Hourly Employees:

Hourly employees will be paid at an hourly rate determined by the PNWSC and be reimbursed for hours required up to 40 hours per week.  If an hourly employee is requested to work more than 8 hours per day or on a weekend, an equivalent amount of time off the following week will be authorized.  An hourly employee may volunteer to work various PNWSC activities and the time will be recorded as volunteer effort and be reported along with other volunteer time to WDFW.

Records:

All employees are required, by funding sources, to retain complete records for time worked.  This includes daily time sheets certified monthly by the Managing Director.  

PNWSC is a Not-for-Profit Organization.

It is important that all employees keep in mind that PNWSC operates on public funds, donations from individuals and grants from foundations.   This obliges all employees to ensure that PNWSC’s resources are used wisely and efficiently, that we function in ways that are credible and that can withstand public scrutiny.  We must document our activities and expenditures and demonstrate that we have fully discharged the public trust.  
Sick Leave:

Each salaried employee will be allotted 5 sick days each 6 months.  Any unused sick leave at the end of each period will carry over up to a maximum of 30 days.

Vacation:

Each salaried employee will be granted 2 weeks vacation each year.  The vacation times will be scheduled with and approved by the Managing Director.  Vacation time will be used each year.  In the event of an unusual circumstance and with the approval of the Managing Director, one week of vacation may be carried over to the following year.

Paid Holidays:

Full time, non-seasonal employees of the Pacific Northwest Salmon Center are entitled to 6 paid holidays during each year.  Those holidays are:


New Years Day


Memorial Day


Fourth of July


Labor Day


Thanksgiving Day


Christmas

This does not include days before or after holidays except when they are preceded by or followed by the weekend.

Payroll:

Salaried employees will be paid on the first of every month.  Seasonal and hourly employees will be paid on the first and fifteenth of each month.  All claims for reimbursement must be substantiated with time cards, expense records, mileage records, etc. and be kept on file with the Administrative Manager at the PNWSC office.  All reimbursement vouchers will be reviewed by the Managing Director before reimbursement.

Medical Insurance

Each full time employee will be provided with medical insurance if requested.  The cost of the employee’s medical insurance with Group Health will be paid by both the PNWSC and the employee.  The employees share shall be 25% but not to exceed $100 per individual.  If the employee requests coverage for spouse and/or family, the PNWSC and the employee will cost share at 50% per month of the premium for family.  This policy will be reviewed annually by the PNWSC Board of Directors.

Performance and Compensation Reviews:

The Pacific Northwest Salmon Center conducts a formal review for staff on an annual basis.  New employees may be reviewed near the end of their Introductory Period.  A review may also be conducted in the event of a promotion or change in duties and responsibilities.  A formal performance review may cover the following areas:

· The quality and quantity of your work

· Strengths and areas for improvement.

· Attitude and willingness to work.

· Initiative and teamwork.

· Attendance.

· Customer service orientation.

· Problem solving skills

· Ongoing professional growth and development.
· Overall contribution to the organization in your area(s) of responsibility.
Compensation is reviewed at the same time as performance.  Changes in compensation are dependent upon performance as well as the financial performance of the organization.  A satisfactory or better performance review will not necessarily be accompanied by a salary increase.

Professionalism
All employees, staff and board members represent the PNWSC as well as themselves when they are active in the community and should display the highest professional and personal standards at all times. Professional conduct by staff is particularly important in the presence of the public, students, and supporters of the PNWSC.  Respect colleagues and students and remember that you are a role model at all times. Public actions or statements by staff that are potentially damaging to the reputation of the PNWSC will be considered unprofessional conduct and subject to disciplinary action.

While staff may hold a wide variety of views as private citizens on issues of importance to the PNWSC, such views should never be conveyed (by use of the PNWSC letterhead or other means) as representing an official position of the PNWSC.  

All staff members are expected to reflect high professional standards in their appearance. The PNWSC has a relaxed atmosphere and clothing must often serve in office and field. The following guidelines are appropriate: clothing should be clean and in good repair; hair should be clean and neat; staff should be conscientious about personal hygiene; office and administrative staff should dress appropriately.

General Conduct:

To ensure a well functioning organization with a safe and productive work environment, the organization has established certain rules of general conduct.  The following list contains examples of conduct which can result in disciplinary action, up to and including termination.  
· Disparaging PNWSC, its activities or employees.

· Violation of safety standards or risking the safety of oneself or another.
· Being intoxicated or under the influence of a controlled substance while at work; use, possession or sale of a controlled substance in any quantity while PNWSC premises, except medications prescribed by a physician that do not impair work performance.

· Possession of illegal firearms, weapons or explosives on PNWSC property.
· Engaging in criminal conduct or acts of violence or making threats of violence toward anyone on company premises.
· Insubordination or refusing to obey instructions properly issued by management.

· Theft or unauthorized possession of PNWSC property or the property of fellow employees, volunteers, contractors or students from the premises without prior permission.
· Giving confidential or proprietary PNWSC information to other organizations or to unauthorized PNWSC employees; breach of confidentiality of personnel information.

· Performance that does not meet the requirements of the organization.
· Any act of harassment of any nature.
· Failure to adhere to work schedules.

· Failure to report an absence or late arrival; excessive absence or lateness.  

Harassment, including sexual harassment:
The Pacific Northwest Salmon Center provides a work environment where employees, volunteers and Board Members are responsible for respecting the rights of others.  Harassment will not be tolerated.  Harassment is defined as unwelcome verbal or physical contact when the motivating factor for the conduct is based on age, gender, sexual preference, race, marital status, national origin, ethnicity, religion, disability, socioeconomic status, veteran’s status, and any other basis proscribed by law, and (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment; or (2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting that individual; or (3) such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance and creating an intimidating, hostile, or demeaning work environment.  Every individual is responsible for helping to maintain a productive work environment that is free from harassment and discrimination of all kinds.

Individuals who believe they are being harassed, or who feel they are being subjected to a hostile, offensive, or intimidating work environment due to discriminatory treatment by co-workers, should report the conduct promptly.  Reports and complaints should be made to one’s supervisor, the Executive Director, or the Board President (See Appendix 2).  All complaints will be investigated fully.  The rights of both complainants and respondents will be preserved to the maximum extent possible throughout the investigation.  Retaliation against complainants or respondents based solely upon their having made, or their being the subject of, a report or complaint is unlawful and will not be tolerated.  This does not preclude PNWSC taking action based upon the outcome of an investigation or consideration of other appropriate information.  If a complaint is substantiated, immediate and appropriate corrective action will be taken which may include discipline up to and including termination of employment or contract.

Disciplinary Action:

Disciplinary action taken by PNWSC may include the items below.  There may be particular situations, however, in which the seriousness of the offense justifies the omission of one of more of the steps in the procedure, up to and including immediate termination.  
1. Oral reminder – noted in file

2. Written warning

3. Written probation notice
4. Termination

Workplace Safety and Security

All Pacific Northwest Salmon Center employees are expected to observe and abide by safety standards and be safety conscious at all times.  Any unsafe conditions or practices an employee observes, and all injuries that occur on the job must be reported immediately to a supervisor.  If there is a question about safety practices for a particular job or task, a supervisor should be consulted prior to taking any action.  

PNWSC prohibits all persons who enter company property from carrying a handgun, firearm, knife, or other prohibited weapon of any kind regardless of whether the person is licensed to carry the weapon.

Each person is responsible for making the workplace a secure environment for everyone.  Building keys may not be duplicated nor loaned to any other person.  The last person leaving the building must ensure that all appropriate equipment is turned off (lights, coffee pot, etc) and that all doors are locked.  Any unusual or suspicious persons or activity should be promptly reported to a supervisor.
Employee Satisfaction

PNWSC values all of our employees and their contributions to the organization.  We invite feedback and suggestions that will benefit our ability to accomplish our Vision and Mission.  Employee satisfaction requires two way communications and is vital to the success of the Pacific Northwest Salmon Center.
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