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I. Introduction

We are pleased to welcome you as an employee of the American Camping Association (ACA). We hope your career with us is a productive and mutually satisfying one.

This publication is designed to help you understand the working relationship between ACA and you as an employee.

Our role as staff is to serve the needs of more than 6,000 members of ACA. Because the association’s membership is so diverse, fulfilling that role well, helps provide commonality to the members.

ACA is governed by two elected bodies. Those are the Council of Delegates, which is responsible for issues related to organizational continuity, and the Board of Directors, which is responsible for policy, direction, and oversight. Daily management is the responsibility of the staff. As a member of the staff, you are expected to demonstrate commitment and loyalty to the association.

While this document is designed to generally clarify the employer/employee relationship, it should not be considered an employer/employee contract nor should it be considered a guarantee of employment. The employer/employee relationship is an “at-will” relationship and ACA accepts that concept. Therefore, employees are free to leave their employment for any or no reason, just as ACA may terminate employment for any or no reason. Furthermore, nothing in this manual is intended to constitute an offer, statement, or confirmation of any guaranteed terms or conditions of employment. Where a contract with an employee is intended, it will be entered into in writing and must be signed by ACA’s president or in his/her absence the executive director. Future changes in an employee’s duties and or compensation will not alter an employee’s at-will status. ACA may amend at any time, with or without notice, the terms of employment described in this manual, both as to active and retired employees.

This handbook is designed to answer many questions, but is not all inclusive. Any questions that are not answered, or are unclear, should be discussed with your reporting authority or with the executive director. The executive director has full responsibility for administration of these personnel policies. Contacts between the staff and the Executive Committee, which serves as the personnel committee, should be handled through the executive director.

II. Code of Conduct for Employed Staff

An employee of ACA accepts responsibility for personal behavior and ethical job performance beyond the requisites of ordinary employment. It is expected that all staff members of ACA will:

A.
Carry out assignments for ACA in such a manner as to bring credit to the association.

B.
Refrain from personal and professional activities that might reflect negatively on the integrity of the association.

C.
Refrain from activities that do or may create a conflict of interest. A conflict of interest shall be considered to exist if a full- or part-time staff member of ACA:


1.
Accepts full- or part-time employment in any organization that does business with or for the association and as a result makes a profit therefrom.


2.
Gives business to a firm in which he or she has a financial or personal interest, and gains personally thereby.


3.
Advises or recommends ACA activities or programs that involve expenditure of ACA funds from which he or she expects to gain financially.

D.
ACA recognizes the right of staff to engage in political activities and participate in community, state, and national programs, provided that such participation does not prevent the full discharge of the employee’s responsibilities to ACA. In any such activities, the staff member must make clear the fact that he or she is acting as a private citizen and is in no way representing ACA.

E.
ACA expects its employees to engage in their work with the highest degree of honesty and integrity. Any falsification of any ACA records, including but not limited to employment applications, or any relevant omission in such records, will result in termination of employment, regardless of the date of discovery.

III. Equal Employment Opportunity

It is the policy of ACA to provide equal employment for all people without regard to age, race, color, religion, sex, national origin, or disability, and to make every reasonable effort to implement that policy through recruitment, selection, promotion, salary and benefit administration, transfers, and layoff or termination.

Filling Job Openings — ACA encourages promotion to fill job openings. You are invited at any time to discuss future promotional possibilities with your reporting authority. Promotion to any position will be based on how well your qualifications match the requirements of the position being applied for.

Advertising for all positions must carry the following sentence: “The American Camping Association is an equal opportunity employer.”

IV. Antiharassment Policy and Complaint Procedure

ACA intends to maintain a workplace free of sexual and other harassment and intimidation, including harassment based on race, color, sex (with or without sexual conduct), religion, national origin, protected activity (i.e., opposition to prohibited discrimination or participation in the statutory complaint process), age, or disability. It is the intent of this policy to affirmatively raise the subject of sexual and other harassment, to express strong disapproval against such actions, to identify a complaint procedure whereby employees have the right to raise harassment issues, to establish an investigative procedure for such alleged misconduct, and to provide for an effective and appropriate response to this type of conduct, including sanctions against anyone violating this policy. ACA is also committed to ensuring that its employees are not subjected to harassment by nonemployees. Accordingly, this policy applies to management, nonmanagement employees, clients/customers, vendors, and others with whom we have a relationship.

Sexual and other harassment is a form of misconduct which undermines the integrity of the employment relationship. Harassment is not only offensive, but it may also harm morale and interfere with our effectiveness and our ability to fulfill our responsibilities to our clients/customers. All employees must be allowed to work in an environment free from unsolicited and unwelcome sexual overtones and harassment in any form. Sexual harassment for purposes of this policy is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

•
submission to such conduct is made either explicitly or implicitly a term or condition of the individual’s employment;

•
submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or

•
such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or offensive working environment.

Sexual harassment does not mean occasional compliments of a socially acceptable nature. However, sexual harassment does include, but is not limited to, actions such as:

•
sexoriented verbal “kidding” or abuse,

•
possession, display, or distribution of photographs, drawings, objects, or graffiti of a sexual nature,

•
subtle pressure for sexual activity,

•
physical conduct such as patting, pinching, or constant brushing against another’s body,

•
explicit demands for sexual favors, whether or not accompanied by implied or overt promises of preferential treatment or threats concerning an individual’s employment status,

•
offensive sexual flirtations, advances or propositions, and

•
any other offensive, hostile, intimidating, or abusive conduct of a sexual nature.

ACA has adopted a complaint procedure that assures a prompt, thorough, and impartial investigation of all complaints, followed by swift and appropriate corrective action where warranted. We encourage employees to report harassment and other inappropriate conduct before it becomes severe or pervasive. While not all incidents of harassment violate the law, we intend to prevent and correct harassment and other inappropriate conduct before it rises to the level of a violation of law. Any employee who believes that he or she has been a victim of some form of sexual or other harassment or other inappropriate conduct or behavior should report the incident immediately to the director of accounting and human resources either orally or in writing. If reporting to the director of accounting and human resources is not appropriate, employees should report such alleged misconduct to the executive director. 1 No one will be subject to adverse treatment or retaliation because they report harassment or provide information concerning such reports. All supervisors and other members of management are held accountable for the effective administration of this policy. If a supervisor or other member of management is advised of any alleged violation of this policy, or if he/she independently observes conduct which may be prohibited by this policy, he/she must immediately report the matter to the executive director so that an appropriate investigation can be initiated. Under no circumstances will the individual who conducts the investigation or who has any direct or indirect control over the investigation be subject to the supervisory authority of the alleged harasser.

The complaint and information collected during such an investigation will be kept confidential to the extent possible and will not be disclosed unnecessarily or to persons not involved directly in conducting the investigation and determining what action, if any, to take in response to the complaint. Complete confidentiality cannot be guaranteed because an effective investigation usually requires revealing certain information to the alleged harasser and potential witnesses.

If, following a complaint of sexual or other harassment, an investigation reveals that some act of sexual or other harassment, or other inappropriate conduct or behavior, has occurred, prompt and appropriate corrective action will be taken. The parties will be informed of ACA’s determination. If no determination can be made because the evidence is inconclusive, the parties will be informed of this result and the preventive measures that will be undertaken, such as training or monitoring. The person who engaged in such conduct or behavior will be subject to sanctions or penalties, up to and including suspension and/or immediate termination of employment. If the offender is not an employee of ACA, we will take reasonable measures to the extent we can exercise any control over the problem.

It is not the purpose of this policy to intrude upon the personal lives of our employees or to interfere in acceptable social relationships. However, sexual and other harassment have absolutely no place at ACA and will not be tolerated. Please keep in mind that our goal is to maintain a pleasant work atmosphere by ensuring that all employees are treated with mutual consideration and respect.

In order to demonstrate ACA’s commitment to this policy, all employees will receive a copy of it and it will be redistributed periodically. The policy will also be placed in our Personnel Manual, and it will be posted in central locations. If any employee has any questions about the policy, he/she should contact the executive director.

________________________

1While employees are encouraged to file complaints of harassment with ACA before filing a charge of unlawful harassment with the Equal Employment Opportunity Commission (EEOC) or the state/local Fair Employment Practices agency, there is no obligation to exhaust ACA’s internal procedures. Employees should keep in mind that the deadline for filing such a charge with the government does not run from the date a complaint filed with ACA is resolved or from the date on which ACA’s internal procedure and/or process ends. An employee with a question about the applicable deadline for filing an external charge should directly contact the EEOC and/or state/local Fair Employment Practices agency.

V. Staff Policy Regarding Computers, E-mail, and the Internet

Your computer and access to the Internet, the Web, and e-mail is provided to staff members for the benefit of the American Camping Association and its membership. It allows staff to access information resources around the world and to communicate quickly and efficiently. Every staff member has a responsibility to maintain and enhance ACA’s public image and to use the Internet and e-mail in a productive manner. Data, information, messages, or communications that are transmitted or stored on our computer system, including e-mail, and all computer hardware are ACA’s records and property.

To ensure that all staff are productive and responsible computer, Internet, and e-mail users, the following policies have been established. ACA reserves the right to change these policies at any time in response to new technologies or circumstances.


1.
Use of ACA’s computers during normal working hours are intended for business purposes only. Occasional personal use of e-mail and the Internet may be acceptable, providing it in no way interferes with the employee’s job performance and other work-related expectations. As a work-related benefit, employees are permitted to use their office computer equipment for such purposes as: accessing the Internet, sending and receiving personal e-mail, and working on home or school projects. This does not extend to the use of American Camping Association’s system for conducting outside business ventures. Also, any personal use should take place on the employee’s own time and cannot conflict with company interests; cannot result in exposure or material expense to the company; and must not jeopardize the integrity of the system or data nor degrade system performance.


2.
Staff members using e-mail are representing ACA. Staff must use electronic mail in an effective, ethical, and lawful manner. ACA maintains the right to monitor electronic mail use by any member of the staff.


3.
ACA maintains an e-mail system to assist in the conduct of association business. The electronic mail hardware and software are ACA’s property. Additionally, all messages composed, sent, or received on the e-mail system are and remain the property of ACA. They are not the private property of any employee.


4.
E-mail or messages posted to a news group, bulletin board, or discussion group must be made in a professional manner. They must not be used to create and/or send any offensive or disruptive messages. This includes messages containing sexual implications, racial slurs, gender-specific comments, or comments that offensively address a person’s age, sex, sexual orientation, religious or political beliefs, national origin, or disability. This also includes messages, either professional or personal in nature, that may be offensive to ACA’s membership, leadership, industry participants, and/or staff. Violation of this may result in termination, regardless of the date of discovery.


5.
E-mail must not be used to propagate any type of e-mail chain letter or pyramid scheme.


6.
E-mail must not be used for any purpose that violates any local, state, national, or international laws.


7.
ACA reserves and intends to exercise the right to review, audit, intercept, access, and disclose all messages created, sent, or received via the e-mail system for any purpose. The contents of e-mail properly obtained for legitimate business purposes may be disclosed within the company without the permission of the employee.


8.
The confidentiality of any message should not be assumed. When a message is erased, it may still be possible to retrieve and read that message.


9.
While ACA maintains the right to retrieve and read any e-mail messages, such messages must be treated as confidential by other employees and accessed only by the intended recipient. Employees are not authorized to retrieve or read any e-mail messages that have not been sent directly to them, unless authorized by the original intendee, or the intendee’s reporting authority.


10.
Access to the Internet is a privilege, which may be revoked by ACA at any time and for any reason. ACA reserves all rights to any material stored in files which are generally accessible to others and will remove any material which ACA, at its sole discretion, believes may be unlawful, obscene, pornographic, abusive, or otherwise objectionable. Employees may not use ACA resources to obtain, view, download, or otherwise gain access to, distribute, or transmit such materials.


11.
Employees may not use the Internet for improper uses. Examples of inappropriate Internet use include, but are not limited to, any traffic that violates state and/or federal laws, any traffic that violates a copyright, trade secrets, or other intellectual property right, any traffic that is unethical in nature, the distribution of unsolicited advertising, propagation of computer worms and/or viruses, attempts to make unauthorized entry to another network node, or receipt or transmission of pornography. In addition, employees may not post opinions or statements in publicly accessible Internet areas such as news groups that are contrary to ACA’s position.

12.
Employees are also reminded that they may not execute or read files in nonpublic areas (all of Q drive is a public area) on ACA's computer system unless it is in connection with assigned duties and responsibilities, or unless specifically authorized by their reporting authority.


13.
Employees may not attempt to access password-protected areas unless they have received proper authorization from the site owner. Employees may not misrepresent their identity in engaging in Internet communications. Employees may not disrupt the operation of ACA’s network through abuse of or by vandalizing, damaging, or disabling the hardware or software.


14.
Staff must not download, open, or forward executable files (files with an .exe extension) or software programs of any kind from the Internet without the approval or assistance of information systems staff. Any downloaded files may be removed by IS at any time. Reasons for this include: ensuring all software has a current license, many programs may contain computer viruses, many programs are "spyware," which can harm your computer and infringe your privacy, and to ease the IS staff's role of troubleshooting and updating software.


15.
Staff must not download, install, or play any type of game or entertainment software, including games played over the Internet. This also includes games that may have been preinstalled on your computer such as solitaire or minesweeper, even if only played outside of working hours. However, staff may listen to music while working as long as it doesn't infringe on those who may also hear it. (Listening to music is okay from a radio, streaming over the Internet, or a compact disk in the CD-ROM drive. However, downloading individual songs from the Internet is not permitted.)


16.
No hardware or software shall be purchased (except IS staff). Reasons for this include: ensuring we can get the best pricing, avoiding duplicate purchases, ensuring compliance and keeping record of software licenses, ease the IS staff's role in troubleshooting and updating software, and ensuring software compatibility with others. Some screensavers are allowed as long as someone from information systems installs it.


17.
All computer use should be consistent with other ACA personnel policies.


18.
The display of any kind of sexually explicit image or document on any ACA computer is a violation of our policy on sexual harassment. In addition, sexually explicit material may not be archived, stored, distributed, edited, or recorded using our network or computing resources. Violation of this will result in termination, regardless of the date of discovery.


19.
If there are any questions as to whether a certain intended use of the computer system or Internet is appropriate, you should direct those questions to the director of information systems. This policy is exceedingly important and, as is true of other ACA policies, any violation of this policy or any improper Internet use may result in discipline, up to and including termination, regardless of the date of discovery. Any known or suspected violations should be reported immediately to your reporting authority or to the executive director of ACA.


20.
Responding to e-mail and instant messages that are not business related are permitted as long as the time taken does not exceed the normal amount of time allowed for breaks during the day.


21.
No hardware or software should be installed on any computer except by employees in information systems or unless you have explicit permission from the information systems staff to do so for each piece of software. Reasons for this include: ensuring compliance and keeping record of software licenses, easing the IS staff's role in troubleshooting and updating software, ensuring software compatibility with others, ensuring programs with viruses are not installed, and ensuring "spyware" is not installed

VI. Staff Development

The maintenance of an effective organization with standards of efficiency and relevance to the communities they serve, requires a knowledgeable and skilled staff to serve the organization. ACA recognizes this and encourages constant updating of knowledge on the part of its staff and affirms that:

•
Professional development is primarily self development and requires the personal commitment of each staff member. 
•
ACA has a responsibility for encouraging staff development and providing budgetary support — requests for budgetary support should be included in the appropriate budgetary cycle.

•
Reporting authorities within ACA has an explicit responsibility for the development of all staff reporting to them.

•
Staff development is a continuous process, taking place primarily on the job. A request-for-training form must be approved by the executive director prior to enrollment of any educational events that are to be funded out of the 01 budget. This includes college courses that reimbursement is expected. (Sample of form is shown below.)

•
Workshops, seminars, and other formal types of training are important components of staff development.

•
College courses that are directly related to an employee’s job may be paid for as long as participation in the class does not interfere with the performance of the employee’s job. Support for college classes is subject to budgetary limits.


VII. Starting the Job

A.
Classification of Employees — ACA shall comply with all laws and regulations regarding the Fair Labor Standards Act (FLSA). All jobs throughout ACA shall be reviewed by the executive director and consistently categorized with regard to their status under the Fair Labor Standards Act.


Exempt means that the employee is exempt from the overtime provisions of the Fair Labor Standards Act.


Nonexempt means that the employee is not exempt from the FLSA and must be paid in accordance with the overtime provisions of the Act.


Specific tests are provided by the FLSA to aid in the determination of the exemption status of jobs. They include:

•
Administrative Exemption
•
Executive Exemption

•
Professional Exemption
•
Computer-related Occupations

•
Outside Salesmen


All authorized staff positions except the executive director shall be filled by the executive director or his or her designate. It is the responsibility of the executive director to employ, terminate, promote, develop, and supervise staff. The executive director shall be employed by and shall serve at the pleasure of the Board of Directors.


You will be informed when employed as to what your classification is.


1.
Regular Staff — Staff employed on a year-round basis.

a.
Full-time — Staff working at least 37.5 hours per week on a regular basis.

b.
Part-time (exempt and nonexempt) — Staff working at least 20 hours per week throughout the year on a regular basis.


2.
Temporary (exempt or nonexempt) — Staff employed for a seasonal period of time during the fiscal year.


3.
Retired

a.
Normal Retiree — an employee who retires at the age of 65.

b.
Early Retiree — an employee who retires after attaining the age of 55, and having completed ten years of service.

B.
Section Employees — To enable chartered (full or provisional) sections of ACA (sections) to provide payroll and benefits of the type they desire to their staff, the ACA national office (ACA) has agreed to prepare checks, file tax reports, and enroll section employees in appropriate benefits plans based upon information provided to ACA by sections. The section is responsible for the employment, supervision, control, and ultimate payment of these employees. The section is also ultimately responsible for the accuracy of reports filed. Section employees are employed by sections, not ACA; ACA performs no supervisory functions of section staff. Sections agree to follow this Personnel Manual and its policies for their section staff.

C.
Orientation — All new staff members will receive orientation suitable to helping them carry out their job responsibilities.

D.
Initial Evaluation Period — There is an initial evaluation period of three months for all staff. This period is to ensure that the employee is capable of meeting the demands of the job. The decision regarding continuation of employment beyond the initial evaluation period will be made by the reporting authority.


The initial evaluation period may be extended by your reporting authority in cases where work performance has been marginal or more time is needed to assess performance. Promotions and transfers do not generally require serving additional initial evaluation periods unless deemed necessary by ACA.


A written notice of completion of the evaluation period will be provided to the new employee and to payroll by the reporting authority.

E.
Salary Ranges —  Salary ranges, which the association believes to be fair compensation for the job, are established for each position. It is ACA’s belief that, except in unusual circumstances, employees shall be paid within these established ranges.

F.
Service Date — Your service date is the date you start as a regular employee of ACA. This date is used for the calculation of vacation, sick leave, and participation in other benefits.

G.
Office Hours — The normal hours of operation of the national office are 8:00 a.m. to 4:30 p.m., Monday through Friday. Individual work schedules may range from 7:00 a.m. to 5:00 p.m. (37.5 hours per workweek). Reporting authorities, in consultation with employees, may establish employees’ work schedules on a temporary or regular basis depending on the department demands. Employees will be notified as far in advance as possible when changes occur. Manual time sheets will be used to track hours worked by all staff.

H.
Job Description — During the interview process, or upon starting the job, you should receive a letter outlining the terms of employment and providing a job description. Recognizing the complexity of the organization, no job description can be all inclusive and each employee will, of necessity, be required to fulfill unspecified responsibilities.

I.
Drug-free Workplace — ACA will comply with the federal requirements for a drug-free workplace. All employees are placed on notice by this policy that the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance or possession of drug paraphernalia is prohibited in ACA’s workplace. Employees are to notify ACA in writing of any criminal drug statute conviction for a violation occurring in a workplace or elsewhere no later than five calendar days after such conviction. Any employee who is found to have violated such prohibitions shall be subject to severe disciplinary action, up to and including immediate termination.

J.
Firearms and Weapons Prohibitions — ACA will comply with the policy of Indiana University Bradford Woods, which states all staff members are prohibited from introducing, possessing, using, buying, or selling any weapons, firearms, ammunition, and/or explosives on Bradford Woods property. This prohibition includes all ACA-directed activities. Violation of this policy may result in immediate termination of employment.

K.
Bonding — All employees shall be bonded in an amount determined by the executive director. ACA will pay the premium for this insurance. Failure of an employee to meet bonding requirements is reason for discharge by ACA.

L.
Moving Expenses — In filling some positions within ACA, it may be necessary to hire someone who does not live within a normal commuting area for the job. ACA may agree to pay the normal and reasonable expenses to move such an employee to the local area. Any agreement to pay moving expenses must be approved by the executive director and expressed in writing to the employee prior to employment. The expenses normally covered will include: packing, moving, insuring, and unpacking household goods.

VIII. On the Job

A.
Payroll Information

1.
Payroll Periods — Employees are paid on a bi-weekly basis (every other Friday). Pay weeks run from Saturday through Friday.


2.
Salary Computation/Exempt Employees — will receive the same base pay each pay period as long as the base salary remains unchanged. Reports of time worked and absences are to be provided to the payroll department bi-weekly. Periods of absence that are less than one day should not be charged to accumulated time or taken without pay. Absences for which no compensated leave time remains may be deducted from salary in one day increments.


3.
Salary Computation/Nonexempt Employees — will have their pay computed based on the actual number of hours worked. All time spent on the job, including travel time, should be included in the computation of time. Travel time is defined as time spent traveling on ACA business; it does not include time spent traveling to and from the office as part of the regular work week.

B.
Overtime

1.
Nonexempt employees will be paid time and one half their regular rate of pay for all hours worked over 40 hours per workweek in compliance with the Fair Labor Standards Act. Hours worked include hours physically spent on the job and holidays. It does not include vacation, sick, compensatory time, personal, or other non-work hours that are paid.


2.
Non-exempt employees must receive prior permission to work more than 37.5 hours per week from the employee’s reporting authority.

3.
Exempt staff are employed to perform a job and are expected to work the hours necessary to accomplish that job without expectation of overtime pay or compensatory time off. When hours become excessive on a regular basis, however, an employee may request some time off for rest and recuperation. Employees and reporting authorities should ensure that this time is scheduled as close to the dates of excess work as is practical.

C.
Payroll Deductions

1.
Federal and State Income Taxes are withheld as required by law. A statement of earnings and deductions (form W2), to be used in filing Federal and State Income Tax Returns, will be sent to each employee prior to January 31 of each year.


2.
Federal Social Security Tax (percentage set by law) is deducted to provide governmental disability, retirement, Medicare, and Medicaid benefits. ACA matches this payment as required by law.


3.
Voluntary deductions may be made for each employee according to their individual desires regarding retirement plan participation, health plan participation, etc.

D.
Personal Information — It is the employee’s responsibility to report any changes in:

•
Address
•
Telephone Number

•
Person to notify in case of emergency
•
Name

•
Marital Status
•
Number of Dependents

•
Insurance Beneficiary
•
Military Status

E.
Employee Expense Accounts

1.
ACA reimburses employees for all expenses normally incurred in the performance of association business. Employees must exercise good judgment in the use of their expense account privilege.


2.
Expense vouchers are to be compiled and submitted promptly after the expenses are incurred. Vouchers must be approved by the employee’s reporting authority.


3.
Receipts for cash expenses should be obtained when possible and attached to the voucher. A receipt for any cash expenditure in excess of $25 is mandatory.


4.
Employees who must use their private automobiles for travel on ACA business shall be reimbursed at the rate authorized by the Internal Revenue Service.


5.
ACA shall reimburse employees for all:

•
Business meals — employees should exercise good judgment regarding prices of meals. No ceilings are set, but prudence is expected. Breakfast is paid if an employee is away from home overnight on ACA business or if it is part of a planned business meeting. Lunch is paid if it is part of an ACA planned business meeting, business appointment, or if traveling on ACA business. Dinner is provided only if an employee is required to attend the dinner as part of a planned meeting, as a business appointment, or if the employee is traveling on ACA business.

•
Hotel/motel bills
•
Tipping

•
Business telephone calls
•
Parking

•
Transportation including airlines, trains,
•
Postage and shipping
buses, taxis, etc. (economy class only)
•
Other documented ACA business expenses


6.
Approval of the employee’s reporting authority is required in cases where the employee would rather drive their private automobile to distant meetings instead of flying. ACA will reimburse the employee for the lesser of the cost of mileage and tolls or the economy airfare. Lost time will also be considered in making this decision.


7.
All expense reports should be submitted by the end of the month following the month in which the travel takes place.


8.
Company credit cards should not be used for personal expenses.


9.
All expense reports, including credit card bills, will be approved by the employee’s reporting authority.


10.
Falsification of expense reports will result in termination, regardless of the date of discovery.

F.
Illness and Injury on the Job — If an employee feels ill while at work and wishes to go home, he or she should report to his or her immediate reporting authority, the executive director, or the office manager who will make any necessary arrangements to assist the employee.


If an employee is injured on the job, refer to “VIII: Employee Benefits, G: Worker’s Compensation.”


No employee, if ill, or injured, should leave the building without giving advance notice. This procedure is to safeguard the individual and make sure competent medical assistance is available if needed.

G.
Performance Appraisals — The quality of each employee’s work and ability to deal effectively with ACA members and other staff will be reviewed periodically. The procedures governing performance appraisals are outlined in the Office Practices and Procedures Manual.

H.
Salaries — Policies governing wage and salary administration within ACA are developed by the executive director and presented to the Executive Committee for approval. Once Executive Committee approval has been obtained, the executive director is responsible for seeing that these policies are administered in a fair and equitable manner. The procedures governing salaries are outlined in the Office Practices and Procedures Manual.
I.
Vacations and Holidays

1.
Vacations


All regular full- and part-time employees will accrue vacation starting after completion of their initial evaluation period as follows:



Non-exempt Staff

a.
2.88 hours per payroll period for years of employment one through five (up to 10 days per year).

b.
3.46 hours per payroll period for years of employment six through the nine (12 days per year).

c.
4.33 hours per payroll period for years of employment ten through the fourteen (15 days per year).

d.
5.77 hours per payroll period for years of employment fifteen and beyond (20 days per year).



Exempt Staff

a.
4.33 hours per payroll period for years of employment one through three (up to 15 days per year).

b.
5.19 hours per payroll period for years of employment four through five of employment (18 days per year).

c.
5.77 hours per payroll period for years of employment six and beyond (20 days per year).



General Provision on the Use of Vacation

a.
Employees are encouraged to use their vacation time within the fiscal year it is earned.

b.
At the end of the fiscal year, an employee may carry the total or remainder of his or her annual earned vacation over to the next year. Any accrual at the fiscal year end that is over the employee’s maximum annual earned vacation must be approved by the executive director. An employee may accrue no more than 30 days vacation; at 30 days, vacation accrual ceases.


Vacation time is granted to provide employees relaxation and renewal; reporting authorities should encourage employees to utilize their full vacation allotment each year.

c.
Vacation schedules are to be approved by your immediate reporting authority. All vacations are subject to this approval to assure adequate work coverage.

d.
If a holiday falls within a vacation period, the employee should charge that day to holiday time rather than vacation.


2.
Holidays


The ACA Headquarters is closed on the following holidays:

•
New Year’s Day — January 1

•
Martin Luther King Day — third Monday in January

•
Memorial Day — last Monday in May

•
Independence Day — July 4

•
Labor Day — first Monday in September

•
Thanksgiving — Thanksgiving Day and the Friday following

•
Christmas — one-half day on December 24 through December 31

•
Floating Holiday — day of employee’s choice



If a scheduled holiday falls on a Sunday, it will be observed the following Monday. If it falls on Saturday, it will be observed the preceding Friday.


3.
Religious Observance


Respect for the individual’s religious belief and for his or her right to religious observance is a basic belief of ACA. If an employee desires time off for the observance of holy days, they may use personal or vacation time.

J.
Compensation of Other Time — From time to time, employees may request that they be allowed to donate working time to other not-for-profit volunteer duties. This time will be approved to be compensated as work time provided the following requirements are met:


1.
The volunteer activity done by the employee is related to employment with ACA, and


2.
The employee is not receiving payment or other benefit as compensation for his or her time, or if compensated, compensation is donated to the Association, and


3.
The donated time does not create private inurement for anyone, and


4.
The volunteer activity does not substantially interfere with the performance of the employee’s job duties at ACA.


Requests should be submitted in writing in advance to the employee’s reporting authority and must be approved in writing by the executive director annually. Requests that are denied will be explained in writing.

K.
Absences — Occasionally circumstances beyond the individual’s control may prevent him or her from reporting for work. In this section, reasons for missing work without losing pay are discussed. In all situations, reasons for missing work must be discussed with and/or approved by one’s reporting authority. Employees are expected to give as much advance notice as possible when absence will occur. In case of illness or unexpected absence, employees are expected to notify their immediate reporting authority before their scheduled reporting time. If reporting authority is not available, contact the director of accounting and human resources or other designated staff.


1.
Sickness — Leave of absence with pay during actual illness is permitted. Necessary dental or medical care may be counted as sick leave. Staff will begin to accrue (upon immediate employment) 1¼ days per month to a maximum of 65 days. These days are not an earned benefit. Employees will not receive compensation for unused sick days upon separation from ACA for any reason. These days may be used in the case of illness of an immediate family member. An immediate family member is defined as a parent, brother, sister, grandparent, in-law relative of the same degree, spouse, child, stepchild, grandchild, step-grandchild, or any individual living in the employee’s household. In the event that an employee is absent for sickness and has no accrued sick time to use, the time will be charged against personal and/or vacation up to the actual sick time used or the additional hours needed to compensate for a full pay period, whichever is the lesser.


2.
Enforced Absences — The executive director may grant time off with pay when evidence is submitted that the employee is required to:

•
Accept jury duty (ACA will make up difference in pay).

•
Stay in quarantine due to communicable disease in the family.

•
Other authorized circumstances.


3.
Military Service — A member of the Reserve Corps or National Guard called to special duty or summer camp will be granted leave in accordance with applicable law.


4.
Death in Family — An employee may take up to three days of paid leave in the event of death of an immediate family member. (The executive director may grant additional time off with or without pay if needed.) An immediate family member is defined as a parent, brother, sister, grandparent, in-law relative of the same degree, spouse, domestic partner, child, stepchild, grandchild, step-grandchild, or any individual living in the employee’s household at the time of death.


5.
Childbirth Leave — An employee may receive up to twelve weeks of leave for the birth, adoption and/or care of that employee’s child. Additional time off, up to a total of six months, may be granted by the executive director.

•
The leave of absence granted must be in writing and documentation placed in the employee’s personnel file.

•
Accrued vacation, sick leave, and personal time is required to be used to provide for limited paid leave for childbirth. During childbirth leave, the accrual of vacation and sick hours will cease.

•
Employees on childbirth leave continue to be responsible for paying their share of insurance cost for the first twelve weeks. If additional time off is granted, the employee is responsible for the full cost of their insurance coverage.


6.
Other — The executive director may grant an employee a leave of absence without pay. Such leaves shall be considered on an individual basis and the needs of ACA as well as the individual will be considered. The full cost of medical benefits will be the responsibility of the employee. The accrual of sick and vacation hours ceases.


7.
Office Closed — At times certain emergencies, such as weather, may require that the office be closed. In such cases, employees will suffer no loss in pay. If, in the case of severe weather conditions, the employee is unable to come to the office when it is open, the employee may charge the absence to personal, vacation, sick time, or make up the time. At times, the following may apply.

Office Closing Policy



Purpose: An attempt to be fair to ACA and fair to its employees, while providing for their safety. In all situations you should use your best judgment based on your own situation. It is never the intention of a stated weather policy that anyone jeopardize their own safety, nor is it the intention that permission to remain safe be seen as ‘free’ time to be used even if you don’t need it for safety’s sake.



On days when it appears as though it might be necessary for the national office to be closed due to weather related hazardous road conditions:

a.
Call the office and check your voice mail. A message will be recorded by 6:45 a.m. stating that the office is closed or that you should call back at 11 a.m. for an updated message. In either case employees will be paid for any time missed.

b.
If the Martinsville school district, your home school district, or a school district you must drive through has announced a weather related delay, it is acceptable to come in late. Notify your reporting authority that this is the case. Remember this is permission to be safe, not for your convenience. Please document the reason on your time sheet and you will be paid for any time missed.

c.
Should there be an official law enforcement emergency in your county of residence or in a county through which you need to travel to get to work you are expected to obey the law and not travel in these areas. Please document the county on your time sheet and you will be paid for any time missed.

d.
Do not assume that the office will be closed if the Martinsville school district is closed because of hazardous road conditions. Call into the office and check your voice mail a message will be recorded by 6:45 a.m. indicating that the office is closed. If there is no message then the office is open. It is acceptable for safety reasons if an employee chooses to come in late or not at all. The employee may charge the absence to personal, vacation, sick time, or make up the time.

e.
Remember — the intention is that you balance your concern for your own safety against your responsibility to ACA and treat yourself and ACA fairly. This is not ‘earned’ time but rather permission to make a responsible decision based on your own situation. Please document the reason on your time sheet and you will be paid for any time missed.


8.
Personal — Employees may receive up to three paid days off for personal reasons each calendar year. These days are not cumulative, nor will employees receive compensation for any unused personal days in the event of employee’s separation from ACA for any reason.

L.
Nepotism Rule (restriction on employment)

1.
Persons who are related by blood or marriage, or living in the same household as a staff member, should not be employed in the same department or in a position that establishes an immediate reporting authority/employee relationship between the two individuals.

a.
The degrees of relationship included in the above are as follows:

•
By blood — Parent, child, grandparent, grandchild, brother, sister, uncle, aunt, nephew, niece, or first cousin.

•
By marriage — Husband, wife, stepparent, stepchild, brother-in-law, sister-in-law, father-in-law, mother-in-law, son-in-law, daughter-in-law, half-sister, half-brother, uncle, aunt, nephew, or niece.


2.
If marriage of a staff member creates any of these relationships, one of the persons affected must give up that position by the end of the fiscal year or within six months from the date the relationship was established, whichever is the greater period. If agreement cannot be reached by the two individuals as to which one must leave, the employee with less service will be selected to seek other employment.


3.
This rule does not apply to employees employed on a temporary basis.

IX. Employee Benefits

This section provides employees of ACA with a brief description of the employee benefits plans that are now in effect. Details regarding each benefit shall be provided in specially prepared booklets or certificates given to each employee as they become enrolled in each plan. These benefit plans, paid for largely by ACA, are an expression of the commitment to employees’ welfare on the part of the Board of Directors. If there is any inconsistency between the description of benefits in this manual and the actual plan documents, the latter shall supersede the manual in all cases. Therefore, employees should consult the actual plan documents if there are any questions about the benefits.

Open Enrollment Period — Most of the benefit programs listed in this section are available to employees at either the employee's service date or the end of the initial evaluation period (see specific benefit booklets for each program). Entry is generally guaranteed into most of the programs at this time. If an employee does not elect coverage at the initial entry date, there is an open enrollment period during the month of July each year. However, an employee may be subject to different rules by the specific benefit carrier for entry into the program, such as proof of good health (see specific benefit booklets for each program limitations on entry).

A.
Health Insurance — ACA provides a medical expense insurance plan that provides coverage for a variety of medical services available through a physician and institution of an employee’s own choosing. ACA currently pays for a portion of the premium for individual and for dependent coverage for regular, full-time employees provided that the employee is primarily responsible for health care support for his or her family. Additional information is available in materials prepared by the insurance provider.

B.
Pension Retirement Plan — ACA provides a “defined contribution” tax deferred annuity plan for all employees who meet the requirements of the American Camping Association Employees’ Pension Plan.

C.
Life Insurance — ACA pays 100 percent of premiums for life insurance protection for employees.

D.
Travel Protection — A travel accident policy is provided for all exempt staff members.

E.
Disability Income Protection — Group long-term disability (LTD) is provided to regular, full-time employees to provide financial security should those employees suffer a serious and extended disability that prevents them from working.

F.
Social Security — ACA matches all employees’ contributions to the Social Security system.

G.
Worker’s Compensation — ACA provides each employee with coverage under the Worker’s Compensation Law of the state of employment. In the event that any accident occurs on the job, or in the event of a job-related illness, he or she should notify his or her immediate reporting authority, and the accounting department. The Employer’s First Report of Injury must be completed within 24-48 hours of the accident and returned to the accounting department.

H.
Unemployment Compensation — ACA provides each employee with unemployment compensation coverage. This affords staff members with financial protection in case of layoff or termination, dependent upon circumstances.

I.
Section 125 Plan — While ACA has an excellent medical and dental benefits program, not all employee expenses are covered. There are deductibles and items such as eyeglasses that are not covered. Thus, ACA sponsors a Section 125 Plan, which allows employees to estimate each year how much they expect to spend on themselves and their dependents which will not be covered by insurance. This includes child care expenses. These expenses may then be paid for with pre-tax dollars.

J.
Benefits for Regular Part-time Employees — Regular part-time employees are eligible for benefits as follows:


1.
Vacation time, sick leave, and holiday pay is prorated based on the ratio of the number of hours worked compared to the regular workweek.


2.
Unemployment compensation is as defined under the laws of the State of Indiana.


3.
Regular part-time employees, who work at least 30 hours per week, are eligible to participate in the life, health, and long-term disability programs. Health insurance premiums will be on a prorated basis. Part-time employees who complete 1,000 hours of service in a twelve-month period are eligible to participate in the pension plan.

K.
Benefits for Temporary Employees — Temporary employees who complete 1,000 hours of service in a twelve-month period are eligible to participate in the pension plan.

L.
Benefits for Retirees — Retired employees may continue their current medical coverage provided that the plan allows for the inclusion of retirees. However, the full cost of medical benefits will be the responsibility of the retiree.

X. Separation

Separation is any step taken that ends the working relationship between an employee and ACA.

A.
Voluntary Resignation or Retirement (Separation initiated by the employee) — Nonexempt employees are expected to give two weeks’ notice. Exempt employees are expected to give one month’s notice. The exact date of termination can be adjusted by the employer.


Voluntary resignation or retirement by an employee shall result in settlement of all payments and adjustments due through the last day worked. Settlement equals salary plus accumulated vacation pay, less advances on salary and expenses due the association. No compensation will be allowed for unused sick or personal leave.

B.
Involuntary Separations

1.
In the event of an employee’s death, salary through the last day of the month that the death occurs and all accrued vacation will be paid to the decedent’s estate.


2.
Terminations (discharge), with proper approvals, for violation of ACA rules and regulation, neglect of work, or insubordination shall result in settlement that equals salary plus accumulated vacation pay, less advances on salary and expenses due the association. No compensation will be allowed for unused sick or personal leave.


3.
Separations, with proper approvals, due to the employee’s lack of ability to perform, reduction in the workforce, or discontinuance or removal of association operations may entitle employees to a separation allowance in addition to settlement of all payments and adjustments due, if ACA deems such an offer to be appropriate and if the employee agrees to and signs the Severance and Release Agreement provided by the Association at termination. If the employee does not agree to sign the Severance and Release Agreement as provided, no separation allowance will be paid to employee.

a.
Separation Allowance — The allowance shall be equal to one week of pay at last pay rate for each twelve months of service, to a maximum of twelve weeks of pay. In addition, for employees with ten or more years of service, the Association will pay the premiums that would otherwise be due from the employee in order to continue his or her current coverage under the Association’s health insurance plan for a period of three months after the termination of his or her employment (assuming that the employee makes a timely and proper election to continue such coverage under COBRA).



The decision to terminate an employee will be made by the employee’s reporting authority, with review by the executive director. Decision to terminate the executive director will be made by the Executive Committee, acting as the Personnel Committee. Employees terminated are not entitled to any benefits except accrued salary and earned but unused vacation, less advances on salary and expenses due the association. No compensation will be allowed for unused sick or personal leave.



Indiana supports the “employment at will” doctrine that gives both the employer and employee the right to enter and terminate the employer/employee relationship “at the will” of either party. ACA follows that doctrine.

XI. Grievance Procedure

A.
Purpose and Definition — The purpose of the grievance procedure is to provide an orderly method of resolving a grievance arising during an individual’s term of employment at ACA.


A grievance is any difference in interpretation or application of ACA’s rules and procedures or other terms or conditions of employment as outlined in ACA’s current personnel policies.


Grievances will be heard according to the steps outlined in the procedure subsection of this section of the manual. Individuals presenting a grievance by following the procedures in this manual will not be subject to suspension because of the grievance.


All employees shall have equal right to request an impartial review of a grievance, provided the procedures are followed. At no time during the process will the employee’s employment with ACA be endangered as a result of pursuing a grievance.

B.
Procedure

Step 1. Discussion with human resources. The employee must inform human resources that the problem under discussion is a formal grievance. This action should be taken within five days of the event to be investigated. If resolution to the issue is not achieved, proceed to Step 2.


Step 2. Within five days of the employee’s Step 1 discussion, the employee should present facts in writing to human resources and the reporting authority who supervises that area of responsibility. A meeting involving all parties will be held generally within five days of the written notification to resolve the grievance. If the problem is not resolved to the employee’s satisfaction, proceed to Step 3. If an employee’s reporting authority is involved, Steps 1 and 2 are combined. If the executive director is involved, proceed to Step 4. The board of directors is the executive director's reporting authority.


Step 3. The employee should present facts in writing within five days following the preceding step to the executive director. The reporting authority will also document his or her discussions regarding the grievance and forward to the executive director. The executive director will hold a meeting of all involved parties to resolve differences. If the employee is dissatisfied with the resolution, proceed to Step 4.


Step 4. The employee should request, in writing within five days of the preceding step, a hearing before a grievance committee, whose decision is final. The committee shall be appointed by the president and shall consist of three members of the board of directors. The committee may call witnesses and review records. The decisions of the committee are final.



American Camping Association®


Staff Development Request for Training


Name of employee	


Training requested (title of seminar, course, college-credit courses, conference, etc.)	


	


Place training is held	Date scheduled	


Estimated cost:  Registration ________________  Travel ________________  Room ________________


(Only pre-approved college-credit course tuition will be reimbursed. The employee’s time, travel, and book cost will not be reimbursed.)


Please state why you feel that this training is necessary and what you expect to gain from the training. Also, explain how you will be better able to perform your duties.


	


	


	


( Approved ( Not approved Reason not approved	


	


			


Employee’s Signature	Date


			


Executive Director’s Signature	Date











