[image: image1.jpg]Q" Pearlstone

Center




Operating Policy Manual

Last Updated: December 2015

The Pearlstone Executive Committee reviewed the following Associated policies and determined that they should be adopted/adapted by Pearlstone.  These policies were passed unanimously on June 23, 2015.
a.
Contract Review

b.
Capital Project 

c.
Nepotism

d.
Workplace dating

e.
Flexible work arrangement

f.
Breast feeding

g.
Whistle blower 

h.
Political activities

i.
Re-employment
Contract Review Policy TC "Contract Review Policy" \f C \l "2" 
Title:


Contract Review Policy

Policy:
Contracts with an annual value up to $ 1,000 must be approved and signed by the Executive Director or Director of Operations. However, all contracts should be forwarded to the Executive Director or Director of Operations to insure that any insurance requirements are met.  In no event can any employee, other than the Executive Director, approve or execute any contract obligating Pearlstone. 

Legal review may be requested if deemed necessary by the Executive Director or Director of Operations or the value of the contract is in excess of $25,000.  

All contracts with an annual value in excess of $25,000 require the approval of The Pearlstone Finance Committee or another governing Committee.

Purpose:
To make sure that all contracts are thoroughly reviewed to prevent an unfavorable outcome to Pearlstone.

Scope:
This policy applies to any contract entered into by Pearlstone.  The approval process will include legal review if the contract exceeds $25,000 or the complexity of the contract justifies this action.  The Pearlstone Finance Committee is required to approve any contracts in excess of $25,000. 

Responsibility:
The Management Team is responsible for forwarding any and all contracts that exceed the thresholds listed to the Executive Director or Director of Operations for review and sign off.  The Executive Director or Director of Operations will make sure the contract is reviewed as required by this policy.   

Procedure:
Prior to entering any contract over $25,000, all required approvals must be completed prior to execution of the contract.

Capital Project Policy TC "Capital Project Policy" \f C \l "2" 
Title:


Capital Project Policy

Policy:
Prior to committing to or contracting for a Capital Project, Capital donations totaling 100% of the total project cost must be pledged by donors with payment over no more than an average of seven years.  Total project costs should include all design, engineering, permits, construction, furnishings and financing costs. 

Purpose:
To ensure sufficient resources have been raised or pledged before the organization commits money and resources for a new project, or incurs debt for the construction or acquisition of the project. This policy will prevent the organization from becoming overextended using debt or assets in support of capital projects or acquisitions.

Scope:
This policy applies to any new capital project or acquisition with an estimated cost in excess of $100,000.  

Responsibility:
The Executive Director or Director of Operations working with the Finance Committee and the Real Estate Committee will not authorize any new capital projects unless funding according to this policy has been confirmed.  Responsibility to ensure the financial health of the organization is the responsibility of all working groups including the Board of Directors.

Procedure:
All capital projects and acquisitions will be presented to The Finance Committee.  Funding and capital costs including cash flows must be reviewed for every new capital project or acquisition above the established threshold by this policy in order to ensure compliance with this policy.  Any capital projects and acquisitions that exceed $100,000 will be presented to the Board of Directors.

NEPOTISM POLICY

A person shall not serve as an employee of Pearlstone in a position that is under the direct supervision of a relative or where the relative by virtue of his/her position has authority to take administrative or other action directly affecting such a person.


For purposes of this policy, the term “relative” shall include but is not necessarily limited to:


Parent (grand, step, in-law)


Legal Guardian


Spouse


Son (grand, step, in-law)




Daughter (grand, step, in-law)



Brother (step, in-law)





Sister (step, in-law)

Aunt/Uncle

Niece/Nephew


If, following employment, there is a change in the employee’s personal or professional status such that this policy would be violated, Pearlstone will make reasonable efforts to reassign job duties to avoid potential problems with supervision, safety, or morale.  Attempts will be made to find a suitable position within Pearlstone to which one of the employees may transfer.  If accommodations of this nature are not feasible, the employees will be given the option to determine which of them will resign.  

WORKPLACE DATING GUIDELINE


Pearlstone prohibits supervisors from dating any subordinates.  Any employee who feels pressured to date or otherwise become involved with a supervisor, co-worker, or customer should notify the Human Resources Department of THE ASSOCIATED.

FLEXIBLE WORK ARRANGEMENT


Flexible work arrangements are alternative arrangements or schedules from the traditional working day and week of Monday through Friday from 8:30 AM to 5:00 PM. Alternative work scheduling is an opportunity to maintain employee productivity through various forms of creative work scheduling.

Employees may be considered for alternative work scheduling on a case-by-case basis. Eligibility for participation in a flexible work arrangement will depend on an assessment by the department head that the employee’s proposed work schedule will enable the employee to fully meet job responsibilities, performance expectations and the missions of Pearlstone. 


Pearlstone requires employees to be on-site for meetings, trainings or other events as needed. 

Employees interested in a flexible work arrangement must complete a Flexible Work Arrangement Agreement and have it approved by their supervisor. The form must then be submitted to the Executive Director and Director of Operations for final approval. The request may be granted, modified or denied. Flexible work arrangements are not an employee benefit or entitlement and do not change the terms and conditions of an employee’s employment.

Pearlstone Center
Flexible Work Arrangement Agreement

Employee’s Name:



Department:

Job Title:




Supervisor:

This Flexible Work Arrangement Agreement is established between Pearlstone and _________________________.  This agreement shall become effective as of ______________, and shall remain in effect until________________________________, unless modified or terminated by Pearlstone, department or the employee. In the event that either Pearlstone or the employee needs to terminate the agreement, the party shall provide the other with one week’s notice. This agreement will be reviewed by both parties every _________ month(s) or more often if so desired by either party.

This agreement is subject to the employee satisfying the following conditions on a continuing basis:

· Employee shall perform all work duties at the expected performance standards

· Employee’s work schedule shall not interfere with normal interactions with the Employee’s department head, colleagues, donors or volunteers

· Employee’s schedule shall not adversely affect the ability of other Pearlstone employees to perform their work

· Employee shall ensure his/her accessibility to staff who maintain traditional hours

· Employee shall adhere to the agreed upon work schedule and give proper notice for vacation or sick days

All of the employee’s obligations and responsibilities, and terms and conditions of employment with Pearlstone remain unchanged; expect those specifically changed in the agreement.  Any breach of this agreement by the employee may result in the modification or termination of the flexible work arrangement established under this agreement.   NOTHING IN THIS AGREEMENT CHANGES THE AT-WILL NATURE OF EMPLOYEE’S EMPLOYMENT RELATIONSHIP WITH Pearlstone.  As an at-will employee, Employee’s employment is terminable at the will of either the Employee or Pearlstone at any time, with or without cause, and with or without notice.

Type of Flexible Work Arrangement:  _____________________________________

Work Schedule (include each day, work hours and days that require telecommuting):

I have read and understand this agreement and all its provisions. By signing below, I agree to be bound by its terms and conditions.

Employee Signature








Date

Supervisor’s Signature







Date

Executive Director Signature (if applicable)




Date

BREAST FEEDING POLICY


It is the employee’s responsibility to notify her Department Head and Facilities Manager if a place is needed to express milk. Pearlstone will work with the employee to find a quiet place to express milk; the location will have a locked door and will be shielded from the view of co-workers and building visitors. It is the employee’s supervisor’s responsibility to make sure that the employee is permitted this time without interruption. 

WHISTLE BLOWER POLICY


Any member of the staff, the Board of Directors, or volunteer affiliated with the organization with good faith information about known or suspected improper activity or misuse of the organization’s resources, or other ethical problem can report this information to the Board President without any fear of retribution or retaliatory action of any kind. The purpose of this policy is to ensure Pearlstone is properly and timely informed of any improper activity or misuse of assets while protecting the individual who reports the activity. Employees may use the hotline managed by Lighthouse Services to report any ethical problem or suspected improper activity.  Lighthouse Services can be reached by telephone at 1-800-398-1496 or can be reached online at www.lighthouse-services.com.  For the website, the username is associated, and the password is baltimore101. 

In accordance with the Sarbanes-Oxley Act, no retaliatory organizational action can be taken against any person(s) who, acting in good faith, reports truthful information about the commission or possible commission of any Federal, State or Local offense to a “law enforcement officer,” member of the professional or volunteer management, or Pearlstone leadership. The Executive Director of the organization working in conjunction with the Board President is responsible for ensuring organizational compliance with this policy. Reports of impropriety will be reviewed, documented and acted upon appropriately.  Confidentiality shall be maintained to the greatest extent possible.

POLITICAL ACTIVITIES POLICY

Pearlstone encourages its employees to participate in political activities as citizens, in accordance with their interests and abilities.  Pearlstone encourages all employees to vote.  Participation in political activities is considered to be a personal matter and, as such, is generally to be carried on outside of normal working hours.  No political activities or solicitations shall be carried on during work hours or on Pearlstone’s premises. 

Political activities are defined for purposes of this policy as activities in support of or in opposition to any political issue, legislation, individual candidate, or a political party.

No employee may use supplies, software, or hardware (including, but not limited to: letterhead, postage, phone, electronic mail accounts, or internet access) supplied by Pearlstone for political activities.  No employee shall use his/her position, title or the name of Pearlstone in any communication regarding a political activity.  No signs or political decals are permitted in offices or in the building.

If it is decided that Pearlstone will take a public position on a political issue or legislation, any statement in support or opposition will be handled by the Executive Director and Board President.

RE-EMPLOYMENT

Any employee, who leaves on a voluntary basis and returns within a 12-month period, will be reinstated using their original date of hire.

