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Introduction to the Employee Handbook
This Employee Handbook is intended as a helpful resource guide to the workplace at
Community Housing Development Corporation of North Richmond (which will be
referred to in this manual as "CHDC" or "Company"). Please take the time to read it and
become familiar with its contents. Ask your immediate manager, Human Resources or the
Executive Director if you have any questions. This Handbook explains, in general terms,
our workplace philosophies and beliefs, and our employment guidelines.
In order for us to make the best business decisions, we reserve the right to add, modify, or
eliminate policies and programs, with the exception of CHDC’s policy of “at will”
employment or other legally required policies or programs. You will be provided with
reasonable advance notice of significant changes to employment policies and programs.
This Handbook is not an express or implied agreement or contract of employment for any
particular duration of time. It describes CHDC’s policies and guidelines on various
subjects. Employees may enter into agreements separate and apart from this Handbook,
which detail other and additional issues and responsibilities. This Handbook supersedes
all prior handbooks, manuals, policies and procedures issued by CHDC, as well as any
inconsistent verbal or written statements.
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Equal Employment Opportunity
1.0

Equal Employment Opportunity

CHDC is an equal opportunity employer and provider, and recognizes the importance of
having a diverse workforce that generally reflects the diversity of the community. Our
long-standing policy is to recognize the dignity of the individual and ensure fair and
impartial treatment in all of our employment actions without regard to race, color, ancestry,
creed, religion, religious creed (including religious dress and grooming practices), sex,
gender, gender identity/expression, sexual orientation, national origin, age, physical or
mental disability, pregnancy/lactation, medical condition, genetic information, marital or
domestic partner status, military and veteran status, or any other characteristic protected by
law or regulation. All such discrimination is unlawful and all persons involved in the
operations of the Company are prohibited from engaging in this type of conduct. This
policy extends to all employment decisions including hiring, placement, promotion,
transfer, demotion, layoff, termination, recruitment, pay and other forms of compensation,
training and other terms and conditions of employment.
Any employee who believes that he or she has been subjected to discriminatory treatment
should follow the complaint procedures set forth in the Prevention of Harassment section
below.
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Work Environment at CHDC
2.0

Prevention of Harassment

CHDC is committed to providing a work environment that is free of wrongful
discrimination and harassment, including sexual harassment. CHDC strictly prohibits
harassment on the basis of race, color, religion, religious creed (including religious dress
and grooming practices), national origin, age, physical or mental disability,
pregnancy/lactation, medical condition, genetic information, marital or domestic partner
status, military and veteran status, sex, gender, gender identity/expression, sexual
orientation or any other characteristic protected by law or regulation or any other
harassment that is severe and pervasive enough to substantially interfere with an
employee’s work or work environment. This policy extends to all employees, volunteers,
clients, visitors, independent contractors and providers of services or products to CHDC.
Unlawful harassment cannot be fully defined in this Handbook, but, in general, it is
unwelcome physical, verbal, or non-verbal conduct, based on one of the categories
mentioned above, that is severe or pervasive and creates an intimidating, hostile or
offensive work environment, or submission to the conduct is made either an explicit or
implicit condition of employment or used as the basis for an employment action.
Applicable law defines sexual harassment as unwanted sexual advances, requests for
sexual favors, or visual, verbal or physical conduct of a sexual nature (which is not limited
to sexual desire) when: (1) submission to the conduct is made either an explicit or implicit
condition of employment; (2) submission to or rejection of the conduct is used as the basis
for an employment decision affecting the individual; or (3) the conduct has the purpose or
effect of unreasonably interfering with an employee’s work performance or creating an
intimidating, hostile, or offensive work environment. Sexually harassing conduct can be
by a person of either the same or opposite sex.
Harassment may include, but is not limited to, Verbal: threats, offensive jokes, comments
or slurs (including written form via email, texting or other communication media);
Physical: impeding or blocking movement, unwelcome physical contact, physical
interference with normal work; and Non-verbal: offensive or obscene photographs or
pictures, gestures or other displays that degrade or humiliate others. Examples of sexual
harassment include, but are not limited to, offensive sexually-oriented kidding, jokes or
insults, offensive or unwanted physical contact such as patting, pinching, touching, or
brushing against another’s body, unwanted flirtation, sexual comments, advances, or
propositions (none of which are limited to expressions of sexual desire). If an employee’s
behavior is harassing, intimidating or disrespectful but is not based upon an individual’s
protected class or characteristic, it may be considered a violation of this policy if it
interferes with another employee’s work or creates an abusive working environment.
This policy applies regardless of where the behavior or incident occurs, whether or not the
incident occurs on premises owned, operated, or leased by CHDC of North Richmond and
whether or not it occurs during working hours.
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If you believe you or a co-worker have been or are being harassed, the following reporting
options are available:





If the employee feels comfortable doing so, immediately let the person know that
his or her behavior is unwanted or inappropriate.
If the employee does not feel comfortable doing so, he or she may inform his or her
direct supervisor or manager, any manager, the Deputy Director, the Executive
Director, Human Resources or any Executive Committee member of CHDC’s
Board of Directors.
Employees may also contact and file a complaint with the Equal Employment
Opportunity Commission (www.eeoc.gov/employees) or the Department of Fair
Employment and Housing (www.dfeh.ca.gov), the government agencies responsible for
investigating and prosecuting complaints of unlawful harassment in employment.
Your office’s bulletin board will have contact information.

Supervisors and managers who receive complaints or who observe or are aware of any
harassing conduct must inform Human Resources, the Deputy Director or Executive
Director immediately so that the matter can be investigated.
Upon notification to a manager, Human Resources, the Deputy Director, the Executive
Director or the Executive Committee of the Board of Directors, CHDC will conduct a
prompt, fair, thorough and impartial investigation by qualified personnel that provides all
parties with appropriate due process and reaches a conclusion based on the evidence
collected. It will be conducted in a manner that is as confidential as possible. All
employees are required to cooperate fully with any investigation. The investigation
will be documented and tracked for reasonable progress. The company will provide timely
notification of the results to the applicable parties.
Based on the results of the investigation, the Company will take appropriate remedial
action, as needed, up to and including termination of employment.
CHDC strictly prohibits retaliation against any employee for raising a complaint or concern
or against any employee who participates in a workplace investigation, or for filing,
testifying, assisting, or participating in any manner in any investigation, proceeding, or
hearing conducted by a governmental enforcement agency. If you feel that you are being
or have been retaliated against, inform your supervisor, any manager, Human Resources,
the Deputy Director, the Executive Director or the Executive Committee of the Board of
Directors. In the event that an investigation concludes that a complaint was fabricated for
improper purposes, the Company will take the appropriate action commensurate with the
finding and its legal obligations.
Keep in mind that the Company cannot fix problems in the workplace that it does not
know about. Failure to report inappropriate behavior prevents CHDC from taking steps
to remedy the problem.
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2.1

Disabilities and Job Accommodations

CHDC of North Richmond is committed to treating all employees, applicants for
employment, and clients in a manner consistent with good business practice and legal
obligations, regardless of physical or mental disability. CHDC will make reasonable
accommodations for clients and visitors to use our facilities, for applicants to complete the
employment application process, and for employees to perform the essential functions of
their jobs.
If you are disabled and need an accommodation to perform your job, notify your manager,
Human Resources or the Executive Director and complete an accommodation request
form. Upon this written request from you or where the need for an accommodation is
received from a third party (authorized by you), is based on observation or occurs at the
conclusion of a leave of absence period, CHDC will comply with its legal requirements
under the Americans with Disabilities Act, the California Fair Employment and Housing
Act and any other applicable law or regulation. The Company will need to determine what
accommodation, if any, is reasonable, which includes whether it will cause undue hardship
to the company. To make this determination, we will obtain your input as to what you
believe is a reasonable accommodation. We will engage in a dialogue with you as we look
at various alternatives.
We will usually need medical certification regarding the disability and recommended
accommodations, for example, when there is a job-related reason for this information and
the disability (or the extent of the disability) is not obvious. Second medical opinions and
medical re-certifications may be required. It is your responsibility to ensure that all
requested medical certifications are submitted to us. All communications with your health
care provider regarding medical issues will be authorized by you, and will be maintained
in a confidential manner. Reasonable accommodation determinations will be based upon
medical recommendations, and an analysis of the feasibility of the proposed
accommodation and whether it will cause the Company undue hardship. Since each job
accommodation is unique, certain restrictions may apply, such as requirements regarding
additional medical certification or advance notice for absences.
In certain situations, usually to determine if the employee can perform the essential job
functions or for the safety of the employee or others, a medical (or fitness for duty)
examination may be required. These examinations are conducted for job-related reasons,
consistent with our business necessity. Employees are generally provided time off to
undergo such an examination.
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2.2

Open Door

CHDC maintains an open door policy. The open door policy offers employees, volunteers,
and consultants an opportunity to interact with management, without fear of repercussion,
to express concerns, opinions, suggestions and comments and to resolve a challenge.
Employees are encouraged to make suggestions to their supervisor, Human Resources, the
Deputy Director or the Executive Director. Employee concerns are addressed in as timely
and confidential manner as possible. While the Company provides you with this
opportunity to communicate your views, please understand that not every complaint can
be resolved to your satisfaction.
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Policies and Procedures
3.0

Organizational Structure

The Board of Directors of CHDC is responsible for establishing operational policies and
employing the Executive Director. The Executive Director is responsible for administering
the policies and reports to the Board of Directors. The staff of CHDC is accountable to the
Executive Director.
3.1

Employment At Will

CHDC employs all employees on an "at will" basis. This means that CHDC may terminate
the employment relationship or change the terms and conditions of employment of any
employee at any time, with or without notice or cause. Likewise, employees may resign
their employment at any time, for any reason, without notice. This status may not be altered
by oral statements, longevity of employment, performance reviews, promotions, salary
adjustments, or application of disciplinary measures, if any.
No representative of CHDC, other than the Executive Director or Deputy Director, has
authority to change the "at-will" employment status of any employee, to enter into an
agreement for employment for a specified period of time, or to make any agreement
contrary to this policy. Even then, any such agreement must be stated expressly, in writing.
3.2

Hiring, Recruiting and Background Checks

All applications for employment must be in writing and include the position for which the
individual is seeking employment. All requests to recruit must be approved, at a minimum,
by the Executive Director before recruitment is initiated. Recruitment activity is contingent
upon appropriate funding.
The Company recognizes the importance of maintaining a safe workplace with employees
who are honest, trustworthy, qualified, reliable, and nonviolent, and do not present a risk
of serious harm to their coworkers or others. For purposes of furthering these concerns
and interests, the Company conducts background investigations after a conditional job
offer is extended. Certain positions also require a credit check. Background checks may
also be conducted during employment for business purposes.
In the event that a background check is conducted, the Company will comply with the
federal Fair Credit Reporting Act and applicable state law, including providing the job
applicant or employee with any required notices and forms. The Company further
complies with applicable laws and regulations, including California's Ban the Box law,
with respect to an applicant’s prior criminal history by conducting individualized
assessments taking into account the time that has elapsed since an unresolved arrest or
criminal conviction and any mitigating factors.
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3.3

Eligibility to Work in the U.S.

Under federal law, all new hires must produce original documentation and complete a form
establishing their identity and eligibility to work in the United States. Documentation must
be produced to Human Resources within three business days of hire, or on the first day of
any employment that is less than three business days. Employees must be eligible to work
throughout their employment.
3.4

Working Remotely

Working remotely (sometimes called “telecommuting”) means working at home or at a site
near the home instead of physically traveling to a central workplace. CHDC may extend
this arrangement to some employees at its sole discretion, and may end the program at any
time. Written advance authorization is required by the Executive Director, as well as an
agreement describing responsibilities such as work schedules, safety, and use of CHDC
property.
3.5

Personnel Files

CHDC maintains a personnel file for each employee. These records are confidential and
the property of CHDC. Upon written request to Human Resources or the Deputy Director
and with 30 days advance notice, you or your representative (who is authorized in writing)
may inspect your own personnel file (at reasonable intervals) by scheduling an appointment
with Human Resources and/or you may request copies of documents you have signed that
pertain to your being hired or employed and personnel records relating to your job
performance and any grievances. You may not remove any documents from your
personnel file. CHDC reserves the right to redact the name of any nonsupervisory
employee in your personnel file before you review it. CHDC further reserves the right to
charge employees for the actual copying costs.
Although CHDC keeps these files private, it may be obligated to disclose information to
persons outside the organization, such as, to respond to a subpoena or court order, to
comply with governmental agencies as part of an investigation, to administer employee
benefit plans, or to facilitate emergency situations. Whenever possible, CHDC will try to
keep this information restricted.
Unless specifically authorized by you, CHDC will not release any information about you,
other than your dates of employment.
Employees are responsible for ensuring that their personal information is accurate and
current. Employees must notify the HR representative of changes including name, address,
marital status, beneficiaries, persons to contact in an emergency, and continuing education
and training courses.
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3.6

Standards of Conduct

CHDC tries to foster an environment of cooperation and teamwork to maximize each
employee's job performance.
In order to assure orderly operations and provide the best possible work environment, the
Company expects employees to follow rules of conduct that will protect the interests and
safety of personnel. It is not possible to list all the forms of behavior that are considered
unacceptable in the workplace, but the following are examples of conduct that may result
in disciplinary action, including corrective action, suspension, demotion, and/or
termination of employment.

















Failure to satisfactorily perform job duties, as assigned. Failure or refusal
to follow guidelines or perform tasks.
Insubordination, including but not limited to failure or refusal to obey the
orders or instructions of any supervisor or member of management, or the
use of abusive or threatening language toward any supervisor or member of
management.
Violation of safety or security guidelines, including provoking a fight or
fighting during working hours or on premises owned or occupied by the
Company, engaging in horseplay, carrying firearms or any other dangerous
weapons, at any time, on premises owned or occupied by the Company.
Possessing, distributing, selling, transferring, or using--or being under the
influence of--alcohol or legal/illegal drugs in the workplace.
Excessive tardiness, absenteeism, failure to observe or abuse of meal or rest
breaks, failure to adhere to work schedules or failure to receive
authorization to leave work during normal work hours.
Actions or conduct which jeopardize or violate CHDC's equal employment
opportunity and/or harassment prevention policy, including conduct that
implicitly or explicitly interferes with the work performance of others or
creates an environment which is discriminatory, offensive, intimidating or
harassing.
Destroying, damaging, defacing, sabotaging or theft of CHDC records,
tools, property, or equipment.
Engaging in criminal conduct whether or not related to job performance.
Violation of any CHDC rules, standards, or practices.
Actions which represent a conflict of interest with your duties.
Actions which are dishonest, fraudulent or unethical.
Actions which jeopardize or violate the confidentiality guidelines.
Falsification, misrepresentation, alteration or destruction of any company
records or property.

Conduct that is not listed, but that is unprofessional or potentially embarrassing, adversely
affects or is otherwise detrimental to CHDC's interests, or the interests of its customers,
clients or the public, may also result in disciplinary action, up to and including immediate
(Rev. October 2019)
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termination. Nothing in this section alters the employment at will relationship between
you and CHDC.
3.7

Job Duties and Performance

CHDC maintains certain expectations and standards applicable to each employee's job.
Your supervisor or manager will review these with you. In general, employees are
expected to conscientiously perform their duties, respond readily to the direction of their
supervisor, and conduct their relations with fellow employees in a manner which does not
cause discord.
It is expected that employees will perform additional duties and assume additional
responsibilities as needed by CHDC for its efficient operation. In order to adjust to changes
in CHDC's business, it may become necessary to modify an employee's job description,
add to or remove certain duties and responsibilities, or reassign an employee to an alternate
job position.
Formal performance reviews will be conducted to provide supervisors and their direct
reports with the opportunity to discuss job tasks, identify and correct weaknesses,
encourage and recognize strengths, and discuss positive, purposeful approaches for
meeting goals. The Company expects supervisors to provide job performance feedback on
a regular basis.
After the review, employees are required to sign the evaluation simply to acknowledge that
it has been received and discussed. Employees may provide additional written comments
at that time.
Supervisors and managers are to provide on-going feedback to their direct reports
regarding job performance and conduct. If the employee requires improvement, CHDC
will address this issue in a manner appropriate to the particular circumstances, which may
include providing the employee with a performance improvement plan or corrective action,
additional training, probation or termination.
3.8

Protection of Confidential Information

The security of CHDC’s property is of vital importance. CHDC property includes not only
tangible property, like desks, keys, tools and computers, but also intangible property such
as information and data. All employees share the responsibility to ensure that proper
security of CHDC property and private – or confidential – information is maintained at all
times.
All employees, consultants, volunteers and contractors are required to abide by the terms
of this policy and any applicable written agreement. Confidential Information means any
CHDC proprietary information, technical data, trade secrets or know-how, including, but
not limited to, research, plans, services, supplier lists, client lists, client financial and/or
personal information (including, but not limited to, clients of CHDC on whom employees
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have had contact or with whom they became acquainted during the term of their
employment), names and expertise of employees and consultants, software, developments,
inventions, processes, formulas, technology, designs, drawings, hardware configuration
information, marketing, finances, other business information or any and all Human
Resources data, including but not limited to any job performance, compensation, benefits,
personal financial or private health information of any current or former employee
disclosed to employees by the CHDC either directly or indirectly. Confidential
Information does not include any of the foregoing items that have become publicly known
and made generally available through no wrongful inadvertent or accidental act of
employees or others who were under confidentiality obligations as to the item or items
involved.
Employees, consultants, volunteers and contractors must have written authorization to
review or otherwise access client records.
At all times during an employee’s employment with CHDC, and after that employment
relationships ends (whether voluntarily or involuntarily), employees are expected to keep
in strictest confidence and trust all Confidential Information, and to not directly or
indirectly disclose, use, rely on or induce, or assist in the use or disclosure of any
Confidential Information without CHDC’s prior express written consent, except as may be
necessary in the ordinary course of performing duties on behalf of CHDC. This includes
but is not limited to, soliciting any of CHDC’s current clients, service providers or
government agencies, inducing or encouraging such clients or entities to cease doing
business with CHDC or taking away business from CHDC,
Employees must promptly notify their manager if they know or believe that CHDC’s
Confidential Information has been released or compromised in an unauthorized manner.
Employees must take reasonable measures to prevent unauthorized persons or entities from
having access to, obtaining, or being furnished with any Confidential Information.
Any violation of this policy may result in immediate termination of employment or, in the
case of volunteers, consultants or contractors, termination of service agreements.
3.9

Public Relations

Employees share the responsibility for maintaining good public relations. Employees must
not release information about CHDC’s activities, staff or clients to the media without
express authorization. All inquiries from the media must be referred to the Executive
Director.
Employees must obtain approval from the Executive Director prior to making a public
statement involving CHDC, its staff or clients, including, but not limited to, participation
on panels, presentation papers, speech making, and participation in political activities.
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3.10

Avoiding Conflicts of Interest

Employees are expected to devote their best efforts and attention to the performance of
their jobs. Employees are expected to use good judgment, to adhere to high ethical
standards, and to avoid situations that create an actual or potential conflict between the
employee’s personal interests and the interests of CHDC. A conflict of interest exists when
the employee’s loyalties or actions are divided between CHDC's interests and those of
another, such as a competitor, vendor, supplier, or customer. Both the fact and the
appearance of a conflict of interest must be avoided. Employees unsure as to whether a
certain transaction, activity, or relationship constitutes a conflict of interest should discuss
it with the Executive Director for clarification. Any exceptions to this guideline must be
approved in writing by the Executive Director.
This guideline does not attempt to describe all possible conflicts of interest that could
develop. Some of the more common conflicts from which employees should refrain,
however, include the following:













Accepting personal gifts or entertainment from competitors, customers, vendors,
government agency employees, government agencies, suppliers, potential
suppliers or persons receiving benefits or services under any program financially
assisted by the Office of Economic Opportunity. This also includes gifts received
by members of an employee’s immediate family, consultants, and volunteers.
Working for a competitor, supplier, or customer.
Engaging in self-employment in competition with CHDC.
Engaging in outside employment, consulting, volunteer work, speaking
engagements or work of any kind which interferes with the employee’s
employment duties and responsibilities at CHDC.
Using proprietary or confidential CHDC information for personal gain or to
CHDC’s detriment.
Acquiring any interest in property or assets of any kind for the purpose of selling
or leasing it to CHDC.
Committing CHDC to give its financial or other support to any outside activity or
organization, without express authorization.
Engaging in or having a close, personal relationship with a direct report employee
of CHDC that might interfere with the exercise of impartial judgment in decisions
affecting CHDC or any employees of CHDC or otherwise create a security or
morale issue.
Engaging in the development, real estate brokerage, or any other activities that
may be interpreted as a conflict of interest with the program without prior written
disclosure and prior written approval by the Executive Director.
Offering employment at CHDC as a consideration or reward for the political
support of any political party or candidate for public office, or engaging in partisan
political activity as part of their job with CHDC.
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Honoraria received by employees for presentations or speaking engagements relating to
CHDC and its programs are not considered to be gifts for purposes of this conflict of
interest policy.
If an employee or someone with whom an employee has a close relationship (a family
member or close companion) has a financial or employment relationship with a competitor,
customer, vendor, supplier, or potential supplier, the employee must disclose this fact in
writing to the Executive Director. Employees should be aware that if they enter into a
personal relationship with a subordinate employee or with an employee of a competitor,
supplier, or customer, a conflict of interest might exist that requires full disclosure to
CHDC.
Failure to adhere to this guideline, including failure to disclose any conflicts or to seek an
exception, may result in discipline, up to and including termination of employment.
3.11

Ethical Behavior and Reporting

CHDC’s reputation for integrity and excellence requires careful observance of the spirit
and letter of all applicable laws and regulations, as well as a scrupulous regard for the
highest standards of conduct and personal integrity.
CHDC will comply with all applicable laws and regulations and expects all of its
employees to conduct business in accordance with the letter, spirit, and intent of all relevant
laws by refraining from any illegal, dishonest, or compromising unethical conduct.
If a situation arises where it is difficult to determine the proper course of action, you should
immediately seek advice and counsel from your manager and, if that person is not
available, consult with another manager, the Deputy Director or Executive Director.
3.11.1

Whistleblower Protections

Compliance with this policy of business ethics and conduct is the responsibility of every
CHDC employee. Disregarding or failing to comply with this standard of business ethics
and conduct may lead to disciplinary action, up to and including possible termination of
employment.
It is every employee’s responsibility to report any and all actual or potential violations of
this Handbook or other CHDC policies and procedures, including and especially
complaints as to accounting or auditing irregularities or fraud and corruption.
In order for CHDC to address and resolve any potential areas of concern, it needs to be
informed. Therefore, employees may raise concerns related to known or suspected illegal
or unethical activities that might cause harm to the company, its employees or clients with
their manager or supervisor, the Deputy Director or Executive Director, Human Resources
or any member of the Board of Directors. Any of these individuals will help evaluate your
situation or concern, offer advice, if appropriate, and report the issue to Human Resources
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so that a reasonable investigation can be conducted. The matter will be kept as confidential
as possible, meaning that the issue will be relayed only to those with a need to know.
If you wish to remain anonymous or otherwise so decide, you may submit a note through
regular or inter-office mail to the attention of the Board of Directors. Confidentiality for
persons who choose to remain anonymous will be maintained to the fullest extent possible.
Any potential violations of CHDC’s harassment prevention or equal employment
opportunity policies are to be reported according to the applicable policies (described
above) so that the matter can be investigated and resolved.
CHDC strictly prohibits retaliation against any employee for providing information,
participating in an investigation, reporting suspected illegal or unethical activities, or
raising a complaint regarding conduct by the organization that the employee reasonably
believes constitutes a legal violation or violation of the company's policies regarding
ethical conduct.
3.12

Use of Company Property and Privacy

CHDC provides work areas, work stations, equipment, tools and various Technology
Resources to assist employees in performing their jobs. Technology Resources consist of
all electronic devices, software, and means of electronic communication including
computers, printers, fax machines, copiers, computer software applications, internet
access, electronic mail, telephones, cellular phones, pagers, handheld wireless devices, and
voicemail systems.
Each employee has a responsibility to safely and appropriately use CHDC’s property in a
manner that increases productivity, enhances CHDC’s public image, and is respectful of
other employees. Employees have no expectation of privacy in their use of any CHDC
property, including Technology Resources.
CHDC’s property and Technology Resources are to be used only for the purpose of
conducting the business of CHDC. Employees may, however, use CHDC’s Technology
Resources for incidental personal uses so long as such use does not interfere with their
duties, is not done for personal financial gain, does not conflict with CHDC’s business, and
does not violate any CHDC policy.
On an occasional basis, employees may need to use a personal cellular telephone to make
calls while in the workplace. Employees are expected to do so without disrupting or
disturbing your co-workers or the workplace. If possible, calls should be made from a
private location. Excessive use of personal cellular telephones or other telecommunication
devices will be handled as a job performance issue.
Employees are prohibited from photographing, videotaping or audio recording anything
on CHDC’s premises or that of the properties upon which it is providing services, clients,
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other employees, or any CHDC property or data without express written permission to do
so.
3.12.1

Monitoring

In order to protect the safety and security of the workplace and to ensure efficient service,
it may be necessary for CHDC to monitor or inspect an employee’s work, work area, mail,
and desk. In some cases, for customer service reasons, telephone calls and work on a
computer may be monitored. CHDC’s Technology Resources, including its computers,
voice mail and e-mail, are accessible at all times by CHDC and may be subject to periodic,
unannounced inspections by authorized representatives of CHDC for business purposes.
CHDC may, in its discretion, review any employee's electronic files and messages as well
as the volume and content of usage. These communications may be read by others within
the Company and outside it without first obtaining the employee's permission. Employees
should be aware that even when a message is erased or a visit to a web site is closed, it is
still possible to recreate the message or locate the web site. If there is information that an
employee does not want to be available to others, the employee should consider sending
that information by other means.
For safety and security purposes, CHDC may use video surveillance in certain community
rooms and such surveillance information may be reviewed and used for business purposes.
No surveillance will take place in any restrooms, locker rooms or any area in which
employees change clothing. Employees are further notified of surveillance by notices in
the workplace and authorize its use.
To provide a safe and secure workplace, CHDC reserves the right to inspect and search an
employee’s person or possessions, such as pockets, purse, briefcase, or other items of
personal property that are being worn or carried by the employee when it has reasonable
suspicion to do so. In such cases, the employee will be requested to conduct a self-search
(i.e., by turning out or emptying pockets, purses, etc.) in the presence of an observer who
will be a person of the same gender, to the extent feasible.
Because even a routine search for CHDC property might result in the discovery of an
employee’s personal possessions, all employees are encouraged to refrain from bringing
into the workplace any item of personal property that they do not wish to reveal to the
Center. Employees have no right of privacy to any personal items kept, stored, or
maintained on CHDC premises, CHDC property, or CHDC equipment of any kind.
Employees who refuse to cooperate during an inspection or search will not be forcibly
detained or searched. However, CHDC will base any disciplinary decision on the
information that is available, and failure or refusal to cooperate could deprive CHDC of
information that may clear an employee of suspicion.
3.12.2
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Employees are expected to use their discretion and good judgment in transmitting sensitive
materials in the most secure manner possible, which may mean using written memoranda
or personal conversation. Employees are also expected to protect proprietary and
confidential information by not disclosing their password(s) to anyone, other than an
authorized employee.
CHDC recognizes that electronic communications are sometimes treated less formally than
other types of communications and, as such, may have a greater potential for
miscommunication than verbal communication. Employees using the internet, intranet,
electronic mail or other electronic media at work or for CHDC business are expected to
adhere to the usual principles of business communications by keeping them professional
and respectful. Communications must not be transmitted in any manner, which reasonably
could cause the recipient distress, embarrassment, unwarranted attention, or harassment,
including personal attacks or vulgar, abusive, offensive or inflammatory language or
images.
Electronic mail communications may not be made anonymously for any improper reasons.
Impersonation, misrepresentation, or unauthorized disclosures by an individual claiming
to be acting in an official capacity is prohibited.
All passwords must be available to management upon request. Employees should not
provide a password to other employees or to anyone outside of the Company and should
never access any technological resources using another employee's password.
Unauthorized review, duplication, dissemination, removal, installation, damage or
alteration of files, passwords, computer systems or programs, or other property of the
Company, or improper use of information obtained by unauthorized means, is prohibited.
3.13

Social Media Guidelines

Given the rise in communicating via the internet in various ways, CHDC provides the
following guidelines for employees when representing CHDC on its social media sites,
such as Facebook, LinkedIn and the CHDC website, as well as guidelines for employees
when using social media. However, nothing contained in this policy is intended to interfere
with protected concerted activity under Section 7 of the National Labor Relations Act, such
as the right to discuss wages and working conditions with co-workers.
Guidelines for the Organization’s Social Media
CHDC’s website, Facebook, LinkedIn and other social media accounts are used for
marketing and public relations purposes. All information posted on the CHDC website,
profiles or accounts must be expressly pre-approved by the Executive Director.
Guidelines for Employees Using Social Media
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The following guidelines relate to posting items on websites, live streams, media forums,
YouTube, Facebook, MySpace, Twitter, Instagram, blog posts, chat rooms, instant
messaging, texting, and any other technology that evolves.
1.
Do Not Disclose the Organization’s or Our Clients’ Confidential Information.
All CHDC employees must comply at all times with confidentiality and proprietary
information agreement(s) and related policies described in this Handbook, whether on or
off the job, and regardless of the type or medium of communication used (including but
not limited to conversation, written documents, internet postings, email, instant messaging,
chat room communications and the like). Specifically, CHDC employees must not disclose
any confidential or proprietary information without prior authorization (as those terms are
defined in the employee’s confidentiality and proprietary information agreement and
related policies described in this Handbook). Employees must also observe the following:
•
Respect copyright and trademark laws, including use of corporate logos. For
example, use of corporate logos in a commercial manner could cause confusion
in the marketplace, and thus is prohibited.
•
Do not identify, cite or reference customers, prospects and suppliers without
written permission.
2.
Be Respectful and Professional. CHDC employees must not disparage or defame
any other CHDC employee or CHDC or its products and services. For example, employees
must not post information, comments, photographs, video or other content regarding coworkers or CHDC or its products and services that does not support CHDC’s goals or
objectives; leads to morale issues in the workplace; detrimentally affects CHDC’s business;
may be considered vulgar, obscene, threatening, intimidating, harassing; or violates
CHDC’s policies, including, but not limited to, its Avoiding Conflicts of Interest, Equal
Employment Opportunity, Harassment Prevention, Standards of Conduct, Ethical
Behavior and Reporting, Whistleblower Protections, Workplace Violence Prevention,
Protection of Confidential Information and Use of Facility & Property policies.
3.
Respect Your Co-Workers’ Privacy. Employees must not post any photographs
or videos of or transmit any information about any CHDC employees without express
authorization to do so. Before posting photographs or video taken at a CHDC event,
contact Human Resources for approval.
4.
Avoid Expressing Personal Views As the Organization’s Views. On their own
non-work time and using their own personal technology, employees may choose to
communicate electronically regarding their personal business and beliefs by writing or
responding to blogs, text messages or emails, or they may have personal websites or use
social networking websites. CHDC expects that these communications are personal in
nature. Employees who wish to identify themselves in such communications as CHDC
employees may only do so if they specifically state that the information provided or the
views expressed are personal and not CHDC’s information or views – unless CHDC has
previously authorized such communications. Similarly, employees may not use the CHDC
logo on or with any electronic communications unless it relates to a business
communication and authorization has been obtained.
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5.
Use Organization Property for Organization Business. As noted above, CHDC
property which enables employees to communicate electronically is provided to enable
employees to perform their work. Personal use must only be on a limited basis during nonwork time, and it must not interfere with your work or that of another employee.
6.
Be Aware that Electronic Communications Are Not Private. Online
conversations are NOT private and internet postings are typically permanent through
archival systems. Therefore, employees must take responsibility for their communications
and immediately correct any mistakes or errors.
3.14

Children & Visitors

CHDC is not responsible for the safety or security of any children or other individuals who
are visiting employees on CHDC premises. Their access to employee working areas is not
permitted unless approved by management.
3.15

Professional Appearance

CHDC observes a casual dress code. Some employees who have client contact may not be
able to participate in casual dress and will be expected to dress appropriately for each
situation as required. Since employees’ appearance at work reflects on CHDC, the
Company requests that employees support its efforts by dressing and grooming
appropriately for work. During working hours, all employees are expected to present a
professional, well-groomed appearance to clients and vendors. Employees are asked to use
good judgment and avoid dressing in a manner that would negatively affect clients’ and or
vendors’ perception.
Ensure that usage of perfume, cologne, lotion, deodorant or other scented products is not
so strong that it may cause an allergic reaction to those near you.
CHDC will reasonably accommodate employees’ religious beliefs or observances,
including religious dress and grooming practices, unless the accommodation would be an
undue hardship. “Religious dress practice” includes the wearing or carrying of religious
clothing, head or face coverings, jewelry, artifacts, and any other item that is part of the
employee’s religious observance. “Religious grooming practices” include all forms of
head, facial, and body hair that are part of the religious observance.
3.16

Separation from Employment

CHDC follows applicable legal regulations regarding final pay for employees. Employees
who provide more than 3 days’ notice of resignation and those that are subject to companyinitiated separation will be paid their final pay and accrued vacation leave on their last day
of employment. Otherwise, employees will receive their final pay in accordance with legal
requirements.
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Before an employee leaves, he or she must return all Company-furnished property, such as
computers, cell phones/smart phones, equipment, ID cards, keys, credit cards, documents,
policy manuals, corporate manuals, and this Handbook (and other versions of this
handbook, if any). The employee must also return any files, memoranda, data, records,
documents or emails (whether in electronic or hard copy format), whether the employee
authorized or prepared them or whether the Company furnished them to the employee. If
the employee transmitted any data whatsoever to a personal email account (or to a nonemployee’s personal email account that was not for work purposes), such emails and data
must be identified so that arrangements can be made for their return or destruction.
3.17

Exit Interviews

Employees may be requested to provide exit interview information upon separation. This
process provides employees the opportunity to communicate about their work with CHDC.
3.18

Medical Records

All employee medical records, including leave of absence, insurance benefit information
and Workers’ Compensation claims documents, are maintained in confidential files by
Human Resources and are available for review only to those with an authorized need to
know. CHDC complies with all applicable privacy regulations and HIPAA. CHDC will
not require the disclosure of genetic information regarding an employee or family member,
except as authorized by the Genetic Information Nondisclosure Act.
3.19

Sexual and Elder Abuse Prevention

CHDC has a “Zero Tolerance” policy for any sexual or elder abuse committed by any
employee, volunteer, or third party in the workplace or during any school event.
Sexual abuse is generally defined as the use, persuasion, inducement, enticement, or
coercion of any child to engage in, or assist any other person to engage in, any sexually
explicit conduct or simulation of such conduct for the purpose of producing a visual
depiction of such conduct, or the rape, statutory rape, molestation, prostitution, or other
form of sexual exploitation of children, or incest with children. Sexual abuse includes
sexual assault or sexual injury. It does not include sexual harassment (which is addressed
in the Harassment Prevention section). A child is anyone under the age of 18.
All employees are to display the utmost professional and respectful behavior at all times.
They must observe increased diligence when interacting with minors.
Employees are not to meet with or talk to minors in an office with the door closed unless
another adult employee or the child’s parent or guardian is present.
Elders are defined as anyone over age 65. Criminal elder abuse is defined as willfully
causing or permitting any elder to suffer, or inflicting unjustifiable physical pain or mental
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suffering on the elder. It also covers situations where a person willfully causes or permits
the elder to be placed in a situation in which elder’s health is endangered.
Civil law defines civil elder abuse to mean physical abuse, neglect, financial abuse,
abandonment, isolation, abduction, or other treatment resulting in physical harm or pain or
mental suffering. It also means the deprivation by a care custodian of goods or services that
are necessary to avoid physical harm or mental suffering.
Employees must immediately report any complaints from minors or elders to their
immediate supervisor, the Deputy Director or the Executive Director. Employees must
also immediately report any actual knowledge of or reasonable suspicions that sexual abuse
of a minor or elder abuse has taken place to their supervisor, the Deputy Director or the
Executive Director. If the suspected abuse relates to an adult, CHDC will contact the local
Adult Protective Services Agency. If the suspected abuse relates to a minor, CHDC will
report it to the Department of Family & Children’s Services (DFCS), the Family and
Children's Services (FCS) hotline or to the local police department. CHDC will notify
appropriate family members, based on guidance from appropriate professionals. CHDC
will take all reasonable steps to maintain the confidentiality of the complaint.
CHDC takes all allegations of sexual and elder abuse seriously and will conduct a prompt,
thorough, and impartial investigation. Such an investigation will be conducted by a
qualified third party. It will be conducted in a manner that is as confidential as possible.
All employees are expected to cooperate and participate in an investigation, as requested.
CHDC will cooperate fully with any investigation conducted by law enforcement or other
regulatory agencies.
Based on the results of the investigation, CHDC will take appropriate action, which may
include corrective action, counseling, disciplinary action or termination. With regard to
violations of this policy by non-employees, CHDC will take appropriate action.
CHDC strictly prohibits retaliation against any employee for using this complaint
procedure or for testifying, assisting, or participating in any manner in any investigation or
related legal proceeding. If you feel that you are being or have been retaliated against,
inform your supervisor, any manager, the Deputy Director, the Executive Director or the
Executive Committee of the Board of Directors immediately.
3.20

Bulletin Boards, Solicitation & Distribution

Bulletin boards are reserved for the exclusive use of the Company for posting work-related
notices or notices that must be posted pursuant to local, state, and federal law. From time
to time, special notices and information for employees will be posted by the Company on
Company bulletin boards or through electronic means. Employees should check the boards
regularly for these notices. Employees may not make any postings without the written
authorization of the Executive Director or Deputy Director.
To protect against employees being disturbed or disrupted in the performance of their job
duties, outside solicitors are not permitted on Company premises at any time. During work
time and in work areas, employees are not to communicate with or approach other
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employees directly to sell items, whether for personal or charitable purposes, solicit
donations or support for any cause or organization or participate in any non-Company
activities or events. "Work time" includes all time for which an employee is paid and/or is
scheduled to be performing services for the Company; it does not include break periods,
meal periods, or periods in which an employee is not, and is not scheduled to be,
performing services or work for the Company. Distribution by employees and nonemployees of advertising material, handbills, or printed or written literature of any kind on
Company premises is prohibited at all times.
3.21

Attendance and Dependability

Being present, on time and available for work is an essential function of each employee’s
job. As such, each employee is expected to report to work on a reliable and punctual basis.
Absenteeism, early departures from work, and late arrivals burden your fellow employees
and the Company. If you cannot avoid being late to work or are unable to work as
scheduled, you must contact your supervisor as soon as possible. Unless you have made
other arrangements with your supervisor, you must contact your supervisor each day of
your absence.
You may be asked to provide a medical authorization for your time off so that your
supervisor can determine if you are able to return to work and take appropriate action to
determine accommodations for any medical restrictions. A pattern of excessive
absenteeism or tardiness may lead to corrective action, up to and including termination of
employment. Time off that is authorized as vacation time, paid sick leave or approved as
a leave of absence will not be considered in evaluating absenteeism for this purpose.
If you fail to report for work without any notification to your supervisor or reasonable
explanation, this will be treated as a disciplinary matter. If you fail to report for work for
two (2) consecutively scheduled work days without any notification to your supervisor,
you will be considered to have abandoned your job and voluntarily resigned your
employment.
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Health, Safety & Security
4.0

Health, Safety & Security

Safety is everybody’s business. Safety is to be given primary importance in every aspect
of planning and performing all CHDC activities. CHDC wants to protect employees
against industrial injury and illness, as well as minimize the potential loss of production.
Equipment, facilities, and work procedures are designed, installed, and developed for the
safety of each employee, client, member, volunteer, and visitor to CHDC.
CHDC’s Injury and Illness Prevention Program (IIPP) is designed for this purpose and
provides important safety rules and procedures. The IIPP is maintained by Human
Resources.
Employees are encouraged to raise concerns and to make suggestions about safety issues
to their manager, Human Resources, the Executive Director or any member of the Board
of Directors. Safety concerns or questions may be made anonymously to Human
Resources. Retaliation of any kind will not be tolerated against any individual for raising
a complaint or concern or against any individual who participates in an investigation.
The following are general safety rules:










4.1

Avoid overloading electrical outlets with too many machines.
Use flammable items, such as cleaning fluids, with caution.
Walk, don’t run.
Report work-related injuries or illnesses (see §4.2).
Ask for assistance when lifting heavy objects or moving heavy furniture.
Keep cabinet doors and file and desk drawers closed when not in use.
Sit firmly and squarely on chairs that roll or tilt.
Avoid horseplay or practical jokes.
Start work on any machine only after safety procedures and requirements have been
explained.
Avoid working alone after normal office hours. Work-related events occurring in
the evening should be attended by at least two employees.
Smoke-Free Workplace

CHDC of North Richmond is a smoke-free facility. Smoking (including the use of
electronic cigarettes, vaporizers and any similar devices) is not permitted in any of the
buildings owned, operated, or leased by CHDC. Violation of this policy may result in
termination of employment.
Smoking is permitted outside the facility in a designated area and smokers are required to
dispose of their smoking devices appropriately.
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4.2

On-The-Job Injuries and Illnesses

CHDC is committed to preventing accidents and workplace injuries and has a
comprehensive program to handle work-related injuries. Employees who witness any
medical emergency on-the-job should call “911” immediately. Employees who are injured
on-the-job or suffer a work-related illness must report it immediately to their supervisor, a
Director or Human Resources.
Employees will either be provided with a claim form or obtain the necessary information
to complete the claim process. This claim information must be reported to CHDC’s
workers’ compensation insurance carrier within 24 hours of most injuries and illnesses.
Unless there is an emergency, employees will be directed to the Kaiser industrial injury
clinic for treatment.
Workers' compensation insurance benefits cover eligible work-related injuries and
illnesses. In the event that a work-related injury or illness requires time off from work on
an occasional or sporadic basis for treatment, employees are to notify their supervisor and
the Executive Director in advance and schedule appointments consistent with business
needs. If the injury or illness requires an extended period of time off (e.g., more than 5
consecutive work days), a Workers’ Compensation Leave of Absence may be taken. For
further information, see below.
CHDC recognizes the benefits of enabling employees to return to work following an injury
or illness. In conjunction with our workers’ compensation insurance carrier, we will
thoroughly review available jobs and job functions that can be performed on a modified or
light duty basis. For more information about return to work, contact Human Resources.
4.3

Workplace Violence Prevention

CHDC is committed to providing a safe, violence-free workplace. CHDC strictly prohibits
employees, consultants, contractors, clients, visitors, volunteers or anyone else on CHDC
premises (including premises of CHDC projects) or engaging in a CHDC-related activity
from behaving in a violent or threatening manner.
Disciplinary action, medical evaluation, mandatory referral to a mental health professional
will occur and/or employment may be terminated for striking or otherwise assaulting
another person; fighting or challenging another person to a fight; engaging in dangerous,
threatening or unwelcome horseplay; bringing a gun, knife, explosive or other weapon or
dangerous substance to work or to a work-sponsored event; threatening to harm another
person in any way; or engaging in any activity that causes or may cause an unsafe work
environment. Jokes about weapons, violence or the threat of violence are considered
serious in the workplace and will not be tolerated.
Employees who believe they are the victim of threatening behavior, harassment, or other
violence or threat of violence, or are witness to this behavior, must report it immediately
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to their direct manager, a Director or Human Resources. If there is an emergency situation,
contact the local police department immediately. Employees must notify Human
Resources if any restraining order is in effect, or if a potentially violent non-work-related
situation exists that could result in violence in the workplace.
CHDC will conduct an investigation into all complaints or reports of violence, threats or
other conduct that endangers the safety and security of others in the workplace. Employees
are expected to cooperate in any investigation. Depending on the particular circumstances,
violence prevention specialists may conduct on-site investigations and make
recommendations. Based on the results of the investigation, CHDC will take appropriate
action to ensure workplace safety, which may include corrective action, mandatory
psychological counseling, disciplinary action, suspension or termination. With regard to
violations of this policy by non-employees, CHDC will take appropriate corrective action.
CHDC may also obtain a temporary restraining order as warranted, and take any other
necessary steps, such as increased security personnel or other precautions.
Retaliation of any kind will not be tolerated against any individual for raising a complaint
or concern or against any individual who participates in an investigation. If employees feel
that they are being or have been retaliated against, they should inform their direct manager,
a Director or Human Resources immediately.
Non-employees engaged in violent acts on premises owned, operated, or leased by CHDC
of North Richmond will be reported to the proper authorities.
4.4

Driving Requirements

Employees who are required to drive for CHDC business must maintain a valid driver’s
license at all times and will be required to show proof of a valid driver’s license prior to
the first day of employment as well as upon request. Employees must also show proof of
current adequate automobile insurance coverage. Employees must inform their manager
when their driver’s license has been suspended or revoked or if there is a loss of insurance
coverage.
CHDC retains the right to transfer, suspend or terminate an employee whose license is
revoked, who fails to maintain insurance coverage, who is uninsurable under the
company’s policy, or who fails to maintain an acceptable driving record.
CHDC prohibits employees from using a cell phone or any wireless or electronic device to
conduct business while driving. This includes reading or sending email or text messages
or making and receiving calls during non-work hours or during their regular commute. In
the event of an emergency, any call or message must be placed with a hands-free cellular
telephone device according to California law. This includes personal and work calls. If a
hands-free device is not available, employees may only make a call or send a message
while driving for emergency purposes to a law enforcement agency, health care provider,
fire department, or other emergency services agency or entity, according to the law.
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However, regardless of the circumstances, including slow or stopped traffic, employees are
required to pull off to the side of the road and safely stop the vehicle before placing or
accepting a call or message, refrain from discussion of complicated or emotional matters
and keep their eyes on the road. Special care should be taken in situations where there is
traffic, inclement weather or the employee is driving in an unfamiliar area.
4.5

Drug & Alcohol-Free Workplace

The use of alcohol, illegal drugs, intoxicants, controlled substances, and certain
prescription and over-the counter drugs, whether on or off duty, can impair employees'
ability to work safely and efficiently. The Company prohibits the following:




Possession, use, or being under the influence of or impaired by alcohol or a drug
(whether illegal or legal), intoxicant, or controlled substance during working
hours or on Company property.
Operating a vehicle or other equipment while under the influence of or while
impaired by alcohol or a drug (illegal or legal), intoxicant, or controlled
substance during working hours or on Company property.
Distribution, sale, manufacture or purchase--or the attempted distribution, sale,
manufacture or purchase--of any drug, intoxicant, or controlled substance
during working hours or while on Company property.

CHDC reserves the right to search employees and their personal belongings based upon
reasonable suspicion of a violation of this policy. Employees who have been convicted of
violating a criminal drug statute for a violation that occurred on property owned or
occupied by the Company or during work hours are required to report it to their supervisor
or manager within 5 days of the conviction.
Employees whose use of prescription drugs and/or over-the-counter drugs may impede
their job performance should notify their supervisor or manager to determine if they can
safely perform their duties.
Employees who violate this drug and alcohol abuse policy will be removed from the
workplace immediately and are subject to disciplinary action, up to and including
termination. The Company may also bring the matter to the attention of appropriate law
enforcement authorities.
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Compensation and Payroll
5.0

Job Classifications

Federal and state laws require CHDC to classify jobs as overtime eligible or not and to pay
employees in those jobs accordingly. Depending on the job responsibilities and applicable
regulations, jobs are classified as either Exempt from overtime pay requirements (i.e., not
eligible for overtime premium pay) or Nonexempt (i.e., eligible for overtime premium
pay). If you are classified as a Nonexempt employee, you will be paid according to the
number of hours worked. If you are classified as an Exempt employee, you will be paid a
salary (a flat rate not dependent on the number of actual hours you work). An Exempt
employee’s weekly salary is subject to deductions in full-day increments for days in which
the employee has been absent and does not have sufficient vacation or sick time or works
less than a full week during the initial or final weeks of employment, or for a full week in
which the employee has performed no work.
If employees believe that an improper deduction from their salary has been made, they
should immediately report this information to Human Resources.
Jobs are also classified as Full-Time (regularly scheduled to work 40 hours per week), PartTime (regularly scheduled to work less than 40 hours per week), or Temporary (positions
on a specific assignment or project basis to be completed within a specified period of time).
CHDC also has certain service providers, such as volunteers, consultants and contractors,
who are not employees.
5.1

Work Schedules

CHDC’s regular office hours are Monday through Friday from 9:00 a.m. to 5:00 p.m. Fulltime employees are generally scheduled to work from 8:30 a.m. to 5:00 p.m. Work
schedules are based on department or office functions and individual job responsibilities,
which may vary between departments and employees. All schedules are subject to change
and require a manager’s approval. Full-time employees are expected to work forty (40)
hours per week. Part-time employees work according to their pre-arranged schedules,
except during holiday weeks.
5.2

Pay Periods and Paydays

For payroll purposes, the work week is a fixed, seven-day period that begins at 12:01 a.m.
each Monday and ends at 12:00 a.m. each Sunday.
Employees are paid on a bi-weekly basis. The pay period consists of two weeks, beginning
on a Monday and ending on Sunday of the following week. Paydays are on the Wednesday
following the end of the pay period. There are 26 pay periods per calendar year. If a
payday falls on a holiday, paychecks are available the day before the holiday.
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5.3

Paychecks and Deductions

CHDC encourages employees to sign up for direct deposit. Paychecks may be picked up
from your immediate supervisor or Accounting. When employees are absent on a payday,
their paycheck will be held until they return to work unless they have provided written
authorization for another person to pick up the check.
CHDC does not cash checks for employees or provide or authorize advance salary
payments.
The Company is required by law to make certain payroll deductions, including federal,
state and local income taxes, and your contribution to Social Security. Other deductions
are authorized by you, such as for benefit participation. These deductions will be itemized
on your check stub. If you wish to modify the number of exemptions you claim, please
request a new W-4 form from Accounting.
Employees are required to immediately report any errors on their paycheck to their
immediate supervisor or to Accounting.
5.4

Timekeeping and Time Off Records

Employees must complete an electronic timesheet, which is approved by their immediate
supervisor. They must accurately record their actual work time, for example, at the
beginning and end of each shift, when leaving the building for any non-business reason
and during meal periods.
If an employee fails to record their actual work time, or there is any error with their time,
notify Human Resources or a Director immediately. Employees who have forgotten to
record their time must notify their supervisor or Accounting immediately but no later than
the start of the next work day.
Employees are strictly prohibited from working off-the-clock before their work shift begins
or after their work shift ends. All time worked must be reported.
Falsifying time entries or recording time entries for other employees is strictly prohibited
and may result in disciplinary action, up to and including termination of employment.
5.5

Overtime Premium Pay

When operating requirements or other needs cannot be met during regular working hours,
nonexempt employees may be scheduled to work overtime. When this is required,
employees will be notified in advance, unless it is an emergency. All overtime work must
be authorized in advance by an employee’s immediate supervisor or the Executive
Director. Working overtime without prior authorization may result in disciplinary action.
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Nonexempt employees will be paid 1.5 times their regular hourly rate for all hours worked
in excess of 40 in a workweek or in excess of eight hours in a workday or for the first eight
hours worked on the seventh consecutive day of a workweek and will be paid two times
their regular hourly rate for all hours worked over twelve in a workday or over eight hours
on the seventh consecutive day of a workweek, and as otherwise required by applicable
state and federal law.
5.6

Meal and Rest Periods

All employees are encouraged to pause during the workday to rest and give eyes, hands,
mouth, and ears a break. Nonexempt employees are provided unpaid 30 minute meal
periods, in which they are relieved from duty, for each work shift of more than five hours.
Nonexempt employees working more than ten (10) hours in a single shift will receive a
second 30-minute meal break, which should be taken no later than the end of the 10th hour
of work. Your manager will advise you of the scheduling of your meal period, but it
generally is to be taken approximately in the middle of the workday (before the 5 th
completed hour of work). Employees must record the time that they stop working for their
meal period and the time that they resume working.
Nonexempt employees may not skip their meal period as a way of shortening their workday.
There are only two scenarios when employees may waive their meal break, which requires
their manager’s written authorization: 1) when an employee’s total shift is 6 or less hours
and 2) when an employee’s total shift is 12 or less hours and the employee took their first
meal period prior to their 5th hour of work in the shift. Contact your manager or HR for
information on the specific procedures to follow to waive a meal period.
Employees who fail to comply with the meal break policy may be subject to disciplinary
action.
Nonexempt employees are also provided a 15-minute paid rest period if their work day is
at least 3.5 hours, a second 15-minute period if their work day is from 6 to 10 hours, and a
third ten-minute period if their work day is over 10 hours. Rest periods are to be taken in
the middle of each work period (e.g., morning and afternoon) as scheduled by your
Manager, and are paid time. Rest periods may not be waived for any reason. Employees
who fail to comply with the rest break policy may be subject to disciplinary action.
We ask that all employees coordinate lunch and rest breaks with coworkers to ensure
adequate coverage for all functions.
For any employees (Exempt and Nonexempt) who work outdoors, they are allowed and
encouraged to take cool-down rest in the shade for a period of no less than five minutes to
protect themselves from overheating, also referred to as a recovery period. For safety and
scheduling purposes, employees must notify their immediate supervisor of the need to take
a cool-down break.
If you believe that you were not provided or were prevented from taking a meal or rest
break, notify Human Resources immediately but no later than the end of the pay period. If
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not reported, the Company will assume that you were provided with all applicable meal and
rest breaks.
If you believe that a supervisor or anyone else is interfering with any employee's ability to
take a full, uninterrupted meal break and full rest breaks or is pressuring any employee to
work off-the-clock or otherwise inaccurately report time worked should immediately report
this to Human Resources. Any complaints will be promptly investigated and rectified.
5.7

Make-up Time

Nonexempt employees may make up work time that is or would be lost as a result of
personal obligations if the time is made up during the same workweek in which the work
time is lost. To do so, employees must obtain pre-approval in writing from their supervisor.
If make-up time results in a work shift of up to 11 hours, employees will not be paid
overtime premium pay for this shift, unless they work more than 40 hours in the workweek.
5.8

Wage Garnishment

CHDC is required to comply with court orders for wage garnishment, which reduces an
employee’s take-home pay.
5.9

Compensation Policy

CHDC adheres to the compensation principles of internal and external equity, consistent
with all applicable legal requirements.
There is an established salary range for each job classification based on the duties,
responsibilities, knowledge, and skills required of the position, which allows an employee
to progress, based upon job performance. CHDC’s job classification system provides
differentials among positions of varying responsibilities. Salary ranges are based on these
differences.
In general, CHDC evaluates compensation during the performance review process. Merit
increases and cost of living adjustments, though not guaranteed, typically go into effect at
the time of the performance review.
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Time Off
6.0

Holidays

CHDC observes the following holidays:
New Year’s Day
Martin Luther King’s Birthday
President’s Day
Memorial Day
Independence Day
Labor Day
Veterans Day
Thanksgiving Day
Christmas Day
Holidays that fall on a Saturday are observed the Friday immediately before the holiday.
Holidays falling on a Sunday are observed the following Monday.
Regular full-time and part-time employees are paid for a CHDC holiday if they are
regularly scheduled to work on the day on which an observed holiday occurs. Eligible
employees will be paid their regular base pay for the holiday according to the regularly
scheduled hours they would have worked that day.
During weeks in which there is a company holiday, part-time employees’ schedules may
be adjusted to manage workload requirements and provide sufficient office coverage
during official business hours.
Employees who are on inactive, unpaid or partially unpaid status, including leaves of
absence periods, or whose time off has not been authorized, are not paid for holidays that
occur during such inactive period.
6.1

Vacation Leave

Full-time employees accrue vacation leave as follows:
Length of Employment
Date of hire to end of 1st
year
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Vacation Accrual Rate
Per 12-Month Period*
10 days (accrued at the rate
of 10/12 of one day for
each full month of active
employment)

Maximum Accrual Cap
15 days

30

Year 2 to end of 4th year
Year 5 and beyond

12 days (accrued at the rate
of one day for each full
month)
15 days (accrued at the rate
of 1.25 days for each full
month)

18 days
22.5 days

*Part-time employees who regularly work at least 20 hours per week accrue vacation
credits on a pro-rata basis. No other classification of employees earns vacation time.
Vacation credits continue to accrue, up to a maximum of 1.5 times the employee’s annual
vacation accrual rate. Once the maximum accrual is reached, no further vacation credits
will accrue until some of the credits are used.
Vacation time may be taken after employees have been employed for 180 days, and may
only be taken if accrued in advance. For scheduling and planning purposes, all employees
must provide reasonable advance notice of their request for vacation time, which must be
pre-approved by the Department Head and Executive Director or Deputy Director.
Employees are also expected to inform their immediate supervisor of their vacation
requests sufficiently in advance to assure that their responsibilities are properly carried out
during their absence.
Upon termination of employment, employees are paid all accrued and unused vacation.
Vacation credits do not accrue while employees are taking a leave of absence or are
otherwise on unpaid status. A company holiday that falls during a vacation period will be
treated as a holiday and not as a day of vacation taken.
6.2

Sick Leave

Full-time employees accrue paid sick leave credits at the rate of one (1) day per month of
active employment, up to a maximum of 21 days. Part-time employees accrue sick leave
credits on a pro rata basis. Sick leave does not accrue during leaves of absence or other
inactive or unpaid periods.
Subject to proper notification and medical certification, sick leave may be used in the event
of an employee’s own illness or injury or preventive care, or that of a family member,
including time off to seek medical attention, psychological counseling, and safe housing
due to domestic violence, sexual assault or stalking. “Family member” is defined as an
employee’s spouse, registered domestic partner, child, sibling, parent, grandparent,
grandchild, or legal guardian and includes biological, adoption, step or foster care
relationships.
All other employees (e.g. temporary employees) who work in California for 30 or more
days within one year from their date of hire will receive an allotment of three (3) days (or
24 hours) of paid sick leave for the employee’s own illness or injury, or that of a family

(Rev. October 2019)

31

member as defined above. At the end of each calendar year, any unused paid sick leave
will not roll over. At the beginning of each calendar year, the employee will receive an
allotment of three days (or 24 hours) of paid sick leave. The allotment will occur on the
date of hire but sick leave may not be used until the employee has completed 90 days of
employment.
Employees who separate from the Company and are rehired within one year from the date
of separation will have their previously accrued and unused paid sick days reinstated and
will be eligible to use their previously accrued sick days.
Employees must notify their supervisor or Department Head reasonably in advance of any
scheduled medical appointments including the specific date and time of the appointment.
Employees may be required to provide a medical provider note for each appointment
indicating the date and time of the appointment.
For emergency situations, where advance notice is not possible, employees must call into
their supervisor or Department Head if their supervisor is not available, at least one (1)
hour before their regular work schedule would begin. Emergency situations are those
where an employee or family member experiences a sudden onset of a medical condition,
a flare-up of an on-going medical condition, or an accident or other unexpected occurrence.
For absences that are more than three (3) consecutive scheduled work days, employees
must provide medical certification to Human Resources that indicates specifically that the
employee is unable to work on the dates in question, the dates and times of any and all
medical appointments or treatments, a return to work date and any work restrictions. If an
employee’s or family member’s illness is expected to last more than three working days,
employees must contact Human Resources, who will determine if a leave of absence is
appropriate.
Employees should notify their immediate supervisor when sick leave is used for family
illness purposes.
Unused sick leave credits are not paid out upon termination.
6.3

Personal Days

Full-time employees may accrue up to two (2) Personal Days each calendar year. Parttime employees who regularly work at least 20 hours per week may accrue such Personal
Days on a pro-rata basis. These days may be taken for religious holidays or other personal
occasions. Accrued and unused Personal Days can be carried over at the end of the year,
but once the maximum accrual is reached, no further Personal Days will accrue until some
of the credits are used.
For scheduling and planning purposes, all employees must provide reasonable advance
notice of their request for Personal Days, which must be pre-approved by their Department
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Head and the Executive Director or Deputy Director. Personal Days must be taken in fullday units and not hourly increments.
6.4

Bereavement

It is the policy of CHDC to grant up to four (4) workdays of paid time off in the event of
the death of an immediate family member. An immediate family member for this policy
includes: spouses, registered domestic partners, siblings, children, parents, in-laws, and
grandparents.
6.5

Voting Time Off

If you do not have sufficient time to vote in a statewide public election before or after
working hours, you may do so at the beginning or end of your shift and the Company will
pay you for up to two hours for this purpose. You must provide at least two days’ advance
to the Deputy or Executive Director.
6.6

Jury Duty/Witness Duty/Court Hearings

CHDC recognizes and supports all employees’ civic responsibilities associated with jury
and witness duty. Employees receive their regular pay while serving on a jury, less the
jury service amounts they receive from the government.
Employees may use their accrued Vacation Leave during time off to appear as a witness in
court in a non-official (non-job related) capacity pursuant to a subpoena. If an employee
is a victim of a crime, or is needed to assist a family member who is a crime victim or if an
employee needs time off for legal proceedings (e.g. to obtain a temporary restraining order)
or medical treatment related to domestic violence, sexual assault or stalking, reasonable
time off will be provided.
Employees must submit a copy of the jury summons, subpoena or other court
documentation to their immediate supervisor prior to the absence. Employees shall not be
discriminated or retaliated against for taking time off for these purposes.
If your attendance at court is required for a partial day, you are expected to report to work
for the remainder of that day. If your attendance is required for a full day, you are not
expected to perform any work for CHDC for that day unless specifically requested to do so.
Exempt employees will not have any partial days deducted from their salaries for this
purpose.
6.7

Time Off for Military or Civil Service and Spousal Deployment

Military Leave is available to employees who are called for active duty, active duty for
training, initial active duty for training, inactive duty training, full-time National Guard
duty, are absent from work for an examination to determine fitness for any of these types
of duty, are called for short-term military duty, such as summer training, call to active duty
for national disasters, riots, or other short-term emergency situations. Employees are to
(Rev. October 2019)

33

submit all required medical and military-related documentation in a timely manner. CHDC
will continue paying its portion of group health plan premiums for one month from the
beginning of such Military Leave.
Military leaves of absence are unpaid and may not exceed five years on a cumulative basis,
subject to certain exceptions that extend this period. Upon your release from military duty,
you will be reinstated to at least a position of equivalent seniority, status and pay, along with
the rights and benefits that you would have attained but for the military service (unless there
is a legitimate business reason unrelated to the leave or your release was under dishonorable
or punitive conditions).
Non-seniority benefits, such as Vacation and Sick Leave, will not continue to accrue during
the military leave, however, your Vacation accrual rate may increase upon your return
depending on your total years of service. Reinstatement will be made within a reasonable
period of time from your notice of return from military leave. The Company will make
reasonable efforts to enable you to qualify for reemployment. You will be provided with
more information about the specific dates for application for reemployment and/or
returning to work.
Employees required to attend yearly Reserve or National Guard duty may apply for an
unpaid military leave of absence not to exceed 17 days (including travel). Employees who
are members of the civil air patrol may take up to 10 unpaid days off per calendar year to
participate in emergency operational missions. Notify the Department Head and Human
Resources as far in advance as possible.
Employees who are members of the civil air patrol may take up to 10 unpaid days off per
calendar year to participate in emergency operational missions. Eligible employees must
notify their supervisor and Human Resources of the need to for leave as far in advance as
possible.
If an employee’s spouse is a member of the Armed Forces who has been deployed during
a period of military conflict to an area designated as a combat theater or combat zone by
the President, or their spouse is a National Guard or Reserves member who has been
deployed during a period of military conflict, the employee may take up to ten (10) days
of unpaid leave during the period in which their spouse is on leave from deployment
(provided the employee regularly works an average of 20 or more hours per week).
Employees must provide written notice of their request for leave at least two (2) business
days from receiving official notice that their spouse will be on leave from deployment.
6.8

Time Off For School Activities of Children

Parents, guardians, or grandparents with custody of a child in kindergarten, grades 1-12, or
a child care provider may take up to 40 hours per year of unpaid time to find or enroll a
child in school or with a licensed child care provider, to participate in a school or child care
provider activity, or to address a child care provider or school emergency. School activity
time off is limited to eight hours in any calendar month. Employees must provide advance
notice to their Department Head and may be asked to provide documentation of the reason
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for the time off. Employees may use accrued vacation time for this purpose. Paid Sick
Leave may be used for time off due to a child’s illness.
If both parents work for CHDC, only one parent -- the first to provide notice -- may take
the time off, unless CHDC approves both parents taking time off simultaneously.
Employees may also be granted unpaid time off to attend a school conference involving
the possible discipline or suspension of their child. Notify the Department Head if time off
is needed for this reason.
6.9

Leave Without Pay

Leave without pay for up to five (5) working days may be granted at the discretion of the
Executive Director. It is intended to cover situations in which an employee has exhausted
vacation and sick leave credits and needs additional time off for personal or other reasons
that are not covered by another form of time off or leave of absence. These requests will
be handled on a case-by-case basis and will depend on business and organizational needs.
6.10

Wage Replacement Benefits

Employees may be eligible for wage replacement benefits according to State Disability
Insurance (SDI) or Paid Family Leave (PFL). SDI and PFL are state-mandated partial
income replacement programs funded through employee-paid taxes. Following a 7-day
eligibility period, SDI provides weekly benefits from the State for periods in which you
are unable to work due to a "disability." PFL provides weekly benefits for up to 6 weeks
(and up to 8 weeks beginning July 1, 2020) in a 12-month period for time off due to a
family member's serious health condition or for new child bonding time. Employees must
use 80 hours of accrued vacation (or up to this amount if the total accrued vacation hours
are less than 80) prior to becoming eligible to receive PFL benefits. Employees may be
paid their accrued vacation during time off in conjunction with your receipt of wage
replacement benefits.
6.11

Pregnancy Disability Leave

If you are disabled by pregnancy, childbirth or related medical condition and unable to
perform any one or more of the essential functions of your position without undue risk to
yourself, the successful completion of your pregnancy or to other persons because of
pregnancy or childbirth, or because of any medically recognized physical or mental
condition that is related to pregnancy or childbirth, or you must be absent for prenatal care
or post-partum recovery, you may take up to four months of unpaid job-protected leave,
depending on the period of actual disability. Medical certification is required and
employees are to provide as much advance notice as possible prior to the beginning of the
time off period. There is no length of service requirement for eligibility.
This time off is unpaid meaning that your regular salary or pay will be suspended during
your time off. However, employees may elect to use their accrued sick and/or vacation
leave credits to pay them during the leave period. California State Disability Insurance
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(SDI) benefits may be available as wage replacement benefits during some or all of this
time period. It is the employee’s responsibility to file a claim with the State for these
benefits. If SDI benefits are paid to the employee, CHDC will pay out the employee’s sick
and vacation leave credits, if elected, in an amount, which makes up the difference between
the employee’s regular amount of wages and the SDI benefits received from the State.
CHDC will continue paying its usual portion of group health plan benefits for employee
coverage during the Pregnancy Leave up to a maximum of 4 months unless the employee
has notified CHDC of an intent not to return to work. Employees who pay additional
amounts (for example, for dependent care) before the leave period, will continue paying
the same amount during the leave period.
You will continue paying the same portion of group health plan premiums as prior to the
leave period, which will be deducted from vacation or sick leave paid to you. If premiums
are raised or lowered during the leave, you will pay the new premium rates. If your
vacation or sick leave credits are exhausted or you are otherwise on unpaid status, you will
be provided with written confirmation of the arrangements for your payment of premiums
up to the maximum period in which the Company pays its portion of premiums. You may
also pre-pay your premiums before your leave begins.
Your group health benefits will end on the last day of the month after one of the following
events: 1) you have been on leave and received continued benefit coverage for up to 4
months; 2) your employment ends; or 3) you have failed to pay premiums in a timely
manner. The Company may recover your share of any premium payments missed (or
unpaid) by you for any period during which the Company paid your share. If group health
benefits coverage lapses due to nonpayment, upon your return from leave, the Company
will restore the coverage and benefits equivalent to those you would have had if leave had
not been taken and the premium payment had not been missed. The Company may recover
premiums it paid during your Pregnancy Disability Leave if you fail to return from leave
so long as the failure is not because you are continuing on an authorized leave, you are
unable to work because of continuing medical issues relating to pregnancy or other
circumstances beyond your control.
You will be mailed information about your rights to continue group health coverage under
COBRA after the qualifying event.
Before returning to work, you must provide a release to return to work from your health
care provider which identifies any medical restrictions or job accommodations. If there
are restrictions, the Company will determine if they can be accommodated without undue
hardship according to its legal obligations.
Employees who will be expressing milk upon their return to work from Pregnancy Leave
should contact HR for information regarding lactation accommodations and to submit a
request. The Company will respond to such requests within five business days and will
engage in an interactive dialogue with the employee. The Company will provide a safe,
clean area, free of toxic and hazardous materials, in close proximity to your work area, as
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well as reasonable break time. Employees requesting such an accommodation are
protected from retaliation. In the event the Company is unable to provide such a location
because of undue hardship, it will notify the employee.
If you have any issues or concerns regarding your request or the accommodation provided,
contact the Executive or Deputy Director or you may notify the Labor Commissioner.
6.12

Baby Bonding Leave

Employees who have been employed for at least one year, worked at least 1,250 hours in
the year preceding the leave and so long as the Company has 20 or more employees are
eligible to take up to 12 work weeks of job-protected leave for new child bonding time
following the birth, adoption or foster child placement of a child (which must be taken
during the first year of the birth or placement of the child). If both parents are employed
by the Company and meet the eligibility criteria, they may take a combined total of 12
work weeks of leave. Leave may be taken on an intermittent basis only if consistent with
the business needs of the Company and approval of your supervisor or manager. The basic
minimum duration of such a leave is two weeks. If you need to take an intermittent leave
for a period less than two weeks, contact Human Resources. We can accommodate such
requests up to two times.
Baby Bonding Leaves are unpaid, meaning that your regular salary or pay will be
suspended during your time off. However, you may be eligible for income through the
California Paid Family Leave program (PFL), administered by the state Employment
Development Department (EDD). This program pays eligible employees a predetermined
weekly benefit. It is your responsibility to complete and submit the claim form to the
Employment Development Department. Paid Family Leave benefits are payable for up to
six (6) weeks of time for new child bonding time.
If PFL benefits are paid to the employee, CHDC will pay out the employee’s sick and
vacation leave credits, if elected, in an amount, which makes up the difference between the
employee’s regular amount of wages and the PFL benefits received from the State.
The Company will continue paying its portion of premiums for your group health plan
benefits for up to 12 work weeks. You will continue paying the same portion of group
health plan premiums as prior to the leave period, which will be deducted from vacation or
sick leave paid to you. If premiums are raised or lowered during the leave, you will pay
the new premium rates. If your vacation or sick leave credits are exhausted or you are
otherwise on unpaid status, you will be provided with written confirmation of the
arrangements for your payment of premiums up to the maximum period in which the
Company pays its portion of premiums. You may also pre-pay your premiums before your
leave begins.
Your group health benefits will end on the last day of the month after one of the following
events: 1) you have been on leave and received continued benefit coverage for up to 12
work weeks; 2) your employment ends; or 3) you have failed to pay premiums in a timely
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manner. The Company may recover your share of any premium payments missed (or
unpaid) by you for any period during which the Company paid your share. The Company
may recover premiums it paid during your leave if you fail to return from leave so long as
the failure is not because you are continuing on an authorized leave, you are unable to work
because of medical issues or other circumstances beyond your control.
You will be mailed information about your rights to continue group health coverage under
COBRA after the qualifying event.
6.13

Workers’ Compensation Leave

Employees who are unable to perform the essential functions of your job for more than five
(5) consecutive work days due to a work-related injury or illness that is covered by CHDC’s
workers’ compensation insurance or are receiving payment of wage replacement benefits
through CHDC’s workers’ compensation insurer may take a Workers’ Compensation
Leave. To be eligible, there is no length of service requirement, but you must submit all
required medical and related documentation in a timely manner.
Employees do not receive their regular pay during Workers' Compensation Leaves.
Beginning on the first day of the leave and continuing through the waiting period for
workers’ compensation disability benefits, the Company will deduct accrued sick or
vacation leave in full-day increments.
CHDC will continue paying its usual portion of benefit plan premiums during this leave
period for employee coverage for up to 12 work weeks. You will continue paying the same
portion of group health plan premiums as prior to the leave period, which will be deducted
from any sick or vacation leave paid to you.
In general, a workers’ compensation professional will be assigned by the company’s
insurer to coordinate with HR regarding each employee’s return to work following a workrelated injury or illness. You are expected to fully cooperate in this process, which may
include obtaining medical certifications from your health care provider.
If you are able to return to your job without any work restrictions before your leave period
expires, notify HR and your supervisor of your specific return to work date. You may be
required to submit a medical certification that you are able to return to work.
If you are able to return to your job before your leave period expires, but only with work
restrictions, you must provide written documentation from your health care provider of the
restrictions and the expected duration. HR may need to provide the health care provider
with specific information about your job duties and will coordinate with your supervisor
or manager, as necessary. If the work restrictions are of a permanent nature, the company
will determine and provide reasonable accommodations, consistent with its legal
obligations. If the work restrictions are of a temporary nature, the company will determine
whether and for how long reasonable accommodations can be made.
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Each workers’ compensation leave is handled on a case-by-case basis with respect to the
total amount of leave based on the job, the business requirements and related factors. The
following are general guidelines. If you are unable to return to work at the end of your
approved leave period and your medical status continues to be rated as “temporary
disability” or other rating having similar meaning and effect, your Workers’ Compensation
Leave may be extended until a determination can be made of your return to work status.
When your medical status is rated as “permanent,” “medical maximum improvement,” or
other rating having similar meaning and effect, and you are unable to return to an open
position for which you are qualified or reasonable accommodations cannot be made, your
employment will be terminated.
6.14

Time Off Accommodations for Employees with Disabilities

Employees who require additional time off beyond the maximum leave of absence period
for any type of medical-related leave or who need to take time off and are not otherwise
eligible for a leave should notify Human Resources. CHDC will comply with its legal
requirements under the Americans with Disabilities Act, the California Fair Employment
and Housing Act and any other applicable law or regulation and will make reasonable
accommodations, as necessary.
Time off as a disability accommodation must be a
reasonable period that is finite in length (e.g., a particular date) so as to enable the employee
to return to work and that does not create an undue hardship.
If you believe you are a “qualified individual with a disability” under the ADA or
applicable state law, and you need an accommodation to perform the essential functions of
your position, notify HR for information and assistance. Your health care provider will
need to complete a medical certification regarding your medical restrictions and job
accommodation recommendations. HR will provide these forms to you. After engaging
in an interactive discussion with you regarding the requested accommodation, the company
will determine what, if any, accommodations are reasonable and communicate its decision
to you.
If your requested accommodation is a reduction in regular work hours, your pay may be
reduced accordingly. Since each job accommodation is unique, certain restrictions may
apply, such as requirements regarding additional medical certification or advance notice
for absences.
CHDC will continue paying its usual portion of benefit plan premiums during this leave
period for employee coverage for up to 12 work weeks. You will continue paying the same
portion of group health plan premiums as prior to the leave period, which will be deducted
from any sick or vacation leave paid to you.
6.15

Organ/Bone Marrow Donor Time Off

Employees who need time off in order to engage in organ donation may take up to thirty
(30) work days of job-protected time off in any one-year period (measured from the start
date of the leave and for 12 consecutive months thereafter). Such employees must use their
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accrued sick or vacation time for the initial 14 days. The remaining leave period is paid,
including through short-term disability benefits provided by State Disability Insurance. If
medically necessary, employees may take up to an additional thirty (30) work days of jobprotected time off during the same one-year period, which will be unpaid.
Employees who need time off in order to engage in bone marrow donation may take up to
five work (5) days of job-protected time off in any one-year period (measured from the
start date of the leave and for 12 consecutive months thereafter). Such employees must use
their accrued sick or vacation time.
Employees must submit medical certification at the time of the requested leave or within
two work days, which confirms their donor participation and demonstrates the medical
need for it.
CHDC will continue paying its usual portion of benefit plan premiums during these leave
periods for employee coverage. You will continue paying the same portion of group health
plan premiums as prior to the leave period, which will be deducted from any sick or
vacation leave paid to you.
6.16

Time Off Due to Domestic Violence or Sexual Assault

Unpaid time off is available for employees to seek medical attention for injuries caused by
domestic violence, sexual assault or stalking (as those terms are defined by California law);
to obtain services from a domestic violence shelter, program, or rape crisis center as a result
of domestic violence or sexual assault; to obtain psychological counseling related to an
experience of domestic violence or sexual assault; and/or to participate in safety planning
and take other actions to increase safety from future domestic violence or sexual assault
(including temporary or permanent relocation). Upon written request, the Company will
make reasonable accommodations for the safety of such employees unless undue hardship
would result.
The Company will take all reasonable steps to protect the privacy and confidentiality of
the employee's personal situation. You will need to submit all required medical and related
documentation or certification to Human Resources in a timely manner and provide as
much advance notice as is feasible. Human Resources will notify you if this time off
qualifies for a leave of absence and the impact on your benefits. As applicable, it will
review reasonable accommodation alternatives with you and notify you of its determination
in this regard.
Employees who are victims of domestic violence, sexual assault, stalking, or a crime (or
whose family member is a victim of a crime) may take reasonable unpaid time off to obtain
court orders for safety purposes. Employees may also take reasonable unpaid time off to
attend court proceedings when they are the victim of a crime or their presence is needed to
assist an immediate family member during court proceedings related to the crime or to
attend other proceedings in which the right of the victim is at issue. You may need to submit
court documentation to Human Resources.
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6.17

Voluntary Entry Into A Drug or Alcohol Rehabilitation Program

Employees who voluntarily enter a drug or alcohol rehabilitation program may take unpaid
time off to do so unless it would cause undue hardship to CHDC. Contact Human
Resources for more information. Human Resources will notify you if this time off qualifies
for a leave of absence and the impact on your benefits.
6.18

Other Types of Time Off And Accommodations

CHDC complies with all applicable federal and state laws and will make reasonable
accommodations for qualifying employees for religious reasons, to obtain literacy
assistance and other reasons protected by federal, state and local law. Contact Human
Resources for more information.
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Employee Benefits
7.0

Group Health Benefits

CHDC has established a group benefits plan and pays a portion of the health insurance
premiums, which generally includes regular full-time and part-time employees who work
at least 20 hours per week. Employees pay the full cost for dependent care coverage. The
specific eligibility and coverage requirements as well as plan administration and
employees’ rights and responsibilities under each plan are described in the benefit plan or
trust documents, which are summarized in the Summary Plan Descriptions for each plan.
These are the controlling legal documents in the event of any conflict or ambiguity.
7.1

Continuation of Health Benefits

If an employee loses health care coverage under CHDC’s group health plan because of a
reduction in hours of employment or the termination of employment (for reasons other than
gross misconduct), the employee and/or his or her eligible dependents may be eligible to
continue their medical coverage under CHDC’s group health plan, at their own expense,
for a specific period of time. Information will be mailed about these rights to continue
group health coverage under the Consolidated Omnibus Budget Reconciliation Act of 1985
(known as “COBRA coverage”) after the qualifying event. The employee and his or her
covered spouse and/or dependent children, if any, are entitled to continue coverage under
CHDC’s group health plan up to 18 months from the date of the qualifying event. The
terms of such continuation coverage for registered domestic partners will depend on
California law and the plan provisions. The employee or family member(s) must pay the
full cost of coverage plus an administration fee.
The 18-month COBRA coverage period may be extended for the following reasons: death
of the employee, divorce, legal separation, loss of dependent status, entitlement to
Medicare, disability determination by Social Security, the employer's bankruptcy, or the
birth or adoption of a child. California law provides that employees may extend COBRA
coverage up to 36 months for medical coverage.
7.2

Expense Reimbursement

Authorized reasonable “out of pocket” business expenses are reimbursed to employees on
a monthly basis. The Executive Director must approve out of pocket business expenses
and local travel expenses.
Employees will be reimbursed on an “at cost” basis for authorized travel from the office to
the point or points required by work assignment and return to the office. Employees must
submit a Claim for Travel and Mileage Reimbursement to their immediate supervisor, on
a monthly basis. Parking expense will be reimbursed to the extent that employees are
working in the field and the location has no parking or free space is unavailable.
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Employees will not be reimbursed for the cost of tickets issued because of parking and/or
other traffic violations. Employees will not be reimbursed for any other travel related
expenses.
7.3

Retirement Plan and Other Benefits

Eligible employees may participate in a tax-deferred retirement plan (known as a Section
403b plan). For more information, contact HR.
CHDC offers other benefits that employees may elect, such as, life insurance and longterm disability insurance benefits.
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