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ACKNOWLEDGEMENT OF RECEIPT OF 
NCADD-NJ PERSONNEL MANUAL 
I have received a copy of the Personnel Manual for NCADD-New Jersey, Inc. (“NCADD-NJ”) and I understand that I am responsible for reading and abiding by the policies and procedures described within it.  I understand that the information contained in this Manual describes the policies and procedures of management and certain terms, conditions, compensation and other benefits of my employment, which may be changed from time to time or even eliminated completely.  I understand that this Manual and any representations made to me by a management representative, at the time of hire or subsequently, are not a contract and not a binding promise between NCADD-NJ and any of its employees.  I understand this Manual supersedes and replaces all other personnel policies I have or may have previously received in writing or have been verbally told by a supervisor or manager.
I understand that NCADD-NJ reserves the right to change any policies, procedures, wages and benefits provided in this Manual, as it deems necessary.  At any time, the management of NCADD-NJ may make whatever changes it wants in any of the salary and benefit plans or any other terms and conditions or circumstances of my employment.
I acknowledge that this Manual is not a contract and is not a promise of employment.  I understand that I am an EMPLOYEE-AT-WILL and that my employment is voluntary and I am free to resign at any time.  I further understand that NCADD-NJ may terminate the employment relationship, with or without cause, and whenever it determines that it is in its best interest to do so.
_____________________________________
________________
Employee's Signature




Date
_____________________________________

Employee's Name (Print)
(This document is to become part of the Personnel File)
NCADD-NJ BOARD OF DIRECTORS
Bill Waldman, Chairman
Donald Starn, Treasurer
Naomi L. Hubbard, Secretary
Patricia Dennis
Bruce Stout
Terry O’Connor
Harry Shallcross
DISCLAIMER
This personnel manual has been developed to provide the employees of NCADD-New Jersey, Inc. (hereinafter sometimes referred to as “NCADD-NJ” or the “Agency”) with a general understanding of the existing and new personnel policies, benefits and regulations integral to the operation of NCADD-NJ.  Employees must read this manual.  The manual will answer many common questions concerning employment with NCADD-NJ.  This manual supersedes and replaces all other personnel policies you may have previously received in writing or have been verbally told by a supervisor, manager or other representative of NCADD-NJ.
This personnel manual is not to be construed to be and is not meant to create a contract of employment between NCADD-NJ and any employee, including managerial and supervisory personnel.  This manual also does not create any other binding promises or obligations of any kind on NCADD-NJ.  All employees covered by this manual are employees-at-will and neither the employee nor NCADD-NJ is bound to continue the employment relationship.  This means that employees are not promised and are not guaranteed employment for any length of time.  Accordingly, NCADD-NJ may terminate the employment relationship at any time and without reason or cause.  Employees also retain the right to quit or otherwise terminate the employment relationship at any time and without reason or cause.
The policies, procedures, rules, regulations, wages and benefits provided in this manual are not promissory or contractual in nature.  Regardless of what is stated in this personnel manual, NCADD-NJ makes no promises and reserves the right to revoke, suspend, terminate, change, deviate from, interpret, and make exceptions to any of the policies, procedures, rules, regulations, wages, benefits and all other working conditions provided in this manual, as it deems necessary.  In its sole discretion and at any time, NCADD-NJ may make any such changes without having to consult you or anyone else, and without anyone's agreement.  NCADD-NJ continues to have the absolute power to terminate anyone's employment with or without due or just cause.
NCADD-NJ reserves all of the above rights regardless of any verbal assurances made by any of NCADD-NJ’s representatives.  No agency representative, regardless of his/her position with NCADD-NJ, has the authority to give any verbal assurances or to make any verbal contracts with the employees, including managerial and supervisory personnel, regarding wages, benefits or promises of continued employment. Accordingly, employees cannot rely on any such verbal assurances or contracts in the event they are made.  No statement by any agency representative, whether written or oral, may modify this disclaimer except a written statement signed by the chairman of NCADD-NJ.
This manual summarizes the current benefit plans maintained by NCADD-NJ.  Please refer to the actual plan documents and summary plan descriptions if you have specific questions regarding the benefits plan.  The personnel manual (and other plan documents) are not contractual in nature and do not guarantee any continuation of benefits.
NCADD-NJ MISSION, VISION, AND VALUE STATEMENTS
Mission Statement
NCADD-New Jersey works in partnership with and on behalf of individuals, families, and communities affected by alcoholism and drug dependence and promotes recovery through excellence in prevention and treatment initiatives.
Vision Statement
To be the center of excellence in New Jersey addressing alcoholism and drug dependence and to serve as the premier advocacy organization for individuals, families, and communities affected by these chronic diseases.  To maintain a reputation for expertise and the pursuit of excellence in public policy and education, care coordination, and recovery leadership, as well as through the advancement of progressive treatment approaches that are outcome- and evidence-based.  Through the organization’s leadership, evidence-based alcoholism and drug dependence treatment will be integrated into a continuum of care that is responsive to the needs affected individuals.  Furthermore, laws and public policies will be established and enforced that promote recovery, eliminate discrimination, and remove systemic barriers that impede ready access to treatment.
Value Statement
We believe in order to achieve the organization’s mission we must foster and promote coordination of services and collaboration with organizations that span health and human services.  We also believe that our advocacy, service, and business relationships must be grounded in mutual respect, responsibility, and accountability.
We believe alcoholism and drug dependence are public health concerns that are preventable and treatable, and that recovery can and does happen.  Our responsibility is to the individuals, families and communities affected by these chronic diseases. As such, they must be engaged and empowered to help determine the course of services provided.  Our work must consistently bear the hallmarks of quality and accountability, and embrace sound public policy and evidenced-based practices.
We believe every person has a right to be free from alcoholism and drug dependence and that access to prevention, treatment and recovery services should be readily available to all who seek it regardless of race, color, sex, national origin, age, religion, disability or sexual orientation. We also believe individuals in recovery from alcoholism and drug dependence should be free from discrimination in housing, employment, and insurance coverage, as well as other aspects of daily life and that the federal and state civil rights and protections afforded them should be fully enforced.  Our employees are the most valued assets of our corporation and hold a shared responsibility to fulfill our mission.  We believe that the quality, motivation, and performance of our employees are the key factors in achieving success. Accordingly, we are dedicated to assisting every employee in realizing his or her full potential.  We are committed to diversity, equal opportunity and fair treatment, and strive for an organizational structure and culture that promotes employee involvement, open communication, teamwork and cooperation.
I. EMPLOYMENT OVERVIEW/POLICIES
A.
AT-WILL EMPLOYMENT
Your employment with NCADD-NJ is “at-will.”  This means that your employment may be terminated at any time, with or without notice, for any reason, with or without cause.  Likewise, you may terminate your employment at any time, with or without notice, for any reason, with or without cause.  Nothing in the employee handbook or any other NCADD-NJ document should be understood as creating guaranteed or continued employment, termination “for cause”, or of any other guaranteed or continued benefits.  Only the Chairman has the authority to make promises with regard to guaranteed or continued employment and any such promises are only effective if placed in writing and signed by the Chairman.
B. ANTI-HARASSMENT POLICY
Harassment of any kind is not tolerated at NCADD-NJ.  In addition to sexual harassment, harassment on the basis of race, creed, national origin, ancestry, nationality and color, age, sex, marital status, affectional or sexual orientation, and disability is prohibited.  In addition, no employees may discriminate or harass their coworkers on the basis of service in the armed forces, atypical hereditary cellular or blood trait, genetic information, refusal to submit to genetic tests, or refusal to make available results of genetic tests.
Any employee who feels he or she has been the victim of harassment in the workplace should report the behavior to the Director of Operations.  (If the Director of Operations is the subject of the complaint, the complaint should be made to the President.)  NCADD-NJ will investigate all reports of harassment in a timely fashion.
NCADD-NJ is committed to providing a work environment that is free of discrimination.  Actions, words, jokes, or comments based upon an individual’s sex, race, ethnicity, age, religion, or any other legally protected characteristic will not be tolerated.  As an example, sexual conduct (both overt and subtle) can serve to create an offensive work environment and is thus prohibited.  (See Attachment B Sexual Harassment).   
Anyone determined to be engaging in any improper harassment will be subject to disciplinary action, including possible discharge.
C.
EQUAL OPPORTUNITY
It is the responsibility of NCADD-NJ to provide equal opportunity regarding employment, promotion, and wages to all qualified persons without regard to race, color, creed, national origin, religion, ancestry, age, sex, present or past disability, marital status or liability for service in the armed forces of the United States.  A comprehensive Equal Opportunity Policy is attached (Attachment A).
D.
EMPLOYEES WITH DISABILITIES

NCADD-NJ is committed to complying fully with the New Jersey Law Against Discrimination (NJLAD) and ensuring equal opportunity in employment for qualified persons with disabilities. All employment practices and activities are conducted on a non-discriminatory basis.

Hiring procedures have been reviewed and provide persons with disabilities meaningful employment opportunities. Pre-employment inquiries are made only regarding an applicant's ability to perform the duties of the position. 

Consistent with our fair employment policy and the NJLAD, NCADD-NJ will make reasonable accommodations for disabled persons who can perform the essential functions of the job with or without reasonable accommodation.  NCADD-NJ is not required to make a reasonable accommodation where it would create an undue hardship on NCADD-NJ.  Requests for an accommodation or questions regarding this policy should be directed to Human Resources. All employment decisions are based on the merits of the situation in accordance with defined criteria, not the disability of the individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or changes in compensation) as well as in job assignments, classifications, organizational structures, position descriptions, lines of progression, and seniority lists. Leave of all types will be available to all employees on an equal basis.

NCADD-NJ is also committed to not discriminating against any qualified employees or applicants because they are related to or associated with a person with a disability. NCADD-NJ will follow any applicable federal, state or local laws that provide individuals with disabilities greater protection than the NJLAD.

This policy is neither exhaustive nor exclusive. NCADD-NJ is committed to taking all other actions necessary to ensure equal employment opportunity for persons with disabilities in accordance with the NJLAD and all other applicable federal, state, and local laws.
E.
PREGNANCY ACCOMMODATION REQUESTS
Where required by applicable law, NCADD-NJ maintains a policy of non-discrimination and accommodation with respect to pregnancy, childbirth and related medical conditions where such accommodation would not constitute an undue hardship on the operation of the NCADD-NJ’s business.  All requests will be handled on an individual basis.  No employee shall be treated differently or retaliated against for making a request for such accommodation.
F.
RELIGIOUS ACCOMMODATION REQUESTS
Where required by applicable law, NCADD-NJ maintains a policy of non-discrimination and accommodation with respect to sincerely held religious beliefs and practices where such accommodation would not constitute an undue hardship on the operation of NCADD-NJ’s business.  All requests will be handled on an individual basis.  No employee shall be treated differently or retaliated against for making a request for a religious accommodation.
G.
IMMIGRATION LAW COMPLIANCE

NCADD-NJ is committed to employing only individuals who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility. Former employees who are rehired must also complete the form.

Employees with questions or seeking more information on immigration law issues are encouraged to contact Human Resources. 
H.
PROTECTION OF CONSCIENTIOUS EMPLOYEES

Pursuant to the Conscientious Employee Protection Act (“CEPA”), N.J.S.A. 34:19-1, et seq. and all other applicable federal, state and local laws, NCADD-NJ will not take any retaliatory action against an employee because the employee does any of the following:
1. Discloses, or threatens to disclose to a supervisor or to a public body an activity, policy, or practice of NCADD-NJ (or another employer with whom there is a business relationship), that the employee reasonably believes is in violation of a law, or a rule or regulation promulgated pursuant to the law;
2. Provides information to, or testifies before, any public body conducting an investigation, hearing or inquiry into any violation of law, or a rule or regulation promulgated pursuant to law by NCADD-NJ (or another employer with whom there is a business relationship); or 
3. Objects to, or refuses to participate in any activity, policy or practice which the employee reasonably believes:
a. Is in violation of law, or a rule or regulation promulgated pursuant to law;
b. Is fraudulent or criminal; or
c. Is incompatible with a clear mandate of public policy concerning public health, safety or welfare or protection of the environment.
The protection provided by the law shall not apply to an employee unless the employee has brought the activity, policy or practice in violation of a law or a rule or regulation promulgated pursuant to law to the attention of a supervisor of the employee by written notice and has afforded NCADD-NJ a reasonable opportunity to correct the activity, policy or Practice.   All written notices are to be sent to Human Resources.  Employees are encouraged to discuss matters related to the above with their supervisor.  If the employee’s supervisor is not available or if the employee believes it is inappropriate to discuss the matter with his/her supervisor, the employee may report the matter directly to the Director of Operations.
I.
HOURS/ALTERNATE WORK SCHEDULES
The basic office hours of NCADD-NJ are from 8:30 AM until 4:30 PM, Monday through Friday.  Alternate Work Schedule hours are also available as explained below. The standard employee workweek is 35 hours.  
The AWS is available to all full-time NCADD-NJ employees. This schedule is optional and participation must not interfere with or otherwise disrupt work requirements. Participation in the AWS may be denied or stopped by management at any time. Participation in the AWS may not be approved in the first three months of employment. The Unit Director must approve participation in the AWS. Employees may apply for or change AWS participation at the start of each calendar quarter.  (New employees may start the AWS after three months of employment unless otherwise arranged by management.) Employees must be scheduled to work 70 hours within a two-week work period. Days off must be scheduled in such a way to minimize disruption to normal agency business.  That is, supervisors should stagger their employees’ days off to provide adequate administrative and program coverage. An adequate level of supervision must be available. Starting times may be no earlier than 7:30 AM and no later than 9:00 AM. A one-hour or half-hour lunch period must be scheduled and taken between 11:30 AM and 2:00 PM. Alternate nine-day work schedules must adhere to one of two approved formats: 1) eight 8-hour workdays and one 6-hour workday OR 2) seven 8-hour workdays and two 7-hour workdays.  No other work schedule is allowed without supervisory approval.
Alternate work schedules may not vary from work period to work period.  AWS changes must receive the prior approval of the Unit Director (see below). Employees may change their approved AWS at the start of each calendar quarter. Employees participating in the AWS may return to the standard 10-day schedule with supervisory approval. (The change would take place at the start of a new work period.) 
Employees who terminate AWS participation may not return to a 9-day schedule until the start of the next calendar quarter. Leave (vacation, sick, personal hours) must be taken as a one-hour minimum and in one-hour increments thereafter. When an AWS participant uses leave, his/her account will be charged by the number of hours he/she is scheduled to work according to his/her approved workweek schedule.    
If a holiday falls on an AWS participant’s schedule day off he/she will be entitled to an alternate day off, to be taken within two weeks of the holiday. Each holiday is equal to a 7-hour workday. If a holiday falls on an employee’s scheduled work day and if the employee is scheduled to work more than seven hours, the employee will not be required to make up this hour. If a holiday falls on an employee’s six-hour workday, he/she will not be credited with one hour. In cases when the agency is closed due to inclement weather on an employee’s day off, the employee will not be credited with an additional day off. If an employee is summoned to appear for jury duty on their scheduled day off, the employee will not be credited with an additional day off. Should an employee be required to work or attend training on their scheduled day off, the employee will be able to take an alternate day off within two weeks of the mandatory meeting or training. Employees must record their actual time worked on their time sheet regardless of their AWS approved schedule. Leave time will be deducted according to the approved alternated work schedule regardless of the actual time worked. The AWS is not a flextime program.
The above stated office hours may be adjusted with the President’s or Director of Operations approval.  Employees may be required and should expect at times to work beyond 35 hours to accomplish their required duties.

NCADD-NJ retains the sole and exclusive discretion to determine whether an employee will be permitted to work different hours.  Regular workdays and/or workweeks are subject to change at any time, at the sole and exclusive discretion of management.  All work weeks run from 12:01 a.m. Saturday to midnight Friday. 

At times it may be necessary to work longer than scheduled, later or earlier than the normal office hours or on weekends.  Employees should consider working at times other than normal office hours a responsibility of his/her particular job when such need is determined by NCADD-NJ.  NCADD-NJ will try to give employees sufficient notice when it is necessary for them to work other than normal office hours. However, at times, this may not be possible.  NCADD-NJ will determine, in its sole and exclusive discretion, when it is necessary to work later or earlier than normal office hours or on weekends.
J.
LUNCH PERIOD AND BREAKS

A half hour to one hour for lunch should be taken between 11:30 AM and 2:00 PM, but may be taken at other times to ensure that the office is covered at all times. Your supervisor retains the discretion to schedule your lunch break. If working less than a full day (6, 7 or 8 hours) a lunch does not need to be taken.  Employees may not shorten or forego a lunch period to shorten their workday.  Your lunch break is unpaid and does not constitute time worked for purposes of calculating overtime or time worked.  
K.
BREAKS FOR NURSING MOTHERS
For up to one (1) year after the birth of their child, nursing mothers will be provided reasonable break times for purposes of expressing milk.  An employee who needs such breaks during the working day will work with her supervisor to determine how best to accommodate her needs while still accomplishing the performance of her job.
Employees may use their paid break time to express milk.  If the employee needs additional breaks to nurse, the break time will be unpaid.  Employees are expected to cooperate in scheduling breaks in a reasonable manner that will accommodate the employee’s needs as well as the needs of the employee’s job.  
Supervisors will work with each nursing employee to determine a private area in which they may express milk.   
No nursing employee who chooses to express breast milk in the workplace shall be discriminated against in any way.
L.
TIMEKEEPING

Accurately recording time is the responsibility of every employee.  Federal and state laws require NCADD-NJ to keep an accurate record of time worked in order to calculate certain employee pay and benefits.  Time worked is all the time actually spent on the job performing assigned duties.  All employees are required to complete timesheets reflecting their exact time worked.
Employees should accurately record the time that they begin and end their workday.  Lunch breaks and other time away from the office should also be accurately accounted for.  Full-time staff are expected to work a minimum of 70 hours per the agency’s two-week time period.  Paid overtime work for non-exempt employees must be approved prior to working the extra hours.  
Paid leave such as vacation, sick, or personal time is awarded and charged in hours, not days.  This calculation is based on your approved quarterly work schedule.  
It is the employee’s responsibility to sign his or her timesheet to certify the accuracy of all time recorded.  The supervisor will review and then sign the time record before submitting it to Human Resources.
Altering, falsifying, tampering with time records, or recording time on another employee’s time record may result in disciplinary action up to and including termination of employment.
All supervisors should submit staff approved timesheets to human resources no later than the Tuesday following the end of the work period.  
M.
OVERTIME

Overtime is to be avoided whenever possible. However, there will be times when you will need to work overtime so that we may successfully meet the needs of our clients.  Only your supervisor has the authority to authorize overtime.  When overtime is absolutely necessary to serve the needs of our clients, NCADD-NJ compensates its employees for overtime in accordance with all applicable state and federal legislation.  Non-exempt employees will not be compensated for unauthorized overtime. 


1.
Non-exempt Employees TC "1.
Nonexempt Employees" \f C \l "3" 

Non-exempt employees may not work beyond eight (8) hours per day or forty (40) hours per week without authorization.  Non-exempt employees will be compensated for all authorized hours worked in excess of forty (40) hours per week.


2.
Overtime Eligibility TC "2.
Overtime Eligibility" \f C \l "3" 
a)
Exempt Employees: No overtime pay.
b)
Non-Exempt Hourly Employees: Will be paid one and one-half times his/her regular rate of pay for all hours worked over forty (40) hours in a work week. 
c)
Non-Exempt Salaried Employees: Will be paid one and one-half times his/her regular hourly equivalent pay for all hours worked over forty (40) hours in a work week.  
d)
Saturdays/Sundays: There is no provision for overtime pay on Saturdays or Sundays, unless the employee works over forty (40) hours in the workweek, Saturday through Friday. 
e)
Holidays, vacation days, bereavement days, personal days, sick days, jury duty, lunch breaks and other break periods do not constitute time worked for purposes of calculating overtime.  

Only your supervisor or manager has the authority to authorize overtime work.
N.
AUTHORITY AND SUPERVISION
All NCADD-NJ employees receive direct supervision.  The President has final authority in personnel matters. 
O.
ORGANIZATION AND ACCOUNTABILITY
Authority and responsibility for the successful operation of NCADD-NJ begins with the Board of Directors.  The Board approves policies and a budget, and gives authority to the President to administer the policies.  The Board authorizes the President to employ a staff to successfully implement the policies.
The President delegates authority and assigns responsibility through the Director of Operations and Program Directors who, in turn, delegate authority and assign responsibility to supervisors.  Supervisors delegate authority and assign responsibility to employees on their staffs.
This network of authority and responsibility is NCADD-NJ’s chain of accountability.  Staff employees are accountable for fulfilling their duties to their supervisors.  Supervisors are accountable to the Director of Operations and/or the Program Directors who are accountable to the President.  The President is accountable to the Board of Directors.
NCADD-NJ employees are encouraged to follow the organizational chain of accountability.  Bypassing this chain of authority in matters involving routine agency business creates confusion and undermines supervisory authority.   Employees who repeatedly violate this agency guideline may be subject to disciplinary action.  
P.
POSITIONS--DESCRIPTIONS AND CATEGORIES
Written job descriptions for each position are available.  The job description includes an outline of general and specific responsibilities for each position.  
Following are definitions of employee categories used in this manual.
· Temporary Employee – An employee whose service is intended to be of limited duration (such as during summer months), and paid at an hourly rate. Temporary employees do not receive paid benefits.
· Full-time Employee – An employee who regularly works at least 28 hours per week.  Full-time (non-temporary) employees may receive paid benefits and receive annual salaries. (NOTE:  Directors and other key employees working less than 28 hours per week may receive paid benefits at the discretion of agency.)
· Part-time Employee – An employee who regularly works between 7 and 28 hours per week and are not eligible for some or all benefits.
· Hourly Employee – An employee who works fewer than seven hours per week and/or is paid by the hour.
· Exempt Employee – An employee who is not entitled to overtime pay. Exempt employees are those employees who are exempt from the minimum wage and time card provisions of the Fair Labor Standards Act and/or the New Jersey Wage and Hour Laws.  These employees do not receive overtime pay.
· Nonexempt Employee – Non-exempt employees are those employees who are not exempt from minimum wage, overtime and time card provisions of the Fair Labor Standards Act and/or the New Jersey Wage and Hour Laws.  These employees receive overtime pay for hours worked over forty (40) hours per week.
Q.
PERSONNEL RECORD
Each employee has a personnel record in which all pertinent data, including job performance, evaluations, resume, letters of commendation, personnel memoranda, etc. is filed.  The personnel file shall be treated as confidential and is accessible only to the President, Board of Directors, Director of Operations, Program Director, and Human Resources Manager. 
R.
PERFORMANCE REVIEWS
The performance of each employee will be reviewed.  Performance reviews provide a way to measure, as objectively as possible, the extent to which employees are satisfactorily performing their jobs. Employee performance reviews should be completed annually sometime between April 15 and July 15. The employee will have the opportunity to make verbal and written comments, which will be included as part of their personnel file.
The performance review of the President is the primary responsibility of the Chairman of the Board of Directors.  The final evaluation is the result of objective discussion between these two persons.
If the employee is not satisfied with the explanation of, or basis for any rating, it will be discussed with the person(s) conducting the evaluation.  Adjustments will be made if the complaint can be justified.

Compensation is an individual matter.  It is based on the employee's experience, performance and contribution to NCADD-NJ.  An employee's salary and performance will be reviewed at the sole discretion of NCADD-NJ, as and when it deems appropriate.  Performance reviews may or may not be in writing.  A satisfactory performance review may or may not result in a salary increase.  In no way does a satisfactory performance review or salary increase guarantee continued employment or otherwise alter the employee’s status as an at-will employee.
S.
SALARY SCHEDULE/INCREASES/BONUSES
There is a salary range for every position.  These ranges are recommended by the Director of Operations and approved by the Board of Directors.  The ranges will be reviewed from time to time to make sure they are in line with the salary ranges for similar positions in other organizations and agencies.  All salaries must conform to the Fair Labor Standards Act.
Starting salaries are determined and based on education and experience.  Annual salary raises are based on performance and/or cost of living adjustments. Other salary increases may be granted, at the agency's discretion, based on promotion, increased job responsibilities, new credentials, or for other valid reasons as determined by the organization.  
The Chairman of the Board of Directors is responsible for the evaluation of the President’s work performance.  Supervisors recommend merit increases, based on performance, for all other employees.  The Director of Operations gives final approval on all recommended merit and other increases.  Insofar as possible, increases will be included in the budget for each fiscal year.  All salary increases will be given within the limits of NCADD-NJ financial capabilities.
NOTE: Employee salary information is considered confidential.
All salary increases will be granted on July 1, the beginning of the agency’s fiscal year.  Employees must be employed for a minimum of 12 months before receiving a pay increase.  New employees will receive a prorated salary increase, based on their hire-date, after 12 months of employment and then a full increase on July 1 (see example below).
EXAMPLE: Employee A is hired on January 1, 2015 for a salary of $50,000.  NCADD-NJ grants salary increases of 3% to staff on July 1, 2015.  Employee A and all other staff hired after July 1, 2015 receive no increase.  On January 1, 2016 Employee A receives a prorated increase based on his/her salary and hire-date.  In this case, the increase would be $750 (.03 x $50,000 x.50 OR $1,500/2 = $750).  Employee A receives a full approved pay increase, if any, on July 1, 2016.
If employee A were hired on April 1, 2015, the pay increase a year later would be $375 (.03 x $50,000 x .25).  The prorated raise is based on the time remaining in the fiscal year following 12 months of employment.  Again, the employee in this example would receive the full pay increase, if any, on July 1.
The examples above do not take into consideration merit increases, if any.  Nevertheless, any increase granted would still be prorated based on the method described.
NOTE:  The agency may award special one-time staff bonuses or similar special payments based on job performance or for other reasons (e.g. to help reduce staff turnover) as may be deemed appropriate.  Such payments are contingent upon the availability of funding and may require approval from funding sources.
T.
RECRUITMENT/HIRING 
NCADD-NJ attempts to employ the best-qualified applicants for all the positions in accordance with the Equal Employment Opportunity Plan.  Referrals of qualified applicants by NCADD-NJ employees are encouraged.  Applications for positions shall be in writing and shall include a resume and appropriate references. 
Employment is subject to a satisfactory confirmation of personal and employment references.  This confirmation as well as a resume and copies of any required degrees, licenses and/or certifications are a requirement of review for employment and become part of the personnel file.  Offers or continuation of employment are contingent upon the results of a drug screening and criminal background check.  A positive result for cocaine, opiates, marijuana, PCP, amphetamines or other illegal or inappropriate substances (i.e., alcohol while on the job) may lead to the revocation of any such offer. 
If a criminal background check indicates a job applicant is an ex-offender, the agency reserves the right to consider this information in making the hiring decision.  The agency may or may not hire ex-offenders at its discretion, considering such factors as the nature of the past offense(s) and the specific duties of the position. 
NCADD-NJ hires qualified relatives of employees if the employment does not create an actual or perceived conflict of interest.  However, relatives and/or domestic partners of employees may not work at the same agency office or location.  If a supervisor is placed in the position of supervising a relative and/or domestic partner, the supervisor is responsible for using good judgment and impartiality in all decisions affecting the relative and/or domestic partner.  For the purpose of this policy, “relatives” means any individual related to an employee or an employee’s spouse, by blood or by law.  
U.
ORIENTATION AND TRAINING OF NEW EMPLOYEES
NCADD-NJ recognizes the importance of facilitating the smooth transition of employees into the organization and into their new positions/programs.  As a result, all new employees will receive a comprehensive job orientation on the first full day of employment.  This initial orientation is conducted by the Human Resources Manager at the organization’s central administrative offices.  This orientation includes a review of agency benefits, the job description, and other relevant documents, policies, and information.
On the first day at the new-hire’s job site, the Human Resources Manager or supervisor will introduce the new employee to their fellow employees, and familiarize them with their workplace and facilities and other matters of interest.
The new employee will receive initial job training by their supervisor and other staff as may be appropriate.  This job training shall be appropriate in length and content to the position and the new employee’s experience, but shall be sufficient to facilitate the individual’s transition into the workforce.
V.
JOB POSTING AND PROMOTION
NCADD-NJ believes in promoting employees from within and has established a job-posting practice.  This gives all employees an opportunity to apply for a position that they are interested in and qualified for.
Job vacancies and new positions will be announced internally through the use of memos or e-mail.  These announcements will generally include the title, minimum hiring specifications, essential job functions and the closing date for submitting resumes.  To be eligible for a posted position, employees must meet the minimum hiring specifications for the position and must be capable of performing the essential functions of the job, with or without reasonable accommodation.  An applicant must be an employee in good standing in terms of overall work record.  Eligibility is not a guarantee of employment.  Employees should be in their current position for at least six months. NCADD-NJ reserves the right to transfer an employee into a position at any time when there is a business need to do so.
While the agency supports the practice of promoting from within the organization, supervisors retain the authority to hire the most qualified candidate for any open position.  This means that job postings are not a promise for employment for current NCADD-NJ employees; supervisors may elect to hire qualified candidates for open positions from outside the agency.
Please note that all open positions are not necessarily posted.  Certain situations are not always appropriate for posting.  Regardless of whether NCADD-NJ displays a job posting for any particular position, employees will not be provided any special consideration because of their status as employees of NCADD-NJ.  NCADD-NJ will decide, in its sole discretion, whether to promote from within NCADD-NJ or hire an applicant from outside of NCADD-NJ.
W.
PAY DATE
Employees are paid semi-monthly by check or direct deposit on the 15th and 30th of each month.  If payday falls on a holiday or weekend, checks will be issued the last business day prior to the 15th and 30th.
Any deviation from this policy may be made at the discretion of the President.
X.
TERMINATION OF EMPLOYMENT

Termination of employment is an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine.  Employment at NCADD-NJ is at will.  This means that both the employee and NCADD-NJ have the right to terminate the employment at any time, with or without cause, and with or without notice.  In no way does the following policy change the at will employment relationship between NCADD-NJ and its employees.  
1.
Resignation/Voluntary Quit
Any employee who is absent without notice to their Supervisor and/or Program Director will be considered a voluntary quit.  As indicated above, an employee is able to resign from their employment at any time.  However, it is common in business that the employee give his/her employer sufficient advance notice of their resignation.  All staff should submit a written notice of resignation to their immediate supervisor fifteen (15) working days in advance to be considered eligible for rehire.  The President should but is not required to submit a written notice of resignation to the Chairman of the Board of Directors thirty (30) working days in advance. Prior to departure an exit interview form will be sent to the departing employee. Payment for all earned and unused vacation time is contingent upon receipt of proper notice as described above. Fifteen working days does not include already scheduled paid time off. Payment is also contingent upon the availability of the agency’s grant funding. 
Failure to report to work without notifying your supervisor will be considered job abandonment. 
NOTE: Following a resignation or termination, an employee may not schedule or take any paid leave unless the time off was scheduled prior to the resignation/termination. An employee may also not schedule any paid leave as their last day of employment.
2.
Termination of Position
Budget or program needs may make it necessary to terminate a position. Employees will be given as much notice as possible if a position needs to be terminated.  Prior to departure an exit interview will be conducted.  Payment will be made for all earned and unused vacation time contingent upon the availability of funding.  The terminated employee will be given first consideration if the position is reactivated. This is by no means a guarantee of reinstatement should the position be reactivated.
3.
Layoffs
Should layoffs become necessary due to loss of funding and similar reasons, affected employees will be given as much advance notice as possible.  This notice will be given in accordance with applicable federal and state laws.  Severance packages may be offered depending on specific circumstances and availability of funding.   
NCADD-NJ retains the sole and exclusive discretion to determine when a reduction in force may be necessary.  NCADD-NJ also retains the sole and exclusive discretion to determine which employees shall be laid off and said determination will be based upon various factors including, but not limited to, NCADD-NJ’s job needs, employee capabilities, personnel records and performance levels.  Seniority may also be considered as a factor.  NCADD-NJ also retains the sole and exclusive discretion to determine whether to grant any severance packages and the amount of any such severance packages.  
4.
Dismissal
There is no tenure of employment.  Your employment with NCADD-New Jersey is “at-will.”  This means that your employment may be terminated at any time, with or without notice, for any reason, with or without cause.  Likewise, you may terminate your employment at any time, with or without notice, for any reason, with or without cause.
5.
Final Paycheck/Employee Benefits

NCADD-NJ will forward the employee’s final paycheck on the payday of the first full work period following the employee’s termination date. The following conditions are expected to be met prior to receiving a final paycheck:
1. All NCADD-NJ and client property is returned. 
2. All issued I.D. Cards, uniforms, phones, radios, keys and computers are returned in their entirety. 
3. All resigning employees are asked to complete a brief exit interview prior to leaving.  

Employee benefits will be affected by employment termination.  Some benefits may be continued at the employee's expense if the employee so chooses. The employee will be notified in writing of the benefits that may be continued and of the terms, conditions, and limitations of such continuance.
You should notify NCADD-NJ if your address changes during the calendar year in which termination occurs so that your tax information will be sent to the proper address.
Y.
DISCIPLINARY ACTIONS
Although employment with NCADD-NJ is at will and can be terminated at any time by either NCADD-NJ or the employee, with or without cause or notice, NCADD-NJ may sometimes utilize a disciplinary warning system to inform employees that he/she is not performing his/her work satisfactorily, has violated NCADD-NJ’s policies and procedures or is engaging in misconduct.  This system may utilize a verbal warning/reprimand, written warning/reprimand, performance improvement plan, suspension with or without pay, demotion/transfer and dismissal.  One of the purposes of imposing discipline is to demonstrate to an employee the importance of correcting particular problems, whether it is in his or her performance, attendance, attitude, or in some other area. However, NCADD-NJ does not guarantee that one form of disciplinary action will necessarily precede another.  In its sole and exclusive discretion, NCADD-NJ may determine that imposition of more serious discipline such as termination is necessary, even though it may be a first offense or an isolated incident.  
NCADD-NJ, in its sole discretion, reserves the right to impose whatever discipline it determines to be appropriate.  Nothing herein shall be construed as changing the at will status of all employees.   NCADD-NJ reserves the absolute right to immediately terminate employees, with or without cause, without any prior warning or other less severe disciplinary action, and whenever NCADD-NJ, in its discretion, decides that such action is appropriate.
NCADD-NJ’s disciplinary policy, as set forth above, will be administered equally to all employees, without regard to race, creed, religion, color, national origin, ancestry, age, sex, marital or veterans status, affectional or sexual orientation and disability.
Z.
REASSIGNMENT/TRANSFER
NCADD-NJ reserves the right to transfer an employee from one office/region to another for programmatic or other reasons.  Job duties may also be changed if deemed necessary.
AA.
REFERENCES
Only the Human Resources Manager is authorized to respond to outside requests for information on current and former employees.  Employees and former employees must refer all such inquiries to the Human Resources Manager.
The Human Resources Manager will give out the following information: Hire date, termination date, position held, and employment status (full-time, part-time, or temporary).
The Human Resources Manager may also provide only factual, job-related information.

An exception to this policy will be made when an employee or former employee provides the Human Resources Manager with signed authorization to release additional information to specified prospective employers.  A signed authorization must also be provided before letters of recommendation for employment or educational purposes will be given.  NCADD-NJ will also provide personnel information to other public or private entities to the extent required by law.
BB.
PROFESSIONAL STANDARDS

The rules listed below define accepted standards for all employees.  Violations of these rules will subject the employee involved to disciplinary action up to and including termination.  Again, nothing herein shall be construed as changing the at will status of all employees.   NCADD-NJ reserves the absolute right to immediately terminate employees, with or without cause, without any prior warning or other less severe disciplinary action, and whenever NCADD-NJ, in its discretion, decides that such action is appropriate.
1. Confidential information on NCADD-NJ affairs will not be disclosed to unauthorized persons.  NCADD-NJ is committed to safeguarding the privacy of our clients and potential clients.  Please refer to the HIPAA Privacy Policy Manual for information on how to handle client information.
2. Employees will provide accurate information for NCADD-NJ records and documents.
3. Reporting for work under the influence of alcohol/drugs or otherwise unfit for duty is prohibited.
4. Employees shall not abuse, neglect or misappropriate agency property.  In addition, employees may not use agency property/facilities (including agency computers) for personal or private use.
5. Gambling, threatening or abusive language is not permitted on agency property.
6. Illness or injury contracted while on NCADD-NJ premises must be reported immediately to the supervisor or Director of Operations.
7. All safety rules, notices, procedures, and smoking regulations must be followed.
8. Repeated or excessive absenteeism or tardiness will not be accepted.  The employee must contact his/her supervisor in a timely manner whenever they are unable to report to work.
9. No employee may receive compensation from an outside source for work performed as part of his/her agency position or for any outside (non-NCADD-NJ) work done during time paid for by NCADD-NJ.
10. Excessive personal or improper use of the Internet (e.g. shopping or visits to pornographic web sites) is prohibited.
CC. 
DRESS CODE
At all times, you will dress and behave in a manner appropriate to our business environment and the work you are performing.
The key guideline is this: Dress and behave in a way that reflects well on NCADD-NJ.  This is important so that all employees, at all times, make a good impression on clients and the community.  Employees will wear traditional, professional clothing when their work assignments call for them to deal directly with clients or the community.  At other times, employees may choose to dress in more casual clothing.
At no time will employees wear clothing or groom themselves in such a way that they appear dirty, ragged, or sexually provocative.  And at no time will employees wear clothing that is imprinted with illustrations or messages that are insulting or demeaning to co-workers, clients or the community we serve.
Other forms of unacceptable clothing include but are not limited to the following: tank tops, low cut or revealing shirts or blouses, tight, torn or revealing jeans, sweat suits, short skirts (falling two inches or more above the knee), and shorts.
Failure to comply with these guidelines may result in disciplinary action.
It is important that we remember the stigma of the disease that the general public has for alcohol/drug abusers and that this is an office.  How we dress and act reflects on the very population that we desire to assist.
DD.
GRIEVANCE PROCEDURE
The grievance procedure for all employees is as follows:
Whenever an employee has a grievance, he/she is encouraged to first present it verbally (or in writing if the employee chooses) to his/her immediate supervisor.   It is the responsibility of the immediate supervisor to attempt to arrange a mutually satisfactory settlement of the grievance within a reasonable time frame.  
If a grievance cannot be resolved at the supervisory level, employees may take the following actions: 
1. Submit a written request to the Program Director for a review of the situation within ten (10) working days of any supervisory determination.
2. If employee is still dissatisfied with the review of the grievance, then he/she may appeal to the Director of Operations and/or to the President.
II. BENEFITS
A.
VACATION WITH PAY
1. All full-time staff are eligible for 70 hours of paid vacation time following six months of employment.  At the conclusion of the first year of employment full-time staff are eligible for 105 hours of vacation leave.  Vacation time should be taken within 12 months of an employee’s anniversary date.
2. At the conclusion of the second, third, and fourth years of employment, full-time staff are eligible for 105 hours of paid vacation leave per year.
3. At the conclusion of the fifth, sixth, seventh, eighth, and ninth years of employment, full-time staff are eligible for 140 hours of vacation time per year.
4. At the conclusion of the tenth and each subsequent year of employment, full-time staff are eligible for 175 hours of vacation leave per year.
5. At the conclusion of fifteen and each subsequent year of employment, full time staff are eligible for 182 hours of vacation leave per year.
6. At the conclusion of twenty and each subsequent year of employment, full time staff are eligible for 189 hours of vacation leave per year.
7. Part-time staff may be eligible for vacation time on a pro-rated basis, based on the number of days worked.  (For example, an employee working 17.5 hours a week would be paid for 3.5 hours for each vacation day.)
8. Requests for vacations should be submitted to the immediate supervisor at least one week in advance.  (Vacation requests will be considered on a first-come first-served basis and are not guaranteed to be approved.)
9. Vacation time must be taken in one-hour increments following a minimum initial one-hour leave period. In addition to vacation, all paid leave (health, personal) must be taken in one-hour increments. 
10. Staff may carry over a maximum of 35 hours of vacation time beyond their anniversary date; all other unused vacation time will be forfeited.  Staff with five or more years of service with NCADD-NJ may carry over a maximum of 70 hours of unused vacation time beyond their anniversary date. In certain circumstances, an exception may be made to carry over more than hours stated above. Those additional hours may not be eligible to be paid out upon resignation as described below.
11. Upon voluntarily leaving the agency and providing proper notice an employee is paid for all unused earned vacation time (see Employment Overview, U. Termination of Employment).  Please note that annual vacation allowances are based on the assumption that the employee will remain employed with NCADD-NJ for the following twelve months.  Because employees are eligible for vacation time in advance of actually accruing it (i.e. for the 12 months following an employee’s anniversary), upon termination of employment staff will be paid only for accrued vacation.  For example: Your anniversary date is January 1 and you receive 105 hours of vacation leave for the year.  If you resign and your last day is June 30, you would get paid for 52.5 vacation hours, less any vacation time you had already taken.  Employees shall reimburse NCADD-NJ for any paid time used in excess of the pro-rated time he/she has accrued as of the date of termination. In this example, if you have taken all 105 vacation hours you will be obligated to repay the agency for 52.5 hours, the unearned portion of the vacation time. The 70 vacation hours awarded on the six month anniversary are based on the assumption the employee will remain employed the following six months.  Specifically, an adjustment may be made in the employee's last paycheck to reimburse NCADD-NJ for any such amounts owed by the employee. 
B.
HOLIDAYS

FULL-TIME EMPLOYEES
A total of 12 paid (see NOTE below) holidays (seven hours each) are observed.  They are as follows:

New Year’s Day

Martin Luther King Jr., Day

President’s Day

Good Friday*

Memorial Day

Independence Day

Labor Day

Columbus Day*

Veterans Day

Thanksgiving Day

Day after Thanksgiving

Christmas Day
PART-TIME 
Part-time employees may be paid for holidays on a prorated basis, based on the number of hours worked.  (For example, an employee who works 17.5 hours per week would receive 3.5 hours of paid leave per holiday rather than 7.0 hours.)
HOURLY
Holidays may not apply to hourly employees.  
*Staff may use these two designated holidays for personal religious holidays.  For example, rather than take off on Good Friday, an employee could instead use the holiday for Passover. This will vary be region depending on the accessibility of an employee’s office on a holiday.
NOTE: To receive holiday pay, an eligible employee must be at work or taking an approved paid leave on the workdays immediately preceding and immediately following the day on which the holiday is observed.  In addition, employees on unpaid leave may not return to work the day before a scheduled holiday. Employees will not be paid for a holiday is they are not working both the scheduled days before and after.
C.
PERSONAL TIME
1. Full time employees are eligible for 28 hours of personal leave on the first of the calendar year. Personal leave is prorated for new employees depending on the date of hire.  For example, an employee hired on July 1 would receive 14 hours of personal leave time. Staff who reach 15 years of service will receive 35 personal hours each year. For every fifth year thereafter staff will receive an additional seven personal hours. 
2. Personal leave should be scheduled whenever possible; however, personal leave may also be used for emergencies.
3. Requests for scheduled personal leave should be submitted to the immediate supervisor at least two weeks in advance.
4. Part-time staff may be paid for personal leave on a pro-rated basis.  Hourly employees are not eligible for this benefit.
5. Unused personal leave may not be carried over beyond the calendar year for which they were intended. (Employees will not be paid for personal leave upon termination of employment.) 
D.
PAID HEALTH LEAVE
All absences from work, regardless of reason should be scheduled in advance whenever possible.  If absence is unexpected, the employee’s immediate supervisor should be notified immediately.
1. Health leave is granted to full-time employees at the rate 7 hours per month, credited at the start of each month. 
2. Health leave may carry over from year to year and accumulate up to a total of 350 hours. (Employees will not be paid for accumulated health leave upon termination of employment.)  Accrued time in excess of 350 hours will be forfeited.
3. Health leave will be granted to part-time staff on a pro-rated basis, based on the number of hours worked at a minimum of one sick hour for every 30 hours worked.
4. Appropriate use of health leave includes illness and appointments with health care providers. You may also use some of your sick leave under the NJ Earned Sick Leave Act for the following reasons:
You need to care for a family member during diagnosis, care, treatment, or recovery for a mental or physical illness, injury, or health condition; or your family member needs preventive medical care. You or a family member have been the victim of domestic violence or sexual violence and need time for treatment, counseling, or to prepare for legal proceedings. You need to attend school-related conferences, meetings, or events regarding your child’s education; or to attend a school-related meeting regarding your child’s health. Your worksite closes due to a public health emergency or you need to care for your child whose school or child care provider closed due to a public health emergency. See the NJ Earned Sick Leave poster located in your regional office for additional information.

5. Staff must notify their immediate supervisor as soon as possible when taking health leave.
6. NCADD-NJ reserves the right to request a doctor’s note/statement when an employee returns to work following an absence in certain circumstances. 
7. Health leave in excess of an employee’s accumulated time may be treated as unpaid leave.  (See Benefits, Section F, Unpaid Leave). (NOTE: Accumulated personal leave may be used in lieu of paid health leave after all accumulated health time has been used.) 
8. Unused health leave may not be used toward vacation or other leave.
9. Misuse of health leave may result in disciplinary action, up to and including termination.
10. There is no paid health leave for sick time taken the day before or the day after a scheduled holiday or vacation without a doctor’s note.  (In order to be paid leave the doctor’s note must be received by Human Resources within three days of your return to work.)
E.
PAID BEREAVEMENT LEAVE
1. A maximum of 35 hours will be granted to full-time employees, with pay, in the event of the death of a father, mother, spouse, sibling, child, or grandchild.  A maximum of 14 hours will be granted, with pay, in the event of the death of a grandparent or of a spouse’s mother, father, sibling or grandparent.  Bereavement leave will be prorated for part-time employees.
2. Bereavement leave may be extended through the use of accumulated personal and/or vacation leave, at the discretion of the Program Director or immediate supervisor.
3. Employees will provide the name and relationship of the deceased and the name of the funeral home that handled the arrangements, if applicable.
F.
FAMILY AND MEDICAL LEAVE
1.
POLICY
Employees may be eligible for an unpaid leave of absence under the federal Family and Medical Leave Act (“FMLA”), subject to its eligibility requirements and other terms, conditions and restrictions.  In addition, employees may be eligible for an unpaid leave of absence under the New Jersey Family Leave Act (“NJFLA”), subject to its eligibility requirements and other terms, conditions and restrictions.  Although the benefits provided by the FMLA and the NJFLA are similar in some regards, there are differences between the laws.  The below summaries of the FMLA and NJFLA are provided for informational purposes and, in no way, should be interpreted as granting any additional rights beyond what is granted by those laws.  In all instances, any issues arising under the FMLA and NJFLA shall be resolved in accordance with the statutes and/or the regulations pertaining thereto.
2.
FAMILY AND MEDICAL LEAVE ACT
a.
Eligible Employees
Employees may be eligible for unpaid leave pursuant to the FMLA if, as of the date her/his leave commences, s/he has been employed by NCADD-NJ for at least twelve (12) months and has worked for at least 1,250 hours in the twelve (12) month period preceding the commencement of the leave.  NCADD-NJ may deny leave to employees whose salaries are within the highest ten percent (10%) of all employees if their absence would have a substantial and negative effect on the business.  NCADD-NJ will provide proper notice to employees that fall into this category.
b.
Eligible Reasons For Taking FMLA Leave (Basic Leave Entitlement)
The FMLA permits eligible employees to take unpaid leave time for the following reasons:
· For incapacity due to pregnancy, prenatal medical care or child birth.  
· To care for the employee’s child after birth, placement for adoption or foster care.  Leave taken under these circumstances must be completed within twelve (12) months of the birth or placement of the child.  
· To care for the employee’s spouse, son or daughter or parent, if such spouse, son or daughter or parent has a serious health condition (as described below).  
· Because of a serious health condition that makes the employee unable to perform the functions of the employee's job.  
c.
Eligible Reasons For Taking FMLA Leave (Military Leave Entitlement)  
The FMLA also permits eligible employees to take unpaid leave time for the following reasons:
· Because of a “qualifying exigency” due to the fact that the employee’s spouse, son, daughter or parent is a member of the National Guard or Reserves either on active duty or has been notified of an impending call or order to active duty in the Armed Forces support of a contingency operation.  This leave does not apply if the employee’s spouse, son, daughter or parent is a member of the Regular armed forces.  A “qualifying exigency” may include handling issues arising from short-term deployment, attending certain military events, arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain counseling sessions, resting and recuperating and attending post-deployment reintegration briefings.
· The FMLA permits eligible employees to take unpaid leave time to care for a covered service member who is the spouse, son, daughter, parent or “next-of-kin” of an eligible employee (“covered service member leave”).  A “covered service member” is a current member of the Armed Forces, including a member of the National Guard or Reserves, who has a serious injury or illness incurred in the line of duty on active duty that may render the service member medically unfit to perform his or her duties for which the service member is undergoing medical treatment, recuperation, or therapy, or is on outpatient status or is on the temporary disability retired list.
d.
Definition of a Serious Health Condition Under the FMLA
Under the FMLA, a “serious health condition” is an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either prevents the employee from performing the functions of the employee’s job, or prevents the qualified family member from participating in school or other daily activities.  Subject to certain conditions, the continuing treatment required may be met by a period of incapacity of more than three consecutive, calendar days combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy or prenatal care, or incapacity due to a chronic condition.  Other permanent and long-term conditions as well as conditions requiring multiple treatments may also meet the definition of continuing treatment.
e.
Amount of FMLA Leave
An eligible employee may take up to 12 workweeks of unpaid leave in a 12-month period, unless the FMLA leave is taken to care for a covered service member (See Section 2.f, below for information about the special leave entitlement for covered service member leave).  For purposes of determining the 12-month period in which an eligible employee may take FMLA leave, NCADD-NJ will use a “rolling” twelve (12) month period.  A “rolling” 12-month period is the 12-month period measured backward from the date the employee uses any FMLA leave.  In the event spouses work for NCADD-NJ, the total amount of FMLA leave available to both spouses may be limited in accordance with the FMLA.  In addition to FMLA leave, the employee may be eligible for unpaid leave under the NJFLA (See Section F.3., below).
f.
Special Leave Entitlement – Covered Service Member Leave
The FMLA also provides eligible employees with a special leave entitlement to take up to twenty-six (26) workweeks of unpaid leave within a “single twelve (12) month period” to care for a covered servicemember who is the spouse, son, daughter, parent or “next-of-kin” of an eligible employee.  The single twelve (12) month period in which an eligible employee may take up to twenty-six (26) workweeks of unpaid covered servicemember leave is measured forward from the first day the eligible employee takes FMLA leave to care for a covered servicemember and ends twelve (12) months after that date.
Employees should appreciate that an eligible employee is limited to a combined total of twenty-six (26) workweeks of unpaid FMLA leave for any FMLA qualifying reason during the “single twelve (12) month period,” provided that an eligible employee may not take more than 12 work weeks of leave for any other FMLA-qualifying reason during this period.  In other words, the expanded twenty-six (26) workweeks of unpaid FMLA leave applies only in the limited circumstances of caring for a covered service member as noted above and may not be used to expand the length of time (12 workweeks) available to an employee to be taken for other FMLA-qualifying reasons.  For example, in the single 12 month period an employee could take 12 weeks of FMLA leave to care for a newborn child and 14 weeks of covered service member leave, but could not take 16 weeks of leave to care for a newborn child and 10 weeks of covered servicemember leave.
3.
NEW JERSEY FAMILY LEAVE ACT
a.
Eligible Employees
Employees may be eligible for unpaid leave pursuant to the NJFLA if, as of the date her/his leave commences, s/he has been employed by NCADD-NJ for at least twelve (12) months and has worked for at least 1,000 hours in the twelve (12) month period preceding the commencement of the leave.  NCADD-NJ may deny leave to employees whose salaries are within the highest five percent (5%) of all employees if their absence would have a substantial negative effect on the business.  The same is true for the seven (7) most highly paid employees.  NCADD-NJ will provide proper notice to employees that fall into this category. 
b.
Eligible Reasons For Taking NJFLA Leave
The NJFLA permits eligible employees to take unpaid leave time for the following reasons:
· To care for a newly born or adopted child, as long as leave begins within one year of the date the child is born to or placed with the employee.
· To care for a child, parent or spouse who has a serious health condition requiring in-patient care, continuing medical treatment or continuing medical supervision.  The NJFLA considers parents to be: in-laws, step-parents, foster parents, adoptive parents, or other having a parent-child relationship with an employee.
c.
Amount of NJFLA Leave
An eligible employee may take up to 12 workweeks of unpaid leave in a 24-month period.  For purposes of determining the 24 month period, NCADD-NJ will use a “rolling” twenty-four (24) month period.  A “rolling” 24-month period is the 24-month period measured backward from the date the employee uses any NJFLA leave.
4.
COORDINATION OF FMLA & NJFLA LEAVE/CALCULATION OF LEAVE ENTITLEMENT
a.
A Brief Comparison of the NJFLA and FMLA
The NJFLA and the FMLA are similar.  For example, the NJFLA and FMLA both provide leave rights in connection with the birth or adoption of a child or the serious health condition of a parent, child or spouse.  But, there are differences between the NJFLA and the FMLA.  Some of the differences are: 
· Unlike the FMLA, the NJFLA does not provide leave for an employee’s own serious health condition.
· While the NJFLA provides for 12 weeks of leave in a given 24-month period, the FMLA provides for 12 weeks of leave within a 12-month period.
· Unlike the NJFLA, the FMLA does not provide leave rights due to the serious health condition of a parent-in-law or a stepparent.
b.
Situations Where Combined NJFLA and FMLA Leave May Not Exceed 12 Weeks in a 12-Month Period  
When an employee requests a leave of absence for a reason covered by the NJFLA and the FMLA, the NJFLA and FMLA leaves will run at the same time and get applied against the employee’s leave entitlement under both laws.  This means the employee will be entitled to a maximum of 12 weeks of FMLA and NJFLA leave in a 12-month period (unless the FMLA leave is for a covered servicemember in which case the employee would still be eligible for up to 26 weeks of leave in a 12-month period in accordance with the FMLA).  For example, both the NJFLA and the FMLA provide leave to care for a spouse with a serious health condition.  Therefore, if an employee takes leave to care for a spouse with a serious health condition, the leave counts simultaneously against the employee’s leave entitlement under both the NJFLA and the FMLA because the leave is taken for a reason covered by both laws.  In this situation, the employee’s combined NJFLA and FMLA leave could not exceed 12 weeks in a 12-month period.
c.
Situations Where Combined NJFLA and FMLA Leave May Exceed 12 Weeks in a 12-Month Period
When an employee requests a leave of absence for a reason covered by the FMLA, but which is not covered by the NJFLA, the leave does not get applied against the employee’s NJFLA leave entitlement.  This means that, within a 12 month period, the employee may be entitled to 12 weeks of FMLA leave and up to an additional 12 weeks of NJFLA leave.  For example, the FMLA provides for leave for an employee's own serious health condition but the NJFLA does not.  Therefore, if an employee takes FMLA leave because of her/his own serious health condition (including any such condition related to pregnancy or childbirth), that leave time does not get applied against the employee’s 12 weeks of NJFLA leave because the FMLA leave is for a purpose not covered by the NJFLA.  In this situation, the employee’s combined NJFLA and FMLA leave could exceed 12 weeks in a 12-month period.  Specifically, the employee would be eligible to take 12 weeks of FMLA leave for her/his own serious health condition and then an additional 12 weeks of NJFLA leave within 24 months to care for a newly born or adopted child or a seriously ill family member.
5.
procedures
a.
Use of Leave
1.
An employee does not have to take FMLA or NJFLA leave in one block.  In certain situations, an employee may be permitted to take the leave time intermittently or on a reduced leave schedule. Intermittent leave is permitted for reasons related to the serious health condition of the employee (FMLA) or a covered family member (FMLA and NJFLA) and if necessary to deal with the particular medical condition.  Leave due to qualifying exigencies (FMLA) may also be taken on an intermittent basis.  Intermittent leave is not permitted, absent permission NCADD-NJ, where the leave is related to the birth or adoption of child (FMLA and NJFLA).  In situations where intermittent or reduced leave is needed, the employee must make reasonable efforts to schedule leave so as not to unduly disrupt NCADD-NJ’s operations.
2.
All employees requesting FMLA and/or NJFLA leave must be referred to Human Resources.
3.
Employees must notify the Human Resources Manager at least 30 days in advance of the need to take FMLA and/or NJFLA leave when the need is foreseeable.  When 30 days notice is not possible, the employee must provide notice as soon as practicable and generally must comply with NCADD-NJ’s normal call-in procedures.
4.
Absent an emergency or other unusual circumstances, an employee’s request for FMLA and/or NJFLA leave must be in writing.  The written request must be submitted to the Human Resources Manager.
5.
Human Resources will provide the employee with a Leave Request Form, a Health Care Provider Certification Form and an Employee Acknowledgement Form.  All forms must be completed with the signature of the department head and returned to the Human Resources Manager.
6.
The original copy of all leave determinations, whether approved or denied, will be kept on file with Human Resources.
b.
Medical Certification Requirements
1.
The employee must provide sufficient information to NCADD-NJ to enable it to determine if the leave may qualify for FMLA and/or NJFLA protection and the anticipated timing and duration of the leave, specifying, to the extent possible, the beginning and end dates of the leave.  Sufficient information may include that the employee is unable to perform job functions, the family member is unable to perform daily activities, the need for hospitalization or continuing treatment by a health care provider, or circumstances supporting the need for military leave.
2.
An employee will be required to provide a complete and sufficient Health Care Provider Certification Form to determine her/his eligibility for leave and/or continued leave.  NCADD-NJ may also require a second or third medical opinion.  In addition, NCADD-NJ may also require recertification of an employee’s need for leave.  These requirements apply both in the event an employee is requesting leave for  her/his own serious health condition (FMLA) and in the event of the serious health condition of a parent, spouse or child (FMLA & NJFLA).  In connection with a request for FMLA leave due to a “qualifying exigency” or FMLA leave to care for a covered servicemember, NCADD-NJ may also require an employee to provide a complete and sufficient certification and/or other documentation in support of the leave.
3.
During an approved leave, the employee must keep in periodic contact with the Human Resources Manager to provide an update on the status of his/her leave and anticipated date of return.  
4.
NCADD-NJ requires that an employee provide a fitness for duty certification prior to permitting an employee to return to work from FMLA leave due to his or her own serious health condition.  In addition, the employee must be cleared to return to work by NCADD-NJ.  
5.
Where an employee is on intermittent or reduced schedule FMLA leave for her/his own serious health condition, the employee may also be required to provide a fitness for duty certification periodically if reasonable safety concerns exist.  NCADD-NJ reserves the right to require an independent medical examination of employee by a health care provider designated by the organization to determine the employee’s fitness to return to work from leave.  Failure to abide by the notice, certification and/or other requirements of this policy can result in NCADD-NJ denying the leave.
c.
Benefits and Compensation During Leave
1.
An employee taking FMLA and/or NJFLA leave does not lose any employment benefits accrued prior to the date the leave commenced; however, employees will not accrue any other employment benefits (e.g., PTO days, seniority for salary increases, contributions for retirement plans) while they are on unpaid FMLA and/or NJFLA leave.  Accrual of any such employment benefits resumes the day the employee returns from leave.
2.
An employee must use accumulated health and/or vacation and/or personal days in lieu of or in addition to unpaid leave.  In connection with certain types of leaves, employees may be eligible to apply to the state for paid disability benefits, or may be eligible for workers compensation benefits, subject to their eligibility requirements and other terms, conditions, restrictions and exclusions.  The use of earned benefit time off and/or the receipt of disability or workers compensation benefits will not extend the leave beyond the maximum allowable leave under the FMLA and NJFLA. 
3.
During an FMLA and/or NJFLA leave, NCADD-NJ will continue an eligible employee’s health insurance coverage under the same terms and conditions as would have been provided if the employee had remained actively employed, provided the employee pays his or her portion of the premium, if applicable, on a timely basis.
4.
An employee on FMLA and/or NJFLA leave may not engage in other full-time employment during the term of the leave, unless such employment commenced prior to the leave and is not otherwise prohibited by law.
d.
Reinstatement at Expiration of Leave  
1.
At the expiration of a FMLA and/or NJFLA leave, NCADD-NJ generally will reinstate the employee to his/her former position or to an equivalent position with equivalent pay, benefits and other employment terms.  Under certain circumstances employees may not be reinstated to their same or equivalent position.  For example, if during the employee’s FMLA and/or NJFLA leave NCADD-NJ experiences a reduction in force or layoff and the employee would have lost her/his position had the employee not been on leave, the employee will not be reinstated.
5.
NJ PAID FAMILY LEAVE 
Eligible employees are able to for twelve (12) weeks of paid family leave benefits to care for a sick family member, newborn or an adopted child.  For paid family leave, employees may be required to exhaust up to two (2) weeks of paid time off hours as part of the 12-week paid family leave.
The employee may be eligible to receive a weekly benefit rate up to 85% of his/her average weekly wage, up to the maximum allowable by the State of NJ.  Employees may be subject to a one-week waiting period before receiving benefits.  Human Resources will track employees’ unpaid and paid time.
The rules, instructions and application for filing a claim for a paid family leave are provided by Human Resources upon request and also through the NJ Department of Labor website.
a.
Paid Leave in Connection with the Birth or Adoption of a Child
Employees may take paid family leave at any time within one year of the birth or adoption of a child.  Up to twelve weeks of leave must be taken consecutively in connection with the birth or adoption of a child unless NCADD-NJ and the employee mutually agree on a plan that allows the employee to take the leave during nonconsecutive weeks.  The employee is required to provide 30 days notice to NCADD-NJ prior to taking paid family leave.  If the employee does not provide the 30-day advance notice, s/he will be required to forfeit two weeks of the leave, unless the failure to provide notice is due to unforeseeable reasons.
b.
Paid Family Leave in Connection with a Serious Health Condition
Employees taking paid family leave for twelve weeks consecutively, in connection with a family member’s serious health condition, are required to provide NCADD-NJ with prior notice in a reasonable and practical manner, unless an emergency or other unforeseen circumstance precludes the opportunity to provide prior notice.  The employee must also provide NCADD-NJ with a medical certification stating the necessity of the leave.
c.
Paid Intermittent Family Leave in Connection with a Serious Health Condition
Employees taking paid family leave in connection with a family member’s serious health condition may take the leave intermittently or consecutively.  Intermittent leave consists of 56 separate days of leave.  If taken consecutively, an employee who works five days a week receives a maximum of 30 days of paid family leave.  Intermittent paid family leave can only be taken in full-day increments.
An employee seeking to take paid intermittent family leave for a family member’s serious health condition is required to provide NCADD-NJ with 15 days notice unless: (1) an emergency or other unforeseen circumstance precludes the opportunity to provide prior notice; and (2) the employee makes a reasonable attempt to schedule the leave in a non-disruptive manner.  Additionally, the employee may provide the employer with a regular schedule of days for intermittent leave.
G.
DISABILITY LEAVE OF ABSENCE
In accordance with applicable federal, state and/or local laws, NCADD-NJ may grant employees an unpaid leave of absence as an accommodation for his/her own disability. As soon as an employee becomes aware of the need for a Disability Leave, they should request, in writing, a leave from the Human Resources Manager.  The employee will be required to provide a doctor’s certificate stating the nature of the medical issue and the expected date of return to work.  NCADD-NJ may require subsequent recertification.  Requests for Disability Leave will be evaluated based on a number of factors, including anticipated work load requirements and staffing considerations during the proposed period of absence.
Disability Leave may be without pay.  Employees may be required to exhaust all earned but unused vacation, sick and personal days while on Disability Leave.  In connection with certain types of Disability Leave, employees may be eligible to apply to the State of NJ for paid disability benefits, or may be eligible for workers compensation benefits, subject to their eligibility requirements and other terms, conditions, restrictions and exclusions.
All practice-paid benefits will cease upon commencement of the Disability Leave.  However, employees may continue benefits at their own expense pursuant to federal and/or New Jersey COBRA rights.  Employees will not earn any additional PTO, seniority or other benefits during a Disability Leave.
Upon completion of a Disability Leave, NCADD-NJ will attempt to reinstate the employee to the position held prior to the leave, if it is available.  However, NCADD-NJ cannot guarantee reinstatement to any position upon completion of an approved Disability Leave.   
At least one week prior to the conclusion of the granted Disability Leave, the employee must advise the Human Resources Manager of his or her intention to return to work.  The employee will be required to provide medical proof of the status of his or her ability to return to work.  NCADD-NJ reserves the right to require the employee to have a return to work medical examination by a doctor of its choice, at no cost to the employee.
An employee’s failure to notify the Human Resources Manager of availability for work, or falsification of any information submitted to Human Resources in connection with such leave may result in immediate termination of employment.  An employee’s failure to return to work upon expiration of the Disability Leave, unless otherwise excused, is considered a resignation.
If any federal, state or local law requires a greater benefit or accommodation than the policy described above, NCADD-NJ will comply with such law.
Any questions regarding this policy should be directed to Human Resources.
H.
JURY DUTY
1. Employees must submit the Notice of Summons for Jury Duty to their immediate supervisor as soon as it is received.  (A copy of the summons should be attached to timesheets for the period of absence.)  Jury completion dates must also be reported.  At the completion of their jury duty, employees must provide NCADD-NJ with a copy of the court records confirming the dates of his/her jury service.
2. While not required by law, paid leave will be granted to employees called for jury duty. Proof of attendance for each day served is required in order to be paid.  However, employees may not receive additional compensation for jury duty, with the exception of mileage reimbursement payments.
3. Employees must report to work on any day or portion thereof that they have been excused from jury duty.
4. Employee schedules may be rearranged by their supervisor to provide time off for jury duty as well as adequate coverage for their position.  
I.
MILITARY LEAVE
If employees are required to take annual military training, they will be granted a leave of absence for up to two weeks.  The pay they receive will be the difference between the salary they would normally receive and their military pay (if the latter is smaller).

An employee requesting a leave of absence to meet military requirements shall be granted such leave without pay together with re-employment rights as provided by Federal Law in effect at the time.

All requests for military leave must be approved by the Program Director & HR.
J.
NJ SAFE ACT
The New Jersey Security and Financial Empowerment Act (“NJ SAFE Act”), provides that certain employees are eligible to receive an unpaid leave of absence.  Under the NJ SAFE Act, an eligible employee, who is a victim of domestic violence or a sexually violent offense, or whose child, parent, spouse, domestic partner or civil union partner is such a victim (i.e., a family member), is entitled to up to 20 days of unpaid leave during the 12-month period following the incident.
In order to be eligible for NJ SAFE leave, an employee must: (a) be employed for at least 12 months with the employer; and (b) have worked at least 1,000 base hours during the preceding 12-month period. Each incident of domestic violence or sexual assault constitutes a separate offense for which an employee is entitled to unpaid leave, provided that the employee has not exhausted the allotted 20 days.  NJ SAFE leave may be taken intermittently in intervals of no less than 1 day or as needed for any of the purposes provided under the law, which include:
· Seeking medical attention for, or recovering from, physical or psychological injuries caused by domestic or sexual violence to the employee or the employee’s family member;
· Obtaining services from a victim services organization for the employee or the employee’s family member;
· Obtaining psychological or other counseling for the employee or the employee’s family member;
· Participating in safety planning, temporary or permanent relocation, or taking other actions to increase the safety of the employee or the employee’s family member from future domestic or sexual violence or to ensure economic security;
· Seeking legal assistance or remedies to ensure the health and safety of the employee or the employee’s family member (including preparing for or participating in any civil or criminal legal proceeding related to or derived from domestic or sexual violence); or
· Attending, participating in or preparing for a criminal or civil court proceeding relating to the incident of domestic violence or sexual assault.
Eligible employees are required to use any accrued paid time off concurrently with NJ SAFE leave in order to receive compensation during this unpaid leave. If an employee requests leave for a reason covered by the NJ SAFE Act as well as the federal Family and Medical Leave Act and/or the New Jersey Family Leave Act, the leave taken will count simultaneously against the employee's entitlement under each respective law.
Prior to taking NJ SAFE leave, an employee is required to provide the Human Resources Manager with advance written notice of the need for leave where the need is foreseeable. Notice must be provided as far in advance as is “reasonable and practical under the circumstances.” Employees are required to provide documentation certifying the need for NJ SAFE leave. Sufficient documentation includes one or more or the following: (1) a domestic violence restraining order; (2) a letter or other written documentation from the county or municipal prosecutor documenting the domestic violence or sexually violent offense; (3) documentation of the conviction of a person for the domestic violence or sexually violent offense; (4) medical documentation of the domestic violence or sexually violent offense; (5) certification from a certified Domestic Violence Specialist or the director of a designated domestic violence agency or Rape Crisis Center, that the employee or the employee’s family member is a victim of domestic violence or a sexually violent offense; or (6) any other documentation or certification of the domestic violence or sexually violent offense provided by a social worker, member of the clergy, shelter worker or other professional who has provided the employee or the family member with assistance related to the incident.
NCADD-NJ will not rescind or reduce an employee’s employment benefits accrued prior to taking NJ SAFE leave, or rescind or reduce any employment benefits to which the employee is entitled unless doing so would have occurred regardless of the employee taking leave. NCADD-NJ will not take adverse employment action or retaliate against an employee because the employee took or requested NJ SAFE leave, or because the employee refused to authorize the release of information deemed confidential.
The NJ SAFE Act also imposes confidentiality requirements upon NCADD-NJ. All information provided to an employer regarding NJ SAFE leave (including information regarding an employee’s failure to return to work) will be maintained in the strictest confidentiality, and will not be disclosed unless the employee has consented to such disclosure in writing or disclosure is required by law.
K.
ACADEMIC, CREDENTIALING AND TRAINING 
It is the policy of NCADD-NJ to encourage and support the professional development of its staff.  In keeping with this policy, the agency grants paid academic, training and credentialing expenses to eligible staff as specified below. 
1. Staff may receive up to $500 per fiscal year (prorated, as appropriate, based on hire date) for external job training and/or college or other academic course work related to the employee’s position and determined to be of benefit to the agency and its work.  Staff may also receive an additional $500 for the purpose of reimbursing costs associated with obtaining or maintaining certain credentials, excluding travel. NCADD-NJ retains the sole and exclusive discretion to decide whether training or academic leave will be granted.  Reimbursement for academic, credentialing and/or training is also contingent upon the availability of funding and the purpose of the training, academic course or type of credential. Late fees will not be reimbursed.
2. Each training is limited to a maximum $250 reimbursement. Employees are responsible for any costs exceeding this amount. 
3. Out of state training may not take place further than 50 miles from the NJ border.
4. Requests for academic and/or training leave must be submitted in writing to the employee’s supervisor and Program/Unit Director.  The supervisor and Program/Unit Director will review all leave requests.  Program/unit needs will be considered when approving leave requests. Academic leave is to be used for attending classes only. Prior to approving academic leave, staff may be removed from the alternate work schedule to shorten their work days.
5. Paid academic leave may be approved for up to four hours per week.
6. Staff may receive up to five (5) days of paid training leave per fiscal year.    
7. Part-time and hourly employees are not eligible for academic and training leave.  
8. Evidence of the academic/training work for which leave was granted (e.g., grades) must be submitted for inclusion in the employee’s personnel file.  Failure to submit this evidence may result in the forfeiture of the academic/training leave and may result in the employee having to reimburse NCADD-NJ for all funds paid for such leave.
9. Academic and training leave may not be used when other leave is taken or requested.  (For example, if a staff member calls out sick on a day he/she was scheduled to use academic leave, he/she will be charged for a full paid health leave day and will not be credited with any academic leave.)
10. Agency funds are to be used for any course/program fees, required materials and credentialing fees.  Any other non-required materials purchased are the responsibility of the employee.  Employees also may be reimbursed for reasonable local travel above and beyond their usual commute for training leave.  Other travel and/or lodging expenses will be reimbursed at the discretion of the agency.  (NCADD-NJ reserves the right to deny academic/training leave based on cost considerations.)
11. Whenever possible, training leave should be taken during regular business hours. Should an employee be required to attend training on a scheduled day off (i.e., AWS day off), in the evening or during the weekend, the employee will be allowed to take an alternate day(s) off in lieu of the training day(s). Training leave may be used for the purpose of test taking for clinical licensure.
12. Requests for training leave must be submitted in writing at least one month prior to the requested leave time and must be approved by the employee’s supervisor and the Human Resources Manager.
13. Requests for reimbursement for training costs must be submitted in writing within two weeks of the conclusion of the training and must include documentation of the training costs (i.e., schedules, course registration receipts, other documentation).
14. If your employment with NCADD-NJ ends within two months of a training either by resignation or termination you may be required to reimburse the agency for the cost of the training or other use of those funds and any paid company time that was given off unless the training was mandated by your supervisor. You may also be required to reimburse for any fees paid for credentialing purposes. 
L.
COMPENSATORY TIME
Compensatory time may be granted to non-exempt employees who work less than 40 hours but more than 35 hours in a single workweek.  Non-exempt employees must be paid overtime (i.e., time and a half) for all time worked in excess of 40 hours in a single workweek.  Any compensatory time earned must be used within a 30-day period and cannot accumulate beyond a total of 14 hours.
M.
PAYROLL DEDUCTIONS/WAGE GARNISHMENTS

Deductions will be made from your paycheck for Federal and State Withholding Tax, Social Security, Unemployment and other taxes as required by law.  Further, if the NCADD-NJ receives a lawfully issued wage garnishment order, the required amount will be deducted from your paycheck.  The following are specific types of deductions that will be made from your paycheck. Additional deductions may be made under State or Federal Law.
1.
Social Security 
All employees of NCADD-NJ are covered by Social Security.  Deductions are made for this purpose from the salary according to legal requirements.  NCADD-NJ also contributes according to federal regulations.
2.
New Jersey Unemployment and Disability Insurance
New Jersey Unemployment and Disability Insurance cover all employees of NCADD-NJ.  Deductions are made for this purpose from the salary according to legal requirements. NCADD-NJ also contributes according to state regulations.
3.
Federal Income Tax
All employees of NCADD-NJ must complete Employee’s Withholding Allowance Form (W-4) as prescribed by law.  Payroll deductions are made according to federal tax schedules.
4.
State Income Tax
All employees of NCADD-NJ must contribute as prescribed by law.  Payroll deductions are made according to state tax schedules.
N.
WORKER’S COMPENSATION
All employees of NCADD-NJ are covered by Worker’s Compensation Insurance.  The Human Resources Manager is to be notified immediately of injury, however trivial it may be, while engaged on business at NCADD-NJ.  Insurance forms must be completed promptly and as requested.  This will enable an eligible employee to qualify for coverage as quickly as possible.  We also ask for your assistance in alerting management to any condition that could lead or contribute to an employee accident. 
O.
SHORT-TERM DISABILITY

All employees who have met the minimum earning requirements specified by state law are eligible for short-term disability benefits.  These benefits are administered by the State of New Jersey and are designed to provide income for you when you are absent from work for more than seven calendar days due to non-occupational illness, injury or pregnancy-related disability.   The benefits are calculated as a percentage of salary (2/3), up to a weekly maximum as specified by the State of NJ.  The cost of this insurance is shared between NCADD-NJ and the employee.  You are responsible for applying for short-term disability benefits with the appropriate state agency.

You must inform us when you are able to return to work.  Upon return, you must bring a Fitness for Duty certificate stating that you are medically able to return to your normal duties.  We reserve the right to require a physical examination by a physician of our own choosing prior to your resumption of duties.

We will make reasonable efforts to return you to the same or similar job as held prior to the leave of absence, subject to our staffing and business requirements.  Your continued absence from work beyond your disability, as determined by your physician, will be deemed a voluntary termination of your employment.
P.
SOCIAL SECURITY

Social Security is more than a paycheck deduction.  It offers financial security for you and your dependents.  Although this is a federally established program, it is your contributions, and ours, which pay for this benefit.

For the duration of your employment, both you and NCADD-NJ contribute funds to the Federal government to support the social security program.  This program is intended to provide you with monthly checks and medical coverage once you reach retirement age.

Social security benefits may include:
1. Monthly income benefits if you are totally disabled.
2. Immediate death benefits and monthly survival benefits to dependent children.
3. Retirement income benefits to you and your spouse.
4. Medical hospitalization and medical/surgical benefits (Medicare).

Additional information on social security benefits are available at the local office of the Social Security Administration.
Q.
GROUP HEALTH INSURANCE
NCADD-NJ will provide basic medical and dental benefits to eligible employees, spouse and eligible dependents on a group basis if possible.  Employees are responsible for a portion of their monthly health insurance costs (contact Human Resources for details).  In addition, there is a 60-day waiting period for new employees. Benefits end on the last day of employment.

Information regarding these programs and enrollment forms may be obtained from Human Resources.  Complete details about this program are described in the booklet you receive at the time you are enrolled in the plan.  Due to the frequently changing rates and provisions of these programs, NCADD-NJ reserves the right to make whatever changes in these programs it deems necessary.
R.
CONTINUATION OF MEDICAL BENEFITS UPON TERMINATION

1.
Loss of Medical Insurance

NCADD-NJ makes available group medical insurance for all eligible employees and their spouse and dependents.  This medical insurance is lost when an employee is terminated or resigns or has his/her hours reduced to part-​time employment.  In addition, an employee's dependents lose their medical insurance when the employee dies, divorces his/her spouse, or when the dependent children reach adulthood.  All medical insurance is also subject to the requirements of the insurance company and insurance policies.

2.
Continuation of Insurance

Under the Consolidated Omnibus Reconciliation Act ("COBRA"), whenever any of the events described above occur, the employee or dependents may continue their group medical insurance at their own expense for a period of eighteen (18) or up to thirty-six (36) months, depending on the circumstances.  The employee or dependents will receive notification of their rights under the COBRA law and the necessary forms to continue their group medical insurance. 
The Health Insurance Portability and Accountability Act of 1996 ("HIPAA") amended the COBRA continuation rules in order to improve the portability of health insurance coverage.  The new rules, together with existing COBRA coverage continuation rules allow under certain circumstances employees to change jobs without losing coverage.  Please contact the Human Resources Department for more information regarding HIPAA and how it may affect you.

3.
Disqualification
An employee’s eligibility for continuation of this benefit may be affected if the employee is terminated for gross misconduct.
S.
LIFE INSURANCE

NCADD-NJ provides life insurance to full time employees.  Full time employees may participate in the life insurance plan subject to all terms and conditions of the agreement between NCADD-NJ and the insurance carrier. 

Details of the basic life insurance plan including benefit amounts are described in the Summary Plan Description provided to eligible employees.  Contact Human Resources for more information about life insurance benefits.
T.
RETIREMENT PLAN/COLLEGE SAVINGS PLANS

NCADD-NJ sponsors an employer-paid retirement plan and two employee-only 529 college savings plans.

To obtain a copy of the summary plan descriptions and more details on the Plans, please contact Human Resources.

U.
EMPLOYEE ASSISTANCE PROGRAM (EAP)
NCADD-NJ provides an employee assistance program, or EAP, through CorpCare. The EAP provides no-cost and confidential access to short term counseling services, training, crisis intervention services, drug free workplace program design and much more. This service is provided to NCADD-NJ staff and immediate family members. Contact Human Resources for additional information.  
III. OTHER POLICIES
A.
TRANSPORTATION
Employees may be required to use personal vehicles for NCADD-NJ business.  A valid driver’s license is necessary. Employees who use a personal vehicle for NCADD-NJ business must notify Human Resources immediately if their license is suspended or revoked or if their driving privileges become limited in any other way.
Automobile expense is reimbursed at the rate of fifty-eight cents ($.58) per mile.  Payment will be made within a reasonable timeframe upon presentation of a mileage reimbursement request form. This reimbursement is not considered salary and is not subject to withholding tax.
B.
AGENCY VEHICLES
The agency may, at its discretion, lease and/or purchase vehicles for staff/program use.  Drivers of agency vehicles must comply with the following:

1.
Agency vehicles are for official, work-related use only; all other uses are prohibited or must be pre-authorized by the Director of Operations.

2.
Accidents involving an agency vehicle must be reported to the police immediately; and the accident must be reported to the Director of Operations, Human Resources Manager or Program Director immediately.

3.
Only employees of NCADD-NJ are authorized to operate agency vehicles.  Non-employees are not permitted to drive agency vehicles.  In addition, staff must be pre-approved to use agency vehicles, and must supply a copy of their current, valid driver’s license.  To reserve the agency vehicle, name and destination are required on the sign-out calendar, which is located in suite 360.  Newly approved staff will be assigned a 4-digit PIN in order to utilize the agency’s gas card.  The PIN will be confirmed via email from the accounting department.

4.
Safety is of paramount importance when using agency vehicles.  Staff must therefore obey all traffic regulations; and drivers and passengers must use seat belts.  In addition, cellular phones are not to be used while driving an agency vehicle. This includes, but is not limited to, talking and text messaging.

5. 
Employees are responsible for any moving and parking violations and fines that may result when using an agency vehicle.  

6. 
Operators of agency vehicles are responsible for the cleanliness of the vehicle. Eating and drinking in agency vehicles is prohibited.  Smoking in agency vehicles is also prohibited.  

7. 
Each vehicle should have within it a log in which staff must record the day/date of the trip, the purpose of the trip, the odometer reading at the beginning and end of the trip, and who was driving the vehicle.  (Completed logs should be given to the Director of Operations.)

8.
If the vehicle needs gas while you are using it (i.e., the gas tank is less than ¼-full), you are responsible for re-filling the tank.  Each vehicle has at least one agency gas credit card stored in the center console.  Employee specific PINs are assigned for credit card authorization and tracking purposes.  Vehicles should never be returned to the office needing gas.  Gas credit card receipts must be given to the Accounting Department.  

9. 
Violation of any of these policies may lead to the revocation of agency vehicle driving privileges and/or other disciplinary actions. Staff may also be required to reimburse NCADD-NJ for any cost resulting from the improper use of an agency vehicle.

C.
EXPENSES
NCADD-NJ will reimburse staff for expenses they incur on behalf of NCADD-NJ.  Such expenses include mileage for travel, lodging, and meals when out of town overnight, and small office supplies and postage.  For all reimbursements you must have prior approval from your Supervisor.  Expenses should be recorded on the Staff Expense Payment Voucher and include all receipts.  The Staff Expense Payment Voucher should be submitted to your Supervisor for approval.  Please be advised that some expenses must be approved in advance.   An employee’s failure to comply with the applicable policies and procedures may result in NCADD-NJ’s refusal to pay for a particular expense.  Further, NCADD-NJ reserves the right to refuse any requests for reimbursement if they are found to be inappropriate (i.e. alcoholic beverages purchased with meals), excessive, or were not approved prior to the incurring of the expense.
A vehicle for use by the President will be leased or purchased by NCADD-NJ, depending on adequate funds being available.  All operating costs will be provided by NCADD-NJ. The President will be authorized to use this vehicle for all business usage, commuting, and an additional 5,000 miles per year for personal use.  The President will keep accurate monthly records as to vehicle use and will pay taxes on the personal use of the vehicle as per Federal guidelines.
D.
DONATIONS/CONTRIBUTIONS/HONORARIA
Staff volunteers and the Board of Directors who serve on committees or carry out special assignments as NCADD-NJ representatives to other groups are authorized to accept donations.  Donations, contributions and honoraria given to staff will be turned over to NCADD-NJ. 
E.
SAFETY
Establishment and maintenance of a safe work environment is the shared responsibility of the employer and employees from all levels of the organization.  The employer will attempt to do everything that is within its control to assure a safe environment and compliance with federal, state, and local safety regulations.  Employees are expected to obey safety rules and to exercise caution in all their work activities.  They are asked to immediately report unsafe conditions to their supervisor.  Not only supervisors, but employees at all levels of the organization are expected to correct unsafe conditions whenever possible.
All accidents that result in injury must be reported to the appropriate supervisor and Human Resources Manager, regardless of how insignificant the injury may appear.  Such reports are necessary to comply with laws and initiate worker’s compensation procedures. 
F.
OUTSIDE EMPLOYMENT
Employees may hold outside jobs as long as said employment does not interfere with their job with this organization.  The employee must notify Human Resources in writing if outside employment is obtained.  Employees should consider the impact that outside employment may have on their health and physical endurance.  All employees will be judged by the same performance standards and will be subject to the employer’s scheduling demands, regardless of any existing outside work requirements.
If NCADD-NJ determines that an employee’s outside work interferes with performance or the ability to meet the requirements of this organization as they are modified from time to time, the employee may be asked to terminate the outside employment if he or she wishes to remain with this organization.

Outside employment that constitutes a conflict of interest or otherwise has an adverse impact on NCADD-NJ is prohibited.  Employees may not receive any income or material gain from individuals outside of the organization for materials produced or services rendered while performing their jobs.

Employees are required to disclose to NCADD-NJ, in writing, any outside business activities prior to engaging in such activity. Charitable activities are not included in this requirement unless the employee is being compensated for such activity. Outside business activities may include a wide range of activities including but not limited to the following:
· Employment with an outside entity
· Acting as an independent contractor to an outside party
· Serving as an officer, director, or partner
· Acting as a finder
· Referring someone and receiving a referral fee
· Receiving other compensation for services rendered outside the scope of employment with NCADD-NJ

Compensation may include salary, stock options or warrants, referral fees, or providing of services or products as remuneration. Generally, remuneration consisting of anything of present or future value for services rendered may be considered compensation.


The information to be disclosed to NCADD-NJ should include the following:
· Name of outside employer or association
· Nature of activity or association
· Time spent at this activity per week or month and whether the activity occurs during NCADD-NJ's normal business hours
· Type of compensation

The Director of Operations will approve or disapprove the outside business activity in writing. If disapproved, the employee will be notified. A record of the approval or disapproval will be retained in the employee's file or a file established for outside business activities.
G.
CONFLICTS OF INTEREST
Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest.  This policy establishes only the framework within which the employer wishes the business to operate.  The purpose of these guidelines is to provide general direction so that employees can seek further clarification on issues related to the subject of acceptable standards of operation.
An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for that employee or for a relative as a result of this organization’s business dealings.  For the purposes of this policy, a relative is any person who is related by blood or marriage, or whose relationship with the employee is similar to that of persons who are related by blood or marriage.
No “presumption of guilt” is created by the mere existence of a relationship with outside firms.  However, if an employee has any influence on transactions involving purchases, contracts, or leases, it is imperative that he or she disclose to an officer of the organization as soon as possible the existence of any actual or potential conflict of interest so that safeguards can be established to protect all parties.
Personal gain may result not only in cases where an employee or relative has a significant ownership in a firm with which this organization does business, but also when an employee or relative receives any kickback, bribe, substantial gift, or special consideration as a result of any transaction or business dealings involving the organization.
The materials, products, designs, plans, ideas, and data of this organization are the property of the employer and should never be given to an outside firm or individual except through normal channels and with appropriate authorization.  Any improper transfer of material or disclosure of any information, even though it is not apparent that an employee has personally gained by such action, constitutes unacceptable conduct.  Any employee who participates in such practice will be subject to disciplinary action, up to and including possible discharge.
H.
CONFIDENTIAL INFORMATION/NON-DISCLOSURE TC "C.
CONFIDENTIAL INFORMATION/NON-DISCLOSURE" \f C \l "2" 
1.
NCADD-NJ Information TC "1.
Practice Information" \f C \l "3" 

The protection of confidential information, proprietary information and trade secrets is vital to the interests and the success of NCADD-NJ.  Knowledge of NCADD-NJ’s affairs gained through access to information not generally available to the public is considered confidential information.  Such confidential and/or proprietary information includes, but is not limited to, the following:
· Computer processes
· Computer programs and codes
· Client Information
· Financial Information

· Marketing strategies 
Such information is not to be disclosed to anyone outside NCADD-NJ.  Further, employees may not copy, remove or allow unauthorized access to such information or any other agency or client documents, files, charts, etc.  Confidential information, proprietary information and trade secrets may only be shared with NCADD-NJ employees when it is necessary for conducting your work or is otherwise appropriate.  Employees who improperly use or disclose trade secrets, confidential information and/or proprietary information will be subject to disciplinary action, up to and including termination of employment, even if he/she does not actually benefit from the disclosed information.  The obligation of employees to maintain the confidentiality of NCADD-NJ’s information continues for all time in the future, even after the employees have ceased working for NCADD-NJ.  Upon termination of employment, whether voluntary or involuntary, employees are to return to NCADD-NJ all tangible confidential and/or proprietary information obtained in the course of employment with NCADD-NJ. Nothing herein shall limit NCADD-NJ’s ability to take any other appropriate measures to remedy a violation of this policy or otherwise prevent disclosure of NCADD-NJ’s confidential information, proprietary information or trade secrets.  

2.
Client Information TC "2.
Patient Information" \f C \l "3" 

As responsible providers of human services, a client’s right to privacy is a vital priority and must be maintained at all times, both inside and outside the office.  As an employee of NCADD-NJ you will have access to client related data.  Information about clients, their assessments, and/or other protected information must be kept completely confidential.  In fact, NCADD-NJ expects that all medical, personal and financial information be considered private and confidential.  All information processed in and through this office must be kept in confidence and cannot be released from the office without proper authorization. 
Conversations with clients should be done so other clients and individuals cannot overhear.  It is improper for you to reveal information on a client even to another member of the client’s family without the client’s consent.  Confidential medical records and other client-protected information should be kept where passing clients and others will not see them.  Since medical information obtained by a physician is confidential, it cannot be released to an insurance company without written permission from the client.  Casual conversation or release of unauthorized information regarding any client can be cause for immediate termination.
NCADD-NJ is subject to certain requirements set forth in Federal law (including, but not limited to, the Health Insurance Portability and Accountability Act (“HIPAA”)) and state law pertaining to the confidentiality of patient information.  NCADD-NJ has adopted certain policies and procedures regarding the privacy of health information and provides privacy training.  NCADD-NJ employees are required to abide by such policies and procedures and attend such privacy training when requested to do so.  Again, the failure of NCADD-NJ employees to abide by such policies and procedures and attend privacy training programs can be cause for immediate termination.  A complete manual on privacy of client information has been adopted (HIPAA Privacy Policy Manual) and employees should consult it for all questions concerning use and disclosure of client information.
Clients must not be discussed outside the confines of the office.  Even within the confines of the office, clients should only be discussed by NCADD-NJ employees directly involved with the client’s care and when necessary for conducting your work. 
The obligation of employees to maintain the confidentiality of the client’s information continues for all time in the future, even after the employees have ceased working for NCADD-NJ.
I.
E-MAIL USE, INTERNET ACCESS AND SOFTWARE LICENSES TC "U.
E-MAIL USE, INTERNET ACCESS AND SOFTWARE LICENSES" \f C \l "2" 
1. E-Mail Use TC "1.    E-Mail Use" \f C \l "3" 
The e-mail facility is the property of NCADD-NJ and provided to NCADD-NJ’s employees for communications pertaining to NCADD-NJ’s business operations. Accordingly, transmission or broadcast of e-mail communications of a personal, private, or non-business nature shall be kept to a minimum.  E-mail may not be used to solicit others for, including but not limited to, commercial ventures, religious or political causes, outside organizations, or any other non-business matters.  Employees should not use a password, access a file, or retrieve any stored communication without proper authorization.  
Employees should be aware that e-mail communications are not confidential and that NCADD-NJ reserves the right to monitor, search, review or intercept any and all of their internal and external email communications. E-mail monitoring may be random, periodic or continuous. NCADD-NJ also may gain access to communications that have been deleted from e-mail.
As a communication technology, e-mail should be used no less carefully than printed documents or any other type of communication that can be stored and retrieved. Employees are advised to consider other forms of communication for particularly sensitive issues.
2. Internet Use TC "2.    Internet Use" \f C \l "3"  
NCADD-NJ currently provides Internet access to all employees via their desktop workstations.  However, employees should be aware that Internet access is provided for use as a business tool and that NCADD-NJ reserves the right to limit or prohibit workplace Internet access by any or all of its employees at its sole discretion.  NCADD-NJ provides Internet access to its employees for the sole purpose of researching and gathering information directly related to NCADD-NJ’s business. Use of NCADD-NJ’s Internet connection for purposes other than those directly related to NCADD-NJ’s business should not be abused and kept to a minimum. The Internet may not be used to solicit others for, including but not limited to, commercial ventures, religious or political causes, outside organizations, or any other non-business matters.
Internet access provided to employees in the workplace is the property of NCADD-NJ. Employees should be aware that workplace Internet access is not confidential and that NCADD-NJ reserves the right to monitor any and all of their Internet usage while at the workplace, whether during working hours or not.  Monitoring of employee Internet usage use may be random, periodic or continuous. 
Downloading files and/or applications from the Internet places NCADD-NJ’s computer network at risk of infection by computer viruses.  Employees must consult with NCADD-NJ’s Information Technology support staff prior to downloading any files and/or applications. All such downloaded files and/or applications must be scanned for viruses.
Streaming music or video is prohibited unless otherwise approved. 
NCADD-NJ employees are strictly prohibited from posting to, and/or participating in, any type of non-work related bulletin board, discussion group, chat room or any other type of electronic forum that requires the input of text or images from their workplace computers.
Under no circumstances are NCADD-NJ employees to identify themselves as such when posting to, and/or participating in, any type of non-work related bulletin board, discussion group, chat room or any other type of electronic forum that requires the input of text or images from their home computers. Employees violating this policy will be subject to sanctions for improper Internet use. 
3. Software Licenses TC "3.    Software Licenses" \f C \l "3" 
NCADD-NJ purchases and licenses the use of various computer software for business purposes and does not own the copyright to this software or its related documentation. Unless authorized by the software developer, NCADD-NJ does not have the right to reproduce such software for use on more than one computer. Employees may only use software on local area networks or on multiple machines according to the software license agreement. NCADD-NJ prohibits the illegal duplication of software and its related documentation.  Unauthorized use or copying of software will be investigated and resolved on a case-by-case basis. Employees who violate this policy will be subject to disciplinary action, up to and including termination of employment.
4. Anti-Discrimination/Non-Harassment Policy TC "4.    Anti-Discrimination/Non-Harassment Policy" \f C \l "3" 
NCADD-NJ strives to maintain a workplace free of harassment and sensitive to the diversity of its employees.  Employees are advised that NCADD-NJ’s anti-discrimination and non-harassment policies apply to the use of its email facility, the Internet and its computers.  Employees are strictly prohibited from using computers, the Internet and the email system in ways that are disruptive, offensive to others, or harmful to morale.   Specifically, employees are prohibited from publishing or broadcasting text or images which may be construed as harassment, or offensive to others based on an individual’s race, national origin, religion, gender, sexual orientation, color, marital status, age, disability or any other legally protected category.  For example, the display or transmission of sexually explicit images, messages, and cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes, or anything that may be construed as harassment or showing disrespect for others.
5. Libel/Defamation TC "5.    Libel/Defamation" \f C \l "3" 
In a business setting, libel is defined as the publication of false and malicious remarks that tend to damage a person’s business reputation.  Transmission or broadcast of libelous remarks is sufficient to create a civil liability for both NCADD-NJ and the individual publishing such remarks.  Employees are prohibited from using the computers, the Internet or the email facility for the purpose of transmitting or broadcasting remarks that could be construed as libelous or defamatory.
6. Discipline TC "6.    Discipline" \f C \l "3" 
NCADD-NJ’s computers, e-mail system and access to the Internet are privileges that can be revoked at any time for violations of the policy.  Violations of this policy will be dealt with promptly and are subject to disciplinary action, up to and including termination.  Employees learning of any violation of this policy shall notify, in writing, their immediate supervisor or the Director of Operations.
J.
TELEPHONE USAGE TC "Q.
TELEPHONE USAGE" \f C \l "2"  
Although the occasional use of NCADD-NJ’s telephones for a personal emergency may be necessary, routine personal calls should be kept short and to a minimum.  Excessive use of the telephones (including cell phones) for personal use may result in disciplinary action.
Any unauthorized calls that result in a monetary charge will be the responsibility of the employee who made the call.
Any violation of this policy may result in disciplinary action up to and including termination.
NCADD-NJ reserves the right to monitor and/or record an employee while using NCADD-NJ’s telephone and also to monitor and/or review any voicemail messages on NCADD-NJ’s voicemail system.  Telephone calls and voicemail messages may be monitored and/or recorded for quality assurance purposes or any other purpose NCADD-NJ deems appropriate.  Therefore, employees should not expect any privacy with respect to their use of NCADD-NJ’s telephone and NCADD-NJ’s voicemail system.
Due to the requirement of travel during the workday for many of NCADD-NJ staff, employees must use hands-free systems or let the phone-mail answer if they are in traffic.  Employees are not permitted to use cell phones, or other hand-held electronic communication devices while operating a vehicle.  
K.
WORKPLACE SEARCHES TC "D.
WORKPLACE SEARCHES" \f C \l "2" 
To protect the property and to ensure the safety of all employees and clients, NCADD-NJ reserves the right to conduct personal searches consistent with state law, and to inspect any packages, parcels, purses, handbags, brief cases, lunch boxes or any other possessions or articles carried to and from NCADD-NJ's property.  In addition, NCADD-NJ reserves the right to search any employee's office, desk, files, lockers, equipment, or any other area or article on our premises.  In this regard, it should be noted that all offices, desks, files, lockers, equipment, etc. are the property of NCADD-NJ, and are issued for the use of employees only during their employment.  Inspection may be conducted at any time at the discretion of NCADD-NJ.  Searches will be conducted with concern for each employee’s privacy, subject to NCADD-NJ’s need to enforce this policy.
Persons entering the premises who refuse to cooperate in an inspection conducted pursuant to this policy may not be permitted to enter the premises.  Employees working on or entering or leaving the premises who refuse to cooperate in an inspection, as well as employees who after the inspection are believed to be in possession of stolen property or illegal drugs, will be subject to disciplinary action, up to and including discharge.
L.
WORKPLACE VIOLENCE TC "E.
WORKPLACE VIOLENCE" \f C \l "2" 
Violence by an employee or anyone else against an employee, supervisor or member of management will not be tolerated.  The purpose of this policy is to minimize the potential risk of personal injuries to employees at work and to reduce the possibility of damage of NCADD-NJ property in the event someone, for whatever reason, may be unhappy with a NCADD-NJ decision or action by an employee or member of management.
If you receive or overhear any threatening communications from an employee or outside third party, report it to your supervisor at once.  Do not engage in either physical or verbal confrontation with a potentially violent individual.  If you encounter an individual who is threatening immediate harm to an employee or visitor to our premises, contact an emergency agency (such as 911) immediately.
All reports of work-related threats will be kept confidential to the extent possible, investigated and documented.  Employees are expected to report and participate in an investigation of any suspected or actual cases of workplace violence.
Violations of this policy, including your failure to report or fully cooperate in NCADD-NJ's investigation, may result in disciplinary action, up to and including immediate discharge.
M.
RETURN OF NCADD-NJ PROPERTY TC "O.
RETURN OF PRACTICE PROPERTY" \f C \l "2" 
Employees are responsible for all NCADD-NJ property, materials or written information issued to them or in their possession or control.  This includes, but is not limited to, such items as manuals, I.D. cards, phones and computers. Employees must return all NCADD-NJ property immediately upon request or upon termination of employment.  Upon termination of employment or when required by management, employees are also required to return to NCADD-NJ any confidential and/or proprietary information of NCADD-NJ including, but not limited to, client records, and the other items set forth in this Manual.  NCADD-NJ reserves the right to deduct from any employee’s check or final paycheck the value of any equipment not returned when required. NCADD-NJ may also take any other appropriate action deemed necessary to recover or protect its property.
N.
CERTIFICATION, LICENSING AND OTHER REQUIREMENTS TC "S.
CERTIFICATION, LICENSING AND OTHER REQUIREMENTS" \f C \l "2"  
You will be informed by your supervisor if there are any licensing, certification or
testing requirements for your job.  If you are required, in accordance with New
Jersey State Law, to have a license or certification to perform your job, you are personally responsible for securing the license and/or certification, keeping it up-to-date and providing NCADD-NJ with a copy of the current license and/or certification.  If your license or certification expires or becomes invalid in any way, Human Resources must be notified immediately.  Licensing, certification and testing requirements are strictly enforced.  Falsification or failure to notify Human Resources of any change concerning the status of your personal license, certification and/or testing status is grounds for disciplinary action, up to and including termination.
Some expenses related to obtaining (e.g., test fees) or maintaining (e.g., license renewal fees) certain job-related credentials may be reimbursed by the agency (see Request for Credentialing Expenses Reimbursement form).
O.
ATTENDANCE, PUNCTUALITY AND ABSENTEEISM TC "A.
ATTENDANCE, PUNCTUALITY AND ABSENTEEISM" \f C \l "2" 
To maintain a safe and productive work environment, NCADD-NJ expects its employees to be reliable and to be punctual in reporting for scheduled work.  Absenteeism and tardiness place a burden on other employees and on NCADD-NJ.  While it is recognized that there are circumstances that may cause an employee to be late or absent from work, these instances must be kept to a minimum in order to provide our clients with steady, quality service.
In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify their immediate supervisor as soon as possible in advance of the anticipated tardiness or absence.  When you call your immediate supervisor, you must state you will be absent and when you expect to return to work.  Prior notice should be given to your immediate supervisor if you know in advance that you are going to be absent.  
NCADD-NJ retains the right to require employees to provide written verification from a physician as to the reason for certain absences; the right to deny authorization for any requested absence and the right to investigate the reason for certain absences.  Poor attendance and excessive tardiness are disruptive.  Either may lead to disciplinary action, up to and including termination of employment.
P.
 VISITORS TC "G.
VISITORS" \f C \l "2" 
To provide for the safety and security of employees and the facilities at NCADD-NJ, only authorized visitors are allowed in the workplace.  Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures security of equipment, protects confidential information, safeguards employee welfare, and avoids potential distractions and disturbances. Failure to comply with this policy may result in disciplinary action up to and including termination. 
All visitors should enter NCADD-NJ at the reception area.  Authorized visitors will receive directions or be escorted to their destination.  Employees are responsible for the conduct and safety of their visitors.
If an unauthorized individual is observed on NCADD-NJ's premises, employees should immediately notify their supervisor or, if necessary, direct the individual to the reception area.
1.
Children
NCADD-NJ values its employees and understands the challenges they face in balancing the demands of work and home life.  However, as a general policy, employees are not permitted to bring their children with them to work.  As with the preceding policy, the agency believes that bringing children to work would be disruptive to the routine operation of the office as well as a liability for the agency.  When unexpected situations arise, available leave should be utilized rather than bringing children to work.  (This policy is not intended to discourage brief visits to the office such as employees bringing their babies to share with their co-workers.)
While the general policy is not to allow children in the workplace, staff may bring their children to work in cases where, in the event of an emergency only, they are unable to use their usual childcare and can not make alternate arrangements in a timely fashion.  (Even in such cases, children may still not be permitted at certain welfare offices or other locations.)  Staff are permitted to have their children in the office for no more than two hours.
Staff who bring their children to work in these cases are asked to be considerate of their co-workers and to minimize any potential disruption caused by their children.
Under no circumstances should employees bring their sick children to work.
2.
Pets
Employees are not permitted to bring their pets to the workplace.  In addition to creating a possible liability problem, pets in the workplace would be disruptive and interfere with the routine work of the office.  There would also be a potential health problem, since many people are allergic to cats and dogs. Service animals are excluded from this policy.
Q.
EMPLOYEE DOCUMENTATION TC "M.
EMPLOYEE DOCUMENTATION" \f C \l "2" 
NCADD-NJ relies upon the accuracy of information contained in the employment application, as well as the accuracy of other related documents (resumes, employment and education histories) presented throughout the hiring process and employment. Any misrepresentations, falsifications, or material omissions in any of this information or data may result in NCADD-NJ's exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.
R.
CHANGES IN PERSONNEL DATA TC "N.
CHANGES IN PERSONNEL DATA" \f C \l "2"  
We need to maintain up-to-date information about you so we would be able to aid you and/or your family in matters of personal emergency. 
It is the responsibility of each employee to promptly notify NCADD-NJ of any changes in personnel data. Personal mailing addresses, phone numbers, names of dependents, changes in next of kin and/or beneficiaries, changes in individuals to be contacted in the event of emergency, educational, accomplishments, and other such status reports should be accurate and current at all times. If any personnel data has changed, notify Human Resources. Falsification of this information is grounds for immediate dismissal.
S.
BONDING REQUIREMENT TC "T.
BONDING REQUIREMENT" \f C \l "2"  
Certain positions in NCADD-NJ require employees to be bonded.  It is the responsibility of the employee to assure (s)he is bondable and maintain bondable status.  NCADD-NJ will pay the full cost of bonding.  Violations of this policy may result in immediate termination of your employment.
T.
 INCLEMENT WEATHER TC "V.
INCLEMENT WEATHER" \f C \l "2" 
Except in those circumstances when management decides that severe weather requires that the office close for the day or part of the day, employees are expected to work their regular scheduled hours.  Employees will be notified if the office will be closed or have a delayed opening.  When the weather conditions are so severe as to prevent the opening of NCADD-NJ, those staff members who were scheduled to work that day will be paid for their normal shift. Staff members on paid leave or not scheduled to work will not receive additional compensation or time off. When there is inclement weather but NCADD-NJ is open, employees may request to take a personal day in lieu of working.  
U.
SMOKING/TOBACCO/VAPING PRODUCTS TC "H.
SMOKING" \f C \l "2" 
In keeping with NCADD-NJ's intent to provide a safe and healthful work environment, smoking or the use of other tobacco/nicotine or vaping products is strictly prohibited throughout the workplace. NCADD-NJ also requires that employees not smoke or use tobacco products in the proximity (within 20 feet) of any entrance to NCADD-NJ or in the presence of clients.
This policy applies equally to all employees, clients, and visitors.
V.
POSSESSION OF WEAPONS TC "I.
CONCEALED WEAPONS" \f C \l "2" 
Possession, use or sale of weapons, firearms or explosives on work premises is forbidden, in accordance with state and local laws.  Violations of this policy will result in disciplinary action, up to and including termination.
W.
CARE OF NCADD-NJ PROPERTY
Good, well-maintained equipment is essential to performance on the job.  The quality and appearance also reflects on NCADD-NJ’s image.  An employee is expected to exercise due care in his/her use of NCADD-NJ’s property and to use such property only for authorized purposes.  Negligence in the care and/or use of NCADD-NJ’s property will be considered cause for disciplinary action.


X.
ENGLISH ONLY
It is the practice that English is the language of business at NCADD-NJ except under circumstances requiring a bilingual conversation with a client or his/her family.  Speaking a language other than English in the presence of either clients or coworkers creates a barrier to effective teamwork and hinders the exchange of information required to provide agency services.  In addition, this policy is needed to enable supervisors who only speak English to monitor the performance of employees whose job duties require communication with coworkers, clients, and/or others.  Languages other than English may be spoken during work breaks.  However, in such cases, employees are asked to be mindful of the need for maintaining effective communications with all of their coworkers.  
Y. 
EMPLOYEE LENGTH OF SERVICE RECOGNITION
In keeping with the agency’s belief that its employees are its greatest asset, NCADD-NJ has established an Employee Length of Service Recognition Program.  NCADD-NJ believes that employee loyalty and length of service should be recognized at key employment milestones.   Employees who reach key employment milestones may therefore select a gift from the options offered in a gift catalog provided by Have a Great Day, Inc. (or similar provider of employee incentive gifts).  Gifts are provided to staff who reach their one-year anniversary with NCADD-NJ, and for every five years of employment thereafter.  The amount of each anniversary gift may vary depending on the availability of agency funding in any given fiscal year.
Z.
SOLICITATION AND DISTRIBUTION OF MATERIALS
To maintain an orderly, professional atmosphere at NCADD-NJ, as well as to prevent interference with our services, NCADD-NJ has developed the following policies.  Solicitation of an employee by another employee is prohibited while either one is on his or her working time.  Solicitation includes, but is not limited to, sale of raffle tickets, household’s goods, food products or personal items as well as appeals for charitable contributions.  The distribution of any material of any kind is prohibited on working time or in working areas at all times. Solicitation, distribution or trespassing by non-employees on NCADD-NJ’s premises is strictly prohibited.
AA.
DISCLOSURE OF PERSONNEL INFORMATION

1.
Confidentiality of Files
NCADD-NJ treats all personnel files as confidential information.  Accordingly, NCADD-NJ will only disclose personnel information to a limited extent as described below.

2.
Release of Personnel Information
An employee may voluntarily sign a written release authorizing NCADD-NJ to provide certain personnel information to banks, mortgage companies, credit bureaus, prospective employers, investigative agencies and the like.
In the event that an employee does sign a written release, NCADD-NJ will release the following information:
(i)
dates of employment:
(ii)
job title;
(iii)
work location;
(iv)
basic rate of pay;
(v)
total yearly earnings;
(vi)
social security number;
(vii)
birth date;
(viii)
latest address; and
(ix)      telephone number.
In the event an employee decides not to sign a written release, NCADD-NJ will provide prospective employers and other inquirers with only the following information:
(i)
dates of employment;
(ii)
job title; 
(iii)
work location; and
(iv)
last compensation.
If a governmental agency is pursuing a specific investigation, NCADD-NJ will provide personnel information to the extent that it is subpoenaed.
In addition to the extent required by law, personnel information will be disclosed to state and federal agencies which regulate employment and employment discrimination.
NCADD-NJ will also provide personnel information to other public or private entities to the extent required by law.
Salary information will be released upon request pursuant to federal, state and local law. 
BB.
WORKING AT HOME 
It is NCADD-NJ’s policy that all work necessary to perform your job is to be performed on company premises or at designated job sites and within scheduled working hours. Working off premises, such as at your home, is permitted only with the written permission of your supervisor. The permission shall specify the number of hours authorized.
CC.
CONDUCT OFF THE JOB
How employees conduct themselves going to and from work can have an impact on NCADD’NJ’s image.  This is particularly true when employees are in uniform, wear identification badges and drive NCADD-NJ vehicles.  It is required that you be courteous, respectful and cooperative with all people with whom you come in contact.
DD.
PARKING
NCADD-NJ provides ample parking space for employees. Please park your car in designated parking areas. It is suggested that you lock your car at all times. NCADD-NJ is not responsible for theft from or damages to vehicles parked in the company parking lots.  Employee vehicles are not to be parked on company premises except during the time employees are actually working.
EE.
CELL PHONES AND OTHER ELECTRONIC DEVICES
Employees are NOT permitted to have their cell phones in their possession during work hours, unless otherwise permitted by their supervisor.  Cell phones are to be left in a secured area where employees leave their personal belongings.  Employees can check for messages during approved breaks.  Certain office and management staff may be permitted to have their cell phones in their possession during work hours for purposes of communication regarding business related matters.    
Employees also are not permitted to bring any radios, televisions, I Pods, stereos, or other audio video equipment on the job.
Any violation of this policy may result in disciplinary action up to and including termination.
FF.
AUDIO/VIDEO MONITORING
In addition to monitoring telephone calls, NCADD-NJ reserves the right to monitor employee activity by means of audio and video recording techniques.  These procedures are required at times to ensure the integrity of our operations, compliance with all the NCADD-NJ’s rules and regulations and for quality control purposes and any other purpose management deems appropriate.  All audio/video monitoring of employee activity must be approved by the Board of Directors.  Employees may not, on their own initiative, electronically record the actions or conversations of other employees, guests, clients, or those with whom NCADD-NJ has a business relationship.  Video monitoring will not be conducted in restrooms, locker rooms or any other room designated by the employer for employees to change their clothes.
GG.
FRATERNIZATION
Fraternization - engaging in romantic relationships with co-workers - is discouraged throughout our organization.  Fraternization which includes a supervisory or management employee may be perceived as favoritism or sexual harassment.  Fraternization between a supervisor or manager and an employee is not permissible.  Fraternization is clearly not in the best interest of NCADD-NJ, the 
manager, or the employee.  Violation of this policy may result in disciplinary action, up to and including termination.
HH.
CULTURAL COMPETENCY

Cultural competence is an integral part of NCADD-NJ. NCADD-NJ provides cultural sensitivity training to its entire staff on their first day of employment and periodically, as required by various licensing boards for clinicians and other staff. Training must include the following:
· Acceptance and respect for differences 

· Careful attention to dynamics of difference 

· Continuous expansion of cultural knowledge and resources 

NCADD-NJ encourages, as well as expects, its staff to have sensitivity and respect for all clients and colleagues regardless of their cultural background, age, religion, race, gender, and sexual orientation among others.  NCADD-NJ has culturally diverse staff located throughout the State of New Jersey.
NCADD-NJ seeks staff members who are committed to the mission of each initiative and, represent a variety of cultural backgrounds, and are capable of communicating in cross-cultural situations. Discrimination is not tolerated and employees will conduct services in a manner that recognizes values, affirms, and respects the worth of the individual and protects and preserves the dignity of each person. 

IV. ATTACHMENTS
A.
EQUAL EMPLOYMENT OPPORTUNITY
1. Law
The Equal Employment Opportunity Act and the New Jersey Law Against
Discrimination provide for equal opportunity for all persons regardless of race, creed, color, national origin, ancestry, age, martial status, sex, physical handicap, nationality, or liability for service in the Armed Forces of the United States.
Pertinent sections of the law are as follows:
It shall be an unlawful employment practice, or, as the case may be, an unlawful discrimination:
For an employer, because of the race, creed, color, national origin, ancestry, age, marital status, or sex of any individual or because of the liability for service in the Armed Forces of the United States, or the nationality of any individual, to refuse to hire or employ or to bar or to discharge from employment such individual or to discriminate against such individual in compensation or in terms; conditions or privileges of employment
For any employer or employment agency to print or circulate or cause to be printed or circulated any statement, advertisement or publication, or to use any form of application for employment, or to make any inquiry in connection with prospective employment, which expresses, directly or indirectly, any limitation, specification or discrimination as to race, creed, color, national origin, ancestry, age, marital status or sex or liability of any applicant for employment for service in the Armed Forces of the United States, or any intent to make any such limitation, specification or discrimination, unless based upon a bona fide occupational qualification. NJSA 10:15-12
Discrimination for physical handicap: exception
All of the provisions of the act to which this act is a supplement shall be construed to prohibit any unlawful discrimination against any person because of the physical handicap of such person or any unlawful employment practice against such person, unless the nature and extent of the handicap reasonably precludes the performance of the particular employment.  NJSA 10:5-4.1
2. Statement of Policy
It is the policy of NCADD-NJ, Inc. to provide equal employment opportunity to all people, and the employment policies and practices of the agency are to recruit and to hire employees without discrimination because of race, religion, color, creed, sex, ancestry, age, marital status and national origin, political affiliation, liability for service in the armed forces of the United States and or handicap, and to treat them equally with respect to compensation and opportunities for advancement, including upgrading, promotion and transfer.
It shall be the continuing policy of NCADD-NJ to promote the full realization of this policy through a positive program to insure that equal opportunity is available on the basis of individual merit and to encourage all persons to seek opportunities within the agency and to strive for advancement on this basis.
3. Implementation Plan
Distribution of the Plan
a. This Policy and Plan shall be provided to all employees and Board members of NCADD-NJ.
b. Copies of the Plan shall be available for review by all job applicants and provided to all employees, engaged in the recruitment, hiring, placement and training of employees.
c. The Plan shall be thoroughly discussed in employee orientation sessions and in appropriate management meetings so that the organization's policy is made clear.
d. Copies of the Plan shall be made available to any member of the general public upon request.
4. Procedures and Practices
a. No employee or job applicant shall be unlawfully discriminated against in matters of hiring, dismissal, promotions or staff training opportunities.
b. In seeking to fill vacant positions, the NCADD-NJ shall be identified as an equal opportunity employer.  All employment advertisements shall be concluded by the phrase, “An Equal Opportunity Employer” (EOE).
c. The agency shall review qualifications for professional and non-professional positions to remove artificial barriers that may restrict the pool of candidates. If an application form is utilized, the notation "Equal Opportunity Employer" will appear on the form. 
d. Utilization of public and private personnel agencies will be limited to those who practice equal opportunity employment in their referral policies.
5. Policy and Plan Review and Supervision 
a. The President maintains primary responsibility for the implementation and supervision of the plan.
b. A supervisory review of practices and activities related to hiring, dismissal, promotions and staff training opportunities shall be held as needed by the staff Personnel Committee.  In addition to a periodic review, any member of the Board of Directors who has reason to believe that discriminatory practices have taken place may request that a review panel be appointed to investigate specific practices.
c. Each employee shall be held accountable for his/her behavior and for seeing that it is consistent with the provisions of this Plan.
d. For purposes of supervision and evaluation of the Plan, the following records shall be maintained and shall be open for inspection to the  Staff
Personnel Committee, any member of the Board of Directors, or any other persons authorized by the Board of Directors:
(1) A list of job applicants and terminated employees to determine whether minorities and women are disproportionately not hired or terminated.

6. Redress of Grievances
Any employee or any job applicant having reason to believe that he or she has been discriminated against by reason of race, creed, color, national origin, religion, ancestry, age, sex, marital status, sexual orientation, physical handicap or because of their liability for service in the armed forces of the United States can request an investigation of the complaint.  Such complaint can be submitted in writing to the Director of Operations. The complaint, at minimum, should contain a statement of the particulars of the alleged discrimination and should be signed by the complainant.  Within 30 days of the receipt of the written complaint, the agency shall conduct a thorough investigation of the complaint and render a full report of its findings to the complainant. Findings may be appealed, if necessary, to the President.  
7. Board of Directors
Article III, Section 2 of the by-laws provides as follows:
There shall be representation on the Board from local alcoholism organizations including local alcoholism programs, task forces on alcoholism, and persons involved in other related areas of health care. There shall be to the widest possible extent, representation of related professions to be served, such as legal, medical, financial, labor and industry. There shall be representation of minorities, including ethnic groups, women, youth, and senior citizens,
The Board of Directors is elected pursuant to the by-laws.
In order to implement Equal Opportunity for all citizens of the State of New
Jersey to participate and be represented in policy decisions formulated by
NCADD-NJ, the Nominating Committee will emphasize the recruitment of minority and women candidates to assure that the Board of Directors is representative of the people of the State of New Jersey. 
8. Equal Employment Opportunity Officer
In an effort to better implement and oversee the provisions of the EEO plan, the Personnel Committee shall appoint a member of staff to fill the volunteer position of Equal Employment Opportunity (EEO) Officer.  The EEO Officer will be appointed to a one-year term and will report to the Committee and to the Director of Operations.
The Director of Operations will administer the plan and will also receive and investigate complaints of bias/discrimination.  In addition, the EEO officer will chair a sub-committee of the Personnel Committee established to conduct activities relevant to plan implementation.


B.
SEXUAL HARASSMENT POLICY
NCADD-New Jersey believes that you should be afforded the opportunity to work in an environment free of sexual harassment.  Sexual harassment is a form of misconduct that undermines the employment relationship.  No employee, either male or female, should be subjected verbally or physically to unsolicited and unwelcome sexual overtures or conduct.  Behavior that amounts to sexual harassment may result in disciplinary action, up to and including dismissal.
Definition
NCADD-New Jersey has adopted, and its policy is based on, the definition of sexual harassment set forth by the Equal Employment Opportunity Commission (EEOC). The EEOC defines sexual harassment as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:
· submission to such conduct is made either explicitly or implicitly a term or condition of your employment
· submission to or rejection of such conduct by you is used as the basis for employment decisions affecting you
· Such conduct has the purpose or effect of unreasonably interfering with your work performance or creating an intimidating, hostile or offensive working environment.
The above list of prohibited conduct is not intended to be exhaustive since it is impossible to determine all the circumstances that may arise.  
The Agency does not condone and will not tolerate such conduct by its executives, managers, supervisors or employees, either male or female.
What is not sexual harassment?
Sexual harassment does not refer to occasional compliments of a socially acceptable nature.  It refers to behavior that is not welcome, that is personally offensive, that debilitates morale, and that, therefore, interferes with work effectiveness.
Employer's Responsibility
NCADD-New Jersey wants you to have a work environment free of sexual harassment by management personnel, by your coworkers and by others with whom you must interact in the course of your work as an NCADD-New Jersey employee.  Sexual harassment is specifically prohibited as unlawful and as a violation of NCADD-New Jersey's policy.  NCADD-New Jersey is committed to the prevention of sexual harassment in the workplace.  NCADD-New Jersey will promptly investigate any allegation of work-related sexual harassment and will take appropriate corrective action to stop sexual harassment in the workplace.
Complaint Procedure
If you experience or witness sexual harassment in the workplace, report it immediately to your supervisor and/or the Director of Operations.  All allegations of sexual harassment will be promptly investigated.  To the extent possible, your confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure. When the investigation is completed, you will be informed of the outcome of that investigation.
What should you do if you are sexually harassed?
If you feel that you have been the recipient of sexually harassing behavior, report it immediately to the Director of Operations.  Although the complaining employee’s initial report or complaint may be verbal, the employee will thereafter be required to memorialize the allegations in writing.  You can accompany or follow up your written complaint with a verbal complaint.  
If the Director of Operations is the source of the harassing conduct, report the behavior to the President.
What happens after a complaint is made?
A supervisor, the Director of Operations, or other person(s) designated by the Director of Operations will investigate the complaint as promptly as possible.  Depending on the complexity of the investigation, you should be contacted within two weeks about the status of your complaint and whether action is being taken. 
Retaliation Prohibited
NCADD-New Jersey will permit no employment-based retaliation against anyone who brings a good faith complaint of sexual harassment or who speaks as a witness in the investigation of a complaint of sexual harassment.
Written Policy
You will receive a copy of NCADD-New Jersey's sexual harassment policy when you begin working for NCADD-New Jersey.  If at any time you would like another copy of that policy, please contact the Human Resources Manager.  If NCADD-New Jersey should amend or modify its sexual harassment policy, you will receive an individual copy of the amended or modified policy.
Penalties
Sexual harassment will not be tolerated at NCADD-New Jersey.  If an investigation of any allegation of sexual harassment shows that harassing behavior has taken place, the harasser will be subject to disciplinary action, up to and including termination.
C.
DRUG FREE WORK PLACE POLICY
NCADD-New Jersey, hereinafter referred to as "the Agency", has a responsibility to all of its employees to provide a safe and productive work place and a responsibility to the public to ensure that their trust in the Agency is protected.  We also must maintain our status as a "responsible source" for federal and state grants and contracts by maintaining a drug free work place.  Therefore, the agency policy for a Drug Free Work Place is as follows:  
1. General Policies
a. Any employee, who possesses, illegally manufactures, sells, distributes, dispenses, uses, or receives a controlled substance while on duty or on Agency property will be immediately discharged and in appropriate situations, law enforcement authorities will be contacted.
b. Various drugs and other substances, such as alcohol, that may used legally can cause potential safety or other job performance problems.  Employees who are found to abuse such substances or who request assistance in dealing with an abuse problem may be referred for an evaluation.  If the evaluation indicates that the employee is treatment appropriate, treatment may be necessary.  Failure or refusal by an employee to cooperate in this evaluation or comply with its recommendations could lead to work performance issues which may then result in disciplinary action, up to and including discharge.  
c. Employees are prohibited from arriving for work under the influence of drugs or alcohol.  If the employee uses a prescription drug and it affects the employee's work performance, the employee will be referred to their physician to pursue an alternative medication.
d. Should any employee be convicted of violating a criminal drug statute, with said violation occurring in the work place, the law requires that he or she notify the President of the Agency within five days of conviction (including pleas of guilty or nolo contendre).  Failure to do so can subject the employee to disciplinary action, up to and including discharge.  The Agency is required to notify the federal or state contracting-officer (when federal or state agency contracts or grant are in effect) within 10 days.  Once notified by the employee, the President will determine what action will be taken, including discipline, discharge, or referral for evaluation and treatment.  If treatment is offered to the employee it shall be a condition of continued employment.  Arrangements for treatment to begin shall be made within 30 days from receiving notice of the conviction.
e. Our policy is based on the following facts:
(1) We are a public service Agency.  To ensure that we keep the trust of our clients and the public we must maintain a drug free work environment.
(2) Medical information and studies have established that drug or alcohol abuse affects motor skills, memory retention, reasoning ability and coordination.
(3) Except in the extreme cases, drug use is difficult for laymen, or even physicians, to detect by casual observation.
(4) No safe level of drug use has been established.
(5) Illegal drug use is not protected under any civil rights or disability discrimination law. 
(6) Any measurable amount of mind-altering drug or alcohol in a person's body can cause some degree of impairment, even if that impairment is not readily apparent to the layman.
f.  
Agency benefits such as sick leave and the group medical plan are available to aid in the rehabilitation process.  If the available assistance fails or is obviously inappropriate given the nature of the drug or alcohol use and / or the employee's position, the penalty for drug use or alcohol abuse may be termination of employment or other sanctions.
2. Prohibited Substances
a. This policy and, in part, its drug testing program is concerned with:
(1) Narcotics (heroin, morphine, opiates, etc.)
(2) Cannabis (marijuana, hashish, etc.)
(3) Stimulants (cocaine, diet pills, amphetamines, etc.)
(4) Depressants (minor tranquilizers, etc.)
(5) Hallucinogens (PCP, LSD, designer drugs, etc.)
(6) Alcohol (beer, wine, liquor, etc.)
(7) Any substance determined under state law to be a controlled dangerous substance or a controlled dangerous substance analog.
b. This policy does not concern the use of caffeine or nicotine.
c. This policy also does not concern the appropriate use of any of the above drugs provided the employee has a valid prescription form a certified health care provider. 
3. Procedures
a. When an employee enters a substance abuse program with the consent of the Agency, and if it is determined that a supplementary means of monitoring drug and or alcohol abuse such as urine testing is necessary to assist an employee in remaining drug and or alcohol free, such testing will be performed by the procedures outlined here.  In addition, the Agency reserves the right to test an employee when there is individualized reasonable suspicion of drug or alcohol use.  A drug testing and periodic follow-up drug tests can be requested without prior notice whenever the following conditions are met:
b. Individualized Reasonable Suspicion Testing
(1) When an employee's supervisor has a reasonable suspicion that an employee is using or has used drugs in violation of this policy. "Reasonable suspicion" is defined as "facts, circumstances, physical signs and symptoms or a pattern or behavior from which reasonable inferences can be drawn that an employee is using or has used drugs in violation of this policy." The facts must be clearly stated at the time the request for a sample is made.  A refusal to submit a urine sample requested on the basis of individualized reasonable suspicion will be grounds for termination of employment. 
(2) Some reasonable suspicions are:
(a) The employee appears to be under the influence of drugs or alcohol (e.g. slurred speech, inability to walk a straight line, etc.).
(b) When an employee is found in possession of suspected illicit drugs or alcohol or when suspected illicit drugs or alcohol are found in an area controlled or used exclusively by the employee, such as the employee's desk.
(c) Following a serious accident or an incident in which safety precautions were violated or unusually careless acts were performed.
(d) A pattern of employee absenteeism or tardiness.
(e) Unexplained deterioration in individual job performance.
(f) Significant change in individual personality (e.g. repeated abusive behavior, insubordination, etc.).
(g) Reliable reports that an individual or group has been using drugs in violation of this policy.
(h) Employee admissions regarding drug use.
(i) Unexplained absences from the work area when there is reason to suspect drug-related activity in violations of these guidelines.
(j) Employees who have previously failed a urine drug test and exhibit or meet one or more of the above listed conditions.
(k) Evidence that an individual has tampered with a drug test while in the employ of the Agency.
(l) Any other facts and circumstances creating reasonable suspicion that this policy has been violated.
c. The employee will be told the reasons for the request that he or she submits a urine specimen for testing for any of the illicit substances mentioned above.
d. The urine specimen will be obtained from the employee by a laboratory, certified by the National Institute of Drug Abuse, in accordance with the laboratory’s procedures. 
(1) The supervisor requesting the urine test will fill out the appropriate portions of the Drug Test Request Form, requesting that the employee submits to a drug test.
(2) The employee will sign the Drug Test Request Form, acknowledging receipt of the request to submit to drug testing.
(3) The employee is to be accompanied by his or her supervisor to the laboratory for drug testing.  The supervisor will give the Drug Test Request Form to the laboratory.
(4) An employee who is unable to provide a urine specimen immediately will be asked to remain on the premises for a reasonable amount of time not to exceed 3 hours. If the employee is unable to submit a sample, this will be considered a refusal unless the attending physician or the employee's own physician can submit medical documentation that he/she is unable to urinate.
(5) Upon receipt of the specimen from the employee by the laboratory, the staff member collecting the specimen will immediately make the appropriate notation indicating the employee's compliance on the Drug Test Request Form.
(6) The laboratory will test the specimen for the drug previously indicated to be a prohibited substance and confirm using an alternative scientific method.  For example, the EMIT test followed by the GS/MS test.
(7) The laboratory will return the Drug Test Request Form, the lab report any printouts showing the results to the Director of Operations. 
(8) The employee has the right to request at the time that he or she submits a requested specimen that two samples are taken.  The employee has the right to have the second sample tested by an independent laboratory of his or her choosing, providing the State of New Jersey approves the laboratory, the cost of the second sample taking and testing will be at the employee's expense.  The employee must check off and sign next to his choice on the Drug Testing Form, indicating whether or not he or she has requested that a second sample be taken.  In the event an employee requests that a second sample be taken, both specimen samples shall be collected in accordance with the above outlined procedure. 
e. The Agency reserves the right to test for all or any prohibited substance at its expense.  Any expenses related to the taking and testing of a second sample is the responsibility of the employee being tested. 
4. Confidentiality
a. The Human Resources Manager will receive all reports of test results.  All actions taken under the authority of this program will maintain employee confidentiality.  Information related to investigations, possible employee violations, medical tests, or drug tests will be communicated only on a strict “need to know” basis.  Discussions with employees conducted under this policy will be conducted as privately as circumstances permit.
b. No laboratory reports or tests results will appear in a personnel folder.  Information of this nature will be included in a separate employee file.
5. Use of Results
a. The Agency will take action on a confirmed positive test result only after receiving a report from the Human Resources Manager.  Detection of any illegal drug in the urine is grounds for immediate discharge or suspension of an employee.  However, the employee should have every opportunity within a one-week period to explain the presence of any drug in his or her system and to substantiate the explanation with medical evidence. 
b. The presence of a drug such as phencyclidine (PCP), which is not available medically, is self-explanatory. However, the presence of drugs available by prescription, such as barbiturates and amphetamines, could have a legitimate medical explanation.  Since the legitimate use of these drugs could indicate a possible health problem, the employee's job responsibilities will be reviewed as whether the use of these drugs poses a potential hazard to the employee, coworkers, or the public, or would otherwise interfere with job performance.
6. Employee Compliance as a Condition of Employment
All employees are expected to comply fully and promptly with instructions issued under the authority of this policy.  Failure to do so can result in disciplinary action, up to and including discharge. 
7. Termination Notices
Termination notices under this policy should identify the reason for termination as "Misconduct."
8. Responsible Unit
a. The Human Resources Manager is responsible for the overall administration of this program and will instruct all employees and supervisors in the following topics:
(1) Understanding the drug and alcohol abuse policy.
(2) Informing employees about the policy.
(3) Implementing the policy.
(4) Identifying potential drug or alcohol abusing employees.
b. Any required examinations related to suspected drug or alcohol abuse are to be conducted by a licensed physician selected by the agency. 
c. The Director of Operations is responsible for the selection of laboratories and procedures to be used for urine drug screening.
9. Notification to Employees
Copies of the Agency’s drug abuse policy will be included in the personnel manual.
10.  Reasonable Accommodations
Consistent with the ADA and any other applicable federal, state or local laws, NCADD-NJ maintains a policy of non-discrimination and reasonable accommodation with respect to recovering addicts or alcoholics, those who are perceived as having a dependency and those having a medical history reflecting treatment for this condition.  All questions concerning this policy and all requests for accommodations should be directed to Human Resources.
DRUG FREE WORK PLACE POLICY SIGN-OFF SHEET
Neither this policy nor the Agency substance abuse program is intended to establish or imply a contract between the Agency and its employees.  The Agency reserves the right to alter this policy and substance abuse program at-will.
I have read and understood all the terms and conditions of the Drug Free Work Place Policy of NCADD-New Jersey.
________________________________
Employee Name (Please Print)
________________________________

_____________
Employee Signature




Date
DRUG TEST REQUEST FORM
PART I.
I, _________________________, of NCADD-New Jersey, hereby request that 

Name/Title
________________________, an employee of NCADD-New Jersey, submit to a drug 
Employee Name
test on _____    _____    ______ pursuant to the Drug Free Work Place Policy of 

month
  day
     year
NCADD-New Jersey effective on this date.
_____________________________

______________________
Name





Date
PART II.
I, ________________________, acknowledge that I have been requested to submit 

Employee Name
to drug testing on _____  _____  _____, by my employer.


     month    day         year
_____________________________

______________________
Employee




Date
PART III.

The above named employee:

Complied ____

Refused   ____

Was unable to submit a specimen ____
_____________________________

_______________________
Laboratory Staff



Date
E.
SOCIAL MEDIA POLICY
It is the policy of the National Council on Alcohol and Drug Dependence-New Jersey (“NCADD-NJ”) to provide guidance and oversight over uses of Facebook, Twitter, YouTube, news sites, online collaboration and publishing systems (e.g., wikis), blogs and other forms of user-generated content sites and social media (collectively, “Social Media”) that impact NCADD-NJ, directly or indirectly.  NCADD-NJ acknowledges the use of Social Media as a mechanism of self-expression of its employees and other affiliated individuals, as well as recognizes that Social Media is a valuable tool for personal and business networking and communication.  NCADD-NJ respects and encourages the rights of employees and other individuals affiliated with NCADD-NJ (collectively, “workforce”) to use these mediums during their own personal time (“Unofficial” or “Personal” Use) or on NCADD-NJ’s behalf.  
This Policy sets forth requirements for employees who utilize Social Media Personally or on behalf of NCADD-NJ.  As such, employees shall comply at all times with these requirements when posting, commenting, entering, creating, editing and conducting all other activities utilizing Social Media Personally or on behalf of NCADD-NJ.  
Violations of this Policy shall result in immediate disciplinary action as determined by NCADD-NJ to be appropriate.  NCADD-NJ shall not take, nor shall any employee take, retaliatory action against an employee who reports a violation or potential violation under this Policy or for cooperating in any investigations.  NCADD-NJ shall, from time to time conduct such monitoring as it deems reasonable and appropriate to ensure compliance with this Policy.  NCADD-NJ and its employees shall not request or access any information that requires a password unaffiliated with NCADD-NJ, such as personal Facebook, Twitter, blog and other Social Media accounts for official purposes of monitoring compliance with this Policy.  This Policy is not intended to prohibit any Personal Use of or communications through Social Media that would be protected by applicable state or federal law.   
I. Official Use of Social Media on behalf of NCADD-NJ
A. Official Social Media Accounts. NCADD-NJ may use Social Media to disseminate information about NCADD-NJ’s services, events, activities and other information, to consumers and surrounding communities.  Such Social Media may contain descriptions, audio feed, images or videos of activities which have been conducted or promoted by or on behalf of NCADD-NJ on or off-site and which may identify and/or relate to employees in their employment-related roles and other affiliated individual, including consumers and their family members, within the parameters of applicable state and federal law governing privacy and confidentiality of such consumers.  
1. No Unauthorized Accounts. 
(a) Social media accounts may be created only by employees who have been specifically authorized and designated as responsible for doing so.  No other employees may create an account, entry, feed, page or profile on any Social Media (e.g., Facebook fan or employer page), in NCADD-NJ’s name or in the name of any Department or affiliated entity of NCADD-NJ.  
(b) NCADD-NJ shall develop policies and procedures to govern creation, maintenance and monitoring of all NCADD-NJ sponsored Social Media accounts.  All Social Media accounts will be monitored and overseen by the appropriate supervisors and managers for appropriate use and content, including but not limited to overseeing that appropriate authorizations are obtained and maintained on file, screening third-party comments for inappropriate language or references, and disabling and/or monitoring “tagging” or other forms of linking to external parties or accounts.  
(c) All entries, posts, comments, uploads or links must be reviewed and approved by the appropriate supervisor or manager prior to “going live” on the respective Social Media account, including but not limited to screening for inappropriate content or identifying information as required by Section B.2 of this Policy.    
2. Content of Accounts.  All blogs, comments, posts and other entries in NCADD-NJ-sponsored Social Media accounts must be relevant to NCADD-NJ, its consumers and the community, or provide awareness and education on NCADD-NJ related issues and events.  Any questions concerning the appropriateness of any information, images or videos which will be or are currently made available on any NCADD-NJ-sponsored Social Media device shall be directed to the President/CEO prior to posting or otherwise making such information available.  Comments and materials must further comply with the Guidelines set forth in Section II.C governing Personal/Off-site Use of Social Media.   
B. Images, Video and other Identifying Information. 
1. Use of Images, Video and other Identifying Information of Workforce Members. 
(a) Employees, including volunteers and contracted vendors (collectively, referred to hereafter as “Workforce Members”), by virtue of their employment or other business relationship with NCADD-NJ have no reasonable expectation of privacy in the capture and subsequent posting of their image, voice or other characteristic, during the performance of their jobs and responsibilities with or on behalf of NCADD-NJ.  NCADD-NJ may release the names of Workforce Members and their official capacities at NCADD-NJ through traditional and Social Media devices, such as for staff listings and other purposes.  NCADD-NJ also may from time to time obtain and use certain pictures, video and/or audio of Workforce Members for purposes of promoting events, consumer awareness and health education activities, such as brochures, pamphlets, bulletin boards, video feeds or clips and other traditional and non-traditional media. Personal detailed information, such as telephone, address, personal email or work schedule, shall not be made available through any NCADD-NJ-sponsored Social Media.  Any references which may be made to Workforce Members by name shall be general only.  
(b)  Workforce members who have a legitimate and reasonable concern about their image or other information being made available on NCADD-NJ-sponsored Social Media devices or through other media may address their concerns with their supervisor who shall, as appropriate, relay such Workforce Members’ concerns to the President/CEO.  All such concerns will be dealt with on a case-by-case basis depending on the circumstances surrounding the Workforce Member’s reason for requesting their information not be made available (e.g., concerns for safety).  
2. Use of Images, Videos or other Identifying Information of Consumers and other Individuals.  
(a) Use of any images, videos or other content which could reasonably identify a consumer or other individual on Social Media devices is strictly prohibited without the express written authorization of such consumer or individual. No image, video or other identifying information of a consumer shall be made available on any social media device without a valid authorization on file.  The provisions of Section III of this policy shall apply to use and disclosure of all consumer and other individual information.  
(b) NCADD-NJ is responsible for the content of all videos, images and other information which will be made available on Social Media devices, and shall screen for any extraneous background images, words or other identifying information such as whiteboards, computer screens, paper printouts, charts, as well as any references to consumer care which may inadvertently disclose the identity of such person.  Any inappropriate references, images, wording or other identifying information shall be removed and/or brought to the attention of the President/CEO. NCADD-NJ shall independently review all such images, videos or other identifying information submitted to it prior to posting or otherwise making such information available through any Social Media device.  
(c) In the event any Workforce Member is uncertain whether an image, video or other information may or should continue to be made available through a Social Media device or other traditional media, such Workforce Member shall immediately inform the President/CEO.  No image, video or other information may be released until a final determination is made as to whether such release would be appropriate.  Images, videos or information which have already been posted shall immediately be removed from the respective Social Media device(s) until a final determination has been made regarding its continued public availability.  
II. Unofficial or Personal Use of Social Media.
A. Use of NCADD-NJ Resources.  NCADD-NJ provides certain technological and other resources for its Workforce Members to perform their job responsibilities and functions, including but not limited to NCADD-NJ email accounts, Internet access, computers and other technology (NCADD-NJ Resources).  At all times the access to and use by Workforce Members of any NCADD-NJ Resource, including NCADD-NJ email accounts and Internet services, is subject to this Policy. NCADD-NJ may from time to time, and as it deems appropriate, monitor any and all Workforce Member use of NCADD-NJ resources.   Any Workforce Member who misuses NCADD-NJ Resources may be subject to disciplinary action in accordance with NCADD-NJ’s policies and procedures.  
1. No Personal Use of NCADD-NJ Resources.  Workforce Members are prohibited from using NCADD-NJ Resources to access and use any form of Social Media for any personal or private purpose whether on-site or through any forms of remote access granted to Workforce Members such as company issued laptops, PDAs or Blackberrys.  Workforce Members who are authorized to perform certain activities on behalf of NCADD-NJ through sponsored Social Media (e.g., Facebook) shall comply with the requirements of Section I.A in their uses of NCADD-NJ Resources to perform such responsibilities.  
2. Email accounts. Workforce Members are strongly discouraged from using NCADD-NJ-issued email accounts for personal use.  Under no circumstance may any Workforce Member use a NCADD-NJ-issued email account to establish any Social Media account, profile or page or as a means of communication with any Social Media account, profile or page, whether primary or secondary.  All use of NCADD-NJ-issued email accounts is subject to NCADD-NJ policies and procedures, and may not be used for unlawful or other inappropriate purposes including but not limited to harassment, malicious, obscene or sexually explicit materials.  
3. Monitoring.  NCADD-NJ may, from time to time, and in its sole discretion, monitor any and all NCADD-NJ email accounts, company devices and hardware, and Internet connectivity for violations of this Policy.  Workforce Members shall have no reasonable expectation of privacy in any such email accounts, devices or Internet activity conducted using NCADD-NJ resources and while on-site.  
B. Use of Personal and Off-Site Resources. 
1. NCADD-NJ acknowledges the use of Social Media as a mechanism of self-expression of its employees, as well as a valuable tool for personal and business networking and communication.  NCADD-NJ respects the rights of its Workforce Members to use Social Media Off-Site and when not performing jobs or responsibilities for or on behalf of NCADD-NJ.  
2. Workforce Members remain personally responsible for all content that they publish on blogs, websites, wikis and other social networking sites and Social Media.  Information posted may remain public indefinitely, even if subsequently deleted.  Workforce Members are responsible for complying with the Guidelines illustrated in Section II.C. for both Personal and Official Use of Social Media.  
C. Guidelines for Social Media Content.  Workforce Members are expected to comply with these Guidelines when posting any comments, material or content on Social Media platforms, whether for Personal or Official Use.  Inappropriate comments or material, as illustrated below, may result in disciplinary action where the conduct negatively affects or relates to another employee or Workforce Member, consumer or affiliate of NCADD-NJ, or the business interests of NCADD-NJ, whether directly or indirectly.  
1. Workforce Members shall not send, display, post, use or disclose any consumer IIHI, or other consumer confidential information as set forth in Section III.A of this policy. At all times, federal and state privacy and confidentiality laws remain applicable to the use/disclosure of such consumer information. 
2. Workforce Members shall not send, display, post, use or disclose confidential and proprietary business information of NCADD-NJ without the prior written consent of NCADD-NJ as set forth in Section III.B of this policy.  Workforce Members must abide by any applicable laws, regulations and NCADD-NJ policies and procedures governing use or disclosure of any such information.  Notwithstanding the foregoing, this section is not intended to prohibit any communications or disclosures which would be protected by state or federal law.  
3. Workforce Members should strive at all times to be respectful and considerate.  Workforce Members should not send, display, post or make available any inappropriate or unlawful comments or material, including comment or material which is malicious, harassing or bullying, intimidating, defamatory, discriminating, racially or ethnically insulting or demeaning, or sexually explicit or obscene, or which would create or contribute to a hostile work environment on the basis of race, sex, disability, religion, or any other status protected by law or company policy.
4. Workforce Members shall comply with the following additional requirements in any use of Social Media where such Workforce Member would be reasonably identified, known or presumed to be affiliated with or representing NCADD-NJ in any way:
(a) Workforce Members must make clear their identities by including name and, if relevant, capacity or employment status with NCADD-NJ.  While a Workforce Member is free to express his or her own opinions on a variety of issues, events and politics, a Workforce Member must state that he/she is speaking for himself/herself and not on behalf of NCADD-NJ (i.e., include a disclaimer “This blog article does not in any way reflect the opinions, beliefs or views of NCADD-NJ.”).  Workforce Members may not endorse any of NCADD-NJ’s services or otherwise advertise (e.g., statements, pictures, signatures, logos) NCADD-NJ in any way that a consumer would reasonably believe to reflect the opinions, beliefs, findings or experiences of NCADD-NJ and not the individual.  
(b) Workforce Members shall not violate any intellectual property, copyright, or fair use laws (e.g., copyrighted pictures, graphics or videos), terms of use agreements or other applicable laws.
(c) Workforce Members shall not engage in sending, receiving, displaying or otherwise making available commercial or personal advertisements, solicitations, promotions, religious or political material;
(d) Workforce Members should strive at all times to be respectful and to not engage in any conduct which would not be acceptable or tolerated by NCADD-NJ in the workplace, and that would not reflect the values of NCADD-NJ.  Workforce Members are personally responsible for representing NCADD-NJ in a professional manner.  
III. Confidential Information
A. Consumer Identifying Information
1. All consumer individually identifiable health and other information (“IIHI”), including but not limited to photos, videos or audiofeed, may be subject to the requirements of the Health Insurance Portability and Accountability Act of 1996 and its accompanying rules and regulations (collectively, “HIPAA”), as amended by the Health Information Technology for Economic and Clinical Health Act (collectively, “HITECH”), and other applicable state and federal laws.  IIHI directly or indirectly relating to drug or alcohol use or abuse may also be protected under the federal drug and alcohol confidentiality laws at 42 CFR Part 2.  No such IIHI may not be used or disclosed unless permitted or required under HIPAA, HITECH, 42 CFR Part 2 and the NCADD-NJ policies and procedures.  Workforce members may be individually criminally liable for certain types of violations of HIPAA and HITECH, as well as applicable state law.   
2. Use of any images or other identifying information which could reasonably identify a consumer on Social Media devices is not permitted without the express written authorization of such consumer. No image, video or other identifying information of a consumer shall be made available on any Social Media device without a valid authorization on file, regardless whether such Workforce Member reasonably believes such information has been appropriately de-identified and would not be considered IIHI for purposes of applicable law.  This includes, but is not limited to Texting, Tweeting, and posting status updates referencing consumers or consumer conditions or posting or sending pictures or videos.  Any Workforce Member who inappropriately discloses consumer information may be subject to immediate suspension and/or termination in accordance with NCADD-NJ’s policies and procedures.   
B. Confidential/Proprietary Information
1. The disclosure of any confidential or proprietary information is strictly prohibited through any Social Media device, including but not limited to information which would be prohibited by contract, federal or state law from disclosure.  Any Workforce Member who inappropriately discloses confidential or proprietary information may be subject to immediate suspension and/or termination in accordance with NCADD-NJ’s policies and procedures.  Notwithstanding the foregoing, nothing in this section is intended to prohibit communications, content or material which would be otherwise be protected by law.  
2. Confidential and proprietary information includes but is not limited to, proprietary financial and business information, reports and documents, processes, research and other similar internal business activities or documents.  
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