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INTRODUCTION 
Mission Statement 
The Shasta Regional Community Foundation’s mission is: “To promote philanthropy in Shasta and 
Siskiyou Counties by connecting people who care with causes that matter.”  We will seek, accept, 
administer and disburse funds to eligible recipients.  Our Board, composed of individual’s 
representative of the community, will build an enduring source of funds to meet the changing needs 
and challenges of the area served. 
 
 
Equal Employment Opportunity 
Shasta Regional Community Foundation is an equal opportunity employer. It is our belief that equal 
opportunity for all employees is central to the continuing success of our organization. We will not 
discriminate against an employee or applicant for employment because of race, religion, sex, national 
origin, ethnicity, age, physical or mental disabilities, political affiliation, sexual orientation, color, 
marital status, veteran status, medical condition, or any other protected status, in hiring, promoting, 
demoting, training, benefits, transfers, layoffs, terminations, recommendations, rates of pay, or other 
terms and conditions of employment.  Opportunity is provided to all employees based on qualifications 
and job requirements. 
 
 
Handbook Use 
Welcome to the Shasta Regional Community Foundation (hereinafter referred to as the Foundation). 
This handbook outlines the policies and practices that guide us in our daily work together. We’d like 
you to know what you can expect from us, and what we expect from you. 
 
This handbook was created to serve three primary purposes: to present our policies and practices in 
one reference source; to conform to certain state and federal laws and convey necessary legal 
information to our employees; and to give a general description of Shasta Regional Community 
Foundation’s benefits. Nothing contained in this handbook should be perceived as stating or implying 
a contract of employment. 
 
Underlying what we are communicating in this handbook is the Foundation’s desire to support 
individual performance and development and to provide the information necessary for all of us to 
make good decisions as we go about our daily work. 
 
Please read this entire handbook and sign the acknowledgment at the back within your first two days of 
employment. You are responsible for knowing its contents and using it as a guide. Of course, you may 
ask questions about our policies and procedures at any time. 
 
Please keep this handbook. We will notify you from time to time about changes in our policies and 
practices. The policies, procedures, benefits, and practices described in this handbook should not be 
taken for granted and are subject to change, other than the policy on “At-Will Status.”  We will attempt 
to give you ample notice when a policy or benefit change is made. 
 



 

EMPLOYMENT AND EMPLOYEE DEVELOPMENT 
 
 
Work Eligibility  
Typically, on the first day at work all new staff members will be asked to fill out appropriate forms for 
payroll purposes and for personnel records. In accordance with the Immigration Reform and Control 
Act of 1986 (IRCA), all new staff members at Shasta Regional Community Foundation are also 
required as a condition of employment to provide documentation that establishes their identity and 
legal right to work in the United States.  
 
 
Introductory Period 
Your first 90 calendar days of employment are an introductory period.  
 
During your introductory period, your manager will observe and talk with you about your job 
performance. This period also provides you with the opportunity to judge how well your new position 
suits you. 
 
Your employment is a mutual relationship between you and the Foundation, which either party may 
end during or after your introductory period without consideration of cause or notice.  Completion of 
your introductory period is not a guarantee of continued employment. 
 
 
Employee Classifications 
 
Regular Full-Time Employee 
A salaried or hourly employee who is normally scheduled to work 35 hours or more per workweek and 
whose employment has no specified end date. 
 
Regular Part-Time Employee 
A salaried or hourly employee who is normally scheduled to work less than 35 hours per workweek 
and whose employment has no specified end date. 
 
Temporary Employee 
An employee who is hired on a full- or part-time basis for a specified period of time or for a specific 
project, usually not to exceed six months. 
 
On-Call Employee 
A nonexempt employee who is not required to work a specified number of hours in any given 
workweek, but who is scheduled to work on an as-needed basis. 
 
Inactive Employee 
An employee who is on a leave of absence and is not receiving pay from the Foundation. 
 
 
 
Position Descriptions 



 

You will receive a position description outlining the primary functions and responsibilities of your job. 
Your position description is not designed to spell out all the duties and tasks associated with your 
employment; all our staff members are expected to fulfill both essential and secondary job duties and 
requirements. Position descriptions are not set in stone and will change, in whole or in part, over time. 
You are expected to discuss any significant changes in your functions and responsibilities with the 
Chief Executive Officer (CEO), who has the authority to formalize changes in position descriptions at 
his or her discretion. 
 
 
Job Postings 
We post all full-time and part-time job openings internally via staff memo or daily announcements. 
The job may be posted and/or advertised externally at the same time, as appropriate. Jobs are internally 
posted for a minimum of five business days, and no job will be filled until the minimum posting period 
has ended. 
 
 
Performance Evaluations 
The annual performance evaluation process at the Foundation is an opportunity for a regular and 
periodic review of your job performance. During the evaluation process, you and your manager will 
assess your performance in relation to objectives you have previously agreed upon and identify areas 
of strength and areas needing development. In addition, you and your supervisor will develop goals 
and objectives for the next review period, and identify the ways in which your supervisor will support 
your further development. 
 
The Foundation’s annual performance evaluation process is based on the principle that performance 
goal setting and evaluation are two-way processes involving both employee and supervisor. 
 
Setting goals and objectives for future performance is as important as evaluating past performance. 
The objectives of our performance evaluation process are: 
 
1. To let our employees know how they are doing on the job 
 
2. To encourage communication and two-way feedback on the expectations and goals of both  
    employees and the agency 
 
3. To provide a fair and consistent method for making pay decisions 
 
4. To document performance in ways that will assist future supervisors and facilitate  
    improvement plans 
 
5. To be a tool for coaching, planning and professional development 



 

BENEFITS 
 
 
Health Insurance 
Regular full-time employees are eligible for health insurance and will be provided a Summary Plan 
Description. 
 
 
Workers’ Compensation  
Shasta Regional Community Foundation carries workers’ compensation insurance coverage as 
required by law to protect employees who are injured on the job. This insurance provides medical, 
surgical and hospital treatment in addition to compensation for loss of pay resulting from work-related 
injuries or illness.  
 
You must immediately report any on-the-job injury to the CEO, regardless of how minor the injury 
may be. Questions concerning our workers’ compensation coverage should be directed to the Finance 
Officer. 
 
The Foundation does not provide workers’ compensation coverage for injuries sustained during or as a 
result of an employee’s voluntary participation in off-duty social, recreational or athletic activities that 
are not part of an employee’s work-related duties. 
 
 
Disability Insurance  
Employees of the Foundation who become disabled due to illness or injury or pregnancy may receive 
state-funded income protection insurance for the time they are unable to work. The determination of 
benefits is up to the State of California. Forms can be obtained from the local office of the California 
Employment Development Department or the employee’s physician.  
 
 
Holidays 
We offer our employees paid holidays throughout the year to facilitate participation in national 
holidays and to provide opportunities for celebration of religious and ethnic holidays.  
 
The following are official holidays for all Foundation employees.  These are days on which our offices 
will be closed: 
 
New Year’s Day 
Martin Luther King Jr. 
Memorial Day 
Independence Day 
Labor Day 
Thanksgiving Day 
Day after Thanksgiving 
Christmas Day 
 
Regular full- and regular part-time employees receive holiday pay for the days listed above on the 



 

basis of average hours worked per day. Temporary employees take these days off without pay. 
 
Eligible part-time employees who do not work on the day on which a holiday falls may observe the 
holiday on a different day of the week by arranging for this in advance with their supervisor. 
 
When a holiday falls on a Saturday, the office will be closed on the preceding Friday to observe the 
holiday. When a holiday falls on a Sunday, the office will be closed on the following Monday to 
observe the holiday. 
 
All eligible employees also may choose two additional floating holidays, for a total of 10 paid holidays 
per year. 
 
 
Vacations 
 
We encourage employees to take vacations to refresh themselves and to ensure the high quality of their 
work. 
 
Regular Full-Time Employees 
As a regular full-time employee you earn up to 15 paid vacation days each year for your first three 
years of employment.  Thereafter, you earn up to 20 paid vacation days each year.  Paid vacation time 
is accrued on a monthly basis at the rate of 1.25 vacation days per month (years 1-3), and 1.66 vacation 
days per month (years 4+). You begin to earn vacation time on your first day of employment. 
 
Regular Part-Time Employees 
As a regular part-time employee you earn paid vacation days on a prorated basis each year, based on 
the standard of 15 (or 20) days for 2,080 hours of work annually. The amount earned is determined by 
the average number of hours worked per week.  You begin to earn vacation time on your first day of 
employment. 
 
Accrual Maximum 
The maximum vacation benefits that an employee may have at any time will equal one and one-half 
year’s benefits.  Once this cap is reached, no further vacation time will accrue until some vacation is 
used. There is no retroactive grant of vacation time for the period of time the accrued vacation 
compensation was at the cap. Any exceptions to this policy require the written approval of the CEO. 
 
Scheduling 
You are expected to exercise consideration and good judgment when requesting vacation days. If you 
request vacation during a particularly busy time, or at a time when others have also requested time off, 
you may be required to postpone your vacation. Generally, we ask that you request vacation time at 
least 30 days in advance.  
 
All earned but unused vacation benefits will be paid upon termination of employment. 
 
 
Sick Time 
We provide paid sick time to regular full- and part-time staff members to provide you with protection 



 
 

against loss of income if you are ill or injured, or if you need time off from work for necessary or 
routine health care.  
 
Accrual 
Regular full-time staff members earn sick time at the rate of eight hours per month of work. 
 
Regular part-time staff members earn sick time on a prorated basis, determined by the average number 
of hours worked per week. 
 
Staff members may accrue up to a maximum of 45 days of sick time.  
 
Upon reaching the maximum, no further sick time will be accrued until some of the accrued time has 
been used. 
 
Use 
Staff members who are ill or injured and anticipate being away from work for more than one week 
should speak with their health care provider or our Finance Officer for information about State 
Disability Income benefits. 
 
Under some circumstances, we may require verification of a staff member’s medical condition, 
especially if a pattern of frequently used sick time develops. 
 
Eligible employees may use one-half of their annual sick leave accruals to address illnesses of their 
child, parent, spouse, domestic partner or child of a domestic partner.  The use of sick leave benefits 
for such family members is subject to the same conditions as the use of sick leave benefits for an 
employee’s own illness. 
 
Payment 
We do not offer pay in lieu of use of accrued sick time, and staff members do not receive payment for 
accrued sick time when they leave our employ. 
 
Elder Care 
If you have the regular responsibility of providing care for an elderly relative, we encourage you to 
take advantage of our flexible scheduling arrangements. You may use accrued vacation or sick leave 
time to care for an elderly parent or relative. 
 
If you anticipate needing significant or regular amounts of time off because of a parent’s serious health 
condition, please consult the Leaves of Absence section. 
 



 
 

LEAVES OF ABSENCE 
 
 
General 
Several types of leave are available.  These may be combined, depending on the circumstances.  For all 
personal leaves, the CEO’s written approval is required.  Leaves of absence are available to full-and 
part-time employees at the discretion of the Foundation. 
 
 
Pregnancy Disability Leave 
The Foundation will provide female employees a leave of absence of up to four months as needed for 
disability associated with pregnancy, childbirth, or related medical conditions.  The four months 
includes the number of days the employee would normally work during a four-month time period, and 
the leave may be taken intermittently, in periods ranging from a few days to weeks or months, as the 
disability dictates.   
 
An employee requesting a pregnancy disability leave must provide medical certification from her 
health care provider, and re-certifications must be submitted if leave is sought after expiration of the 
time estimated by the provider on the original or subsequent requests.  Before an employee will be 
permitted to return from a pregnancy disability leave of three days or more, the employee must obtain 
a certification from her health care provider that she is able to resume work.   
 
An employee on pregnancy disability leave  may use any accrued sick leave and paid vacation time 
during the leave period.  Any remaining pregnancy disability leave will be unpaid, and paid time off 
accruals will only continue until the end of the month in which an unpaid leave begins. 
 
On return at the expiration of the pregnancy disability leave, an employee will be entitled to her 
position unless the employee would not otherwise have been employed in the same position at the time 
reinstatement is requested for legitimate business reasons unrelated to the leave, or leaving the job 
unfilled or filling it with a temporary employee would have substantially undermined the Foundation’s 
ability to operate efficiently.   
 
 
Jury And Witness Duty  
If you receive a jury summons, or are called as a witness in a legal proceeding, please notify your 
manager as soon as possible.  
 
We will grant regular employees up to 20 days of paid jury duty or witness leave in a calendar year. 
Court-mandated time beyond 20 days will be unpaid. 
 
Please keep your supervisor informed of your jury duty or witness status. On days when you serve less 
than a full day at court, contact your supervisor to determine whether or not you should return to work. 
When you return from serving as a juror or witness, you may be required to furnish the CEO with 
appropriate documentation. 
 
 
Voting Leave 



 
 

Employees who are unable to vote in an official public election during non-work hours may arrange to 
take up to two hours off from work with pay, to vote.  Advance approval for such time off must be 
obtained from the CEO. 
 
 
Bereavement Leave 
Bereavement leave of up to five days with pay is provided to regular full- and part-time employees in 
the event of a death in the immediate family, which is defined as a spouse, domestic partner, parent, 
parent-in-law, sibling, child, grandchild, or grandparent. You may also seek time off for bereavement 
leave in the event of the death of a significant person in your life, even if the person is not an 
immediate family member. We will be as flexible as possible in accommodating these leave requests. 
Employees seeking paid time off for bereavement leave should communicate with the CEO about 
leave arrangements.  
 
Pay for Bereavement Leave is charged against the employee’s sick leave account. 
 
 
Military Leave 
We seek to comply with all state and federal laws regarding leaves of absence for military duty.  Please 
speak with the CEO in the event you need to schedule such a leave. 
 
Personal Leave 
Employees are expected to maintain a continuous record of employment. However, we recognize that 
it may be necessary for an employee to be excused from work for personal reasons. In such cases, 
employees must submit a request for a personal leave of absence as far in advance as possible. All 
requests will be given every consideration consistent with the urgency and need of the employee’s 
circumstances, the employee’s job performance and the department’s work load. Authorization for 
such personal leaves of absence is fully at the discretion of the CEO. 
 
Personal leaves of absence are without pay and are available to full- and part-time employees who 
have completed one year of service.  Personal leave is not available until accrued vacation time has 
been exhausted, or for medically necessitated leave, until accrued sick leave has been exhausted.   
 
For a personal leave based on medical condition, medical certification must be submitted at or before 
the start of the leave and at least every 30 days of leave thereafter. 
 
An employee is not guaranteed a return to his or her former position following personal leave.  If a 
position is available for which the employee is qualified, he or she will be considered for that opening. 
Failing to return to work upon completion of the leave, or working for another employer during the 
leave without prior approval, will be considered a resignation. 
 
Benefits that normally accrue for hours worked will not accrue during a leave. Upon returning from a 
personal leave, an employee will have the same amount of seniority as he or she had when the leave 
began.  



 

WORKPLACE HEALTH & SAFETY 
 
Safety Policy 
Shasta Regional Community Foundation expects its staff members to work in a safe manner, to use 
good judgment and common sense in matters of safety, to observe all safety rules published and posted 
in various areas and to follow all federal and state OSHA regulations. At the time of hire, all new staff 
members receive a safety orientation, including training on disaster preparedness.  
 
If you have any questions or concerns about workplace safety, please speak with the CEO. 
 
Drug-Free Workplace  
All staff members are expected to understand and comply with the following guidelines regarding the 
use of drugs or alcohol in the workplace: 
 
1. We prohibit the unlawful use, possession, distribution, sale or manufacture of a controlled  
    substance on our premises. 
 

2. We prohibit all staff members from being under the influence of drugs or alcohol while on the  
    job.  
 

3. Failure to follow the Foundation’s drug-free workplace policy may result in disciplinary action  
    including suspension without pay, mandatory participation in a drug rehabilitation program  
    and termination. 
 

4. If you are convicted of violating any criminal drug statute in the workplace, you are required to  
    notify the CEO within five calendar days of the conviction. 
 
Smoking 
In consideration of the health and safety of all our staff members, we maintain a smoke-free 
environment. 
 
Cellular Telephone Use 
Statistics by many research and safety organizations indicate the accident potential increases 
significantly while driving and using a car phone.  The complexity or emotion of the conversation may 
further increase the risk of incident.  The following procedures must be followed by any person using a 
cellular telephone, two-way radio, or any other similar communication device, while operating a 
vehicle in the course and scope of Foundation business: 
 

Safe driving is a priority: buckle up, keep your hands on the steering wheel and your eyes on the road. 
 

Position the phone for easy reach. 
 

Use a hands-free type speakerphone (or attachment) at all times. 
 

Use the speed dialing feature of your phone. 
 

Do not write notes while driving. 
 

When in traffic, have your voice mail take a message and return the call later. 
 

For a complex call, pull off the road and park in a safe place. 
 
 
 
 
 
WORK HOURS AND PAY 



 

 
Workweek 
Our workweeks are Monday through Sunday.  
 
 
Pay Periods 
For all employees, paydays and the standard pay period are semimonthly (15th and last working day of 
the month). When a payday falls on a weekend or holiday, paychecks will be distributed on the last 
working day prior to the weekend or holiday. 
 
 
Work Schedules 
Employees of the Foundation are expected to work their agreed-upon  number of hours.  
 
Although the regular workweek is from 8 a.m. to 5 p.m. Monday through Friday, other work 
arrangements may be made between the employee and his/her supervisor, subject to the demands and 
limitations of the job.  The CEO has final approval for flextime requests, and retains the authority to 
require the employee to return to a regular schedule, should organizational need require it. 
 
 
Meal And Rest Periods  
Staff members receive a paid 10-minute rest period for each four hours worked, or major fraction 
thereof. Full-time staff members should take one rest period in the first half of their day and one in the 
second half. 
 
Staff members who work five hours or more receive an unpaid lunch break of one hour. Rest periods 
cannot be combined with the lunch break. Staff members may not skip rest and meal breaks to shorten 
the workday. 
 
 
Timekeeping Requirements 
All staff members must complete a time sheet for each pay period. Nonexempt staff members should 
record actual hours worked plus all use of paid time off. Nonexempt staff members must also record 
the time that they begin and end their meal periods.  Exempt staff members need only track use of paid 
time off. 
 
 
Overtime Pay  
Overtime is paid to nonexempt staff members according to federal and state law. Exempt staff 
members are not eligible for overtime pay. Overtime hours must be approved in advance by the CEO. 
 
Only hours actually worked are used to compute overtime earnings. Paid time off, such as holidays or 
vacation time, is not used to compute overtime. 
 
 
 
 
 
 
 
Travel Time Pay  
The following outlines the Foundation’s policy for nonexempt employees for travel time to attend 



 

meetings and conferences.  Because traveling does not require an employee to employ his/her skills, 
travel time will be paid at a rate of one-half the employee’s normal rate of pay (but not less than 
minimum wage).  Travel time is counted as work time.  Travel time pay begins when the employee 
leaves the workplace to drive to a meeting or the airport.  It ends when the employee arrives at the 
meeting destination or hotel.  With respect to all-day meetings and conferences, nonexempt employees 
will be paid for the time they are required to attend sessions.  Time spent at breakfast, lunch and dinner 
is unpaid. 
 
 
Salary Advances 
A salary advance can be given when a staff member is scheduled to take a vacation, up to the amount 
already accrued and scheduled for use during the vacation. 
 
A salary advance for any other reason requires approval of the CEO and will be granted only in 
emergency situations. Any staff member receiving a salary advance (other than for vacation) must sign 
a written authorization to pay back the entire advance through payroll deductions within 30 days of 
receiving the advance.  
 
Salary advances for any reason are limited to three per calendar year. 
 
 
Wage Garnishments  
From time to time we may be required to withhold money from an employee’s pay. If the Foundation 
receives a court-authorized garnishment or levy, the impacted staff member will be notified 
immediately.  
 
Payroll Deductions  
Your payroll and earnings deductions are detailed with your check. Mandated and voluntary 
deductions usually include: 
 
Mandated by Federal and State Law    Voluntary 
 
Federal income tax        Health insurance 
State income tax         Retirement Plans 
Social Security tax/Medicare tax    Savings 
State disability insurance       Repayment of salary advance 
Garnishments/Wage attachments  Charity contributions 
 
Any questions about your paycheck should be directed to the Finance Officer or CEO. 
 
 
 
 
 
 
Salary Reviews 
All employees receive a compensation review as part of their annual performance evaluation process.  
Shasta Regional Community Foundation grants salary increases on the basis of job performance, and 



 

increases are never guaranteed.  We consider the following factors when determining a performance-
based salary increase: 
 
Budget available for increases. Guidelines for salary increases are issued annually to reflect current 
budget capabilities. 
 
Employee’s overall job performance over the previous 12 months. 
 
Performance of employee’s entire department or work group. 
 
Employee’s salary in relation to comparable salaries in like positions inside the organization. 
 
Changes in the cost of living. 
 
In addition, you may receive a salary increase if you are promoted or given substantially new 
responsibilities. 
 
 



 

WORK PRACTICES AND WORK ENVIRONMENT 
 
Punctuality And Attendance 
We expect staff members to arrive at work on time and to work their full weekly schedule. If you need 
to be absent from work for any reason, you must call in before the start of your workday and, if 
possible, leave a message the night before. 
 
Keys And Security 
The Foundation strives to provide a secure work environment for our employees, volunteers, clients 
and visitors. We provide for the security of our buildings and facilities by maintaining alarms and 
outside security services. We ask that you comply with all security procedures established in your 
work area, and that you immediately report any breach of security to the CEO. 
 
We encourage employees to be prudent about bringing personal items to work. The Foundation is not 
responsible for losses resulting from theft of property while you are away from your work area. 
 
Immediately report lost or stolen keys or other agency property to the CEO.  Copying or giving keys, 
or security codes, to an unauthorized individual will be considered grounds for immediate dismissal. 
 
Personal Use Of Phones 
Although occasional personal phone calls are to be expected, please confine your use of the phones to 
agency business as much as possible. Should circumstances require that you place a long-distance call, 
we ask that you use a personal calling card, call collect, or document your call for the Finance Officer, 
who will in turn bill you for each call. 
 
Personal Automobile Use 
Employees who use their own automobiles for travel on authorized agency business will be reimbursed 
for mileage at the rate established by the IRS. Employees must carry, at their own expense, the 
minimum insurance coverage for property damage and public liability. 
 
Attire And Personal Hygiene 
It is expected that employees will maintain a clean and neat appearance and will project a professional 
and businesslike image in dealing with other employees, clients, volunteers and the general public. The 
Foundation reserves the right to define appropriate standards of appearance. 
 
Expense Reimbursement 
Reasonable and customary personal expenses incurred in the performance of one’s job will be 
reimbursed. Reimbursement requires prior authorization by the CEO, approval of actual expenses and 
completion of a signed, itemized voucher. 
 
Credit Cards 
The CEO of the Foundation may issue a credit card to staff.  The sole purpose of such a card is to 
facilitate purchase of goods and services for the Foundation.  Credit cards may not be used for 
anything personal, and any single charge in excess of $250 must be pre-approved by the CEO. 
 
Employees are responsible for the security of credit cards.  If a card is lost or stolen, the employee 
must notify the issuing bank immediately and then the CEO. 



 

INFORMATION AND COMMUNICATION 
 
Confidentiality Of Voice Mail And Electronic Mail 
 
Company Property 
Electronic equipment, including but not limited to computers, telephones, pagers, printers and fax 
machines, used or owned by the Foundation and all information stored on this equipment is the 
Foundation’s property.  The Foundation reserves the right to review and disclose any information sent, 
received or stored on this equipment.  The Foundation does not monitor voice mail and e-mail 
messages as a routine matter.  However, the Foundation may review and disclose any e-mail, voice 
mail, computer passwords, fax documents and computer files found on the Foundation’s equipment 
when the Foundation has a legitimate business need. 
 
Confidentiality 
Much of the information stored in the Foundation’s electronic equipment is confidential; disclosure 
can only be made in the CEO’s discretion, and any unauthorized disclosure to outsiders or coworkers 
is prohibited.  Employees are not permitted to search a coworker’s electronic files without permission 
from the coworker or proper authorization from the CEO.  The Foundation’s Policy on Confidentiality 
applies to information and communications on all of the Foundation’s electronic equipment. 
 
Business Use 
During work hours, you may use the Foundation’s electronic equipment only for business related 
purposes.  The Foundation’s Harassment policy applies to electronic communications.   The 
Foundation always strictly prohibits any information that could be considered obscene, discriminatory 
or harassing and any material which could violate the harassment policy or which could create a 
hostile or intimidating work environment.  Personal use of the Foundation’s electronic equipment is 
restricted to after regular work hours and must not interfere or conflict with business use.  You should 
not expect that any information on the Foundation’s equipment is private. 
 
Software 
Copying software programs and downloading programs or information from the Internet can result in 
copyright violations or viruses.  Employees are strictly prohibited from making any copies of software 
without prior approval of the CEO.  Installing software from home on the Foundation’s equipment is 
also forbidden.  Any software programs that you wish to install on the Foundation’s electronic 
equipment must first be registered with the CEO. 
 
Caution 
Deleting information from electronic equipment usually does not mean that it has been permanently 
destroyed.  Information that you would be embarrassed revealing to coworkers, a jury or family 
members should never be sent, stored or received on the Foundation’s electronic equipment. 
 
Employee Information 
It is important that personnel files contain up-to-date information regarding each employee. Employees 
should inform their supervisor immediately whenever there are changes in their personal data, such as 
address, telephone number, marital status, domestic partnership, number of dependents and person to 
notify in case of emergency. 
 



 

Employees have the right to inspect their personnel file during regular office hours, given reasonable 
notice to the Foundation. An appointment to inspect the file may be made with the CEO, who will 
accompany the employee while he/she inspects his/her file. Employees may obtain copies of any 
document in their personnel file to the extent required by law. Personnel records are the property of the 
Foundation and are not allowed to leave the office of the CEO without authorization. 
 
No reference information other than a verification of dates of employment, wage and title(s) will be 
given out to a third party without prior written authorization by the employee. 
 
Foundation Confidentiality 
The security and privacy of employees, employee property and the Foundation’s property are 
important to Shasta Regional Community Foundation.  All employees share the responsibility to 
ensure that proper security and confidentiality are maintained.  Report any breach of security or 
confidentiality promptly to the CEO. 
 
The Foundation’s property includes not only tangible property such as desks and computer terminals, 
but also intangible property such as information and data on those computer terminals.  Of particular 
importance are proprietary information and confidential information.  Proprietary information includes 
all information obtained by Foundation employees during the course of their work.  This Handbook, 
for example, contains proprietary information.  Confidential information is any Foundation 
information that is not generally known to the public or our industry.  Donor files and information, 
personnel files, computer records, financial and marketing data, formulas and trade secrets are 
examples of confidential information.  You may not  disclose or use proprietary or confidential 
information except as your job requires.  You also may not disclose or use any proprietary or 
confidential information that you obtained during the course of your employment with any previous 
employer.  Anyone who violates these guidelines will be subject to disciplinary action and possible 
legal recourse. 
 
All employee information and files are considered confidential and will be maintained accordingly.  
Medical information, including examination information, workers’ compensation claims and treatment 
and enrollment and claims information under the Foundation’s medical plan are strictly confidential.  
No release of any of this information is permitted without specific authorization from the CEO. 
 
Speaking To The Media 
Shasta Regional Community Foundation has designated the CEO as the person responsible for 
speaking with the press and making written and oral statements for publication. Any request for 
information or interviews by the media should be referred to the CEO. 
 
Solicitations 
No soliciting is allowed on the Foundation’s premises. This includes requests for contributions to 
charitable organizations, as well as business advertising and the sale of goods. 
 



 

STANDARDS OF CONDUCT 
 
Harassment  
The Shasta Regional Community Foundation prohibits harassment or offensive conduct in any form, 
including harassment or offensive conduct directed toward the protected status of an employee, 
customer, vendor, contractor or their relatives, friends or associates.  “Protected status” includes race, 
color, religion, gender, national origin, veteran’s status, age, disability and any other status protected 
by law. 
 
The Foundation will actively enforce its policy against harassment.  The policy applies to all conduct 
on the Foundation’s premises or time and to all conduct off the job that affects an individual’s work 
environment.  The policy applies to all agents and employees of the Foundation.  It also extends to 
harassment of or by clients, donors, vendors, independent contractors, and others doing business with 
the Foundation.  We consider violation of this policy a serious offense that will lead to discipline, up to 
and including discharge. 
 
Harassment is any offensive action directed at a person’s protected status.  Some examples of 
prohibited conduct, if directed at a person’s protected status, include foul language, jokes, slurs, 
derogatory comments, negative stereotyping, threatening or intimidating acts or posting or circulating 
offensive written or visual material.  Additional examples of harassment include unwelcome sexual 
advances, requests for sexual favors and other verbal or physical conduct of a sexual nature.  The 
Foundation prohibits such conduct if: 
 
The conduct has the purpose or effect of creating an intimidating, hostile or offensive working 
environment or of unreasonably interfering with an employee’s work performance; or 
 
Submitting to such conduct is made a term or condition of employment; or 
 
Submitting to or rejecting such conduct is used as the basis for employment decisions affecting that 
individual; or 
 
The conduct otherwise adversely affects an individual’s employment opportunities. 
 
The Foundation will not tolerate unwanted touching under any circumstances. 
 
We expect employees to conduct themselves in a manner that another person or group of persons will 
not interpret as offensive.  The Foundation requires every person to show sound judgment and respect 
for the feelings of all other employees. 
 
If an employee feels that someone’s conduct is harassing or improperly offensive, the employee should 
promptly and firmly tell the offender that the behavior is unwelcome.  Although not required, doing so 
places the offender on notice that someone considers his or her conduct inappropriate.  The Foundation 
encourages any employee who believes he or she has been subject to harassment or offensive conduct 
or any employee who witnesses a violation of this policy, to report the offense immediately to the CEO 
at work or home. 
 
The Foundation will keep complaints confidential to the extent possible, while allowing the 



 

investigation to proceed (meaning information may be revealed on a “need to know” basis).  We will 
investigate all complaints promptly. 
 
Any employee whom the Foundation finds after investigation to have violated this policy will be 
subject to appropriate sanctions, depending on the circumstances, up to and including termination.  
The Foundation will design its action to provide redress, to eliminate the harassment or offensive 
conduct, to prevent retaliation against the person who made the complaint and to prevent retaliation 
against any employee for providing information as a witness or participating in the investigation. 
 
Any form of retaliation, including derogatory comments, against people who make harassment 
complaints, against witnesses or any other employees who are involved in complaints, is against the 
Foundation’s policy.  The Foundation will strictly enforce this policy and will treat retaliatory action 
as a violation that is subject to the same disciplinary measures, up to and including termination. 
 
The question of whether a particular action is prohibited or merely the result of a personality conflict 
that produces no discriminatory effect on someone’s employment requires a determination based on all 
the facts.  Given the serious nature of harassment and discriminatory offensive conduct, we trust that 
all employees of Shasta Regional Community Foundation will continue to act responsibly in order to 
establish and maintain a pleasant working environment.  The Foundation encourages every employee 
to raise any question that he or she may have about this policy against harassment or any other matter 
that relates to equal employment opportunity.  For answers to such questions, employees should 
contact the CEO. 
 
Workplace Conduct 
All employees at the Foundation share responsibility for observing certain standards of conduct. These 
standards emphasize personal and professional integrity in all activities. Generally, treating others with 
the respect and consideration with which you expect to be treated and maintaining open, ongoing 
communication with your co-workers will create a basis for a successful work experience. 
 
It is the obligation and responsibility of each employee at the Foundation to work on resolving 
problems and conflicts by focusing on solutions and keeping issues work-related (as opposed to 
personal), and by communicating directly with the person or persons with whom you have a conflict.  
 
Open-Door Policy 
Shasta Regional Community Foundation has an open-door policy that encourages employee 
participation in decisions that will affect them and their daily professional responsibilities. This policy 
also encourages employees who have job-related problems or complaints to talk them over with their 
supervisor.  The Foundation believes that employee concerns are best addressed through informal and 
open communication. 
 
The Foundation will attempt to keep all such expressions of concern, their investigation and the terms 
of their resolution confidential. However, in the course of investigating and resolving concerns, some 
dissemination of information to others may be appropriate. 
 
No employee will be disciplined or otherwise penalized for raising a concern in good faith. 
 
Disciplinary Procedures 



 

The Foundation is an-at will employer and may choose to deviate from the following disciplinary 
process.   
 
Performance Improvement 
Occasionally, it may become necessary for you and your manager to formally address a problem by 
identifying unacceptable behavior and establishing a clear plan for correcting it. This usually occurs 
after informal attempts to resolve the situation have failed. 
 
This process is called performance improvement. It is a progressive process extending from a formal 
performance counseling session with your manager, through a written performance improvement plan, 
to termination of employment. This process is designed to facilitate clear, precise and timely 
communication about problems and the development of solutions.  
 
Employees who are in the performance improvement process are not eligible for raises or promotions 
until the process has been satisfactorily completed. While performance improvement is usually a 
progressive process, managers may choose to move to any step in the process, including immediate 
termination of employment, based on the severity of the problem or misconduct and the circumstances. 
 
Complaint Procedures 
 
Internal Complaint Review 
The purpose of the internal complaint review is to provide all employees of the Foundation with the 
opportunity to seek internal resolution of their work-related complaints. This policy supplements the 
open-door policy set forth in this handbook, which states our philosophy that all employees have free 
access to their supervisor to informally express their work-related concerns. 
 
We will attempt to treat all internal complaints and their investigation as confidential, recognizing, 
however, that in the course of investigating and resolving internal complaints some dissemination of 
information to others may be appropriate. 
 
Procedure 
Written complaints should be directed to the CEO as soon as possible after the date of the event(s) that 
gave rise to the work-related concern, but no later than ten days following such event(s). 
 
The CEO (or her/his designee) will set up a meeting to discuss the complaint within a reasonable time 
following the receipt of the written complaint. As necessary, the CEO (or her/his designee) will also 
meet with others who are named in the complaint or who may have knowledge of the facts set forth in 
the complaint. 
 
Within 10 working days of the meeting(s) described above, the CEO will provide the employee with a 
written response to her/his complaint. (This time frame may be changed according to circumstances.) 
If the complaint is resolved to the employee’s satisfaction, the terms of the resolution will be recorded 
and signed by the employee and the CEO. 
Appeal 
If the complaint is related to the termination of an employee, and if the employee is not satisfied with 
the decision of the CEO, the employee may take the matter to the Board of Directors whose decision 



 

will be final.  
 
Non-retaliation 
No employee who has filed a complaint in good faith will be unlawfully disciplined or otherwise 
retaliated against, even if the Foundation does not agree with the complaint. 
 
 
Conflict Of Interest 
The Foundation strives to maintain the highest ethical standards in pursuit of its mission.  The standard 
of behavior at the Foundation is that all staff and volunteers scrupulously avoid conflicts of interest 
between the interests of the Foundation and personal, family, professional, and business interests.  This 
includes avoiding potential and actual conflicts of interest, as well as perceptions of or the appearance 
of conflicts of interest.   
 
 
Fees And Honoraria 
When staff members consult, lecture, counsel or advise outside individuals or organizations on behalf 
of the Foundation, all fees, donations or cash honoraria must be paid to the Foundation. 
 
 
Relations With Suppliers 
From time to time, employees may be offered gifts, entertainment or other favors from a supplier, 
contractor or organization with which the Foundation has business dealings. Beyond nominal gifts and 
common courtesies, no item of value can be accepted by an employee of the Foundation. 
 
Furthermore, all employees should understand that entering into a personal relationship with a 
subordinate employee or with an employee of a supplier, contractor or other organization having 
financial dealings with the Foundation creates a possible conflict of interest that requires full 
disclosure to the Foundation. 
 



 

ENDING EMPLOYMENT 
 
 
At-Will Status 
At Shasta Regional Community Foundation we are committed to the philosophy that employment 
relationships are both personal and voluntary. By this we mean that, although we hope for mutually 
beneficial working relationships with our employees, we recognize that changing circumstances make 
it impossible to guarantee employment. Your employment with the Foundation has no specified 
duration, and either you or the Foundation may end the employment relationship whenever either of us 
believes it is best to do so, without consideration of cause or notice. 
 
While we maintain and revise written and other personnel policies in order to adapt to changing 
organizational needs, our policy of voluntary employment relationships is not affected by any 
personnel policies or programs as may be in effect from time to time. The voluntary nature of our 
employment relationship may not be changed except by a separate written agreement specifically 
entered into for such purpose and signed by our board president. 
 
 
Voluntary Termination Of Employment 
If you decide to resign from your job at the Foundation, we ask that you give a minimum of two weeks 
notice. Please submit a letter of resignation to the CEO. 
 
You are considered to have resigned if you do not return from a leave of absence, turn down a 
comparable position offered upon return from a leave of absence or have an unexcused and/or 
unreported absence of two consecutive days. 
 
Before leaving on your last day of work, you must return all agency property, including keys, credit 
cards, computer equipment and any other agency property or documents issued to you during the 
course of your employment. 
 
 
Involuntary Termination 
The Foundation reserves the right to terminate any employee at any time, with or without cause or 
notice. Generally, when an employee is believed, in the opinion of his/her supervisor, to have a job 
performance problem or to be engaging in behavior that is unacceptable or counterproductive, the 
employee will be given an opportunity to improve his/her performance or behavior to an acceptable 
level by means of a formal disciplinary action process. However, the following list, while not 
complete, gives examples of behavior that can result in immediate termination of employment: 
 

 Breaching confidentiality 
 

 Violating the drug- and alcohol-free workplace policy 
 

 Theft, including, but not limited to, the removal of agency property or the property of another 
employee from agency premises without prior authorization 

 
 Walking off the job without supervisory approval 



 

 
 Working for another employer while on a leave of absence without the prior consent of the 

Foundation 
 

 Fighting, roughhousing, abusive language or conduct that is hostile or disrespectful toward a 
co-worker, supervisor, board member, volunteer, or any person(s) associated with or served by 
the Foundation 

 
 Disregarding established safety procedures; knowingly creating an unsafe work situation for 

self or co-worker 
 

 Falsifying or altering records or time sheets 
 

 Refusing to perform a work-related duty when directly instructed to do so by a supervisor  
 

 Possessing weapons or firearms on the Foundation’s premises 
 

 Unauthorized use or dissemination of proprietary information 
 

 Violating the Foundation’s equal opportunity or harassment policies 
 

 Unauthorized use of agency property, including vehicles 
 

 Deliberate misuse of a Foundation credit card 
 
All involuntary terminations require review by the CEO 
 
 
Job Elimination And Layoffs 
From time to time, we may need to lay off an employee as a result of reorganization, job elimination, 
funding changes or lack of work. Should such a termination be necessary, all affected staff members 
will be given as much advance notice as is possible and practical. 
 
If you lose your job due to a layoff or reorganization, you will receive all accrued, unused vacation 
pay. 
 
 



 

SRCF ACKNOWLEDGMENT: 
RECEIPT OF EMPLOYEE HANDBOOK 
 
Please read the following information and return this acknowledgment form to the CEO for inclusion 
in your personnel file. 
 
This handbook, effective September 1, 2011, is provided to you for information and immediate 
reference. Because we are a dynamic and changing organization, policies included in this handbook 
are subject to unilateral change, revision, deletion or addition by this organization from time to time 
with or without prior notice. 
 
No policy in this handbook should be interpreted as in any way changing, altering or nullifying our 
policy of voluntary, at-will employment. Your employment with this organization has no specified 
duration, and either you or the organization may terminate the employment relationship whenever 
either of us believes it is desirable to do so, without consideration of cause or notice. The at-will nature 
of our relationship may not be changed except by a separate written agreement specifically entered 
into for such purpose and signed by the board chair. 
 
With your signature below, you acknowledge you have received, have read or will read your copy of 
the handbook dated September 1, 2011, are familiar with and understand its contents, and agree to 
comply with its terms during your employment. 
 
(Please print) 
 
 
Name: _______________________________________________ 
 
 
 
Date: _________________________________________________ 
 
 
 
Title: _________________________________________________ 
 
 
 
Signature: ______________________________________________ 


