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Warning:  Philanthropy is habit forming,  
contagious and good for your heart. 

 

 
 
 
  



 

 

 
 

WELCOME!  On behalf of the Humboldt Area Foundation (“HAF” or the “Foundation”) 
management and Board, we welcome you as a new member of the HAF team.  We hope your 
employment proves mutually satisfying and you find your position rewarding, challenging, and 
productive.  It is our staff members who provide the services our clients rely upon and enable us 
to grow and create new opportunities in the years to come. 

We would like to provide you with all of the support and the resources you will need to perform your 
job effectively. If, at any time, you need assistance or guidance, please ask any member of our 
management team.  We are here to help you perform to the best of your abilities.  

Once again, welcome to HAF. We are glad to have you with us. 

Sincerely, 
 

 
Patrick Cleary 
 
Executive Director  
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Our Mission 

Humboldt Area Foundation promotes and encourages generosity, leadership and 
inclusion to strengthen our communities 
 

 

Chapter  1 
Introduction 

 
 
his staff member Handbook (the “Handbook”) contains information about the employment 
policies and practices of HAF.  You are expected to read this Handbook carefully, as it is a valuable 
reference for understanding your job and the Foundation.  This Handbook supersedes all prior 

handbooks, manuals, policies, and procedures issued by the Foundation.  The Handbook is not and 
should not be considered to be, an agreement or contract of employment, express or implied, or a 
promise of treatment in any particular manner in any given situation.   

The Foundation may, at any time, in its sole discretion, modify or vary anything stated in this 
Handbook—except as prohibited by law, and except for the rights of the parties to terminate 
employment at will, which may only be modified by the authority of the Board of Directors, and then 
only in an express written agreement signed by you and the Executive Director of the Foundation.  

This Handbook is the property of the Foundation.  No part of this Handbook may be reproduced in any 
form or by any electronic or mechanical means without permission in writing from the Executive 
Director of the Foundation. Any violation of any of the policies and/or procedures set forth in this 
Handbook may result in disciplinary action, up to and including termination. 

T 
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Humboldt Area Foundation seeks to hire a diverse staff of dedicated individuals who are committed to 
producing top quality work, who want to use their unique strengths and abilities to make a lasting 
difference in our communities.  

At-Will Employment 

Your employment is considered “at-will.”  This means your employment is not for any specified 
duration, and that either you or HAF may end your employment at any time, with or without cause or 
advance notice.  Although the Foundation may choose to end your employment for a cause, cause is 
not required.   

Only the Board of Directors has the authority to enter into an employment agreement that alters the 
at-will employment relationship.  Any such agreement must be in writing and signed by you and the 
Executive Director of the Foundation.   

The Foundation also has the right to manage its work force and direct its staff members.  This includes 
the right to hire, transfer, promote, demote, reclassify, lay off, terminate, or change any term or 
condition of your employment at any time, with or without a reason and with or without notice unless 
otherwise required by law. 

Nothing in this at-will statement is intended to interfere with an employee's rights to 
communicate or work with others toward altering the terms and conditions of his or 
her employment. 
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Chapter  2 
Joining the  
Foundation Staff  

 
 
 

Equal Employment Opportunity 

Humboldt Area Foundation is an equal opportunity employer and makes employment decisions 
on the basis of merit. We want to have the best available persons in every job. Foundation  
policy prohibits unlawful discrimination based on race, color, creed, gender (including gender 
identity and gender expression), religion (all aspects of religious beliefs, observance or practice, 
including religious dress or grooming practices) marital status, registered domestic partner 
status, age, national origin (includes language use and possession of a driver's license issued to 
persons unable to prove their presence in the United States is authorized under federal law), 
ancestry, physical or mental disability, medical condition (including cancer or a record or 
history of cancer, and genetic characteristics), sex (including pregnancy, childbirth, 
breastfeeding or related medical condition), genetic information, sexual orientation, military 
and veteran status or any other consideration made unlawful by federal, state, or local laws. It 
also prohibits unlawful discrimination based on the perception that anyone has any of those 
characteristics, or is associated with a person who has or is perceived as having any of those 
characteristics.  
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Pay discrimination between employees of the opposite sex performing substantially similar 
work, as defined by the California Fair Pay Act and federal law, is prohibited. Pay differentials 
may be valid in certain situations defined by law. Employees will not be retaliated against for 
inquiring about or discussing wages. However, the Foundation is not obligated to disclose the 
wages of other employees. 

Discrimination can also include failing to reasonably accommodate religious practices or 
qualified individuals with disabilities where the accommodation does not pose an undue 
hardship.  

All such discrimination is unlawful. 

The Foundation is committed to compliance with all applicable laws providing equal 
employment opportunities. This commitment applies to all persons involved in Foundation 
operations. The Foundation prohibits unlawful discrimination against any job applicant, 
employee or unpaid intern by any employee of the Foundation, including supervisors and 
coworkers. 

If you believe you have been subjected to any form of unlawful discrimination, submit a 
complaint to your supervisor, the Chief Financial Officer (CFO) or the Executive Director. Your 
complaint should be specific and should include the names of the individuals involved and the 
names of any witnesses. If you need assistance with your complaint, or if you prefer to make a 
complaint in person, contact the CFO. The Foundation will immediately undertake an effective, 
thorough, and objective investigation and attempt to resolve the situation.  

If the Foundation determines that unlawful discrimination has occurred, effective remedial 
action will be taken commensurate with the severity of the offense. Appropriate action also will 
be taken to deter any future discrimination. 

To comply with applicable laws ensuring equal employment opportunities to qualified 
individuals with a disability, the Foundation will make reasonable accommodations for the 
known physical or mental limitations of an otherwise qualified individual with a disability who 
is an applicant or an employee unless undue hardship would result. 

Any job applicant or employee who requires an accommodation in order to perform the 
essential functions of the job should contact the CFO and discuss the need for an 
accommodation. The Foundation will engage in an interactive process with the employee to 
identify possible accommodations, if any that will help the applicant or employee perform the 
job. An applicant, employee or unpaid intern who requires an accommodation of a religious 
belief or practice (including religious dress and grooming practices, such as religious clothing or 
hairstyles) should also contact the CFO and discuss the need for an accommodation. If the 
accommodation is reasonable and will not impose an undue hardship, the Foundation will make 
the accommodation. 

The Foundation will not retaliate against you for bringing a complaint of discrimination, 
participating in the investigation of any complaint or requesting a reasonable accommodation 
and will not knowingly tolerate or permit retaliation by management, employees or co-workers. 
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Verification of Ability to Work in the United States 

All offers of employment are contingent on verification of an individual’s right to work in the United 
States. Within the first three days of employment, each employee will be asked to provide original 
documents verifying the employee’s right to work in the United States and to sign a verification form 
required by federal law 

Filling Position Vacancies Internally 

We will notify staff members of vacancies as they occur, and will attempt to fill positions from within 
whenever possible.  We encourage all staff members to apply for job opportunities within the 
Foundation.  However, it is always our objective to hire the most qualified candidate.  We cannot 
guarantee that an internal candidate will be hired in any particular situation.   

Staff Member Relationships 

The Foundation desires to avoid misunderstandings, actual or potential conflicts of interest, 
complaints of favoritism, and the staff member morale problems that can result from romantic 
relationships between staff members in supervisory or other influential positions in the Foundation 
and other staff members. 

For that reason, staff members in supervisory or other influential positions are strongly discouraged 
from becoming romantically involved with one another or with any other staff member of the 
Foundation.  Additionally, staff members are discouraged from becoming romantically involved with 
other staff members when the relationship may create a conflict of interest, cause disruption, create a 
negative or unprofessional work environment, or present concerns regarding supervision, safety, 
security, or morale.   

Any staff member in a supervisory or other influential position who becomes romantically involved 
with another staff member must immediately and fully disclose in writing the relevant circumstances 
to the CFO so the Foundation can determine whether the relationship presents an actual, perceived, or 
potential conflict of interest.  If such a conflict exists, the Foundation may take appropriate action 
according to the circumstances, up to and including transfer or termination of one or both of the staff 
members.   

All staff members are expected to comply with the “No Harassment” Policy in this Handbook.  If you 
have questions about whether a personal relationship with someone at work is appropriate or feel a 
personal relationship is not voluntary or is no longer desired, you should contact the CFO so the 
Foundation may address the situation. 
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Immediate family of staff members may be eligible for employment with the Foundation only if 
individuals involved do not work in a direct supervisory relationship, or in job positions in which a 
conflict of interest could arise.1  

Staff Member Information – Personnel Files 

It is important that your personnel files contain up-to-date information. You should inform the CFO 
immediately whenever there are changes in your personal information such as address, telephone 
number, marital status, domestic partnership status, number of dependents, or emergency contact 
information. 

You have a right to inspect or receive a copy of the personnel records that the Foundation 
maintains relating to your performance or to any grievance concerning you. Certain documents 
may be excluded or redacted from your personnel file by law, and there are legal limitations on 
the number of requests that can be made. 

Any request to inspect or copy personnel records must be made in writing to the CFO. 

You may designate a representative to conduct the inspection of the records or receive a copy of 
the records. However, any designated representative must be authorized by you in writing to 
inspect or receive a copy of the records. The Foundation may take reasonable steps to verify the 
identity of any representative you have designated in writing to inspect or receive a copy of 
your personnel records. 

The personnel records may be made available to you either at the place where you work or at a 
mutually agreeable location (with no loss of compensation for going to that location to inspect 
or copy the records). The records will be made available no later than 30 calendar days from 
the date the Foundation receives your written request to inspect or copy your personnel 
records (unless you/your representative and the Foundation mutually agree in writing to a date 
beyond 30 calendar days but no later than 35 calendar days from receipt of the written 
request). 

If you request a copy of the contents of your file, you will be charged the actual cost of copying. 

Disclosure of personnel information to outside sources, other than your designated 
representative, will be limited. However, the Foundation will cooperate with request from 
authorized law enforcement or local, state, or federal agencies conducting official investigations 
and as otherwise legally required.  

                                                      
1 :   “Immediate Family” definition: Spouse, domestic partner, child, child of domestic partner, sibling, parent, 
grandparent, grandchild, mother-in-law, father-in-law, stepparent, stepsister, stepbrother, or stepchild.  “Domestic 
Partner” definition: An ongoing, intimate relationship between two unrelated adults of the same or opposite sex who are: 
sharing a residence; over the age of 18; not otherwise legally married; emotionally interdependent; and intending to 
reside together indefinitely.” 
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Harassment, Discrimination and Retaliation Prevention 

 
The Humboldt Area Foundation is an equal opportunity employer. We enthusiastically accept our 
responsibility to ensure the fulfillment of this policy with respect to hiring, placement, promotion, transfer, 
demotion, layoff termination, recruitment advertising, pay and other forms of compensation, training and 
general treatment during employment. The Foundation is committed to providing a work environment free 
of harassment, discrimination, retaliation, and disrespectful or other unprofessional conduct based on sex 
(including pregnancy, childbirth, breastfeeding or related medical conditions), race, religion (including 
religious dress and grooming practices), color, gender (including gender identity and gender expression), 
national origin (including language use restrictions and possession of a driver's license issued under 
Vehicle Code section 12801.9), ancestry, physical or mental disability, medical condition, genetic 
information, marital status, registered domestic partner status, age, sexual orientation, military and veteran 
status or any other basis protected by federal, state or local law or ordinance or regulation. It also prohibits 
discrimination, harassment, disrespectful or unprofessional conduct based on the perception that anyone 
has any of those characteristics, or is associated with a person who has or is perceived as having any of 
those characteristics. 
 
In addition, the Foundation prohibits retaliation against individuals who raise complaints of discrimination or 
harassment or who participate in workplace investigations. 
 
All such conduct violates Foundation policy. 

Harassment Prevention 

The Foundation's policy prohibiting harassment applies to all persons involved in the operation of the 
Foundation. The Foundation prohibits harassment, disrespectful or unprofessional conduct by any 
employee of the Foundation, including supervisors, managers and co-workers. The Foundation’s 
Harassment, Discrimination and Retaliation Prevention Policy also applies to vendors, customers, 
independent contractors, unpaid interns, volunteers, persons providing services pursuant to a contract 
and other persons with whom you come into contact while working. 

Prohibited harassment, disrespectful or unprofessional conduct includes, but is not limited to, the following 
behavior: 

• Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted 
sexual advances, invitations, comments, posts or messages; 

• Visual displays such as derogatory and/or sexually-oriented posters, photography, 
cartoons, drawings or gestures; 

• Physical conduct including assault, unwanted touching, intentionally blocking normal 
movement or interfering with work because of sex, race or any other protected basis; 

• Threats and demands to submit to sexual requests or sexual advances as a condition 
of continued employment, or to avoid some other loss and offers of employment 
benefits in return for sexual favors; 

• Retaliation for reporting or threatening to report harassment; and 
• Communication via electronic media of any type that includes any conduct that is 

prohibited by state and/or federal law or by Foundation policy. 
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All such conduct is unacceptable in the workplace and in any work-related settings, such as business trips or 
business-related social functions, regardless of who is engaging in the conduct. 

Sexual harassment does not need to be motivated by sexual desire to be unlawful or to violate this Policy. 
For example, hostile acts toward an employee because of his/her gender can amount to sexual harassment, 
regardless of whether the treatment is motivated by sexual desire. 
 
Prohibited harassment is not just sexual harassment but harassment based on any protected category. 

Non-Discrimination 

The Foundation is committed to compliance with all applicable laws providing equal employment 
opportunities. This commitment applies to all persons involved in Foundation operations. The Foundation 
prohibits unlawful discrimination against any job applicant, employee or unpaid intern by any employee of the 
Foundation, including supervisors and coworkers. 
Pay discrimination between employees of the opposite sex performing substantially similar work, as defined 
by the California Fair Pay Act and federal law, is prohibited. Pay differentials may be valid in certain situations 
defined by law. Employees will not be retaliated against for inquiring about or discussing wages. However, 
the Foundation is not obligated to disclose the wages of other employees. 

Anti-Retaliation 

The Foundation will not retaliate against you for filing a complaint or participating in any workplace 
investigation and will not tolerate or permit retaliation by management, employees or co-workers. If you 
believe someone has violated this policy against retaliation, please notify the Foundation immediately as 
provided in "Complaint Process" below. 

Reasonable Accommodation 

Discrimination can also include failing to reasonably accommodate religious practices or qualified individuals 
with disabilities where the accommodation does not pose an undue hardship. 
To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a 
disability, the Foundation will make reasonable accommodations for the known physical or mental limitations 
of an otherwise qualified individual with a disability who is an applicant or an employee unless undue hardship 
would result. 
Any job applicant or employee who requires an accommodation in order to perform the essential functions of 
the job should contact the Foundation's Chief Financial Officer (CFO) and discuss the need for an 
accommodation. The Foundation will engage in an interactive process with the employee to identify possible 
accommodations, if any, that will help the applicant or employee perform the job. An applicant, employee or 
unpaid intern who requires an accommodation of a religious belief or practice (including religious dress and 
grooming practices, such as religious clothing or hairstyles) should also contact the CFO and discuss the 
need for an accommodation. If the accommodation is reasonable and will not impose an undue hardship, the 
Foundation will make the accommodation. 
The Foundation will not retaliate against you for requesting a reasonable accommodation and will not 
knowingly tolerate or permit retaliation by management, employees or co-workers. 

Complaint Process 

If you believe that you have been the subject of harassment, discrimination, retaliation or other prohibited 
conduct, bring your complaint to your supervisor or to: 
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• Any other Foundation supervisor 
• The CFO 
• The Executive Director 

as soon as possible after the incident. You can bring your complaint to any of these individuals. If you need 
assistance with your complaint, or if you prefer to make a complaint in person, contact the CFO. Please 
provide all known details of the incident or incidents, names of individuals involved and names of any 
witnesses. It would be best to communicate your complaint in writing, but this is not mandatory. 
The Foundation encourages all individuals to report any incidents of harassment, discrimination, retaliation 
or other prohibited conduct forbidden by this Policy immediately so that complaints can be quickly and fairly 
resolved. 
You also should be aware that the Federal Equal Employment Opportunity Commission and the California 
Department of Fair Employment and Housing investigate and prosecute complaints of prohibited 
harassment, discrimination and retaliation in employment. If you think you have been harassed or 
discriminated against or that you have been retaliated against for resisting, complaining or participating in an 
investigation, you may file a complaint with the appropriate agency. The nearest office can be found by visiting 
the agency websites at www.dfeh.ca.gov and www.eeoc.gov. 
Supervisors must refer all complaints involving harassment, discrimination, retaliation or other prohibited 
conduct to the CFO so the Foundation can try to resolve the complaint. 
When the Foundation receives allegations of misconduct, it will immediately undertake a fair, timely, thorough 
and objective investigation of the allegations in accordance with all legal requirements. The Foundation will 
reach reasonable conclusions based on the evidence collected. 
The Foundation will maintain confidentiality to the extent possible. However, the Foundation cannot promise 
complete confidentiality. The employer's duty to investigate and take corrective action may require the 
disclosure of information to individuals with a need to know. 
Complaints will be: 

• Responded to in a timely manner 
• Kept confidential to the extent possible 
• Investigated impartially by qualified personnel in a timely manner 
• Documented and tracked for reasonable progress 
• Given appropriate options for remedial action and resolution 
• Closed in a timely manner 

If the Foundation determines that harassment, discrimination, retaliation or other prohibited conduct has 
occurred, appropriate and effective corrective and remedial action will be taken in accordance with the 
circumstances involved. The Foundation also will take appropriate action to deter future misconduct. 
Any employee determined by the Foundation to be responsible for harassment, discrimination, retaliation or 
other prohibited conduct will be subject to appropriate disciplinary action, up to, and including termination. 
Employees should also know that if they engage in unlawful harassment, they can be held personally liable 
for the misconduct. 

 

 

 

http://www.dfeh.ca.gov/
http://www.eeoc.gov/
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Open Door Policy 

Humboldt Area Foundation promotes an open door policy to foster communication and mutual 
respect.  If you have a question or problem relating to your job and/or working environment, or a 
suggestion for improvement in our operations, HAF encourages you to talk to your immediate 
supervisor as soon as possible.  

If your immediate supervisor is not able to answer your question or resolve the problem adequately 
or if you do not feel comfortable utilizing your supervisor as a resource, HAF encourages you to 
meet with the CFO or any management staff member regarding your job or working environment. 
If the Executive Director is your supervisor you are encouraged to meet with the President of the 
Board of Directors or his/her designee. 
 
This Policy, which we believe is important for both you and the Foundation, may not result in every 
problem being resolved to your satisfaction.  However, HAF values your input and you should feel 
free to raise issues of concern, in good faith, without the fear of retaliation. 
 
This Policy does not apply to claims involving perceived violations of the Foundation’s Equal 
Employment Opportunity or No Harassment policies.  Such claims should be reported immediately 
and in the manner set forth in the Foundation’s “Equal Employment Opportunity” and/or “No 
Harassment” policies, and will be addressed in accordance with the provisions of the applicable 
policy. 
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Chapter  3 
Compensation Policies

 
Employment Classifications 

A number of different types of staff members are employed by the Foundation: 

Regular full-time staff members are regularly scheduled to work 40 hours or more per week.  
Regular full-time staff members are eligible to participate in all Foundation-sponsored benefit 
programs. 

Regular part-time staff members are regularly scheduled to work less than 40 hours per week.  
Regular part-time staff members who regularly work 20 or more hours per week are eligible for 
participation in all Foundation-Sponsored benefit programs.  Regular part-time staff members who 
regularly work less than 20 hours per week are eligible for some, but not all, Foundation-sponsored 
benefits. 

Fixed-Term staff members are appointed for a fixed term to perform certain duties on a project or 
grant basis.  Fixed-term staff members who regularly work 20 or more hours per week are eligible to 
participate in some, but not all, Foundation-sponsored benefits.  Fixed-term staff members who work 
less than 20 hours per week are not eligible for Foundation-sponsored benefits except Sick Time 

Temporary staff members are hired for short-term assignments, typically for a period of less than 
six (6) months. Temporary staff members are not eligible for Foundation-sponsored benefits except 
Sick Time.   

In addition, all staff members are classified as exempt or non-exempt, as follows:  

Non-exempt staff members are entitled to overtime pay under the specific provisions of federal and 
state laws. 
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Exempt staff members are defined by the Fair Labor Standards Act and state law as those whose 
duties meet the legal definition of primarily executive, administrative or professional, and whose 
minimum salary is at least twice the state minimum wage.  While exempt employees are expected to 
adhere to regular schedules to ensure effective workflow, the number of hours actually worked in a 
given week may vary.  An exempt employee is paid a salary which does not, except in limited 
circumstances authorized by law, change based on the number hours worked. Employees in exempt 
positions are not entitled to overtime pay.  Exempt employees are always paid in full-day increments, 
although they must use the appropriate paid leave (Vacation or Sick Time), if available, for absences 
for personal reasons of more than 1 hour. For further definitions of the exempt classifications, please 
see the Fair Labor Standards Act website at http://www.flsa.com/coverage.html 

You may change classifications only upon written notification by the Foundation.  There are no 
automatic conversions from one classification to another.  Please speak to your supervisor if you have 
any concerns or questions about your classification. 

Schedule 

When you begin your employment with us, you will be advised of your work schedule with your job 
description and job offer.  From time-to-time, it may be necessary to change your schedule.  Your 
cooperation with any changes is expected and appreciated.  We will do our best to give you as much 
advance notice as possible, and will try to keep all unscheduled changes to a minimum. 

Also, you may be asked to work on special projects, or to assist with other work necessary or important 
to the operation of the Foundation. Your cooperation and assistance in performing such additional 
work is expected. 

For payroll purposes, the workweek starts on Sunday at 12:00 a.m. and ends on Saturday at 11:59 p.m. 

Timekeeping Procedures 

It is your responsibility to complete, sign and have your supervisor sign your time record to certify the 
accuracy of all time recorded at the end of each pay period.  Time records are to be submitted to the 
Finance Department no later than 1 business day following the close of a pay period.  Altering, falsifying 
or tampering with time records, or recording time on another staff member’s time record, is strictly 
prohibited.   

If you are a non-exempt staff member, you must record your actual hours worked for payroll and 
benefit purposes.  You must record the time work begins and ends the beginning and ending time of 
each meal period and any departure from work for any non-work-related reason.  

Non-exempt staff members are not allowed to work "off the clock." Working off the clock 
violates Foundation Policy. If you perform any off-the-clock work, please report the work to 
your supervisor.  

If you are an exempt staff member, you must record all time off under any Foundation policy. Sick Time 
and Vacation may be taken in any increments starting at 1 hour absences.  
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Overtime 

When operating requirements or other needs cannot be met during regular working hours, you may 
be scheduled to work overtime.  Your supervisor will notify you when you are required to work 
overtime.  We expect and appreciate your cooperation.  We will try to provide you with advance notice 
of any overtime that will be required of you.   

If you are a non-exempt staff member, you will be paid for all overtime in accordance with state and 
federal law.  For the purposes of calculating overtime for non-exempt staff members, the workday 
begins at 12:00 a.m. and ends at 11:59 p.m. and the workweek begins at 12:00 a.m. on Sunday and 
ends at 11:59 pm. on Saturday. Paid time off (e.g. holiday, Sick Time, and vacation) does not count as 
hours worked for purpose of calculating overtime. 

You are not permitted to work overtime without the express written permission of your supervisor.   

Makeup Time 

HAF allows the use of makeup time when non-exempt staff members need time off to tend to personal 
obligations.  Staff members may take time off and then make up the time later in the same workweek, 
or may work extra hours earlier in the workweek to make up for time that will be taken off later in the 
workweek. Makeup time worked will not be paid at an overtime rate.  You may not work more 
than 11 hours in a day or 40 hours in a workweek as a result of makeup time. 

You must submit makeup time requests in writing to your supervisor on the form provided by the 
Foundation.  Your supervisor will consider your request based on the legitimate business needs of the 
Foundation at the time the request is submitted.  A separate written request is required for each 
occasion you request makeup time. Exception: If you know in advance that you will be requesting 
makeup time for a personal obligation that will recur at a fixed time over a succession of weeks, you 
may request to make up work time for up to four weeks in advance.  The makeup work must be 
performed in the same workweek as the time off. 

If you request time off that you will make up later in the week, you must submit your request at least 
24 hours before the desired time off.  If you ask to work makeup time first to take time off later in the 
week, you must submit your request at least 24 hours before working the makeup time.  Your makeup 
time request must be approved in writing before you take the requested time off or work 
makeup time, whichever is first.  

If you take time off and are unable to work the scheduled makeup time for any reason, the hours 
missed normally will be unpaid.  However, your supervisor may, in the Foundation’s sole discretion, 
arrange with you to make up the time another day in the same workweek.  If you work makeup time 
before you plan to take time off, you must take that time off, even if you no longer need the time off for 
any reason. 

The use of makeup time is completely voluntary.  The Foundation does not encourage, or discourage 
the use of makeup time. 



HUMBOLDT AREA FOUNDATION 
STAFF MEMBER HANDBOOK  
Rev 5/12/2016 
© 2016 Humboldt Area Foundation – All rights reserved 

 

15 
 

Flex Time 

Flex time can be defined as a workweek schedule of eight hours per day where some Staff 
Members begin their work early in the day and others begin their work later in the day.  

Another example of flexible scheduling is one which permits Staff Members, with supervisory 
approval, to change their start time from day to day or week to week - so long as they work the 
required number of hours per day or per week. In either case, daily and weekly overtime rules 
must be observed. 

Staff Members may be allowed to work a flexible schedule, based on each department’s ability to 
accommodate a specific request.  Flex time is subject to the approval of each department 
supervisor.  Flex time schedules are typically temporary and are never guaranteed due to the 
ever changing demands of the business. 
 

Payment of Wages 

All staff members will be paid bi-weekly for work performed during the previous two-week pay 
period.  Payroll checks will be distributed on the Thursday following the end of the pay period.  
If that Thursday is a holiday, paychecks will be distributed on the work day immediately 
preceding the holiday.  At your election, the Foundation can deposit your paycheck directly into 
a checking or savings account of your choice.     

Upon request, the Foundation may advance pay if you are on travel or leave status on a pay day.  
In that case, you may receive your paycheck on the last working day before leave or travel begins.  
All other requests for advance pay must be made in writing.  Advances will be made in special 
circumstances, at the Executive Director’s sole discretion, and will not be made for more than the 
amount the staff member has earned as of that date.   

Rest and Meal Periods for Non-exempt Employees 

The Foundation authorizes and permits non-exempt employees to take a paid 15-minute rest period 
for each four (4) hours worked or major portion thereof, instead of the 10 minute breaks required by 
law.   Employees who work a shift from three and one-half (3.5) to six (6) hours in length will be 
entitled to one (1) fifteen-minute rest break. Employees working more than six (6) hours and up to 10 
hours, will be entitled to two (2) fifteen-minute rest breaks. Employees are to be free from any work 
responsibility or interruption during their rest period.  Supervisors will arrange employee schedules 
so that all employees may take their rest periods, with the understanding that, in cases of emergency, 
employees may be required by their supervisor to reschedule their rest period to some other time 
during the applicable four (4) hour period.   

Each non-exempt employee working at least five (5) hours shall be entitled to an unpaid meal period 
of at least thirty (30) minutes. When a work shift of not more than six (6) hours will complete the day’s 
work the meal period may be waived by mutual consent of the supervisor and employee. This waiver 
must be in writing, and concluded in advance. Employees will be permitted a reasonable opportunity 
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to take a meal period, and will be relieved of all duty. Employees are free to come and go as they please 
including leaving the premises during meal periods. .  Nonexempt employees must record the times in 
and out for the meal period on their time record. 

If for any reason a non-exempt employee is not provided a meal period in accordance with our 
Policy, or if an employee is in any way discouraged or impeded from taking a meal period or 
from taking the full amount of time allotted, the employee must immediately notify the CFO. 

Payroll Deductions 

1. Federal and State Income Tax are deducted in accordance with federal law and deposited to 
the employee’s credit with the Internal Revenue Service and State Franchise Tax Board.  For 
this reason, it is important that the W-4 and DE-4 form completed at the time of 
employment accurately reflect the number of exemptions claimed.  
 

2. State Disability Insurance (SDI) and Paid Family Leave (PFL) are state-mandated insurance 
programs administered by the California Employment Development Department (EDD) 
which are funded through employee payroll taxes.  
 

3. Federal Insurance Contribution Act (FICA) is part of the Social Security Program.  A 
percentage of gross pay is deducted as the employee's contribution for Social Security and 
Medicare. The Foundation contributes an equal amount to cover the cost of these benefits. 
 

4. Voluntary Deductions are made for elective payments towards health benefits or retirement 
plan contributions.  Such deductions must be authorized in writing.   
 

5.  Legal Garnishments are court orders requiring the Foundation to remit part of an 
employee’s wages to a third party in payment of a debt.  
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Chapter  4 
Job Performance  
Standards 

 

Punctuality and Attendance 

The success of the Foundation depends upon the cooperation and commitment of all staff members.  
Therefore, your attendance and punctuality are extremely important.  Your fellow staff members 
must bear the burden of your absence.  Your responsibility to the Foundation and your fellow staff 
members requires good attendance.  Regular attendance and promptness are considered part of your 
essential job functions. 

We recognize there may be times when your absence or tardiness cannot be avoided.  In the event 
you are unable to arrive by your scheduled start time and anticipate being more than 15 minutes 
late, please contact your supervisor to advise us of your estimated arrival time 

If you are unable to report for work on any particular day, you must provide reasonable 
advance notice to your supervisor before the time you are scheduled to begin working for that 
day. You must inform your supervisor of the expected duration of any absence. If the 
circumstances for your absence are unforeseen, inform your supervisor as soon as practicable 
of the reason for the absenteeism. 
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Excessive absenteeism or tardiness, providing false information or abuse of leave laws will not 
be tolerated. Generally, if you fail to report for work without any notification to your supervisor 
and your absence continues for a period of three (3) days, the Foundation will consider that you 
have voluntarily abandoned or quit your employment. 

Absences protected by local, state and federal law do not count as a violation of the 
Punctuality and Attendance Policy. Paid sick time protected under California law does 
not count as a violation of this Policy. 

 

Performance Assessment and Review 

The Foundation strives to ensure completion of annual performance evaluations, you and your 
supervisor can discuss your job tasks, identify and correct performance weaknesses, encourage and 
recognize strengths, and discuss methods and tools to help you do your job and develop professionally.  
In addition to formal performance evaluations, the Foundation encourages you and your supervisor to 
discuss your job performance on a regular basis. 

Your pay is influenced by many factors, including your skills, experience, salary history, education, 
nature and scope of your job, job description, performance, and the Foundation’s financial strength.  A 
positive performance evaluation does not guarantee an increase in your compensation, a promotion, 
or even continued employment.  Compensation increases and the terms and conditions of 
employment, including job assignments, transfers, promotions, and demotions, are determined by and 
at the discretion of the Foundation and may be based on many factors in addition to performance.   

Work Attire  

You are expected to maintain a clean and neat appearance and project a professional image in dealing 
with other staff members, clients, volunteers, and the general public.  On Fridays, we allow business 
casual attire. However, if you are meeting with clients or the public on Friday, please exercise 
discretion when selecting appropriate attire. Please see your supervisor if you have any questions 
concerning this. 

If your department has more specific guidelines for appropriate dress, you are expected to follow those 
guidelines.  For all staff members, the following attire is not appropriate on any business day:  Sweat 
suits; sweat pants; shorts; beach sandals; or any ripped, unclean, untidy, or worn clothing.   

Use of Personal Fragrance 

We strive to be a fragrance-free workplace environment.  Some of our staff members and clients may 
be highly sensitive or allergic to perfumes, colognes or other personal fragrances.  If you are 
experiencing a problem with any fragrance, please discuss with the co-worker directly if possible or 
contact your supervisor.  
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Workplace Conduct 

Each staff member’s conduct while at work is expected to exhibit a positive attitude toward the 
Foundation, recognition of the importance of productive and quality work, an awareness of the role of 
others and a commitment to the mission of the Foundation. 

Any conduct that is illegal, threatens security, personal safety, employee welfare and/or Foundation 
operations will not be tolerated.  Violation of these standards may lead to corrective action, up to and 
including termination of employment.   

The following list, while not complete, provides examples of behavior that violates this 
Workplace Conduct Policy: (This list does not alter the Foundation's Policy of at-will 
employment. Either the employee or the Foundation remain free to terminate the employment 
relationship at any time, with or without reason or advance notice.)  

• The deliberate destruction or theft of Foundation or staff member property; 

• Committing the Foundation to giving its financial or other support to any 
outside activity or organization without proper approval; 

• Violation of Drug and Alcohol Policy, including but not limited to, possessing, 
distributing, selling, transferring, using, or being under the influence of illegal 
drugs while at work or on premises owned or occupied by the Foundation;  

• Insubordination, including but not limited to, failure or refusal to obey the 
orders or instructions of a supervisor or member of management; 

• Unsatisfactory work performance;   

• Breach of confidentiality or inappropriate use of confidential information; 

• Unauthorized use of the Foundation’s equipment or property, or another staff 
member’s equipment or property; 

• Falsifying documents or providing false or misleading information; 

• Violation of safety or health rules including failure to promptly report work-
related injuries or injuries, or unsafe working conditions; 

• Violation of Punctuality and Attendance Policy including misuse of any leave 
of absence. Absences protected by state (including Paid Sick Time) or federal 
law do not count as violation of this standard; 

• Use of official information obtained through employment by the Foundation 
to further private interests; 

• Possession of dangerous or unauthorized materials, such as explosives or  
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firearms, in the workplace;  

• Violation of personnel policies, policies covered in this Handbook or violating 
rules specific to the Foundation program in which you work; 

• Engaging in outside employment or activities that are incompatible with the 
full and proper discharge of the employee’s official duties and responsibilities; 

• Violation of Equal Employment Opportunity or No Harassment Policies; 

• Violation of Workplace Violence Prevention Policy including fighting on the 
job, any violence or threats of violence, or the use of abusive, threatening or 
intimidating language; 

• Committing a fraudulent act or a breach of trust under any circumstance; and 

• Refusal to participate fully or cooperate in any internal Foundation 
investigation. 

 

Conflict of Interest 

Humboldt Area Foundation (HAF) follows a policy of avoiding any conflict of interest or the 
appearance of any conflict of interest on the part of its Board members, committee members 
and staff.   
 
HAF recognizes that Board members, committee members and staff will serve in many capacities 
in the charitable community with agencies, institutions and programs which are grant applicants, 
vendors, investment managers or business partners.   Such roles can create conflicts, or the 
appearance of conflict, and thus a sensitivity to eliminate actual or perceived favoritism is 
necessary.  If, because of other work or activities, you cannot make this commitment, you may be 
asked to end your employment with the Foundation. 

A conflict of interest exists when your loyalties or actions are divided between the Foundation and a 
business partner, supplier, or client.  A conflict of interest could arise in any situation in which the 
Foundation has business or financial dealings with you individually, or with a business entity in which 
you, a member of your immediate family, or someone with whom you share a financial or business 
interest has a financial interest.  Potential conflicts of interest include, but are not limited to: 

• Serving on the Board of Directors or Advisory Board of an agency, organization, 
government body, or corporation that submits a proposal or otherwise does business 
with the Foundation. 

• Writing or assisting in the writing of funding proposals to the Foundation. 

• Working for, investing in, or purchasing a business competitive with the Foundation. 
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If you are unsure whether a certain transaction, activity, or relationship constitutes a conflict of 
interest, you should discuss the situation with your supervisor or a member of the management team 
for clarification.  Any exceptions to this Policy must be approved in writing by the Executive Director.  
All staff members will be asked to complete and sign a Conflict of Interest Disclosure Statement 
annually. 

Accepting Gifts 

From time to time, you may be offered gifts, entertainment or other favors from a client, supplier, 
contractor, or organization with which the Foundation has business dealings.  Beyond nominal 
gifts and common courtesies, you may not accept an item of value (greater than $50).  If a gift is 
received that is impossible to refuse, please give it to the CFO for appropriate further handling.  

Occasionally the Foundation will receive complimentary tickets to an event it has funded.  These 
tickets will be distributed to staff members at the discretion of the Executive Director.   

An employee may not accept reimbursement, nor can payment be made on employee’s behalf, 
for personal living expenses, gifts, entertainment or other personal benefits. 

Partisan Political Activities 

Humboldt Area Foundation, as a tax-exempt organization under Section 501(c)(3) of the 
Internal Revenue Code, is prohibited from participating or intervening in any political campaign 
on behalf of or in opposition to any candidate for public office. Political intervention includes 
not only making financial contributions but also the publication or distribution of written or 
oral statements on behalf of or in opposition to a particular candidate. There are no exceptions 
to this prohibition. Even an insubstantial violation may lead to monetary fines and exposes the 
HAF to the possibility of revocation of its tax-exempt status.  

Nonetheless, HAF is dedicated to the free expression of ideas. It encourages employees, in their 
individual capacities, to participate fully in the political process during campaigns by candidates 
for public office as long as they do not-either overtly or implicitly-involve the Foundation.  

Thus, in accordance with both the law and stated HAF policy, everyone connected with the 
Foundation must observe the following rules with respect to his or her participation in national, 
state, or local partisan political campaign activities:  

1. For those who in their official capacity frequently speak for the Foundation, care should 
be taken when endorsing or opposing a candidate for political office or taking a position 
on an issue for the purpose of assisting or opposing a candidate. Individuals and groups 
within HAF should undertake to make it clear that they are speaking only for themselves 
and that they are not stating a Foundation position.  

2. Employees may take part in partisan political campaigns freely on their own time. 
3. Humboldt Area Foundation’s name or insignia cannot be used on stationery or other 

documents intended for political purposes, including soliciting funds for political support 
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or carrying on a political campaign. Also, HAF phone, email, or social media may not be 
used for political activities. 

4. Funds or other contributions may not be solicited in the name of Humboldt Area 
Foundation for political support or carrying on a political campaign. HAF employees may 
not-and should not be asked to-perform tasks related to partisan political activities during 
working hours.  

5. The following may not under any circumstances be used for political campaign purposes: 

a. The Foundation’s bulk-mailing privilege 
b. Foundation mailing lists  
c. HAF provided office supplies, telephones, facsimile machines, copiers, etc. 

6. Certain nonpartisan political activities (such as properly organized voter registration 
activities, voter education programs, and candidate debates) may be permissible if they do not 
evidence a preference for or opposition to a political party or to candidates who have taken a 
particular position. In order to ensure that all legal and Foundation requirements are 
followed, advance approval for these events must be obtained from a Director, who will, if 
necessary, provide further guidance to the organizer. As noted above, these policies are not 
intended to infringe in any way your individual right to support a particular candidate or 
participate in a political campaign. You remain entirely free to become involved in the election 
process as you choose, so long as you do so in a way that does not-either overtly or impliedly -
involve the Foundation 

Communication with News Media  

The Executive Director of the Humboldt Area Foundation serves as the official Foundation 
spokesperson and conveys the official Foundation position on issues of general Foundation-
wide impact or significance or situations that are of a particularly controversial or sensitive 
nature. Inquiries from the media about such issues should be referred to the Executive Director.  
 

Depending on the specific circumstances, the Executive may designate other Foundation staff to 
serve as spokesperson(s) on a particular issue(s).  

Client Relations 

You are expected to be polite, courteous, prompt and attentive to every client.  Never regard a 
client’s question or concern as an interruption or an annoyance.  Never argue with a client. 
Respond to inquiries from clients, whether in person, e-mail or by telephone, promptly and 
professionally.  Never place a telephone caller on hold for an extended period.  Direct incoming 
calls to the appropriate person and make sure the call is received.   
 
When you encounter an uncomfortable situation or need assistance, contact your supervisor or 
a senior manager immediately.  
 
Please make sure all correspondence and documents, whether to clients or others, are neatly 
prepared and error-free. Attention to accuracy and detail in all paperwork demonstrates your 
commitment to those with whom we do business. 
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Chapter  5 
Paid Time Off  

 
For payroll and benefits accrual purposes, when you take time off for any of the reasons in this 
Chapter, you are considered to be an “active” staff member for the duration of your time off.  
Benefits that accrue based on hours worked (e.g., vacation, Sick Time, retirement plan tenure 
eligibility) continue to accrue while you are on active status. 

Vacation 

HAF offers paid vacation time to eligible staff members.  We recognize the value of time away from 
work and encourage all staff members to use their accrued vacation time during the year it is earned.  
Because we believe in the benefits of time away from work for rest and rejuvenation, we do not allow 
staff members to take pay in lieu of vacation time. 

Absent an agreement to the contrary, vacation time benefits are outlined in the current HAF Summary 
of Benefits document.   

General Rules to use and maintenance of vacation time are as follows: 

• Eligible regular and fixed-term staff members who are regularly scheduled to work 20 
or more hours per week accrue vacation hours on a pro-rata basis.  The maximum 
accrual is 130% of your current annual benefit.   

• You accrue vacation time as you work, up to the applicable maximum accrual stated 
above.  Once you have accrued the maximum hours, accrual will stop until you take 
sufficient time off to reduce the accrued number of hours to a level below the 
maximum. 
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• Vacation accrual begins upon hire or upon transfer to a classification that makes you eligible for 
vacation under this policy, whichever is later.   

• Vacation will be paid at your base rate of pay at the time the vacation leave is taken. 

• You should request permission to take vacation from your supervisor at least two (2) weeks prior 
to any planned vacation, and as soon as possible in all other circumstances.  The Foundation will 
attempt to give you the time off you request, subject to work requirements and business needs. 

• Accounting and finance staff members, or others who regularly handle cash, are required to take 
a minimum of five (5) consecutive days of vacation each fiscal year to allow time for independent 
audits of work. 

• Vacation advances may be authorized in special circumstances, at the Executive Director’s 
discretion, and will not be made for more than the amount you have earned as of that date. 

• If a holiday falls during a scheduled vacation, that day will not be charged against accrued vacation 
leave, as long as you would be regularly scheduled to work on the day the holiday falls. 

• Vacation time does not accrue when you are on an unpaid leave of absence. 

• We strongly believe you should devote your vacation time to rest and relaxation.  Please do not 
check your voicemail or e-mail when on vacation unless specifically instructed to do so in writing 
by your supervisor. 

• Unless prohibited by law or Foundation policy, you must use any accrued, unused vacation time 
available to you when you will be away from the workplace for personal reasons.  You must keep 
accurate records of all vacation time.  Your vacation leave bank will be reduced for all time off 
under this Policy.  

• Upon separation of employment for any reason, you will be paid for all accrued, unused vacation 
at your then base rate of pay. 

• Vacation  may be used in any increment by non-exempt employees and in half day (4 hour) 
increments by exempt employees 

Sick Time 

The Foundation provides paid Sick Time to eligible staff members to protect against loss of income 
because of illness or injury.  Sick Time benefits are also outlined in the current HAF Summary of Benefits 
document.   

• All staff members begin accruing Sick Time on their date of employment at the rate of .0385 hours 
of sick time per hour worked (80 hours per year for a full-time staff member).  The maximum 
accrual for full-time staff members is 320 hours, and for part-time staff members the maximum 
accrual is forty (40) days times their daily work schedule, e.g. an employee who works five (5) 
hours a day will have a maximum accrual of 200 hours.  
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You accrue Sick Time as you work, up to the applicable maximum accrual stated above.  Once you 
have accrued the maximum hours, accrual will stop until you take sufficient time off to reduce the 
accrued number of hours to a level below the maximum. 
 

• Sick Time will be paid at your current base rate of pay. 

• Sick  Time may be used for the diagnosis, care or treatment of an existing health condition for an 
employee or covered family member, as defined below; the preventive care for an employee or 
an employee's covered family member; and/or for certain, specified purposes when an employee 
is a victim of domestic violence, sexual assault or stalking. 
 

• For purposes of Sick Time, a covered family member includes: a child defined as a biological, foster 
or adopted child, a stepchild. or legal ward regardless of age or dependency status of the child (a 
"child also may be someone for whom an employee has accepted the duties and responsibilities of 
raising, even if he or she is the employee's legal child); a parent defined as a biological, foster or 
adoptive parent, a stepparent, or a legal guardian of an employee or the employee's spouse or 
registered domestic partner ( a parent may also be someone who accepted the duties and 
responsibilities of raising an employee when the employee was a minor child, even though he or 
she is not the employee's legal parent); a spouse; a registered domestic partner; a grandparent; a 
grandchild; a sibling; a mother/father in-law; and a stepbrother/sister. 
 

•  In the case of catastrophic illness, with the prior approval of the Executive Director, Sick Time may 
be used to care for another family member.    

• If you are on Sick Time for three (3) or more business days, you may be required to provide a 
certificate from your health care provider stating the absence was necessitated by your illness 
or injury, releasing you to return to work, and setting forth any restrictions or limitations on 
your ability to perform your job.   

• Employees are not eligible to use accrued Sick Time until they have worked for the Foundation for 
ninety (90) days from their date of hire, and Sick Time may not be taken in advance of accruing it.  
If you or a family member become ill and you do not have any Sick Time available to you, you may 
take this time as unpaid leave. 

• If the need to use Sick Time is foreseeable, employees shall provide advance oral or written notice 
to their supervisor. If the need for Sick Time is not foreseeable, employees shall provide notice to 
their supervisor as soon as practicable.  

• Sick Time may be used in any increment by non-exempt employees and in half day (4 hour)  
increments by exempt employees 

o If an illness or disability of the employee or the employee’s family member lasts more than 
seven calendar days, or if an employee is hospitalized before the eighth day of absence, the 
employee can apply for State Disability Insurance (SDI) or Paid Family Leave (PFL) 
through the California Employment Development Department (EDD).  Accrued Sick Time 
can be used to supplement SDI or PFL benefits to provide a combination of sick leave and 
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SDI/PFL benefits equal to the employee’s straight time pay immediately before the illness 
or disability. 

• You will not be compensated for accrued, unused Sick Time upon separation of employment; 
however employees who are rehired within one year of their date of separation may be eligible 
for reinstatement of their previously accrued, unused Sick Time. 

• Employees cannot be discriminated or retaliated against for requesting or using Sick Time. If you 
have any questions about Sick Time, please contact the CFO. 

Holidays 

The Foundation offers regular and fixed-term staff members paid holidays throughout the year.  Staff 
members who work 20 or more hours per week will receive holiday pay for scheduled working hours 
on a holiday, provided  they worked or were on active status both the day before and the day after the 
holiday..   Staff members who work less than 20 hours per week do not qualify for holiday pay.  Holiday 
pay will be paid at your base rate of pay. Please see the Foundation calendar for current year for exact 
timing of holiday closures. 

 

New Year’s Day 

Martin Luther King, Jr. Holiday 

President’s Holiday 

Memorial Day 

Independence Day 

Labor Day 

Veteran’s Day 

Thanksgiving 

Day after Thanksgiving 

Winter Holiday (Usually December 24) 

Winter Holiday (Usually December 25) 

In addition to the holidays above, eligible regular and fixed-term staff members will also receive two 
(2) personal holidays on January 1 of each calendar year.  You may take these holidays on any day of 
your choice, with your supervisor’s approval.  The Foundation will attempt to schedule your personal 
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holidays on the days you select. However, due to the nature of your area of responsibility, this may not 
be possible in every instance.    

If a non-exempt employee is required to work on one of the Foundation holidays listed above, the 
employee will be paid for the regular hours worked on that day plus  holiday pay, if otherwise eligible.  
Exempt staff members may not work on a holiday without their supervisor’s express written 
permission.  

If the designated holiday is observed during your vacation, your vacation leave bank will not be 
reduced for that day. 

Jury & Witness Duty  

All staff members who are summoned to serve on a jury panel or appear as a witness are granted court 
leave for the time required to serve.   Regular and fixed-term staff members working a minimum of 20 
hours/week will continue to receive regular pay while serving in court for up to a maximum of ten 
(10) days absence from work with pay for court duty will only be allowed for actual time of service, 
plus necessary travel time to/from your work location to the court service location.  Written 
documentation of jury or witness service must be provided in order to qualify for this approved paid 
absence from work.  

Please present your court summons to your supervisor as soon as you receive it.  If the Foundation 
believes your absence due to jury duty will negatively impact operations, we may request that you 
seek a postponement of your jury service. 

You are expected to report for work if you are not needed on the jury during regular work hours.     

Time Off To Vote 

If you do not have sufficient time outside of working hours to vote in a statewide election, the 
Foundation will grant you up to two (2) hours of paid time off to vote.  The time off must be taken at 
the beginning or end of the regular work schedule, whichever allows the most free time for voting and 
the least time off from work.   

Please notify your supervisor of your need for time off under this policy at least two (2) working days 
prior to Election Day. 

Please provide your supervisor reasonable notice of your need to take time off under this policy.     

Community Volunteerism  

Regular full-time regular staff members may request up to 16 hours of paid leave per year for 
community volunteer activity.  Regular part-time staff members will be eligible for this leave on a pro-
rata basis.  You may request leave under this Policy to volunteer your time with a non-profit 
organization in Humboldt County or bordering counties.  Leave under this Policy may be taken in any 
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increment. Community Volunteerism leave will be paid at your base rate of pay. Volunteer hours are 
reimbursed only if they fall during the hours of your normal work day. 

Approval of such leave must be in advance, at the discretion of the supervisor, taking into account the 
impact of the request on the operation of the Foundation and its programs. 

The Foundation may require, in any instance, that a request for time off to volunteer be supported by 
a statement from the organization with which you intend to volunteer.  Any unused community 
volunteerism leave will not be carried forward to the following fiscal year.  Unused community 
volunteerism leave is not paid out at separation, and the Foundation does not pay staff members in 
lieu of unused community volunteerism leave.  Community volunteerism leave will not be considered 
“hours worked” for purposes of calculating overtime.  Mileage and related expenses are not included 
in this leave benefit. 

Bereavement  

The Foundation will provide up to five (5) days of paid bereavement leave to regular and fixed-term 
staff members working a minimum of 20 hours/week in the event of a death of an immediate family 
member, so that you can attend to related obligations and commitments.2  

Paid bereavement leave in excess of this basic benefit may be authorized at the discretion of the 
Executive Director. The Foundation may require verification of death.  Please provide your 
supervisor reasonable notice of your need to take time off under this Policy.     

Paid Family Leave 

Employees may be eligible for Paid Family Leave (PFL) wage replacement benefits, which are 
funded through payroll deductions and coordinated through the Employment Development 
Department. PFL provides limited compensation for up to six weeks after an unpaid, seven-day 
waiting period when an employee needs to take leave from work to care for a parent, parent-in-
law, child, spouse, registered domestic partner, grandparent, grandchild, or sibling who is 
seriously ill, or for a working parent who wants time to bond with his or her newborn, foster 
child or newly adopted child. The PFL program does not provide employees with a right to a 
leave of absence; it is limited to a state-mandated wage replacement benefit. 
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Chapter  6 
Leaves of Absence   

 
For payroll and benefits accrual purposes, if you take time off from work for any of the reasons 
discussed in this Chapter, you are considered “inactive” for the duration of the time off.  Benefits 
that normally accrue based on hours worked do not accrue during any unpaid time while on a 
leave of absence, unless required by law..  If eligible, Foundation and staff member contributions 
to your 403(b) retirement plan do continue, if you choose to utilize Sick Time and/or vacation 
pay benefits during your leave. 

Pregnancy Disability Leave (PDL) 

If you are pregnant, have a related medical condition, or are recovering from childbirth, please 
review this Policy. Any employee planning to take pregnancy disability leave should advise the 
CFO as early as possible. The individual should make an appointment with the CFO to discuss 
the following conditions: 

• Duration of pregnancy disability leave will be determined by the advice of the employee's 
physician, but employees disabled by pregnancy may take up to four months of leave per 
pregnancy (the working days you normally would work in one-third of a year or 17 1/3 
weeks). Part-time employees are entitled to leave on a pro rata basis. The four months of 
leave includes any period of time for actual disability caused by the employee's pregnancy, 
childbirth, or related medical condition. This includes leave for severe morning sickness and 
for prenatal care, doctor-ordered bed rest, as well as other reasons. Your healthcare provider 
determines how much time you need for your disability. 

• The Foundation will also reasonably accommodate medical needs related to pregnancy, 
childbirth, or related conditions or temporarily transfer you to a less strenuous or hazardous 
position (where one is available) or duties if medically needed because of your pregnancy. 
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• Employees who need to take pregnancy disability must inform the Foundation when a leave 
is expected to begin and how long it will likely last. If the need for a leave, reasonable 
accommodation, or transfer is foreseeable (such as the expected birth of a child or a planned 
medical treatment for yourself), employees must provide at least 30 days advance notice 
before the Pregnancy Disability Leave or transfer is to begin. Employees must consult with 
their supervisor regarding the scheduling of any planned medical treatment or supervision 
in order to minimize disruption to the operations of the Foundation. Any such scheduling is 
subject to the approval of the employee's health care provider; 

• For emergencies or events that are unforeseeable, we need you to notify the Foundation, at 
least verbally, as soon as practical after you learn of the need for the leave. 

• Failure to comply with these notice requirements may result in delay of leave, reasonable 
accommodation, or transfer; 

• Pregnancy leave usually begins when ordered by the employee's physician. The employee 
must provide the Foundation with a written certification from a health care provider for 
need of PDL, reasonable accommodation or transfer. The certification must be returned no 
later than 15 calendar days after it is requested by the Foundation. Failure to do so may, in 
some circumstances, delay PDL leave, reasonable accommodation or transfer. 

• Leave returns will be allowed only when the employee's physician sends a release; 

• An employee will be required to use accrued sick time (if otherwise eligible to take the time) 
during a pregnancy disability leave. An employee will be allowed to use accrued vacation (if 
otherwise eligible to take the time) during a pregnancy disability leave; and 

• Leave does not need to be taken in one continuous period of time and may be taken 
intermittently, as needed. Leave may be taken in increments of one hour. 

If intermittent leave or leave on a reduced work schedule is medically advisable the employee 
may, in some instances, be required to transfer temporarily to an available alternative position 
that meets the employee's needs. The alternative position need not consist of equivalent duties, 
but must have the equivalent rate of pay and benefits. The employee must be qualified for the 
position. The position must better accommodate the employee's leave requirements than her 
regular job. Transfer to an alternative position can include altering an existing job to better 
accommodate the employee's need for intermittent leave or a reduced work schedule. 
 
Upon submission of a medical certification that an employee is able to return to work from a 
pregnancy disability leave, an employee will be reinstated to her same position held at the time 
the leave began or, in certain instances, to a comparable position, if available. There are limited 
exceptions to this Policy. An employee returning from a pregnancy disability leave has no 
greater right to reinstatement than if the employee had been continuously employed. 
 
Employees on pregnancy disability leave will be allowed to continue to participate in group 
health insurance coverage for up to a maximum of four months of disability leave (if such 
insurance was provided before the leave was taken) at the level and under the conditions that 
coverage would have been provided if the employee had continued in employment 
continuously for the duration of the leave. In some instances, an employer can recover from an 
employee premiums paid to maintain health coverage if the employee fails to return following 
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pregnancy disability leave. PDL may impact other benefits or a seniority date. Please contact the 
CFO for more information. 
 
The Humboldt Area Foundation is an equal opportunity employer. We enthusiastically accept our 
responsibility to ensure the fulfillment of this policy with respect to hiring, placement, promotion, 
transfer, demotion, layoff termination, recruitment advertising, pay and other forms of 
compensation, training and general treatment during employment. The Foundation is committed to 
providing a work environment free of harassment, discrimination, retaliation, and disrespectful or 
other unprofessional conduct based on sex (including pregnancy, childbirth, breastfeeding or related 
medical conditions), race, religion (including religious dress and grooming practices), color, gender 
(including gender identity and gender expression), national origin (including language use 
restrictions and possession of a driver's license issued under Vehicle Code section 12801.9), 
ancestry, physical or mental disability, medical condition, genetic information, marital status, 
registered domestic partner status, age, sexual orientation, military and veteran status or any other 
basis protected by federal, state or local law or ordinance or regulation. It also prohibits 
discrimination, harassment, disrespectful or unprofessional conduct based on the perception that 
anyone has any of those characteristics, or is associated with a person who has or is perceived as 
having any of those characteristics. 
 
In addition, the Foundation prohibits retaliation against individuals who raise complaints of 
discrimination or harassment or who participate in workplace investigations. 
 
All such conduct violates Foundation policy. 

 

Discretionary Personal Leave 

Occasionally, staff members face compelling personal needs that may require them to take unpaid time 
off from work.  Personal leave of absence may be considered when you need time off that is not covered 
by other leaves of absence provided by the Foundation.  Personal leaves may not be taken to extend 
the length of any other leave of absence granted by the Foundation.  Any personal leave granted will 
run concurrently with other leaves you are entitled to under the law. 

To be eligible for a personal leave you must have completed at least one year of continuous 
employment.  You must present a written request for a personal leave of absence to your supervisor 
at least four (4) weeks before the leave is to begin.  The Foundation will consider the request based on 
the compelling nature of the reason given, the length of time requested, our business requirements, 
your length of service, and your performance record. 

If granted, personal leave cannot exceed 30 days without the express written consent of the Executive 
Director. During a personal leave, you must pay all benefit insurance premiums in advance of the leave 
to continue participating in the Foundation insurance plans.  Failure to pay the premium may result in 
cessation of coverage when the leave begins, and may subject you to a 30-day waiting period for 
resuming coverage after returning from leave. 

You may not accept other work during a personal leave without prior written approval of the Executive 
Director.  If you do not return to work on the expiration of your personal leave, this may be deemed a 
voluntary resignation of your employment with the Foundation.  



HUMBOLDT AREA FOUNDATION 
STAFF MEMBER HANDBOOK  
Rev 5/12/2016 
© 2016 Humboldt Area Foundation – All rights reserved 

 

32 
 

If the personal leave is for fewer than 30 days, the Foundation will attempt to return you to your former 
position or to place you in a comparable job.  If the leave exceeds 30 days or your former position has 
been filled or eliminated, or no comparable job exists, you may, in the Foundation’s discretion, be 
placed in an existing job for which you are qualified, or separated from employment. 

Medical Leave 

A medical leave of absence may be granted for non-work-related medical disabilities (other 
than pregnancy, childbirth, and related medical conditions) with a doctor's written certificate of 
disability. Requests for medical leave will also be considered on a case-by-case basis, consistent 
with the Foundation's obligations under federal and state disability laws. 

Employees should request any leave in writing as far in advance as possible. If you are granted a 
medical leave, the Foundation will pay you Sick Time for the period of time equivalent to your 
accrued, unused Sick Time. You also may use any accrued, unused vacation time. 

A medical leave begins on the first day your medical provider certifies that you are unable to 
work, and ends when your medical provider certifies that you are able to return to work. To 
request a medical leave an employee must provide a certification from the health care provider 
stating: 

• Date of commencement of the medical condition; 
• Probable duration of the condition; and 
• Inability of the employee to work at all or to perform any one or more of the essential 

functions of his/her position because of the health condition. 

To return to work at the conclusion of a medical leave, the Foundation requires a medical 
release to return to work form or certification from the employee's health care provider that 
the employee is able to resume work. 

Failure to provide a release to return to work certificate from the employee's health care 
provider will result in denial of reinstatement for the employee until the certificate is obtained. 

If returning from a non-work-related medical leave, you will be offered the same position you 
held at the time your leave began, if available. If your former position is not available, a 
comparable position will be offered. If neither the same nor a comparable position is available, 
your return to work will depend on job openings existing at the time of your scheduled return. 
The Foundation makes no guarantees of reinstatement, and your return will depend on your 
qualifications for existing openings. 

An employee taking medical leave will be allowed to continue participating in any health and 
welfare benefit plans in which he/she was enrolled before the first day of the leave for a 
maximum of 12 workweeks at the level and under the conditions of coverage as if the employee 
had continued in employment for the duration of such leave. The Foundation will continue to 
make the same premium contribution as if the employee had continued working. The continued 
participation in health benefits begins on the date leave first begins. In some instances, the 
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Foundation may recover from an employee premiums paid to maintain health coverage if the 
employee fails to return to work following family/medical leave. 

California workers' compensation laws govern work-related injuries and illnesses. California 
pregnancy disability laws govern leaves taken because of pregnancy, childbirth, and related 
medical conditions. An employee that needs reasonable accommodations should contact the 
CFO and discuss the need for an accommodation. 

Workers’ Compensation Leave 

Employees who have an accepted claim for workers’ compensation benefits shall be provided an unpaid 
leave of absence until such time as they are medically released to return to work or deemed 
permanent and stationary.  Employees on workers’ compensation leave can utilize accrued, unused   
Sick Time or vacation time in coordination with any workers’ compensation benefits. 

While an employee is on workers compensation leave, the Foundation will continue the employee's 
health benefits during the leave period at the same level and under the same conditions as if the 
employee had continued to work for 12 weeks. 

Under current Foundation Policy, the employee may pay a portion of the health care premium. While 
on paid leave, the Foundation will continue to make payroll deductions to collect the employee's 
share of the premium. While on unpaid leave, the employee must continue to make this payment, 
either in person or by mail. The payment must be received in the Accounting Department by the 15th 
day of each month. If the payment is more than 30 days late, the employee's health care coverage 
may be dropped for the duration of the leave. The employer will provide 15 days' notification prior to 
the employee's loss of coverage.  

Employees who lose employer paid health coverage during such leave shall receive a COBRA notice 
describing the process for continuing such coverage. 

Workers' compensation benefits usually do not cover absences for medical treatment. When you 
report a work-related illness or injury, you will be sent for medical treatment, if treatment is 
necessary. You will be paid your regular wages for the time you spend seeking initial medical 
treatment.  Any further medical treatment will be under the direction of the health care provider. For 
any absences from work for follow-up treatment, physical therapy or other prescribed appointments 
the employee must use accrued, unused Sick Time and/or vacation or the time will be unpaid.  

Upon submission of a medical certification that an employee is able to return to work after a 
workers' compensation leave, the employee under most circumstances will be reinstated to his 
or her same position held at the time the leave began, or to an equivalent position, if available. 
An employee returning from a workers' compensation leave has no greater right to 
reinstatement than if the employee had been continuously employed rather than on leave. For 
example, if the employee on workers' compensation leave would have been laid off had he or 
she not gone on leave, or if the employee's position has been eliminated or filled in order to 
avoid undermining the Foundation's ability to operate safely and efficiently during the leave, 
and no equivalent or comparable positions are available, then the employee would not be 
entitled to reinstatement. 

An employee's return depends on his or her qualifications for any existing openings. If, after 
returning from a workers' compensation disability leave, an employee is unable to perform the 
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essential functions of his or her job because of a physical or mental disability, the Foundation's 
obligations to the employee may include reasonable accommodation, as governed by the 
Americans with Disabilities Act. 

School-Related Suspension Leave 

If you are a parent or guardian of a child suspended from public school, you may take time off to attend 
a portion of the school day in your child’s classroom at the request of the school.   You may use accrued, 
unused vacation off for any time off under this Policy, or the time off will be unpaid.  When possible, 
please provide your supervisor reasonable notice of your need to take time off under this Policy.   

School and Child Care Activities Leave 
Employees are encouraged to participate in the school or child care activities of their child(ren). 
The absence is subject to all of the following conditions: 

• Time off under this Policy can only be used by parents, guardians, grandparents, 
stepparents, foster parents or a person who stands in loco parentis to one or more 
children of the age to attend kindergarten through grade 12 or a licensed child care 
provider; 

• The amount of time off for school or child care activities described below cannot exceed 
a total of 40 hours each year; 

• Covered employees can use the time off to find, enroll or reenroll a child in a school or 
with a licensed child care provider or to participate in activities of the child's school or 
licensed child care provider. The time off for these purposes cannot exceed eight hours 
in any calendar month. Employees planning to take time off for these purposes must 
provide reasonable advance notice to their supervisor; 

• Covered employees can also use time off to address a "child care provider or school 
emergency" if the employee gives notice to the Foundation. A child care provider or 
school emergency means that the employee's child cannot remain in a school or with a 
child care provider due to one of the following: 

o The school or child care provider has requested that the child be picked up, or 
has an attendance policy (excluding planned holidays) that prohibits the child 
from attending or requires the child to be picked up from the school or child 
care provider; 

o Behavioral or discipline problems; 
o Closure or unexpected unavailability of the school or child care provider, 

excluding planned holidays; or 
o A natural disaster, including, but not limited to, fire, earthquake or flood. 

• Employees must provide their supervisor with documentation from the school or 
licensed child care provider verifying that they were engaged in these child related 
activities on the day and time of the absence;  

• If more than one parent is employed by the Foundation, the first employee to request 
such leave will receive the time off. Another parent will receive the time off only if the 
leave is approved by his or her supervisor; 

• Employees must use accrued, unused vacation leave in order to receive compensation 
for this time off; and 

• Employees who do not have accrued vacation available will take the time off without 
pay. 
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Time Off for Election Officials 

If you serve as an election official on Election Day, you will be granted time off for this purpose.  The 
time off will be unpaid unless otherwise required by law.  Unless prohibited by law, you must use 
accrued, unused vacation for any time off under this Policy; otherwise the time off will be unpaid. 

Military Leave 

Humboldt Area Foundation will grant military leave in compliance with all applicable state and 
federal regulations. Please consult the CFO or Executive Director if you require military leave.  
You are expected to notify your manager as soon as you are aware of the dates you will be on 
duty so that arrangements can be made during this absence.  Please contact the CFO for more 
specific information regarding military leave.   

Military Spouse Leave 

Employees who work more than 20 hours per week and have a spouse in the Armed Forces, 
National Guard or Reserves who have been deployed during a period of military conflict are 
eligible for up to 10 unpaid days off when their spouse is on leave from (not returning from) 
military deployment. 

Employees must request this leave in writing to the CFO within two business days of receiving 
official notice that their spouse will be on leave. Employees requesting this leave are required to 
attach to the leave request written documentation certifying the spouse will be on leave from 
deployment. 

Victims of Crime Leave 

An employee who is a victim or who is the family member of a victim of certain serious crimes 
may take time off from work to attend judicial proceedings related to the crime or to attend 
proceedings involving rights of the victim. 

A family member of a crime victim may be eligible to take this leave if he/she is the crime 
victim’s spouse, parent, child or sibling. Other family members may also be covered depending 
on the purpose of the leave. 

The absence from work must be in order to attend judicial proceedings or proceedings 
involving rights of the victim. Only certain crimes are covered. You must provide reasonable 
advance notice of your need for leave, and documentation related to the proceeding may be 
required. If advance notice is not possible, you must provide appropriate documentation within 
a reasonable time after the absence. 
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Any absence from work to attend judicial proceedings or proceedings involving victim rights 
will be unpaid, unless you choose to use accrued, unused vacation. 

For more information regarding this leave (including whether you are covered, when and what 
type of documentation is required, and which type of paid time off can be used), please contact 
the CFO. 

Domestic Violence, Sexual Assault or Stalking Leave and Accommodation 

Employees who are victims of domestic violence, sexual assault and stalking are eligible for 
unpaid leave. Although the leave is generally unpaid, employees can use their accrued, unused 
Sick Time for the purposes described below. 

You may request leave if you are involved in a judicial action, such as obtaining restraining 
orders, or appearing in court to obtain relief to ensure your health, safety or welfare, or that of 
your child. Please provide reasonable advance notice of the need for leave unless advance 
notice is not feasible by contacting the CFO. 

Employees who are victims of domestic violence, sexual assault or stalking and need a 
reasonable accommodation for their safety at work should contact the CFO and discuss the need 
for an accommodation. If you are requesting such a reasonable accommodation, you will need 
to submit a written statement signed by you, or by an individual acting on your behalf, 
certifying that the accommodation is for the purpose of your safety at work. 

For reasonable accommodation requests, the Foundation will also require certification 
demonstrating that you are the victim of domestic violence, sexual assault or stalking. The 
Foundation may request recertification every six months from the date of the previous 
certification. You should notify the Foundation if an approved accommodation is no longer 
needed.  

The Foundation will engage in an interactive process with the employee to identify possible 
accommodations, if any, that are effective and will make reasonable accommodations unless an 
undue hardship will result. 

The Foundation will, to the extent allowed by law, maintain the confidentiality of an employee 
requesting leave or accommodation under these provisions. 

Civil Air Patrol Leave 

No employee with more than 90 days of service shall be disciplined for taking time off to 
perform emergency duty as a volunteer in the California Civil Air Patrol. If you are a Civil Air 
Patrol volunteer, please alert your supervisor that you may have to take time off for emergency 
duty. When taking time off for emergency duty, please alert your supervisor before doing so, 
giving as much advance notice as possible. 
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Up to 10 days of leave for duty may be taken each year. However, leave for a single emergency 
mission cannot exceed three days, unless the emergency is extended by the entity in charge of 
the operation and the extension of leave is approved by the Foundation. 

Organ and Bone Marrow Donor Leave 

Employees who are donors for organ or bone marrow may take paid time off as follows: 

• Employees may take up to 30 business days of leave in any one-year period for the purpose 
of donating an organ to another person. The one-year period is calculated from the date the 
employee begins his/her leave. 

• Employees may take up to 5 business days of leave in any one-year period for the purpose 
of donating bone marrow to another person. The one-year period is calculated from the 
date the employee's leave begins. 

• During the leave for organ/bone marrow donors, the Foundation will continue to provide 
and pay for any group health plan benefits the employee was enrolled in prior to the leave 
of absence. 

• Employees who wish to take a leave of absence to donate bone marrow or an organ will be 
required to provide written verification of the need for leave, including confirmation that 
the employee is an organ or bone marrow donor and that there is a medical necessity for 
the donation of the organ or bone marrow. 

The Foundation requires that employees taking leave for organ donation use two weeks of 
accrued, unused Sick Time and/or vacation. 

The Foundation requires that employees taking leave for bone marrow donation use five days 
of accrued, unused Sick Time, and/or vacation. 

Once a donor has exhausted the use of the Sick Time, and/or vacation time requirement, the 
employee will be paid for the remaining leave of absence, if additional leave is needed, up to the 
maximum allowed by law. 

Volunteer Civil Service Personnel 

No employee shall be disciplined for taking time off to perform emergency duty as a volunteer 
firefighter, peace officer, or emergency rescue personnel. Please alert your supervisor that you 
may have to take time off for emergency duty. When taking time off for emergency duty, please 
alert your supervisor before doing so when possible. 

 

 

 

 



HUMBOLDT AREA FOUNDATION 
STAFF MEMBER HANDBOOK  
Rev 5/12/2016 
© 2016 Humboldt Area Foundation – All rights reserved 

 

38 
 

 

Chapter  7 
Safety and Health  

 
Safety Policy 

Your safety, and that of those who work with you, is one of our greatest concerns.  With an alert 
safety attitude, you can help eliminate painful and costly accidents.  You can help by: 

• Keeping work areas clean and clear 
• Reporting hazards or unsafe conditions to your supervisor 
• Smoking ONLY in designated areas 
• Reporting all injuries, however minor, to your supervisor immediately 
• Walking and not running in all buildings 
• Keeping aisles clear 
• Never performing a job that you feel is unsafe.  Report such situations to your 

supervisor immediately. 

Your supervisor will inform you of any additional safety rules that apply to your particular 
job or work location. 

Accidents While Working 

You must immediately report any accident that occurs on Foundation premises to a supervisor.  For 
your own safety and the safety of others, please do not attempt to give medical aid to an injured 
person unless you have been trained to do so.  Seek the assistance of a supervisor and call 911 if 
warranted.  In addition, please remember that only the supervisor can answer questions about the 
Foundation’s liability to non-staff members.  Please direct those asking questions to a supervisor. 
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If you are injured on the job, please report it immediately to your supervisor, no matter how minor the 
injury may be.  The Foundation carries workers’ compensation insurance and will assist you in 
obtaining all benefits to which you are legally entitled.  

HAF or its insurer will not be liable for payment of workers’ compensation benefits for any 
injury that arises out of a staff member’s voluntary participation in any off-duty recreational, 
social, or athletic activity that is not part of the staff member’s work-related duties. 

Drug and Alcohol Abuse  

The Foundation is concerned about the use of alcohol, illegal drugs, or controlled substances as 
it affects the workplace.  Use of these substances, whether on or off the job can detract from a 
staff member’s work performance, efficiency, safety, and health, and therefore seriously impair 
the staff member’s value to the Foundation.  In addition, the use or possession of these substances 
on the job constitutes a potential danger to the welfare and safety of other staff members and 
exposes the Foundation to the risks of property loss or damage, or injury to other persons. 

Accordingly, the illegal use, sale, distribution, or possession of narcotics, drugs, or controlled 
substances while on the job or on Foundation property is strictly prohibited.  Violation of these 
rules and standards of conduct will not be tolerated.  The Foundation also may bring the matter 
to the attention of appropriate law enforcement authorities.  

To enforce this Policy, the Foundation reserves the right to conduct searches of Foundation 
property or staff members and/or their personal property when it reasonably suspects a staff 
member has violated this Policy, and to implement other measures necessary to deter and detect 
abuse of this Policy.  

The use of controlled substances that are prescribed to you by a licensed health care provider or 
available over the counter is not prohibited by this Policy.  However, if you are taking medication 
that may require an accommodation, please notify your supervisor or the CFO to discuss what 
accommodation may be appropriate. 

The use of alcohol while on the job or on Foundation property is strictly prohibited.  On occasion, staff 
members may entertain clients during work hours or after work hours as representatives of the 
Foundation.  On these occasions, only the moderate and limited use of alcoholic beverages is 
acceptable.  In addition, occasionally, alcohol is served at social events sponsored by the Foundation.  
Alcohol may be served at these events only with the approval of the Executive Director.  Only the 
moderate and limited use of alcohol is acceptable and staff members are expected to remain 
responsible, professional, and sober at all times.  

The Foundation will encourage and reasonably accommodate staff members with alcohol or drug 
dependencies to seek treatment and/or rehabilitation.  Staff members desiring such assistance 
should request a treatment or rehabilitation leave.  The Foundation is not obligated, however, to 
continue to employ any person whose performance of essential job duties is impaired because of 
drug or alcohol use, nor is the Foundation obligated to re-employ any person who has 
participated in treatment and/or rehabilitation if that person’s job performance remains 
impaired as a result of dependency.  Additionally, staff members who are given the opportunity 
to seek treatment and/or rehabilitation, but fail to successfully overcome their dependency or 
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problem, will not automatically be given a second opportunity to seek treatment and/or 
rehabilitation.   

Smoking 

Smoking is not permitted in any Foundation facility.  If you smoke, please demonstrate consideration 
for your fellow staff members when you choose an outside smoking location.   

Workplace Violence Prevention  

Humboldt Area Foundation’s policy is ‘zero tolerance’ for actual or threatened violence against co-
workers, visitors, or any other persons who are either on our premises or have contact with employees 
in the course of their duties.  Any such acts or threats, even those made in apparent jest, will not be 
tolerated. Security and safety in the workplace is every employee’s responsibility.   

All employees, clients and visitors to our agency should be treated with courtesy and respect at all 
times.  Employees must refrain from fighting, “horseplay,” or other conduct that may be dangerous to 
others.  Firearms, weapons, and other dangerous or hazardous devices or substances are prohibited 
from the premises. 

 
All suspicious individuals or activities should also be reported as soon as possible to a supervisor.  Do 
not place yourself in peril.  If you see or hear a commotion or disturbance near your workstation, do 
not try to intercede or see what is happening.  In situations where an employee becomes aware of an 
imminent act of violence, a threat of imminent violence, or actual violence, emergency assistance 
must be sought immediately.  In such a situation, the employee should immediately contact the 
Executive Director at extension 304 and, if appropriate, contact the law enforcement authorities by 
dialing 911.  When reporting a threat of violence, be as specific and detailed as possible. 

 
Every verbal or physical threat of violence must be treated seriously and reported immediately to the 
employee’s supervisor and the Executive Director. A threat includes, but is not limited to, any 
indication to harm a person or damage Foundation property. Threats may be direct or indirect, and 
may be communicated verbally or nonverbally. The Executive Director will be responsible for 
consulting with the appropriate resources and witnesses.  This may include, in appropriate cases, 
consultation with the supervisor of the employee who made the threat, the threatened employee 
and/or any witnesses.  Where a violation of the Policy is found, the Executive Director will take 
appropriate corrective action.  

The Foundation encourages employees to bring their disputes or differences with other employees 
to the attention of their supervisors, the CFO or the Executive Director before the situation escalates 
into potential violence.  The Foundation is eager to assist in the resolution of employee disputes, and 
will not discipline employees for raising such concerns prior to the perpetration of any violent acts or 
threats. 
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Policy of Non-Retaliation (Whistleblower Policy) 

The Foundation is committed to providing a workplace conducive to open discussion of its business 
practices. It is Foundation policy to comply with all applicable laws that protect staff members 
against unlawful discrimination or retaliation by their employer as a result of their lawfully reporting 
information regarding, or their participating in, investigations involving fraud or other violations by 
the Foundation. Specifically, Foundation policy prevents any staff member from being subject to 
corrective or retaliatory action by the Foundation or any of its staff members as a result of the staff 
member's: 
 

1.  Disclosing information to a government or law enforcement agency, where the staff 
member has reasonable cause to believe that the information discloses a violation or possible 
violation of federal or state law or regulations; or 
 
2.  Providing information, causing information to be provided, filing, causing to be filed, 
testifying, participating in a proceeding filed or about to be filed, or otherwise assisting in an 
investigation or proceeding regarding any conduct that the staff member reasonably believes 
involves a violation of 

• Criminal law relating to securities fraud, mail fraud, bank fraud, or wire, radio and 
television fraud, or 

• Any rule or regulation of a regulatory commission or agency, where, with respect 
to such investigations, such information or assistance is provided to or the 
investigation is being conducted by a regulatory agency, a member of Congress, or 
a person at the Foundation with supervisory or similar authority over the staff 
member. 

 
Staff members who file reports or provide evidence which they know to be false or without a 
reasonable belief in the truth and accuracy of such information will not be protected by the above 
Policy statement and may be subject to corrective action, up to and including termination of 
employment. 
 
Reporting Procedure: 
 
Staff members may bring their concerns to a member of the Management Team or the Audit 
Committee of the Board of Directors via U.S. Mail, telephone or whatever manner is convenient to the 
staff member. All concerns will be reviewed, appropriate corrective action taken, if necessary, and 
findings will be communicated back to the staff member.  
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Security 

The security of facilities as well as the welfare of our staff members depends upon the alertness 
and sensitivity of every individual to potential security risks.  Be aware of persons loitering for 
no apparent reason in parking areas, walkways, entrances and exits and service areas.  Report 
any suspicious persons or activities to a supervisor.  Secure your desk or office at the end of the 
day.  When away from your work area for an extended length of time, do not leave valuable 
and/or personal articles in or around your workstation that may be accessible.  
You should also maintain your keys in your possession at all times. Do not lend your keys or alarm 
code to anyone who is not authorized to possess them.  You should immediately notify your 
supervisor if your keys are missing or your code has been compromised. 

Ergonomics 

The Foundation believes that reduction of ergonomic risk is instrumental in maintaining an 
environment of personal safety and well-being, and is essential to our business. To reduce 
exposure to ergonomic hazards, the Foundation will make necessary reasonable adjustments 
through modifications to equipment and processes and provide staff member training.  

Safety Issues 

To assist in providing a safe and healthful work environment for employees, clients, and 
visitors, the Foundation has established a workplace safety program. This program is a top 
priority for the Foundation. The Executive Director has responsibility for implementing, 
administering, monitoring, and evaluating the safety program. Its success depends on the 
alertness and personal commitment of all.  

 
The Foundation provides information to employees about workplace safety and health issues 
through regular internal communication channels such as supervisor-employee meetings, 
bulletin board postings, e-mail, memos, or other written communications.  
Some of the best safety improvement ideas come from employees. Those with ideas, concerns, 
or suggestions for improved safety in the workplace are encouraged to raise them with their 
supervisor, or with another supervisor or manager, or bring them to the attention of the 
Executive Director. Reports and concerns about workplace safety issues may be made 
anonymously. All reports can be made without fear of reprisal.  

 
Every employee is responsible for promoting safety in the workplace.  Please report any unsafe 
or hazardous conditions directly to your supervisor immediately.  Every effort will be made to 
remedy problems as quickly as possible.   
 
Please help all employees, clients and visitors to observe the following common-sense rules: 
(1) Learn the Foundation's posted fire rules, the location of fire alarm boxes, and your own 

duties in case of fire. 
 

(2) Promptly report all unsafe or potentially hazardous conditions, such as the following, to 
your supervisor: 

a. Wet or slippery floors. 
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b. Equipment left in halls or in walkways. 
c. Exposed wiring. 
d. Careless handling of equipment. 
e. Defective equipment. 

 
(3) Report or eliminate fire hazards wherever you find them. 

 
(4) Immediately report all accidents to your supervisor. 
 
(5) Always be on the alert for safety hazards. 
 
(6) Do not operate electrical equipment with wet hands.   
 
If an employee is injured on the job, he/she will be entitled to benefits under the state workers’ 
compensation law in most cases.  The Foundation carries workers’ compensation insurance and 
will assist all employees in obtaining all benefits to which they are legally entitled. Further 
information regarding workers’ compensation claims can be addressed to the CFO.  

 

Injury and Illness Prevention Program 

In compliance with California law, Humboldt Area Foundation maintains an Injury and Illness 
Prevention Program that is managed by the Executive Director.  A copy of the Foundation's 
Injury and Illness Prevention Program is available and all employees are required to read it and 
adhere to all safety policies. 
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Chapter  8 
Work/Life Balance and 
Environment 

 
 
Children in the Workplace 

The Foundation strives to create a welcoming and safe environment in which children and families are 
valued.  To accommodate staff member child care needs, the Foundation provides flex-time, make-up 
time, vacation and sick time to support family time together.   

The Foundation recognizes that when an infant is able to stay with a parent, this can benefit the family, 
the employer, and society.  The Foundation encourages new mothers or fathers to return to work 
sooner by allowing the new parents to bring their infants, up to 10 months old, to work with them.  
Through frank and open communication between the parent, supervisor, and co-workers, the infant is 
welcome contingent upon personal temperament, undue interruption, and the Foundation's ability to 
provide a safe space for the infant.  Infants are welcome to be in the offices of the Foundation with their 
parents on an “as needed” basis, up to and including on a daily basis. 
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The Foundation likewise understands that there are limited circumstances in which a parent or legal 
guardian may wish to bring a child(ren) (over 10 months old), onto the Foundation’s premises because 
of an unexpected interruption in regular child care.  Should this occur, you may, with the approval of 
your supervisor, bring the child(ren) to the office for a limited period of time, up to a maximum of 14 
consecutive business days.  Under no circumstances should this Policy be construed to allow children 
on the premises on a daily or frequent basis. 

You are responsible for all aspects of your infant or child’s behavior and safety while on Foundation 
premises.  Your infant or child must be under your direct supervision at all times.  You may be required 
to reimburse the Foundation for any damage sustained to Foundation property by your infant or child.   
Your infant or child is permitted in your work station or office space, and in any break room when 
accompanied by you.  Your infant or child is not permitted in the offices or workstations of other 
Foundation staff members without the staff member’s permission.  If your child is under the age of 
eight (8), you must accompany your child when moving about the Foundation offices (e.g., going to the 
restroom, etc.).  
Children are not permitted to use Foundation property or supplies.  Children are not permitted or 
allowed to operate or use Foundation equipment. 
Please do not bring sick infants or children to the workplace.  If your infant or child has an infectious 
disease or obvious signs of illness such as fever, chills, excessive coughing, runny nose, or vomiting, he 
or she is not permitted in the workplace.  However, the Foundation provides various forms of leave to 
assist in such circumstances. 
If you would like to request permission to bring an infant or child into the workplace pursuant to this 
Policy, please speak with your supervisor.  The decision whether to grant or deny an individual request 
will be made in the Foundation’s sole discretion, based on factors such as the age and personality of 
the infant or child; the length of time involved; the frequency of attendance; the environment, safety, 
and health issues; and the inconvenience caused to other staff members. 
The Foundation reserves the right to revoke permission to bring your infant or child to the 
workplace at any time.  Likewise, this Policy may be amended or discontinued at any time, in the 
Foundation’s sole discretion. 
 

Lactation Policy 

The Foundation accommodates lactating employees by providing a reasonable amount of break 
time to any employee who desires to express breast milk for an infant child. The break time 
shall, if possible, run concurrently with any break time already provided to the employee. Any 
break time provided to express breast milk that does not run concurrently with break time 
already provided to the employee shall be unpaid. However, if providing such break time would 
seriously disrupt the operations of our business, we may deny break time to employees who 
wish to express breast milk. 

We will make reasonable efforts to provide employees who need a lactation accommodation 
with the use of a room or other private location that is located close to the employee's work 
area. Employees with private offices will be required to use their offices to express breast milk. 

Employees who desire lactation accommodations should contact their supervisor or the CFO. 
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Discrimination on the basis of sex includes discrimination based on breastfeeding and related 
medical conditions, and is unlawful. 

Dogs in the Workplace 

The Foundation will allow employees to bring dogs into the workplace if certain guidelines are 
followed in accordance with this policy. Dogs must be cared for in a responsible manner that ensures 
the safety of those at the workplace, as well as the safety of the pet.  The staff person must have a place 
in their work area for the dog to remain during the day, where it does not interfere with visitors, does 
not interfere with other workers, and remains quiet.  An open area such as reception or an area where 
several workers are in close proximity is not an acceptable area for an animal.  The dog owner may be 
asked by the Foundation to discontinue bringing their pet to work if the relevant policies are not 
upheld.  Please use this benefit responsibly by adhering to the following terms: 

1. Check with your supervisor and others in the work area before bringing a dog to ensure that 
there are no concerns, such as allergies. In the event of legitimate health problems, the dog 
may not be brought to that area unless it is required for disability accommodation. 

2. Complete the application for bringing a dog to work, and sign the waiver of liability. 

3. Any display of aggressive behavior will require immediate removal from the premises.  This 
includes growling, barking, or aggressive behavior toward anyone. 

4. Dogs can be brought in 5 days per month. Any deviation from this time period due to special 
pet care needed or other extenuating circumstances must be approved by the Executive 
Director. 

5. Any employee asked to take their dog home must do so immediately. Employees will be 
responsible for making up any resulting lost productivity. 

6. Water, comforts, and food must be provided for the dog. 

7. All dogs must be treated humanely. A high standard of animal compassion is expected of all 
pet owner employees. 

8. Dogs must be well socialized, housebroken, and in a clean, groomed, healthy condition with no 
fleas. They must be licensed according to the law, with current identification tags. 

9. Dogs must not interrupt the work of others by barking or otherwise causing a disturbance. 

10. Have the dog regularly checked by a veterinarian, with current vaccinations and 
documentation.  

11. Keep the dog on a leash at all times, except when the pet is in the private office of the employee 
and the door to the office is closed. 

12. Dogs are not allowed in the kitchen areas or anywhere where food is being presented or 
prepared. Please move the pet in and out of buildings using the most expedient route, 
minimizing time in areas where pets are not allowed. 
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13. Owner must clean any indoor and outdoor messes immediately. An occasional thorough 
cleaning of his/her office to remove hair and smells associated with the pet, including at the 
time the dog  owner transfers the office to another employee needs to be done. 

14. Dog owner is responsible for any undue wear or damage to property that may be caused by 
the pet. 

Use of Facilities and Property 

Please treat Foundation property as you would your own.  Specifically, keep your work area and 
common areas clean and well maintained, and limit your use of Foundation equipment and supplies 
to primarily work-related purposes.  You are required to receive written supervisory approval before 
removing any Foundation property from the premises.   

Foundation property and facilities are not available for your private use. 

Use of Phones 

The telephone is one of our most important service tools. Please be certain that you exhibit care and 
courtesy toward our clients and the public.  Except in cases of emergency, please keep personal phone 
calls brief and infrequent.  Should circumstances require that you place a long-distance call, we ask that 
you use a personal calling card or call collect. 

Voicemail: 
Voicemail is provided primarily for business purposes.  Please respond to work-related messages as 
soon as possible and no later than one business day, absent permission otherwise.  

Cell Phone/PDA Phones: 
The Foundation may provide you with a cellular phone, personal digital assistant, or other electronic 
communication device for work-related purposes.  These devices are provided primarily for business 
use, such as speaking with clients or your supervisor when you are away from the office.   

Personal Cell Phone or Similar Device Used While Driving: 
Using cell phone or other devices while driving has been proven to be dangerous, and may even 
approach the equivalent danger of driving while drunk.  The Foundation does not condone the 
use of cell phone or any other similar devise while driving.  That includes receiving or placing 
calls, text messaging, surfing the Internet, receiving or responding to email, checking for phone 
messages or any other use of the devices.  Employees are requested to stop the vehicle in a safe 
location to safely use the cell phone or similar device. 
 

Use of Technology Resources  

Humboldt Area Foundation maintains and utilizes as part of its operations, a computer system, 
including internet access, e-mail, voice-mail, text messaging systems for land and cellular telephone 
systems and similar technologies provided by the Foundation currently or in the future (collectively, 
“Electronic Media”). These business systems are provided to assist employees in the conduct of the 
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Foundation’s business. All Electronic Media is and remains at all times the property of the 
Foundation. Further, all Electronic Media messages composed, created, sent, and received and all 
data stored on Electronic Media are and remain the property of The Foundation. 

 
Employees should attempt to limit use of Electronic Media to the conduct of the Foundation’s 
business. Incidental use of Electronic Media for the conduct of personal matters is permissible as long 
as it does not interfere with work or violate any Foundation policy provided, however, that 
employees acknowledge that there is no privacy in any data created, accessed or stored on Electronic 
Media. The Foundation reserves the right to prohibit the use of Electronic Media for the conduct of 
personal matters when deemed appropriate.  

 
Except for the right of the Foundation to access Electronic Media, all data stored on and all messages 
sent by Electronic Media are considered to be confidential, and as such are to be accessed only by the 
employee storing the data, the addressed recipient or at the direction of the addressed recipient. Any 
exception to this Policy must be approved by the Executive Director. 

 
The Foundation reserves the right to retrieve and read any data stored on Electronic Media, as well 
as internet usage data, at any time, with or without advance notice to the employee. Although 
Electronic Media may accommodate the use of passwords for security, the reliability of passwords 
for maintaining confidentiality cannot be guaranteed. All passwords must be made known to the 
Foundation, and passwords not known to the Foundation may not be used. This is due to the need to 
access employees’ Electronic Media in the event that an employee is absent or when otherwise 
deemed appropriate by the Foundation. Employees must therefore assume that any and all 
Electronic Media may be read by someone other than the employee storing the data or the intended 
or designated recipient, and understand that the ultimate privacy of Electronic Media cannot be 
guaranteed to anyone. 

Electronic Media messages may not contain material that may reasonably be considered offensive or 
harassing to any employee. Offensive messages or material include, but are not limited to, sexual 
comments or images, racial slurs, gender-specific comments or any comments that might be in 
violation of the Foundation's No Harassment Policy. 

 

Social Media Guidelines 

While communication through social media networks is primarily a personal matter, this is not the 
same as it being private. In a lot of cases, written conversations inside these networks can be found 
through search engines such as Google. Even in cases where only your contacts can see what you 
write, there is a possibility that one of them will forward what you say and make it visible to a wider 
audience. As a result, personal conversation within social media networks should be considered 
public rather than private. 

 
Web applications that facilitate information sharing and collaboration include web-based 
communities, social-networking sites, video-sharing sites, wikis, blogs and countless others. 
Together, these technologies are known as “social media.” As the popularity and integration of social 
media continues to increase in popularity, a number of new issues and questions are raised about 
proper use. These Guidelines were created to assist Humboldt Area Foundation employees to 
effectively and responsibly navigate issues unique to social media. 
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These Guidelines apply to all Foundation employees who participate in social media or other Internet 
activity. The Guidelines apply without regard to whether the conduct occurs during working or non-
working time. Similarly, the Guidelines apply regardless of whether Foundation equipment is used.  
If, at any time, you are uncertain about how to apply these guidelines or have any question about 
your participation in social media, you should seek the guidance of the CFO. 
 
Social media is in a state of constant change and the Foundation recognizes that there will likely be 
events or issues that are not addressed in these Guidelines. Therefore, the responsibility falls to each 
individual to use good judgment and, when in doubt, to ask for clarification or authorization before 
engaging in any questionable conducts online. 
 
The following Guidelines should be considered when posting or reviewing materials on-line.  

 
1. The Foundation does not intend to interfere with any employee’s private life, but publicly 

observable communications, actions or words are not private. All Foundation staff must use good 
judgment and discretion. If you want your use of technology to be private, do not allow it to be 
seen in the electronic public forum. If you or your words are public, make sure they are not 
contradicting with your role at the Foundation and they are reflective of the mission and values 
of our association. 

2. Information becomes public the moment it is published on the Internet. Foundation employees 
should be mindful of the public nature of the Internet when engaging in conduct online.  

3. Unless given written consent, you may not represent in any way that you are speaking on behalf 
of Humboldt Area Foundation. The Foundation has designated staff members to carry out all 
media statements to ensure consistent messaging.  Such authorized employees who are using 
Foundation social media tools shall identify themselves honestly, accurately and completely and 
comply with all Foundation policies in using this media. Such authorization is limited to 
Foundation business purposes, and all policies relating to monitoring usage of Foundation 
property. 

4. All postings on social media relating to the Foundation must comply with all Foundation policies 
against inappropriate usage, including the Foundation's Conflict of Interest, Confidential 
Information and our policies of no tolerance for discrimination, harassment or retaliation in the 
workplace. Do not upload, post, or share photographs of Foundation staff or clients taken at any 
Foundation sponsored event or pictures taken inside a Foundation office or work-related 
documents or e-mail exchanges. Similarly, preserve the confidentiality of client information, 
including the identity of current, former, and prospective clients.  If you are unsure about the 
confidential nature of information you are considering posting, consult with your manager or 
supervisor. 

5. Employees may not use Foundation equipment for non-work-related activities without 
permission.  Additionally, our Policy applies to social media use at work, including our policy that 
personal use of our computers, including personal social media activities, should not interfere 
with your duties at work.  We monitor our facilities and equipment to ensure compliance with 
this restriction. 
 



HUMBOLDT AREA FOUNDATION 
STAFF MEMBER HANDBOOK  
Rev 5/12/2016 
© 2016 Humboldt Area Foundation – All rights reserved 

 

50 
 

6. The Foundation discourages staff in management/supervisory roles from initiating “friend” 
requests with employees they manage.  Managers/supervisors may accept friend requests if 
initiated by the employee, and if the manager/supervisor does not believe it will negatively 
impact the work relationship. 

 
7. Employees should not use social media sites to monitor existing employees or screen or evaluate 

potential candidates for employment. Social media sites may reveal protected characteristics 
regarding potential candidates that may not be used in making employment decisions. 
Employees should not engage in any deceptive practices to obtain private information or use any 
obtained information in a discriminating manner. 

This Policy is not intended to interfere with employees’ right to participate in concerted activity 
such as communicating with their coworkers regarding their wages, hours or terms and 
conditions of employment, or to their right to self-organize or join labor organizations or any other 
rights protected under the National Labor Relations Act. 

 

Software and Licensing 

You may only use Foundation approved software and applications—including screensavers and 
wallpaper—on Foundation computer equipment.  All software used in Foundation computer 
equipment must be approved by the CFO, must be owned by the Foundation or properly licensed to 
the Foundation by the owner of the software and may only be installed upon permission of the CFO or 
Executive Director. 

Travel Policy  

The Foundation will pay for reasonable, actual, and necessary expenses relating to travel or work on 
its behalf.  All such travel or work must be authorized by your supervisor.  Non-exempt staff members 
will be paid for time spent travelling in accordance with state and federal law. The Foundation, in its 
sole discretion, may elect to pay non-exempt staff members a different hourly rate of pay for the time 
spent travelling. If the Foundation elects to use this option, the staff member will be informed of the 
rate of pay to be used prior to the required travel time. In no case will such travel hourly rate of pay be 
less than the current Minimum Wage. Any questions regarding travel pay should be directed to the 
CFO. 

The Foundation will not pay for any expense relating to travel by relatives. 

Automobile Travel 
Please schedule local transportation with consideration of the lowest available cost.  You are 
encouraged to use Foundation vehicles, which can be scheduled on the Intranet Outlook calendar.  The 
Foundation will reimburse for all expenses relating to use of a Foundation vehicle.  Staff members 
using personal cars in performing job duties less than 175 miles round trip will be compensated at the 
Foundation determined mileage rate in place at the time the expense was incurred.  This mileage rate 
is calculated to cover the average cost of gas, standard maintenance and repairs, insurance premiums, 
and depreciation.   
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Trips over 175 miles round trip can be made either with a Foundation vehicle, a rental vehicle, or with 
your personal vehicle, whichever is most convenient.  All vehicle rentals must be made under the name 
of HAF to assure coverage under corporate insurance.  Absent express permission from your 
supervisor to the contrary, you are only authorized to rent economy or standard model rental vehicles. 
If you choose to use your personal car, you will be reimbursed at the Foundation's current corporate 
car rental rate plus actual gas costs.   

In the event of vehicle damage incurred through no fault of your own, i.e. through accident or 
vandalism, while performing Foundation business in your personal vehicle, the Foundation will assist 
with deductible costs for repairs not reimbursed by the insurance up to a $500 maximum.  Appropriate 
documentation for reimbursement includes an Expense Reimbursement Form with supervisor 
approval, proof of insurance reimbursements, and related out of pocket repair invoice/receipt(s).   

Transportation for Out of Town Travel 
If your professional responsibilities require out of town travel, the Foundation expects you to employ 
the most economical means of transportation available based on the actual cost and the amount of 
work time such travel will take.  Please ask your supervisor if you have any questions about what mode 
of transportation to use in any particular instance.   

When booking airline flights, please purchase tickets as far in advance as possible to take advantage of 
discount fares offered by the airlines.  The Foundation will pay for air travel at the carrier’s standard 
or coach fare. 

Frequent Flyer mileage and bonus awards you earn remain your property. 

Lodging  
Absent express written approval, when travelling overnight on Foundation business, you are expected 
to stay in a standard single room.  The Foundation will not pay for suites for individuals or superior 
accommodations at preferred hotels unless it is necessary to conduct business.  The Foundation will 
pay for brief calls home as necessary to meet family concerns.  The Foundation will not pay for 
excessive telephone calls, room service, valet service (unless required for parking a vehicle in the hotel 
parking facility), movie rental, or other like charges when such charges are not necessary to conduct 
business. 

When booking hotel accommodations in conjunction with a conference, try to stay at the hotel where 
the conference or meeting is being held to take advantage of conference rates offered by the hotel.  If 
the hotel is not offering discount rates, seek a hotel that falls in the moderate rate range for the city in 
which the meeting is being held, taking into account the distance from the meeting site. 

Meals 
The Foundation will pay for reasonable meal costs when travelling or conducting work-related 
business.  To be reimbursed, you must follow the expense reimbursement policy detailed on the 
Foundation’s Intranet.  The Foundation does not authorize you to incur expenses for entertainment 
except with pre-approval for entertainment associated with a conference or professional meeting.   

Health Care and Injuries While Traveling 
If you are injured while traveling on Foundation business, seek medical attention from the most 
convenient source.  The Foundation’s Workers’ Compensation Insurance will cover injuries suffered 
while traveling for business purposes. 
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Driving Responsibilities 

The Foundation is committed to ensuring staff members who have driving responsibilities do not place 
the Foundation, other staff members, or members of the general public at risk.  If you have driving 
responsibilities, you must maintain a safe driving record as a condition of employment and continued 
employment.   

A copy of a current driver’s license, a signed authorization to request DMV record and proof of vehicle 
insurance must be on file at the Foundation’s Finance Department prior to renting a vehicle, driving a 
Foundation vehicle, or driving a personal vehicle on Foundation business.  

If you have driving responsibilities, you must provide proof of insurance and a Certificate of Liability 
providing that your insurance carrier will notify the Foundation if there is any modification to your 
insurance coverage, including, but not limited to, cancellation of coverage.  In addition you must outfit, 
maintain, and drive your vehicle in compliance with the law.   

If you have driving responsibilities, you must inform the Foundation within 24 hours if your driver’s 
license has been suspended or revoked or if your liability insurance has been canceled or modified in 
any manner.   

Expense Reimbursement  

The Foundation will reimburse you for reasonable and customary personal expenses incurred in the 
performance of your job.  Reimbursement requires authorization by your supervisor, approval of 
actual expenses, inclusion of receipts and completion of a signed Expense Reimbursement Form.  
Please check in with the finance department for the current Expense Reimbursement Form.  Per Diem 
advances may also be available to employees for out of town travel. Please see the finance department 
if any concerns. 

Credit Card and Vendor Charge Account Usage 

Foundation credit cards and vendor charge accounts are established for business use only.  Charges to 
the Foundation are only authorized for expenses that directly support a project goal that has been 
approved by the Board of Directors or the Executive Director.  Personal charges on Foundation credit 
are strictly prohibited. 

Receipts must document each authorized use of charges to the Foundation.  IRS requires that each 
receipt contain the following information: date, amount, vendor name, participant names, and why the 
business expense was incurred. Please also indicate the fund and account number where the expense 
will be charged.  Please turn in all receipts to the Finance Department within five (5) business days 
after receipt of monthly statements, to avoid finance and service charges. 
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Solicitation and Distribution of Literature 

Directly approaching fellow staff members in the workplace regarding activities, organizations, 
or causes, regardless of how worthwhile, important, or benevolent, can create unnecessary 
apprehension and pressures for fellow staff members.  The Foundation has established rules, 
applicable to all staff members, to govern solicitation and distribution of written material during 
working time and entry onto the premises and work areas.   

1. Staff members should  not directly solicit or promote support for any cause or 
organization during his or her working time or during the working time of the staff 
member or members at whom the activity is directed; 

2. Staff members should not distribute or circulate any written or printed material in work 
areas at any time, during his or her working time, or during the working time of the staff 
member or members at whom the activity is directed; and 

3. Under no circumstances will non-staff members be permitted to solicit or to distribute 
written material for any purpose on Foundation property. 

As used in this policy, “working time” includes all time for which a staff member is paid and/or is 
scheduled to be performing services for the Foundation.  It does not include break periods, meal 
periods, or periods in which a staff member is not, and is not scheduled to be, performing services or 
work for the Foundation.   

Confidential Information 

During the course of normal daily operations, staff members may have access to proprietary or 
confidential information.  None of this information should be discussed, revealed, or provided to 
any person, staff member, or non-staff member, unless specifically authorized or required in the 
course of business.   

Confidential information includes, but is not limited to, non-public Foundation financial data, 
suppliers, property locations, business plans and partners,   Foundation strategies, donor records 
and backgrounds, and grantee records. 

If you leave employment with the Foundation for any reason, we ask that you continue to treat as 
private and privileged any such confidential information.  You should not use, divulge, or 
communicate to any person or entity any such confidential information without the express written 
approval of the CFO.  The Foundation will pursue legal remedies for unauthorized use or disclosure 
of confidential information. 
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Chapter  9 
Benefit Plans   
The Foundation offers a number of benefits to eligible staff members.  This Handbook briefly 
describes some of those benefits.  Most benefits will be described for you in a benefits orientation 
meeting you have attended or will attend.   

The official details contained in the specific benefit plan documents will govern in the event of any 
conflict or inconsistency with the details listed in this Handbook or with any other written or oral 
statements or representations. The Foundation reserves the right to modify, amend or 
terminate benefits and to modify or amend benefit eligibility requirements at any time and for 
any reason, subject to any legal restrictions. 

If you have any questions about your benefits, please consult the CFO. 

Medical Insurance 

This benefit is available to all regular and fixed-term full-time and part-time staff members scheduled 
to work 20 hours or more per week.  Staff members are eligible for this benefit on the first of the month 
following 30 days of employment. 

Further details regarding the various medical plans available can be found in the Summary of Benefits 
document. 
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Dental Insurance 

This benefit is available to all regular and fixed-term full-time and part-time staff members 
scheduled to work 20 hours or more per week.  Staff members are eligible for this benefit on the 
first of the month following 30 days of employment.   

Further details regarding the various dental plans available can be found in the Summary of Benefits 
document. 

Health and Fitness Allowance 

This benefit is available to all regular and fixed-term full-time and part-time staff members scheduled 
to work an average of 20 hours or more per week.  The allowance must be used within the fiscal year.  
Any unused portion will not be carried forward to the next year.  Further details regarding this 
allowance can be found in the Summary of Benefits document. 

This allowance is a taxable benefit and will be paid on a reimbursement basis.  Receipts must be 
submitted to the Finance Department attached to the Expense Reimbursement Voucher using the 
“Other Expense” category.  The allowance may be used for health and fitness related expenses such 
as exercise equipment, health club dues, golf, tennis, soccer, baseball, volleyball, or basketball fees 
and dues, sports equipment and shoes, a nutritionist or a medical consultation regarding diet 
and/or weight loss.  The above list is not intended to be all-inclusive, but as an example of uses for 
the allowance.  The allowance is intended for anything that improves the health and fitness of the 
staff member.  

Flexible Spending Plans 

The Foundation offers a plan that allows you to make group insurance plan contributions and pay for 
dependent care coverage for IRS qualified dependents on a pre-tax basis.  IRS regulations state that 
this deduction cannot be taken pre-tax for domestic partner coverage. 

Health Care Premiums:  For health care coverage, when a contribution is made on a pre-tax basis, 
gross pay is reduced by an amount equal to the premium currently deducted.  Staff members will 
automatically be enrolled in this plan unless they elect not to do so. 

403(b) Retirement Fund Contributions 

Foundation Contribution 
This benefit is available to all regular and fixed-term full-time and part-time staff members working 
20 hours per week or more, on the first day of the month following the completion of six (6) months of 
employment.  To be eligible, you must also complete 1,000 hours of service in a continuous, specified 
12-month period to be credited with one year of service each year.  Upon eligibility, the Foundation 
will deposit a percent of your total wages each pay period to a Foundation authorized 403(b) 
investment instrument, to be invested at your discretion from the Foundation’s list of choices.  Further 
details regarding this benefit can be found in the Summary of Benefits document. 
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Staff Member Contribution 
This elective deferral benefit is available immediately upon the date of hire to all regular and fixed-
term full-time and part-time staff members working 20 hours per week or more.  In addition to the 
Foundation’s contribution, you may elect to have a portion of your salary deducted for your retirement 
plan.  This is a pre-tax deduction and may reduce your federal and state tax liability.  

403b Individual Custodial Plan 
 
The Foundation assumes no responsibility for individual plan investments and does not guarantee the 
outcome of any investment made.  Authorized companies will be reviewed periodically and may be 
changed at the discretion of the Foundation.  The Investment Committee of the Foundation assumes 
the responsibility of reviewing the performance of each of the managers in the plan. 

 
Employer contributions cease if a Staff Member goes on an unpaid personal or medically related leave.  
Should the Staff Member choose to utilize vacation or Sick Time pay while on unpaid leave, the 
Foundation’s contributions will continue.  It is the Staff Member’s option to continue voluntary 
contributions while on unpaid leave either through payroll deduction or through a personal check. 
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Chapter  10 
Leaving Humboldt  
Area Foundation 

 
When You Leave Us 

You are free to terminate your employment at any time, with or without cause and with or without 
notice.  Likewise, the Foundation is free to terminate your employment at any time for any or no 
reason, with or without cause and with or without notice. 

We anticipate that your association with us will be pleasant.  However, should you find it necessary 
to leave us, we ask that you provide your supervisor with as much advance notice of your departure 
as you can.  Your thoughtfulness will be appreciated.  The Foundation may decide to forego or 
accelerate your resignation date. 

All Foundation property must be returned to the Foundation on the last day of employment 
including, but not limited to, keys, credit cards, security cards, computer disks, tools, work product 
and manuals. 

Reductions in Force 

While the Foundation hopes to continue growing and providing employment opportunities, business 
conditions, and other factors are unpredictable.  Changes or downturns in any of these or other areas 
could create a need to restructure or reduce the number of people employed.  In light of these 
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uncertainties, please be advised that it may become necessary to conduct layoffs at some point in the 
future.  In the event that the Foundation determines to lay off any staff member, or a number of staff 
members, the Executive Director retains full discretion to select which staff member(s) will be laid 
off.   

 

Severance Pay  

Regular staff members separated from employment at the convenience of the Foundation because of 
a reorganization or reduction in force are entitled to payment equivalent to one day of current salary 
for each month of continuous Foundation service after the completion of six month’s continuous 
service.  Maximum payment shall be two month’s salary.  Regular staff members who terminate 
employment with the Foundation for any reason other than a reorganization or reduction in force 
are not entitled to severance pay.   

 

Benefits Continuation (COBRA) 

The federal Consolidated Omnibus Budget Reconciliation Act ("COBRA") and similar state law give 
employees and their qualified beneficiaries the opportunity to continue health and dental insurance 
coverage under our health plan when a "qualifying event" would normally result in the loss of 
eligibility.  Some common qualifying events are resignation, termination of employment, or death of 
an employee; a reduction in an employee's hours or a leave of absence; an employee's divorce or 
legal separation; and a dependent child no longer meeting eligibility requirements.  Under COBRA, 
the employee or beneficiary pays the full cost of coverage at Humboldt Area Foundation’s group 
rates, plus an administrative fee.  The Foundation provides each eligible employee with a written 
notice describing rights granted under COBRA when the employee becomes eligible for COBRA 
coverage.  The notice contains important information about the employee's rights and obligations. 

Exit Interviews 

All staff members who voluntarily terminate their employment will be given the opportunity to 
participate in an exit interview with the CFO, Controller or a manager of their choice.  This exit 
interview is meant to provide you with the opportunity to reflect on your experience at the Foundation, 
and to offer comments, advice, or suggestions pertaining to our work policies and practices.  You will 
also receive and review relevant termination documents. 

References 

When giving third-party references on current or former staff members, it is the Foundation’s policy 
is to verify dates of employment and title(s) only.  If you would like the Foundation to provide more 
information to a third-party reference, you must submit prior written authorization on a form 
provided by the Foundation. 

Staff members are not authorized to provide reference information on former or current staff 
members.  Please direct any reference requests to the CFO. 
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Staff Member 
Acknowledgment 

 
Please read the following information and return a signed copy  

of this acknowledgment form to the CFO. 

I understand, acknowledge and agree: 

• I have received a copy of the Humboldt Area Foundation Staff Member Handbook 
(the Handbook) dated ______________________.  

• I am responsible for reading and complying with the contents of the Handbook.   

• My employment with the Foundation is for an unspecified term and may be 
terminated at the will of either the Foundation or myself, with or without reason or 
cause, and with or without notice.   

• No words or actions of the Foundation will be deemed to create an express or 
implied contract of employment or require the Foundation to have good cause for 
terminating my employment.  No Foundation representative is empowered or 
authorized to modify this at-will relationship other than the Executive Director, and 
then only in an express written agreement signed by me and the Executive Director   

• Any rules, policies, or benefits described in the Handbook may be modified or 
varied from by the Foundation at any time - except as required by law and except 
for the rights of the Foundation and me to terminate employment at will, which may 
be modified only by an express written agreement signed by me and the Executive 
Director.   

 

__________________                   _______________________________________________________ 
Date     Staff Member Signature 
 
 

__________________________________________ 
                      Staff Member Name [printed] 
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