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Personnel Policies & Procedures 

Approved by Board of Directors Date 4-20-2016 

 

Purpose 

 

The purpose of this manual is to establish a clear outline of the personnel policies and procedures of 

Southwest Michigan Community Action Agency, hereinafter referred to as “SMCAA”. It is also intended 

to insure that qualified personnel, pursuing high standards of conduct, under procedures insuring fairness 

and impartiality, provide quality public service.  The rules shall be applied in accordance with this general 

purpose. It is also the purpose of these rules to establish a policy and framework for a system of efficient 

and effective personnel administration based upon principles of fair employment. 

The personnel policies and procedures of SMCAA described herein are designed to ensure decency, dignity 

and fairness in working conditions for all employees.  SMCAA also recognizes that the spirit in which 

personnel policies and procedures are administered is as important as the specific provisions they contain. 

 

RESPONSIBILITY FOR PERSONNEL ADMINISTRATION 

 

1. THE BOARD OF DIRECTORS, as the legal employer of the Corporation, has ultimate responsibility 

in providing for the employment of staff through the adoption of personnel policies.  These personnel 

policies shall be the authority and guide for SMCAA in all personnel matters, and may be amended only 

by a majority vote of the Board of Directors in accordance with agency by-laws. 

 

2. THE EXECUTIVE DIRECTOR is the employee of the Board and is accountable to the Board of 

Directors.  He/she has the responsibility for employing, assigning, supervising and terminating all other 

employees and for administering these personnel policies. In performing these duties, the Executive 

Director may consult, as appropriate, with the Personnel Committee, and shall report action on staff 

appointments and terminations as appropriate to the Board of Directors. 

 

3. THE PERSONNEL COMMITTEE OF THE BOARD OF DIRECTORS shall be involved with 

personnel matters in accordance with the agency's personnel policies and procedures, and the agency 

by-laws. All personnel policies must also be approved by the full Board of Directors prior to 

implementation.  The operating responsibility for implementing personnel policies rests with the 

Executive Director or his/her designee. 
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Introduction 

 

We welcome you as a new employee of SMCAA. The part you will play as an employee is an important 

one, as we can only be as strong as the individual members of our team. We know that during your first 

days of employment you will have questions regarding the agency and our policies. This manual will 

hopefully answer many of those questions, and explain some of the working conditions and benefits of 

SMCAA. 

 

This manual is designed to be fair, impartial and flexible so that we continue to employ qualified personnel 

and maintain high standards of employee conduct. This manual provides information, but does not create 

any guarantee of continued employment, and is not a contract of employment.  SMCAA may, without prior 

notice, add, modify, amend or terminate any of these policies, practices and benefits herein described. 

 

We encourage you to read this manual carefully and to keep it in a safe place where you can refer to it easily 

whenever you have questions about SMCAA's policies and procedures.  All new employees shall receive 

an orientation period appropriate to specific job duties from their immediate supervisor. If you have 

questions regarding this manual, please feel free to contact your supervisor. 
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Southwest Michigan CAA
Serving Berrien, Cass and Van Buren Counties 

Policy Name Archive, Record Retention and 
Destruction 

Type Administration 

Approved by Administration Date 9-7-18 

Purpose & Background 

The Purpose of this policy is to ensure that necessary records and documents of Southwest Michigan 
Community Action Agency (SMCAA) are adequately protected and maintained an to ensure that records 
that are no longer needed by SMCAA or are of no value are discarded at the proper time.  This policy is 
also for the purpose of aiding employees of SMCAA in understanding their obligations in retaining 
electronic documents, client files, fiscal files, employee personnel records and board minutes.  

Policy 

This policy represents the SMCAA policy regarding the retention and disposal of records and the 
retention and disposal of electronic documents.  SMCAA will maintain accurate and complete records as 
required by the various grants administered by the agency.  To adhere to the Code of Federal Regulations, 
which states that records must be kept of the various programs, operated by the agency. 

Procedure 
Record Retention 

Retention Period of all records/files is seven years from date of archival.  Retention period for all 
Personnel records is 10 years after separation. Fiscal records should be maintained indefinitely.  All 
records are to be maintained at the administrative office in the locked archive room. 

Once monitoring has been completed on the files by the Grant Manager, files will be put into banker 
boxes.  The boxes are to be clearly marked on the front side with a shipping label sticker that states name 
of program, programs fiscal year and the destroy date.  The destroy date is to be clearly marked in red and 
should be at the bottom of label. 

 Example: MPSC Cass 2013 
A-M 
Destroy 2020 

Record Destruction 

Disposal is an important part of records management. Properly done, it ensures that the organization 
retains records for as long as they are needed and then, when they are no longer needed, destroys them in 
an appropriate manner. Destruction of confidential records must be secure and complete. Records must 
therefore be destroyed by shredding. 

All files and records that have matured and are ready to be destroyed must be shredded and bagged. 
Shredded bags must be dumped into locked recycle container. 
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Policy Name Background Check Type Personnel 

Approved by Board Date 4-20-16 

Purpose 

The Southwest Michigan Community Action Agency (SMCAA) believes that hiring or obtaining qualified 

individuals to serve as employees, volunteers, independent contractors, and/or subcontractors (hereafter 

known collectively as Individuals), contributes to the overall strategic success of SMCAA and promotes a 

safe work environment. 

Many SMCAA funding sources mandate that any individual, who works directly with customers, has access 

to customer information, and/or works directly with children must pass specific background checks. 

Background checks assist the agency in obtaining additional information that help determine the 

individual’s suitability for a position thus helping to ensure the protection of staff, customers and property 

of the agency. 

Policy 

Background checks shall be conducted on candidates recommended for hire, either prior to the extension 

of an offer of employment, or as part of an offer of employment that is made contingent upon a successful 

background check.  Individuals may not commence employment until they have successfully completed a 

background check except under special circumstances and approved by the Executive Director or designee. 

If an individual being considered for a position has a criminal conviction or pending charge, SMCAA will 

determine if there is substantial relationship between the offense and the new job responsibilities.  If a 

substantial relationship exists, SMCAA may decide that individual should not be employed in that position. 

If an offer has already been extended or, due to the presence of special circumstances as described in the 

preceding paragraph or otherwise, employment has commenced, the offer should be rescinded and the 

appointment terminated. 

Information collected in connection with the background check will be treated confidentially to the extent 

permitted by the Michigan Freedom of Information Act and other applicable laws. SMCAA will comply 

with other applicable laws to ensure individuals are not discriminated against because of arrest or conviction 

records. 

Procedure 

I. Procedure 

a. Individuals who are being considered for a position that will result in direct contact with

customers and/or access to customer information must complete a consent form (see

attached “Consent to Conduct Criminal History Review” form) and are required to pass, at

a minimum, a criminal background check and a National/State Sex Offender Registry

check.
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b. In the case of Individuals who will work directly with children, they must also, at a 

minimum, pass a Central Registry check. 

 

c. In the case of an Individual who has not resided or lived in Michigan for each of the 

previous ten years, that Individual must sign a waiver attesting to the fact that s/he has 

never been convicted of a felony or identified as a perpetrator or, if s/he has, the nature and 

recency of the crime must be documented. 

 

d. Individuals may be subject to other types of background checks, i.e. verification of 

employment, education, driving records, etc. 

 

e. During SMCAA’s interview process, Individuals will sign the appropriate authorization 

forms for the required background checks. 

 

f. SMCAA reserves the right to obtain background checks on any agency applicant, 

employee, volunteer, independent contractor or contractor. 

 

II. Criteria 

 

a. Based on the results of the background checks, consideration will be given to the 

relationship between the information obtained by the check (i.e., recency and type of crime) 

and the responsibilities of the position. 

 

b. If a background check indicates criminal conviction(s) or other areas of concern, but the 

administrative and management staff person believe that the conviction(s) or concern will 

not be detrimental to the agency or its customers, the key staff person must provide, in 

writing, the basis for their determination. Final determination rests with the Executive 

Director. 

 

III. Responsibility 

 

a. The Executive Director, or his/her designee, will ensure that appropriate background 

checks are completed for positions to be filled. 

 

b. All current Individuals are required to notify the Deputy Director and/or their immediate 

supervisor, immediately and in writing, of criminal convictions (felony or misdemeanor) 

and/or pending felony charges, or their placement on the Central Registry as a perpetrator. 
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Policy Name Classification and Compensation Plan 

Administration 
Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

Classification and Compensation Plans have been established for all SMCAA positions.  All job positions 

will be placed in the Classification Plan. Normal hiring in rate will be at the Hire step in the Compensation 

Plan.  However, in the event a candidate has exceptional abilities and experience, the Executive Director 

may authorize a hire rate at the 6 month or 1 year salary level. 

The Executive Director or his designee must approve recommendations for new hires, salaries and fringe 

benefits. 

 

Policy 

 

All SMCAA positions will have written job descriptions that will be used in recruitment of new employees 

and as part of the employee’s performance evaluation. Each job description will set forth the classification 

for that position. 

The Classification Plan shall be developed and maintained so that all positions, which have substantially 

the same duties and responsibilities, are included in the same classification. The Executive Director shall 

make such amendments as may be necessary to achieve equality and fairness in the plan whenever there is 

any change in the organization or when new positions are created, or when changes occur in the duties and 

responsibilities of individual positions that make revisions necessary.  The Executive Director will add any 

new or revised positions, such as when new proposals, grants, and/or contracts are approved, to the 

appropriate grade in the plan. 

Progress from one step to another in the Compensation Plan will be based on an annual performance 

appraisal of the employee’s performance on the job and his/her contribution to the total program. Step 

increases may be approved at the end of the employee introductory period of employment, again at their 

one-year anniversary date and annually thereafter until they reach the 3-year level. The Executive Director 

in consultation with the employee’s supervisor shall approve all step increases. 

All classifications, compensation, including cost-of-living increases, which shall be applied to all steps and 

grades in the Compensation Plan, shall be based on the availability of funds and approved by the Board of 

Directors as part of the adoption of the annual budget. It is the policy of SMCAA that salaries, fringe 

benefits and related information are strictly confidential between employee, his/her immediate supervisor 

and the Executive Director. 
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Classification 

 

INTRODUCTORY EMPLOYEES are employees who have been newly hired to SMCAA. They are not 

entitled to benefits or use the Grievance/Conflict Resolution procedures and SMCAA may dismiss the 

employee at its discretion. The Introductory period is 90 days but may be extended as needed by the 

supervisor and with the approval of the Executive Director. 

REGULAR EMPLOYEES are employees who have successfully completed the introductory period and 

have been given a completed evaluation form.  An employee's status shall be "regular" as long as the 

position to which he/she has been appointed remains as a position within SMCAA.  Regular employees 

may be full-time or part-time. Full-time employees shall be defined as those working at least thirty-five 

(35) hours per week. 

PART TIME EMPLOYEES are those working less than thirty-five (35) hours per week. They are subject 

to the introductory period, all agency rules and regulations and are entitled to use the Grievance/Conflict 

Resolution procedures once they have successfully completed the Introductory Period. Part Time 

Employees are not eligible for agency fringe benefits including Annual Leave Time accrual. Part Time 

Employees working between 20 and 35 hours per week employed by SMCAA as of March 28, 1999, may 

continue to receive benefits if they pay the pro rata share of such benefits. 

TEMPORARY EMPLOYEES are individuals who are employed for a period of one year or less, or those 

employees who are defined as temporary per the funding sources and/or grant awards. Training program 

participants are program enrollees and are employed for the length of their contracts. 

CONSULTANT SERVICES are persons utilized for special services on a contract basis, and normally 

work on an Independent Contractor basis.  All consultant agreements must be in writing, approved and 

signed by the Executive Director or his designee. 
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Policy Name Code of Conduct Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

The Employee Code of Conduct outlines standards of personal and professional conduct that all employees 

must strive to uphold and behave in an ethical and professional manner at all times. The Code provides a 

basis for all employees to maintain a working environment that is productive, positive, enjoyable, safe and 

free from harassment and discrimination. It will also assist managers to induct employees into SMCAA and 

address any circumstances that may arise which conflict with the stated standards and values. 

 

Policy 

 

All employees are expected to perform their duties in a courteous, professional manner, and avoid outside 

activities that might conflict with SMCAA’s mission and/or their job duties and responsibilities. 

Employees are expected to dress professionally and in attire appropriate to the tasks to be performed that 

day. 

 

Procedure 

 

Personal visits and handling personal business is not encouraged and should be minimal during working 

hours. 

The employee’s supervisor will have the discretion to approve or disapprove the type of attire worn. 
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Policy Name Confidentiality Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

The success of SMCAA depends to a large extent upon a high degree of confidentiality. It is essential that 

everyone affiliated with SMCAA, i.e., employees, board members, students and volunteers, have a 

commitment to confidentiality. This involves respecting the clients’ right to privacy and establishing an 

environment of trust so clients may receive effective services through open discussions and dialogue. 

 

Policy 

 

Employees are required to make every effort to maintain information regarding clients as confidential as 

possible, and to share and/or release client information only with appropriate signed release. 

 

Procedure 

 

Procedures, or prior approval, for handling confidential information shall be within the scope of authority 

of the Executive Director. 
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Policy Name Conflict of Interest and Disclosure of Interest Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

This conflict of interest policy is designed to help directors, officers and employees of Southwest Michigan 

Community Action Agency identify situations that present potential conflicts of interest and to provide 

Southwest Michigan Community Action Agency with a procedure which, if observed, will allow a 

transaction to be treated as valid and binding even though a director, officer or employee has or may have 

a conflict of interest with respect to the transaction. The policy is intended to comply with the procedure 

prescribed in Michigan business corporation act, governing conflicts of interest for directors of nonprofit 

corporations. 1n the event there is an inconsistency between the requirements and procedures prescribed 

herein and said act the act shall control. 

 

Policy 

 

PART I 

Other Terms Defined 

Definitions 

A. A "Conflict of Interest" is any circumstance described in Part 2 of this Policy. 

B. A "Responsible Person" is any person serving as an officer, employee or current or former member 

of the Board of Directors of Southwest Michigan Community Action Agency. 

C. A "Family Member" is a spouse, domestic partner, parent, child or spouse of a child, brother, sister, 

or spouse of a brother or sister, of a Responsible Person. 

D. A "Material Financial Interest" in an entity is a financial interest of any kind, which, in view of all 

the circumstances, is substantial enough that it would, or reasonably could, affect a Responsible 

Person's or Family Member's judgment with respect to transactions to which the entity is a party. 

This includes all forms of compensation. 

E. A "Contract or Transaction" is any agreement or relationship involving the sale or purchase of 

goods, services, or rights of any kind, the providing or receipt of a loan or grant, the establishment 

of any other type of pecuniary relationship, or review of a charitable organization by Southwest 

Michigan Community Action Agency. The making of a gift to Southwest Michigan Community 

Action Agency is not a Contract or Transaction. 

 

PART2 

Conflict of Interest Defined 

For purposes of this policy, the following circumstances shall be deemed to create Conflicts of Interest: 

A. Outside Interests. 

i. A Contract or Transaction between Southwest Michigan Community Action Agency and a 

Responsible Person or Family Member. 

ii. A Contract or Transaction between Southwest Michigan Community Action Agency and an 

entity in which a Responsible Person or Family Member has a Material Financial Interest or of 
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which such person is a director, officer, agent, partner, associate, trustee, personal 

representative, receiver, guardian, custodian, conservator or other legal representative. 

B. Outside Activities. 

i. A Responsible Person competing with Southwest Michigan Community Action Agency in 

the rendering of services or in any other Contract or Transaction with a third party. 

ii. A Responsible Person's having a Material Financial Interest in; or serving as a director, 

officer, employee, agent, partner, associate, trustee, personal representative, receiver, 

guardian, custodian, conservator or other legal representative of, or consultant to; an entity 

or individual that competes with Southwest Michigan Community Action Agency in the 

provision of services or in any other Contract or Transaction with a third party. 

C. Gifts, Gratuities and Entertainment. A Responsible Person accepting gifts, entertainment  or other 

favors from any individual or entity that: 

i. Does or is seeking to do business with, or is a competitor of Southwest Michigan 

Community Action Agency; 

ii. Has received, is receiving or is seeking to receive a loan or grant, or to secure other 

financial commitments from Southwest Michigan Community Action Agency;  or 

iii. Is a charitable organization operating in Michigan. 

 

PART3 

Procedures 

A. Prior to board or committee action on a Contract or Transaction involving a Conflict of Interest, a 

director or committee member having a Conflict of Interest and who is in attendance at the meeting 

shall disclose all facts material to the Conflict of Interest. Such disclosure shall be reflected in the 

minutes of the meeting. 

B. A director or committee member who plans not to attend a meeting at which he or she has reason 

to believe that the board or committee will act on a matter in which the person has a Conflict of 

Interest shall disclose to the chair of the meeting all facts material to the Conflict of Interest The 

chair shall report the disclosure at the meeting and the disclosure shall be reflected in the minutes 

of the meeting. 

C. A person who has a Conflict of Interest shall not participate in or be permitted to hear the board's 

or committee's discussion of the matter except to disclose material facts and to respond to questions. 

Such person shall not attempt to exert his or her personal influence with respect to the matter, either 

at or outside the meeting. 

D. A person who has a Conflict of Interest with respect to a Contract or Transaction that will be voted 

on at a meeting shall not be counted in determining the presence of a quorum for purposes of the 

vote. The person having a conflict of interest may not vote on the Contract or Transaction and shall 

not be present in the meeting room when the vote is taken, unless the vote is by secret ballot. Such 

person's ineligibility to vote shall be reflected in the minutes of the meeting. For purposes of this 

paragraph, a member of the Board of Directors of Southwest Michigan Community Action Agency 

has a Conflict of Interest when he or she stands for election as an officer or for re-election as a 

member of the Board of Directors. 

E. Responsible Persons who are not members of the Board of Directors of Southwest Michigan 

Community Action Agency, or who have a Conflict of Interest with respect to a Contract or 

Transaction that is not the subject of Board or committee action, shall disclose to the Chair or the 
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Chair's designee any Conflict of Interest that such Responsible Person has with respect to a Contract 

or Transaction. Such disclosure shall be made as soon as the Conflict of Interest is known to the 

Responsible Person. The Responsible Person shall refrain from any action that may affect 

Southwest Michigan Community Action Agency's participation in such Contract or Transaction. 

 

In the event it is not entirely clear that a Conflict of Interest exists, the individual with the potential conflict 

shall disclose the circumstances to the Chair or the Chair's designee, who shall determine whether there 

exist a Conflict of Interest that is subject to this policy. 

 

PART4 

Confidentiality 

Each Responsible Person shall exercise care not to disclose confidential information acquired in connection 

with such status or information the disclosure of which might be adverse to the interests of Southwest 

Michigan Community Action Agency. Furthermore, a Responsible Person shall not disclose or use 

information relating to the business of Southwest Michigan Community Action Agency for the personal 

profit or advantage of the Responsible Person or a Family Member. 

 

PART 5 

Review of policy 

A. Each new Responsible Person shall be required to review a copy of this policy and to acknowledge 

in writing that he or she has done so. 

B. Each Responsible Person shall annually complete a disclosure form identifying any relationships, 

positions or circumstances in which the Responsible Person is involved that he or she believes 

could contribute to a Conflict of Interest arising. Such relationships, positions or circumstances 

might include service as a director of or consultant to a nonprofit organization, or ownership of a 

business that might provide goods or services to Southwest Michigan Community Action Agency. 

Any such information regarding business interests of a Responsible Person or a Family Member 

shall be treated as confidential and shall generally be made available only to the Chair, the 

Executive Director, Audit Committee and any committee appointed to address Conflicts of Interest, 

except to the extent additional disclosure is necessary in connection with the implementation of 

this Policy. 

C. This policy shall be reviewed annually by each member of the Board of Directors. Any changes to 

the policy shall be communicated immediately to all Responsible Persons. 
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Conflict of Interest Information Form 

 

Please describe below any relationships, positions, or circumstances in which you are involved that you 

believe could contribute to a Conflict of Interest (as defined in Southwest Michigan Community Action 

Agency's Policy on Conflicts of Interest, above) arising: 

 

 

 

 

I hereby certify that the information set forth above is true and complete to the best of my knowledge. I 

have reviewed, and agree to abide by, the Policy of Conflict of Interest of Southwest Michigan Community 

Action Agency that is currently in effect. 

     Signature: ____________________________________   Date: _________________ 
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Policy Name Conflict Resolution Process Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose & Background 

 

To provide a quick, effective and consistently-applied method for a non-supervisory employee to present 

his/her concerns to management and have those concerns internally resolved. 

 

Policy 

 

Employees of SMCAA have the right to present grievances, free from interference, discrimination or 

reprisal from management. However, employees are encouraged to attempt to informally resolve conflicts 

in the workplace through informal direct communications prior to a formal grievance being filed. 

 

Procedure 

 

STEP #1: An employee shall present the Statement of Concerns (grievance) to his/her immediate 

supervisor within five (5) working days of the action.  The immediate supervisor shall have five (5) working 

days to respond in writing and/or meet with the employee in an effort to resolve the concern(s). 

 

STEP #2: If the employee is not satisfied with the disposition by the immediate supervisor, he/she can 

present it to the next level of supervision within five (5) working days. The next level of supervision shall 

act upon the grievance within five (5) working days.  The time level of five (5) working days shall be 

maintained through all management levels of supervision. 

 

STEP #3: If a satisfactory solution cannot be made, the matter shall be referred to the Executive Director, 

who shall respond in writing within five (5) working days. The Executive Director may, at his/her 

discretion, hold an informal meeting(s) in an effort to resolve the matter. 

In case of illness or other unavoidable absence of the employee or a level of supervision, the time may be 

extended for five (5) additional working days. The employee and all relevant parties must be notified of the 

extension. Failure of the supervisor(s) to observe the time limits for any step will entitle the employee to 

advance the grievance to the next step. Failure of the employee or his/her representative to observe the time 

limits shall constitute grounds for termination of the grievance process. 

 

STEP #4: If, after the Executive Director's written decision, the employee is still not satisfied, he/she may 

file an appeal with the Chairperson of SMCAA's Board of Directors within five (5) working days thereafter. 

The Chairperson will appoint a Personnel Committee of the Board of Directors. The Personnel Committee 

reserves the right to 1) read the materials and NOT take any action, which would allow the employee to 

proceed to appropriate outside venues and/or resources; 2) review the grievance and all supporting written 
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documentation and concur with the Executive Director's decision; 3) authorize and conduct a hearing 

whereby all parties will be afforded an opportunity to present evidence. The Personnel Committee shall 

determine the nature of the proceedings to be held, and will set the date, time and place, along with other 

necessary procedures and time frames. Upon hearing the case, the Personnel Committee will make a 

recommendation for disposition to the parties involved. This recommendation will be reviewed first by 

SMCAA's corporate counsel, Executive Director and Board Chairperson. If one or both parties do not agree 

with the recommendation(s), the Personnel Committee will advance the grievance to the full Board of 

Directors for final disposition. 

 

STEP #5: The Board of Directors, with the assistance of corporate counsel, shall have the right to do 

whatever it deems just and proper in light of all of the evidence and facts presented by the Personnel 

Committee.  The decision of the Board of Directors shall be final. 
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Policy Name Fringe Benefits – Continuation of Coverage 

Option 
Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

Health insurance programs help workers and their families take care of their essential medical needs. These 

programs can be one of the most important benefits provided by an employer. There was a time when 

employer-provided group health coverage was at risk if an employee was fired, changed jobs, or got 

divorced. That substantially changed in 1986 with the passage of the health benefit provisions in the 

Consolidated Omnibus Budget Reconciliation Act (COBRA). Now, many employees and their families 

who would lose group health coverage because of serious life events are able to continue their coverage 

under the employer’s group health plan, at least for limited periods of time. 

 

Policy 

 

SMCAA will provide information about the "continuation of coverage option", known as COBRA, to 

persons leaving SMCAA in compliance with COBRA laws. 

 

Procedure 

 

Employees eligible for COBRA will receive a letter and packet of information from the agency’s plan 

administrator within 30 days after leaving the employ of SMCAA. 
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Policy Name Drug Free Workplace Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

In an effort to combat the national drug crisis, the federal government enacted the Drug-Free Workplace 

Act of 1988. This law requires all federally funded agencies, like SMCAA, to certify that they will provide 

a drug-free workplace. SMCAA has a long-standing policy and program against drugs and substance abuse, 

and hereby takes this opportunity to reaffirm the agency's policy. 

 

Policy 

 

SMCAA is committed to maintaining a safe working environment free of illegal drugs, alcohol, and drug 

abuse.  Accordingly, the use, possession, sale or providing of illegal controlled substances by an employee 

while on duty or on SMCAA premise is expressly prohibited. Employees shall not report to work or return 

to work under the influence of alcohol or drugs. Similarly, employees may not use or possess any alcohol 

or liquor (including beer and wine) on SMCAA property without the prior approval of the Executive 

Director. The use of controlled substances as part of a prescribed medical treatment program by a licensed 

physician is not prohibited, but employees should advise their supervisor of use of any prescription drug 

which may, in any way, affect their ability to safely perform their duties. Legal drugs include prescribed 

and over-the-counter drugs, which have been legally obtained and used for the purpose for which they were 

intended. 

SMCAA reserves the right to take all action which it deems appropriate, in its sole discretion, to implement 

this policy.  It is the responsibility of supervisors and managers to enforce this policy and to do so in a 

consistent and fair manner.  As a condition of continued employment, all employees are expected and 

required to cooperate in the enforcement of this policy for their own safety and the safety of others. The 

agency reserves the right to require alcohol and/or drug testing of any employee during working hours with 

reasonable suspicion of use and/or intoxication. 

 

Procedure 

 

WORKPLACE DRUG CONVICTION 

An employee convicted under any criminal drug statute must notify the Executive Director not more than 

five days following such conviction. 

 The Executive Director will notify the grantor of federal funding within ten days after receiving notice of 

the above-mentioned conviction. Within 30 days of receiving notice of conviction, SMCAA will:  1) take 

appropriate personnel action against such employee, up to and including termination, and/or 2) require the 

employee to participate satisfactorily in a drug abuse assistance or rehabilitation program. 
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DISCIPLINARY ACTIONS 

Violation of this policy that do NOT result in convictions may result in disciplinary actions, Violation of 

these personnel policies may involve criminal matters. Even in the case that a criminal investigation does 

not lead to a conviction the violation may still result in disciplinary actions which may include immediate 

termination of employment at the sole discretion of the Executive Director. Employment may be terminated 

even for a first time violation, in accordance with personnel policies and procedures.  SMCAA will also 

cooperate with appropriate law enforcement officials to the fullest extent possible. 

 

INSPECTION 

SMCAA premises and all equipment, furniture and personal property maintained thereon are the sole and 

exclusive property of SMCAA. SMCAA reserves the right to inspect the premises, property, desks, lockers, 

storage areas, file cabinets, vehicles and employee common areas at any time on a random basis with or 

without any advance notice to detect the presence of illegal drugs or alcohol. Such inspections may be 

conducted during or after business hours and in the presence or absence of employees. This applies equally 

to all property on SMCAA premises, regardless of whether it is used exclusively by any individual 

employee. 

When SMCAA has reasonable suspicion to believe an employee is violating any aspect of this policy, he 

or she may be asked by SMCAA to submit immediately to a search of any personal property which they 

have brought to work or any other receptacle he or she uses or has access to. It is a term and condition of 

employment that each employee will permit a search of his/her personal property located on SMCAA 

premises or operated by SMCAA. Refusal to consent to a search or an inspection when requested by 

SMCAA constitutes insubordination and may result in disciplinary action up to and including dismissal. 

 

EDUCATION 

Drug-Free Workplace education may be provided to ensure that all employees are aware of the dangers of 

drug abuse in the workplace. 

 

EMPLOYEE ASSISTANCE PROGRAM 

SMCAA expects employees to seek treatment for problems with alcohol and/or drugs. The agency will help 

employees by providing a referral to an appropriate professional organization for assistance. Entrance to a 

treatment program does not provide exceptions to SMCAA policy regarding an employee’s performance, 

and participation will not prevent SMCAA from administering discipline for violation of its policies, or 

relieve the employee of his/her responsibility to perform his/her job in a satisfactory, safe and efficient 

manner. 

All employees of SMCAA will be required to sign an Acknowledgement of Understanding regarding this 

policy.  All questions should be directed to the immediate supervisor or the Executive Director. 
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Policy Name Education and Training Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

Employee education and training is vital to the success of SMCAA. The more information employees have, 

the more productive they can be on the job. Having an employee training and education program can 

increase production, stabilize employee retention and improve the overall organization. 

 

Policy 

 

All employees are encouraged to participate in educational and training opportunities that will improve 

their ability to perform their job. Regular employees may be required to attend appropriate seminars and 

training programs, at the direction of their immediate supervisor with the approval of the Executive Director 

or his designee. Regular and customary costs associated with attendance at required conferences, workshops 

and seminars related to the employee’s position will be covered by the Agency. 

Requests for reimbursement for costs associated with conferences, workshops, and seminars not required 

by their position will be considered on a case-by-case basis. 

 

Procedure 

 

Registration forms for education and/or training session(s) along with completed Requisition and Out of 

Area Travel request forms must submitted to the Executive Director or his designee for approval prior to 

travel. 
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Policy Name Equal Employment Opportunity & Non-

Discrimination 
Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

In order to ensure the achievement of non-discriminatory acts and to promote action of its programs, 

SMCAA adopts and sanctions the following policies and practices to prohibit discrimination to anyone 

employed or seeking employment, or anyone who is a program participant or seeking any and all services 

and/or benefits administered by SMCAA. 

Title VII of the Civil Rights Act of 1964 was the first federal law designed to protect most U.S. employees 

from employment discrimination based upon that employee's (or applicant's) race, color, religion, sex, or 

national origin (Public Law 88-352, July 2, 1964, 78 Stat. 253, 42 U.S.C. Sec. 2000e et. seq.) The Title also 

established the U.S. Equal Employment Opportunity Commission to assist in the protection of U.S. 

employees from discrimination. 

 

Policy 

 

SMCAA is an Equal Opportunity Employer, and will strive to achieve equal employment opportunity for 

all qualified individuals, without regard to race, sex, age, creed, mental or physical handicap, national 

origin, or political beliefs; in accordance with agency equal opportunity policies. 

SMCAA hereby assures that in the administration of all programs and services under its auspices, it will 

comply with the following Statutes related to non-discrimination, including, but not limited to: 

1. Title VI I of the Civil Rights Act of 1964 (P.L. 88-352) which prohibits discrimination on the basis 

of race, color or national origin. 

 

2. Title IX of the Education Amendments of 1972, as amended (20 U.S.C. 1681-1683, and 1685-

1686) which prohibits discrimination on the basis of sex. 

 

3. Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. 794), which prohibits 

discrimination on the basis of handicap, and the Americans With Disabilities Act as passed in 1991. 

 

4. The Age Discrimination Act of 1975, as amended (42 U.S.C. 6101-6107), which prohibits 

discrimination on the basis of age. 

 

5. Title VIII of the Civil Rights Act of 1968 (42 U.S.C. 3601 et seq.), as amended, relating to non-

discrimination in the sale, rental or financing of housing. 

 

6. Section 5121, Drug-Free Workplace Requirements for Federal Contractors, Drug-Free Workplace 

Act of 1988. Also see the Drug-Free Workplace Policy in this manual. 
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7. Family & Medical Leave Act as passed in 1993 and as applicable to employees of SMCAA.   

 

8. Any other non-discrimination provisions in the specific statute(s) under which application for 

federal assistance is being made, either Federal or SMCAA State statute(s), which may apply to 

this application. 

 

 

Procedure 

 

For Employment Hiring & Selection procedures see Employee Selection Policy. 
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Policy Name Employee Benefits Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

In addition to salary, SMCAA provides some additional fringe benefits as outlined in the policy. 

 

Policy 

 

SMCAA provides the following fringe benefits: 

 Health Insurance to include medical, dental, and vision insurance 

 payment-in-lieu of Medical Insurance 

 401K 

 Life Insurance 

 Disability Insurance 

SMCAA will pay 100% of the cost of health insurance for its full-time regular employees (40 paid hours 

per week), and all qualified dependents are subject to 15% of the premium cost the availability of funds. 

Employees may be required to supplement medical insurance if funds have not been appropriated. 

Employees will be eligible for health insurance coverage following successful completion of their 

introductory period in accordance with the applicable requirements of the health insurance provider. 

 

SMCAA offers employees a payment in lieu of health insurance. Employees may, if they elect, receive a 

cash payment based on the availability of funds and approved by the Board of Directors as part of the 

adoption of the annual budget. This payment will be added to the employee’s paycheck on a bi-weekly 

basis and is considered taxable income by the IRS. 

 

Procedure 

 

Employees will be eligible for health insurance coverage following successful completion of their 

introductory period in accordance with the applicable requirements of the health insurance provider. 
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Policy Name Employee Evaluation Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Policy 

 

Each employee will be rated, in writing, by his/her supervisor using the Employee Performance Evaluation 

form. The evaluation shall take into consideration the employee's work quality, quantity, job knowledge, 

dependability, initiative, attendance, punctuality, teamwork, conduct, communication skills and such other 

criteria that properly reflects the employee's suitability for the position.  The ratings assigned to such 

evaluations shall be considered in determining salary increases and as a factor in promotions.  Performance 

evaluations shall also be used for other personnel actions, including transfers and disciplinary actions. 

 

Performance evaluations of an employee should be signed by the employee, whose signature shall denote 

that he/she has seen the report. Such signature may not constitute agreement with the report by the 

employee.  The employee may also make written comments about the report. The original evaluation form 

along with any comments from the employee will be placed in the employee’s personnel file. 

 

An employee may be rated at any time his/her immediate supervisor feels that the employee’s performance 

has been below average and that it should become a matter of official record. 
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Policy Name Employee Selection Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Policy 

 

The Executive Director is considered an employee of the Board of Directors. Selection, terms and 

conditions of his/her employment shall be governed by the Board.  The Board of Directors must approve 

the selection, in accordance with policies regarding a quorum and other applicable rules, for the selection 

to become final. 

All other employees are selected and hired at the discretion of the Executive Director in accordance with 

SMCAA personnel policies and procedures. Before the offer of employment for all regular positions, an 

applicant must satisfactorily complete and pass a medical exam including a drug screen at the agency’s 

expense. 

Procedure 

 

EXECUTIVE DIRECTOR SELECTION 

The Board may, at its discretion, appoint the Personnel Committee or a Search Committee to conduct this 

process. 

ALL OTHER EMPLOYEE HIRING AND SELECTION 

 Announcements of all vacant positions within SMCAA will be posted conspicuously within the 

offices for at least three days prior to the application deadline and distributed to local agencies, 

particularly agencies concerned with job placement for low income and minority persons. 

 Vacancies will be listed with the State Employment Office and advertised in local newspapers and 

other media publications as may be deemed appropriate. 

 A Job Notice shall contain the title of the position vacant, grade/level as determined on SMCAA 

classification and compensation plan, minimum educational and other requirements, where 

resumes should be sent and/or where applications may be made, the closing date of the application 

period, a statement that SMCAA is an Equal Opportunity Employer, and that the information will 

be made available in an alternative format, (i.e., large type, audio tape, etc.), in accordance with the 

Americans with Disabilities Act. 

 The Executive Director or his designee is responsible for making all job announcements. 

 Steps shall be taken to insure that low income applicants, minorities, and handicapped are recruited 

for vacant positions. 

 Current employees are encouraged to apply for all vacant positions suited to their education, 

training and experience. Current employees need only submit a letter of interest to be considered 

for a vacancy within the time frame limitations. 

 Applicants shall provide accurate and complete information on their resumes/applications and 

during their interviews. Falsification of information and/or failure to disclose information shall be 

grounds for non-selection. An applicant who is hired on the basis of false information shall be 

dismissed immediately. 
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 A reasonable number of candidates, preferably 3 persons minimal, who have applied for the 

position shall be interviewed, in an effort to assure that the best person available is hired. One 

candidate interviewing and hiring should be avoided. 

 Verification of qualifications, including but not limited to educational attainment, license(s) where 

applicable, criminal background checks, driver’s license check, technical requirements such as 

bonding and security clearances, and other appropriate information will be ascertained during the 

hiring process. 

 The applicant's education, training, work experience and other relevant criteria, along with the need 

for a multi-talented staff and for cultural diversity shall be taken into consideration in filling vacant 

positions.  The best applicant available for the position shall be hired. 

 The candidates interviewed but not selected will receive a written notice that the position has been 

filled. 
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Policy Name Fraud & Corruption Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

The purpose of this Fraud and Corruption policy is to minimize the chances of occurrence of fraud and 

corruption within SMCAA thereby ensuring that the funds and the assets that have been raised are protected 

from fraud and corruption-related losses. 

The policy aims to: ensure that financial and other resources are used solely for the intended purposes; 

promote a culture of honesty and openness among the staff and management; ensure that vulnerable 

populations are not disadvantaged or exploited by staff members or their associates who commit fraudulent 

and corrupt acts; and assure members of staff and target populations that they can safely and confidently 

raise and report all serious concerns about unethical conduct, suspected fraud and corruption. 

 

Policy 

 

It is the responsibility of the Executive Director to enforce the procedures that guard against fraud and 

abuse. He/she will be responsible for investigating allegations of fraud and/or corruption, remedying the 

effects of such acts and enacting proper disciplinary actions. It is the responsibility of each employee of 

SMCAA to report immediately to his/her supervisor and/or to the Executive Director any instances of 

irregular practices regarding business or financial practices, programs and service delivery. 

The following actions by employees are considered serious violations and shall warrant disciplinary actions 

and/or termination of employment: 1.) Misrepresentation of an employee's income or other material 

information to qualify for benefits or services provided by SMCAA; 2.) knowingly accepting false 

information from a client so the client may become eligible for programs and/or services for which he/she 

would normally not qualify; 3.) employees submitting records falsifying services to clients; 4.) acceptance 

of gift(s) of significant material value from persons seeking services from SMCAA; 5.) using agency funds 

to pay personal obligations, or using his/her knowledge of programs, area resources and/or donations for 

personal gain. 

 

Procedure 

 

The Executive Director or his/her designee shall conduct investigations to ascertain all relevant facts, and 

when appropriate, may: 

1. refer the matter with or without investigation to the most appropriate law enforcement agency and 

the affected program funding source(s) 

2. undertake through discussions with the parties involved in an effort to resolve and/or prevent future 

violations, and in the event of substantial fraud or abuse the employee may be discharged or 

disciplined in accordance with SMCAA procedures. 
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Policy Name Gifts & Gratuities Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Policy 

 

All employees shall be prohibited from accepting any gifts of money, goods, services or any gratuities 

whatsoever, which may be considered of any significant material value, from any person who receives 

benefits or services or who may be doing direct contracting with any of the activities or functions of 

SMCAA, or who is otherwise in a position to benefit, directly or indirectly, from any action or decision by 

an employee or officer of SMCAA.  Employees of SMCAA and members of the Board of Directors are 

prohibited from accepting gifts, money and/or gratuities from persons receiving benefits or services. 

Employees are also prohibited from soliciting or accepting gratuities, favors or monetary value from 

contractors and vendors engaged in doing business with SMCAA. 
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Policy Name Inclement Weather Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

To protect SMCAA employees in the event of inclement weather. 

 

Policy 

 

The Executive Director is responsible for making the decision to close any or all of the agency offices.  If 

the Executive Director makes the decision to close an office due to inclement weather, agency employees 

will be excused and may use accumulated Annual Leave to cover the hours the office is closed. If the 

Executive Director closes all agency offices due to law enforcement requests for all people to stay off the 

roads, employees will be granted Administrative Leave. 

 

Procedure 

 

If an individual employee cannot get to work due to road conditions, that employee will contact their 

supervisor to be excused and may use accumulated Annual Leave for the hours not worked. 
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Policy Name Non-compete Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

For some SMCAA positions, specialized training and certification are required which represents a 

significant investment of both time and financial resources. Because these positions are critical to the 

success of the program and the agency, and because other competing organizations could benefit from the 

training, certification and knowledge of SMCAA practices it is necessary to protect this investment.  For 

this reason, SMCAA has established a Non-compete policy. 

 

Policy 

 

Following separation from employment, employees who received specialized, on-the-job training while in 

the employ of SMCAA are not allowed to work for organizations that may be considered competitors. 

Although former employees have every right to seek gainful employment, our competitors would benefit 

greatly from the experience and expertise. For this reason, employees in positions for which specialized, 

on-the-job training is required must sign a non-compete agreement. It is up to SMCAA determine whether 

our secrets are intentionally compromised and if so, to prosecute to the fullest extent of the law. 

Following separation from employment and for a period of two years thereafter, former employees who 

signed a non-compete agreement are not permitted to work for a competitor within 75 miles of any location 

where SMCAA operates a physical facility or has another physical “presence”. 

Former employees are encouraged to notify human resources if they expect to accept a competitor’s offer 

of employment.  SMCAA will decide whether a policy violation is possible. If it is discovered that a former 

employee has violated the policy they may be subject to fines and/or prison. 

 

Procedure 

 

1. All regular employee hired for a position requiring specialized, on-the-job training will sign a non-

compete agreement. 

2. A copy of the non-compete agreement will be maintained in the employee’s personnel file. 
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Policy Name Personal Property Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

SMCAA is NOT responsible for any employee's personal property that is brought to the office. Do NOT 

bring items of considerable value such as electronics or jewelry. All personal items must be secured each 

work day to minimize loss. 
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Policy Name Safety Policy Type Operational 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

Policy Outline 

To ensure the safety of all SMCAA agency staff.  Many of our clients seeking assistance are often facing 

severe emotional and financial crisis.  Because of this, in rare cases, they may present a safety risk to the 

agency and its staff during their crisis. 

 

Policy 

 

Zero Tolerance for Workplace Violence 

SMCAA has a “Zero Tolerance” standard for actual or threatened workplace violence that requires all acts 

of violence or threatening behavior be promptly reported to an appropriate supervisor and/ or Manage for 

prompt intervention and resolution.  Employees have a responsibility to report any violence or acts of 

threatening behavior committed in the workplace, on SMCAA property while on official business for 

SMCAA or while engaged in work related activities.  SMCAA presumes that any threat (physical, verbal 

or in writing) constitutes a threat to do harm.  We are committed to providing each employee with a safe 

workplace. 

 

Procedure 

 

Threatening phone calls 

If the call is received by a SMCAA employee, every effort should be made to document clearly word for 

word the statement being made.  Also with SMCAA’s new phone system employees have the ability to 

record the conversation. (The customer must be informed that they are being recorded).  If the call is 

received via voicemail, the employee must save the message in their email for review by management or 

potentially by law enforcement.  Any questions on this matter you should direct them to your Supervisor 

or Manager. 

 

Security while working in the office with customers 

Employees must remain with the customer at all times while in the building.  Customers should be escorted 

to and from your office.  Nobody should be roaming the halls that is not employed by SMCAA.  

Employees who identify people that they do not recognize in the work area should politely offer to see them 

to their destination. 

Customers who display signs of distress or frustration must be treated with compassion and empathy.  Every 

effort must be made to defuse situations using a solution-focused approach.  Should an employee judge a 

situation requiring immediate intervention for their protection and the protection of others, they must 

32



 
 

Southwest Michigan Community Action Agency exists to assist people in economic need and enable them to 
achieve and sustain self-sufficiency while respecting their diversity 

 

summon help by using the code phrase “hold my calls” to anyone nearby.  A call to the switchboard or front 

desk, giving the location of the problem is to be made as soon as it is safe to do so.  Any person hearing the 

code phrase “hold my calls” is to immediately seek out a manager who will enlist other managers as 

necessary.  Coordinators are expected to report immediately to the distressed worker’s location.  All 

employees who respond must take great care to not block or impede the safe exit of the distressed worker 

from the location of the incident. 

Employees who are aware of an irate customer, or one with a history of violence, coming in to the office, 

or if you will be making a home call to such a customer, must discuss the situation with their supervisor, 

who will assist in developing an individualized safety plan. 

 

PROCEEDURES FOR HANDLING THREATENING, HOSTILE OR ASSAULTIVE PERSONS 

 The number one priority is to exit from the hostile situation as quickly as possible. 

 All employees who become aware of a problem or a potential problem should contact their 

Coordinator or Manager so they will be on hand if a situation should occur. 

 Remain calm.  If necessary, sympathize and agree with the person in an attempt to get him/her to 

become calm. 

 Situations in which a person becomes verbally abusive and displays the threat of actual physical 

violence must be reported to supervision immediately.  This includes threatening behavior on the 

part of a co-worker, volunteer, contractor or another agency’s employee. 

 Based upon the seriousness of the incident, management and staff involved will, as soon as 

possible, make a decision regarding law enforcement involvement. 

 

Please remember that SMCAA has its employee’s safety and well-being at heart. 
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Policy Name Smoke Free Workplace Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Policy 

 

According to the Berrien County Clean Indoor Air Regulation, SMCAA is a Smoke-Free Workplace. The 

regulation can be reviewed at www.berriencounty.org/geninfo/cleanair.pdf. 

Smoking will be permitted in designated areas outside of SMCAA buildings. Employees and visitors are 

required to smoke in designated areas outside of the buildings during their established breaks. This policy 

also includes all agency vehicles and will be strictly enforced. Failure to follow this policy is subject to 

disciplinary action. 

34



 
 

Southwest Michigan Community Action Agency exists to assist people in economic need and enable them to 
achieve and sustain self-sufficiency while respecting their diversity 

 

Policy Name Solicitation Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

Solicitation on agency premises during working hours interferes with the efficiency and productivity of the 

agency. 

 

Policy 

 

It is the policy of SMCAA to prohibit individuals not employed by SMCAA from soliciting, distributing 

literature, selling merchandise and/or services, or engaging in any other similar activities on agency 

premises. 

Solicitation by SMCAA employees is also prohibited and includes, but shall not be limited to: 1) 

merchandise being sold on agency property; 2) solicitation for raffles, Avon, Tupperware, candy sales, 

and/or literature distribution of any kind. Only SMCAA information related to programs and services may 

be posted on bulletin boards. 

Any fund drive for program(s) and/or services offered by SMCAA must be approved by the Executive 

Director or his/her designee, and if approved, must be conducted as not to interfere with SMCAA's daily 

operations. 

 

 

35



 
 

Southwest Michigan Community Action Agency exists to assist people in economic need and enable them to 
achieve and sustain self-sufficiency while respecting their diversity 

Policy Name Agency & Employee Vehicle and or Equipment 

Use 
Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

The policy has been implemented in order to protect employees of SMCAA, reduce insurance costs and 

minimize agency liability. The purpose of this statement is to also provide guidance on operation of all 

Agency-owned, leased, or rented for official Agency business. 

 

Policy 

 

Agency-owned vehicles are to be driven only by authorized employees within the scope of their jobs for 

official Agency business. Employees authorized to drive Agency-owned vehicles must pass a driving record 

check. 

Employees who use their own vehicles for SMCAA business shall maintain the Michigan required 

minimum vehicle insurance and a valid Michigan driver's license for the class of the vehicle driven. 

SMCAA insurance will be secondary insurance coverage. Mileage will be reimbursed at the IRS allowable 

rate. 

 

Procedure 

 

Agency owned Vehicles and Equipment: 

 Prior to driving an agency owned or leased vehicle, the agency employee will do a visual check of 

the exterior (e.g. tires) and interior and make sure that the required emergency equipment is in the 

vehicle.  Emergency equipment will include at a minimum a flashlight, stocked first aid kit and 

battery cables. 

 A copy of the certificate of insurance will be maintained in the vehicle at all times. 

 A log will be maintained in the vehicle. The log is to be completed at the beginning and end of each 

trip showing beginning mileage, ending mileage, purpose of trip, destination and driver. Log sheets 

are to be turned in to the Finance Director weekly. 

 No one who is not an employee of SMCAA will be permitted to drive an agency owned or leased 

vehicle except in an emergency situation. 

 No one, employee or otherwise, is to drive an agency owned or leased vehicle while under the 

influence of alcohol or drugs, including prescription drugs, which may impair their ability to drive 

safely. 

 No one who is not an employee or volunteer of SMCAA is permitted to be a passenger in an agency 

owned or leased vehicle unless the Executive Director or designee has granted prior permission. 

 If someone is involved in an accident the employer reserves the right to mandate an alcohol and 

drug screen immediately after but no later than 24 hours from the time of the accident. 
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 Employees must submit a completed Travel Reimbursement Request form by the fifth of the 

following month. 

Employee Involved Traffic Accident: 

 In the event of a non-personal injury accident, the Executive Director or designee will be notified 

as soon as possible. 

 The local police agency is to be notified and an accident report prepared. 

 If the vehicle is drivable, it is to be returned to the agency and estimates of repair obtained after the 

insurance company is notified. 

 If the vehicle is not drivable a towing service will be called and the vehicle will be towed to a repair 

facility.  After the insurance company is notified, estimates of repair will be obtained. 

 In the event the driver and/or any passengers are injured the most important issue is to notify the 

local police agency and seek medical assistance. If required an ambulance is to be summoned.  As 

soon as possible the Executive Director or designee is to be notified and steps will be taken to 

recover the vehicle. 

 In no event is an SMCAA employee to admit responsibility for an accident. That determination 

will be made by the police agency responsible for the accident scene. 
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Policy Name Whistleblower Policy Type Personnel 

Approved by Board of Directors Date 4-20-16 

 

Purpose 

 

Southwest Michigan Community Action Agency requires directors, officers and employees to observe high 

standards of business and personal ethics in the conduct of their duties and responsibilities. As employees 

and representatives of Southwest Michigan Community Action Agency, we must practice honesty and 

integrity in fulfilling our responsibilities and comply with all applicable laws and regulations. 

 

Policy 

 

Reporting Responsibility 

It is the responsibility of all directors, officers and employees to report ethics violations or suspected 

violations in accordance with this Whistleblower Policy. 

No Retaliation 

No director, officer or employee who in good faith reports an ethics violation shall suffer harassment, 

retaliation or adverse employment consequence. An employee who retaliates against someone who has 

reported a violation in good faith is subject to discipline up to and including termination of employment. 

This Whistleblower Policy is intended to encourage and enable employees and others to raise serious 

concerns within Southwest Michigan Community Action Agency prior to seeking resolution outside 

Southwest Michigan Community Action Agency. 

Reporting Violations 

Southwest Michigan Community Action Agency has an open door policy and suggests that employees 

share their questions, concerns, suggestions or complaints with the Executive Director. However, if you are 

not comfortable speaking with the Executive Director or you are not satisfied with the Executive Director's 

response, you are encouraged to speak with someone on the executive committee or anyone on the board 

of directors whom you are comfortable in approaching. Directors are required to report suspected ethics 

violations to Southwest Michigan Community Action Agency's executive committee. 

Executive Director 

Southwest Michigan Community Action Agency's Executive Director is responsible for investigating and 

resolving all reported complaints and allegations concerning violations. The Executive Director has direct 

access to the board of directors and is required to report to the executive committee at least annually on 

compliance activity. 

Accounting and Auditing Matters 

The executive committee of the board of directors shall address all reported concerns or complaints 

regarding corporate accounting practices, internal controls or auditing. The Executive Director shall 

immediately notify the executive committee of any such complaint and work with the executive committee 

until the matter is resolved. 
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Southwest Michigan Community Action Agency exists to assist people in economic need and enable them to 
achieve and sustain self-sufficiency while respecting their diversity 

 

Acting in Good Faith 

Anyone filing a complaint concerning a violation or suspected violation must be acting in good faith and 

have reasonable grounds for believing the information disclosed indicates a violation. Any allegations that 

prove not to be substantiated and which prove to have been made maliciously or knowingly to be false will 

be viewed as a serious disciplinary offense. 

Confidentiality 

Violations or suspected violations may be submitted on a confidential basis by the complainant or may be 

submitted anonymously. Reports of violations or suspected violations will be kept confidential to the extent 

possible, consistent with the need to conduct an adequate investigation. 

Handling of Reported Violations 

The Executive Director will notify the sender and acknowledge receipt of the reported violation or 

suspected violation within five (5) business days. All reports will be promptly investigated and appropriate 

corrective action will be taken if warranted by the investigation. 
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