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Equal Opportunity Employer

WELLSPRING Faith in Action maintains a policy of equal opportunity and extends equal employment opportunities to all employees and job applicants on the basis of individual merit and qualifications. 

Employees are recruited, hired, paid, promoted, and retained without regard to race, religion, color, national origin, ancestry, sex, age, occupationally irrelevant disability, or other protected status in accordance with federal, state, and local law. 

Employment Relationship

Your employment at WELLSPRING Faith in Action is on an “at-will” basis. “At-will” employment is for an indefinite, unspecified term and may be terminated by either you or WELLSPRING Faith in Action at any time for any reason or no reason at all.

There is no contract of employment between you and WELLSPRING Faith in Action.

Orientation

An orientation program to give you general information regarding your work environment and responsibilities has been established at WELLSPRING Faith in Action. This program will include information about the history and operations of WELLSPRING Faith in Action, its organizations, policies for employment, and our facilities. Your supervisor will explain your basic job duties and the basic operations of your department.

Job Duties / Description

Your most important responsibilities as a WELLSPRING Faith in Action employee is to learn what your job requires and how to do it safely, efficiently, and effectively.

Your supervisor will explain your job duties and the operation of WELLSPRING Faith in Action. The basic responsibilities of your job may change from time to time depending upon the needs of WELLSPRING Faith in Action. WELLSPRING Faith in Action may transfer an employee to another position

Personnel File

A permanent record of your work history will be maintained by WELLSPRING Faith in Action. This record is the property of WELLSPRING Faith in Action. You will be expected to keep WELLSPRING Faith in Action informed of any change in the information you are initially asked to provide such as name, address, telephone number, dependents, etc. It is important to make sure that your personnel information is accurate at all times for purposes of tax withholding, benefits administration, emergency notification, and for other reasons. 

Wages, Salary, and Benefits

The wages, salary, and benefits of your position have been fully explained to you by your supervisor. You may be eligible for wage increases or other enhanced benefits at various times during your employment. If you have questions regarding your rate of pay or eligibility for benefits or overtimes, please refer them to WELLSPRING Faith in Action’s Program Director.
Payroll Procedure

Paychecks are distributed bi-weekly. No payroll deductions will be made unless required by law or authorized by you. An employee’s paycheck will only be given to that employee unless other arrangements have been made in advance with WELLSPRING Faith in Action’s Program Director. 

Holidays

The following holidays are normally observed by WELLSPRING Faith in Action and granted with pay:

New Year’s Day

Thanksgiving (2 days)

Memorial Day

Christmas or other religious holiday (2 days)

Independence Day

Labor Day

President’s Day
Martin Luther King, Jr. Day
If a holiday falls on a Saturday, it will be observed on the preceding Friday. If a holiday falls on a Sunday, it will be observed on the following Monday. If an employee wishes to flex a holiday that falls on a Saturday or Sunday, they may do so with permission from WELLSPRING Faith in Action’s Program Director or Board of Directors.  Holiday pay is based on your average number of hours worked per day. 
Personal Appearance

All WELLSPRING Faith in Action employees are required to have a neat and clean appearance.

No Solicitation

No employee may sell, solicit, or distribute any materials of any kind on WELLSPRING Faith in Action’s premises. No items may be posted on WELLSPRING Faith in Action’s property by any person other than management. Non-employees are not permitted on WELLSPRING Faith in Action’s premises for solicitation, distribution, or posting of any materials at any time. 

Standard of Conduct and Corrective Action

WELLSPRING Faith in Action relies on the common sense and good judgment of our employees to ensure high standards of conduct. It would be impossible to list every inappropriate work behavior, but the following are a few examples of unacceptable conduct:

· Misappropriation of or damage to property belonging to other employees or to WELLSPRING Faith in Action.

· Disorderly or insubordinate conduct

· Misuse of the time and attendance reporting system

· Harassment or discrimination of any kind

· Possessing firearms or other weapons at the workplace

· Making any threat of violence against any person or property

· Being under the influence of or having possession of alcohol, illegal drugs, or controlled substances while on duty

· Excessive absenteeism or tardiness

Whenever appropriate, employees will be given an opportunity to correct any problem with their workplace conduct. However, corrective action may be necessary and will be administered based on the facts of each individual case. In general, termination will be considered a last resort but may occur without prior verbal or written warning. 


On-The-Job Accidents and Illness

Any employee who is injured while working or on WELLSPRING Faith in Action’s premises should report his or her injury within 24 hours of occurrence to the Program Director. Employees who return to work the same day as the injury or on the next scheduled work day after a work-related injury will be paid for the hours lost on the day injury occurred. If you become ill while working, you must report it to the Program Director. 

Performance Evaluations

Performance evaluations will be given by the Program Director after the first six months of employment with WELLSPRING Faith in Action. Annual evaluation will be given after the first six months, unless otherwise requested. The Program Director will be evaluated by appointed Board Members. 

Drug-Free Workplace Policy

WELLSPRING Faith in Action has a commitment to provide a safe and healthy workplace. As a drug-free workplace employer, we realize the serious effects that drug and alcohol use and abuse may have on employees’ well being, public safety, work quality, attendance, and productivity.

The distribution, possession, use, or sale of alcohol, illegal drugs, or controlled substances while working is illegal. No employee is permitted to be under the influence of alcohol, illegal drugs, or other controlled substances while working for WELLSPRING Faith in Action. Any violation of this policy will result in disciplinary action up to and including termination of employment. 

Drug and alcohol testing may be performed by WELLSPRING Faith in Action to the fullest extent permitted by law.

Non-Smoking Policy

Smoking and the use of smokeless tobacco are prohibited in all areas of WELLSPRING Faith in Action by all persons. 

Harassment and Discrimination
WELLSPRING Faith in Action maintains a professional working environment.  WELLSPRING Faith in Action prohibits unlawful harassment or discrimination of any kind toward fellow employees. All employees are responsible for assuring that the workplace is free from all types of harassment and discrimination. This includes conduct that constitutes unlawful harassment or discrimination of other employees because of their race, sex, religion, age, national origin, disability, or other protected status. 

Harassment and discrimination will not be tolerated and can result in disciplinary action up to and including immediate termination of employment at the sole discretion of WELLSPRING Faith in Action. 

Although there are many types of harassment besides sexual harassment, the Equal Opportunity Commission defines “sexual harassment” as any unwelcomed sexual advance, request for sexual favors, or other verbal or physical conduct of a sexual nature when

· Submission to harassment is made a term or condition of employment, either explicitly or implicitly;

· Submission to or rejection of the harassment is used as a basis for work-related decisions; or

· Their harassment has the purpose and/or effect of interfering with the individual’s work performance or creating an intimidating, hostile or offensive working environment. 

Harassment need not be directed toward a member of the opposite sex or toward a subordinate to be unlawful. 

Any employee who is aware of any conduct which may constitute harassment or discrimination by anyone, including supervisors, co-workers or visitors must report the problem to the Program Director of WELLSPRING Faith in Action. Additionally, complaints of harassment or discrimination may also be reported through other means permitted by the regular open door policy. All instances of harassment will be investigated and, to the extent possible, information pertaining to the complaint will be kept confidential on a need-to-know basis.  
WELLSPRING Faith in Action prohibits any form of retaliation against any employee who makes a complaint of harassment or discrimination or for assisting in the investigation of any complaint. However, if it is determined that any employee has provided false information in connections with a complaint of harassment or discrimination, disciplinary action, up to and including immediate termination of employment, may be taken against the employee providing the false information. 

Complaints / Open Door Policy

As an employee of WELLSPRING Faith in Action, you are not a member of a union and do not have a collective bargaining representative. This means, among other things, that the doors to management at all levels are always open for you to peak with us directly about your questions and concerns. 

Employees are encouraged to attempt to resolve minor problems with their supervisor if possible. However, if an employee believes that a problem is significant and cannot be resolved directly with a supervisor, he or she may seek to resolve a problem by speaking with any member of management or a member of the Board of Director at WELLSPRING Faith in Action. Please keep in mind that we may sometimes have to make arrangements to speak with you before or after work, during breaks, or at other times when ongoing work will be affected. If you would like to discuss any matter with management other than with the Program Director, please contact the Program Director (or a Board Member) to arrange an appointment.

Mandated Reporting

The Minnesota Vulnerable Adult Act establishes a reporting, response, and penalty system designed to provide protection for vulnerable adults. The law requires mandated reports to immediately report maltreatment against vulnerable adults including abuse, neglect, or financial exploitation. If a staff member or volunteer suspects an incident of maltreatment, the Program Director should be notified immediately. 

Exit Interviews

If your employment with WELLSPRING Faith in Action ends for any reasons, whether by resignation, discharge, retirement, or under any other circumstance, we may request that you participate in an exit interview. This interview will give WELLSPRING Faith in Action the opportunity to discuss your work experience with you. 

Exit interviews are not given as a matter of right and may or may not be requested by WELLSPRING Faith in Action. In the event that your employment with WELLSPRING Faith in Action ends for any reasons, please feel free to request an exit interview. No employee is required to participate in an exit interview and WELLSPRING Faith in Action is not required to give an exit interview. 

References

Employees who have worked at WELLSPRING Faith in Action may use WELLSPRING Faith in Action as a reference when seeking other employment. Reference requests must be in writing and mailed to WELLSPRING Faith in Action by the prospective employer. All reference requests must be accompanied by a written authorization signed by the former employee. Reference information will be limited to the date of hire, last day worked, and most recent position held with WELLSPRING Faith in Action. 

Acknowledgement of Acceptance of Employee Handbook

I acknowledge that I have received the WELLSPRING Faith in Action Employee Handbook and have read and understand it.

I further acknowledge that my employment at WELLSPRING Faith in Action is “at-will”, and may be terminated at anytime by me or WELLSPRING Faith in Action with or without cause. This Handbook is not an expressed or implied contract of employment with WELLSPRING Faith in Action.

Any provision of this WELLSPRING Faith in Action Employee Handbook may be changed or cancelled by WELLSPRING Faith in Action at any time.
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