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CHAPTER 1 - PURPOSE

Title 143, Chapter 1 through Chapter 7 shall be known as the NEOC Policy and Procedure Manual.

This Office Manual is a reference tool designed to assist employees to know and understand the procedures and policies that have been established to achieve and maintain the goals for the agency.  The goal of the manual is to standardize policy so that all employees are treated fairly.  If you have any questions or concerns regarding the policies of the NEOC, please feel free to discuss them with the executive director.  It is expected that all employees of the NEOC follow this manual in keeping with the spirit of this purpose statement.  
This manual does not take the place of the State of Nebraska Classified System Personnel Rules & Regulations (hereinafter referred to as the Classified Personnel Rules and Regulations) or the NAPE/AFSCME and State of Nebraska Labor Contract (hereinafter referred to as the Labor Contract).  In cases of discrepancies between the three, the order of prevalence for employees covered by the Labor Contract is the Labor Contract and then the NEOC Policy and Procedure Manual.  For those employees covered by the Classified Personnel Rules and Regulations, the order of prevalence is the Classified Personnel Rules and Regulations and then the NEOC Policy and Procedure Manual.  

This employee personnel policy and procedure manual describes important information about the NEOC.  This manual replaces and supersedes all prior personnel handbooks and manuals of the commission.  This manual is not a contract of employment nor a legal document.  Any questions about the policies or procedures outlined herein should be addressed to the appropriate supervisor.  All modifications to the manual must be in writing and done pursuant to the Administrative Procedure Act.

CHAPTER 2 - HISTORY OF NEOC

The Nebraska Equal Opportunity Commission is a quasi-judicial, administrative agency of the state created by state law for the purpose of receiving, investigating, rendering formal determinations, and conciliating charges of unlawful discrimination in the areas of employment, housing, and public accommodations.  It also provides information and assistance in matters of civil rights law compliance to citizens and organizations that request it.

The commission was created as a result of the desire of the Nebraska Unicameral to make certain that Nebraskans themselves retained the primary authority to deal with civil rights disputes and issues within the State.  The agency was established in 1965 by Legislative Bill 656, known as the Nebraska Fair Employment Practice Act.  On October 23, 1967, the agency’s name was changed to the present title of Nebraska Equal Opportunity Commission by the passage of Legislative Bill 718.  Enforcement authority for the Nebraska Equal Pay Act was also added in 1967, and in 1969 the Nebraska Civil Rights Act, which prohibited discrimination in housing and public accommodations, was added to the commission’s jurisdiction.  Subsequently, in 1972 the Unicameral passed the Act Prohibiting Unjust Discrimination in Employment Because of Age statute which also vested enforcement authority in the Nebraska Equal Opportunity Commission.

In September 1991, the Fair Housing Act became effective replacing the section of the Nebraska Civil Rights Act which covered housing.

Section 48-1116 of the Nebraska Fair Employment Practice Act provides that the Nebraska Equal Opportunity Commission shall consist of seven members appointed to three-year terms by the Governor.  Four commissioners constitute a quorum for conducting its official business, and there are two official commission officers:  Chairperson and Vice-Chairperson.  The commission is empowered to appoint an executive director who is directly responsible to it.  The executive director in turn has the authority to appoint and supervise the commission’s employees.  The first commission was appointed on September 25, 1965, and began conducting business on October 8, 1965.

Section 48-1117 of the Nebraska Fair Employment Practice Act outlines the general powers and duties of the commission.  These can be summarized as follows:

· To receive, investigate, and pass upon charges of unlawful employment (housing, public accommodations) practices anywhere in the State;

· To hold hearings, subpoena witnesses, take sworn testimony and require the production of documents related to discrimination;

· To cooperate with the federal government and local human rights agencies;

· To attempt to eliminate unlawful employment, housing, and public accommodation practices by means of conference, conciliation, and persuasion; and

· To require that every employer, employment agency, and labor organization, subject to its jurisdiction, make and keep such records relevant to the determination of whether unlawful employment practices have been or are being committed.

CHAPTER 3 - ORGANIZATION

There is hereby established an Equal Opportunity Commission to consist of seven members to be appointed by the Governor.  Terms of members shall be three years.  As the terms of the members expire, the Governor shall appoint or reappoint the members of the commission for a term of three years to succeed the members whose terms expire.  The commission shall elect one member to serve as chairperson of the commission and one member to serve as vice chair
The commission shall establish and maintain its principal office in the city of Lincoln and such other offices within the state as it may deem necessary.  The commission may meet and function at any place within the state.  The commission shall appoint an executive director who shall be directly responsible to the commission.  The executive director may appoint such assistants, clerks, agents, and other employees as he/she may deem necessary, fix their compensation within the limitations provided by law, and prescribe duties of such employees.  The executive director may appoint additional employees as the commission deems necessary.

CHAPTER 4 - DEFINITIONS

4.001  Agency.  The Nebraska Equal Opportunity Commission is a legally constituted commission in which all positions are under the same appointing authority.

4.002  Agency Head.  The administrative head of an agency, such as director, executive director, commissioner, executive secretary, etc., reporting directly to the governor, a commission, or board.

4.003  Bonus.  Monetary recognition of superior job performance paid in a lump sum.

4.004  Bumping.  Process during layoff of allowing employees to replace other employees in lieu of layoff.

4.005  CIO.  The office of the Chief Information Officer that provides computer and system support to agencies.
4.006  Classified System.  All state agencies and positions covered by the State Classified Personnel System.

4.007  Commission.  The Nebraska Equal Opportunity Commission.  Also refers to the seven members appointed by the Governor to serve on the Commission.

4.008  Comp Time.  Time off granted to an employee in lieu of payment of overtime hours worked.

4.009  DAS.  Department of Administrative Services.

4.0010  Demotion.  Reassignment of an employee from one class to another class at a lower salary grade as a result of disciplinary action requiring a reduction in salary.

4.011  Disciplinary Probation.  A special employment status imposed for disciplinary reasons; the period of time for such probation shall not exceed one year.

4.012  Employee.  Any person who works for the Nebraska Equal Opportunity Commission and receives a state pay warrant.

4.013  Exempt.  A class which is not covered by the time and one-half overtime provisions of the Fair Labor Standards Act and state law.  This includes the executive director, EOC investigator supervisors, and the business manager..
4.014  HR representative.  The position in the commission which includes human relations duties as part of its primary duties.  This position maintains the personnel records and assists in the interpretation of the labor contract and Classified Personnel Rules and Regulations.
4.015  Hiring Rate.  Beginning rate of a salary grade.


4.016  Investigatory Suspension.  A non-disciplinary suspension while an employee is being investigated to determine whether disciplinary action is warranted.

4.017  Job Description.  Summary of the actual duties and responsibilities assigned to any one position.

4.018  Labor Contract.  The NAPE/AFSCME and State of Nebraska Labor Contract.
4.019  Layoff.  Involuntary employee separation or reduction of hours because of economic reasons, elimination of funds, reduction in workload or reorganization of the agency.

4.020  Leave of Absence (Leave without pay).  Unpaid time off from work requested by the employee and granted by the executive director.

4.021  Maximum Rate.  Highest rate of a salary grade.

4.022  Merit Increase.  Monetary recognition of superior job performance which is added to base salary and affects future earnings.


4.023  NAPE/AFSCME and State of Nebraska Labor Contract.  A contract made and entered into by and between the State of Nebraska and the Nebraska Association of Public Employees and American Federation of State, County, and Municipal Employees Local #61 as representative of employees assigned to certain bargaining units.

4.024  NEOC.  The Nebraska Equal Opportunity Commission.
4.025  Non-exempt.  A class which is covered by both the time and one-half overtime provisions of the Fair Labor Standards Act and by state law.  This includes all other commission employees besides the executive director, EOC investigator supervisors and the business manager.

4.026  OJT.  Period of on the job training.

4.027 Quasi-Judicial.  A term applied to the action, discretion, etc., of public administrative officers or bodies, who are required to investigate facts, or ascertain the existence of facts, hold hearings, weigh evidence, and draw conclusions from them, as a basis for their official action, and to exercise discretion of a judicial nature.

4.028  PDQ.  A position description questionnaire form.
4.029  Permanent Position.  A full-time or part-time position worked on an ongoing basis.

4.030  Position.  A group of specific duties and responsibilities to be performed by one or more employees and which may be part-time, full-time, permanent, temporary, seasonal, filled or vacant.

4.031  Resignation.  Voluntary separation of an employee.

4.032  Reinstatement.  An act of rehiring a former employee who has been laid off from employment or placed in a lower position in good standing as a result of a layoff.

4.033  SDCN.  The state data communications network.
4.034  Salary Grade.  A range of pay with a hiring rate and a maximum rate.

4.035  Selection Device.  A valid job related tool used to obtain an indication of the possession of the relative knowledge, skills, abilities and personal characteristics that make a difference in job performance and are needed at entry to a particular job.  (Examples:  rating scale, interview questionnaire.)

4.036  Service Date.  A date from which an employee’s vacation and sick leave entitlement is computed.

4.037  State Personnel  A division of Administrative Services that maintains the Classified Personnel System, manages the temporary employee pool, and handles recruitment for covered agencies.

4.038  Suspension.  A forced leave of absence without pay.

4.039  Telecommuting.  A voluntary work alternative that allows an employee to work at home or in a satellite location for part of their regular workweek using information technology.
4.040  Temporary Position.  A full-time or part-time position that shall not be worked on a continuous basis.

4.041  Termination.  Involuntary separation of an employee, excluding layoffs.

4.042  TSB.  Transportation Services Bureau, a division of Department of Administrative Services.
CHAPTER 5 - EMPLOYEE RELATIONS

5.001  Equal Employment Opportunity.  It is the commission’s policy to maintain employment practices and personnel actions that conform with both the letter and the spirit of all laws and regulations pertaining to equal opportunity and non-discrimination in employment.  The commission will ensure the prohibition of discriminatory activity in employment based on race, color, religion, national origin, age, sex, marital status, physical or mental disability, or political affiliation.

5.002  Americans with Disabilities Act.  Public Law 101-336, the federal Americans with Disabilities Act of 1990, prohibits discrimination against people with disabilities in every aspect of employment.  Discrimination in employment actions include recruitment, selection, hiring, termination, job related reasonable accommodations and any other terms, conditions, and/or privileges of employment.  It is the commission’s intent and policy to comply with every provision of the Americans with Disabilities Act.

5.003  Sexual Harassment.  It is the policy of the commission to maintain an employment environment free from sexual harassment and intimidation.  Sexual harassment is a form of misconduct that undermines the integrity of the employment relationship.  The commission expressly prohibits and will not tolerate sexual harassment of any employee by another employee, manager, or other person with whom an employee must have contact with as part of his/her duties.  Similarly, the commission will not tolerate sexual harassment by an employee of the office of any individual with whom the commission conducts business.

Harassment on the basis of sex is defined as, but is not limited to, unwelcome sexual advances, request for sexual favors, and other verbal or physical conduct of a sexual nature when:

· submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment,

· submission to or rejection of such conduct by an individual is used as the basis for employee decisions affecting such individual, and/or,
· such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.

Reports of sexual harassment should be given to the executive director or to DAS Employee Relations personnel.

5.004  Drug-Free Workplace.  Drug abuse and use at the workplace are subjects of immediate concern in our society.  These problems are extremely complex and ones for which there are no easy solutions.  From a safety perspective, the use of drugs may impair the well-being of all employees, damage the reputation of the agency, and have an negative impact on the public at large.  Therefore, it is the policy of the Nebraska Equal Opportunity Commission that the unlawful manufacture, distribution, dispensation, possession or use of drugs or alcohol in the  agency’s workplace or while representing the agency is prohibited.  Any employees violating this policy will be subject to discipline up to and including termination.  The specifics of this policy are as follows:

· The commission does not differentiate between drug users and drug pushers or sellers.  Any employee who uses or distributes a controlled substance to another person or sells or manufactures a controlled substance while on the job or on state premises will be subject to discipline up to and including termination.

· The term “controlled substance” means any drug listed in 21 U.S.C. Subsection 812 and other federal regulations.  Generally, these are drugs which have a high potential for abuse.  Such drugs include, but are not limited to, heroin, marijuana, cocaine, PCP, methamphetamine, “crack,” etc.  They also include “legal drugs” which have not been prescribed by a licensed physician.

· An employee is required by law to inform the state within five (5) days after he or she is convicted for violation of any federal or state criminal drug statute where such violation occurred on the state premises, or while actively representing the agency.  A conviction means a finding of guilt (including a plea of no contest ) or the imposition of a sentence by a judge or jury in any federal or state court.

· The executive director must notify the U.S. government agency with which the contract was made within ten (10) days after receiving notice from the employee or otherwise receives actual notice of such a conviction.

· If an employee is convicted of violating any criminal drug statute while in the workplace, or while representing the agency outside the workplace, he or she will be subject to discipline up to and including termination.  Alternatively, the Nebraska Equal Opportunity commission may require the employee to successfully finish a drug abuse program sponsored by an approved private or governmental institution.

· An employee shall notify the executive director of any criminal charge filed against him or her involving drugs or alcohol
· As a condition of further employment on any federal government contract, the law requires all employees to abide by this policy.

5.005  Code of Ethics.  
5.005.01  Demonstrate the highest standards of personal integrity, truthfulness, honesty and fortitude in all our public activities in order to inspire public confidence and trust in public institutions.

5.005.02  Serve in such a way that we do not realize undue personal gain from the performance of our official duties.

5.005.03  Avoid any interest or activity which is in conflict with the conduct of our official duties.

5.005.04  Support, implement, and promote employment and programs of affirmative action to assure equal employment opportunity by our recruitment, selection, and advancement of qualified persons from all elements of society.

5.005.05  Strive to eliminate all forms of illegal discrimination, fraud, and mismanagement of public funds, and support colleagues if they are in difficulty because of responsible efforts to correct such discrimination, fraud, mismanagement or abuse.

5.005.06  Serve the public with respect, concern, courtesy, and responsiveness, recognizing that service to the public is beyond service to oneself.

5.005.07  Strive for personal professional excellence and encourage the professional development of our associates and those seeking to enter the field of public administration.

5.005.08  Approach our organization and operational duties with a positive attitude and constructively support open communication, creativity, dedication and compassion.

5.005.09  Respect and protect the privileged and confidential information to which we have access in the course of official duties.

5.005.10  Exercise whatever discretionary authority we have under the law to promote public interest.

5.005.11  Accept as a personal duty the responsibility to keep up to date on emerging issues and to administer the public’s business with professional competence, fairness, impartiality, efficiency and effectiveness.

5.005.12  Respect, support, study and when necessary while on duty, work to improve federal and state constitutions and other laws which define the relationships among public agencies, employees, clients and all citizens.

5.005.13  The following applications of this code are for guidance on common problems and to serve as example for extension by analogy; they are not a complete catalog of applications of the code to commission work:

5.005.13(a)  Dealing With Parties.  No employee who has duties with respect to a complaint pending before the commission shall deal in any way with the complainant or respondent, on a business or a personal basis, except for routine transactions done on the same basis as other members of the public transact business with the party.  An employee may continue to deal privately with a public utility or continue to shop at a party’s store, if the employee deals with appropriate customer service representatives or salespersons and does not identify his or her official position or mix official business into the transaction.  In circumstances unlike these, an employee shall either deal with parties or shall report the matter to the employee’s supervisor, who shall relieve the employee of responsibility for the case.  

5.005.13(b)  Accepting Things of Value.  No employee shall accept anything of economic value from a party to a complaint before the commission, or from any other person who is dealing with the commission.  Permitting another person to pay for an employee’s lunch is within the prohibition of this paragraph, but accepting a beverage under normal office hospitality is not.  If the beverage is ordered in a restaurant the prohibition of this section applies.

5.005.13(c)  Honorariums For Speaking.  If the speaking engagement is within the course of a person’s official duties, acceptance of an honorarium or other compensation is prohibited.  Payment of travel expenses and living expenses while traveling, or reimbursement of the commission for these expenses, is not prohibited, if the trip and payment arrangement have been approved by the employee’s supervisor.  It is not necessary for a person who is on the program to pay for a meal that is served, or for the price of admission to the seminar, if this is the custom.

5.005.13(d)  Job Offers.  No employee of the commission shall make or continue an application or request for employment with a party to a case or other matter before the commission while the employee has official duties with respect to that case or matter.  If any employee is assigned a case or matter while he or she has an application pending for employment with a party to the case or matter, the employee shall either withdraw the application or report the facts to his or her supervisor and the supervisor shall relieve the employee from further responsibility for the case or matter.  If any employee receives and considers a job offer from a party to a case or other matter pending before the commission with which the employee has official responsibilities, the employee shall report the facts to his or her supervisor and the supervisor shall relieve the employee from any further responsibility for the case or matter.

5.005.14  These rules apply to conflicts of interest and ethical problems whether they come directly or indirectly through members of a person’s family, through corporations of which the employee is an officer, director, trustee partner, or employee, or through other means.

5.005.15  It is the duty of all employees of the commission to maintain the highest standard of ethics in all official actions, and specifically to comply strictly with the requirements of this Code of Ethics.

5.006  Conflicts of Interest.

5.006.01  All state employees are subject to conflict of interest procedures and prohibitions created under the Nebraska Political Accountability and Disclosure Act.  When an employee becomes aware that an action taken in the discharge of official duties will provide financial benefits to himself/herself, immediate family or a business which is distinguishable from a broad segment of the public, the individual must:

· Prepare a written statement describing the action and the potential conflict.

· Deliver a copy to the Nebraska Accountability and Disclosure Commission and any immediate superior.

· Remove himself/herself from decision making as his/her superior or the commission prescribes.

5.006.02  An employee shall not have any interest, financial or otherwise, direct or indirect, or engage in any business or transaction or professional activity or incur any obligation of any nature which is in conflict with the proper discharge of his/her duties in the public interest.  

· An employee is prohibited from using or attempting to use his/her official position to secure unwarranted privileges or exemptions for himself/herself or others.

· Employees shall not give the impression that any person can improperly influence them in the performance of their official duties, or that they are improperly affected by the kinship, rank, position or influence of any party or person.

· Employees shall not accept gifts of value or loans from persons doing business with the state which are intended to or which appear to influence the official relationship between the donor and the recipient.

· Employees failing to resolve a conflict of interest, as prescribed in the procedures outlined by the Accountability and Disclosure Commission, shall be subject to disciplinary action.

5.007  Political Activities.  An employee may engage in any political activity except for the following:

· An employee shall not participate in political activities while performing official state duties.  This includes the prohibition of wearing buttons or signs which advertise the employee’s political views or affiliations.

· An employee shall not use his/her state job to distribute or receive political favors.

· An employee who is partially or entirely funded by federal funds, and is covered by the Hatch Act is barred from being a candidate for a partisan office.

If an employee is elected to office, and such office presents a conflict of interest with the employee’s job, or interferes with the employee’s scheduled work hours, the executive director has the authority to change the terms and conditions of employment, up to and including termination of employment.  

If an employee is terminated pursuant to this section (5.007), the employee will be given his/her due process rights in accordance with the Labor Contract or Classified Personnel Rules and Regulations, whichever is applicable.

5.007.01  Hatch Act.  Under the Hatch Act, employees retain the right to vote and to express their opinions on political subjects and candidates.

Employees may not:

· use their official authority or influence for the purpose of interfering with or affecting the result of an election or a nomination for office;

· directly or indirectly coerce contributions from subordinates in support of a political party or candidate or

· be a candidate for public office in a partisan election. 
Employees may:

· run for public office in nonpartisan elections

· campaign for and hold office in political clubs and organizations

· actively campaign for candidates for public office in partisan and nonpartisan elections (but not while working

· contribute money to political organizations and attend political fundraising functions
5.008  Employee Conduct.

5.008.01  Loyalty.  Employees will support the goals and objectives of the commission as a condition of employment and strive to support those goals at all times.

5.008.02  Professionalism.  Employees will be expected to be professional in their dealings with the public and other employees, to project a professional personal image, and to treat others with courtesy and dignity.  Every employee will respect the rights of others and will not use offensive language, gestures or actions.  Employees will not intentionally make false or malicious statements concerning any employee, the state, or its services.  The rules and policies of the commission are based on respect for human dignity and equal rights of all citizens.  Accordingly, employees are expected to carry out their duties in a professional and impartial manner.

Employees are expected to display a positive attitude, bring problems to the attention of management, accept and follow directions and cooperate with co-workers.  Employees are expected to abide by the Code of Ethics which is incorporated herein.

5.008.03  Neutrality.  The commission is a neutral administrative agency and does not advocate for complainants or respondents.

Examples of inappropriate behavior in dealing with complainants, respondents, witnesses and the public which violate the commission’s neutrality policy shall include, but not be limited to, the following:

· Expressing personal opinions about any ongoing or completed case.

· Making non-verbal gestures or expressions which suggest a personal opinion or bias.

· Making personal remarks about themselves, the commission, other employees, complainants, respondents, or witnesses.

It is imperative that employees do not validate the opinion that a party may have.  Employees must emphasize that it is their responsibility to obtain information; however, in doing so, they are by no means acknowledging the truthfulness of it or concurring that the particular treatment was discriminatory.

When asked to comment on the merits of a case, employees must state that they are not at liberty to comment on such and that doing so would compromise the neutrality of the agency.  

5.008.04  Protecting Confidential Information.  Employees cannot disclose information on a case to anyone who is not a party to the case. 

Employees shall respect the privacy of other employees.  Non-management employees will not access computer files, mail, office files or office equipment being used by or intended for a co-worker without prior permission from the co-worker or a member of management.

Non-management employees will not go through or remove the personal belongings of another employee.  Cases and other work products are not considered personal belongings.  

5.008.05  Second Jobs.  Employees with second jobs or personal businesses may not receive special consideration for work scheduling or other employment matters.  Employees may not have outside employment or a business that poses a conflict of interest with the position held at the commission.  Employees must immediately notify their supervisor in writing of any outside employment or personal business.  Employees may not perform work related to the outside employment or personal business on time that is paid by the commission.

5.009  Work Problem Solving.  In order to foster the goal of better communication among commission employees and to enforce and make more meaningful the existing Communication Channel Policy, the following Problem Solving Policy is hereby implemented.  This policy does not preclude employees covered by the union contract from exercising their grievance rights.

If problems or disagreements arise between employees, employees shall go through each of the following steps in order to attempt to resolve their problems with other employees.  An employee will not be required to follow these steps if he/she believes he/she is being harassed due to race, color, national origin, religion, sex, disability, marital status, age, equal pay or retaliation.  Under those circumstances, the employee may choose to follow the Problem Solving Policy or may report the problem directly to his/her supervisor or to the executive director.  Supervisors are required to notify the executive director immediately upon receipt of a complaint of harassment. 

The first step of the policy shall be for the employees to verbally try to work out the problem themselves through discussion of the issues.  If the two employees are able to resolve the matter, it is not necessary for them to bring the matter to their supervisor(s)’ attention.  If the employees are unable to resolve the matter between themselves, they may take the problem to their supervisor(s) so the supervisor(s) may work to try to resolve the matter.  If the supervisor(s) cannot resolve the matter, the employees shall bring the dispute to the executive director through a written complaint.  

If an employee and supervisor have a disagreement, they shall first attempt to resolve the matter themselves.  If they cannot resolve the matter, they may bring the dispute to the executive director through a written complaint.  If the executive director cannot resolve the dispute, he/she shall bring the matter to the commissioners.  Employees shall not contact a commissioner directly regarding a dispute or a problem solving matter.  Such contact will be considered a violation of the chain of command policy.

Work time shall be allowed to resolve disputes.  Work time cannot be used to draft grievances, compile information for grievances or interview other employees who might be witnesses.  An employee cannot use State equipment or State supplies to draft his/her grievance.  The only work time that is allowed is the time the employee is meeting with management in regard to the grievance.

5.010  Chain of Command.  Employees shall report to their supervisor who shall report to the executive director and the executive director reports to the commissioners.  

The executive director is responsible for the administration of the employees consistent with the Classified Personnel Rules and Regulations and the Labor Contract between the State of Nebraska and NAPE/AFSCME. 

If an employee needs the assistance of another staff member in order to complete assigned work, that staff member’s supervisor must be contacted.  Permission from the supervisor must be obtained before the employee contacts the staff member.

5.011  Communication Channel Policy.  A Communication Channel Policy was adopted by the commission in order to clarify communications within the commission in dealings with non-labor contract issues.

To better address concerns of employees, the commission recommends that all supervisors keep a list of concerns employees bring before them.  These concerns shall be addressed in a regular meeting of the executive director and supervisory team.  Both the concerns and the management response will be recorded in the meeting minutes and shared with the employees in an announcement following the meeting.  This will allow the administrative team the opportunity to analyze the concerns of employees and will better assure that like concerns are addressed in a similar manner.  It will also allow the administrative team the ability to determine if there are agency wide concerns which need more attention.  

There is an open door policy between the executive director and the commissioners and between the executive director and the supervisory team.  The supervisory team and the staff have an open door to bring forth concerns to the general staff meetings, to the union/management meetings or directly to their supervisor.

All concerns that go beyond the supervisory staff are to be put in writing and presented to the executive director.  Proposed changes in legislation, funding, agency procedures, etc., MUST come through the executive director and will be brought to the full commission for review and possible enactment into the commission’s legislative plan.  No statements shall be issued regarding the position of the commission on an issue without discussion and approval of the Commissioners and the executive director.
Written concerns relative to the agency’s operations will be brought to the commission via the executive director.  

If an employee is contacted in an official capacity by an outside organization such as a newspaper, television station, radio station, etc., the employee must follow the chain of command before responding to any inquiries or refer the individual/organization to the agency’s officially designated spokesperson for further comment.  This is not an attempt to suppress an individual’s right to speak, but simply a desire for the agency to speak with one voice in an official capacity.

5.012  Job Descriptions.  All positions within the commission have generic job descriptions issued by the DAS Division of Personnel.  The job description lists the major duties of the position, examples of the specific duties and the minimum education/experience requirements for the position.  In some cases, full education/experience requirements may also be listed.

The agency has also attempted to provide agency job descriptions which are more agency specific based on the generic job specifications provided by the Division of Personnel.

5.013  Personnel Files.  Each employee has personnel records which are kept by the HR representative in the Lincoln office.  These personnel records include routine employee information including personal details about the employee such as address, payroll information, position, salary records, and original signed copies of disciplinary actions and performance evaluations.  With permission from the employee’s immediate supervisor, an employee may make an appointment during office hours with the HR representative to review his/her Personnel file.  This file cannot be removed from the premises and will be reviewed under the supervision of the HR representative or another management employee in his/her absence.

The employee can request in writing that the agency allow another employee or the employee’s designated representative the chance to review his/her personnel and/or payroll records in the same manner, under the supervision of a management employee.  (Reference the Labor Contract.)

Supervisory files are maintained by each supervisor on each employee he or she directly supervises.  These files contain primarily performance data and are not considered a “Personnel File,” under the rules allowing review of personnel records by employees.  Benefit information is retained in a file separate from the personnel file.  Medical information is kept in a separate location according to HIPAA regulations.
5.014  Performance Evaluations.  Regular full-time employees will receive performance expectations outlining what is expected of them during the next performance period, usually a year; however, this may be for a shorter period of time.  New employees should receive performance expectations for their probationary period and then receive another set of full performance expectations when removed from probation that will last until the regular annual evaluation cycle is completed.  This may be for a shorter period than one year.

Employees should receive a performance evaluation at least annually which details how they performed according to the performance expectations they were given at the beginning of their performance period.  Another set of performance expectations will also be received at the same time that the performance evaluation is received.

If no performance evaluation is received, an employee’s performance is considered to be satisfactory.  Performance evaluation ratings cannot be grieved.  The performance evaluation must be returned by the employee within 30 days along with any written comments concerning the evaluation attached.  

5.015  Salary Administration.  All agency positions are part of the classified system except for the executive director positions.  Each position covered by the classified system is assigned a classification code with a corresponding salary schedule assigned to that class code.

For employees covered by the Labor Contract, changes to this salary schedule are bargained by the union during contract negotiations along with salary increases to individual employees.

The salary increase for employees covered by the Personnel Rules and Regulations is set by statute, although the statutory provision often allows the agency some discretion in determining the amount of salary increase.

Classified employees begin at the hiring rate, unless otherwise negotiated by the agency and approved by the State Personnel Director.

Promotion increases and demotion decreases are outlined in the Labor Contract and the Classified Personnel Rules and Regulations.  
Employees usually receive an annual increase as determined during the bargaining session which is implemented by statute during the Legislative session.  This increase is usually given on July 1.  The salary grade table may also be increased at this time, but not always at the same percentage as the current employees receive.

5.016 Probationary Periods.  There are three types of probation:

· Original new hire probation.

· Promotional probation.

· Disciplinary probation.

5.016.01  Original Probation.  Probation that is served by all new hires for a period of six months from the date of hire. Employees do not have grievance rights while on original new hire probation.  Employees may be separated at any time during the original probationary period without two weeks notice.  The employee will be notified in writing of the separation date.

Employees who are rehired may need to serve another original probationary period up to six months.  Employees who transfer from one agency to another may be required to serve a probationary period.  Employees who transferred to another position within the agency during original probation due to promotion or demotion, may have their probation extended at the executive director’s discretion.  Employees who take a leave of absence during this original probation period will have their probationary period extended by the amount of the leave of absence.  This probationary period may be extended in writing for performance reasons.  Specific performance improvements must be outlined in writing.  Original probation must not exceed one year from the date of hire.  (Reference the Labor Contract and Personnel Rules and Regulations.)

5.016.02  Promotional Probation.  A promoted employee may be placed on probation for a period of up to six months to determine his/her ability to perform the job.  This is not another original probationary period when the promotion occurs within the same agency.  The executive director or a supervisor appointed by the executive director may extend the non-original probation of a promoted employee for reasons of performance, transfer, and leave of absence for a period not to exceed a total of one calendar year from the date of hire, rehire, transfer, or return from a leave of absence.  If the promoted employee is not performing adequately in the new position during the promotional probationary period, the employee shall, if the position is still available, be reverted to the employee’s previous position and pay rate or apply for any open position for which he/she is qualified to hold.  Every reasonable effort shall be made to retain said employee.  (Reference the Labor Contract and Personnel Rules and Regulations.)

5.016.03  Disciplinary Probation.  Probation is one level of progressive discipline that is initiated if multiple or continued rule infractions or significant performance problems have occurred.  The employee is informed in writing the date the disciplinary probation will start, the length of the disciplinary probation, the reasons why the probation is being imposed and the specific actions or performance improvements that are necessary to be removed from disciplinary probation. 

A disciplinary probation may be imposed for a period of up to six months, but may be extended to a total of one year by the executive director.  An extension of disciplinary probation shall be considered as a separate disciplinary action.

5.017  Promotion.  Employees are encouraged to apply for any vacant position within the agency which would provide a promotion opportunity.  Whether or not the employee will be interviewed along with applicants from outside the agency, or prior to advertising the position to the public will be determined on a position by position basis.  Hiring for vacancies will be done in accordance with the labor contract and personnel rules and regulations.

Employees who are selected to fill another vacant position may be required to serve a six month promotional probation.  Salary increases for promotions are outlined in the Labor Contract and in the Classified Personnel Rules and Regulations.

Normally an employee hired as an investigator will under-staff the position as an Investigator I while learning to work with limited supervision in the position.  The Investigator II position is considered a full performance position.  After an employee has worked in an Investigator I position for at least 12 months, he/she is eligible to request a promotion to an Investigator II if the criteria set forth below have been met.  

To request a promotion, the employee must:

· have met or exceeded his/her case goal for the previous four quarters, if applicable;

· have earned a rating of satisfactory or above on the most recent annual evaluation;

· be able to perform with limited supervision and;

· have no disciplinary action in previous year.

The employee shall request a promotion to the Investigator II level by submitting a request to their supervisor in writing.  The supervisor shall attach a written recommendation to the employee’s request for promotion and forward the request to the agency director.

The agency positions have been assigned a classification by State Personnel which was determined by the job duties assigned to the position.  The agency cannot arbitrarily change a position title just because the incumbent is doing an excellent job in the position, is more qualified than the minimum qualifications listed in the job specifications, or is doing above average work.  If the job duties being performed by the employee are significantly different from those listed in the job description issued by State Personnel, the employee will need to request a reclassification  This procedure prevents the agency from giving “promotions” to employees, who stay in the same position, without the specific approval of the Personnel Division to change the position classification.  If employees feel their position is classified incorrectly, they can fill out a PDQ form and request  State Personnel to review the position classification.

5.018  Employee Corrective and Disciplinary Actions.  The objective of discipline is to improve the employee’s performance.  It is a chance for the employee to take responsibility for his or her own behavior.  Discipline shall be administered in accordance with the Labor Contract and/or Personnel Rules and Regulations.

The type and extent of disciplinary action is governed by the nature, severity and effect of the offense; the type and frequency of all previous offences; the period of time elapsed since a prior offensive act and consideration of extenuating circumstances.

The following is a list of the disciplinary actions which may be imposed.  More than one type of disciplinary action can be imposed for serious offenses.  Based on the severity of the offense, progressive discipline may not be followed.

· 
· Written Warning

· Disciplinary Probation

· Suspension Without Pay

· Demotion

· Reduction in Salary within Salary Grade

· Dismissal

Investigatory suspension shall be administered according to the Labor Contract and/or the Personnel Rules and Regulations.

Final authority over the dismissal of any employee or a position lies with the executive director.  Dismissal shall be administered in accordance with Article 10 of the Labor Contract and/or with Chapter 14 of the Nebraska Classified System Personnel Rules.

The following are examples of offenses for which the executive director or delegated supervisor may take disciplinary action:

5.018.01  Violation of, or failure to comply with Federal law, State Constitution or statute; an executive order; labor contracts; published rules, regulations, policies or procedures of the employing agency or the State of Nebraska Personnel System.

5.018.02  Failure to comply or refusal to comply with a lawful order or to accept a proper assignment from an authorized supervisor.

5.018.03  Inefficiency, incompetence or negligence in the performance of duties.

5.018.04  Unauthorized possession of narcotics, alcoholic beverages, or other unlawful drugs on state property, drinking alcoholic beverages on duty, or reporting for duty under the influence of alcohol and/or unlawful drugs.

5.018.05  Negligent or improper use of state property, equipment or funds, or conversion of same to one’s own use.

5.018.06  Use of undue influence to gain, or attempt to gain, promotion, leave, favorable assignment or other individual benefit or advantage.

5.018.07  Falsification, fraud or omission of information in applying for a position with the commission, or providing false information to a local, state or federal investigatory agency.

5.018.08  Unauthorized or improper use of any type of leave or abuse of meal or rest periods.

5.018.09  Repeated tardiness or unauthorized leave, including unauthorized departure from work area.

5.018.10  Failure to maintain satisfactory working relationships with the public or other employees.

5.018.11  Failure to obtain and maintain a current license or certification required by law or agency standards as a condition of employment.

5.018.12  Conviction of a crime other than minor traffic violation.

5.018.13  Repeated failure to make reasonable provision for payment of personal debts which results in more than one garnishment.

5.018.14  Insubordinate acts or language which seriously distract from the respect due to the senior authority of a senior person or severely hampers the agency’s ability to control, manage or function.

5.018.15  Acts or conduct (on or off the job) which adversely affects the employee’s performance and/or the employing agency’s performance or function.

5.018.16  Work place harassment based, in whole or in part, on race, color, sex, religion, age, disability or national origin, which manifests itself in the form of comments, jokes, printed material and/or unwelcome sexual advances, requests for sexual favors or other verbal or physical conduct of a sexual nature.

5.018.17  Possession of materials and/or the utterance of comments in the workplace that are derogatory towards a group or individual based upon race, gender, color, religion, disability, age or national origin.

5.018.18  Unauthorized possession of a firearm in state work places.

5.019  Case Production Disciplinary Actions.  An investigator shall be subject to the disciplinary policy when he/she has failed to meet his/her case productivity goal any quarter in any twelve month period.  If this occurs, the investigator shall receive a written warning.  Discipline shall not be administered if the investigator’s case production for the fiscal year to date is not deficient.

If after receiving a  written warning, an investigator thereafter fails to meet his/her quarterly production goal within the next twelve month period, the investigator shall be placed on disciplinary probation.  Probation shall not be extended past three months.

If after successful completion of probation, the investigator fails to meet the quarterly productivity goals within the next twelve month period, the investigator shall be placed on a second probation.  Failure to meet any of the objectives set during any probation period shall result in termination of employment.
Investigators shall not be required to make up their case deficiencies after they have been disciplined for not making their quarterly goal.  However, a written warning may be rendered inactive if the case deficiency is made up within the quarter following the issuance of the written warning.  At the request of the investigator, this warning may be purged from the personnel file twelve months after it was issued, if the investigator does not have a production deficiency within twelve months following the issuance of the written warning.
5.020  Investigative Case Production Goal.  The executive director shall set the annual case goal.  Investigators will be informed of this goal  before the beginning of the fiscal year for which it applies.  The quarterly and annual case goals will be reduced by one case for each authorized leave of five consecutive days.  Holiday Leave will not be counted toward the consecutive five day absence.

5.021  Resignation.  To resign in good standing, an employee must give written notice to the executive director at least ten business days before separation unless the executive director agrees to a shorter period.  The last day the employee is physically present at work will be considered the last day worked for the commission.  (Reference the Labor Contract and Personnel Rules and Regulations.)
An employee’s balance of annual leave will be paid as a separate payment  if the employee is leaving state government, and will not be direct deposited.  The final regular check will  be direct deposited if previously set up for direct deposit, unless other arrangements are requested in writing.

Unless the employee is retiring, sick leave hours are not paid.  If the employee is not taking retirement, a record of these hours is maintained on the computer system for a time period determined by the Labor Contract, and/or Personnel Rules and Regulations and can be utilized by the employee if he/she returns to work for another state agency as a full time employee within that time frame.  An employee who retires will be paid one-quarter of the accumulated sick leave up to the maximum allowed.

The following items must be turned into the HR representative , or to a management representative, prior to the receipt of the final check:

· Agency badge

· Employee picture ID

· Driver ID

· Recording and other Equipment/Accessories

· Building access card

· Keys (if any issued)
· Parking sticker/card

· Time records including leave slips, properly filled out and signed

· NEOC Policy and Procedure Manual

· Position and/or other Agency Manuals

5.022  Termination.  If the agency determines that the employee/employer relationship must be terminated, the agency will inform the employee in writing as to the effective date of this action.  The employee will receive at least two weeks (10 business days) notice of the action, or will receive two weeks pay in lieu of the notice. 



The following items must be turned into the HR representative or to a management representative prior to the receipt of the final check:

· Agency badge

· Employee picture ID

· Driver ID

· Recording and other Equipment/Accessories

· Building access card

· Keys (if issued)
· Parking sticker/card

· Time records including leave slips, properly filled out and signed

· NEOC Policy and Procedure Manual

· Position and/or other Agency Manuals

Sick leave hours are not paid.  A record of these hours is maintained on the computer system for a time period determined by the Labor Contract, and/or Classified System Personnel Rules and Regulations and can be utilized by the employee if he/she returns to work for another state agency as a full-time employee within that time frame.

An employee’s balance of annual leave will be paid as a separate payment. .  Final checks will be direct deposited unless the employee indicates in writing to the HR representative that he/she wishes to  make other arrangements.
5.023  Exit Interviews.  When employees leave the commission, they will have the opportunity to participate in a confidential exit interview with the executive director or the HR representative.  An exit interview form will also be provided which can be returned before or after the employee separates from the agency.

5.024  Reference Requests.  All reference requests are directed to the HR representative .  This includes job references and verification of employment.  The only information that will be released will be information that is considered public as outlined in the Personnel Rules and Regulations..  No personal information will be released to the public.  Items such as address, phone number, or Social Security Number are considered personal information.
Employees may request a reference letter from a management employee if they would like future employers to have more information than position and dates worked.

5.025  Request for Transfer.  An employee who wishes to request a transfer to a different unit or work location, when a vacancy is available, will need to submit a written request to the director through their current supervisor with a copy to the HR representative.  The employee may want to discuss this transfer request with both their current supervisor, and the supervisor of the unit they would like to transfer into.
The following will be considered when making the decision whether or not to approve the request for transfer:


1.  The employee’s current strengths, weaknesses and any disciplinary status.


2.  The needs of the unit the investigator would be transferring into, and


3.  The overall needs of the agency at the time of the transfer request.

A response to the transfer request will be returned to the employee within 10 business days of the receipt of the request by the director. 
CHAPTER 6 - OFFICE POLICIES AND PROCEDURES

6.001  Hours of Work.

6.001.01  Employee Work Hours.  The following policy has been formulated to assure that the hours of work of the commission are fully in compliance with the Fair Labor Standards Act (FLSA), the Classified Personnel Rules and Regulations and the governing Labor Contract while maintaining accountability and productivity.  For purposes of this policy, our work week is defined to begin at 12:00 a.m. Saturday morning and to end at 11:59 pm (midnight) the following Friday.  All employees shall be accountable for forty hours of work and/or leave per week.

6.001.02  Normal Office Hours.  It is the commission’s policy, as per Statute, to keep its offices open for business with the public between 8:00 a.m. and 5:00 p.m., Monday through Friday, legal holidays excepted.  Sufficient employees will be scheduled during these hours to assure full service to the public.  Management has the right to set hours as needed.  (Reference the Classified Personnel rules and regulations and the Labor Contract.)
6.001.03  Flexible Scheduling.  All non-probationary commission employees may utilize flexible scheduling.   Probationary employees must receive approval from their supervisor to utilize flex scheduling.
· 
Support staff and intake unit employees must coordinate their schedules to fulfill the commission’s obligation to provide service to the public from 8:00 a.m. to 5:00 p.m. each work day.  Such coordination of schedules will be worked out on a voluntary basis as much as possible.

6.001.04  Core Hours.  The core hours for all non-exempt employees (employees eligible for time and one-half overtime) are from 10:00 a.m. to 3:00 p.m. each workday.  Unless on an authorized alternative schedule (or flex-time schedule,) all non-exempt employees should be on duty, or on authorized leave during these hours Monday through Friday (except holidays) unless they are approved to work four 10-hour days. If not working four 10-hour days, non-exempt employees must coordinate leaving early—before 3 p.m.—with their supervisor.   All employees eligible for flexible scheduling may report to work any time between 7:00 a.m. and 10:00 a.m. with the work day ending up to 10 and one-half hours later when a half hour lunch is taken.  However,  no non-exempt employee will work after 7:00 p.m. without written authorization from his/her supervisor.  Such scheduling may be done at the employee’s discretion on a daily basis without advance notice, except in the case of the intake and clerical unit when office coverage considerations require advance and coordinated scheduling.

6.001.05  Lunch Periods.  Each work day must include at least a one half hour lunch period for all non-exempt employees. The lunch period must be taken between 11:00 a.m. and 2:00 p.m., unless the immediate supervisor specifically authorizes a different time.  Employees may be allowed to work through lunch, on an occasional basis, with approval of the employee’s supervisor.  Employees will not be required to take a lunch period on a day when they will be working six hours or less.
6.001.06  Rest Periods.  Each employee may take a fifteen minute break in the morning between one hour after his/her arrival and one hour before lunch.  A similar break may be taken in the afternoon between one hour after the lunch period and one hour before departure for the day.  The immediate supervisor may authorize different times upon request.  (If an employee takes a break other than as stated above, such a break is without pay and must be made up for by the employee.)   Breaks are just that, a break from work, thus break times cannot be added to the lunch hour or taken at the beginning or end of the day.  If breaks are not used, they are lost and do not accumulate.  Non-exempt employees must take breaks away from the work area.  (Reference the Labor Contract and Classified Personnel rules and regulations.)

6.001.07  Overtime.  Employees who are eligible for time and one-half overtime may not work over 40 hours in a week without the prior approval of management.  Hours worked should be monitored by the employee so as to allow for schedule adjustments which would prevent overtime from being earned.  Time worked over 40 hours must be logged on the employee’s monthly time records, and must be recorded by filling out an overtime request form.  (Reference the Labor Contract.)

Should an on-site investigation or other previously scheduled investigative activity require that an employee work past the 40 hour work week in order to reasonably complete the task, the advance notification provision shall be waived.  It is management’s intent that such waivers shall be an exception and that overtime is normally performed only with proper advance notice and approval.  Proper planning by the employee can avoid such situations.

On the Overtime Request Form, the employee should list the date the overtime was worked, (the point at which the employee exceeds 40 hours,) the hours worked and the purpose of the overtime.  The employee must also mark the form to indicate whether he/she is requesting overtime pay or compensatory time.  Compensatory time must be used or paid during the same fiscal year it has been earned..  Unused compensatory time will be paid at the end of the  fiscal year unless a written request is submitted which indicates the employee’s desire to carry over the compensatory time and shall include the estimated date this time will be used.  The executive director will make the decision on this request.
Since overtime is figured on hours worked over 40 per week and not for hours worked over 8 per day, it is not possible to earn overtime until the end of the work week—usually Friday.  When calculating whether overtime is at straight time or time and one-half please consult the Labor Contract or Classified Personnel Rules and Regulations on whether holiday hours or leave time is considered hours worked for overtime purposes.  It is possible to have straight time overtime or compensatory time although the employee would be better off utilizing flexible scheduling by adjusting the amount of the sick and annual leave hours used and not claiming the overtime hours.  
Overtime hours will be paid on the employee’s next paycheck, if the employee has submitted the properly signed and approved overtime request form with the attendance log. 
6.001.08  Extended Work Hours.  NEOC employees covered by the Labor Contract are to work between the hours of 7:00 a.m. and 7:00 p.m., Monday through Friday , except for state holidays.  
If an employee wishes to work outside of the regular work hours, he/she must receive advance written approval from the immediate supervisor.  When requesting permission to work outside of regular office hours, a detailed and specific reason for such must be indicated in writing to your immediate supervisor.  If an employee believes it is necessary to work on the weekend or a holiday, he/she must receive permission from the immediate supervisor in writing indicating the specific time frame in which work will be authorized.  At no time will an employee be allowed to work on a holiday and take off another day utilizing holiday leave.  Work on a holiday will only be approved by the supervisor if there is absolutely no other time, during regular work hours, that the interview or meeting can be held.  Work hours will not be authorized on a holiday for regular casework.


Hours worked outside the regular flex time hours must be logged on the case activity log (if applicable) and on the employee’s time records.  


The above work hour limitations do not apply to the (exempt) administrative employees.  

6.001.09  Reporting Absences.  Unless leave is pre-approved, and noted on the board, employees must contact their primary office daily prior to 9:00 a.m. if they are going to be absent or arriving at the office after 10:00 a.m.  After leaving a message with the front desk, the employee should be transferred to the immediate supervisor or to another member of management to discuss their request for leave.  If no member of management is available, a message may be left on the voice mail of his/her supervisor. .Employees should make sure they have the toll-free number for each of the offices.

6.002  Time Records.  Each employee is required to fill out an Attendance Log, and appropriate leave slips to account for any time absent during regular work hours.  Employees must account for 40 hours of work hours and/or leave hours each week
The attendance log shall be filled out daily to ensure an accurate accounting is maintained.  This form shall include the exact time the person reports for work (at the work station and ready to begin work), the times when the employee is absent from the work area (such as for lunch or leave time), and the time the employee is finished working for the day, or off duty.  The total hours should not exceed 40 hours per week without prior approval of the supervisor.

Since sick and annual leave hours do not count toward time and one half overtime, it is the agency’s policy that the employee should reduce the leave hours taken earlier in the week if total hours worked and leave time add up to more than 40 hours for that week. 

Leave slips should be filled out accurately and completely, and be approved by the employee’s supervisor prior to usage when possible.  (Reference the Labor Contract and Classified Personnel Rules and Regulations.)  For unexpected, unplanned sick leave absences, the leave slip should be filled out on the date the employee returns to the office and submitted immediately to the supervisor to be signed. These slips can be filled out on the PC, but must be signed by the employee.  If changes are required on the leave slips that are filled out in advance, the original figures should be crossed out and the corrected amount noted.  This change should be initialed by the employee.  Because there are only certain occasions where sick leave usage is appropriate, the reason for the sick leave must be indicated on the form. Management has the right to decline leave requests for business reasons.  If an employee is experiencing performance problems, management may refuse to approve annual leave requests.  Management may not unreasonably refuse requests. 

The attendance log, signature/balance page, and all applicable leave slips should be turned in the first workday after the pay period ends.  The leave slips should be placed in correct date order, and all appropriate signatures should be included on the forms.

The employee will receive a new attendance log at the beginning of the year.  The employee will receive the signature/leave balance sheet with the current leave balances after the form from the prior period has been received and processed.

6.003  Taking Work Home.  The commission has a telecommuting program that employees may participate in.  Certain criteria must be met and maintained to continue participation in this program.  Employees shall not take work home unless they have been approved to participate in this program.  See the addendum regarding home officing.
6.004  All-Employee Meetings.  The commission will hold routine all-employee meetings for the discussion of matters of concern to all commission employees.  Attendance will be excused only for authorized office coverage and for properly authorized leave.  
Employee suggestions or requests for subject matter will be encouraged.  
6.005  Employee Attendance at Commission Meetings and Conferences.  Employees may attend commission meetings with supervisory approval.  A limited number of staff shall be allowed to attend training conferences in order to bring back and share the conference information covered with other employees.  The number and the choice of attendees shall be determined according to the current agency budget for training travel.  Considerations for participating in training conferences may include, but are not limited to:

· Whether an employee’s performance is satisfactory

· Whether an employee’s case goals have been met for at least two quarters

· The relationship of the training to the employee’s position or job duties

· The employee’s attendance at other training during the current biennium

A concerted effort will be made to give all staff the opportunity to attend some training over each biennium period. 


6.006  Work Environment.

6.006.01  Office Appearance/Environment.  It is essential that all employees make a diligent effort to keep offices, desks, storage areas, and waiting areas neat and orderly.  Employees are allowed to listen to music in their cubicle, but must keep the sound level low enough so as not to bother the employees around them.  Employees should keep their voices lowered when conversing either in person or on the phone so as not to disturb the employees around them or interfere with their work performance.  All employees are expected to clean up after themselves in all shared work areas.     Time spent discussing non-work related subjects should be confined to breaks and lunch time. 
6.006.02  Office Space Assignment.  Management reserves the right to assign employees to a particular work station.  Employees do not obtain a vested interest in a particular work space assignment based on previous assignment and/or seniority.
6.006.03  Security.

6.006.03(a)  Keys. Keys for the front door of each agency location, and to individual offices, will be issued to appropriate employees as determined by management.  Employees will be allowed to maintain keys to their desk, cupboards, or drawers in their personal office, but the copy of these keys must be turned in to the person in each office who maintains control of the keys.  
6.006.03(b)  Locked Doors.  Access to the office when locked will be limited to those employees who have been issued keys in accordance with any rules that were given to them when the keys were issued.  Employees should respect each other’s office spaces.   Non-management employees shall not attempt to access file cabinets, or other records depositories, such as boxes or desk drawers within the office without specific authorization from the occupant.  Employees  shall not attempt entrance to an office that is locked without express approval of the office occupant or without a business reason.

6.006.01(c)  Abusive Public.  Employees do not have to endure abusive members of the public.  It is recommended that when conducting interviews, or other face to face meetings, that the employee sit closest to the door of the room so that exit from the room is not impeded.  Be sure to set up recording equipment for easy access from this vantage.  The employee is in control of the meeting, and shall manage the situation by remaining calm.  The employee should leave the room and contact security if they lose control of the meeting. 

If a member of the public becomes abusive over the phone, the employee should try to stay calm.  It is important that the employee calmly explain that he/she does not have to listen to such language.  The employee should further indicate that if the person does not discontinue his/her abuse, the phone call will be terminated and may be continued when the person is ready to speak in a more reasonable manner.  If the person continues to be abusive, it is best to end the call and discuss the situation with one’s supervisor.
6.006.04  Employee Accidents/Injuries.  If an employee has an accident or becomes injured on the job, he/she will need to fill out an accident report as soon as possible.  Be sure to inform the supervisor when an incident occurs, especially if there may be a need for a visit to the doctor or urgent care center or a need for some time off due to the injury.  If time off is required, a visit to the doctor or urgent care center is required.  Risk management determines whether leave is approved as injury leave.
The accident report must be filled out within seven days of the incident,  be signed by the supervisor and submitted to the HR representative.
6.006.05  Medical Emergencies.  If there is a medical emergency in the office with an employee or with a member of the public, 911 should be called immediately.  The employee will need to provide as much information to 911 as he/she can.  Both the front desk staff and security should then be called and informed of the emergency.  One employee should stay with the person who requires the assistance, and another employee may need to meet the EMS employees at the door to the building in order to lead them to the person who needs their help.  Employees should provide whatever assistance they can while waiting for EMS employees.

6.006.06  Evacuation Plan.  Each office should have an evacuation plan developed, a copy of which should be posted in the reception area and in each conference room so visitors will know what to do in case an evacuation is needed. The evacuation plan should indicate where employees are to go and where they should meet in the case of specific types of emergencies.  An emergency coordinator and co-captain will be assigned to determine if everyone is present at the meeting site. It is very important that employees keep the in-out board up to date so that the coordinator and co-captain can with one glance determine who is present and needs to be accounted for.

6.007  Computer System Acceptable Use.

6.007.01  General.  The agency data system including the computers, printers, and any attached peripherals and software on these computers shall be used only for acceptable work related purposes. All work products are to be filed on the network server so that this information can be backed up.  Employees should use the letter templates located in the common area of the server. Employees are responsible to assure that they are using the latest templates.. The system administrator has the authority to make changes when necessary for the management of the data system.

Unacceptable uses of this system, which would be cause for remedial action are as follows: 

· Violation of the privacy of other users and their data.  For example, users shall not intentionally seek information on, obtain copies of, or modify files, other data or passwords belonging to other users, or represent themselves as another user.

· The placement of passwords on any document or record other than for entry into the network is not allowed.  If passwords are authorized by the supervisor, such as for information which is considered confidential (like personal employee information,) the supervisor must be informed as to what these passwords are in the event that these records must be accessed during the employee’s absence.   

· Violation of the integrity of computing systems.  For example, users shall not intentionally develop programs that harass other users or infiltrate a computer or computing system and/or damage or alter the software components of a computer or computing system.

· Use inconsistent with laws, regulations or accepted community standards.  Files which include material in violation of any local, state or federal law or regulation are prohibited.  It is not acceptable to transmit or knowingly receive threatening, obscene or harassing material.

· Use of this system for recreational games.

· Use for private or personal business except for limited email usage as permitted by the SDCN Acceptable Use Policy.

The agency has adopted the State Data Communications Network Acceptable Use Policy as issued by DAS, CIO division.  This policy sets forth the acceptable use of state data systems including all voice and data communication networks.  Please read and become familiar with this policy which is included in the addendum section of this policy manual.  Employees are expected to follow this policy.
6.007.02  Internet and E-Mail.  Use of the NEOC Internet system and E-mail is outlined in the SDCN policy of the state.  All E-mail/Internet records are considered commission records and are subject to disclosure to law enforcement or government officials or to other third parties through subpoena or other process.  Consequently, employees should always ensure that the business information contained in E-mail/Internet messages is accurate, appropriate and lawful.  E-mail and Internet messages by the employees  do not necessarily reflect the views of the NEOC or its management.  
6.007.03  Computer Passwords.  Computer passwords shall not be shared with anyone.  Employees will not be allowed to put a password on their screen saver or any documents without approval of the system administrator.
6.007.04  Computer Fax.  Fax capabilities of any commission equipment shall be used for business purposes only.
· 
· 
· 
· 
· 
6.007.05  Electronic Data Backup. All work products will be placed on the network server so that the information can be backed up, and retrieved when necessary.  The hard drives of individual employees are not backed up.  
6.007.06  Format Guidelines.  All outgoing correspondence, reports and other documents produced by agency employees should be typed using established commission formats.  
6.008  Telephone Usage.  At no time should the agency phone system be used for placing personal long distance phone calls.  This is a violation of statute.  This includes personal calls to individuals who work in other NEOC offices.  Long distance phone calls that are work related can be made to employees in other agency offices.  Calls placed from one NEOC office to another office should never be made using the agency’s toll free (800) numbers.  These phone calls cost more per minute than calls made directly on the regular Centrex system.  Employees shall not use special phone services which have fees attached, such as call-back services.  This restriction does not apply to the use of the language line or conference call services.  Employees are not permitted to turn their ringers off.
All long distance calls made should be recorded on the telephone logs when required by the supervisor.  The long distance telephone log  shall be turned in at the end of the month to the supervisor.  The supervisor  shall keep these individual employee logs until the telephone printout is routed for review, then the logs will be sent to the HR representative for filing with the telephone printout.

Personal phone calls should be kept to a minimum and, if possible, confined to the break and lunch period.  At no time should state lines be used to respond to contests, etc.  This is an inappropriate use of work time and state facilities.


6.008.01  Voice Mail.  The employee is required to give the voice mail password to his or her supervisor.  Any changes to this password must be transmitted to the supervisor.  The employee must maintain a professional greeting.  The employee should change to an extended absence greeting for any absence exceeding two days.  Employees need to check their voice mail throughout the day and make return phone calls within a reasonable amount of time.

6.009  Use of Office Machines.  All office machines are to be used for agency related work purposes only.

6.009.01  Fax Machine.  The fax machine should be used only for receiving and sending faxes that are related to agency business.  All faxes sent and received on the community fax machine must be logged into the appropriate log.  
The fax machine can be used to make a minimal number of photocopies.  It is the employee’s responsibility to add paper to the machine if the fax machine runs out of paper when he/she is operating it.

6.009.02  Typewriters.  Each office has at least one typewriter available for the use of all employees.  These machines should be used for agency related business only.

6.009.03  Recorders/Transcribers.  Recorders have been issued to staff who use them on a regular basis for conducting agency related business.  It is the responsibility of the employees who use this equipment to be sure it is handled properly in order to prolong its usability.  
6.009.04  Printers.  Printers should be used for business related purposes only.  
6.009.05  PC’s.  Each employee has a personal computer available for use in completing their job duties.  Employees are expected to become proficient in computer operation and application skills in order to adequately perform their job duties in a timely manner.  Employees also need to possess adequate keyboarding speed in order to perform their job in an expedient manner.  If there are any questions regarding the software or hardware, there are employees who can provide assistance
6.009.06  Paper Shredder.  Personnel related, confidential, and/or sensitive documents should be placed in the bin for shredding.  All other documentation produced by the agency employees can be recycled.  Shredding shall be conducted in accordance with state rules on records management.  
6.009.07  Photocopiers.  Photocopy machines available to state employees are to be used only for agency related photocopying.  These machines are not for personal use.

6.010  Office Supplies.  Office supplies are provided by the agency as necessary to perform one’s job duties.  Recommendations for new supplies can be submitted in writing, and a review of cost and necessity will be made by management to determine if such supplies should be purchased.  It is the responsibility of all employees to let the purchasing agent know when supplies run low.  
Forms are designed and printed when it is determined that their use would be more convenient, or when more than one copy of a form is needed at a time.  Forms that are available and can be filled out on the computer may not be sent to the printshop.  Forms are given a form code and are dated to show the latest copy of the form.  The date will not be changed when the form is reprinted unless there has been a substantive change in the form.  It is necessary for employees to take responsibility to inform the person who orders the forms when supplies run low.  .  The time it takes to print a form depends on whether any changes are being made to the form.  Employees can make suggestions for changes to any form that is being used by the agency.  Changes will be considered when the form is reprinted.

6.011  Mail.  The mail shall be opened early each day, date stamped, and the envelope shall be attached.  Packages and other mail that come in during the rest of the day shall be handled in the same manner.  Items that are hand delivered shall be stamped as hand delivered.  

Mail will be placed in the boxes for distribution.  Employees should pick up their mail from these boxes.

Personal items shall not be placed with the outgoing agency mail.  
Outgoing mail shall be placed in the outgoing mail boxes during the day as completed.  All outgoing mail must have the mail code affixed to it.  Certified mail green cards should have the office address stamped on the right side before they are used.  The certified receipts must have the agency name stamped on them so they can be properly routed back to our office.  The employee should be sure to include his/her initials, the case number (last portion after the hyphen) and the date the item was placed in the mail on both the green card and the receipt slip.  The receipt must be left attached to the envelope until the post office stamps it.  The post office will route the receipt back to our office.  If no card or returned item is received, the postal date on the receipt is required in order to trace the item.  Mail should be handled according to the schedule posted in each office.


6.012  Badges.  The following policy is in place to assure that badges issued to NEOC employees  are utilized in a professional and structured manner, designed to avoid misuse, abuse, or use for unauthorized purposes.  Employees are required to acknowledge by their signature that the Badge Policy has been read and understood.  

NEOC Badges shall be used by authorized employees in order to aid in enforcement obligations in relation to the mandate of this agency.  Investigators are to use their badges only in relation to fulfilling a statutory duty.  For example, some excerpts are set forth below:

· Individuals approved by the executive director shall be issued an NEOC badge and identification card in an approved folder.  The badge shall be used for identification purposes and must be shown by NEOC employees as a formality whenever they meet with someone relative to a case they are investigating, or when otherwise appropriate, in order to establish authority.  Investigators shall carry their badge with them when conducting agency business outside the office.

· Individuals are not permitted to keep the badge overnight (unless necessary for official commission business, i.e., early morning, late afternoon etc.) and must leave the badge secured in their office when not on duty.  The badge will be treated similar to the state vehicle, i.e., if you are going on an on-site, etc. you may use your badge and the state vehicle.

· Individuals shall be held accountable and responsible for the proper security of the badge and identification and shall surrender same upon voluntary or involuntary termination.

· Failure to follow this procedure could lead to further disciplinary action and penalties under the laws as allowed.

The commission provides metal badges to investigators and supervisors for the purpose of increasing the commission employee’s visibility as an enforcement official.  Investigator badges should only be displayed on official commission business.  The badge should remain affixed in the carrying case of the investigator at all times.

The commission shall issue a state identification card which contains the employee’s photograph to all permanent employees.  Identification cards and/or badges shall be used when an investigator’s identity or employment status is questioned.  No commission employee is authorized to use a badge or identification card to obtain preferential treatment, rights, or privileges available to police or other law enforcement personnel.

6.013  Dress Code.  Employees are allowed to dress casually when working in the office.  However, employees are expected to dress in a business/professional manner when the occasion demands it.  Refer to current addendum for casual dress guidance.





· 
· 
· 
· 
· 
· 
· 

· 
· 
· 
· 
· 
· 
6.014  Reading the Newspaper.  The newspaper is provided for the public and may be read by employees on break or lunch periods outside of the office.  

6.015  Employee Training and Education Reimbursement.  The commission supports the efforts of employees to enhance their knowledge, skills and abilities through enrollment in training and educational courses and programs.  The employees who wish to participate in this program should discuss this request with their immediate supervisor as much in advance as possible.  To apply for financial assistance, the employee must fill out a Request for Tuition Reimbursement form in advance, which is to be submitted to the supervisor, who then forwards it to the executive director for approval.  Attached to this form should be a class description, course outline, or syllabus.  The director will determine the percentage of tuition reimbursement that will be paid when the form is submitted.  The amount will depend on the current status of the agency budget.

Employees shall attend classes during non-work hours whenever possible.  The agency shall attempt to accommodate the employee with flex-time scheduling, or the use of vacation leave, compensatory time or leave without pay to enable the employee to attend classes which are only conducted during the employee’s regularly scheduled work hours.  An employee who is on performance related discipline may not be allowed to attend classes during work hours.

The agency will pay 100% toward any training program for which the agency requires the employee’s attendance.  The employee may request permission to attend, at agency cost, for training that is work related such as one-day conferences or workshops.  If approved, the agency will pay 100% of the cost of the training event and the employee will be allowed to attend on work time.  .

Employees must obtain a grade of “C” or better, or pass in a pass/fail course, in order to be eligible for tuition reimbursement.  To obtain reimbursement, the employee must fill out an expense document and attach a detailed receipt which shows the amount paid separately for tuition and fees, along with the grade report for the course.  The employee can only receive reimbursement for tuition paid. Neither fees nor books are eligible for reimbursement.

6.016  Travel and Expense Reimbursements.
6.016.01  General.

· All claims submitted for reimbursement will be in compliance with current DAS and agency travel policies.

· The executive director or the HR representative is authorized to approve all claims for reimbursement following authorized travel.  The HR representative  will discuss and adjust any claims which do not conform to the agency guidelines.

· Travel request forms for travel outside of Nebraska must be on file in the NEOC office prior to the conference dates unless impractical or impossible.  Properly completed reimbursement requests should be submitted to the commission office in a timely fashion, within 30 days of the expenditure.  The executive director shall indicate on the travel request form whether travel funds are available prior to the form being referred to the Chair for approval/disapproval.  All overnight travel within the state must be discussed and approved by the employee’s supervisor.

· Travel reimbursement will be considered only when submitted on an approved expense reimbursement document when accompanied with detailed receipts in compliance with current DAS and agency travel policies.  The expense document shall be processed within ten business days of the date the expense document is received by the business manager  as long as the form is filled out completely and accurately and does not have to be returned for further information.

6.016.02  Air Travel.  Air travel shall only be authorized when it is more economical than surface transportation or will result in a substantial savings of funds or productive time.  Reimbursement for commercial air travel will be limited to “coach fare” if such seating is available at the time of the ticket purchase.  Tickets should be purchased at least two weeks in advance of the travel date in order to obtain a reasonable rate.  Air travel is coordinated by the HR representative  who will make arrangements for employees to purchase air tickets through a travel agency that will bill the commission office directly.  Employees may purchase tickets direct and obtain reimbursement from the agency as long as the price is the same or less than what the agency would pay to purchase the ticket.
6.016.03  Out of State Travel.  Employee travel out-of-state should be directly related to the functions outlined in the commission’s goals and objectives.  Budget limitations will be the basis for approval of any travel request.

6.016.04  Instate Travel.  Employee travel within the state should be directly related to the functions outlined in the commission’s goals and objectives.  The business necessity of extended travel away from the primary office location should be discussed and approved by the supervisor.

6.016.05  Personal Vehicle Mileage.  Reimbursement for personal mileage is based on the rate established by DAS and the Labor Contract for employees. Mileage reimbursement is based on the actual number of miles traveled by the most direct route as referenced in the mileage chart included on the Nebraska state map, atlas and/or as determined by a mapping website.  Mileage to the destination, local mileage while at the destination, and the mileage to return shall be listed separately.  When several locations are visited, the employee must keep a log of the mileage between each destination to support their mileage reimbursement request.  Mileage should be figured based on the distance from the primary office location to the destination and the return to the primary office location, not from the employee’s personal residence since the mileage to and from work is not reimbursable for commission employees.  If an employee cannot avoid incurring mileage on a home-officing day, they must note on the expense document that they were home officing in order to justify the payment of mileage from their home address.  Employees who drive to meetings/conferences where a large group of employees will be in attendance will not be reimbursed for mileage unless they are accompanied by other commission employees, or have some other approved reason why they could not travel with other employees to the meeting.  In this case, the executive director will determine if the reason is sufficient to pay for extra mileage when the employee could have traveled with other commission employees.

If an employee requests permission to drive to a meeting or conference outside of the state for which the agency would normally provide air tickets, the person will only be reimbursed for the cost of the air ticket price if the cost of mileage reimbursement plus extra auto-related costs such as parking exceeds this amount.  Also, other related expenses such as meals and hotel reimbursements will only be paid for the same time frame as would have been incurred if the commissioner or employee had flown as originally planned by the agency.

6.016.06  Lodging.  Employees must obtain reasonably priced lodging, that meets the guidelines outlined in the government per diem website, and must report only the actual room expenses paid (including taxes) under the section entitled “lodging.”  The agency can only pay the cost for a single room, unless the room is being shared by two agency employees or commissioners.  The agency will pay directly for the cost of lodging whenever the hotel will agree to bill the agency.  If the hotel authorizes direct billing, and the cost of the room exceeds the single rate, the employee shall pay for the difference in the cost of the room--including taxes--prior to checking out of the hotel.  The commission is not required to pay lodging taxes within the state of Nebraska as long as the room is billed directly to the state agency.  Whenever an employee pays for the room direct,  that person will be charged lodging taxes and may submit the receipt for reimbursement.  For lodging establishments outside of Nebraska, the commission is normally required to pay lodging taxes.

 Employees will be responsible for making their own lodging arrangements, and shall request facilities to direct bill the commission.  The employee should obtain the following information when making these reservations:

· Hotel name and address

· Dates of the stay

· Cost of the room per day

· Name of the person who took the reservation

· Confirmation number if given

· Hotel federal identification number

Please submit this information to the business manager who will prepare a direct billing letter to be mailed or faxed to the establishment or may be hand carried by the employee as directed by the hotel/motel.  Associated fees which may be charged to rooms include, (a) business calls, and (b) parking fees billed by the lodging establishment.

6.016.07  Long Distance Telephone Calls.  Employees making telephone calls during travel status, either on a credit card or charged directly to the room, they wish to have reimbursed, should provide the following documentation:

· Phone number called

· Name of person/business called

· Case Number or business reason for the phone call.

Personal phone calls must be paid for by the individual before checking out.  The commission is not responsible for reimbursing personal calls.

Long distance calls which are made from home and are business related can also be submitted on an expense document.  A copy of the phone bill showing the number called and the cost of the call must be attached to the document  This must be accompanied by a listing including the phone number, name of person or business called, and the case number or business reason for the call.  A phone bill copy which does not include the proper notations indicating who was called and the business related reason for the call will be returned for this information.

6.016.08  Meals.  Only actual amounts paid for meals including tips (up to 15%) and snacks may be claimed on the DAS Expense Reimbursement Document.  The details of meals consumed should be listed on the attachments to the expense document.  The section on the expense document entitled “Name of Place and Nature of Service” is intended for information on the employee’s destination, and the purpose for the employee’s travel--not to list the meals consumed.  No reimbursement will be made for alcoholic beverages.  The agency uses the government per diem website guidelines to set the maximum it will pay per meal per day for any travel related meal expenses whenever meal receipts are submitted.  These guidelines list an amount per day, with a breakdown per meal, according to geographic location. 

Employees are expected to submit a detailed listing of meals indicating which meal was eaten, the restaurant, the city where it is located, the date of the meal, and the cost of the meal.  If the detailed listing is not supported by detailed receipts, you will only be reimbursed for the standard amount set by the agency (see Expense rate addendum for agency meal allowances).  Employees can list individual meals, including snacks, or an amount per day on the expense reimbursement document.  If a total per day is listed, the details for the meals they are claiming should be listed on the Employee Expense Reimbursement Attachment form. The agency is not allowed to pay a per diem according to statute.  Meal expenses for state employees who are not in a travel status may be approved for attendance at official functions, conferences or hearings not to include day to day operations of the agency.
6.016.08(a)  Overnight Travel.  Meals charged to the room during overnight travel when the agency is being direct billed, must be paid before checking out.  According to statute, the agency cannot pay for meals direct.  Following are the guidelines for overnight travel:

· Breakfast -- when an employee leaves for overnight travel at or before 6:30 a.m., breakfast may be reimbursed.

· Lunch--when an employee leaves for overnight travel at or before 11:00 a.m., or returns from overnight travel at or after 2:00 p.m., the noon meal may be reimbursed.

· Supper--when an employee returns from overnight travel at or after 7:00 p.m., the evening meal may be reimbursed but not if consumed within the same city as his/her primary office location.

6.016.08(b) One Day Travel.  At the agency head’s discretion, one day travel meal expenses (breakfast and supper only) may be reimbursed when it is deemed necessary for the working conditions of the employee.  Lunch is not reimbursed for one day travel.  Breakfast can be reimbursed if the employee is required by business necessity to leave for one day travel prior to 6:30 a.m.  Supper can be reimbursed if the employee is required by business necessity to return to his/her primary office location after 7:00 p.m..  Meals reimbursed for one day travel are coded separately.  If the total expended is over a certain amount for the year, it will be added to an employee’s taxable income.

6.016.09 Miscellaneous Expenses.  Receipts are required for all miscellaneous expenses over $5, when feasible.  Miscellaneous expenses include items such as parking, baggage handlers, photocopies, business calls, taxis, bus fares, postage, etc.

6.017  Disbursements.  Disbursement checks for expenses will be issued within fifteen working days from the date that the completed expense document is received by the business manager .  Expense checks will be mailed by DAS Accounting to the address listed on the expense document unless the employee has signed up for direct deposit of expense reimbursements.

Disbursement checks for the payment of fees, such as to the local sheriff for service of papers, can be requested in writing, if the department requires prepayment.  The request must include the person or office the check needs to be issued to, the address of the office, the federal identification number of the entity and the case number.  In the case where intake needs to have initial paperwork served that does not yet have a case number, indicate the probable case name that will be attached to the case if finalized.  There may be a delay due to delivery time.

Disbursements to other vendors will be made according to the terms of the purchase, but no later than 30 days from the date the invoice is received by the Lincoln office.

6.018  Payroll Warrants.   All Commission employees are paid by biweekly payroll.  biweekly payroll is mailed 12 days after the last day of the pay period.  Payroll warrants are not released by State Accounting prior to the pay date.   Employees are encouraged to use either the direct deposit method of payment or payroll card. If an employee needs to have someone else pick up the pay warrant, the request must be submitted in writing,which request must be signed and dated.
6.019  State Vehicle/Personal Autos.   Employees have a choice between using a state vehicle from the TSB carpool, or their personal car for work-related trips.  
To request a state vehicle, employees will need to fill out an auto request form via the computer to send to their supervisor.  An employee’s supervisor is the primary person authorized to sign for a state vehicle for employee use.  Employees need to determine in advance when they will need a car so they can take advantage of the times when their supervisor is in the office to sign the form.  In the case of the supervisor’s absence, other management employees may approve a carpool rental.  A copy of the approved form needs to be forwarded to the business manager.
Employees who drive to meetings/conferences where a large group of employees will be in attendance will not be reimbursed for mileage unless they are accompanied by other commission employees, or have some other approved reason why they could not travel with other employees to the meeting.  In this case, the executive director will determine if the reason is sufficient to pay for extra mileage when the employee could have traveled with other employees.

If necessary, employees can pick up car keys for a pool car the night before if they need to leave before TSB’s regular office hours.  Employees are not, however, allowed to drive the state vehicle home.  The state vehicle should not be kept out overnight unless employees are out of town on business and it is necessary because of the location.  The carpool vehicle should only be used for the amount of time needed since the agency is charged according to the amount of time it is checked out.  
The agency is required to keep track of any “commuting use” of state vehicles (trips between the office and the employee’s home) and must then adjust the employee’s taxable income for  when the cars are used for this purpose.  This increased record keeping is the reason why commuting with a state vehicle is not allowed by the agency.

6.020  Certificates of Appreciation and Excellence.  The commission has instituted an appreciation program for its employees through the award of certificates of appreciation and certificates of excellence.  Please refer to the addendum covering our current employee recognition plan for the details of this program.  



6.021  Suggestion Box.  There is a suggestion box placed in each office of the commission.  Thoughtful and appropriate consideration will be given to the suggestions and views of employees on any subject of mutual or individual concern.  The administrative employees will review the suggestions in the suggestion box during each administrative meeting and a response will be provided for all suggestions received.  
6.022  Referral to Attorneys.  At no time shall a commission employee make a referral to any attorney and/or law firm.  An employee may refer an inquiry to the Nebraska State Bar Association.

6.023  Commissioner Personal Information.  When members of the public request contact information about those individuals currently serving as commissioners, employees should provide the contact information as outlined by the current commissioners. 
CHAPTER 7 - EMPLOYEE BENEFITS

7.001  Leave Usage.
7.001.01  Vacation Leave (Annual Leave).  All provisions for vacation/annual leave for state employees may be found in the Labor Contract and the Nebraska Classified System Personnel Rules and Regulations.  Annual leave hours are earned according to the schedule outlined in these documents.  The maximum amount of annual leave granted for any one work day is eight hours.

Vacation leave should be applied for in advance by the employee to his/her supervisor, using the appropriate leave request form and can only be used after approval.  If your supervisor is unavailable, the employee must obtain advance approval from another member of management.  

Leave may not be unreasonably denied; however, management reserves the right to deny vacation leave requests for reasons including, but not limited to, employee performance, staffing needs, and business necessity.  Leave will not be granted in conjunction with (immediately prior to or following) disciplinary suspension.

7.001.02  Holiday Leave. Employees receive paid holidays as outlined in the Labor Contract or Classified Personnel Rules and Regulations, whichever applies.   Employees are not allowed to work on holidays and take another day off in lieu of the regular holiday because of pay issues.  If an employee is forced to work on a holiday because of something outside his/her control, the employee can submit a written request to the supervisor requesting permission to work a limited amount of time on the holiday.  The request should outline the expected amount of time that will be needed for the meeting as well as the case number, and the reason why this meeting could not be held on a regular work day.  Since access to the state buildings is very limited on the weekends and holidays, employees should make every effort to handle these engagements on a regular work day.

7.001.03  Sick Leave.  Provisions for the earning and use of sick leave are outlined in the Labor Contract and the Classified Personnel Rules and Regulations.  The following summarizes those provisions:

7.001.03(a)  Conditions for Using Sick Leave.  The following conditions are the only valid reasons sick leave may be used:

· When an employee is unable to perform his/her duties because of sickness, disability, injury, or when an employee’s presence at work jeopardizes the health of others by exposing them to a contagious disease or illness.  Pregnancy, post-natal recovery and miscarriage shall be considered temporary disabilities.  

· When an employee pre-schedules medical, surgical, dental or optical examinations or treatment, or when the employee must seek emergency medical treatment.

· When the illness, disability, injury, or major surgery of an immediate family member demands the employee’s presence.  The definition of immediate family is outlined in the Labor Contract and/or the Classified Personnel Rules and Regulations whichever is applicable..  At the executive director’s discretion, the definition of immediate family may be broadened.  

The following are examples of legitimate use of sick leave:

· To care for a daughter who has given birth when she comes home from the hospital when no one else is available.

· To take an immediate family member to the doctor and/or hospital for tests.

· To be present for an immediate family member’s major surgery and post operative recovery.

· To provide direct care for an immediate family member following major surgery when no one else is available.

· Physical exhaustion after having been up all night with sick child or other immediate family member.

The following are examples of when the use of sick leave is not legitimate:

· To care for grandchildren while daughter is in hospital giving birth.

· To visit a relative in the hospital who is recovering from illness, injury or surgery.

· To care for immediate family member’s children during illness, injury or surgery.

· Mental exhaustion, unless a physician’s statement is submitted verifying that the employee is unable to work.

The use of sick leave is legitimate when the employee is giving direct care to an immediate family member.  The use of sick leave is not legitimate when caring for children of immediate family member who is recovering from illness, injury or surgery.  Sick leave may be denied when the employee fails to substantiate the legitimate use of sick leave.  The maximum amount of sick leave granted for any one work day is eight hours.

7.001.03(b)  Request for Sick Leave.  Sick leave shall be requested in advance when possible.  Such request shall be answered within 48 hours.  In the case of illness, injury, emergency or any other absence not approved in advance, the employee should inform the appropriate supervisor or another member of management of the circumstances as soon as possible.  Leave slips should be filled out accurately and completely, and be approved by the employee’s supervisor or another management employee when the supervisor is not available, prior to usage.  For unexpected, unplanned sick leave absences, the leave slip should be filled out on the date the employee returns to the office and submitted immediately to the supervisor to be signed.  An employee may be required to submit substantiating evidence when the reason for the leave request was a medical or dental appointment, or when the executive director and/or a member of management suspects sick leave abuse.  Substantiating evidence is required if the sick leave absence exceeds four consecutive workdays or 32 hours.

7.001.04  Other Leave.

7.001.04(a)  Injury Leave/Workers Compensation.  Employees are allowed to use up to five days of injury leave if they are disabled as the result of a job-related injury or illness.  Employees are required to fill out an accident report within seven days of the incident, and should visit a doctor or urgent care center to receive care if they feel they are unable to perform their regular job duties as a result of the injury or illness. The use of injury leave and worker’s compensation is determined by Risk Management, and will be decided based on the accident report and the report of the attending physician.  (Reference the Labor Contract and Classified Personnel Rules and Regulations.)

7.001.04(b)  Military Leave.  Military leave is granted according to applicable federal and state laws.  Employees should submit a copy of their orders as soon as they receive a written copy along with a leave request.

7.001.04(c)  Civil Leave.  Civil Leave can be granted for jury duty, election board duty or for similar civic duties.  An employee can be given civil leave after receipt of a leave slip for voting time only if the employee does not have sufficient time to vote before or after work hours.  Since polls are now open until 8 p.m., it is seldom necessary for the agency to allow this use of civil leave.

If an employee is required to attend court on a non-work related matter, he/she may use earned vacation hours, compensatory time or flex time according to the agency’s policy on its use.  If the employee does not have accumulated leave to use, he/she will be allowed an unpaid leave of absence for this purpose.  (Reference the Labor Contract and Classified Personnel Rules and Regulations.)

7.001.04(d) Funeral/Bereavement Leave.  Employees are allowed bereavement leave, upon notification to the supervisor, or executive director, for a death in the immediate family.  Employees must indicate on the leave slip the relationship of the person whose funeral they are attending.  The definition of immediate family is explained in the Labor Contract and the Classified Personnel Rules and Regulations.  Annual leave or compensatory time can be requested to attend funerals of other persons that do not meet the definition of immediate family.  All requests for leave must be submitted on the appropriate leave request form.

7.001.04(e)  Family Leave.  Up to 12 weeks of unpaid Family Leave can be used for:

· the birth of a child of the employee

· for adoption or placement of a foster child with the employee

· because of the serious health condition of the employee

· in order for care for the serious health condition of the employee’s spouse, child or parent

Use of paid sick or annual leave for illness is not counted toward this 12 week allotment.  Regular agency policies must be followed for any extended sick leave use including the submission of a doctor’s certificate for any absence exceeding four days or 32 hours.  Notice of the intent to use Family Leave should be submitted 30 days in advance when feasible.  The leave can be used intermittently, and shall be monitored on a regular basis by the agency.  The employee must pay his/her share of the insurance premium in order for the agency to continue to pay its portion of the insurance payment during this leave.  Guidelines for the use of family leave are outlined in the Labor Contract and the Classified Personnel Rules and Regulations.  The necessary forms which are required to be filled out in order to request this leave can be obtained from the HR representative or from the Employee Relations website. 
7.001.04(f)  Administrative Leave  Employees may be granted this leave at the discretion of the executive director consistent with Classified Personnel Rules and Regulations, Labor Contract, Policies and Statute.
7.001.05  Leave Request Forms.  Leave slips should be filled out accurately and completely, and be approved by the employee’s supervisor prior to usage.  For unexpected, unplanned sick leave absences, the leave slip should be filled out on the date the employee returns to the office and submitted immediately to the supervisor to be signed. If changes are required on leave slips that are filled out in advance, the original figures should be crossed out and the corrected amount noted.  This change should be initialed by the employee.  Management has the right to decline leave requests.  The employee may be required to work instead of taking annual leave if business needs necessitate such.  If an employee is experiencing performance problems, management may refuse leave requests.  Management may not unreasonably refuse requests. 

7.002  Insurance Benefits.  Employees have the chance to participate in several insurance options.  New employees must sign up for these plans within 30 days of their start date.  
Employees also have the ability to change their coverage plan or their carrier during the open enrollment period.  Employees can also make changes if they experience a status change (such as a birth, marriage, divorce, the ineligibility of a dependent, the loss of spouse’s insurance, etc.)  These changes must be made within 30 days of the event.

Employees should inform the agency of address changes, so the carriers will be kept up-to-date





Procedural questions can be directed to the HR representative a or the Benefits Division of Personnel.  Specific coverage questions should be directed to the individual carriers.  Health, dental and vision premiums are deducted before taxes.

7.003  Retirement Plan/Deferred Compensation Plan.  The state provides both a retirement plan and a deferred compensation plan that employees can participate in.
7.003.01  Retirement.  Permanent employees are mandated to join the state retirement plan immediately upon hire.  Retirement is deducted from gross salary before taxes.  
New employees can apply, within 30 days of their start date, to have any previous government service applied to their vesting requirement.  This includes former service with the State of Nebraska.  Questions can be directed to the Retirement System office.

7.003.02  Deferred Compensation.  Employees are also eligible to participate in the deferred compensation plan in addition to participation in the regular retirement plan.  One can join at any time during the year.  Questions on this plan should also be directed to the Retirement System office.

7.004  Employee Assistance Program.  The State of Nebraska contracts with a vendor to provide employee assistance to employees and their families.  If employees wish to have information on the current vendor for this service or have any questions, please contact the HR representative, the agency coordinator or an Employee Benefits representative at the DAS Personnel Division.
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