
CASA of Baltimore County, Inc.

FIRST AMENDED PERSONNEL POLICIES & PROCEDURES

Amended as of _______________, 2013

I. Introduction

The Court Appointed Special Advocate Program of Baltimore County, Maryland, Inc.
(“CASA”) is a non-profit, charitable, tax-exempt organization, which began in the year
2000, with a mission to provide court appointed volunteers who advocate for the well
being of Baltimore County’s abused and neglected children including their placement in
safe and permanent homes. The vision of the organization is that each child involved in
abuse and neglect proceedings who needs a CASA volunteer will have one available.

CASA recognizes that the value of its services depends upon the effective functioning of
well-qualified personnel, and that good personnel administration ensures the dignity and
rights of all staff members. Working conditions, privileges, and benefits shall be
established that are conducive both to individual well-being and program achievement.

CASA has a Board of Directors comprised of members of the community who are elected
for three-year terms. The Board of Directors establishes the organization's mission,
policies, procedures and hires and supervises an Executive Director to implement them.
The Executive Director is responsible for providing leadership and guidance to the staff.
The Board shall have the authority to make decisions, including, but not limited to, those
regarding salary, bonus, and benefits for all employees and all employment policies. The
Board shall also have the authority to hire, manage and terminate the Executive Director.
With respect to all other employees, the Executive Director shall be responsible for hiring
and managing the employees and adhering to the employment policies and the Board
shall have the authority to terminate employees upon consultation and recommendation
with the Executive Director. The Executive Director may choose to delegate some of
these responsibilities, as appropriate, to other managerial staff within CASA.

Because of CASA’s mission on behalf of abused and neglected children and its public
support, CASA of Baltimore County believes its employees have a special responsibility
to adhere to the highest standards of ethics and professionalism in representing CASA
and carrying out its mission.

II. Purpose of Personnel Policies

This document outlines CASA’s personnel policies and benefits as well as the specific
opportunities and responsibilities that exist for its employees. The Board of Directors has
adopted these policies. Any subsequent changes or alterations to them require the
approval of the Board of Directors.
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These policies are not intended to create a contract and are not a contract of
employment. No contractual rights are conferred on the employee by this employee
handbook; its provisions shall not constitute contractual obligations enforceable
against CASA. CASA reserves the right to make changes in the policies and practices
described in this handbook. Moreover, because it is impossible to anticipate every
situation that may arise, CASA reserves its right to address a situation in a manner
different from that described herein if, in CASA’s discretion, the circumstances so
warrant.

III. Equal Employment Opportunity

CASA is fully committed to equal employment opportunity. It is the policy of CASA to
provide equal opportunity in employment for all employees and applicants for
employment and to prohibit discrimination on the basis of race, color, sex, religion,
national origin, age, marital status, sexual orientation, and/or physical and mental
disability, in all aspects of the personnel policies, program practices and operations.

Any employee or applicant who believes that he or she has been discriminated against
should report this concern promptly to a managing supervisor or the Executive Director.

IV. Terms and Conditions of Employment

A. At-Will Status

Employees of CASA are employed at will, which means that they are not hired for any
definite period of time and either they or CASA may terminate the employment
relationship at any time, with or without cause.

B. Classification of Employees

Full-time employees are those employed to work on a regular basis for forty (40) hours
per week.

Part-time employees are those employed to work on a regular basis for fewer than thirty
(30) hours per week.

Temporary employees are those hired with the understanding that their employment will
not continue beyond a stated date or beyond completion of a specified project or projects.

Neither independent contractors nor volunteers are considered employees of CASA or
covered by this employee handbook. Independent contractors are those non-employees
who are paid on a fee-for-service basis to perform certain specified services. Volunteers
are those who provide services to CASA without financial compensation, other than
reimbursement of authorized expenses.
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C. Exempt/Non-exempt Employees

When an employee is hired, the employee is told whether his or her position is “exempt”
(meaning, among other things, the employee is exempt from the overtime pay
requirements of the Fair Labor Standards Act) or “non-exempt” (meaning the employee
is covered by the overtime requirements.) Generally speaking, exempt employees are
those whose jobs are primarily executive, administrative or professional in nature, as
defined by federal regulations, and who are paid on a salary basis, again as defined by
federal regulations.

1. Exempt employees and overtime

Expected minimum hours per week are established upon employment; however,
exempt employees are responsible for working as many hours as necessary to
meet their assigned duties. During extraordinarily busy times, a managing
supervisor can elect to arrange for flexible time. Flexible time will only be
granted when, at the managing supervisor’s discretion, it is appropriate and
circumstances permit.

2. Non-exempt employees and overtime

Expected minimum hours per week are established upon employment. Non-
exempt employees will be paid overtime, at the rate of one and one-half times
their regular hourly rate of pay, for any hours worked over his or her expected
minimum hours per week in a given work week. Non-exempt employees must
obtain advance permission from the Executive Director or managing supervisor
before working more than his or her expected minimum hours per week in a
workweek.

Only those hours that are actually worked by the employee will be considered
“hours worked” in computing whether overtime is due and, if so, how much.
Scheduled and unscheduled absences and time off for holidays, vacation,
sickness, jury duty, bereavement leave or military leave, or for other reasons, will
not count as hours worked for this purpose.

3. Flexible Time

All accrued flexible time must be used within the current pay period and will be
forfeited if not so used unless otherwise approved by the Executive Director or
managing supervisor. Employees will not be paid for any accrued flexible time
upon termination of their employment.
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D. Time Sheets

All employees are responsible for accurately recording their hours and leave used on the
agency time sheet and submitting their time sheet to the Executive Director or his or her
designate by noon on every other Friday.

E. Working Hours

All employees are expected to arrive for work at their scheduled time. The Executive
Director or the individual employee’s supervisor will set individual work schedules.
Hours of work for individual employees will be set in accordance with the needs of the
program.

If an employee is absent from work or late for any reason and has not received advance
permission for the absence, the employee must call his or her supervisor to report the
absence or lateness. A daily thirty-minute paid break is provided for all employees
working six hours or more in one day.

An employee who does not secure approval of vacation leave, sick leave, or leave
without pay is recorded as having taken an unauthorized absence. The employee receives
no pay for the period of unauthorized absence. Unauthorized absences result in
disciplinary actions. Absence without notice for three days may be considered a
voluntary termination of employment.

F. Orientation

New employee orientation will be conducted by the Executive Director or managing
supervisor during the first week of employment.

V. Compensation and Benefits

A. Eligibility

Full-time are eligible for all benefits described in this handbook, provided they meet the
applicable requirements, such as length of service.

Part-time are eligible for only those benefits that they have been promised in writing
(signed by the Executive Director and consistent with these policies) or that are stated in
this handbook to be available to part-time employees.

Temporary employees are eligible for only those benefits that they have been promised
in writing (signed by the Executive Director).
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B. Pay

CASA employees are paid every two weeks, usually every other Friday. The following
deductions are taken: Federal income tax, state tax, social security, FICA, 401k (if
applicable) and health insurance plan (if applicable).

C. Expenses

Employees must obtain the advance consent of their managing supervisor before
incurring expenses for which they will seek reimbursement. Expenses must be
documented on the organization’s expense report, with receipts attached, and submitted
within twenty-one (21) days of the date, which they were incurred. All expense
vouchers must be approved and signed by the Executive Director prior to payment.

D. Documentation

At time of employment or any change in an employee’s employment status, whether a
promotion, termination or other, the employee will be provided documentation regarding
the details of any changes to his or her salary or benefits.

E. Benefits

This section describes the benefits currently offered to employees of CASA. Except
where indicated, these benefits are available only to full-time employees. This section
does not apply to temporary employees, whose benefits, if any, will be limited to those
stated in writing by the Executive Director.

CASA reserves the right, at its discretion, to change the nature of the benefits offered to
employees, or to change insurance carriers, deductibles, premiums, or other features of
any benefit. In addition, CASA may decide to discontinue one or more benefits.
Covered employees will be notified in advance of such changes or discontinuations.

1. Paid Holidays and Closures

Full time employees receive one day of holiday leave for each of the holidays
listed. For example, a full-time employee working 40 hours per week will receive
eight hours of holiday pay. Part-time employees working between 15 and 29
hours per week will receive a percentage of holiday leave based on the number of
hours they are assigned to work each week, regardless of whether or not they
normally work on the specific day. If the holiday falls on a normal workday, they
are only compensated for the number of hours to which they are entitled
according to the percentage base mentioned above. Holidays which fall on
Saturday will be observed on the preceding Friday; holidays which fall on Sunday
will be observed the following Monday. CASA will follow the holiday schedule
listed below:
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New Year’s Day
Martin Luther King’s Birthday
President’s Day
Memorial Day
Independence Day
Labor Day
Columbus Day
General Election Day (statewide or federal)
Veteran’s Day
Thanksgiving Day
The Friday following Thanksgiving Day
Christmas Eve
Christmas Day
Personal Holiday - one day to be taken within each calendar year at the

employee’s discretion with a leave request form submitted to his or her supervisor
at least two weeks in advance for approval

In addition, the office will officially close at 12:00 noon on December 31st, known
as New Year’s Eve. Employees are not compensated for any holiday leave not
used upon termination of employment with the organization. Holiday leave from
one year may not be carried into the subsequent year.

The policies regarding pay for paid holidays will also apply to all closures due to
inclement weather and other emergency closings. The CASA office will close
due to inclement weather when the Baltimore County Circuit Court closes. For
all other emergency closures, the Executive Director will notify staff via e-mail or
phone as early as possible.

2. Vacation

During an employee’s first year of employment, full-time employees of CASA
will earn vacation leave at the rate of ten (10) days per calendar year. Full-time
employees will earn 3.077 hours per two-week pay period. Part-time employees
will earn vacation leave on a pro rata basis, if they work 15 hours per week or
more.

After one year of employment, full-time employees will earn fifteen (15) days of
vacation leave per year; Part-time employees (working 15 hours per week or
more) will earn the appropriate pro rata leave.

Vacation leave will be accrued from the date of hire and may be used as soon as it
is accrued. Employees must submit a leave request form to their managing
supervisor at least two weeks in advance. Exceptions to this advance notification
will be considered on a case-by-case basis. Approval of leave is determined by
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the Executive Director or managing supervisor based on current staffing and
programmatic conditions, and on seniority when more than one request is
received for the same time period. Full-time employees who do not use all the
annual vacation leave accrued in the calendar year may carry over no more than
120 hours to the next calendar year. Part-time employees may carry over no more
than the number of hours they are assigned to work in a three week period. Any
additional hours in their leave account will be forfeited.

If an employee has completed six months of employment and has earned vacation
leave that has not been used at the time of termination from employment, the
employee is entitled to be paid for that leave, not to exceed the maximum earned
during one year. The vacation leave balance will be paid within thirty days
following the employee’s departure. Employees who terminate from employment
before completing six months of employment will not be paid for any accrued
leave.

3. Sick Leave

Full-time employees of CASA will earn sick leave at a rate of fifteen (15) days
per year. Part-time employees (who work 15 or more hours per week) will earn
sick leave on a pro rata basis. Employees begin accruing sick leave upon their
hire date.

Sick leave may be used for employee illness, medical/dental appointments, and to
care for dependent family members who are ill. Employees must notify their
managing supervisor of their illness by the beginning of their workday and must
submit a leave request form to their managing supervisor immediately upon their
return to work. A doctor’s note will be required when more than five consecutive
days of sick leave are used, as well as any time excessive sick leave is used.

Employees may only use the sick leave they have accrued to date. If sick leave is
exhausted, the employee may request to use flexible time (if within the same pay
period) or vacation leave. If all leave is exhausted, the employee will not be paid
for the hours not covered by leave.

If an employee does not use all the sick leave accrued during the calendar year,
the balance may be carried over to the next calendar year. Full time employees
may accrue sick leave up to a maximum of 520 hours. The amount is prorated for
Part-time employees. The employee will not be compensated for any accrued
sick leave upon the employee’s termination from employment with CASA.

4. Maternity/Paternity Leave

Upon the birth of a child, or the placement of a child with an employee through
adoption or for foster care, an employee receives two (2) weeks paid leave.
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Additionally, an employee who is serving as the child’s initial primary care giver
receives an additional four (4) weeks of paid leave.

5. Family and Medical Leave

CASA voluntarily complies with the Family and Medical Leave Act of 1993,
which provides up to a maximum of twelve (12) weeks unpaid leave within a
twelve month period to eligible employees, male or female, for the reasons stated
below:

 For the birth of a child, or the placement of a child with the employee for
adoption or for foster care;

 To care for a spouse, son, daughter, or parent with a serious health condition;
or

 For the employee’s own serious health condition.

Eligibility: Employees eligible for leave are those who have worked for the
organization for at least twelve (12) months and for at least 1,250 hours during the
twelve (12) months preceding the start of the leave.

Provisions of Leave: Employees must use any accrued leave during the twelve-
week leave period and may use leave without pay for the remainder of the period.
For leave taken in connection with the birth of a child, or the placement of a child
with an employee through adoption or for foster care, the employee must use
Maternity/Paternity Leave first.

Intermittent Leave: Leave for adoption, foster care, or birth of a child may be
taken on an intermittent, or on a reduced work schedule, basis on a case by case
basis if approved by the Executive Director.

Notice Requirements/Medical Certification: Employees must provide at least
thirty (30) days notice when the leave is foreseeable (e.g. birth or adoption of
child) and, if applicable, must be supported by a health care provider’s
certification of the medical condition of the person affected. The certification
must include the date on which the serious health condition began, the probable
duration of the condition, and other appropriate medical facts. In addition, the
certification must include a statement that the employee is needed to care for the
child, spouse, or parent and an estimate of the amount of time that the employee is
needed. If the employee is ill, the certification must include a statement that the
employee is unable to perform his or her job. When the certification is for
intermittent leave for planned medical treatment, it should include the dates on
which the treatment is expected to be given and the duration of the treatment.

Job on Return/Benefits: The employee will be permitted to return to the position
held prior to his or her leave, or an equivalent position with equivalent employee
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benefits, pay, and other terms and conditions of employment, as available and
appropriate. The employee will retain all benefits accrued before the leave began;
however, the employee will not be entitled to any seniority or employment
benefits during the period of the leave. Employees will continue to be provided
health insurance, at the same level and conditions of coverage that would have
been provided had the employee not taken leave. The employee is required to
repay premiums paid by CASA during the unpaid leave if the employee does not
return from the leave for reasons other than a continuation, recurrence, or onset of
a serious health condition.

6. Bereavement Leave

Permission for paid leave for funeral or conditions caused by death in the
immediate family for a maximum period of five (5) days, or death in the
employee’s extended family or close friend for a maximum of three (3) days, may
be granted to an employee by the Executive Director. Bereavement leave shall
not be deducted from any other leave earned by the employee.

7. Jury duty

Any employee called for jury duty will be granted paid leave for the duration of
the case to which he or she is assigned. Such leave shall not be deducted from
any other leave earned by the employee.

8. Military Leave

If an employee must be absent from work due to military service, the employee
must notify his or her supervisor as much in advance as possible to allow for
plans to be made for the employee’s absence. CASA complies with federal law
regarding re-employment of persons who leave work to serve in the uniformed
services. Full-time employees who are in the National Guard or a military reserve
organization are entitled to military leave with full pay and without charge to
vacation leave while on active duty or training, up to a maximum of fifteen (15)
days per year.

9. Unpaid Leave

Full-time employees may request unpaid leave, not covered by any of the other
policies included herein, by filing a written request with the Executive Director or
managing supervisor. The Executive Director may grant or deny the request
depending on the circumstances of the request and/or the needs of CASA.
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10. Worker’s Compensation

All employees of CASA are covered by worker’s compensation insurance, as
required by law. Employees must report any work-related injury or illness
immediately to the Executive Director.

11. Employer’s Contribution

a. Health Insurance, Life Insurance, Dental Insurance and/or
Disability Insurance

At the election of the employee, CASA will contribute annually an amount
up to the amount set annually by the Board of Directors for all full-time
employees and an amount for all part-time employees either toward the
employee’s 401k or toward medical insurance for the individual. Any
additional cost of health insurance over and above that amount will be the
responsibility of the employee and will be with-held from the employees
pay on a bi-weekly basis. An individual may decline to take health
insurance if they have health coverage elsewhere. At the present time,
CASA of Baltimore County is offering employer funded long term
disability insurance for all full-time employees or more and a group health
insurance policy.

b. 401K Plan/Retirement Plans

CASA will establish a 401K Tax Sheltered Annuity Plan for participation
in by its employees. Full-time employees and Part-time employees
working 20 hours or more per week will be entitled to an Employer
contribution to the retirement plan if there are funds remaining after the
purchase of any medical insurance from funds allotted for individual
employee benefits. As stated previously, that amount will be set by the
Board of Directors on an annual basis before the beginning of each fiscal
year.

12. Professional Development

After six (6) months of employment, full-time employees who are pursuing an
advanced degree in human services or another CASA-related field may request a
flexible work schedule to allow for attendance at classes. Employees must submit
a request in writing to the Executive Director at least two months prior to the
proposed start date, detailing their scheduling needs. Exceptions to the above
requirements may be considered on an individual basis. Consideration for this
request will be based upon the employee’s assigned job responsibilities and
demonstrated work performance, as well as the scheduling needs of the
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organization. Employees granted a flexible work schedule are expected to
continue to perform all assigned duties in a timely and professional manner.

Full-time employees who have completed one year of employment and are
pursuing an advanced educational degree in human services or another CASA-
related field may request a reduction in their work hours to accommodate their
school schedule. A maximum of six (6) hours per week may be requested, for
which the employee continues to receive all customary compensation and
benefits. These hours shall be considered administrative leave and shall be so
noted on the employee’s time sheet. Requests must be submitted in writing at
least two months prior to the proposed start date and are considered on a first-
come, first-served basis. Consideration for such requests depend on the
employee’s job responsibilities, demonstrated work performance, and potential
impact on the organization. A maximum of two employees may be on a reduced
work schedule at the same time. Employees on a reduced work schedule are
expected to continue to perform all assigned duties within the allotted time.

Employees may request or be asked to attend conferences or continuing education
opportunities that would enhance the performance of their job duties. CASA will
pay for expenses related to attending the training opportunity, and staff will be
paid for hours worked when in attendance at such training.

VI. Employment Status, Job Performance and Conduct as Employee

Performance reviews of employees will be conducted on a bi-annual basis. A mid-year
progress review will be conducted in January and an annual evaluation will be conducted
in June of each year.

In addition to expecting employees to perform their jobs competently and reliably, CASA
expects employees to conduct themselves in a professional, ethical, and responsible
manner that reflects well upon CASA, that promotes a spirit of cooperation and
teamwork among employees and that is respectful of the clients, volunteers, and members
of the public with whom CASA interacts. Failure to do so may lead to corrective action,
including dismissal.

VII. Corrective Action and Dismissal

All employees are required to adhere to the Personnel Policies and Procedures of CASA
and the direction of their managing supervisor(s). Failure to do so may result in
disciplinary action, which may include verbal warning, written warning or immediate
dismissal depending on the severity of the infraction. Grounds for dismissal may include
but are not limited to: an employee taking action without court approval that endangers
the child or is outside the role or scope of the CASA program in Maryland; an employee
violating program policy or law; an employee failing to demonstrate an ability to
effectively carry out assigned duties; an employee having allegations of child
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abuse/neglect brought against them; an employee experiencing an irresolvable conflict of
interest; an employee failing to complete required on-going training; or an employee
falsifying his or her application or misrepresenting facts during the screening process.

VIII. Separation from Employment

A. Notice

Employees are asked to give two (2) weeks’ notice of resignation. CASA reserves the
right to pay a resigning employee for the notice period but to prohibit the employee from
working for CASA during that time period.

B. Lay-offs

There may be times when CASA determines that it is necessary to make cutbacks or
reductions in staff, leading to the lay-off of one or more employees. In determining
which employee(s) shall be laid off, CASA may consider any and all factors that it deems
relevant, including, without limitation: the needs of CASA as a whole; the skills,
qualifications and performance histories of individual employees; anticipated changes in
funding received or services to be provided by CASA; seniority; budgetary constraints;
and any restrictions or guidelines imposed by law or by funding sources.

C. Unemployment Compensation

If an employee is separated from employment, the employee may be entitled to
unemployment compensation. The employee must file a claim and register for work with
the local office of his or her state employment service to receive unemployment benefits.
This should be done immediately upon separation from employment. An employee’s
eligibility for unemployment compensation, the amount of money received, and the
number of weeks for which an employee may be paid will depend upon the law of the
state having jurisdiction over the employee’s claim.

D. Pay Upon Termination

Upon voluntary or involuntary termination of the employment relationship, regardless of
the reason, the employee will be paid any wages earned but not yet paid, and any accrued
but unused vacation leave in accordance with these policies.

E. Appeal Recourse in Cases of Termination

Employees who have been employed for at least six consecutive months and are
dismissed from employment may appeal the termination decision with the Board of
Directors within five (5) days. However, CASA is not required to keep such employees
on the payroll or enrolled in any benefits pending completion of the grievance process.
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F. Exit Interview

All employees will be asked to participate in an exit interview upon termination of their
employment. Such interviews will be conducted during the employee’s final week of
work.

IX. Grievance Procedure

Employees are encouraged to resolve workplace problems through discussions with the
parties involved. However, when such attempts do not succeed, employees may use the
following procedure:

1. The employee may file a written grievance with the Executive Director. The
grievance should provide sufficient information concerning the employee’s
complaint so that the Executive Director can easily identify the issue(s) involved.
The written grievance should be filed expeditiously.

2. The Executive Director will conduct whatever fact-finding he or she deems
appropriate. The Executive Director will issue a written response to the grieving
employee within ten (10) workdays of the filing of the grievance, with a copy to
the employees’ managing supervisor, if that supervisor is involved.

3. If the issue is not resolved to the employee’s satisfaction, the employee may
appeal the decision by requesting review by the Board of Directors. The
employee must submit his or her request in writing to the Board within ten (10)
workdays of receipt of the Executive Director’s report.

4. Upon receipt of the grievance, the Board may conduct whatever fact-finding it
deems appropriate. The decision of the Board is final.

5. Any grievances with the Executive Director may be submitted directly to the
Board of Directors.

X. Discrimination Policies

A. Equal Employment Opportunity Policy

The Court Appointed Special Advocate (CASA) Program of Baltimore County, Inc. is
fully committed to equal employment opportunity and affirmative action. It is the policy
of CASA to provide equal opportunity in employment for all employees and applicants
for employment, and to prohibit discrimination on the basis of race, sex, national origin,
color, age, religion, physical and mental disability, or sexual orientation in all aspects of
the personnel policies, program practices and operations.
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B. Individuals with Disabilities

CASA abides by and believes in fair treatment for individuals with disabilities. As such,
this organization is committed to pursuing recruitment, employment, and personnel
activities that seek to create an environment providing equal access for individuals with
physical or mental limitations. As part of this commitment, CASA will make reasonable
accommodations for physical or mental limitations of an applicant or employee unless it
can be demonstrated that such accommodations would impose undue hardship on the
conduct of the business of this organization.

C. Sexual Harassment

It is the policy and commitment of CASA to provide employees and organization visitors
with an environment free from sexual harassment. Sexual harassment is a form of sex
discrimination, and like any other form of discrimination, will not be tolerated by this
organization.

Sexual harassment may take many forms, but sometimes may be so subtle as to go
unrecognized. It may take the form of offensive touching, offensive or unwelcome
requests for dates or sex, comments, gestures, jokes, innuendoes, the presence of
offensive materials, objects or pictures; violations of personal space and related forms of
subtle behavior; retaliation for resisting or complaining about such acts; or it may simply
be the creation of a hostile environment through any combination of the acts listed above.
Offensive acts will not be ignored just because they occur outside of, rather than in, the
office.

Finally, while primarily directed against women, sexual harassment can also be directed
against men, and against men and women on the basis of their sexual orientation. If an
employee believes that he or she has been the target of sexual harassment, the situation
should be reported immediately to his or her supervisor or, if this is not appropriate, to
any other management representative of the employee’s choice or to the Board of
Directors. Upon such notification, the Executive Director or the Board of Directors will
undertake a prompt investigation. Any employee, who, after appropriate investigation,
has been found by the organization to have sexually harassed another employee or a
visitor will be subject to appropriate disciplinary action, up to and including dismissal.

Any questions or concerns regarding Equal Employment Opportunity or Affirmative
Action or any observed incidents of discrimination or harassment should be brought
promptly to the attention of the Executive Director or any other executive or manager of
this organization, including the Board of Directors.

XI. Discrimination Complaint Procedure

It is a violation of federal, state, and local law to discriminate against anyone at work
because of his or her race, color, age, religion, sex, disability, national origin, marital
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status, or sexual orientation. CASA is committed to maintaining a workplace that is free
of any such discrimination. Please review CASA’s policy statement regarding equal
employment opportunity.

If an employee believes that he or she has been subject to discrimination by a co-worker,
managing supervisor, volunteer, client, vendor, or by anyone else during the course of his
or her employment, the employee should report his or her concerns immediately to the
Executive Director or the Board of Directors. Retaliation against an employee by any
person under CASA’s control for opposing such discrimination, for filing a bona fide
compliant of discrimination, or for providing information in good faith regarding another
employee’s complaint will not be tolerated.

Any employee who is determined to have committed discrimination or retaliation or who
fails to cooperate with the investigation of the discrimination complaint will be subject to
disciplinary action, up to and including dismissal.

XII. Confidentiality

CASA and its employees have an ethical and legal obligation to respect the privacy of all
Clients (both children and volunteers) and to protect and maintain the confidentiality of
all information that is learned about Clients, their family members, and their friends in
the course of providing services to them.

Client records are legally protected confidential records and must be treated as such.
This means that Client records maintained by CASA must be kept in locked file cabinets
at all times except when they are being reviewed or supplemented by an authorized
employee. Client records should never leave the office, except as permitted by CASA’s
Confidentiality Policy.

Records of the children served by CASA and child-related business (including the names
of the children) should not be discussed with or disclosed to anyone except the following
individuals: employees and volunteers who are specifically authorized under CASA’s
Confidentiality Policy to have access to such information; the Executive Director; any
person authorized by the child and/or the child’s guardian to obtain information about the
child from CASA (any such authorization must be in writing in a form approved by the
Executive Director or the Program Director and must be retained in the child’s file); or
any person with whom the Executive Director or the Program Director has authorized
that the information may be shared. It is illegal, unethical, and a violation of CASA’s
Confidentiality Policy for an employee to discuss child matters with friends, spouse,
relatives, or anyone else, except those people listed above, unless an employee is ordered
to do so by a court or otherwise required to do so by law. If someone is insisting on
obtaining information from an employee about a child, and the child or the child’s
guardian has not authorized the disclosure, the matter should be referred to the Executive
Director or the Program Director.
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XIII. Reporting Abuse or Neglect

Under Maryland law, any person who has reason to suspect that a child has been
sexually, physically, or psychologically abused or neglected is required to immediately
report that suspected abuse or neglect to the local Department of Social Services.

While this legal obligation falls on each employee individually, CASA needs to know
whenever an employee comes into contact with any situation in which there is a suspicion
of abuse or neglect of a child or vulnerable adult. In such circumstances, these suspicions
should be reported immediately to the Program Director or the Executive Director.

XIV. Smoking Policy

Because CASA wishes to provide a healthy environment for all staff, volunteers and
clients, smoking is prohibited throughout the offices.

XV. Drug Free Workplace

Unlawful possession, use, manufacture, distribution, or dispensation of controlled
substances in the workplace violates the law and CASA policy. Employees must work
free from the influence of alcohol and illegal drugs. Any employee who violates CASA’s
Drug Free Workplace Policy will be subject to disciplinary action, up to and including
dismissal. Legal consequences may follow, as well.

XVI. Outside Employment

Employees of CASA must inform the Executive Director when accepting outside
employment to ensure that the employee does not become involved in a conflict of
interest.

XVII. Employee Personnel File

A personnel file will be maintained for each individual employee in a locked file that
contains at a minimum the following: Application for employment; Documentation of at
least three employment references; I 9 Form documenting citizenship or permanent
residency: Documentation of Salary and Benefits offered to the employee; Copies
Probationary and all subsequent employee evaluations; Documentation of professional
licensure, if applicable; Documentation of State & FBI Criminal Background Check;
Copy of Driver’s License Check; Copy of CPS Clearance: Job Description; and
information regarding any employee grievances CASA of Baltimore County, Inc. staff
members have the right to review their personnel record at any time upon request. No
information will be placed in an employee’s personnel file without the knowledge of the
employee. Employees shall have access to their personnel file upon request for the
purpose of review of the file.
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ADDITIONAL POLICY STATEMENTS

CASA of Baltimore County, Inc.

Whistleblower Policy

General:

CASA of Baltimore County, Inc.'s Code of Ethics and Conduct requires directors, officers,
volunteers and employees to exercise the highest level of professional and personal ethics in the
conduct of their duties and responsibilities. As representatives of CASA of Baltimore County,
Inc. we must practice honesty and integrity in fulfilling our respective responsibilities and
comply with all necessary laws and regulations.

Reporting Responsibility:

It is the responsibility of all directors, officers and employees to report any violations or
suspected violations in accordance with this Whistleblower Policy.

No Retaliation:

No director, officer or employee who in good faith reports a violation shall suffer harassment,
retaliation or adverse employment consequence. An employee who retaliates against someone
who has reported a violation in good faith is subject to discipline up to and including
termination of employment with CASA of Baltimore County, Inc. This Whistleblower Policy
is intended to encourage and enable employees and others to raise serious concerns with the
organization prior to seeking resolution outside of the agency.

Reporting Violations:

This policy addresses the organization's open door policy and suggests that employees share
their questions, concerns, suggestions or complaints with someone who can address than
properly. In most cases, an employee's supervisors and or the Executive Director is in the best
position to address an employee's concern. However, if an employee is not comfortable
speaking with his or her supervisor or is not satisfied with the response, he or she is encouraged
to report the concern to the Executive Committee of the Board of Directors. The Executive
Director is required to report suspected violations to the Executive Committee. For suspected
fraud, or if an employee is not satisfied or is uncomfortable with speaking with his or her
supervisor or the Executive Director, then he or she should contact the Executive Committee
directly.

Compliance Officer Role:

Because CASA of Baltimore County, Inc. is a relatively small organization, The Executive
Director along with the Executive Committee of the Board of Directors (which also serves as
the organization's audit committee) shall fulfill the function of compliance officer, and jointly
meet to investigate any reports of violations. The results of any and all investigations will be
reported to the Board of Directors as a whole in a timely manner. The Executive Committee
will report to the Board as a whole at least annually regarding any compliance activities.
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Accounting and Auditing Matters:

Anyone filing a complaint concerning a violation or suspected violation must act in good faith
and have reasonable grounds for believing the information disclosed indicates a violation. Any
allegations that prove not to be substantiated and which prove to have been made maliciously or
knowingly to be false will be viewed as a serious disciplinary offense.

Confidentiality:

Violations or suspected violations may be submitted on a confidential basis by the
complainant or may be submitted anonymously. Reports of violations or suspected violations
will be kept confidential to the extent possible, consistent with the need to conduct an
adequate investigation.

Handling of Reported Violations:

The Executive Director and/ or the Executive Committee will notify the sender and acknowledge
receipt of the reported violation within five business days. All reports will be promptly
investigated and appropriate corrective action will be taken if warranted after an investigation.
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CASA of Baltimore County, Inc.

Policy on Conflicts of Interest

Members of the Board of Directors, employees, and volunteers of the organization will refrain
from positions of conflict of interest or the appearance of conflict of interest and do not use their
relationship with the program for personal or professional monetary gain.

No employee, paid consultant, governing board member, or volunteer shall have a direct or
indirect financial interest in the assets, leases, business transactions, or professional services of
the program.

Members of the governing body, employees, volunteers or consultants who individually or as
part of a business or professional firm are involved in business transactions or current
professional services of the program shall disclose this relationship and will not participate in
any vote taken in respect to such transaction or services.



20

CASA of Baltimore County, Inc.

Emergency Preparedness Plan

SECTION I. ADMINISTRATIVE:

1. Hazard analysis is performed yearly by the Fire Department inspector and by the
Executive Director.

 Loose papers and empty boxes are removed from the building once a
month.

 Cords and wires are kept off the floor

2. Organizational Roles and Responsibilities:

 The Executive Director has overall responsibility for overall emergency
steps

 All managers and supervisors have been advised of emergency steps

 Building Evacuation Coordinators are the Executive Director and the
Program Director.

 Building Evacuation Team consists of the entire staff of eight.

 Fire drills are administered by the landlord of the office building.

3. Responsibilities of the Executive Director and the Program Director are to escort
staff out the side door which is directly accessible to outdoors.

4. Responsibilities of Volunteer Supervisors and Administrative Coordinator in the
event that the Executive Director and Program Director are out of the office is to jointly
leave the building through the side door taking them outside the building.

SECTION II. MITIGATION (PREVENTION):

1. Secure equipment within the facility:

 Safe will be removed during an evacuation

 Protection of Vital Records: Case Files

 No other securing of office equipment is necessary.
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2. Safety/Housekeeping Inspection Check List.

 Corridors are free of obstructions

 Access to fire extinguishers is located outside the main door to the office
in the corridor. Fire Department comes routinely for inspection.

 Computer and router power cords are maintained above floor level

 Emergency exits identified: Main office entrance door leading to the
main corridor of the building with quick access to outside; second side door
leading directly to outside.

3. Earthquake preparedness plan.

 Evacuation of the building through the side door leading to outside.

4. Bomb threat plan.

 Office building landlord alerts entire building to evacuate via intercom.

5. Injury/death plan.

 Call 911

SECTION III. PREPAREDNESS:

1. Emergency Assignments of Personnel: Staff is trained to adhere to
emergency policies and roles/responsibilities of such.

2. Cash & Checks: Safe will be carried out by the Administrative Coordinator
Executive Director, or the Program Director, respectively.

3. Protection of Vital Records. confidential records of case files remain in the
building in fire resistant file cabinets.

SECTION IV. RESPONSE:

1. Planning of the response measures are administered by the Executive
Director and the Program Director

2. The person in charge of the emergency measures are carried out by the
Executive Director, Program Director and Administrative Coordinator respectively

3. Actions of the aforementioned staff persons are to escort staff out the side
door to the outdoors and to take the safe outdoors.
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SECTION V. RECOVERY:

1. Damage Assessment/Impact/Evaluation conducted by the Executive
Director

2. Clean-up and Salvage Operations will be lead by the Executive Director

3. Business Restoration will be jointly administered by the entire staff.

4. Finance operations will be resumed by the Administrative Coordinator

5. Data Recovery will be administered by the Executive Director and the
Program Director
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CASA of Baltimore County, Inc.

Incident Reporting Policy

I. Purpose

In order to ensure a safe, healthful, and efficient work environment for our employees, CASA
of Baltimore County has established the following incident and near miss reporting policy as a
condition of employment and continued employment.

II. Required Conduct

Employees are required to report to their supervisor any job-related incidents of the
following types:

 Accidents: unplanned events that result in injury, illness, property damage, loss
of materials, or environmental damage.

 Exposures: contact with potentially harmful chemical or physical agents
or biological hazards, whether or not these result in injury or illness.

 Injuries or illnesses: Even minor ones, and even if the employee believes that
the injury or illness may not be job-related (for example, signs and symptoms of
ergonomic injuries, which may have more than one cause).

 Near Misses: Events that could have, under slightly different circumstances,
caused injury, illness, death, property damage, loss of materials, or environmental
damage.

Accidents, exposures, injuries and illnesses, and near misses must be reported to the employee's
direct supervisor or to the acting supervisor on-site immediately, or as soon as possible if they
cannot be reported immediately. Providing emergency medical care can take precedence over
reporting.

III. Enforcement

All employees are hereby advised that full compliance with this policy is a condition of
employment at the Company. Any employee who violates this policy will be subject to
discipline, up to and including discharge.
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CASA of Baltimore County, Inc.

Policies and Procedures: Electronic Systems

The rapidly expanding access to new communications creates the need to establish
guidelines for appropriate use. CASA of Baltimore County, Inc. Expects all employees to
apply professional standards in sending/receiving electronic (e-mail) and voice mail
messages, and in the use of the internet, on-line services, and the tools used for their access
(all referred to as "Systems". The Systems are established, maintained, owned and provided
by CASA of Baltimore County, Inc. to run the organization's business operations efficiently
and effectively. The messages sent/received/stored via our Systems are at all times the
property of CASA of Baltimore County, Inc and are at all times subject to its review without
prior notification of, or permission by, the individual user. Employees are responsible to
report inappropriate or prohibited use of any System. Violations of this policy subject
employees to disciplinary action up to and including termination.

Appropriate and Inappropriate Use:

As with any organizational resource, the Systems must be appropriately used for
purposes which further the goals of CASA of Baltimore County, Inc.

Employees may not use e-mail, voice mail, internet, or on-line services for the following:

 Personal financial gain
 Political, religious, or non company charitable campaigning
 Soliciting for non-company or outside organizations or commercial ventures
 Selling internet or other carrier access time
 Creating/contributing/forwarding any disruptive or potentially offensive
messages (including pictures) which contain any comment that may insult a person's age,
race gender, sexual orientation, religious or political belief, national origin, ethnicity,
disability or any other characteristic protected by law.

Employees may not use the system to copy or transmit: copyrighted materials not authorized
to be sent; trade secrets of CASA of Baltimore County, Inc.; or proprietary financial or
business operations information.

System messages should be treated as confidential by all employees. All outgoing
messages will contain a confidentiality statement.

Employees shall not at any time maintain personal documents on their work station
computer.


