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This Employee’s Handbook is a guideline relative to procedures and rules governing personnel and employee relations matters.  Contents of this Handbook are not intended to serve as a final authority on all personnel matters and are not contracted as conditions of employment.

Hillcrest Jewish Center, reserves the right to modify, revoke, suspend, terminate or change any or all plans, policies, and procedures, in whole or in part, at anytime, with or without notice.

All employees other than those under a written employment contract are employed on an at-will basis.  This means employment may be terminated at any time by the Company with or without cause and without notice.  Neither this handbook nor any other communication  by management either oral or written, is intended in any way to create an employment contract.
This manual supersedes all other written employee policies.

TABLE OF CONTENTS

· General Conditions of Employment……………………………………….Page 3
· General Office Hours………………………………...................................Page 5
· Absenteeism & Tardiness…………………………………………………Page 6
· Performance Review………………………………………………………Page 6
· Compensation………………………………………..................................Page 6
· Regulations…………………………………………..................................Page 7
· Termination of Employment………………………………………………Page 8
· Vacation and Leaves………………………………………………………Page 9
· Employment Record………………………………………………………Page 11
· Safety and Confidentiality…………………………………………...........Page 11
· Company Benefits………………………………………………………...Page 12
· Miscellaneous Additional Policies………………………………………..Page 12
-2-
General Conditions of Employment

Equal Employment Opportunity

Hillcrest Jewish Center is an equal opportunity employer.  We observe all applicable federal, state,
 and local civil rights laws.  Therefore, no one will be denied employment, training, and promotion 
due to his or her race, color, creed, age, sex, religion, national origin, marital status, ancestry or 
military status.
Sexual Harassment Policy


It’s the policy of Hillcrest Jewish Center, that all employees as well as management are
responsible for providing a sexual harassment free workplace.  All employees must avoid any action 
or verbal conduct, which could be viewed as offensive or sexually harassing as well as creating a hostile environment.

Anyone who has been sexually harassed should contact the Executive Director.

All reported sexual harassment cases will go through hearings with the Executive Director, one office
 member and the witnesses.
If proven guilty of sexual harassment, Hillcrest Jewish Center will take any necessary corrective action, 
including termination of employment.
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Types of Employment
a. Full-Time Employee (Type 1)

You are considered a full-time employee (Type 1) if you are regularly scheduled to work a minimum of thirty three hours per week and are under a written employment contract.
b. Full-Time Employee (Type 2)

You are considered a full-time employee (Type 2) if you are regularly scheduled to work minimum of thirty three hours per week and punch in a time card.
c. Part-Time Employee

You are considered a part-time employee if you are regularly scheduled to work less that thirty three hours per week and punch in a time card or sign in.  You are not eligible for all employee benefits but only those required by federal, state or local laws, statutes or ordinances

d. Temporary Employee

You are considered a temporary employee if you are scheduled for temporary work up to six months even if you are working thirty three hours or more per week.  You are not eligible for all employee benefits but only for those required be federal, state or local laws, statutes or ordinances.
e. Probationary Employees
You are considered a probationary employee if you have worked for less than three months.  You are not eligible for any employee benefits but only for those required by federal, state or local laws, statutes or ordinances.
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General Office Hours

1. Office Hours
a. Commencement:                 9:00 AM

b. Close                                   5:00 PM

Except Friday and Erev Yom Tov (afternoon of religious holiday) when the hours are 9:00AM – 2:00 Pm

2. Observed Secular Holidays

New Year’s Day- January 1

*Martin Luther King Day or Friday after Thanksgiving

Washington’s Birthday

Memorial Day

Independence Day

Labor Day

Thanksgiving

* Friday after Thanksgiving or Martin Luther King Day

Christmas – December 25th
3. Observed Jewish Holidays 
Employees get paid for Jewish holidays from the first day of employment.  If an employee is required to work on a Jewish holiday, they get paid for the holiday and receive comp time for any time worked. 
Rosh Hashanah – 2 days

Yom Kippur – 1 day

Sukkot

Days 1&2

Days 7&8

Pessach
Days 1&2

Days 7&8

Shavuot – 2 days

When a holiday falls on Saturday, then the proceeding Friday will be observed and if it falls on Sunday, then the following Monday will be observed. Only regular Full-Time employees are eligible to be paid for Holidays. This applies to secular holidays only.
*Choice of Martin Luther King Day or Friday after Thanksgiving.
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Absenteeism and Tardiness

1. Grace Time – 15 minutes

2. Policy

In case of absence, one should report to their immediate supervisor by telephone by 9:30AM. 

If an employee is late more than three times within a six month period, he/she will receive a written warning and may be placed on probation

Absence for three days without notification is considered as voluntary resignation from Hillcrest Jewish Center.

All reported absences of three or more days require a doctor’s note upon return.

There will be deductions in pay as following for all lateness as well as for leaving early 

Time                                               Deduction
15 – 29 min.                                    ½ hour

30 – 59 min.                                     1 hour

Performance Review

There will be a performance review each year in May by the Executive Director.  After such reviews, the Executive Director has the authority to make a recommendation to the Executive Committee who then will make the final decision.  Any raises will be given in July of each year.
Compensation

1. Payment

Most employees are paid weekly except for full time employees (type 1) who are paid bi-monthly.  State and federal laws require Hillcrest Jewish Center to make proper payroll deductions on you behalf.  Amounts withheld vary according to your salary as well as number of withholding exemptions you claim.

It is your responsibility to update any changes in your status on form W-4
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Overtime
Any overtime is to be pre-approved by the Executive Director.  Overtime is paid at a rate of one and a half times the regular rate for any hours in excess of forty hours per week.

Overtime will only be given for full- time employees (type 2)

No overtime will be given for hours before 9:00 AM unless pre approved by the Executive Director.

Salary Review

The Synagogue budget year begins July 1.  All salary reviews will take place in connection with the annual performance review (see page 6)

Regulations

Standard of Conduct. 
Following is a list of some disallowed conduct:

1. Misrepresentation of employment application or other Synagogue records

2. Excessive tardiness and or absenteeism

3. Using foul and or abusive language

4. Immoral, indecent or disorderly conduct of any nature

5. Reporting to work under the influence of intoxicants, drugs, or narcotics

6. Any verbal or physical threats to other employees

7. Theft, fraud or misappropriation of Synagogue properties.

8. Unauthorized possession, usage, copying or reading Synagogue documents

9. Insubordination

10. Negligent or deliberate destruction or miss use of Synagogue property or properties belonging to another employee.
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Discipline

If anyone fails to observe rules and regulations, the synagogue may take a disciplinary action up to and including termination of employment.  The disciplinary action may consist of oral and written warnings, suspension without pay or termination
Even though it is the Synagogue’s intention to help you identify problems and to improve your work skill and performance, Hillcrest Jewish Center expects you to hone your work skills and make reasonable efforts to learn new concepts and knowledge to improve your job performance.

Time Clock 

Full time employees(type 2) and part time employees are required to punch the time clock at the beginning and end of each day and also at the beginning and end of lunch break.  Failure to punch out at the end of the day will result in payment only until lunch time.  Failure to punch in or out for lunch will result in being docked 1 full hour for lunch.
Should someone other than yourself punch you time card then both yourself and the person punching your card are subject to disciplinary action.

Complaint Procedure

It is critical that you let the synagogue’s Executive Director know in writing regarding any complaints you may have.  Therefore, if you have any problems or suggestions, consult your direct supervisor first.

Food

Only Kosher food is permitted at Hillcrest.

Smoking

Hillcrest is a smoke free facility.

Termination of Employment

If you are absent for three consecutive days without authorization or receive two written warning notice for lateness or fail to abide by Sect. 6 and Sect 10 of this handbook, you will be subject to termination.  In such a case, the final paycheck will be issued if there is any wages due to you.
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If you must leave us, we anticipate at least two weeks notice.  Your thoughtfulness will be appreciated and will be noted favorably on your employment records.  Also, upon your departure, there will be an exit interview with the executive director.  If you have taken benefits from the company but have not worked full year, then you must reimburse the company on what your owe

Vacation and Leaves

1. Personal Days

a. Vacation

Qualifications: the annual paid vacation entitlement will be only given to employees with one full calendar year of employment.

1st year through 5th year                                    10 days per year

After 5 years                                                      3 weeks

When a holiday falls during vacation then you are entitled to one additional day.

If you have taken the vacation days and leave the company before completing the full year cycle, deductions will be made using a prorated method.

No vacation will be allowed during the first year of employment (The Executive Director may make an exception to this policy)
B. Sick Leave/Personal Leave

For illness/personal leave, up to six days of paid sick leaves are granted per calendar year.  Partial days taken will be accumulated on a yearly basis.  Sick days not taken cannot be carried over to the next year.  It will not be permissible to take sick leave for the day before or after a scheduled holiday.  No sick leave will be given for the first three months of employment, during the probationary period.  Hillcrest Jewish Center will reimburse employees for all unused sick leave at the end of each calendar year.
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1. Disability Leave for Maternity and or Illness

a. Compensation

The disability leave will be compensated by disability insurance carried by state as required by law and in accordance with provisions of the law.

b. Maternity Leave
For maternity leave, the period of leave shall be 60 days immediately proceeding the date of actual childbirth and 60 days after the date of actual childbirth.

c. Illness

If the absence is longer than four weeks, the Synagogue will consider termination of employment if such prolonged absence is disruptive of normal day to day operation of the Synagogue business.  The Synagogue’s decision to terminate such employee shall be at its sole discretion and further, shall be final and binding. 

d. Eligibility

For any compensation, you must have worked at Hillcrest Jewish Center for at least three months

You must provide a physician’s written statement of the diagnosis and treatment including physician’s signature.

Marital and Bereavement Leave

There will be special leave with pay for three days for death in the immediate family.

Immediate family is defined as: spouse, children, your parents, siblings or those relatives living in your household.
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Jury Leave
For jury duty, the company will pay at your regular pay rate if you submit the notification two weeks prior to the jury date.  However, the total paid days allowed per year would be limited to three business days, unless otherwise required be law in which case, provisions of the law shall govern.

You may retain any payment you receive from government for the jury duty.

Employment Record

It is your responsibility to keep our employment records updated.

You are required to submit any updates following any changes of your status including, but not limited to change in marital status, new born child, change of address, new academic achievements, etc.

Safety & Confidentiality

Hillcrest Jewish Center considers safety and security as one of its most important goals.  It requires care and cooperation of all employees and employees are encouraged to be mindful of, and exercise due care to achieve this goal.
All accidents must be reported immediately to your supervisor and accident reports must be filled out.  Failure to report accidents can lead to difficulties in processing insurance and benefits claims.

It is essential to safeguard the company keys if one is allocated to you.  Please report loss or stolen keys to your manager immediately.  You may not, under any circumstances, make copies of any company keys.
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Confidentiality

It is critical to protect confidential information of the synagogue.  During your employment, you might have access to confidential documents and information.  In such a case, you are not to expose any such information to a person, a firm, a corporation, a governmental agency, or other entity outside of Hillcrest Jewish Center.  In the event an employee discloses any such information, the employee will be subject to disciplinary action, including, but not limited to termination of employment, injunctive relief and/ or legal action for damages.

Your obligation not to disclose any confidential information belonging to Hillcrest Jewish Center shall survive termination of employment.
The following are examples of confidential information: Computer system passwords, confidential documents, and management information.

Company Benefits

Group Medical Insurance

For the full time employee ( type 2) Hillcrest Jewish Center provides an individual medical insurance benefits which is subject to modifications by the U.S. government.

Miscellaneous Additional Policies

Dress Code

Under the normal circumstances, all employees should be dressed in business attire in the office.

Loss or Misuse of Company’s Properties

If your employment requires you to use, carry, or otherwise have control over the company’s properties, whether inside or outside of business premises, you shall take reasonable precautionary measures to avoid any loss or damages to such properties.

Failure to do so may require you to replace the item in question at your expense.
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I have read and understand all conditions of this Handbook.

_______________________________


________________________

Employee Signature





Date

_______________________________
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