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Important Information
Regarding Your Employment at
North Hudson Community Action Corporation
NOTICE OF DISCLAIMER/EMPLOYMENT-AT-WILL STATEMENT

1.

THIS EMPLOYEE HANDBOOK (“HANDBOOK”) IS NOT AN EMPLOYMENT
CONTRACT.

2.

NOTHING CONTAINED IN THIS HANDBOOK, OR IN ANY WRITTEN OR
ORAL STATEMENT CONTRADICTING, MODIFYING, INTERPRETING,
EXPLAINING OR CLARIFYING ANY PROVISION OF THE HANDBOOK, IS
INTENDED TO CREATE, OR SHALL CREATE, ANY EXPRESS OR IMPLIED
CONTRACTUAL OBLIGATIONS THAT ARE BINDING UPON THE NORTH
HUDSON COMMUNITY ACTION CORPORATION (“NHCAC”).

3.

THIS HANDBOOK IS INTENDED FOR THE SOLE PURPOSE OF PROVIDING
INFORMATION ABOUT NHCAC POLICIES AND PRACTICES THAT ARE
CURRENTLY IN FORCE.

4.

REGARDLESS OF WHAT THIS HANDBOOK SAYS OR PROVIDES, THE
NHCAC PROMISES NOTHING AND REMAINS FREE TO CHANGE WAGES
AND ALL OTHER WORKING CONDITIONS WITHOUT HAVING TO
CONSULT ANYONE AND WITHOUT ANYONE’S AGREEMENT.

5.

UNLESS OTHERWISE SPECIFIED IN LAW, ALL NHCAC EMPLOYEES ARE
“AT-WILL” EMPLOYEES. THE NHCAC CONTINUES TO HAVE THE
ABSOLUTE POWER TO TERMINATE ANY PERSON’S EMPLOYMENT AT
ANY TIME WITH OR WITHOUT GOOD CAUSE.

6.

THIS HANDBOOK SUPERSEDES AND REPLACES ANY PREVIOUS
HANDBOOKS, RESOLUTIONS, AND STATEMENTS OF NHCAC POLICY
AND/OR PRACTICES ON THE SUBJECT MATTERS CONTAINED HEREIN.

7.

NOTHING IN THIS HANDBOOK IS INTENDED TO REPLACE OR
SUPERSEDE THE TERMS OF ANY COLLECTIVELY NEGOTIATED
AGREEMENT (“CNA”) BETWEEN NHCAC AND ANY ORGANIZATION
REPRESENTING THE BARGAINING INTERESTS OF ANY UNIT OF NHCAC
EMPLOYEES.
IN THE EVENT OF A CONFLICT BETWEEN ANY
PROVISIONS OF THIS MANUAL AND A CNA, THE TERMS OF THE CNA
SHALL PREVAIL AS TO THAT SPECIFIC PROVISION.
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About this Handbook:
This Handbook is designed as a useful employment guide for all employees of North Hudson Community
Action Corporation (“NHCAC”). Please read it thoroughly and retain it for future reference. It will
acquaint you with your employment benefits, obligations, and responsibilities.
The policies stated in this handbook are guidelines only and are subject to change at the sole
discretion of North Hudson Community Action Corporation, as are all other policies, procedures,
benefits, or programs of North Hudson Community Action Corporation. From time to time, you may
receive updated information concerning changes in policy.
There will be many things for you to learn about your new job and this Handbook is a good place to start.
However, we could not possibly cover everything in this Handbook that you may have questions about.
Please refer your questions to your immediate supervisor or the Human Resources Director who will
provide you with additional information and help whenever possible.
Although this book will be periodically revised due to changes in policy or procedure, we cannot
republish this Handbook every time a change occurs. Some material may therefore become
ineffective. Changes and addendums will be communicated to staff members via company email.
Revised handbook will be accessible on NHCAC’s website and on SharePoint in Outlook.
Note: We have avoided the use of specific gender pronouns in this handbook wherever possible.
However, where such avoidance would have led to very awkward sentences, we have used the masculine
pronoun. This use should be considered to refer to both genders.
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I. INTRODUCTION

Letter from the President/CEO

Welcome to the Nort h Hudson Community Acti on Corporation!
As a member of our staff -- our family, really -- you will have the opportunity to help us provide high
quality health care and social services to thousands of other families. During these difficult economic
times, we must strive to help more people than ever before.
Our purpose and our mission are simple and straightforward: To promote and improve the quality of
life and to eliminate the factors leading to poverty for northern New Jersey residents by providing
comprehensive health and social services with compassion, through collaborations and partnerships, in a
culturally sensitive environment.
This Employee Handbook has been prepared to give you the information and guidance you will need to
be the most effective employee. It is intended to cover the procedures, rules and policies that apply to
North Hudson Community Action Corporation’s day-to-day activities. This is only a summary of the
principles on which we stand, the benefits available, and the obligations you assume as an employee.
Some information will change from time to time since our policies are under continuous review. As
things change, we’ll send you memos or new handbook pages to keep with this Handbook for future
reference.
We hope the Handbook will answer most of your questions. However, if you have additional
questions, please talk with your supervisor, manager, Human Resources representative or me. All of us
are eager to assist you in your role of assisting others.
On behalf of everyone at North Hudson Community Action Corporation, I wish you an enjoyable,
successful and fulfilling career here caring for others. I look forward to working with you.
Sincerely,
Joan M. Quigley
President/CEO
North Hudson Community Action Corporation
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II. EMPLOYMENT
The following pages describe NHCAC’s policies and rules regarding employment and
employee conduct. It is important that all employees read and understand these policies
because they are designed to provide guidance and protect the safety and security of all our
employees. Employees should contact their immediate supervisor or the Human Resources
Director if they have questions about any policy. These policies are not all-inclusive and are
general guidelines for employees.
Classifications of Employment… (Policy reference AD-HR-35)
For purposes of salary administration and eligibility for overtime payments and employee
benefits, NHCAC classifies its employees and other workers as follows:
Full-time: Employees hired to work thirty-five (35) or more hours per week on a regular
basis. Such employees may be “exempt” or “nonexempt” as defined below.
Part-time: Employees hired to work less than thirty-five (<35) hours per week on a regular
basis. Such employees may be “exempt” or “nonexempt” as defined below.
Per Diem: Employees hired to work on an irregular “as needed” basis.
Temporary: Employees hired for a period of time to work on a specific project or fill a
temporary need.
Non-exempt : Employees who, because of the type of duties performed, the usual level of
decision making authority, and the method of compensation, are subject to all Fair Labor
Standards Act (FLSA) provisions including the payment of overtime at the premium (timeand-one-half) rate of pay. Non-exempt employees are required to account for hours and
fractional hours worked.
Exempt: Employees are not granted the protections of the FLSA and are therefore not entitled
to overtime pay. For more information regarding the Fair Labor Standards Act (FLSA)
reference: http://www.dol.gov/whd/flsa/
Please direct any questions regarding your employment classification or exemption status to
the Human Resources Department.
Employee Files…
NHCAC maintains employee files on each employee. These files contain documentation
regarding all aspects of the employee’s tenure with NHCAC. Employee files are private and
confidential. Only employees of the Human Resources Department are authorized to view
and update the files.
To ensure that your employee file is up-to-date at all times, it is your responsibility to notify
the Human Resources Department of any changes in your name, home telephone number,
Updated/Revised Employee Handbook February 2022 / Board Approved February 15, 2022
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home address, marital status, number of dependents, beneficiary designations, scholastic
achievements, emergency contact information, and so forth. Changes are recorded and placed
in the employee’s personnel file to ensure that a current record is maintained. Updated records
are essential in order for employees to receive such important documents as confirmation of
insurance enrollment and W-2 earnings statements for tax purposes.
Criminal Background Investigation… (Policy reference AD-HR-21)
It is the policy of the North Hudson Community Action Corporation to conduct a confidential
criminal background investigation on all new employees, rehired employees, independent
contractors, interns, and volunteers as a condition of employment. This policy is to ensure a
safe, healthy, and work efficient environment for employees and to protect the safety and
wellbeing of our employees, clients, patients, and the public.
1. All new employees, rehired employees, independent contractors, interns, and volunteers as
a condition of employment, will be subject to the criminal background investigation which
will include a review of the employee’s records, Social Security Number Search, Credit
Report (if related to potential job duties, e.g. Cash Office, Payroll Office), Criminal History
Background Check (for “criminal history record information” as the term is defined in
N.J.A.C. 13:59-1.1) , and the National Sex Offender Registry. Prior to performing a criminal
background investigation, the NHCAC will provide a candidate, employee, or volunteer an
appropriate notice and authorization in compliance with state and federal law. The individual
must provide the NHCAC with written authorization (which may also include the provision of
fingerprints by the individual) to obtain a Credit Report and/or Criminal History Background
Check. In the event a candidate, employee, or volunteer refuses to provide written consent for
the NHCAC to obtain such a report/check, he/she may be ineligible for employment with the
NHCAC and/or be subject to discipline (up to and including termination).
NHCAC may use such the criminal background investigation to make decisions concerning an
individual’s employment (which may include discipline, up to and including, termination).
Such a report may contain “identifiable descriptions and notations of arrests, indictments, or
other formal criminal charges, and any dispositions arising therefrom, including convictions
pending court actions, dismissals, acquittals, sentencing, correctional supervision and release.”
Such a report would be sought through appropriate law enforcement agencies and/or reporting
agencies. Such a report would not be used to discriminate against an employee of the
NHCAC, nor will the information be misused in violation of federal or state equal opportunity
laws or regulations.
The President/CEO or his/her designee will perform or initiate the criminal background
investigation and be the recipient of reports from outside agencies or contractors. The
President/CEO or his/her designee will discuss potentially disqualifying information received
with the employee’s supervisor, and a determination that the information is disqualifying shall
be made based on the following factors:
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(a) The nature and gravity of the offense or conduct, including
the consideration of (i) the harm caused by the crime; (ii) the
legal elements required to prove the crime; and (iii) the
classification of the crime (i.e., felony or misdemeanor, etc.);
(b) The time that has elapsed since the offense, conduct,
and/or completion of the sentence; (c) The nature of the job
held or sought, including the consideration of: (i) the job
duties (not merely the job title); (ii) the level of supervision to
be provided; (iii) the working environment (e.g., private
home, outdoors, warehouse); (iv) interaction with others,
especially with vulnerable individuals such as
children/youth/minors; and (v) the relationship of the criminal
history to the job to be performed.
An acquittal, a dismissal, successful completion of Pre-Trial
Intervention (PTI), or an expungement of a criminal offense,
including a disqualifying criminal offense, is not a
disqualifying conviction. Further, an arrest record standing
alone may not be used to disqualify a candidate, volunteer, or
employee from an employment opportunity. However, the
employer may make a disqualification decision based on the
conduct underlying the arrest if the conduct makes the
individual unfit for the position in question, in which case the
conduct, not the arrest, is relevant for employment purposes.
The President/CEO or his/her designee will inform the candidate, volunteer, or employee, in
writing, of any information that would disqualify the person from working for the NHCAC.
Prior to the NHCAC taking any disciplinary action against a candidate, employee, or volunteer
as a result of information contained in a report, the individual shall be permitted a reasonable
amount of time to respond to the report to contest the report’s findings and/or to provide an
explanation for same as follows. In addition, the individual shall be advised that he/she has
the opportunity to explain the criminal record and to demonstrate why the exclusion based on
the employer’s targeted screening process should not apply to him/her under the
circumstances. This information may include evidence of an error in the criminal record; facts
surrounding the conviction; age at the time of the conviction and/or release from prison;
evidence of a clean criminal and employment record since release; rehabilitation efforts;
positive references; and evidence that he/she is bondable. Thereafter, the employer shall give
the individual further consideration and make a final determination concerning his/her
employment with the NHCAC. The President/CEO or his/her designee shall issue a written
determination concerning the individual’s employment, setting forth the reasons for the
determination. Existing employees or volunteers will be placed on immediate suspension
pending the outcome of this procedure. Employee suspensions may be with or without pay at
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the discretion of the NHCAC. 2. State-level criminal history background checks supported
by fingerprints are required for:
a. Candidates for NHCAC’s child care center positions.
b. Candidates for NHCAC’s substance abuse treatment program positions.
3. NHCAC will conduct a Child Abuse Record Information (CARI) background check on
candidates for any child care center of NHCAC.
4. Written information received as a result of a “Request for Criminal History Record
Information for a Noncriminal Justice Purpose” will be destroyed immediately after it has
served its authorized purpose, as required by the state police. Such information will be kept
confidential and will not be published or disclosed in any manner not consistent with the
procedures listed herein.
Additionally, each prospective employee will submit documentation of a current (within one
year) physical examination. If necessary, physical examinations may be arranged through
NHCAC Health Centers.
Employee Request fo
or Exemption…
Moral/Ethical Conflict
Quality patient care is of critical importance at NHCAC and an absolute priority of
employees. In the event, however, that an employee believes that some aspect of patient
care that they are required to perform conflicts with their values, ethics, or religious beliefs,
that employee must advise the Human Resources Director of their objection and submit in
writing. NHCAC may, at its discretion, require the employee to explain and, if appropriate,
document the basis for their objection.
The particular aspects of care that this policy includes, but is not limited to, are: reproductive
health care, genetic testing, end of life measures, and care to members of the immediate
family, providing care on religious holidays not observed by the organization.
The Human Resources Director will consider the employee’s request for exemption and the
basis for that objection and render a decision as to whether the employee will be excused
from the performance of the aspect of patient care to which he/she has objected.
In all cases in which it was reasonably feasible, an employee is expected to have raised the
issues of potential conflict prior to the commencement of employment. Failure to have done so
will be considered by the Human Resources Department in the ultimate determination.
In no instance, however, can an employee refuse to perform any aspect of patient
care, regardless of the basis for the objection, if such refusal may compromise the health and
safety of the patient. Any employee raising an objection pursuant to the policy may not
Updated/Revised Employee Handbook February 2022 / Board Approved February 15, 2022
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refuse to perform the required duty without giving NHCAC sufficient notice to allow for
supplemental coverage and for the Human Resources Department to consider and respond to
the request.
Employment of Relatives…
NHCAC permits the employment of qualified relatives of employees as long as such
employment does not, in the opinion of NHCAC, create actual or perceived conflict of
interest. For purposes of this policy, “relative” is a spouse, child, parent, sibling,
grandparent, grandchild, aunt, uncle, first cousin, or corresponding in law or “step” relation.
NHCAC will exercise sound business judgment in the placement of related employees in
accordance with the following guidelines
Individuals who are related by blood or marriage are permitted to work in the same NHCAC
facility, provided no direct reporting or supervisory/management relationship exists. That is,
no employee is permitted to work within the “chain of command” of a relative such that one
relative’s work responsibilities, salary, or career progress could be influenced by the other
relative.
No relatives are permitted to work in the same department or in any other positions in
which NHCAC believes an inherent conflict of interest may exist.
Employees who marry while employed are treated in accordance with these guidelines.
That is, if, in the opinion of NHCAC, a conflict or an apparent conflict arises as a result of the
marriage, one of the employees will be transferred at the earliest practicable time.
In addition, NHCAC recognizes that at times, employees and their “close friends”,
“domestic partners”, or “significant others” may be assigned to positions that create a coworker or supervisor-subordinate relationship. NHCAC will, in its discretion, exercise sound
judgment with respect to the placement of employees in these situations in order to avoid the
creation of a conflict or the appearance of conflict of interest, avoid favoritism or the
appearance of favoritism, and decrease the likelihood of sexual harassment in the
workplace.
This policy applies to all categories of employment at NHCAC, including full-time, part-time,
and temporary classifications.
Before hiring a relative of a current employee, the situation should be discussed and approved
by the Human Resources Director. Where there is a question of whether continued conflicts
exist, the situation will be reviewed with the President/CEO and Corporate Compliance
Committee for ultimate determination.
Employment Verifications/References…
Only employees of the Human Resources Department are authorized to provide information of
any kind regarding current or former employees. NHCAC will not respond to any verbal
Updated/Revised Employee Handbook February 2022 / Board Approved February 15, 2022
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inquiry by any third party (except where requested by a federal, state or local government
agency as applicable by law). All requests for verification of employment and requests for
employment references regarding current or former employees must be directed to the Human
Resources Department. No supervisor or manager of NHCAC is authorized to provide any
such information, and supervisors and managers are subject to disciplinary action for doing so.
NHCAC will release only a current or former employee’s dates of employment and job title to
any inquiring party. All inquiring parties must be informed that all requests must be made in
writing to the Human Resources Department.
Diversity…
NHCAC recognizes the diversity in our society and is committed to
understanding, appreciating, and managing this diversity in our workplace. The high value
we place on diversity is evident in all our Human Resources practices and policies. Our
equal employment opportunity policy ensures non- discriminatory practices in recruitment,
hiring, compensation, training, and promotion. NHCAC’s Managers and Supervisors are
held accountable for creating a climate of respect and cooperation among all employees.
Equal Employment Opportunity…
NHCAC is committed to providing equal employment opportunities to all employees and
applicants for employment without regard to race, creed, color, ancestry, national origin,
religion, sex, marital status, age, affection or sexual orientation, atypical hereditary cellular
or blood trait, disability, or status as a Vietnam-era or special disabled veteran in accordance
with applicable federal laws. In addition, NHCAC complies with applicable federal, state and
local laws governing non-discrimination in employment in every location in which NHCAC
has facilities. This policy applies to all terms and conditions of employment, including but
not limited to recruitment, employment, job assignments, training, compensation, benefits,
promotions, transfers, and leaves of absence, layoffs, terminations, recalls, and social and
recreational programs. Employment decisions are based solely on job-related requirements
and on an individual’s qualifications.
The primary responsibility for developing and monitoring the Company’s equal
employment opportunity policy is assigned to the Director of Human Resources:
Human Resources Director
North Hudson Community Action Corporation
st
800 31 Street
Union City, NJ 07087
NHCAC expects employees to act in a way that contributes to the organizations
equal employment opportunity objectives. Specifically, employees should:
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Demonstrate sensitivity to and respect for social, cultural, sexual, and physical differences
when working with other employees and clients; and
Report any violations of the equal employment opportunity policy to their immediate
supervisors or Human Resources Director.
Nondiscrimination Against and Accommodation of Individuals with Disabilities and/or
Pregnancy
In compliance with the Americans with Disabilities Act, the ADA Amendments Act and the
New Jersey Law Against Discrimination as amended by the New Jersey Pregnant Worker’s
Fairness Act (NJLAD), NHCAC does not discriminate based on disability, pregnancy,
pregnancy related medical condition, or childbirth.
It is the policy of the NHCAC to comply with all relevant and applicable provisions of the
Americans with Disabilities Act, the ADA Amendments Act and the New Jersey Law Against
Discrimination. NHCAC will not discriminate against any employee or job applicant with
respect to any terms, conditions, or privileges of employment on the basis of a known or
perceived disability, pregnancy, childbirth, breastfeeding or pregnancy related medical
condition. It is also the NHCAC’s policy to, without limitation, administer medical
examinations, such as second medical opinion or fitness- for-duty exams, (a) to applicants only
after conditional offers of employment have been extended and (b) to employees only when
justified by business necessity.
NHCAC will also make reasonable accommodations to known physical or mental limitations
of all employees and applicants with disabilities (including pregnancy), provided that the
individual is otherwise qualified to safely perform the essential functions of his/her job and
also provided the accommodation does not impose undue hardship on NHCAC.
The Human Resources Director shall engage in an interactive dialogue with disabled/pregnant
employees and prospective employees to identify reasonable accommodations. In cases of an
employee breastfeeding her infant child, the accommodations shall include providing the
employee with reasonable break times each day and a suitable room or other location with
privacy, other than a toilet stall, in close proximity to the work area, for the employee to
express breast milk for the child.
All decisions with regard to reasonable accommodation shall be made by in accordance with
the procedures set forth in the following section. Employees who are assigned to a new
position as a reasonable accommodation will be paid the salary associated with their new
position. The Americans with Disabilities Act does not require the NHCAC to offer permanent
“light duty”, relocate essential job functions, or provide personal use items such as eyeglasses,
hearing aids, wheelchairs, etc.
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Employees should also offer assistance, to the extent possible, to any member of the public
who requests or needs an accommodation when visiting NHCAC facilities. Any questions
concerning proper assistance should be directed to the Human Resources Director.
Procedure for Requesting an Accommodation:
Qualified individuals with disabilities may make requests for reasonable accommodation to
the Human Resources Department. On receipt of an accommodation request, the Human
Resources Director will meet with the requesting individual to discuss and identify the precise
limitations resulting from the disability and the potential accommodation that NHCAC might
make to help overcome those limitations.
NHCAC may require an employee seeking an accommodation to provide documented medical
evidence of a disability or pregnancy related medical condition, the need for an
accommodation, and the extent to which the employee is limited due to the disability or
pregnancy related medical condition. Prior to granting any reasonable accommodation,
NHCAC may also require the employee to undergo a medical examination to confirm the need
for an accommodation and to help determine an appropriate accommodation in an individual
circumstance. The NHCAC reserves its right to determine what, if any, reasonable
accommodation it can/will grant in response to each request, mindful of any medical
documentation received, and will discuss each request with the employee before finalizing its
decision. NHCAC will not grant a reasonable accommodation, which will cause the
organization to endure, incur or experience an undue hardship.
The Human Resources Director, the Chief Medical Officer and, if necessary, appropriate
management representatives identified as having a need to know (i.e. – the individual’s
immediate supervisor), will determine the feasibility of the requested accommodation,
considering various factors, including, but not limited to: the nature and cost of the
accommodation, the availability of tax credits and deductions, outside funding, the facility’s
overall financial resources and organization, and the accommodation’s impact on the
operation of the facility, including its impact on the ability of other employees to perform their
duties and on the facility’s ability to conduct business.
The Human Resources Director will inform the employee of NHCAC’s decision on the
accommodation request or on how to make the accommodation. If the accommodation
request is denied, employees will be advised of their right to appeal NHCAC’s decision by
submitting a written statement to the Human Resources Director along with the reasons for the
request.
The President/CEO will review all employee appeals. After reviewing an employee’s appeal,
the President/CEO will notify the Human Resources Director of his/her decision. The Human
Resources Director will notify the individual making the appeal of the President/CEO’s
decision, whose decision will be final.
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Resignations & Rehires… (Policy reference AD-HR 39)
Although North Hudson Community Action Corporation (herein, NHCAC) hopes that
employment with NHCAC will be a mutually rewarding experience, it is understood that
circumstances do cause employees to voluntarily resign employment. Should this time come,
employees are asked to follow the guidelines below regarding notice and exit procedures.
Resignations
Notice of Resignation:
Employees are encouraged to provide their immediate supervisor and Human Resources two
weeks’ notice to facilitate a smooth transition out of the organization.
If an employee provides less notice than requested, NHCAC may deem the individual to be
ineligible for rehire depending on the circumstances regarding the notice given.
Employees are expected to work as regularly scheduled during the resignation period;
vacations will not be granted or approved and sick calls will be unpaid during this time.
Providers are to refer to their contract “Term & Terminations” language.
Coordinators, Supervisors, Managers and Directors are asked to provide a minimum of four
weeks’ notice.
Form of Resignation Notice:
All resignations must be confirmed in writing. The notice is to include the reason for leaving
and the effective date.
Employees who verbally resign will receive a Confirmation of Resignation notice within 72
hours of verbal notice.
Employees resigning from a full or part time position, who wish to remain per diem with
NHCAC, will be subject to the following status changes:
If applicable, a change in rate/salary.
No longer be eligible to participate in medical or/and other supplemental group benefits
offered by NHCAC.
No longer be eligible to receive paid time off benefits; vacation, personal days and holiday.
Per diem employees may be eligible for sick time benefits under the NJ PAID SICK LEAVE
LAW; see policy AD-HR-48 Sick Leave for further detail.
Will forfeit their seniority as a full or part time employee.
If an employee wishes to return to full or part time status after 30 days of transitioning to per
diem, all medical benefits and paid time off benefits will be calculated from the new return to
full/part time status date (seniority will not be backdated.)
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If a per diem employee has not worked within a 90-day window; the employee will be noted to
have voluntarily resigned from NHCAC.
Human Resources will send notice to the per diem employee acknowledging their voluntary
separation.
Pay in Lieu of Notice:
Management reserves the right to provide an employee, with pay for the days of notice given,
not to exceed two weeks’, in lieu of notice in situations where job or business needs warrant.
Such a decision should not be perceived as reflecting negatively on the employee, given that it
may be due to a variety of reasons not known to the individual or other employees.
Resignation for Failure to Report to Work:
Employees who fail to report to work for two (2) consecutive days without properly
communicating to the afterhours call center and their supervisor or manager, the reasons for
their absence, will be viewed as voluntarily resigning their employment as of the second day.
The described resignation will be noted as Job Abandonment and the employee shall be
deemed ineligible for rehire
Rescission of Resignation:
Employees will not be allowed to rescind a resignation, whether given verbally or in writing,
once the resignation has been confirmed by the employer.
Employees who wish to discuss concerns about their continued employment before making a
final decision to resign are encouraged to contact Human Resources.
Forwarding Address and Final Pay:
Departing employees will be asked to confirm their forwarding address to ensure that benefits
and tax information are received in a timely manner. Final pay will be mailed to this address
by the next payday.
Accrued but unused vacation will be paid out consistent with the NHCAC’s vacation policy.
Eligibility for Rehire:
Employees who resign in good standing under this policy and whose documented performance
is above average under NHCAC’s performance management system will be eligible for
reemployment.
Former employees will be considered for open positions along with all other candidates.
A former employee who is reemployed will be considered a new employee from the date of
reemployment unless the break in service is less than thirty (30) days, in which case the
employee will retain accumulated seniority.
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Procedure:
Department heads in receipt of resignations are to forward the notice to Human Resources
along with the Personnel Action Form and if necessary, a Position Requisition outlining the
need to replace the resigning employee.
Work Hours… (Policy reference AD-HR-60)
The purpose of this policy is to provide an outline of work hours and meal periods for all
employees of North Hudson Community Action Corporation (herein, NHCAC).
(Exception) Head Start and Early Head Start services are required to follow program
guidelines and policies for daily meal periods.
Definitions:
Non-exempt : Employees who, because of the type of duties performed, the usual level of
decision making authority, and the method of compensation, are subject to all Fair Labor
Standards Act (FLSA) provisions including the payment of overtime at the premium (timeand-one-half) rate of pay. Non-exempt employees are required to account for hours and
fractional hours worked.
Work Hours: Any of the hours of a day during which work is done.
Meal Periods: Bona fide meal periods (typically 30 minutes or more) generally need not be
compensated as work time. Non-exempt employees must be completely relieved from duty for
the purpose of eating regular meals. The employee is not relieved if they are required to
perform any duties, whether active or inactive, while eating.
Guidelines
Work hours and schedules vary throughout all of NHCAC’s programs and services. An
employee’s particular hours of work and the scheduling of meal periods will be determined by
the employee’s immediate supervisor.
Daily and weekly work schedules may be changed from time to time, at the discretion of
NHCAC, to meet the varying conditions of operations. Changes in work schedules will be
announced as far in advance as practicable.
Non-exempt employees, scheduled to work 6 or more continuous hours in Administration,
CAP Programs or the Health Centers are assigned one daily-unpaid 30-minute meal period in
addition to a 15-minute paid period which will be combined to equal a 45-minute meal period.
Meal periods may not be used to compensate for absences such as arriving late or leaving
work early.
All employees are expected to adhere to their assigned work schedules and meal periods.
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Identification Cards… (Policy reference AD-HR-04)
Employees of North Hudson Community Action Corporation (herein, NHCAC) are required to
wear an identification badge while they are on duty to identify themselves and their function to
customers, patients, visitors, families and unfamiliar staff members.
The form of ID provided must be worn conspicuously above the waist at all times while on
duty. ID badges not only provide a ready means of identifying the person, his/her position
and function, it also assists the security effort - those without ID's can be questioned about
their purpose and properly directed.
NHCAC will provide an initial identification badge at no cost to the employee. Replacements
for any reason other than change of policy or a change in position or title will be at the
employee's expense, at a nominal cost, payable to NHCAC for replacement purposes.
Non Compliance:
It will be the responsibility of the Department Heads to ensure that employees wear their ID.
Failure to properly wear your ID while on duty will result in disciplinary action, in accordance
with policies: AD-HR-02 – Dress Code & AD-HR-17 Departmental Uniform.
III. COMPENSATION POLICIES
Deductions from Pay…
Each employee must complete tax-withholding forms (federal W-4 and state/local forms
where applicable).
It is extremely important to notify the Payroll Department of a change in withholding status.
Forms are available from the Human Resources Department for this purpose, and changes will
be processed within 15 business days of receipt. Changes may not be made retroactively.
Remember: incomplete or inaccurate information can result in incorrect tax withholding.
Federal income tax (FIT), Social Security tax (FICA), Medicare tax, and applicable state or
local taxes are deducted each pay period.
Eligible employees may authorize deductions for other purposes, such as health and life
insurance, credit union, the 403 (b) Salary Reduction Annuity Plan, etc.
Overtime and Other Premium Payments…
If you are classified as a nonexempt employee (see the Classifications of Employment policy
section for the definition of nonexempt employee), you will receive compensation for preapproved overtime work as follows:
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Nonexempt employees will be paid time and a half for hours worked in excess of forty hours
during the regular workweek.
The immediate supervisor must approve any overtime, in advance.
Only physically worked hours will count as time worked in determining eligibility for
overtime.
Your immediate supervisor will attempt to provide you with reasonable notice when the need
for overtime work arises. Please remember, however, that advance notice may not always be
possible.
You will normally receive payment for overtime in the pay period in which such overtime is
worked, providing that your time record has been approved by your immediate supervisor for
processing in a timely manner.
Payroll Records…
A current pay stub normally supplies adequate information when an employee must provide
documentation of his or her earnings. For major financial or legal transactions, however, a
copy of an official payroll record may be required. Employees may obtain copies of their
payroll records by submitting a written request to the Payroll Department, at least 15 business
days in advance of the date needed.
Regular Pay Procedures…
All NHCAC employees are normally paid on a bi-weekly basis, usually every other Thursday
(unless the President/CEO elects a different pay cycle). This is for services performed for the
two- (2) week period ending the previous Sunday at 12:00 a.m. midnight. If the normal
payday falls on a holiday, payments will be made the preceding day. All required deductions,
such as federal, state, and local taxes, and all authorized voluntary deductions, such as for
health insurance contributions, will be held automatically from your paychecks.
In the event that your paycheck is lost or stolen, please notify your immediate supervisor
immediately. Your immediate supervisor will, in turn, notify the Payroll Department who
will attempt to put a stop-payment notice on your check. If we are able to do so, you will be
issued another check. Unfortunately, however, NHCAC is unable to take responsibility of
lost or stolen paychecks, and if we are unable to stop payment on your check, you alone will
be responsible for such loss.
Changes will be made and announced in advance whenever the company holidays, closings or
unforeseen events interfere with the normal payday.
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Direct Deposit…
Direct deposit of pay is available to all employees. Direct deposit saves employees valuable
time by depositing their pay directly into an account at a financial institution of their choosing.
Employees enjoy many advantages by using the direct deposit service including: time saved
by automatic deposit of pay on paydays; flexibility of distributing funds to more than one
account; and security of knowing that pay will be deposited automatically, even if they are
away from the office on a payday. Information and authorization forms are available in the
Human Resources Department.
Payroll Questions or Discrepancies…
Employees should review their pay stubs carefully each payday. Every effort is made to
avoid errors in your paycheck. If you believe an error has been made, tell your immediate
supervisor or contact the Payroll Department immediately. Your immediate supervisor can
resolve or answer most questions about payroll problems.
In order to enable the Payroll Department to resolve any questions accurately and in
compliance with government regulations, employees are required to report any discrepancies
involving pay, to the Payroll Department, within 30 days following the payday in which the
discrepancy occurred.
It is the NHCAC’s policy to comply with the Fair Labor Standards Act (“FLSA”) and to
make only legally required or authorized payroll deductions. Any payroll deduction that is
not legally required or authorized is prohibited.
The FLSA requires employers to pay most employees at least minimum wage for all hours
worked and overtime pay at time and one-half their regular rate of pay for all hours worked
over 40 hours in a work week. There are exemptions from minimum wage and overtime
requirements for executive, administrative, professional, outside sales and certain computer
employees. Each of these exemptions is thoroughly defined by detailed regulations.
Complaint Procedure: If you believe that the NHCAC has made an improper payroll
deduction from your paycheck, you must immediately report your concern to the Human
Resources Department using the Employee Complaint Form located at Appendix A.
1.
Investigation:
deduction.

The NHCAC will investigate any report of an improper payroll

2.
Reimbursement: If the NHCAC determines that it has made an improper deduction,
it will promptly reimburse the employee.
3.
No Retaliation: Any adverse action taken against an employee who reports an
improper deduction in good faith is prohibited. If you feel that you have been retaliated
against for making such a report, please advise Human Resources.
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Timekeeping Records…
It is the policy of NHCAC to comply with applicable laws that require records to be
maintained of the hours worked by our employees. To ensure that accurate records are kept
of the hours you actually work (including overtime hours where applicable), of the accrued
leave time you have taken, and to ensure that you are paid in a timely manner; you are
required to use NHCAC’s official time record system.
Nonexempt and exempt employees: Your “START” and “END” times for each workday
must be recorded.
All employees must account for their time each pay period, whether they have worked during
that pay period or not. Falsification of time records is a breach of company policy and is
grounds for disciplinary action, up to and including termination.
IV. TIME-OFF BENEFITS
Bereavement Leave… (Policy reference AD-HR 41)
North Hudson Community Action Corporation (herein, NHCAC) recognizes the family
responsibilities that develop and the personal need for time off when a death in the family
occurs. Employees are paid in accordance with the following policy to help accommodate
these needs.
Eligibility
All full-time, active employees are eligible for benefits under this policy.
To be eligible for paid bereavement leave, the employee generally must attend the funeral of
the deceased relative.
Bereavement days must be taken consecutively within a reasonable time of the day of death or
day of the funeral and may not be split or postponed. An employee may be requested to
provide proof of such death.
Procedures
An employee who wishes to take time off due to the death of an immediate family member
should notify his or her supervisor immediately.
Bereavement pay is calculated based on the base pay rate at the time of absence, and it will not
include any special forms of compensation.
Paid bereavement leave will be granted according to the following schedule:
Employees are allowed up to four (4) consecutive days off from regularly scheduled duty with
regular pay in the event of the death of the employee’s:
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Spouse, domestic partner, child, parent, sibling, grandparent, grandchild, stepparent, stepchild,
or parent -in-law, son-in-law or daughter-in-law.
Employees are allowed one (1) day off from regular scheduled duty with regular pay in the
event of death of the employee’s:
Aunt, uncle, niece, nephew, cousin or other family member.
Extension of Time Off
Under certain circumstances, an employee may require additional time off due to a death in the
family. In such cases, an employee may, with his or her supervisor’s approval, use any
available vacation for additional time off as necessary.
Exceptions
Temporary, probationary, part time and per diem employees will not be eligible for paid time
for bereavement, however, the supervisor should make every reasonable attempt to grant any
employee unpaid time off as necessary to attend the funeral in the event of a death in the
family.
Holidays… (Policy reference AD-HR 44)
North Hudson Community Action Corporation (herein, NHCAC) makes every attempt to
accommodate the needs and wishes of employees to be with their families and friends at
holiday time without compromising the essential nature of our services.
Eligibility:
Full and part time employees are provided paid time off for holidays.
Eligible employees receive holiday pay only if the holiday falls on their regularly scheduled
workday.
The number of hours of pay granted would be equivalent to the number of hours you are
regularly scheduled to work on that day.
Employees are required to work their regularly scheduled hours the workday preceding and
the workday following the holiday.
An approved vacation or personal day off will be considered as a day worked for purposes
of holiday pay eligibility.
Sick days, however, will not be considered as a day worked for purposes of holiday pay
eligibility unless written medical certification is provided, by the employee, to substantiate the
absence, upon the employees return to work.
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Exceptions:
Employees do not accrue holidays while on any type of leave of absence.
Per Diem and temporary employees are not eligible for this benefit.
Contracted providers will follow the accrual benefits plan outlined in their Employment
Agreements; Paid Time Off (PTO).
There shall be no carryover of holidays from year to year, and there shall be no payment for
unused holidays at the end of any fiscal/school year or in the event of termination.
Religious Holidays
You may take time off to observe your religious holidays. Vacation or personal days may
be used for this purpose; otherwise the time off is without pay. You must notify your
immediate supervisor at least ten (10) business days in advance of your intention to take a day
off for religious reasons.
Holidays Observed:
Administration/CAP/WIC:

New Year's Day
Independence Day
Martin Luther King Jr. Day
Labor Day
President's Day
Columbus Day
Good Friday
Veteran's Day
Memorial Day
Thanksgiving Day
Juneteenth
Day after Thanksgiving Day
Christmas Day
Health Center / Call Center / Central Supply / Maintenance / IT/ Security:

New Year's Day
President's Day
Good Friday
Easter Sunday
Memorial Day

Juneteenth
Independence Day
Labor Day
Thanksgiving Day
Day after Thanksgiving Day
Christmas Day
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Head Start / Early Head Start:
Employees in the Head Start/Early Head Start programs will follow their school district’s
calendar schedule. “Winter Recess” is noted as holiday time and timecards should be
coded as such; while “Spring Recess” is counted against the employees’ annual vacation time
(see HR Policy AD-HR-47 Vacations).
Holidays falling on a Saturday are normally observed on the preceding Friday.
Holidays falling on a Sunday are normally observed on the following Monday or in
accordance with federal holiday guidelines.
Employees are notified prior to the beginning of each fiscal /school year of the actual dates on
which these holidays are observed.
Inclement Weather… (Policy Reference AD-HR-56)
North Hudson Community Action Corporation (NHCAC) is committed to the safety and
security of its employees, patients, clients and visitors. As such, the decision to postpone
programs or activities, cancel services or close the organization due to inclement weather is
based on the overall concern for the safety and security of the NHCAC community.
In general, however, NHCAC’ s practice is to remain open and to conduct business as usual
during periods of inclement weather, except as noted in this policy statement.
Program/Agency Closings:
At times, emergencies such as severe weather, fires, power failures or earthquakes, can disrupt
NHCAC operations. In extreme cases, these circumstances may require the closing of a work
facility; NHCAC leadership will make the determination regarding when the business will
close.
After regular business hours or the overnight hours, should it be determined that NHCAC will
be closed the following business day due to an emergency situation, all efforts will be made to
notify employees ahead of time of the closure(s). Examples of communication include: Swift
911, updating the outgoing message on NHCAC’s main line informing all who call of the
closure, the NHCAC website will also be updated with information and each team leader will
be expected to notify their team members.
If NHCAC is open, employees are expected to report to work as scheduled, or call in if they
will be late. However, each employee must observe weather conditions in his or her area and
determine whether it is unduly hazardous to attempt to drive or commute to work when
weather conditions are severe. We do not expect anyone to take an unreasonable risk in
attempting to get to work.
Employees in operations deemed essential by management may be asked to work on a day
when other operations are officially closed. In these circumstances, employees who
work will receive regular pay.
Pay Policies During Inclement Weather:
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In cases where NHCAC does not authorize an emergency closing, employees who fail to
report for work will be required to use accrued but unused vacation or personal time to cover
such absences.
Full-time employees who are absent on sick, vacation or personal time will be paid as such if
their program unexpectedly closes early.
All full-time employees will be paid for regularly assigned hours of work in the event that
during a working day, when they are present, their program closes unexpectedly.
When an emergency situation occurs where NHCAC is closed, all full-time exempt and nonexempt employees will receive pay, for their regularly scheduled hours, for up to one week
during the closure. After that time, employees are eligible to use paid time off to cover lost
wages. No overtime will be paid during this time.
Employees who take time off during inclement weather may not charge the time out as sick
time unless they were out sick the day before, otherwise only personal or vacation time may be
used.
Upon NHCAC reopening all employees are expected to return to work. For any employee who
needs more time to tend to repairs or damage beyond the norm, our normal leave of absence
policies will apply. In these cases, employees should stay in close communication with Human
Resources to ensure the time off is considered properly.
If an employee believes they cannot commute safely between their home and place of work
during periods of inclement weather, the employee is required to notify their supervisor and
use vacation or personal benefit time.
An allowance of up to one hour may be made for safe arrival provided the employee’s location
and/or travel conditions warrant such consideration. This allowance is made from the
employee’s regularly scheduled starting time. Employees reporting within the one-hour period
will be paid for their entire shift. Employees (non-exempt) reporting to work beyond the first
hour of their shift will not be paid for their period of lateness and may be permitted to use
accrued benefit time at the discretion of their immediate supervisor in consultation with
Human Resources.
Head Start / Early Head Start
NHCAC in conjunction with the Board of Education, shall determine annually, the days when
the HS/EHS programs will be in session for instructional purposes. The school calendar will
provide no fewer than one hundred eighty days of instruction. Days on which school is closed
for holidays, trainings, and inclement weather shall not be considered as days in session.
Should the HS/EHS programs be closed during the instructional period (September – June)
due to emergency situations or inclement weather, employees will be paid for regularly
assigned hours with the understanding these paid hours will be made up at the end of the
school term without any additional compensation.
Staff who do not commit to working the “make-up” days will be garnished for all hours
prepaid during the original closure(s).
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Jury and Witness Duty Leave… (Policy reference AD-HR 42)
North Hudson Community Action Corporation (herein, NHCAC) provides income protection
while an employee carries out his or her civic responsibility.
Eligibility:
If you are a full-time employee who is summoned to jury duty, NHCAC continues your salary
during your active period of jury duty for up to two (2) weeks in any 24-month period.
You are also permitted to retain the allowance you receive from the court for such service.
Procedures:
Upon receipt of notification from the state or federal courts of an obligation to serve on a jury
or to act as a court witness, the employee must submit to immediate supervisor a copy of the
summons to serve as soon as it is received.
A copy should also be forwarded to Human Resources and Payroll to ensure proper coding of
paid time.
In addition, proof of service must be submitted to your immediate supervisor when your
period of jury or witness duty is completed.
The supervisor will make scheduling adjustments to accommodate the employee’s obligation.
All employees are allowed time off if summoned to appear in court as a witness. Employees
may use accrued PTO, or vacation time. If such benefit time is not available, the employee
may take the time as unpaid.
Employees summoned to appear in court on behalf of NHCAC will be paid their normal work
hours.
Exceptions:
Temporary, probationary, part time and per diem employees will not be eligible for paid time
for jury or witness duty.
Employees appearing in their own case as a plaintiff or defendant or for a non-subpoenaed
court appearance will not receive paid time off. Vacation or unpaid time should be used for
such instances.
Providers and any employees with Employment Agreements are not eligible for personal, sick,
or vacation hours. They are provided Paid Time Off (PTO) hours as per their Employment
Agreement.
Note: NHCAC will make no attempt to have your service on jury postponed except
when business conditions necessitate such action.
Personal Days… (Policy reference AD-HR 43)
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In addition to providing paid time off for company-designated holidays, North Hudson
Community Action Corporation (herein, NHCAC) permits full time employees to take up to
three (3) paid personal days, every calendar year, for personal matters that cannot be taken
care of outside regular business hours. Reasons such as; parent-teacher conferences, voting,
preparing for a family holiday party, visiting healthcare professionals for preventive treatment,
for religious observances, and/or other events of personal significance.
Eligibility:
All full-time, active employees are eligible for personal day benefits under this policy.
Full time employees are credited with three (3) personal days at the beginning of each
calendar year.
Full time Head Start employees working September through June of each school term are
credited with two (2) personal days.
Full time employees, with less than one year of employment, and who have successfully
completed the probationary period (90 days) are eligible for prorated personal days during
the current calendar year.
Personal hours will be prorated for full time employees working less than 40 hours per week
(35-40 hours).
During the probationary period (90 days) of employment, personal days are NOT accumulated
and cannot be used. Any days taken off during the probationary period will not be
compensated for.
Exceptions:
Employees do not accrue personal days while on any type of leave of absence.
Part time, per diem and temporary employees are not eligible for this benefit.
Contracted providers will follow the benefits plan outlined in their Employment Agreements;
Paid Time Off (PTO).
There shall be no carryover of personal days from year to year, and there shall be no
payment for unused personal days at the end of any calendar year or in the event of
termination.
Procedures:
Requests are to be presented in writing utilizing the Paid Time Off Request Form and
submitted to the employees’ immediate supervisor according to departmental requirements.
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Each Department should make reasonable efforts to adjust schedules to meet requests; full
consideration is given to requests for holidays of religious significance where reasonable
accommodation is possible.
Approval of requested Personal Days must be in writing.
Sick Leave…
… (Policy reference AD-HR 48)
Policy Statement
North Hudson Community Action Corporation (herein, NHCAC) will provide paid sick leave,
to eligible employees, in accordance with the terms of this Policy and New Jersey’s Paid Sick
Leave Act. As detailed below, this Policy sets forth the eligibility requirements for sick leave,
the conditions for earning and using leave, the process for requesting leave, and other related
provisions.
Eligibility:
All active employees are eligible for sick leave benefits under this policy.
Full time employees are credited with eight (8) sick days at the beginning of each calendar
year.
Full time Head Start employees working September through June of each school term are
also credited with five (5) sick days.
Part time, per diem and temporary employees accrue 1 hour of paid sick time for every 30
hours worked per week.
All employees, with less than one year of employment, and who have been employed for
ninety days (90) are eligible for prorated sick days during the current calendar year. In no
event shall an employee accrue less than 1 hour of sick time for every 30 hours worked per
week.
Sick hours will be prorated for all employees working less than 40 hours per week. In no event
shall an employee accrue less than 1 hour of sick time for every 30 hours worked per week.
Sick days may be carried over from one calendar year to the next. Total maximum balance allowed is
39 days. Any time over this amount (39 days), will be forfeited.
If the employee is on leave under the Family and Medical Leave Act (FMLA) and/or New
Jersey Family Leave Act (FLA), paid sick leave and paid annual/vacation leave must be used
initially, as part of the FMLA and/or FLA leave.
Employees are not eligible for paid sick days if they are within the first ninety days (90) of
employment with NHCAC. Any days taken off during this period will not be compensated
for.
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Exceptions:
Employees do not accrue sick hours while on any type of leave of absence.
Sick time can only be used in full work-day increments.
Contracted providers will follow the benefits plan outlined in their Employment Agreements;
Paid Time Off (PTO).
Usage/Management
If an employees need for earned sick leave is foreseeable (can be planned in advance),
NHCAC requires up to 5 days’ advance notice of intention to use earned sick leave.
Sick leave is to be used for the following reasons:
an employee’s need for medical diagnosis, care or treatment of, or recovery from a mental or
physical illness, injury or health condition; an employee’s need for preventive medical care;
to aid or care for a family member during diagnosis, care or treatment of, or recovery from the
family member’s mental or physical illness, injury or health condition; or care of a family
member who needs preventive medical care;
absence due to employee or family member being a victim of domestic or sexual violence for
purposes of obtaining: medical attention to recover from physical or psychological injury or
disability; services from a domestic violence or victim services agency; psychological or other
counselling; relocation; or legal services, including seeking a restraining order or preparing for
or participating in court proceeding related to the domestic or sexual violence
Closure of employee’s workplace or the school or daycare of employee’s child by a public
official due to an epidemic or other public health emergency or because of a public health
agency determination that the presence in the community of the employee or employee’s
family member in need of care, would jeopardize public health;
To attend a school-related conference, meeting, function or other event requested or required
by a school administrator, teacher or professional staff member responsible for the employee’s
child’s education or to attend a meeting about care provided to the child for the child’s health
or disability.
If an employee has: (1) tested positive for COVID-19; (2) has symptoms of COVID-19; (3)
was exposed to coronavirus during the course of their work and has been told to quarantine by
a healthcare provider or public health authority; (4) is unable to work because their minor
child’s school or daycare was ordered closed by a public official for a public health reason,
their child has mandatory remote learning, or they have no childcare due to the coronavirus
emergency; (5) is unable to work because their place of employment was ordered closed by a
public official for a public health reason; (6) been advised by a healthcare provider or public
health authority to quarantine (e.g., an employee is immunocompromised); (7) is caring for a
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relative with coronavirus or symptoms of COVID-19; and is unable to work, the employee will
not be fired for taking time off to test, quarantine, or isolate, with a medical note
recommending that the employee take that time off because the employee has, or is likely to
have, an infectious disease that may infect others at the employee’s worksite.
Proof of illness may be requested for any absence chargeable to sick leave.
An employee who has a sick leave of absence in excess of three (3) consecutive work days
must provide the Human Resources Department with medical documentation clearing the
employee to return to work. The notice must be presented on the day the employee returns.
Employees who call out sick the day before or the day after a weekend, holiday, vacation day,
or personal day, must present medical documentation to the Human Resources Department for
the absence in order to be compensated for the sick time. The notice must be provided on the
day the employee returns.
When an employee exhausts their sick hours, approved sick time will be charged against the
employees Personal or/and Vacation hours.
New Jersey’s Paid Sick Leave Act does not entitle employees to use more than their annual
allowance of sick hours (40 hrs.) in any calendar/school year.
Employees are not paid for unused sick leave upon termination of employment.
Family Member:
For purposes of this policy, “family member” means, a child, grandchild, sibling, spouse, civil
union or domestic partner, parent or grandparent of an employee, or a spouse, civil union or
domestic partner of a parent or grandparent of an employee, or a sibling of a spouse, domestic
or civil union partner of the employee or any other individual related by blood to the employee
or whose close association with the employee is equivalent of a family relationship.
Corrective Action:
Any individual failing to observe the guidelines set forth in this policy, shall be subject to
progressive corrective action up to and including termination of employment.
Vacation Time… (Policy reference AD-HR 47)
North Hudson Community Action Corporation (herein, NHCAC) recognizes the importance of
vacation time in providing the opportunity for rest, recreation, and personal activities. In the
interest of health, morale, and efficiency, we encourage all employees to take full advantage of
their paid time off benefits and take time off from work.
NHCAC grants paid vacation time to its full-time employees; the amount of vacation to which
an employee becomes entitled, is determined by the employee’s length of service as of his/her
full-time employment anniversary date.
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Eligibility:
All full-time, active employees are eligible for vacation benefits under this policy.
Full time employees are credited with their full vacation allowance at the beginning of each
calendar year.
Full time employees, with less than one year of employment, and who have successfully
completed the probationary period (90 days) are eligible for prorated vacation hours during
the current calendar year.
The number of vacation days is based on an employee working 40 hours per week.
Vacation hours will be prorated for full time employees working less than 40 hours per week.
During the probationary period (90 days) of employment, vacation days are NOT accumulated
and cannot be used. Any days taken off during the probationary period will not be
compensated for.
Exceptions:
Employees do not accrue any vacation time while on any type of leave of absence.
Part time, per diem and temporary employees are not eligible for this benefit.
Contracted providers will follow the benefits plan outlined in their Employment Agreements;
Paid Time Off (PTO).
Full time Head Start employees; “Spring Recess” is counted against vacation time for those
whose classrooms/operations are closed.
All identified HS/EHS employees working less than 50 weeks per year do not earn vacation
benefits.
Upfront Vacation Allocation
At the beginning of each calendar year, employees vacation hours will be front loaded in
accordance to the below vacation table.
All vacation time earned is based on effective date of full time status.
Employees that will reach their next vacation step, within the current calendar year, will be
credited their additional time at the beginning of that year; January 1st.
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Vacation Table:
Completed
Service
0-3 years
3-8 years
8-15 years
15+ years

Number of
Days / Hours
10 days / 80 hours
15 days / 120 hours
20 days / 160 hours
25 days / 200 hours

Vacation Request/Scheduling:
Vacations may be taken as weekly periods or as individual days as long as the period chosen
meets the departmental approval.
Vacation time must be taken in half or full day increments.
Requests are to be presented in writing utilizing the Paid Time Off Request Form and
submitted to the employees’ immediate supervisor according to departmental requirements.
Each Department should make reasonable efforts to adjust schedules to meet requests.
However, if two or more employees from the same department request vacation time during
the same period, and the department can only approve one. If neither of the employees is
willing to change their request, the employee who requested first will receive priority. If all
requests are simultaneous, length of continuous service (seniority) will be the deciding factor.
Approval of requested vacation(s) must be in writing.
Pay in Lieu of Vacation:
Vacation pay in lieu of time off will not be permitted.
Advanced Vacation Pay:
Full-time employees that have satisfied a minimum of one year of continuous employment
service and wish to receive advanced vacation pay, on their regularly scheduled pay date prior
to their scheduled vacation, must complete an Advanced Vacation Pay Request Form.
Advanced Vacation Pay Request Form must be submitted, to the Human Resources
Department, at least two weeks (no later than 10:00 a.m. the Monday before a scheduled pay
date) prior to the start of your scheduled vacation. The Payroll Department will not process
any request for advanced vacation pay, which is not submitted in a timely manner.
Employees must have the sufficient amount of vacation time available to cover the request as
of the last pay period prior to the request.
Employees carrying a negative balance will be denied this request.
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Employee’s initial vacation request must be approved prior to requesting advance pay;
A copy of the approved Paid Time Off Request Form will need to be presented.
Vacation time that will be used must be in increments of 40 hours.
The advancement will be paid the pay period prior to the employee’s vacation request.
Advanced vacation payments weeks, or months in advance, will not be granted.
The President/CEO must approve all requests for advanced vacation pay.
Holiday within Vacation Period:
In the event that a holiday observed by NHCAC falls within a scheduled vacation period, you
will be granted an alternate day of vacation. Monday, July 12, 2021
Vacation Carryover:
Although earned accrued and unused vacation days may be carried over from one calendar
year to the next, the maximum that can be carried over is 10 days. Therefore, at the start of
each calendar year, January 1, the maximum carryover, cannot exceed 10 days. Any time over
this amount (10 days), will be forfeited.
Effects of Termination:
If employment is terminated, accrued, unused vacation leave that has been earned through the
last day of active employment will be paid at the employee’s base rate of pay at termination. If
employment is terminated and the vacation balance is in the negative, the employee agrees to
reimburse NHCAC for the cost of the vacation advance. In the event of the employee’s death,
earned, unused vacation time will be paid to the employee’s estate or designated beneficiary.
Family and Medical Leaves of Absence… (Policy reference AD-HR-40)
Employees may qualify for family or medical leaves of absence under federal and/or state
laws, whichever affords the employee greater rights under the employee’s particular
circumstances.
Policy Statement:
This policy sets forth the leave policy of the North Hudson Community Action Corporation
(herein, NHCAC), which complies with both the Federal Family and Medical Leave Act and
the New Jersey Family Leave Act (jointly “FMLA”). NHCAC provides eligible employees
with up to twelve (12) weeks of unpaid leave; (I) to care for a newly born child, (II) to be with
a child who was recently adopted or recently placed in foster care, (III) to care for a seriously
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ill spouse, child or parent, or (IV) as a result of the employee’s own serious health condition
causing an inability to perform the essential duties of his or her job.
Eligibility Criteria
Employees who have worked at least 12 months and 1,250 hours within the previous 12-month
period may be entitled to leave under the Federal FMLA. Employees who have worked at least
one year and 1,000 hours within the previous 12-month period may be entitled to leave under
the State FLA. Under the federal FMLA, employees may take a maximum of 12 weeks of
leave in any rolling 12-month period. New Jersey FLA leave is limited to a maximum of 12
weeks in any 24-month period.
Duration and Entitlement
The FMLA entitles eligible employees of covered employers to take unpaid, job-protected
leave for specified family and medical reasons with continuation of group health insurance
coverage under the same terms and conditions as if the employee had not taken leave.
Eligible employees are entitled to twelve workweeks of leave in a 12-month period for:
the birth of a child and to care for the newborn child within one year of birth;
the placement with the employee of a child for adoption or foster care and to care for the
newly placed child within one year of placement;
to care for the employee’s spouse, child, or parent who has a serious health condition;
a serious health condition that makes the employee unable to perform the essential functions of
his or her job;
any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter, or
parent is a covered military member on “covered active duty;” or
Twenty-six workweeks of leave during a single 12-month period to care for a covered service
member with a serious injury or illness if the eligible employee is the service member’s
spouse, son, daughter, parent, or next of kin (military caregiver leave).
Military Caregiver Leave
As noted in the foregoing section, employees may also be eligible for an unpaid leave for up to
twenty-six (26) workweeks in a year to care for a family member on active duty in the military
or a covered veteran (a covered veteran is an individual who was discharged or released under
conditions other than a dishonorable at any time during the five-year period prior to the first
date the eligible employee takes FMLA leave to care for the covered veteran) with a serious
injury or illness incurred in the line of duty on active duty for which the service member is
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is
otherwise on the temporary disability retired list, or up to twelve (12) weeks in a year for a
qualifying exigency. A qualifying exigency occurs when a military member is called to
covered active duty (requires deployment to a foreign country) and a close member of his/her
family must attend official ceremonies or family support or assistance meetings, there is a
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short-notice deployment, to attend to childcare matters, attend to financial and/or legal matters,
or counseling. A serious injury or illness means an injury or illness incurred by a covered
service member in the line of duty on active duty that may render the service member
medically unfit to perform the duties of his/her office, grade, rank, or rating.
A serious injury or illness also means an injury or illness that was incurred by the covered
veteran in the line of duty on active duty in the Armed Forces or that existed before the
veteran’s active duty and was aggravated by service in the line of duty on active duty, and that
is either:
1. A continuation of a serious injury or illness that was incurred or aggravated when the
veteran was a member of the Armed Forces and rendered the service member unable to
perform the duties of the service member’s office, grade, rank, or rating; or
2. A physical or mental condition for which the veteran has received a U.S. Department of
Veterans Affairs Service-Related Disability Rating (VASRD) of fifty percent (50%) or greater,
and the need for military caregiver leave is related to that condition; or
3. A physical or mental condition that substantially impairs the veteran’s ability to work
because of a disability or disabilities related to military service, or would do so absent
treatment; or
4. An injury that is the basis for the veteran’s enrollment in the Department of Veterans Affairs
Program of Comprehensive Assistance for Family Caregivers.
Any one of these definitions meets the FMLA’s definition of a serious injury or illness for a
covered veteran regardless of whether the injury or illness manifested before or after the
individual became a veteran.
Upon the employer’s request, an employee must provide a copy of the covered military
member’s active duty orders to support request for qualifying exigency leave. In addition,
upon an employer’s request, certification for qualifying exigency leave must be supported by a
certification containing the following information:


Statement or description of appropriate facts regarding the qualifying exigency for
which leave is needed;



Approximate date on which the qualifying exigency commenced or will commence;



Beginning and end dates for leave to be taken for a single continuous period of time;



An estimate of the frequency and duration of the qualifying exigency if leave is
needed on a reduced scheduled basis or intermittently; and



If the qualifying exigency requires meeting with a third party, the contact information
for the third party and description of the purpose of the meeting.

Eligible employees may also take leave to care for a military member’s parent who is
incapable of self-care when the care is necessitated by the member’s covered active duty. Such
care may include arranging for alternative care, providing care on an immediate basis,
admitting or transferring the parent to a care facility, or attending meetings with staff at a care
facility.
Updated/Revised Employee Handbook February 2022 / Board Approved February 15, 2022

Page 36 of 91

Employees who request qualifying exigency leave to spend time with a military member on
Rest & Recuperation may take up to a maximum of fifteen (15) calendar days. Upon an
employer’s request, an employee must provide a copy of the military member’s Rest and
Recuperation leave orders, or other documentation issued by the military setting forth the dates
of the military member’s leave.
How FMLA Leave is Requested and Scheduled
Employees must request leave 30 days in advance when the need for leave is foreseeable.
When the need for leave is unforeseeable, employees must provide notice as soon as possible
and practicable under the circumstances.
The Human Resources Department will coordinate communication with the department head
and employee to discuss; eligibility, terms and conditions of leave, documentation
requirements and reporting requirements.
Employee Reinstatement from Leave
Upon return from FMLA leave, an employee must be restored to his or her original job or to
an equivalent job with equivalent pay, benefits, and other terms and conditions of
employment.
Under the federal FMLA, certain “key employees” may be denied reinstatement if necessary
to prevent substantial and grievous economic injury to NHCAC’s operations. Certain “key
employees” may also be denied a state FMLA leave. Key employees will be provided notice
of their key employee status at the time of the company’s decision on their entitlement to
FMLA leave.
An employee who does not return to work following FMLA leave will be considered to have
voluntarily resigned. Such resignation may be a qualifying event entitling the employee to
continuation of health care coverage under COBRA.
Health Benefits
Under FMLA, NHCAC will maintain coverage under its group health plan during an
employee’s FMLA leave as if the employee had been employed continuously. During any paid
portion of FMLA leave, the customary procedure for obtaining the employee’s premium
payments will be followed. During any unpaid-portion of FMLA leave, the employee is
responsible for payment of his or her customary portion of health insurance premiums, as if he
or she were still on the payroll. Employees will be provided with advance notice of the costs
and schedule for such health insurance premium co-payment.
If an employee’s health insurance premium co-payment is more than 30 days late, NHCAC’s
obligation to continue health care coverage ceases. Coverage will be discontinued as of the end
of the 30-day late period once the employee has been sent a written notice giving at least 15
days warning.
Medical Certification and Reporting Requirements
NHCAC requires an employee to submit medical documentation certification from their health
care provider when seeking leave for any serious health condition.). This includes justification
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for any requested intermittent or reduced-schedule FMLA leave or certification that the
employee is needed to care for a sick spouse, parent or child.
Additionally, before an employee returns to work from leave for his or her own serious health
condition, employees are required to present NHCAC with a Fitness for Duty Certification
from their healthcare provider indicating that they are capable of returning to work and
performing the essential functions of their position, and whether such capability is dependent
upon reasonable accommodation. Where necessary, NHCAC will make reasonable
accommodations for any disability an employee may have in accordance with applicable laws.
Medical documentation must be provided to Human Resources, at least two (2) weeks
prior to return.
If NHCAC has reason to doubt the employee’s health care provider’s initial certification, it can
require the employee to undergo a second examination by an independent, NHCACdesignated provider, at NHCAC’s expense. If the opinions of the employee’s and the
NHCACs designated health care providers differ, the matter will be resolved by a third jointlyselected health care provider, at NHCAC’s expense, whose decision will be final and binding
for the leave request.
Definitions:
Serious Health Condition:
"Serious health condition" means an illness, injury, impairment, or physical or mental
condition that involves:
any period of incapacity or treatment connected with inpatient care (i.e., an overnight stay) in a
hospital, hospice, or residential medical care facility; or
a period of incapacity requiring absence of more than three calendar days from work, school,
or other regular daily activities that also involves continuing treatment by (or under the
supervision of) a health care provider; or
any period of incapacity due to pregnancy, or for prenatal care; or
any period of incapacity (or treatment therefore) due to a chronic serious health condition (e.g.,
asthma, diabetes, epilepsy, etc.); or
a period of incapacity that is permanent or long-term due to a condition for which treatment
may not be effective (e.g., Alzheimer's, stroke, terminal diseases, etc.); or,
any absences to receive multiple treatments (including any period of recovery there from) by,
or on referral by, a health care provider for a condition that likely would result in incapacity of
more than three consecutive days if left untreated (e.g., chemotherapy, physical therapy,
dialysis, etc.).
For more information on Family and Medical Leave(s) including the Military Family Leave
Provisions logon to: http://www.dol.gov/whd/fmla/
Unlawful Acts and Enforcement
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It is unlawful for NHCAC to interfere with, restrain or deny the exercise of any right provided
under FMLA. It is also unlawful for NHCAC to discharge or discriminate against any person
for opposing any practice made unlawful by the FMLA or for involvement with any
proceeding under or relating to FMLA.
Any employee who feels that his or her rights under the FMLA are not being protected
by NHCAC should notify the Human Resources Department immediately. Employees who
feel that their rights under the FMLA have been violated can also file a complaint with the
United States Department of Labor or a lawsuit directly against NHCAC.
The New Jersey Temporary Disability Benefits Law
Family Temporary Disability (“FTD”), also known as Family Leave Insurance (“FLI”),
payments from the State of New Jersey for up to twelve (12) week of continuous leave and
eight (8) weeks of intermittent leave in a twelve (12) month period may be available for
eligible employees who are caring for a seriously ill immediate family member who is
incapable of self-care or care of a newborn, newly adopted or newly placed foster child.
To be eligible for FLI in 2021, an employee must have worked twenty (20) weeks earning at
least $220 weekly, or have earned a combined total of $11,000 in the base year. The weekly
benefit is 85% of an employee’s average weekly compensation up to a maximum of $903 per
week (this amount is subject to change). FLI will run concurrently with FMLA and/or FLA.
Employees taking paid family leave in connection with a family member’s serious health
condition may take leave intermittently or consecutively. Intermittent leave under the NJFLA
is available for the care of a newborn or adopted child in manner prescribed under N.J.S.A.
43:21-39.3(2) (“Family temporary disability leave for birth, placement in foster care, or
adoption of a child”).
Intermittent leave may be taken in increments necessary to address the circumstances that
precipitated the need for leave. An employee seeking intermittent FLI is required to provide
the NHCAC with fifteen (15) days’ notice unless an emergency or other unforeseen
circumstance precludes prior notice. The employee seeking intermittent leave shall make a
reasonable attempt to schedule leave in a non-disruptive manner. Employees requesting such
leave shall provide the NHCAC with a regular schedule of days for intermittent leave.
In the case of intermittent benefits for FTD leave with respect to a birth, placement in foster
care, or adoption, the covered individual shall provide the NHCAC with prior notice of the
leave not less than fifteen (15) days before the first day on which benefits are paid for the
intermittent leave, unless an emergency or other unforeseen circumstance precludes prior
notice; and the covered individual makes a reasonable effort to schedule the leave so as not to
unduly disrupt the operations of the employer and, if possible, provide the employer, prior to
the commencement of intermittent leave, with a regular schedule of the days or days of the
week on which the intermittent leave will be taken.
The Family Leave Insurance benefits program is funded exclusively through regular payroll
deductions.
Family Leave Insurance benefits are administered by the New Jersey Department
of Labor (“NJDOL”). All determinations regarding eligibility are made by the NJDOL. A
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determination of eligibility for family leave insurance benefits is not a guarantee of job
protection during the leave period.
For more specific information on the Family Leave Insurance benefits contact the Human
Resources Department.
SAFE Act Leave…
Any employee who has been employed for at least twelve (12) months and has worked a
minimum of 1,000 hours in the preceding year, will be eligible to take up to twenty (20)
days of unpaid leave for certain purposes under the New Jersey SAFE Act if they or a
member of their immediate family is the victim of domestic violence or sexual assault. For
purposes of the SAFE Act, “immediate family” means, the employee’s child, parent, spouse,
domestic or civil union partner.
SAFE Act leave must be taken in full day increments on a consecutive or intermittent basis
within one year of the incident for the following the purposes:
Seeking medical attention or recovering from physical or psychological injuries caused by
domestic or sexual violence;
Obtaining services from a victim’s services organization;
Obtaining psychological or other counseling;
Engaging in safety planning or relocation or other protective actions;
Seeking legal assistance, preparing for or participating in civil or criminal court proceedings related to
the domestic or sexual violence.
Any employee needing leave pursuant to the SAFE Act must request such leave with as much
advanced notice as possible. Employees must provide the Human Resources Department
with written documentation regarding the incident that has necessitated the leave. Such
documentation may include:
A domestic violence restraining order or similar documentation issued by a court;
Documentation from a County or Municipal Prosecutor confirming the incident;
Proof of the conviction of a perpetrator of the domestic violence or sexual offense;
Medical documentation substantiating the domestic violence or sexual offense;
Certification from a certified Domestic Violence Specialist or the
Director of a designated domestic violence agency or Rape Crisis Center verifying that the
employee or his/her immediate family member has been a victim of domestic or sexually
violent act.
Leave pursuant to the Federal Family and Medical Leave Act and/or the New Jersey Family
Leave Law for purposes that arise out of the same incident necessitating the SAFE Act leave
will run concurrently with the SAFE Act leave.
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Military Leave…
When a full-time employee (either permanent or temporary) who is a member of the reserve
component of any United States armed force or the National Guard of any state including the
Naval Militia and Air National Guard is required to engage in field training or is called for
active duty, the employee will be granted a military leave of absence for the duration of the
service. The first thirty (30) workdays of the leave shall be with full pay except that a member
of the New Jersey National Guard shall receive full pay for the first ninety (90) days.
(Thereafter, the leave shall be without pay but without loss of time.) or (Thereafter, the
employee shall be paid the difference between military salary and the employee’s regular
salary.) The paid leave will not be counted against any available time off including but not
limited to vacation, sick, or personal time. A full-time temporary employee who has served
less than one-year shall be entitled to paid leave but shall be granted non-paid military leave
without loss of time.
Employees on military service will also continue to receive paid health insurance coverage
during the period of the paid leave plus an additional thirty (30) calendar days after the paid
leave is exhausted. After this period has expired, employees may continue coverage for
themselves or their dependents under the NHCAC’s group plan by taking advantage of the
COBRA provision.
Pursuant to the Uniformed Services Employment and Reemployment Rights Act, any
employee released from active duty under honorable circumstances shall return to work
without loss of privileges or seniority within the following time limits: for service less than
thirty-one (31) calendar days, the employee must return to work on the beginning of the first
regularly scheduled workday or eight (8) hours after the end of military duty, with reasonable
allowances for commuting; for service of thirty-one (31) to one hundred eighty (180) calendar
days, the employee must submit an application for reinstatement within fourteen (14) calendar
days after completing military duty; for service greater than one hundred and eighty (180)
calendar days, the employee must submit an application for reinstatement within ninety (90)
calendar days after completing military duty.

V. GROUP HEALTH AND RELATED BENEFITS
Our benefits program is a key component of your total compensation package. The health and
wellb eing of you and your family is important to us. With this
thought in mind, NHCAC has established a variety of employee benefits programs designed to
assist you and your eligible dependents in meeting the financial burdens that can result from
illness, disability, and death, and to help you plan for retirement, deal with job-related or
personal problems, and enhance your job related skills.
This section of the handbook highlights some features of our benefits programs. Our group
health, life insurance, and retirement-related programs are described more fully in summary
plan description booklets, with which you are provided once you are eligible to participate in
these programs. Complete descriptions of our health insurance programs and retirementrelated programs are in the appropriate master contracts/plan documents, which are maintained
in the Human Resources Department. If information in this handbook and our summary plan
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descriptions contradicts information in these master contracts/plan documents, the master
contracts/plan documents shall govern in all cases.
NHCAC reserves the right to amend or terminate any of its benefit programs or to require or
increase employee premium contributions toward any benefits with or without advance notice
at its discretion. This reserved right may be exercised in the absence of financial necessity.
Whenever an amendment is made to any of NHCAC’s benefits programs; the respective plan
administrator will notify plan participants of all approved amendments or plan terminations, in
accordance with the requirements of applicable federal law.
For more complete information regarding any of our benefits programs, please contact the
Human Resources Department.
Benefits Program Options
The following benefits are provided, as defined and limited in the literature provided by our
insurance providers/carriers:
*Medical Coverage

*Dental Coverage

*Vision Coverage

*Basic Group-Term Life Insurance Coverage
*Accidental Death & Dismemberment Insurance
*Voluntary Short-Term Disability Supplemental Insurance
*Long Term Disability Insurance – Eligible after 10 years of service
*Other optional voluntary employee election benefits (i.e. – Credit Union, Legal Service Plan,
Additional Life, etc.)
Eligibility/Enrollment
Employees become eligible for benefits on the first day of the month following the completion
of their first three months of employment, as a full-time employee.
Absent a qualifying event or change in family status (explained below), the benefit elections
you choose remain in effect for the entire plan year. You may change your choices each
calendar year during the “Open Enrollment” periods.
Qualifying Event or Change in Family Status
You may change some of your benefit elections during the year if you experience a qualifying
event as defined by the Internal Revenue Service. Qualifying events include marriage, birth
or adoption of a child, divorce, and change in eligibility status of a child or legal custody as
outlined by court papers of a child, death of a dependent, or a change in your spouse’s
employment which affects benefits.
The change must be made within 31 days of the qualifying event. It is the employee’s
responsibility to complete a Benefit Change Request Form and return it to the Human
Resources Department with supporting documentation of the qualifying event, for example, a
birth or marriage certificate, within 31 days.
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Waiver of Coverage
Employees who wish to opt out (waiver) of insurance coverage when initially qualified to
obtain same and who subsequently request such coverage at some future “Open Enrollment”
date during employment with NHCAC, may be required, at the discretion of the insurance
provider, for themselves and all dependents for whom coverage is being requested, to submit
to a medical and dental examination at their own expense before said coverage can be
initiated. The results of said examination must be made available to the insurance provider
upon request. Said insurance coverage might then be denied at the discretion of the insurance
provider.
Termination of Coverage(s)
When an employee leaves the Company, participation in our group plans will end on the last
day of the month following the date of termination.
Continuation of Coverage under COBRA
The Consolidated Omnibus Budget Reconciliation Act (COBRA) requires NHCAC to
provide continued group medical plan coverage for the staff member and his or her qualified
beneficiaries at the staff member’s expense, upon the occurrence of a COBRA “qualifying
event”. Subject to certain exceptions, you may continue the coverage for as long as the
corresponding Duration of Coverage listed below:
Qualifying Event
Termination of employment
Reduction of work hours
Disability (SSA approved)
Death of employee
Divorce or legal separation
Dependent attains maximum age for benefits
Employee is entitled to Medicare,
his/her qualified dependents

Duration of Coverage
18 Months
18 Months
29 Months
36 Months
36 Months
36 Months
36 Months

If you experience a COBRA-qualifying event, you will be provided with a notice of your
rights under COBRA. Staff members and their qualified beneficiaries are responsible for
reporting qualifying events such as: (a) death of employee, (b) divorce or legal separation, and
(c) dependent attains maximum age for benefits.
403(b) Tax Deferred Annuity Plan…
The North Hudson Community Action Corporation 403(b) Tax Deferred Annuity
Plan allows you to save regularly on a tax-deferred basis for retirement.
The employee contribution part of the 403(b) plan is available to all full-time and part-time
(20 hours a week or more) employees upon employment.
NHCAC may make a discretionary employer contribution to the Plan. Eligibility
requirements for the employer contribution part of the plan are as follows: All full- time
employees who are age 21 and have one (1) year employment which includes 1,000 hours will
be automatically eligible to participate.
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Please contact your Human Resources Department for additional details and forms.
State Disability Insurance…
Under applicable state law, you are provided with state disability insurance. This program
provides for temporary disability benefits for employees unable to work because of a
disability due to a non-occupational accident or illness. The program is usually financed
through employer contributions and deductions from your paychecks. Benefits are not
automatic and are administered by the State. You must complete a form, obtained from a
treating physician, to receive benefits and file it appropriately. Please contact your Local State
Disability/Unemployment Insurance office for further details.
State Unemployment Insurance…
You are covered under the State Unemployment Insurance law. Should you leave our
employ, you may be entitled to unemployment insurance benefits subject to regulations
established by law? Please contact your Local State Disability/Unemployment Office for
details.
Workers’ Compensation…
The Workers’ Compensation Act provides you with protection against loss of wages in the
event you are injured or incur an occupational disease while on the job. In addition, it covers
medical expenses incurred as a result of such injuries.
For further information on Workers’ Compensation Insurance, please contact the Human
Resources Department.
VI. EMPLOYEE CONDUCT
Corporate Compliance Program…
The primary responsibility for developing and monitoring the Company’s Corporate
Compliance Program is assigned to the Corporate Compliance Officer.
North Hudson Community Action Corporation (NHCAC) is dedicated to maintaining
excellence and integrity in all aspects of its operations and its professional and business
conduct. Accordingly, NHCAC is committed to conformance with high ethical standards and
compliance with all governing laws and regulations, not only in the delivery of health care but
in its business affairs and its dealings with employees, administrative staff, physicians, agents,
payers and the communities it serves. It is the personal responsibility of all who are associated
with NHCAC to honor this commitment in accordance with the terms of the NHCAC Code of
Conduct and related policies, procedures and standards developed by NHCAC in connection
with the Corporate Compliance Program.
The NHCAC Corporate Compliance Program is intended to provide reasonable assurance that
NHCAC:
1. Complies in all material respects with all federal, state and local laws and regulations that
are applicable to its operations;
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2. Satisfies the conditions of participation in health care programs funded by the state and
federal government and the terms of its other contractual arrangements;
3. Detects and deters criminal conduct or other forms of misconduct by trustees, officers,
employees, medical staff, agents and contractors that might expose NHCAC to significant civil
liability;
4. Promotes self-auditing and self-policing, and provides for, in appropriate circumstances,
voluntary disclosure of violations of laws and regulations;
5. Establishes, monitors, and enforces high professional and ethical standards.
It is a basic, operating standard of the Organization that all of its business affairs shall be
conducted legally, ethically, and with strict adherence to the highest principles of integrity and
proprietary. Personnel are charged with the responsibility to exercise care to avoid or prevent
conduct that might reasonably appear to be in conflict with laws or regulations or with the best
interests of the Organization, its clients, patients, customers, and staff. Employees who have
questions as to whether an existing or potential conflict with the Code exists should consult
with their direct report and/or their Senior Management Representative. Board members who
have questions should consult with the Corporate Compliance Officer or Corporate Counsel.
In other words, IF YOU’RE UNSURE, PLEASE ASK.
For issues that relate to compliance with any laws or regulations, individuals can also call,
with confidentiality, the Compliance Hotline at (551)888-0609.
A full copy of the Corporate Compliance Program can be obtained from the Corporate
Compliance Officer, who can be reached at:
Jorge R. de Armas, Esq.
Counsel
Scarinci & Hollenbeck
1100 Valley Brook Avenue
Lyndhurst, New Jersey 07070
Email: jorge.r.dearmas@gmail.com
Federal Deficit Reduction Act…
It is the policy of North Hudson Community Action Corporation to provide health care
services in a manner that complies with applicable federal and state laws and that meets
the highest standards of business and professional ethics. To further this policy, and in
compliance with Section 6032 of the Federal Deficit Reduction Act of 2005, North Hudson
Community Action Corporation provides the following information about its policies and
procedures and the role of certain federal and state laws in preventing and detecting fraud,
waste, and abuse in federal health care programs.
Summary of Federal and State Laws:
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Federal False Claims Act, 31 U.S.C. §§ 3729-3733
The Act establishes liability when any person or entity improperly receives from or avoids
payment to the Federal government--tax fraud excepted.
In summary, the Act prohibits:
a. Knowingly presenting, or causing to be presented to the Government a false claim for
payment;
b. Knowingly making, using, or causing to be made or used, a false record or statement to get
a false claim paid or approved by the government;
c. Conspiring to defraud the Government by getting a false claim allowed or paid;
d. Falsely certifying the type or amount of property to be used by the Government;
e. Certifying receipt of property on a document without completely knowing that the
information is true;
f. Knowingly buying Government property from an unauthorized officer of the Government,
and;
g. Knowingly making, using, or causing to be made or used a false record to avoid, or decrease
an obligation to pay or transmit property to the Government.
Any individual or entity engaging in any of the seven categories of prohibited actions listed in
31 U.S.C. 3729(a), including the submission of false claims to federally-funded health care
programs, shall be liable for a civil penalty which currently is not less than $5,500 and not
more than $11,000 per false claim, plus three times the amount of damages sustained by the
federal government. The amount of the false claims penalty is to be adjusted periodically for
inflation in accordance with a federal formula.
The U.S. Attorney General may bring an action under this law. In addition, the law provides
that any “whistleblower” may bring an action under this act on his own behalf and for the
United States Government. These actions, which must be filed in U.S. District Court, are
known as “qui tam” actions. The Government, after reviewing the complaint and supporting
evidence, may decide either to take over the action, or decline to do so, in which case the
whistleblower may conduct the action. If either the Government or the whistleblower is
successful, the whistleblower is entitled to receive a percentage of the recovery. If prosecuted
by the federal government, these qui tam actions are generally handled by the various U.S.
Attorney’s Offices, or by the U.S. Justice Department.
Whistleblower Protections:
31 U.S.C. 3730(h) provides that any employee who is subject to retaliation or discrimination
by an employer in the terms and conditions of employment because the employee lawfully
sought to take action or assist in taking action under this act “shall be entitled to all relief
necessary to make the employee whole.” This includes reinstatement with seniority restored to
what it would have been without the retaliation or discrimination, double the amount of back
pay, interest on back pay, and compensation for any special damages sustained as a result of
the employer’s actions, including litigation costs and reasonable attorney’s fees.
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Federal Program Fraud Civil Remedies Act, 31 U.S.C. §§3801-3812
Provides federal administrative remedies for false claims and statements, including those made
to federally funded health care programs. Current civil penalties are $5,500 for each false
claim or statement, and an assessment in lieu of damages sustained by the federal government
of up to double damages for each false claim for which the Government makes a payment. The
amount of the false claims penalty is to be adjusted periodically for inflation in accordance
with a federal formula.
New Jersey Medical Assistance and Health Services Act –
Criminal Penalties, N.J.S. 30:4D-17(a)-(d)
Provides criminal penalties for individuals and entities engaging in fraud or other criminal
violations relating to Title XIX-funded programs. They include: (a) fraudulent receipt of
payments or benefits: fine of up to $10,000, imprisonment for up to 3 years, or both; (b) false
claims, statements or omissions, or conversion of benefits or payments: fine of up to $10,000,
imprisonment for up to 3 years, or both; (c) kickbacks, rebates and bribes: fine of up to
$10,000, imprisonment for up to 3 years, or both; and (d) false statements or representations
about conditions or operations of an institution or facility to qualify for payments: fine of up to
$3,000, or imprisonment for up to 1 year, or both. Criminal prosecutions are generally handled
by the Medicaid Fraud Section within the Office of Insurance Fraud Prosecutor, in the N.J.
Division of Criminal Justice.
Civil Remedies, N.J.S. 30:4D-7. h., N.J.S. 30:4D-17(e)-(i); N.J.S. 30:4D-17.1. a.:
In addition to the criminal sanctions discussed in section 3 above, violations of N.J.S. 30:4D17(a)-(d) can also result in the following civil sanctions: (a) unintentional violations: recovery
of overpayments and interest; (b) intentional violation: recovery of overpayments, interest, up
to triple damages, and, as indicated below, a penalty (which was increased from $2,000 to
$5,500 to $11,000) for each false claim as a result of the NJ False Claims Act. Recovery
actions are generally pursued administratively by the Division of Medical Assistance and
Health Services, with the assistance of the Division of Law in the N.J. Attorney General’s
Office, and can be obtained against any individual or entity responsible for or receiving the
benefit or possession of the incorrect payments.
In addition to recovery actions, violations can result in the exclusion of an individual or entity
from participation in all health care programs funded in whole or in part by the N.J. Division
of Medical Assistance and Health Services. Recovery and exclusion can also be obtained as
part of a criminal prosecution by the Medicaid Fraud Section of the N.J. Division of Criminal
Justice.
Health Care Claims Fraud Act
N.J.S. 2C:21-4.2 & 4.3; N.J.S. 2C:51-5
Provides the following criminal penalties for health care claims fraud, including the
submission of false claims to programs funded in whole or in part with state funds:
a. A practitioner who knowingly commits health care claims fraud in the course of providing
professional services is guilty of a crime of the second degree, and is subject to a fine of up to
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5 times the monetary benefits obtained or sought to be obtained and to permanent forfeiture of
his license;
b. A practitioner who recklessly commits health care claims fraud in the course of providing
professional services is guilty of a crime of the third degree, and is subject to a fine of up to 5
times the pecuniary benefit obtained or sought to be obtained and the suspension of his license
for up to 1 year;
c. A person who is not a practitioner subject to paragraph a. or b. above (for example, someone
who is not licensed, registered or certified by an appropriate State agency as a health care
professional) is guilty of a crime of the third degree if that person knowingly commits health
care claims fraud. Such a person is guilty of a crime of the second degree of that person
knowingly commits 5 or more acts of health care claims fraud, and the aggregate monetary
benefit obtained or sought to be obtained is at least $1,000. In addition to all other criminal
penalties allowed by law, such a person may be subject to a fine of up to 5 times the monetary
benefit obtained or sought to be obtained;
d. A person who is not a practitioner subject to paragraph a. or b. above is guilty of a crime of
the fourth degree if that person recklessly commits health care claims fraud. In addition to all
other criminal penalties allowed by law, such a person may be subject to a fine of up to 5 times
the monetary benefit obtained or sought to be obtained.
The Uniform Enforcement Act
N.J.S. 45:1-21. b. and o.
Provides that a licensure board within the N.J. Division of Consumer Affairs “may refuse to
admit a person to an examination or may refuse to issue or may suspend or revoke any
certificate, registration or license issued by the board” who as engaged in “dishonesty, fraud,
deception, misrepresentation, false promise or false pretense: or has “[a]dvertised fraudulently
in any manner.”
N.J. Consumer Fraud Act
N.J.S. 56:8-2, 56:8-3.1, 56:8-13, 56:8-14 and 56:8-15
Makes unlawful the use of “any unconscionable commercial practice, deception, fraud, false
pretense, false promise, misrepresentation, or the knowing concealment, suppression, or
omission of any material fact”, with the intent that others rely upon it, in connection with the
sale, rental or distribution of any items or services by a person, or with the subsequent
performance of that person.
This law permits the N.J. Attorney General, in addition to any other penalty provided by law,
to assess a penalty of not more than $10,000 for the first offense and not more than $20,000
for the second and each subsequent offense. Restitution to the victim also can be ordered.
Conscientious Employee Protection Act,
“Whistleblower Act”, N.J.S.A. 34:19-4
New Jersey law prohibits an employer from taking any retaliatory action against an employee
because the employee does any of the following:
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a. Discloses, or threatens to disclose, to a supervisor or to a public body an activity, policy or
practice of the employer or another employer, with whom there is a business relationship, that
the employee reasonably believes is in violation of a law, or a rule or regulation issued under
the law, or, in the case of an employee who is a licensed or certified health care professional,
reasonably believes constitutes improper quality of patient care;
b. Provides information to, or testifies before, any public body conducting an investigation,
hearing or inquiry into any violation of law, or a rule or regulation issued under the law by the
employer or another employer, with whom there is a business relationship, or, in the case of an
employee who is a licensed or certified health care professional, provides information to, or
testifies before, any public body conducting an investigation, hearing or inquiry into quality of
patient care; or
c. Provides information involving deception of or misrepresentation to, any shareholder,
investor, client, patient, customer, employee, former employee, retiree or pensioner of the
employer or any governmental entity.
d. Provides information regarding any perceived criminal or fraudulent activity, policy or
practice of deception or misrepresentation which the employee reasonably believes may
defraud any shareholder, investor, client, patient, customer, employee, former employee,
retiree or pensioner of the employer or any governmental entity.
e. Objects to, or refuses to participate in, any activity, policy or practice which the employee
reasonably believes:
i. is in violation of a law, or a rule or regulation issued under the law or, if the employee is a
licensed or certified health care professional, constitutes improper quality of patient care;
ii. is fraudulent or criminal; or
iii. is incompatible with a clear mandate of public policy concerning the public health, safety
or welfare or protection of the environment. N.J.S.A. 34:19-3.
In accordance with the statute, the employee must bring the violation to the attention of a
supervisor, Human Resources Director, or other person designated by the NHCAC. However,
disclosure is not required where (1) the employee is reasonably certain that the violation is
known to one or more officials; (2) where the employee reasonably fears physical harm; or (3)
the situation is an emergency in nature. Employees are encouraged to complain in writing
using the Employee Complaint form (attached as Appendix A), but may make a verbal
complaint at their discretion. Under the law, the employee must give the NHCAC a
reasonable opportunity to correct the activity, policy, or practice.
Please see Appendix B for a copy of the CEPA Notice (in English and in Spanish).
New Jersey False Claims Act,
N.J.S.A. 2A:32C-1 et seq.
The New Jersey False Claims Act (NJFCA) was enacted in January, 2008 and became
effective in March 2008. It has similar provisions to the federal False Claims Act. For
example, The Attorney General may bring an action against an individual or entity that makes
a false claim. In addition, the NJFCA also allows for individuals to bring a private right of
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action in the name of the State against wrongdoers and be able to collect a penalty from those
wrongdoers. Under the NJFCA, the civil penalties were increased from to $2,000 per false or
fraudulent claim to the federal level which is currently $5,500 to $11,000 per false or
fraudulent claim under the NJ Medical Assistance and Health Services Act.
The NJFCA provides that a person will be liable for the same penalties as under the federal
False Claims Act but to the State of NJ if that person:
a. Knowingly presents or causes to be presented to an employee, officer or agent of the State,
or to any contractor, grantee, or other recipient of State funds, a false or fraudulent claim for
payment or approval;
b. Knowingly makes, uses, or causes to be made or used a false record or statement to get a
false or fraudulent claim paid or approved by the State;
c. Conspires to defraud the State by getting a false or fraudulent claim allowed or paid by the
State;
d. Has possession, custody, or control of public property or money used or to be used by the
State and knowingly delivers or causes to be delivered less property than the amount for which
the person receives a certificate or receipt;
e. Is authorized to make or deliver a document certifying receipt of property used or to be used
by the State and, intending to defraud the entity, makes or delivers a receipt without
completely knowing that the information on the receipt is true;
f. Knowingly buys, or receives as a pledge of an obligation or debt, public property from any
person who lawfully may not sell or pledge the property; or
g. Knowingly makes, uses, or causes to be made or used a false record or statement to conceal,
avoid, or decrease an obligation to pay or transmit money or property to the State.
In addition to the above, the NJ False Claims Act has whistleblower protections within it
similar to the ones under the federal False Claims Act.
Websites for Obtaining Additional Information:
Deficit Reduction Act – Public Law 109-171
www.gpoaccess.gov/plaws/index.html
(Insert public law 109-171 in the quick search box)
New Jersey Statutes www.njleg.state.nj.us
Attendance, Absenteeism and Tardiness…
Attendance and punctuality are conditions of employment. NHCAC expects all employees
to assume diligent responsibility for their attendance and promptness.
If you are unable to work because of an illness, you must notify your immediate supervisor
directly no later than ninety (90) minutes/one and a half-hour (1.5) from your regularly
scheduled start time on each day of your absence unless you are granted an authorized
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medical leave, in which case different notification procedures apply. Please consult the
Family and Medical Leave of Absence section of this handbook for further information.
Health Center employees: You must notify your immediate supervisor by calling the Health
Center answering service (201-866-9320) no later than 6:30 a.m. on each day of your absence
unless you are granted an authorized medical leave, in which case different notification
procedures apply.
If you are absent for more than three consecutive workdays, a statement from a physician
is required before you will be permitted to return to work. In such instances, NHCAC also
reserves the right to require you to submit to an examination by a physician designated by
NHCAC at its discretion. In addition, NHCAC may require you either to submit a statement
from your physician, or to be examined by a company-designated physician in other instances,
at its discretion, such as where abuse is suspected (i.e. – where an employee’s record indicates
a pattern of short absences and/or frequent absences before or after holidays and weekends).
Absenteeism or tardiness that is unexcused or excessive in the judgment of NHCAC is
grounds for disciplinary action, up to and including termination.
Excessive Time Off
Any employee who is absent after having exhausted all of their paid time off (accrued and
available) in any given year and is not on an otherwise authorized leave, may be subject to
discipline up to and including termination.
Please note: An employee who is absent for two consecutive days without contacting their
immediate supervisor, will be considered to have voluntarily abandoned their job.
Dress Code… (Policy references AD -HR-2)
It is the policy of North Hudson Community Action Corporation (herein NHCAC) to be sure
that employees present an image to customers, patients and the community that is not only
professional but also meets the guidelines of: JCAHO, OSHA, CDC, HRSA and State Health
Codes. As key representatives of NHCAC, employees are expected to report to work dressed
neatly and in uniform if required.


Directors/Managers/Supervisors/Coordinators are responsible to monitor and enforce
this policy inclusive of their departmental regulations and compliance.



Identification badges must be worn at all times above the waist with the employee’s
picture and name displayed facing forward.



Employees in any area/department of NHCAC must abide by safety and infection
control considerations in their dress code and grooming.



Employees required to wear a uniform must wear their complete uniform while on
duty and keep it clean and presentable.



Employees not required to wear a uniform must dress in attire that projects a
professional appearance.
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Inappropriate attire for NHCAC which is not permitted will include, but not be limited to:
hooded pull-over sweatshirts, sweatpants or workout clothes, sports attire, caps/hats/skullcap’s, tank-tops, halter tops, shorts, mini-skirts (skirts should be at knee length or below knee),
sheer stirrups, sheer leggings, and apparel with commercial advertising.
Head Start/Early Head Start education staff may not wear heels/stilettos higher than one
inch (1”).
Clothing should fit properly, present a professional, neat and clean appearance at all times; rips
and tears are not acceptable. Undergarments that are worn under uniforms or sheer clothing
must not be conspicuous. Clothing must not be so tight as to reveal undergarments or give an
unprofessional appearance.
Footwear should be selected according to the type of work performed, keeping safety, comfort,
and professional appearance in mind. Conservative athletic or walking shoes, loafers, clogs,
boots, flats, and dress heels are acceptable. Thong sandals, flip-flops, and/or slippers and slides
are not acceptable in the workplace.
Sunglasses may not be worn indoors unless medically necessary.
Facial, tongue and body piercings are not permitted on duty (excludes pierced ears).
Corrective Action
Any individual not appropriately dressed for duty should be sent home as unprepared, without
pay. If feasible, the employee should be allowed to return if properly attired.
Departmental Uniform… (Policy references AD -HR-17)
It is the intent of North Hudson Community Action Corporation (herein, NHCAC) to ensure
that all clients, patients and medical/service partners are able to identify the service
components within the departments of NHCAC Health Centers. To achieve this goal, NHCAC
has instituted a uniform policy for all employees involved in patient care in the Community
Health Centers. All employees of NHCAC Health Centers are required to follow the
departmental dress codes.
Directors/Managers/Supervisors/Coordinators will establish and monitor personal appearance,
dress, and uniform guidelines appropriate for their departments, in accordance with this policy.
Identification badges must be worn at all times above the waist with the employee’s
picture and name displayed facing forward.
Departments will establish an appropriate color and style of uniform. Employees required to
wear a uniform must wear their complete uniform while on duty and keep it clean and neat.


Physicians/Mid-Levels:
Professional attire with option of wearing white lab
coats (long). Closed toe non-impervious material healthcare shoes.



RN’s & LPN’s:
o

(Pediatrics) white or navy blue pants with pediatric themed scrub tops.
Closed toe non-impervious material healthcare shoes.
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o

(IM/FM/WHS) choice of; white scrub tops and white scrub pants or white
scrub tops and navy blue scrub pants or navy blue scrub tops and white
scrub pants. Closed toe non-impervious material healthcare shoes.



Medical Assistants: Royal Blue scrub pants, tops, jackets and predominantly Closed
toe non-impervious material healthcare shoes. (Pediatrics – pediatric themed scrub
tops and jackets)



Sterile Technicians: Teal blue scrub pants, tops, jackets and predominantly Closed
toe non-impervious material healthcare shoes.



HIM Clerks: Navy blue or black dress slacks, white or burgundy polo shirts, navy
blue blazers and proper footwear (no open toe shoes, sandals or slippers).



Immunization Navigators: Black scrub pants, choice of color or print scrub tops and
proper footwear (no open toe shoes, sandals or slippers).



Registration Clerks: Burgundy uniform, proper footwear (no open toe shoes, sandals
or slippers).



Registration Supervisors: Business casual attire, slacks or khakis, dress shirt or
blouse, open-collar or polo shirt, a dress or skirt at knee-length or below, knit shirt or
sweater, and proper footwear (no open toe shoes, sandals or slippers).



Dental Assistants: Hunter Green scrubs, scrub jackets and closed toe non-impervious
material healthcare shoes.



Dental Hygienists: Hunter Green scrub pants, white scrub tops, scrub jackets and
closed toe non-impervious material healthcare shoes.



IT/Security/Maintenance: NHCAC provided polo shirts, designated slacks and
proper footwear.



Housekeeping: NHCAC provided aprons, designated slacks and proper footwear.

Fingernails:
All employees having direct patient contact have a responsibility for maintaining hand hygiene
by adhering to specific infection control practices (NHCAC policy reference Clinical Services
CS-IC-01):


Natural nails must be kept clean, neatly manicured and short, no more than ¼ inch
from the end of the fingertip.



Artificial nails or nail enhancements of any kind are prohibited.



Anything applied to natural nails other than polish is considered an enhancement. Nail
enhancements are not to be worn. This includes, but is not limited to the following:
o

Artificial nails, Tips, Wraps, Appliqués, Acrylics, Gels

o

Any additional items applied to the nail surface not mentioned above
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Employees in any area/department of NHCAC must abide by safety and infection control
considerations in their dress code and grooming.
If employees are permanently transferred between departments, they will be given two weeks
to comply with the departmental dress code.
Corrective Action
Any individual not appropriately dressed for duty should be sent home as unprepared, without
pay. If feasible, the employee should be allowed to return if properly attired.

Confidential Information…
The relationship between NHCAC and its clients is one of utmost importance. Our clients
entrust us with personal information that is not to be revealed to anyone. Please respect this
relationship at all times.
Also, during their employment with NHCAC, employees will learn, work with, and be
entrusted with information that is confidential relating to NHCAC’s operations, proposed new
businesses, financial condition, clients and services. This information may not be known
outside of NHCAC or even known to all our employees. Examples of information that is
confidential include financial information, costs, business projections, marketing plans,
clients, suppliers and any information that is marked confidential. Keeping this information
confidential is necessary to ensure our success. Because this information has substantial
value to NHCAC, all employees must exercise the highest degree of care not to disclose any
confidential information, even inadvertently (for example, through conversations in elevators
or restaurants), to any unauthorized person in or outside of NHCAC. Employees must ask
their immediate supervisors if they are not sure what is considered confidential information.
Furthermore, disclosure of any confidential information may be a violation of law.
HIPAA/HITECH …
The federal Health Insurance Portability and Accountability Act of 1996 (HIPAA) and the
Health Information Technology for Economic and Clinical Health (HITECH) Act are the basis
for the policy and procedures for managing and protecting against unauthorized disclosure
any confidential patient and employee health care information. The purpose of this policy is to
provide guidelines for protecting the personal health information (protected health
information, or PHI) of NHCAC patients and employees.
Need to Know
Employees should only have access to patient-specific information when they have a need to
know that specific information in order to effectively perform their job functions. Different
levels of patient information are accessible to Employees in different job functions in order to
minimize Employees’ exposure to confidential patient information that is not necessary for the
performance of their job functions.
In addition, this organization entrusts its employees with a great deal of information
about the internal operations and workings of the organization. This information is
Updated/Revised Employee Handbook February 2022 / Board Approved February 15, 2022

Page 54 of 91

generally provided in proportion to the duties of the individual, and relates strongly to the
Employees’ need to know. It is the duty of every employee to use this information within
the confines of their position of employment with this organization. Conversations,
correspondence, and other forms of disclosure should follow similar guidelines to those
used for patient-specific information.
Information to be Kept Confidential
The following list details information that the organization considers confidential:
Patient-Specific Data & Information: This consists of any patient- specific information
contained within the medical record, collected at registration, or during the assessment and
care phases of the medical visit. This includes, but is not limited to the following:
1) Demographic information (i.e. name, address, phone number, etc.),
2) Clinical information (i.e. lab reports, progress notes, consents, flow sheets, etc.),
3) Financial information (i.e. sliding fee status, income level, type of insurance coverage,
etc.),
4) Personal information (i.e. marital status, number of children, alcohol addiction, etc.).
This data may be collected and disseminated only under the following two circumstances:
1) If it is collected in an aggregate fashion, as long as the information is not linked back to
an individual by anything more than a medical record number, account number, or other
organization-specific numbering system (i.e. no Social Security Numbers, Insurance Carrier
Numbers, etc.)
2) As spelled out in the organization’s policies and procedures regarding release of
information.
Maintaining High Level of Confidentiality
Prohibited Activities
NHCAC has identified the following list of practices that are PROHIBITED
for employees:
Discussing PHI or other confidential information with individuals that do not have a need to
know;
Discussing, transmitting or displaying PHI or other confidential information in uncontrolled
or common areas;
Discussing a patient’s OR an employee’s medical condition outside of the actual provision
of care;
Leaving patient records lying around unsecured and unsupervised (i.e. countertops, shelves,
or opened on a computer.);
Leaving patient records in unsecured or unsupervised rooms or areas;
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Announcing a patient’s, condition, insurance or financial status in common or uncontrolled
areas;
Asking a patient for money or informing them that they have an overdue balance in
common or uncontrolled areas;
Flagging patient records in an obvious manner that would indicate their medical or financial
status;
Allowing a patient to carry medical records.
Activities That Are Discouraged
The following is a listing of activities that the health center discourages for employees:
Asking questions or conducting conversations with patients outside of exam rooms or
enclosed office areas;
Faxing non-emergency related patient-specific information;
Discussing patient specific information over the phone.
Recommended Activities:
Some activities promote a culture where confidentiality becomes a priority. The following are
practices that the organization would like to promote whenever possible:
Reducing conversation in common or uncontrolled areas;
Speaking in a low voice when in common or uncontrolled areas;
Returning patient records at the earliest possible moment.
Required Activities:
The following are requirements of all Employees, as applicable, in the performance of
their job functions:
Reading, routinely reviewing, and understanding the organization’s policy on confidentiality
and the disclosure of confidential information;
Ensuring that only employees with a need to know have access to the appropriate patientspecific information.
BREACH OF CONFIDENTIALITY: Confidentiality is a part of everyone’s job
description, and annual performance appraisal. Every employee must understand the risks and
penalties for failure to maintain a culture of confidentiality. Breach of confidentiality will
result in disciplinary action, up to and including termination.
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Training
All employees are trained in the use of this policy as part of new Employee orientation, and
are required to sign a confidentiality statement upon hire In addition; a review of this policy
is conducted annually for all Employees.
Electronic Communication…
NHCAC provides a number of electronic communication systems to facilitate business
operations. These systems, which include the telephone, electronic mail, voice mail, and
facsimile, should be used exclusively for matters of concern to NHCAC operations, and not
for communications of a personal, private, or non- business nature. Given this and the fact
that electronic communication systems belong to NHCAC, when employees use these
systems, they waive the right to privacy in their communications, and consent to the
access and disclosure of such communications by NHCAC or its designated representative at
any time for any lawful purpose. Accordingly, employees should not assume that such
communications are confidential or that access by a NHCAC representative will not occur.
Employees should be aware that electronic communications of any kind could be used as
evidence in a court of law. Therefore, employees must use the same discretion in placing
information on these systems as they do placing information in writing.
Violations of this policy may result in disciplinary action, up to and including termination.
Electronic Mail Policy…
Every NHCAC employee is responsible for ensuring that the electronic mail (E- Mail) system
is used properly and in accordance with this policy. Any questions about this policy should be
referred to your immediate supervisor.
1. The E-mail system is part of the business equipment and technology platform and should
be used for Company business purposes only. Personal business should not be conducted by
means of the E-Mail system.
2. Employees should disclose information or messages from the E-Mail system only to
authorized individuals.
3. Employees do not have personal privacy right to any matter created, received, saved or
sent by the E-Mail system. Employees should not enter personal matter into the E-Mail
system. NHCAC, in its discretion, reserves the right to monitor and to access any matter
created, received or sent by the E-Mail system.
4. NHCAC expressly reserves and will exercise the right to access, retrieve, read, intercept,
disclose and/or delete any communication that is created, received or sent in the E-Mail
system for any purpose and without permission of any employee.
5. No messages or information should be entered into the E-Mail system without a good
business reason for doing so. Copies of E-Mail messages also should be sent only for good
business reasons.
6. Even if you have a password for the E-Mail system, it is impossible to assure the
confidentiality of any message created, received or sent by the E-Mail system. Any password
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you use must be made known to the Company, as your account may need to be accessed in
your absence.
7. No E-Mail messages should be created or sent which may constitute intimidating, hostile
or offensive material on the basis of sex, race, color, religion and national origin. The
“Anti-Harassment and Anti- Discrimination” and “Sexual Harassment” policies apply fully to
the E- Mail system, and any violation of these policies is grounds for discipline, up to and
including termination.
8. Employees are reminded to be courteous to other users of the system and always conduct
themselves in a professional manner. E-Mails are sometimes misdirected or forwarded and
may be viewed by persons other than the intended recipient. Users should write E-Mail
communications with no less care, judgment and responsibility than they would use for letters
or memoranda written on Company letterhead.
9. Because E-Mail records may be subject to discovery in litigation, employees are expected to
avoid making statements in E-Mail that would not reflect favorably on the employee or the
Company if disclosed in litigation or otherwise.
10. Any employee who becomes aware of misuse of the E-Mail system should promptly
contact their immediate supervisor.
E-Mail and Internet Access…
Internet Usage Policy
1. Although NHCAC recognizes that the Internet can have useful applications to the
Company’s business, employees may not engage in Internet use at work without prior
approval. Use of the Internet must be for a specific business purpose. “Surfing the Net” is
not a legitimate business activity.
2. All files copied, downloaded, stored or created on an Internet account, including E-Mail,
are the property of the Company. Employees do not have any privacy rights in any materials
stored on their Internet accounts, notwithstanding their use of password protection.
3. The Internet is subject to unauthorized intrusions. Small accounts, in particular, are
vulnerable to break-ins. Treat all suspected violations seriously. Employees who suspect
that their accounts have been tampered with should contact their immediate supervisor
immediately.
4. Internet E-Mail, even more so than the Company’s internal E-Mail system, is not a secure
medium. When sending E-Mail in the Internet, employees should exercise no less care,
judgment and discretion than they would use in writing a letter on Company letterhead.
5. Confidential or proprietary information of the Company should never be transmitted on the
Internet. If unsure whether particular information is proprietary or confidential, employees
should resolve all doubts in favor of not sending the information without first obtaining
approval.
6. Neither NHCAC’s computer equipment nor NHCAC’s access to the Internet may be used
for personal purposes during working hours or otherwise. It is not acceptable to use
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NHCAC’s Internet access for commercial purposes, for any purpose that violates the law or
for any purpose that is inconsistent with Company policy.
7. Employees must not use the Internet in any way that is inconsistent with the
Company’s Equal Employment Opportunity, Anti-Harassment and Anti-Discrimination or
Sexual Harassment policies. For example, employees are prohibited from downloading or
accessing sexually oriented materials from the Internet.
8. The Company will review alleged violations of this policy on a case-by- case basis.
Violations of the policy may result in immediate cessation of Internet access privilege and/or
disciplinary action up to and including termination.
Social Media… (Policy reference AD-HR- 58)
At North Hudson Community Action Corporation (herein NHCAC), we understand that social
media can be a fun and rewarding way to share your life and opinions with family, friends and
co-workers around the world. However, use of social media also presents certain risks and
carries with it certain responsibilities. This policy applies to all employees who work for
NHCAC whether direct hire or contracted.
Policy elements
“Social media” refers to a variety of online communities like Facebook, Instagram, Snap Chat,
Twitter, LinkedIn, blogs, social networks, chat rooms and forums.
We consider two different elements: using personal social media at work and representing
NHCAC through social media.
Confidentiality and Privacy
Employees are not to publish, post or release any information that is considered confidential or
not public. If there are questions about what is considered confidential, employees should
check with the Human Resources Department.
Do not disclose NHCAC’s confidential or proprietary information, or personal identifying
information of any employee, patient, parent, customer or visitor of NHCAC, in online
postings or publications. Sharing these types of information, even unintentionally, could result
in harm to NHCAC and legal action against you or NHCAC.
Do not post internal reports, policies, procedures or other internal business-related confidential
communications.
Outside the workplace, you have a right to participate in social media and networks using your
personal e-mail address. However, information and communications that you publish on
personal online sites should never be attributed to NHCAC or appear to be endorsed by, or to
have originated from, NHCAC.
If you choose to disclose your affiliation with NHCAC in an online communication, direct all
requests for references for current or former NHCAC employees to the Human Resources
Department. Comments you post about current and former employees can have legal
consequences, even if you make the comments personally and not on NHCAC’s behalf.
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The lines between public and private, personal and professional are blurred in the digital
world. By virtue of identifying yourself as a NHCAC employee online, you are now connected
to colleagues, patients, parents, customers and the communities we serve. You must treat all
communications associated with the disclosure as professional communications governed by
this and other NHCAC policies.
Employees are advised to manage their personal security settings to ensure that their
information is only available to those they choose to share information with.
Know and follow the rules
Refrain from using social media while on work time or on equipment we provide.
Do not use your NHCAC email addresses to register on social networks, blogs, shopping or
other online tools utilized for personal use.
Express only your personal opinions. Never represent yourself as a spokesperson for NHCAC.
Post only appropriate and respectful content
Inappropriate postings about co-workers, those we serve, or the organization as a whole, that
may include discriminatory remarks, harassment, and threats of violence or similar
inappropriate or unlawful conduct will not be tolerated and may subject you to disciplinary
action up to and including termination.
Examples of such conduct might include offensive posts meant to intentionally harm
someone’s reputation or posts that could contribute to a hostile work environment on the
basis of race, sex, gender, disability, religion, political views or any other status protected
by law or company policy.
Employees should not speak to the media on NHCAC’s behalf; all media inquiries should be
directed to the office of the President/CEO.
Consider carefully what you post through comments and photos. A violation of these
guidelines could be regarded as a form of professional misconduct and may result in
disciplinary action.
If you don’t want it on the 10:00 news - don’t share it online.
Head Start / Early Head Start Programs:
Head Start /Early Head Start (herein, HS/EHS) would prefer that the relationship between staff
and parents or guardians be kept on a professional level while their child/children are enrolled
in our program. HS/EHS recognizes that because of the tight-knit community of NHCAC,
many staff members may have parents of students, who are family members or close personal
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friends. However, NHCAC cautions staff members against engaging in such social-networking
friendships.
HS/EHS realizes that many of our parents and families are members of Facebook and other
Social Media websites. While we recognize that this can be a fun and easy way to share
information with family and friends, there are times when the need exists to exercise caution,
including when it involves photos and/or videos of children and staff in the HS/EHS
classrooms and/or family playgroups.
Material that employees post on social networks that is publicly available to those in the
school community must reflect the professional image applicable to the employee’s position
and not impair HS/EHS’s or employee’s capacity to maintain the respect of students and
parents/guardians or impair the employee’s ability to serve as a role model for children.
Photographs or videos taken within our classrooms, or program special events and outings
with the children should not be posted for public viewing; parents may post photos of their
own children. *Staff, parents and or guardians are advised that they do not have a right to
photograph or video record anyone else’s child/children.
*Photographs taken by staff for use on NHCAC HS/EHS publications and in other
advertising material is permissible provided there is a parental/guardian consent on file.
Only cameras provided by the NHCAC HS/EHS programs are allowed to be used for taking
pictures of children; personal cameras (including cell phone cameras) are not allowed.
We ask that you respect and understand that taking photos or videos could put a child or
family in jeopardy if they have chosen not to be photographed or videoed and have not given
permission.
Please remember that the information that is posted on social media is not private and can
often be viewed by anyone who logs onto your page.
Discrimination and Harassment (Sexual)…
… (Policy reference AD-HR-33)
North Hudson Community Action Corporation (herein, NHCAC) is committed to providing
every employee and prospective employee with a professional work environment free from
unlawful discrimination, harassment (sexual), or bullying behavior used to control, influence
or affect the well-being of any employee. NHCAC shall not tolerate any form of misconduct
that violates any legally protected characteristic such as: race, creed, color, national origin,
nationality, ancestry, age, sex/gender, pregnancy (including pregnancy related medical
conditions), marital status, childbirth, breastfeeding, civil union status, domestic partnership
status, familial status, religion, or sexual orientation, gender identity or expression,
atypical hereditary cellular or blood trait, genetic information, liability for service in the
Armed Forces of the United States, or disability.
To achieve the goal of maintaining a work environment free from unlawful discrimination and
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harassment, NHCAC strictly prohibits the conduct that is described in this policy (a zero
tolerance policy). This means that NHCAC reserve the right to take either disciplinary
action, if appropriate, or other corrective action, to address any unacceptable conduct that
violates this policy, regardless of whether the conduct satisfies the legal definition of
discrimination or harassment.
A copy of the New Jersey Department of Labor and Workforce Development Notice concerning the
right to be free from gender inequity, in both English and Spanish is attached as Appendix C.
Employees are required to sign an acknowledgment of receipt of said notice.
a. Applicability
Prohibited discrimination/harassment undermines the integrity of the employment relationship,
compromises equal employment opportunity, debilitates morale and interferes with work productivity.
Thus, this policy pertains to all employment practices including, but not limited to, recruitment,
selection, hiring, training, promotion, transfer, assignment, layoff, return from layoff, termination,
demotion, discipline, job assignment, compensation, fringe benefits, working conditions, and career
development.
This policy applies to all employees and applicants for employment. NHCAC will not tolerate
harassment or discrimination by anyone in the workplace including directors, supervisors,
coordinators, co-workers, or persons doing business with NHCAC. This policy also applies to both
conduct that occurs in the workplace and conduct that occurs at any location which can be reasonably
regarded as an extension of the workplace (any field location, any off-site business-related social
function, or any facility where NHCAC business is being conducted and discussed).
This policy also applies to third party harassment. Third party harassment is unwelcome
behavior involving any of the protected categories referred to in (a) above that is not directed
at an individual but exists in the workplace and interferes with an individual’s ability to do
his or her job. Third party harassment based upon any of the aforementioned protected
categories is prohibited by this policy.
Examples of behaviors that may constitute a violation of this policy include, but are not
limited to:
Discriminating against an individual with regard to terms and conditions of employment
because of being in one or more of the protected categories referred to in (a) above;
Treating an individual differently on the basis of actual or perceived sex, race, creed, color,
religion, national origin, ancestry, age, marital or political status, affectional or sexual
orientation, domestic partnership status, civil union status, atypical heredity, cellular or blood
trait, genetic information, disability (including AIDS or HIV infection), gender identity or
expression, liability for service in the United States armed forces, gender identity or
expression and/or any other characteristic protected by law.
Treating an individual differently because an individual’s name, domestic partner’s name, or
spouse’s name is associated with a certain racial, religious or other protected category;
Calling an individual by an unwanted nickname that refers to one or more of the above
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protected categories, or telling jokes pertaining to one or more protected categories;
Using derogatory references with regard to any of the protected categories in any
communication;
Engaging in threatening, intimidating, or hostile acts toward another individual in the
workplace because that individual belongs to, or is associated with, any of the protected
categories; or
Displaying or distributing material (including electronic communications) in the workplace
that contains derogatory or demeaning language or images pertaining to any of the protected
categories.
b. Sexual Harassment
It is a violation of this policy to engage in sexual (or gender-based) harassment of any kind,
including hostile work environment harassment, quid pro quo harassment, or same-sex
harassment. For the purposes of this policy, sexual harassment is defined, as in the Equal
Employment Opportunity Commission Guidelines, as unwelcome sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual nature when, for
example:
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
employment decisions affecting such individual; 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.
Examples of prohibited behaviors that may constitute sexual harassment and are therefore a
violation of this policy include, but are not limited to:
Generalized gender-based remarks and comments;
Unwanted physical contact such as intentional touching, grabbing, pinching, brushing against
another's body or impeding or blocking movement;
Verbal, written or electronic sexually suggestive or obscene comments, jokes or
propositions including letters, notes, e-mail, text messages, invitations, gestures or
inappropriate comments about a person’s clothing;
Visual contact, such as leering or staring at another's body; gesturing; displaying sexually
suggestive objects, cartoons, posters, magazines or pictures of scantily-clad individuals; or
displaying sexually suggestive material on a bulletin board, on a locker room wall, or on a
screen saver;
Explicit or implicit suggestions of sex by a supervisor or manager in return for a favorable
employment action such as hiring, compensation, promotion, or retention;
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Suggesting or implying that failure to accept a request for a date or sex would result in an
adverse employment consequence with respect to any employment practice such as
performance evaluation or promotional opportunity; or
Continuing to engage in certain behaviors of a sexual nature after an objection has been raised
by the target of such inappropriate behavior.
Employee Responsibilities
Any employee who believes that she or he has been subjected to any form of prohibited
discrimination/harassment, or who witnesses others being subjected to such
discrimination/harassment is encouraged to promptly report the incident(s) to a supervisor or
directly to the Human Resources Department.
Notification by an employee to appropriate personnel of any harassment problem is essential
to the success of this policy and NHCAC generally. The NHCAC cannot resolve a harassment
problem unless it is reported. Therefore, it is the responsibility of all employees to bring those
kinds of problems to the attention of management so that steps are necessary to correct them.
All employees are expected to cooperate with investigations undertaken pursuant to this
policy. Failure to cooperate in an investigation may result in administrative and/or disciplinary
action, up to and including termination of employment.
Supervisor Responsibilities
Supervisors shall make every effort to maintain a work environment that is free from any form
of prohibited discrimination/harassment. Supervisors shall immediately refer allegations of
prohibited discrimination/harassment to the Human Resources Department. This duty
applies to every supervisor whether or not the supervisor is on NHCAC premises and/or
whether the supervisor is on duty or not. A supervisor’s failure to comply with these
requirements may result in administrative and/or disciplinary action, up to and including
termination of employment. For purposes of this section, a supervisor is defined broadly to
include any manager or other individual who has authority to control the work environment of
any other staff member (for example, a team leader).
Complaint Process
Employees who observe any action or are subject to any conduct they believe to constitute
harassment, sexual harassment, or any other workplace wrongdoing should immediately report
the matter to their supervisor, or, if they prefer, or do not think that the matter can be discussed
with their supervisor, they should contact the Human Resources Department. Reporting of
such incidents is encouraged both when an employee feels that he/she is subject to such
incidents or observes such incidents in reference to other employees. Employees should report
all incidents in writing using the Employee Complaint form (attached as Appendix A), but
may make a verbal complaint at their discretion. If the employee has any questions about what
constitutes harassment, sexual harassment, or any other workplace wrongdoing, they may ask
their supervisor or one of the individuals listed above. All reports of harassment, sexual
harassment, or other wrongdoing will be promptly investigated by a person who is not
involved in the alleged harassment or wrongdoing.
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No employee will be penalized in any way for reporting a complaint. There will be no
discrimination or retaliation against any individual who files a good-faith harassment
complaint, even if the investigation produces insufficient evidence to support the complaint,
and even if the charges cannot be proven. There will be no discrimination or retaliation
against any other individual who participates in the investigation of a complaint. No employee
shall be subject to discipline for going outside the “chain of command” in reporting unlawful
discrimination, including unlawful harassment as previously defined.
All investigations of discrimination/harassment claims shall be conducted in a way that
respects, to the extent possible, the privacy of all the persons involved by the Director of
Human Resources and/or individual designated by the CEO/President. The investigations shall
be conducted in a prompt, thorough and impartial manner. The results of the investigation
shall be forwarded to the CEO/President to make a final decision as to whether a violation of
the policy has been substantiated.
Where a violation of this policy is found to have occurred, NHCAC shall take prompt and
appropriate remedial action to stop the behavior and deter its reoccurrence. NHCAC
shall also have the authority to take prompt and appropriate remedial action, such as moving
two employees apart, before a final determination has been made regarding whether a
violation of this policy has occurred.
The remedial action taken may include counseling, training, intervention, mediation, and/or
the initiation of disciplinary action up to and including termination of employment.
NHCAC shall maintain a written record of the discrimination/harassment complaints received.
Written records shall be maintained as confidential records to the extent practicable and
appropriate.
Prohibition Against Retaliation
Retaliation against any employee who alleges that she or he was the victim of
discrimination/harassment, provides information in the course of an investigation into claims
of discrimination/harassment in the workplace, or opposes a discriminatory practice, is
prohibited by this policy. No employee bringing a complaint, providing information for an
investigation, or testifying in any proceeding under this policy shall be subjected to adverse
employment consequences based upon such involvement or be the subject of other retaliation.
Following are examples of prohibited actions taken against an employee because the employee
has engaged in activity protected by this subsection:
Termination of an employee;
Failing to promote an employee;
Altering an employee’s work assignment for reason other than legitimate business reasons;
Imposing or threatening to impose disciplinary action on an employee for reasons other than
legitimate business reasons; or
Ostracizing an employee (for example, excluding an employee from an activity or privilege
offered or provided to all other employees).
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False Accusation and Information
An employee, who knowingly makes a false accusation of prohibited
discrimination/harassment or knowingly provides false information in the course of an
investigation of a complaint, may be subjected to administrative and/or disciplinary action, up
to and including termination of employment. Complaints made in good faith, however, even if
found to be unsubstantiated, shall not be considered a false accusation.
Confidentiality
All complaints and investigations shall be handled, to the extent possible, in a manner that
will protect the privacy interests of those involved. To the extent practical and appropriate
under the circumstances, confidentiality shall be maintained throughout the investigatory
process. In the course of an investigation, it may be necessary to discuss the claims with the
person(s) against whom the complaint was filed and other persons who may have relevant
knowledge or who have a legitimate need to know about the matter. All persons
interviewed, including witnesses, shall be directed not to discuss any aspect of the
investigation with others in light of the important privacy interests of all concerned. Failure to
comply with this confidentiality directive may result in administrative and/or disciplinary
action, up to and including termination of employment.
Administrative and/or Disciplinary Action
Any employee found to have violated any portion or portions of this policy may be subject to
appropriate administrative and/or disciplinary action which may include, but which shall not
be limited to: referral for training, referral for counseling, written or verbal reprimand,
suspension, reassignment, demotion or termination of employment. Referral to another
appropriate authority for review for possible violation of State and Federal statutes may also
be appropriate.
Training
NHCAC shall provide all new employees with training on the policy and procedures set
forth in this section within a reasonable period of time after each new employee’s appointment
date. Refresher training shall be provided to all employees, including supervisors, within a
reasonable period of time. All State agencies shall also provide supervisors with training on a
regular basis regarding their obligations and duties under the policy and regarding procedures
set forth in this section.
Safety…
We are committed to creating a safe place to work. It is a rare event when an employee
sustains a serious injury at work or becomes ill due to unsafe conditions.
All employees must be trained by their immediate supervisors in the safety rules specific to
their department. In addition, employees are expected to follow work practices and to comply
with the following safety rules:
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All injuries must be reported to the appropriate immediate supervisor. If another employee is
injured, employees should be sure to notify a Supervisor as soon as possible so an “Employee
Accident/Incident Report” and any other appropriate documents can be completed.
All work related accidents/incidents must be reported to the Workers’ Compensation
insurance carrier, which reports the injury to the appropriate state agency.
Completion of this form is required by law and speeds processing a potential claim for
payments if an employee should be unable to return to work right away.
Report unsafe conditions in the workplace, including defective tools and other equipment,
to the appropriate supervisor.
Follow all established safe job procedures. Deviation from established procedures must be
approved by the immediate supervisor.
If an employee is unsure how to operate any equipment or perform an assigned task, the
employee should ask the appropriate supervisor before proceeding.
Do not use defective equipment.
Employees should get assistance in lifting any object that is too bulky, awkward, or heavy to
be lifted safely by one person.
Should a repetitive task cause discomfort, or if an employee feels it is unsafe or unhealthy,
the employee must report it to his or her Supervisor immediately.
Alcohol or other drugs must not be brought to or used in the workplace. Failure to comply
with these rules may result in disciplinary action, up to and including termination.
Employees should be sure to report any unsafe condition or job-related injury or illness to
their Supervisor or NHCAC’s Human Resources Director.
No one should ever fear reprisal for speaking up about safety problems. Prompt notice of
unsafe conditions will help us prevent future injuries or illnesses.
Contagious or Life Threatening Illnesses
The NHCAC encourages employees with contagious diseases or life-threatening illnesses to
continue their normal pursuits, including work, to the extent allowed by their condition. The
NHCAC shall make reasonable accommodations to known physical and mental limitations of
all employees, provided that the individual is otherwise qualified to safely perform the
essential functions of the job and also provided that the accommodation does not impose an
unreasonable hardship on the NHCAC.
The NHCAC will take reasonable precautions to protect such information from inappropriate
disclosure, including the following:


Medical information may be disclosed with prior written informed consent of the person
who is the subject of the information.



Information may be disclosed without prior written consent to qualified individuals for the
purpose of conducting management audits, financial audits, and program evaluations, but
Updated/Revised Employee Handbook February 2022 / Board Approved February 15, 2022

Page 67 of 91

these individuals shall not identify, either directly or indirectly, the person who is the
subject of the record in a report or evaluation, or otherwise disclose the person’s identity in
any manner. Information shall not be released to these individuals unless it is vital to the
audit or evaluation.


Information may be disclosed to the Department of Health as required by State or Federal
law.

Supervisory and other employees have a responsibility to maintain the confidentially of
employee medical information. Anyone inappropriately disclosing such information shall be
subject to disciplinary action.
Supervisors, Department Heads, and other employees have a responsibility to maintain the
confidentially of employee medical information. Anyone inappropriately disclosing such
information shall be subject to disciplinary action, up to and including termination.
The NHCAC has an obligation to provide a safe and healthy work environment for all
employees. In an effort to balance the needs of the NHCAC, the public, and NHCAC
employees, the NHCAC hereby establishes the following policy regarding contagious or lifethreatening illnesses:
NHCAC employees who have been diagnosed with any illness which may pose a health
hazard to other employees or to the public at large must disclose this information to the
Human Resources Director at the earliest possible time. The Human Resources Director shall
consult with a physician, contracted by the NHCAC, in order to make a determination and
assess the risks to any other employees and the public at large. The NHCAC may direct the
employee to pursue one of the following options:
1. Family Leave
2. Sick Leave
3. Vacation Leave
4. Short Term Disability, if the illness is anticipated to last a brief period of time.
5. Unpaid Leave of Absence, if the employee has expended all other accrued time.
6. Permanent Disability, if the illness is permanent in nature and the employee qualifies
under an applicable pension plan (if any).
7. Resignation, if the illness is of such a nature that the employee will be unable to return
to work, has exhausted all other accumulated time, and/or fails to qualify for disability
benefits under an applicable pension plan (if any).
Any employee who fails to make the required disclosure to the Human Resources Director
may be subject to disciplinary action including termination of employment.
All employees are required to comply with the Centers for Disease Control’s guidance, New
Jersey Executive Orders and the NHCAC’s policies and practices, as may be amended from
time to time, regarding work-place safety, travel restrictions, and quarantine procedures in
response to COVID-19.
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Smoke Free… (Policy reference AD-HR-32)
Smoking has long been recognized as a substantial health hazard affecting smokers, and nonsmokers alike. Therefore, to maintain a safe and comfortable working environment and to
ensure compliance with applicable laws smoking is prohibited in all NHCAC facilities, and its
associated buildings or properties owned or leased; including all of the enclosed areas within
NHCAC worksites, without exception.
Because NHCAC may be subject to criminal and civil penalties for violations of applicable
smoking laws, we must insist on strict adherence to this policy. This policy applies to all
employees, clients, and visitors.
Solicitation & Distribution of Literature & Material… (Policy reference AD-HR-59)
In the interest of maintaining North Hudson Community Action Corporation’s (herein,
NHCAC) proper business environment and preventing interference with work and
inconvenience to others, employees may not distribute literature or printed materials of any
kind, sell merchandise, collect signatures for petitions, solicit financial contributions, or
solicit for any other cause during working time. This policy also prohibits solicitations via
NHCAC’s E-Mail and other electronic communication systems.
Furthermore, employees may not distribute literature or printed material of any kind in
working areas at any time. Non-employees (vendor’s/sales representatives) are likewise
prohibited from distributing materials or soliciting employees on NHCAC premises at any
time.
Objective
As in all other facets of their duties, employees dealing with patients, clients, parents, vendors,
contractors, competitors or any person doing or seeking to do business with NHCAC, are to
act in the best interest of the NHCAC.
Employees will represent NHCAC with integrity and comply with all applicable laws in a
manner that excludes considerations of personal advantage or gain.
Definitions
“Solicit” Selling or distributing printed materials, or merchandise on company time.
“Work time” is defined as the time when an employee is scheduled and expected to be
properly engaged in performing their work tasks. This does not include their meal or break
time. {Employees who are not on working time (i.e. – those on meal breaks or regular breaks)
may not solicit employees who are on working time for any cause or to distribute literature, or
sell merchandise of any kind to them.}
“Work areas” are all areas of NHCAC except break rooms and other areas designated for nonwork use.
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Guidelines
NHCAC prohibits the solicitation, distribution and posting of literature and materials on or at
NHCAC property by any employee or non-employee, except as may be permitted by
Administration.
Vendors or Sales Representative presenting to any NHCAC location/site offering “free”
samples, products or giveaways, must be directed to speak with the Department Head of said
location/site.
Employees may not accept or distribute any literature, materials, products or samples on behalf
of NHCAC without first seeking approval from their Department Head or Administration.
Employees may not solicit other employees during work times, except in connection with a
NHCAC approved or sponsored event.
Employees should not be pressured or feel pressured to make purchases or contributions they
can't afford.
Employees may not distribute literature of any kind during work times, or in any work area at
any time, except in connection with a NHCAC sponsored event.
Bulletin boards are for official NHCAC business only; posting of literature, materials or
electronic announcements are only permitted with approval from Department Head or
Administration.
For questions about appropriate materials that can be posted, please contact Human Resources.
Failure to follow this policy and procedure may result in discipline up to and including
termination.
Standards of Conduct/Business Ethics…
The Company is committed to operate its businesses within the spirit and letter of all
applicable laws and regulations.
As an integral member of the NHCAC team, you are expected to accept certain
responsibilities, adhere to acceptable business principles in matters of personal conduct, and
exhibit a high degree of personal integrity at all times. This not only involves sincere respect
for the rights of others but also demands that both in your business and in your personal
life you refrain from any behavior that might be viewed unfavorably by current or potential
clients or the public at large.
Whether you are on or off duty, your conduct reflects on NHCAC. You are, consequently,
encouraged to observe the highest standards of professionalism, integrity, ethics, and
objectivity at all times.
Listed below are some of the rules and regulations of NHCAC. This list should not be
vi e wed as bei ng all-inclusive. Types o f behavior an d conduct that NHCAC considers
inappropriate and which could lead to disciplinary action up to and including immediate
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termination of employment without prior warning, at the sole discretion of NHCAC, include
but are not limited to, the following:
Poor work performance.
Establishing a pattern of excessive absenteeism or tardiness
Engaging in insubordination (i.e. - refusing to follow a Supervisor’s directions, or other
disrespectful conduct towards a Supervisor).
Violating, misusing or abusing company policies
Violating NHCAC’s Anti-Harassment, Anti-Discrimination and/or Sexual Harassment
policies
Violating or disregarding safety or health rules or practices or engaging in conduct that
creates a safety or health hazard.
Falsifying employment or other NHCAC records
Stealing property from co-workers, clients or NHCAC
Engaging in excessive, unnecessary, or unauthorized use of NHCAC’s supplies, particularly
for personal purposes
Illegally manufacturing, possessing, using, selling, distributing or transporting drugs
Using, possessing, distributing, transferring, or being under the influence of alcohol or
unlawful drugs while on duty, while on Company property, or while operating a Company
owned or leased vehicle.
Fighting or using obscene, abusive, or threatening language or gestures
Actual or threatened physical violence towards another employee.
Destroying or damaging company property or another employee’s property.
Having unauthorized firearms on NHCAC premises or while on NHCAC business
Failing to maintain the confidentiality of NHCAC or client information
Gambling
Dishonesty, either oral or written, about the Company, other employees, yourself, or a work
situation
Soliciting or accepting gratuities from clients. Nothing valued at more than $25.00 from a
client, vendor, or third party can be accepted by an employee.
Misconduct
If your performance, work habits, overall attitude, conduct, or demeanor becomes
unsatisfactory in the judgment of NHCAC, based on violations either listed above or of any
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other NHCAC policies, rules, or regulations you will be subject to disciplinary action, up to
and including termination.
Substance Abuse and Drug Free Workplace Policy… (Policy reference AD-HR-22)
It is the policy of North Hudson Community Action Corporation (herein, NHCAC) to provide
a drug-free workplace in keeping with the spirit and intent of the Drug-Free Workplace Act of
1988. It is NHCAC’s professional responsibility to ensure a workplace which is free from the
use, sale, possession, distribution or manufacturing of any illegal or medically unauthorized
controlled dangerous substance (herein “drugs”) and to require NHCAC or contracted
employees to perform all company-related job duties, either on or off NHCAC premises,
without the presence of illegal drugs, alcohol or inappropriate legal drugs in their systems
when these activities adversely affect job performance, jobs safety, or the company’s
reputation in the community.
Purpose:
To ensure a safe, healthy, and work efficient environment for employees and to protect the
safety and well-being of our employees, clients, patients, and the public.
Definition of Terms:
“Alcohol” means ethyl alcohol, hydrated oxide of ethyl, or spirits of wine, from whatever
source or by whatever process.
“Illegal Drugs” mean amphetamines, cannabis, cocaine, phencyclidine (PCP), methadone,
methaqualene, opiates, barbiturates, benzodiazepines, propoxyphene, or a metabolite of any
such substance, and other substances capable of creating or maintaining an adverse effect on
one’s physical, emotional or mental state, and controlled medication not prescribed for current
personal treatment by a licensed medical professional in a medical setting to address a specific
physical, emotional, or mental condition.
“Company Premises” means all areas in which NHCAC operates, including, but not limited to,
its property, NHCAC-owned or leased vehicles, equipment, lockers, desks, work space and
storage facilities.
“Disciplinary Action” means reprimand, warning, suspension or termination.
“Under the influence of alcohol” means having a blood alcohol level of .10 or higher.
“Under the influence of an illegal drug or a controlled substance” means a confirmed positive
test result for illegal drug use per this policy. In addition, it means the misuse of legal drugs
(prescription and possibly OTC) when there is not a valid prescription from a physician for the
lawful use of a drug in the course of medical treatment (containers must include the patient’s
name, the name of the substance, quantity/amount to be taken and the period of authorization).
Prohibitions: NHCAC’s policy prohibits the following:
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Possession, use, manufacturing, distribution, dispensing or sale(s) of illegal drugs, or alcohol
on NHCAC’s premises, during work hours or while conducting NHCAC’s business.
Storing of any illegal drugs or alcohol, in an NHCAC owned locker, desk, or leased vehicle or
other repository on NHCAC’s premises or while conducting NHCAC business.
Being under the influence of illegal drugs, or alcohol on NHCAC’s premises or while
conducting NHCAC’s business.
Using alcohol or illegal drugs on or off, NHCAC’s premises that negatively affects the
individual’s work performance or safety, or affects other individual’s safety, or reflects
adversely against NHCAC’s reputation.
NHCAC will also not allow employees to perform their duties while taking prescribed drugs
that are adversely affecting their ability to safely and effectively perform their job duties.
Employees taking a prescribed medication i.e. medical marijuana, must be able to produce the
supportive prescription for the medication. The prescription must include the employee’s
name, the name of the substance, quantity/amount to be taken, the prescribing physician’s
name and the period of authorization. Employees should be prepared to produce it if asked.
Possession, use, manufacturing, distribution, dispensing or sales of illegal drugs on or off
NHCAC’s premises that negatively affects the individual’s work performance or safety, or
affects other individuals’ safety, or reflects adversely against NHCAC’s reputation.
Tampering with, diluting, contaminating or otherwise altering any urine and/or blood and/or
breath-saliva specimen for testing in accordance with this policy, or the attendant records
thereof.
Refusing to consent to testing or to submit to a urine and/or blood and/or breath-saliva sample
for testing when requested by NHCAC in accordance with this policy.
Failure to submit to at the time and place directed for testing or failure to cooperate with those
administering the test.
Conviction under any criminal, drug or alcohol statute under circumstances which reflect
adversely on NHCAC’s reputation.
Failure to notify NHCAC of any conviction under any criminal drug statute, including statutes
prohibiting driving under the influence of alcohol, within five days after the conviction.
Nothing contained in this policy shall prohibit the responsible use of alcohol at events
sponsored or authorized by NHCAC on or off NHCAC’s premises.
NHCAC employees will be subject to disciplinary action, up to and including termination, for
violations of this policy.
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At its discretion, NHCAC may require employees who violate this policy to successfully
complete a drug abuse assistance or rehabilitation program as a condition of continued
employment.
Required Testing: Applicants Offered Employment
In order to maintain a safe and drug-free work environment for its employees, NHCAC will
not hire applicants for employment who are involved in substance abuse.
Following an employment offer and prior to becoming an active employee, the successful
candidate will be screened for drugs as part of the pre-placement evaluation.
Prior to proceeding to the collection site the applicant will be requested to sign a
consent/release form acknowledging his/her understanding and authorizing the diagnostic
procedure used to determine suitability for employment.
Applicants who refuse to sign the consent release form or to undergo the drug screening will
be denied employment, because drug screening is an integral and legally defensible part of the
procedures used to determine suitability for employment.
Candidates will have 48 hours to schedule and complete the drug test. Delay in this step, can
result in a withdrawal of offer of employment.
All initial test results that are positive will be confirmed using gas chromatography and mass
spectrometry methodology or a methodology that is determined to be scientifically as reliable.
No initial positive test results will be reported to NHCAC unless confirmed and medically
reviewed.
Hiring Recovering Employees:
NHCAC adheres to the American with Disabilities Act and New Jersey Law Against
Discrimination. Employees will not be discriminated against because of a past alcohol or
other drug abuse problem. A candidate must demonstrate complete and sustained total
abstinence from drugs and alcohol for at least two years. This must be based on clinical
evidence and monitoring. A history of substance abuse within the preceding two years is
disqualifying.
Employment Screening:
In balancing NHCAC’s right and obligation to have a drug-free work environment against the
employee’s right to privacy, urinalysis will be the chosen method of screening.
Screening will be administered as follows:
Screening of an employee in the absence of “reasonable individualized suspicion” may be
conducted at NHCAC’s discretion at any time following random selection or employees are
subject to testing when they cause or contribute to accidents that seriously damage a NHCAC
vehicle, machinery, equipment or property or result in an injury to themselves or another
employee requiring offsite medical attention or individual screenings will be administered
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when there is a “reasonable individualized suspicion’ to believe that an individual employee is
using drugs in violation of this policy.
Testing on the basis of “reasonable individualized suspicion” will be required based on the
objective facts and on rational inferences, drawn by a supervisor, to indicate that the usage of
any drug may be the cause of an unfit condition where the employee is:
Impaired in, or incapable of performing their assigned duties; and/or; the subject of
investigation where sufficient evidence and facts are present to constitute a
“reasonable/individualized suspicion” that they are involved in the use, possession or sale of
drugs; and/or experiencing (without plausible, legitimate explanation proffered and fully
validated) excessive absenteeism and significantly reduced productivity; and/or found to have
excessive or otherwise suspicious on-duty injuries or motor vehicle accidents indicating
negligence in relation to assigned duties; and/or exhibiting unusual and/or bizarre behavior
patterns, reasonably deemed inconsistent with regular and appropriate behavior patterns.
Addictive Services:
As required by the NJ State DOH-DMHAS, NHCAC will randomly test employees working in
the Addictive Services department for compliance with its drug-free workplace policy.
Employees may be selected at random for drug and/or alcohol testing at any interval
determined by the NHCAC. "Random testing” means a method of selection of employees for
testing, performed by an outside third party. Employees who refuse to submit to a test are
subject to immediate discharge.
Collection and Analysis Procedures
All specimens will be collected by an approved collection site using strict chain of custody
security procedures. Chain of custody documentation will be used for all testing. All required
forms will be provided by the approved collection site and/or the contract laboratory.
Prior to testing, applicants will have an opportunity to provide notification of any information
that may be considered relevant to the test, including identification of currently or recently
used prescription or nonprescription drugs or other relevant medical information.
All specimens will be tested by a laboratory approved and certified for such testing by the U.S.
Department of Health and Human Services (HHS) and/or pursuant to State law.
Follow-up:
Employees who have tested positive, or otherwise violated this policy, are subject to
discipline, up to and including discharge.
Confidentiality:
Information and records relating to positive test results, drug and alcohol dependencies, and
legitimate medical explanations provided should be kept confidential to the extent required by
law and maintained in secure files separate from normal personnel files. Such records and
information may be disclosed among managers and supervisors on a need-to-know basis and
may also be disclosed when relevant to a grievance, charge, claim or other legal proceeding
initiated by or on behalf of an employee or applicant.
Updated/Revised Employee Handbook February 2022 / Board Approved February 15, 2022

Page 75 of 91

Because of the seriousness of such situations, the NHCAC reserves the right to alter or change
its policy or decisions on a given situation depending upon its investigation and the totality of
the circumstances. Questions regarding this policy should be directed to your immediate
manager or the Director of Human Resources.
Telephones…
Company telephones are provided as a means to communicate with clients and fellow
employees. These telephones are for conducting business; using them for personal calls is
discouraged. Employees will be charged for any personal long distance calls.
In answering the telephone, employees should observe their department’s practices and
properly identify themselves by providing their full name, company, department, and asking,
“How may I help you?” If the call is for another person or another department, the call
should be courteously transferred.
Personal Cell Phone/Electronic Communication Device Usage… (Policy reference ADHR-23)
It is the policy of North Hudson Community Action Corporation (herein, NHCAC) to provide
a safe, compassionate and respectful environment for our patients, their families, clients,
visitors and staff. Therefore, the use of personal cell phones, smart phones, tablets, portable
wireless devices and other electronic communication devices by NHCAC employees during
work hours is prohibited. Employees may use their electronic communication devices during
lunch periods - in a private space, away from all patients, families, students, clients, visitors,
common patient care areas, and common work areas.
Employees shall adhere to HIPAA confidentiality standards at all times.
Ear-buds, headphones, wireless Bluetooth devices are strictly prohibited while on duty.
Electronic communication devices owned and issued by NHCAC to employees may be used
for business purposes or other use consistent with corporate policy.
Employees should observe New Jersey State laws regarding driving and use of hands-free
devices.
Findings: Any use of electronic communication devices to record, take still or video pictures
of the facility, patients, their families, students, clients, visitors or staff, is strictly prohibited
and such activity may be subject to immediate termination.
Any unauthorized communication of NHCAC confidential information to any party through
the use of electronic communication devices, is strictly prohibited and such activity may be
subject to immediate termination.
Failure to comply with the contents of this policy will result in disciplinary action, up to and
including termination.
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Violence in the Workplace…
The safety and security of our employees is of paramount importance to us. Threats,
threatening behavior, or acts of violence against employees, visitors, guests, or other
individuals by anyone on North Hudson Community Action Corporation property will not be
tolerated.
Any person who makes substantial threats, exhibits threatening behavior, or engages in
violent acts on NHCAC property will be removed from the premises as quickly as safety
permits, and will not be allowed back on the premises pending the outcome of an
investigation.
Employees have a “duty to warn” their immediate supervisors, security personnel, or human
resources personnel of any suspicious workplace activity or situations or incidents that they
may observe or that they are aware of that involve other employees, former employees,
clients, or visitors and that appear problematic. This includes, for example, threats or acts of
violence, aggressive behavior, offensive acts, threatening or offensive comments or remarks,
and the like. Even without an actual threat, employees should report any behavior they have
witnessed which they regard as threatening or violent, when that behavior is job- related or
might be carried out on any NHCAC controlled site, or is connected to NHCAC employment.
Employees are responsible for making this report regardless of the relationship between the
individual who initiated the threat or threatening behavior and the person or persons who
were threatened or were the focus of threatening behavior. Employees should report the
threat to their Supervisor or another member of the management team.
All individuals who apply for or obtain a protective or restraining order, which lists NHCAC
locations as being protected areas, must provide the Human Resources Director a copy of any
temporary or permanent protective or restraining order, which is granted. The Human
Resources Director understands the sensitivity of the information requested and has developed
confidentiality procedures, which recognize and respect the privacy of the reporting employee.
Work Area…
Employees are responsible for keeping their desks and work areas neat and orderly. All
confidential information should be kept out of sight whenever employees are away from their
desks.
Before leaving for the day, employees should clean up their work areas and make sure
that all confidential materials are secured.
If you have a personal computer, you should log off and turn off the computer at the end of
each day.
Workplace Monitoring… (Policy Reference AD-HR-55)
North Hudson Community Action Corporation (herein, NHCAC) expects its employees to act
honestly, with integrity, in good faith, and to safeguard NHCAC resources for which they are
responsible. NHCAC has established internal controls and processes that are intended to
prevent or detect improper activities and is committed to minimizing opportunities for theft,
fraud, and non-compliant activities. Any suspected or known case of theft, fraud, or noncompliant activity will be investigated and dealt with appropriately.
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Definitions:
“Property,” as the term is used in this policy, is defined as any piece of equipment, such as but
not limited to: all electronic devices, furnishings, vehicles, or buildings, leased, owned,
donated and in the custodial care of NHCAC or any person acting as its agent.
“Supplies,” as the term is used in this policy, is defined as consumables and equipment used as
part of day-to-day operations; supplies such as, but not limited to: medications, medical
supplies, child care (diapers/wipes), training manuals, filing, postal, writing, electronic,
janitorial/cleaning, pantry and perishables.
“Network,” as the term is used in this policy, is defined as a computer or data network having
a series of points interconnected by communication paths for the purposes of transmitting,
receiving and exchanging data, voice and video traffic.
General Guidelines
All NHCAC employees share in the responsibility to maintain their work environment in an
orderly fashion and follow NHCAC rules to ensure proper use of properties, supplies and
networks.
Any employee who is found to have neglected or misused NHCAC properties, supplies or
networks will be subject to disciplinary action up to and including termination. If an
employee’s misuse of NHCAC properties, supplies or networks causes damages, NHCAC
reserves the right to require the employee to pay all or part of the cost for repair.
No employee may use NHCAC property, supplies or network for personal use unless specific
permission has been granted by the President/CEO.
All properties, supplies and networks provided by NHCAC, remain at all times, the sole and
exclusive property of NHCAC. Such contents are subject to monitoring and inspection by any
agent or representative of NHCAC at any time, without prior notice.
Except that which is required by law, employees do not have a right to privacy as it pertains
to NHCAC properties, supplies or networks.
Workplace Monitoring
NHCAC reserves the right to monitor, at any time, any communications that use NHCAC
networks in any way, including video surveillance, data, voicemail, telephone logs, internet
use and network traffic, to determine proper use.
No employee may knowingly disable any network software or system identified as a
monitoring tool.
Theft or misappropriation of NHCAC properties, supplies or networks is grounds for
immediate termination and possible criminal action.
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Travel and Reimbursement… (Policy Reference AD-HR-57)
It is the policy of North Hudson Community Action Corporation (herein, NHCAC) to
reimburse employees for reasonable and necessary expenses incurred in connection with
approved travel on behalf of the company.
Employees seeking reimbursement should incur the lowest reasonable travel expenses;
NHCAC strongly encourages use of travel discounts when making travel arrangements.
Reimbursement is allowed only when reimbursement has not been, and will not be, received
from other sources.
Objective:
The purpose of this policy is to outline how NHCAC approves and pays for business travel.
Under no circumstances are expenses for personal travel to be charged to, or be temporarily
funded by, NHCAC.
It is the employee’s responsibility to report his or her actual travel expenses in a responsible
and ethical manner, in accordance with the regulations set forth in this policy. Any exceptions
to the policy must be submitted for approval to the President/CEO & Chief Financial Officer.
Authorization of Travel:
All employee business travel must be authorized by the President/CEO and Chief Financial
Officer. Employees should verify that planned travel is eligible for reimbursement before
making travel arrangements.
Travel Expenses/Procedures:
Authorized business travel for employees that include prepayments, must be pre-approved by
the President/CEO and Chief Financial Officer. Before the travel, NHCAC may issue
prepayments for airfare, rail transportation, rental vehicles, lodging and conference registration
fees.
Airfare:
Employees are expected to obtain the lowest available airfare that reasonably meets business
travel needs. Additionally, employees are encouraged to book flights at least 30 days in
advance to avoid premium airfare pricing. First-class tickets are not reimbursable.
If the airfare was not prepaid by the business office, an original itemized airline receipt, an eticket receipt/statement or an Internet receipt/statement is required. The receipt must show the
method of payment and indicate that payment was made.
Rail transportation:
NHCAC will prepay rail transportation provided that the cost does not exceed the cost of the
least expensive airfare.
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If rail transportation was not prepaid by the business office, an original itemized receipt,
original e-ticket receipt/statement or Internet receipt/statement is required. The receipt must
show the method of payment and indicate that payment was made.
Rental vehicles:
NHCAC will prepay for rental vehicles only if the rental vehicle is more economical than any
other type of public transportation, or if the destination is not otherwise accessible.
When vehicle rentals are necessary, NHCAC encourages travelers to check with their own
personal auto insurance carrier regarding coverage specifications for rentals and if necessary,
supplement coverage by purchasing collision damage waiver (CDW) and loss damage waiver
(LDW) coverage. NHCAC will not be held accountable or responsible for damages
charged for use of rental vehicle.
If rental vehicle was not prepaid by the business office, an original itemized receipt,
receipt/statement or Internet receipt/statement is required. The receipt must show the method
of payment and indicate that payment was made.
Automobile (personally owned—domestic travel):
Drivers should be aware of the extent of coverage (if any) provided by his or her automobile
insurance company for travel that is business or not personal in nature.
Mileage should be computed between the employee’s office and the common destination.
Reimbursement for use of a personal automobile is based on the IRS mileage rate.
https://www.irs.gov
Conference Registration fees:
NHCAC will prepay conference registration fees provided the conference directly relates to
the employee’s present position or related career within NHCAC
If the conference registration fee was not prepaid by the business office, an original itemized
receipt, receipt/statement or Internet receipt/statement is required. The receipt must show the
method of payment and indicate that payment was made.
Lodging (commercial):
NHCAC will reimburse lodging expenses at reasonable, single occupancy or standard business
room rates. The cost of overnight lodging (room rate and tax only).
If lodging was not prepaid by the business office, an original itemized receipt,
receipt/statement or Internet receipt/statement is required. The receipt must show the method
of payment and indicate that payment was made.
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Meals:
If a free meal is served on the plane, rails, included in a conference registration fee, built in to
the lodging fee or replaced by a legitimate business meal, the cost allowance for that meal may
not be claimed. Daily meal allowance is capped at $75.00 per day. Receipt(s) of purchase are
necessary. Alcoholic beverages are not reimbursable.
Business expenses:
Business expenses, including faxes, photocopies, Internet charges, data ports and business
telephone calls incurred while on travel status, can be reimbursed. Original itemized receipts
are required.
Parking:
Original receipts are required for parking fees (including airport parking). The lodging bill can
be used as a receipt when charges are included as part of the overnight stay.
Tolls:
Original receipts are required for tolls if listed for reimbursement.
Miscellaneous transportation:
Original receipts are required for taxis, bus, subway, Uber, metro, ferry and other modes of
transportation if listed for reimbursement.
Reimbursements:
Requests for reimbursements of travel-related expenses are submitted on a Travel
Reimbursement form.
This form must be accompanied by all supporting documentation as noted throughout the
policy and submitted to Finance within two weeks after the trip is completed.
Reimbursement of travel expenses is based on documentation of reasonable and actual
expenses supported by the original, itemized receipts where required.
Expenditures will be reviewed and reimbursement withheld, if there is reason to believe that
the expenditures are inappropriate or extravagant.
NHCAC reserves the right to deny reimbursement of travel-related expenses for failure to
comply with policies and procedures.
Travelers who use personal funds to facilitate travel arrangements will not be reimbursed until
after the trip occurs and proper documentation is submitted.
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Non-reimbursable Travel Expenses:
The following list includes, but is not necessarily limited to expenses NHCAC will not
reimburse to employees on an approved business travel:
Airline club memberships.
Airline upgrades.
Business class for domestic flights or first class for all flights.
Child care, babysitting, house-sitting, or pet-sitting/kennel charges.
Commuting between home and the primary work location.
Costs incurred by employee’s failure to cancel travel or hotel reservations timely.
Evening or formal wear expenses.
Haircuts and personal grooming.
Laundry and dry cleaning.
Personal entertainment expenses, including in-flight movies, headsets, health club facilities,
hotel pay-per-view movies, in-theater movies, social activities and related incidental costs.
Travel accident insurance premiums or purchase of additional travel insurance.
Other expenses not directly related to the business travel.
Visitors in the Workplace…
To provide for the safety and security of employees and the facilities, only authorized visitors
are allowed in the workplace. Restricting unauthorized visitors helps maintain safety
standards, protects against theft, ensures security of equipment, protects confidential
information, safeguards employee well being, and avoids potential distractions and
disturbances.
All visitors should enter NHCAC premises at the main entrance. Authorized visitors will
receive directions or be escorted to the appropriate destination. Employees are responsible for
the conduct and safety of their visitors. Visitors should not be allowed to roam the premises
unescorted.
Bulletin Boards…
To maintain an effective avenue for communicating with our employees, NHCAC maintains
bulletin boards. Bulletin boards are located throughout our facilities in areas that employees
frequently visit in order to ensure that employees have constant access to posted information.
Important announcements and items of interest will be found here, so it is recommended
that you check the one closest to your work area on a regular basis.
Please ask your immediate supervisor where the bulletin board for your department is located.
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NHCAC’s bulletin boards are used to communicate official government information on equal
employment opportunity, wage and hour, health and safety, and other issues. They are also
used to communicate information about NHCAC’s policy and its business and
announcements, including, but not limited to, job postings, safety rules, health items, benefit
programs, and notices announcing special events.
Employees may not post, tape, tack, or affix in any way any form of literature, printed or
written materials, photographs, or notices of any kind on NHCAC’s bulletin boards or their
glass coverings, on the walls, in time clock areas, or anywhere else on NHCAC property.
NHCAC’s bulletin boards may not be used by employees or outside parties for the posting
of commercial notes and advertisements, announcements and witticisms, sales of personal
property, or any other matters, work related or not.
The Human Resources Director must approve any notice placed on the bulletin boards.
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VII. FORMS
Receipt for Employee Handbook
I acknowledge that I have received a copy of the NHCAC Employee Handbook. I agree to read it
thoroughly. I agree that if there is any policy or provision in the manual that I do not understand, I will
seek clarification from my supervisor or the Human Resources Department. I understand that the
NHCAC is an “at will” employer and consistent with applicable Federal and State, employment with
the NHCAC is not for a fixed term or definite period and may be terminated at the will of either party,
with or without cause, and without prior notice. No supervisor or other representative of the NHCAC
has the authority to enter into any agreement for employment for any specified period of time, or to
make any agreement contrary to the above. In addition, I understand that this manual states the
NHCAC’s personnel policies in effect on the date of publication. I understand that nothing contained
in the manual may be construed as creating a promise of future benefits or a binding contract with the
NHCAC for benefits or for any other purpose. I also understand that these policies and procedures are
continually evaluated and may be amended, modified or terminated at any time.
Please sign and date this receipt and return it to the Human Resources Department.
Date: ____________________________________________________
Signature: ________________________________________________
Print Name: _______________________________________________
Department: _______________________________________________
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North Hudson Community Action Corporation
Appendix A
Employee Complaint Form
*Attach additional sheets if necessary to fully answer all questions.
Date:

Name:

Department:

Title:

Supervisor:

Time period covered by this complaint:
(1) Individuals who allegedly committed the acts being complained of:

(2) Describe the nature and dates of the acts allegedly committed by each individual:

(3) Identify all persons with knowledge of the complained-of conduct:

(4) Are there any documents or other evidence that support the occurrences described above?

(5) If you previously complained about this or related acts to a supervisor or other Board employee,
please identify (1) the individual to whom you complained, (2) the date of the complaint, and (3) any
action, if any, taken.
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(6) Have you missed any time from work or incurred any un-reimbursed medical expenses as a result
of the alleged acts?

(7) Are you afraid that someone may retaliate against you because you filed this complaint? If so,
please identify the person(s) and indicate the reasons why you feel the person(s) may retaliate against
you.

(8) What is your requested remedy for this complaint?

ACKNOWLEDGMENT
The information provided above is true and correct to the best of my knowledge.
BY:

DATE:

To investigate your complaint, it will be necessary to interview you, the accused party, and any
witnesses with knowledge of the allegations or defenses. All persons involved in the investigation will
be notified that (1) the complaint is confidential and (2) that any unauthorized disclosures of
information concerning the investigation or retaliation could result in disciplinary action up to, and
including, discharge. I am willing to cooperate fully in the investigation of my complaint and to
provide any and all evidence that is deemed relevant.

BY: ______________________________________

DATE:
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North Hudson Community Action Corporation
Appendix B
CEPA Notice
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North Hudson Community Action Corporation
Appendix C
Right to be Free of Gender Inequity Notice
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