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DISCLAIMER: This Handbook is not an employment contract, and is not intended to create 
contractual obligations of any kind. Accordingly, neither the employee nor the Community 
Foundation is bound to continue the employment relationship if either chooses at his, her, or its will 
to terminate the relationship at any time. Policies described in this Handbook may be revised at any 
time, in the Community Foundation’s sole discretion.  
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Dear {Employee}:  
 
 Welcome to the Community Foundation of Middlesex County.  This Handbook 
describes our policies and programs, and lets you know some of the principles behind them.  
We are proud of our history of good employee relations and we hope you will soon discover 
the spirit of cooperation and of working together toward mutual goals that others have found 
here.  
 
 We are honored to represent the county at large, as well as our donors, and to be 
stewards of their philanthropic wishes. We take a great deal of pride in our professional 
attention to the timeliness of our responses and our attention to detail in all aspects of our 
work. 
 
 This Handbook is only an outline of our policies, and it will be revised from time to 
time as necessary. After consulting the Handbook you may still have questions about a 
particular policy or program; if so, please let me know and I will be happy to provide you 
with the information or explanation you desire.  
 
 We wish you every success here at the Community Foundation of Middlesex County 
and we look forward to working with you.  
 
Welcome!  
 
Very truly yours,  

 
 
 
 

Cynthia Clegg 
President & CEO 
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MISSION STATEMENT 
 
Community Foundation of Middlesex County’s 
mission is to improve the quality of life for the 
people of the County now and in the future by 
developing endowments, making grants that 
have impact, and assisting donors in meeting 

their philanthropic objectives. 
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ARTICLE II: INTRODUCTION TO THIS HANDBOOK 
 
This Handbook is designed to acquaint employees with the Community Foundation of Middlesex 
County and to explain the employment benefits and policies of the Community Foundation. 
Employees should read and understand all provisions contained herein. Employees with 
questions regarding this Handbook or any specific benefits, policies and procedures not 
addressed here should contact the President & CEO. 
 
No policy can anticipate every circumstance or question regarding policy, and from time to time 
it may become necessary to change the policies and procedures described herein. Accordingly, 
the Community Foundation reserves the right to revise, supplement or rescind any policies and 
procedures of this Handbook, as it deems appropriate in its sole discretion. Employees will, of 
course, be notified of such changes within a reasonable period of time, although the Community 
Foundation may implement such changes even if they have not yet been communicated, 
reprinted or substantiated in this Handbook. 
 
This Handbook supersedes all previous written or oral communications regarding employment 
policies or procedures made by any representative of the Community Foundation. In addition, 
any future oral representations or agreements that modify or contradict the terms of this 
Handbook in any way shall be invalid and unenforceable. The only recognized deviations from 
the policies and procedures stated herein are those authorized in writing and signed by an officer 
of the Community Foundation. 
 
This Handbook does not alter or otherwise affect the information contained in the existing 
written summaries or summary plan descriptions for the benefit programs offered by the 
Community Foundation. 
 
This Handbook is not an employment contract and is not intended to create contractual 
obligations of any kind. Accordingly, neither the employee nor the Community Foundation is 
bound to continue the employment relationship if either chooses at his, her or its will, to 
terminate the relationship at any time. Policies in this Handbook may be revised at any time, in 
the Community Foundation’s sole discretion. 
 

ARTICLE III: EMPLOYMENT PRACTICES 
  
It is the policy of the Community Foundation of Middlesex County to hire qualified people to 
perform the necessary tasks to carry out the mission statement and goals of the Community 
Foundation. The Community Foundation of Middlesex County strives to provide equal 
opportunity for all persons when recruiting and hiring, in the administration of working conditions, 
in benefits of employment, compensation, training and advancement, including upgrading and 
promotion, and reassignments and terminations without discrimination as governed by applicable 
laws.  The Community Foundation reserves the right to offer different pay rates and benefit 
packages to employees, provided the basis thereof is without discrimination as governed by 
applicable laws.  
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The objectives of these Guidelines are to:  
 promote sound working conditions at the Community Foundation of Middlesex 

County  
 assure that the Community Foundation’s Board of Directors, President and staff 

members have common expectations of personnel 
 protect the interests of employees and the Community Foundation 
 articulate employment related policies 
 increase employees’ sense of fair and equal treatment 

 
Section 3.1 Employment – At Will 
   
The Community Foundation of Middlesex County reserves the right to revise any and all provisions 
of this Handbook, policies, practices or procedures without notice in order to meet its changing needs.  
Any contract, agreement, statement, or understanding, whether oral or written, affecting or changing 
the terms and conditions of this Handbook are not permitted or enforceable, and are specifically 
disclaimed and prohibited unless reduced to writing and signed by the President, or in the case of the 
President, by the Chairman of the Board of Directors.  
 
Nothing in this Handbook or in any offer of employment by the Community Foundation of Middlesex 
County is intended to create an implied or express contract of employment between an employee and 
the Community Foundation of Middlesex County.  Its contents do not in any way confer on the 
employee any rights that an employee would not have in its absence.  
 
All employees of the Community Foundation of Middlesex County are considered to be "at-will".  
This means that both the Community Foundation of Middlesex County and the employee retain the 
right to terminate the employment relationship at any time and for any reason.  In order to manage 
effectively, the Community Foundation of Middlesex County retains its sole discretion over hiring, 
terminating employment and other personnel and employee relations matters.  
 
Section 3.2 Equal Employment Opportunity  
 
The Community Foundation of Middlesex County follows an equal opportunity policy and employs 
personnel without regard to race, creed, color, ethnicity, national origin, religion, sex, sexual 
orientation, gender expression, age, physical or mental ability, pregnancy, veteran status, military 
obligations, and marital status. 
 
Section 3.3 Sexual Harassment 
 
The Community Foundation of Middlesex County will make a reasonable effort to provide a 
workplace free from sexual harassment.  Sexual harassment is prohibited and will not be tolerated.  
To do so, we need our employees’ help and cooperation. All incidents must be reported. 
 
Sexual harassment is defined as any unwelcome sexual advance or request for sexual favors or any 
conduct of a sexual nature when the submission to such conduct is made either explicitly or implicitly 
a term or a condition of employment; or if submission to or rejection of such conduct by anyone is 
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used as a basis for an employment decision; or if such conduct has the purpose or effect of 
substantially interfering with an employee's work performance or creating an intimidating, hostile or 
offensive working environment.  Sexual harassment applies equally to opposite-sex harassment as 
well as to same-sex harassment.  
  
If an employee believes that he or she has been subjected to sexual harassment, the employee should 
immediately report his or her concerns to their immediate supervisor or the President.  In the event 
that the employee is unable to report their concerns to their immediate supervisor or the President, the 
employee should report his or her concerns to the Chairman of the Board of Directors of the 
Community Foundation of Middlesex County.  An investigation will be conducted in a timely 
manner. Employees need not report concerns to any person believed to have participated in the 
harassment.  The Community Foundation of Middlesex County will protect the confidential nature of 
the inquiry to the extent possible, and will also take the necessary measures to ensure that the 
employee is not retaliated against in any way for having reported his or her concerns. 
 
The Community Foundation has the right to track and monitor the conduct of its employees in order 
that the Community Foundation can exercise reasonable care to prevent sexual harassment by any 
employee.  
  
Any employee found to have sexually harassed any other employee of the Community Foundation of 
Middlesex County, Board Member or visitor will be disciplined, up to and including termination.  
 
Any incident of sexual harassment should be immediately documented, including the date, time and 
place of each alleged harassment incident. 
 
The Community Foundation will not tolerate any retaliatory action by any manager, supervisor, or 
employee against any employee with a good faith claim of harassment, or against any corroborating 
witness. Persons found to have engaged in retaliating conduct will themselves be subject to 
disciplinary action, including immediate termination. 
 
Section 3.4 Employment Eligibility Verification (Immigration) 
 
All new hires will be asked to complete an Employment Eligibility Form I-9, attesting to their 
eligibility for employment under the rules set forth by the U.S. Department of Justice, Immigration 
and Naturalization Service.  
 
Section 3.5 Confidentiality and Conflict of Interest 
 
The unauthorized disclosure of confidential information by an employee can subject the Community 
Foundation of Middlesex County to legal liability.  All financial records, employee records, financial 
and operating data of the Community Foundation of Middlesex County and any other information of 
a private or sensitive nature are considered confidential.  Under no circumstances shall such 
documents or information be used for an employee’s own purposes or shown to friends, family 
members or any third party, either during or after his or her employment.  Discussions of confidential 
information must take place in private settings away from members of the public.  An employee must 
not discuss or reveal confidential information to other employees except when reasonably required in 
connection with the performance of his or her duties or when required by court of law. 
 
No employee shall take outside employment or activity which could be construed as a conflict of 
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interest with the goals and objectives of the Community Foundation of Middlesex County. 
 
Section 3.6 Personnel Files/Privacy 
 
The Community Foundation maintains a personnel file for each employee, which may include 
information regarding employment history, attendance, compensation, promotion, transfer, 
discipline, and termination. These files are the property of the Community Foundation, and access to 
the files is restricted to the President & CEO and managers who have a legitimate reason to review 
the information in a particular file.  
 
Under Connecticut law, employees have the right to examine their personnel files. An employee may 
submit a written request to the President & CEO to review their personnel file.  Upon receipt, an 
appointment will be arranged so the employee may review their file at a mutually convenient time.  
 
Employees who have reason to believe that their personnel file contains information which is not 
accurate or complete should bring it to the attention of the President & CEO immediately for possibly 
correction or removal. If an employee and the President & CEO cannot agree as to the removal or 
correction of the information, the employee will have the opportunity, within a reasonable time, to 
submit a written statement explaining his or her position, which will then become part of the personnel 
file.  
 
Employees must promptly notify the Community Foundation of any changes in their personnel data, 
such as mailing addresses, telephone numbers, number and names of dependents, individuals to be 
contacted in the event of an emergency, and other such information. 
 
The Community Foundation will respond in writing only to those reference inquiries that are 
submitted in writing. Unless an employee has given the Community Foundation a written release and 
authorization form (satisfactory to the Community Foundation) with respect to release of additional 
information, the Community Foundation’s responses to inquiries will confirm only dates of 
employment, wage rates and position(s) held. 
 
The Community Foundation relies upon the accuracy of information contained in the employment 
application, as well as the accuracy of other data presented throughout the hiring process and 
employment. Misrepresentations, falsifications, or material omissions of any information may result 
in the exclusion of the individual from further consideration for employment or, if the individual has 
already been hired, termination of employment. 
 
Section 3.7 Americans with Disabilities Act 
 
The Americans with Disabilities Act, 42 U.S.C. § 12102 et. seq., prohibits discrimination against the 
disabled in employment policies for employers with fifteen or more employees.  The Connecticut Fair 
Employment Practices Act prohibits discrimination on the basis of disability and applies to employers 
with 3 or more employees.  A disability, with respect to an individual, is defined as any physical or 
mental impairment that substantially limits one or more of the major life activities of an individual, a 
record of such impairment or being regarded as having such an impairment.  Disability has been 
determined to include communicable diseases such as HIV, AIDS and tuberculosis. 
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The Community Foundation of Middlesex County is committed to providing equal opportunity in 
employment to qualified individuals with disabilities.  Disabled employees shall be treated, at all 
times when it is possible to do so, the same as other employees.  Disabled employees are allowed to 
continue working so long as they meet acceptable standards of performance and medical evidence 
indicates that their condition is not a threat to themselves or to others.  If necessary, disabled 
employees will be assisted and reasonable accommodations consistent with the business needs of the 
company will be made so that the disabled employee can perform the essential functions of his or her 
job in a safe and efficient manner.  Reasonable accommodations will be made to employees with a 
known disability as long as the accommodation does not cause undue hardship to the Community 
Foundation.  Any information regarding an employee's health or medical condition must remain 
confidential. 
 
Section 3.8 HIPAA Privacy Policy 
 
The Community Foundation currently sponsors a health insurance plan for full time employees.. 
Though the Community Foundation does not require or maintain information considered protected 
health information (PHI), from time to time such information may be received by the Community 
Foundation as it relates to an employee’s ability to perform full or restricted duties as set forth in his 
or her position description. PHI may include information about an employee’s medical condition, 
claims experience, genetic information, and evidence of insurability and disability. The Community 
Foundation reports changes in eligibility for new hires as well as the cancellation of coverage for 
employees who resign from the Community Foundation. The Community Foundation receives very 
little or no employee health information from private insurers. The Community Foundation will 
comply with all applicable HIPAA requirements. 
 
To the extent that the Community Foundation does obtain protected health information, it will 
maintain this information in confidence, and will not disclose this information, or use it for any 
employment-related actions and decisions. 
 
PHI does not include health information received by the Community Foundation received in 
administering workers’ compensation or the Community Foundation’s disability, leave, or other 
policies. However, existing state and federal laws require the Community Foundation to keep all of 
such information confidential, and the Community Foundation complies with these obligations. 
 
The Community Foundation will discipline (up to and including discharge) Community Foundation 
personnel who improperly access, use, or disclose protected health information or other confidential 
medical information. 
 
The Community Foundation will not take any retaliatory action against any person for filing a 
complaint, assisting in an investigation, or otherwise opposing any act under the HIPAA privacy 
regulations. 
 
When protected health information must be used by or disclosed to the Community Foundation, 
only the minimum necessary information will be disclosed or used. 
 



Revised and Approved by the Board of Directors, December 10, 2019   Page 12 
 

When the Community Foundation needs to communicate with an employee’s health care provider 
in order to administer workers’ compensation claims, or the Community Foundation’s disability, 
leave, or other policies, the employee will need to provide a written authorization to his or her health 
care provider in order for the provider to disclose medical information to the Community 
Foundation. All such information obtained by the Community Foundation will be kept confidential.  
 
The Community Foundation’s HIPAA Privacy Official is the President & CEO. 
 

ARTICLE IV: CODE OF CONDUCT 
 
The Community Foundation of Middlesex County represents our donors and the county at large, 
Therefore, the Code of Conduct has been established to ensure that all employees carry out their 
role and job functions in a manner that supports the achievement of the Community Foundation of 
Middlesex County’s vision, mission and values. 
 

CODE OF CONDUCT IMPLEMENTATION 
Employees are to: 
 act with integrity and honesty and in accordance with any professional standards 

and/or governing laws and regulations pertaining to their job responsibilities; 
 adhere to Community Foundation of Middlesex County values, treat others with 

respect and promote the mission and objectives of the Community Foundation of 
Middlesex County in all dealings with volunteers, donors, grant applicants and 
recipients, and the public when conducting business on behalf of the Foundation; 

 comply with Community Foundation of Middlesex County policies and 
procedures; 

 take responsibility for their actions, including taking constructive action to 
effectively resolve problems; 

 maintain the confidentiality of all Community Foundation of Middlesex County 
information, including, but not limited to:  business documents and printouts; 
employee, volunteer, donor and grant recipient information; and financial 
information; 

 
It is the responsibility of each employee to identify and avoid any situation of conflict of interest.  
Conflicts of Interest occur when a person participates in a decision about a matter which may benefit, 
or be seen to benefit, that person or members of his/her immediate family, financially or otherwise, 
or which conflicts with the mission and objectives of the Community Foundation. 
 
Rules and regulations are the backbone of any successful operation and it is the duty of each employee 
to follow the Community Foundation of Middlesex County rules of conduct and the  
 
directives of the President & CEO.  Each employee is expected to behave in an orderly and courteous 
manner at all times.  
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Each employee is expected and presumed to know the standards of conduct required in its particular 
job and responsibility.  If an employee has any questions, he or she should contact the President. 
 
Section 4.1 Dress Code 
 
A neat and professional appearance inspires confidence from visitors.  While individual preferences 
are appreciated, extremes in attire, grooming, hairstyles, personal hygiene and accessories must be 
avoided.  Employees are encouraged to dress appropriately for the specific job description with dress 
standards conforming to those in other professional offices. 
 
Section 4.2 No Smoking 
 
The Community Foundation of Middlesex County observes a policy of no smoking.  This applies to 
all employees while inside the office or attending Community Foundation of Middlesex County 
events.  
 
Section 4.3 Alcoholic Beverages 
 
Alcoholic beverages are not permitted in any office of the Community Foundation of Middlesex 
County, except at special events as approved by the President.  An employee found bringing alcoholic 
beverages onto the premises, drinking on the job or showing physical or behavioral signs of being 
affected by the consumption of alcohol will not be allowed to work and may be subject to disciplinary 
action, up to and including immediate termination. Such violations may also have legal consequences. 
 
Section 4.4 Use of Drugs 
 
Employees selling, using or possessing illegal substances or misusing or selling any legal drugs will 
be subject to disciplinary action, up to and including immediate termination.  Such violations may 
also have legal consequences. Furthermore, an employee may be disciplined or terminated if he or 
she reports to work under the influence of an illegal substance or if he or she uses drugs outside the 
workplace. 
 
The Community Foundation may require an employee to submit to a mandatory drug test (as 
permitted by and in accordance with Connecticut laws). 
 
An employee with questions regarding policies of alcohol or drug use or issues related to alcohol or 
drug use in the work place may raise his or her concerns with the President & CEO without fear of 
reprisal. 
 

ARTICLE V: EMPLOYMENT 
 
Section 5.1 Hiring and Personnel Practices 
 
The Board will hire the President & CEO. 
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The President & CEO will interview and, with consent of the Board, hire any other employee. 
 
The President & CEO will interview and hire all consultants and contractors.  
 
Section 5.2 Applications 
 
All persons applying for employment must submit a resume and will participate in an interview 
process as appropriate for the position. 
 
Section 5.3 Offer Letter 
 
Each candidate for employment will receive an official offer letter, which will include the title of the 
position, the rate of pay, the effective date of employment, benefits, reference to Article 3.1 above 
and any other matters agreed to in the employment negotiations. Any arrangements for vacation time, 
personal days, or holidays covered in the Offer Letter will supersede the policy presented in the 
Community Foundation of Middlesex County Personnel Handbook. 
 
Upon acceptance of employment, the employee will be given a Job Description, which will include 
his or her working classification, as defined by the Fair Labor Standards Act, i.e. exempt 
(professional) or non-exempt (support). The employee will also be given a copy of the Community 
Foundation of Middlesex County Personnel Handbook.  
 

Definitions: 
5. 2a. Exempt: Employees who are not subject to the overtime provision of the Wage and 

Hour Law. They have qualified for exemption under the law as executive, 
managerial, administrative or professional employees. 

5. 2b. Non-exempt: Employees who are compensated hourly or are eligible for overtime 
as provided in the wage and hour law. 

5. 2c. New Employee: A newly hired person who has not yet completed one hundred 
twenty days of employment. 

5. 2d. Temporary: An employee who is hired for a specific period of time on an 
unscheduled, subject to call basis. The conditions and actual length of such 
employment will be clearly stated in writing, understood by all parties concerned, 
and documented in the employee record. 

 
 
Classifications: 

5.2e Regular Full-time: Scheduled to work 40 or more hours per week and maintains a 
regular employment schedule as defined by the employer. 

5.2f Regular Part-time: Scheduled to work at least 25 hours per week and maintains a 
regular employment schedule as defined by the employer. Regular, part-time 
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employees may be eligible for some benefits and paid time off which may be 
prorated based on average hours worked per week. 

5.2g Casual Part-time: Scheduled to work less than an average of 25 hours per week 
and maintains a regular employment schedule as defined by the employer. Casual, 
part-time employees are not eligible for benefits or paid time off. 

 
Section 5.4 Job Titles and Descriptions 
 
A written description of the duties and responsibilities of the position will be provided by the 
Community Foundation of Middlesex County for each job title. The job description shall be used to 
establish an understanding of what is expected by both employee and supervisor. Each employee is 
expected to sign a copy of the position description as acknowledgement of receipt and understanding. 
This copy will be maintained in the employee’s personnel file. 
 
Section 5.5 Orientation 
 
All new employees will be given information about the history and mission of the Community 
Foundation of Middlesex County. During the orientation period the President & CEO or immediate 
supervisor will review the Personnel Handbook, Job Description and benefits provided to employees 
as appropriate.  
 
Section 5.6 Introductory Employment Period  
 
All employees hired by the Community Foundation of Middlesex County must successfully complete 
a one hundred eighty (180) day (six (6) month) probationary employment period. During this period, 
new employees are expected to become proficient in their job and develop sound working 
relationships with their coworkers and supervisors. 
 
Section 5.7 Personnel Records  
 
Employee records are established and maintained by the President & CEO.  They are confidential and 
will be made available to the employee for review under supervision of the President & CEO.  It will 
be the responsibility of the employee to notify the Community Foundation of any changes in personal 
status, such as change of address, telephone number, or payroll status as soon as possible. 
(See also Section 3.6, page 10) 

 
 

ARTICLE VI: COMPENSATION AND PAYROLL PRACTICES 
 
Section 6.1 Salary Administration 
 
Salaries and wages will be established for all positions. Job classifications and salaries are subject 
to review and amended as needed. 
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Section 6.2 Working Hours 
 
Standard Hours:  The Community Foundation of Middlesex County operates on a 40-hour 
workweek.  Public hours are from 8:30 a.m. – 5:00 p.m. Monday through Friday, with a thirty 
(30) minute lunch break as established by the President & CEO. For persons not working a 
standard work-week, hours and lunch breaks will be determined by the President & CEO. 
Flexibility may be available in start and end times. 
Due to the nature of the business, employees may be required to work occasional evenings and 
weekends. Starting times and length of workday can vary depending on job title, scheduling of events 
or appointments, meetings or situations that may arise during the workday. 
 
Employees are expected to schedule personal obligations for nonworking hours to the extent possible. 
In the event that scheduling a personal appointment during working hours is unavoidable, an 
employee may schedule a personal day for the appointment (with appropriate notice). 
 
Section 6.3 Time Sheets 
 
Non-exempt employees will be given timesheets or other methods to record the hours that they 
have worked. These sheets must be submitted to the President & CEO or designee every other 
Friday. The employee is responsible for ensuring that the time shown on the sheet is accurate. 
 
Falsification of timesheets may result in the immediate termination of the employee. 
 
Section 6.4 Overtime 
 
The President & CEO must approve overtime. Both State and Federal Law prohibit voluntary 
overtime. An employee who works unauthorized overtime may be subject to discipline. 
 
There will be occasions when an employee will be required to work overtime to meet the needs of the 
organization.  For this reason, overtime work, when assigned by the President & CEO is mandatory.  
Although it may not be possible in all circumstances, the Community Foundation of Middlesex 
County will make every effort to notify him or her in advance of overtime work.  
 
For purposes of calculating overtime pay, holidays, vacation days and jury duty are not considered 
time worked.     
 
A non-exempt employee may work beyond the normal work day or work week only with 
authorization of the President & CEO. 
 
Section 6.5 Exempt Employees 
 
Employees whose positions qualify for exemption from over-time requirements under applicable 
federal and state laws and regulations will not be paid over-time. 
 
Exempt employees are paid on a salaried basis, generally with no deductions in any pay period 
regardless of the number of days or hours worked, with the following exceptions: 
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1. An employee need not be paid for any workweek in which the employee performs 
no work. 

2. During the first and last weeks of employment, the employee may be paid a 
proportionate part of the employee’s salary for the time actually worked. 

3. Deductions may be made for one or more full days of the employee’s absence for 
personal reasons other than sickness or accident. 

4. Deductions may be made for one or more full days of sickness or disability after the 
employee has exhausted the Community Foundation’s personal days and other paid 
sick leave benefits. 

5. Deductions may be made for one or more full days of an employee’s absence 
resulting from a disciplinary suspension for violating a safety rule of major 
significance (rules relating to the prevention of serious danger to the employer’s 
premises or other employees). 

6. Deductions may be made for an employee’s absence (including partial-day 
absences) when the employee has utilized all accrued personal time as set forth in 
this Handbook or for vacations and personal time scheduled prior to an employee’s 
hiring and the employee has not accrued personal time as set forth in this handbook.  

7. Deductions may be made for most absences (including partial-day absences) 
resulting from leave taken pursuant to the Family and Medical Leave Acts. 

 
No deduction in a pay period may be made for (1) any absence that is attributable to lack of work 
occasioned by the operating requirements of the employer; (2) any absence that is attributable to 
jury duty, attendance at a judicial proceeding in the capacity of a witness, or temporary military 
leave (however, the employer may offset payments an employee receives for any of the service 
described in this subsection against the employee’s regular salary during the week of absence); (3) 
any absence of less than one full day for work, unless the absence is taken pursuant to the Federal 
Family and Medical Leave Act or the Connecticut Family and Medical Leave Act, or the employee 
is entitled to payment for the absence under the employer’s paid time off plan or policy; (4) any 
absence of less than one week which results from a disciplinary suspension for violating ordinary 
rules of employee conduct. 
 
Any exempt employee who believes than an improper deduction has been made from his or her pay 
should bring the matter to the attention of the President & CEO as soon as the employee becomes 
aware of the problem. The President & CEO will consider the circumstances of the deduction, and if 
an improper deduction was made, the employee will be reimbursed properly. 
 
Section 6.6 Disbursement of Wages 
 
The work week runs from Monday through Friday. Payroll is disbursed every other Friday after 12:00 
p.m. Pay is electronically deposited to an employee’s bank account. 
 
Section 6.7 Business Expenses 
 
Employees who spend their own money for approved business expenses will be reimbursed in a 
timely manner. Employees are expected to submit a completed Expense Report with the receipts 
attached to the President & CEO, and the President & CEO to the Chairman of the Board of 
Directors or to another authorized signer. 
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Employees using their own automobile to conduct Community Foundation of Middlesex County 
business, other than commuting from home to office, will be reimbursed for mileage other than 
regular commuting miles at the rate allowed by the IRS. On an annual basis, all employees using 
their personal automobile to conduct Community Foundation of Middlesex County business must 
provide proof of insurance.  
 
When the Community Foundation of Middlesex County will benefit from employees belonging to 
organizations, membership fees will be reimbursed. The President & CEO must approve membership 
reimbursement. In the case of the President & CEO, the approval of the Chairman of the Board of 
Directors is required.  
 

 
ARTICLE VII: ATTENDANCE 

 
Section 7.1     Attendance/Tardiness  
 
Employees are required to work their normally scheduled hours, and to be present every day of work 
at the correct time.  
 
If an employee is unable to report to work or if he or she will be delayed, the immediate supervisor 
should be contacted as soon as possible but no later than one hour prior to the start of their regularly 
scheduled starting time, or in an emergency situation, as soon as is practical.  If an employee is unable 
to call personally, a relative or friend should call for the employee.  If an employee does not report to 
work and fails to notify their supervisor of the reason for such absence, the employee may be 
considered to have voluntarily terminated employment.  If an employee is absent for three or more 
consecutive work days her or she may be required to submit a certificate from their physician when 
he or she returns to work.  
 
Employee attendance records will be reviewed regularly in order to evaluate the frequency of absence 
and lateness.  
 
Section 7.2 Absenteeism  
 
The following are excused: 

7. 2a.  Absence due to illness or injury of employee, employee’s dependent or spouse  
          or significant other. 
7. 2b. Absence approved by the President & CEO in advance 
7. 2c.  Absence due to a death in the immediate family 
7. 2d. Tardiness due to extreme weather conditions 
7. 2e. Absence or late arrival due to bona fide personal emergency, confirmed by the 

President & CEO 
7. 2f.  Absence due to a work related injury. (See also Section 11.1, page 23) 
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Section 7.3 Inclement Weather 
 
If the office is open, employees should make every effort to get to work in inclement weather.  If the 
office is open and an exempt employee chooses not to report to work, that employee may have 
deductions made from his/her salary.  If, however, that employee performs any work during the day 
(whether onsite or remotely), that employee will be paid for the full day.  Non-exempt employees 
will only be paid for hours worked. 
 
The President & CEO may close the office for reasons of safety.  Should the President & CEO 
dismiss employees from work, exempt employees will be paid for the entire workday.  Non-exempt 
employees will be paid for hours worked.  
 
 

ARTICLE VIII: PAID LEAVE TIME 
 
Section 8.1 Paid Leave 
 
Paid leave is to provide employees with time off for such things as vacations, holidays, sickness, 
disability leave and other circumstances that may prevent an employee from coming to work. 
 
Employees are generally expected to take an annual, uninterrupted one week vacation. This is 
important for the well-being of the employee and helps prevent burnout and resulting inefficiencies. 
 
Section 8.2 Paid Vacation Time   
 
All employees working more than 25 hours or more per week accrue paid vacation at the rate of .8333 
days per month to equal 10 days per year. 
 
In the calendar year following the employee’s fifth anniversary of employment, employees will 
accrue paid vacation at the rate of 1.25 days per month to equal 15 days per year.  
 
In the calendar year following the employee’s 10th anniversary of employment, employees will 
accrue vacation at the rate of 1.66 days per month to equal 20 days per year. 
 
Approved time off in excess of accrued vacation days will be on an unpaid basis only. 
 
Section 8.3 Scheduling Vacation Time 
 
Reasonable efforts will be made to accommodate preferred vacation dates. However, because of 
business conditions vacations may not be granted during peak work periods.  Due to the nature 
of the organization’s operations, vacations in excess of 10 consecutive days may be granted only 
with prior discussion with and approval by the President & CEO.   Therefore, in planning 
vacations employees must request and obtain approval of vacation days from the President & 
CEO.  Requests for vacation should be submitted in writing to the President & CEO at least three 
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months prior to the requested vacation. 
 
Unused vacation time, in excess of half of accrued vacation, during any given year may be 
carried over and used within the first six (6) months of the following year with prior approval of 
the President & CEO. 
 
Section 8.4 Vacation Pay 
 
Vacation pay will not be issued in advance. 
 
Annually unused vacation time for a calendar year carried forward but not used within six (6) 
months will not be paid out to an employee.  (Note Sections 8.3 and 14.3) 
 
Section 8.5 Holidays 
 
The Community Foundation of Middlesex County observes the following holidays: 

New Year’s Day    Labor Day 
Martin Luther King, Jr. Day  Columbus Day 
President’s Day    Thanksgiving Day &  
Good Friday (or float day)   Day after Thanksgiving 
Memorial Day    Christmas Day 
Independence Day  

 
Section 8.6 Personal Days 
 
Personal days will provide regular full time and all employees working more than 25 hours or more 
per week with time off for illness or other personal reasons that prevent an employee from coming to 
work.   
 
Employees will accrue .333 personal days per month of employment to a maximum of five (5) days 
per year.  
 
Although no prior notice is required, as much notice as possible should be given. Personal days may 
not be carried forward. 
 
If employment is terminated, employees will not be reimbursed for any personal leave days. 
Absences in excess of personal leave days will be on an unpaid basis only. 
 
Section 8.7 Rights of Pregnant Employees and New Mothers 
 
The Community Foundation will not discriminate against any employee on the basis of her 
pregnancy.  
 
An employee who is disabled because of pregnancy will be entitled to the same disability benefits 
that are available to an employee with any other short-term disability. 
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An employee will be entitled to a reasonable unpaid leave of absence for disability resulting from 
pregnancy. A pregnant employee’s disability will be presumed without the requirement of a 
doctor’s certification for a period of eight weeks after deliver. A pregnancy-related disability 
extending beyond eight weeks after delivery must be certified by the employee’s doctor. 
 
An employee may credit any allotted personal days and vacation days against her unpaid leave time 
for pregnancy-related disability. 
 
An employee may express breast milk or breastfeed at the workplace during meal and break periods 
(and express breast milk at other times, as necessary), and the Community Foundation will not 
discriminate or take adverse employment action against any employee who chooses to do so. The 
Community Foundation will make reasonable efforts to provide a room or other location close to an 
employee’s work area where an employee can express milk in private. 
 
Section 8.8 Bereavement Leave 
 
In case of death in the immediate family, an employee shall be granted a paid leave of absence of up 
to five (5) working days (pro-rated for part-time employees). For the purpose of this policy, immediate 
family includes spouse or significant other, children, parents, siblings, grandparents, mother and 
father-in-law, or other close family normally residing at the employee’s home. 
 
Section 8.9 Jury Duty 
 
The Community Foundation of Middlesex County agrees to pay wages to an employee obliged to 
serve on a jury, less any amount paid for that duty, not including transportation. 
 
Employees called for jury duty must show the jury duty summons to the President & CEO as soon 
as possible so that the President & CEO may make arrangements to accommodate their absence. 
Employees are expected to report for work whenever the court schedule permits. 
 
Section 8.10 Reserve Duty and Selective Service 
 
Leaves of absence as necessary will be granted to any employee called upon to perform duty with the 
Military Reserve or National Guard contingents. The Community Foundation of Middlesex County 
will pay the difference between military and regular pay for a maximum of 10 working days. 
 
The Community Foundation of Middlesex County will abide by the Selective Service Act and its 
judicial interpretations with respect to leaves of absence due to military service. 
 
Employees must provide the Community Foundation with notice of service as far in advance as 
possible. 
 
Section 8.11  Family Violence Leave 
 
An employee who is a victim of family violence is entitled to use paid leave and up to twelve days 
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of unpaid leave during any calendar year when reasonably necessary to (1) seek medical care or 
psychological or other counseling for physical or psychological injury or disability for the victim, 
(2) obtain services from a victim services organization on behalf of the victim, (3) relocate due to 
such family violence, or (4) participate in any civil or criminal proceeding related to or resulting 
from such family violence. 
 
If an employee’s need for leave is foreseeable, the employee must provide seven (7) days advance 
notice of his or her intention to take a leave (or as much notice is as practicable). 
 
If an employee’s need for leave is not foreseeable, the employee must provide notice of his or her 
intention to take a leave as soon as practicable. 
 
Section 8.12 Other Leave 
 
The President & CEO, with Personnel Committee approval, may grant leave with or without pay to 
an employee for reasons not covered by other types of leave. Such requests must be discussed with 
the President & CEO as soon as the need is known, but at least thirty (30) days in advance, when 
possible.  
 
When an extension of an approved leave is required, the extension request must be discussed with the 
President & CEO and approved prior to the expiration of the original leave period. (Otherwise, failure 
to return from authorized leave on an employee’s scheduled return date will be considered voluntary 
termination.) In certain limited circumstances of need (for example, to accommodate a disability when 
the leave or additional leave will enable the employee to return to work), the Community Foundation 
may be able to make accommodations, subject to its business needs. 
 
The availability of such a leave, and reinstatement rights if such a leave is granted, are not guaranteed, 
but must be subject to the Community Foundation’s business needs. 
 
It should be understood that such additional employee leaves of absence will be granted only in rare 
circumstances of true need, and will be as limited in duration as possible. Except in cases where a 
longer period of time is required by law, employment will be terminated if an employee on such an 
additional leave is not able to return to work within sixty (60) calendar days after the commencement 
of the additional leave period. 
 
None of the leaves of absences described in this Article are cumulative from year to year and are not 
considered as earned leave. 
 
 
ARTICLE IX: HEALTH CARE BENEFITS AND RETIREMENT PLANS 

 
Section 9.1 Health Care Benefits Eligibility 
 
The Community Foundation of Middlesex County may contribute to employees’ health care 
premiums on a basis to be determined annually by the Board of Directors and as specified in the 
employee’s offer letter or in a separate document signed by the President & CEO or Chairman of 
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the Board 
 
 
Section 9.2 Retirement Plan 
 
The Community Foundation of Middlesex County offers all qualified employees the option to 
participate in its 403(b) Retirement Plan. The decision to participate is at the discretion of each 
individual employee. At this time, the Community Foundation does not provide contributions to 
individual 403(b) plans. 
 
The Community Foundation reserves the right to amend the terms of the plans offered to 
employees, or to eliminate any of such plans, subject to compliance with applicable laws. 
 
 

ARTICLE X: STAFF DEVELOPMENT 
 
Section 10.1 Staff Development and Training 
 
Employees are encouraged to participate in training courses, seminars, conferences and 
workshops pertinent to the business with prior approval of the President & CEO. 
 
 

ARTICLE XI: INJURY 
 
Section 11.1 Worker’s Compensation 
 
All employees are covered by Worker’s Compensation.  
 
All work-related accidents must be reported immediately to the President & CEO. No matter how 
minor an on-the-job injury may appear, it is important that it be reported immediately. The 
President & CEO will complete a First Report of Injury and submit it to the company’s insurer. 
Appropriate medical treatment will be arranged for the employee. 
 
Should the employee require short- or long-term, on-going medical treatments, the Community 
Foundation requires timely and consistent updates from the physician regarding recuperation 
progress, any work restrictions, and other pertinent information. 
 
Neither the employer nor the insurance carrier will be liable for the payment of workers’ 
compensation benefits for injuries that occur during an employee’s voluntary participation in any 
off-duty recreational, social or athletic activity arranged by the employer. 
 
The Community Foundation maintains a return-to-work program for injured employees, where 
possible. It is the policy of the Community Foundation to support the practice of bringing injured 
employees back to work, as soon as they are medically able, to their original position within the 
Community Foundation. The Community Foundation will review the position description and 
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tasks allocations and assignments matrix to ensure the duties are compatible with any physical 
restrictions the employee may have. Current positions may be modified to fit an injured 
employee’s medical restrictions by modifying workstations, altering specific tasks or reducing 
hours.  
 
Workers’ compensation fraud is a punishable crime. The Community Foundation and its insurer 
have a “zero tolerance” policy for fraud. Offenders will be prosecuted. If an employee thinks he 
or she sees fraud happening, a supervisor or manager should be notified right away. The tip will 
be investigated and kept strictly confidential. 
 
 

ARTICLE XII: PERFORMANCE REVIEW 
 
Section 12.1 Employee Review 
 
Each employee will be reviewed annually. Changes in status shall be documented in a letter, a 
copy of which is kept in the employee’s personnel file. Salary increases are based on merit and 
performance. 
 
Employees will be reviewed by the President & CEO or the President & CEO’s designee. 
 
An employee who appears to have a performance problem may receive more frequent evaluations, 
at the discretion of the President & CEO. 
 
Poor evaluations may result in disciplinary action, up to and including dismissal. 
 

Section 12.2 President & CEO’s Review 
 
The President & CEO will be reviewed on an annual basis by the Personnel Committee Chair and 
the Board Chair. A summary of the review will be provided to the Personnel Committee and then 
to the Board of Directors. 
 
 

ARTICLE XIII: CONSTRUCTIVE ACTION PROCESS 
 
Section 13.1 Personnel Consultation 
 
  Employees who fail to perform their job, perform poorly, or fail to follow CFMC Procedures, 
or violate work rules will be required to participate in a Personnel Consultation whenever the 
President & CEO deems the same necessary.  The goal of the Personnel Consultation is to 
reiterate expectations and improve performance.  Personnel Consultations will be documented in 
the Employee Personnel Record. 
 
Section 13.2 Written Warnings 
 
Written warnings will be issued should an employee fail to perform, perform poorly, violate 
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Community Foundation of Middlesex County Policy and Procedures or violate work rules 
subsequent to the Personnel Consultation. 
 
There are circumstances when an employee will be issued a written warning prior to receiving a 
Personnel Consultation. 
 
Section 13.3 Dismissal 
 
 An employee who has received two written warnings will be placed on Final Probation and a third 
offense will result in termination. 
 
Employees who violate Connecticut or Federal Statutes, consume alcohol or drugs while at work 
will be terminated immediately and without any written consultations or warnings. 
 
Notwithstanding any other provision of this Section II or this policy, and without in any way 
changing the at-will employment status of any employee, acts or omissions of an employee, if 
deemed sufficiently egregious by the President & CEO, may result in immediate dismissal without 
prior consultation or warning. 
 
 

ARTICLE XIV: SEPARATION FROM EMPLOYMENT 
 
Section 14.1 Notice 
 
Notice of resignation of employment shall be given in writing to the President & CEO, stating the 
reason or reasons, at least two (2) weeks prior to such leaving.  
Notice of resignation of Non-exempt staff shall be given to the President & CEO at least (2) weeks 
prior to such leaving. 
 
Section 14.2 Exit Interview 
 
The President & CEO and/or a member of the Personnel Committee may conduct an exit interview. 
The circumstances of the employee’s termination shall be determined and documented for the 
personnel file. At that time, all employees’ accounts will be cleared, and all assigned keys and 
property of the Community Foundation of Middlesex County shall be returned. 
 
Section 14.3 Earned Vacation Pay 
 
Upon termination of employment, an employee will be paid for accrued unused vacation time. 
 
 

ARTICLE XV: GENERAL WORKPLACE POLICIES 
 

Employee Relations Philosophy 
 
The President & CEO is always available to discuss any problems or questions that arise in an 
employee’s work. Employees are encouraged to contact the President & CEO regarding any 
workplace problem or issue or a suggestion for improving the day to day working environment. 
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The Community Foundation is a workplace where communications are open, and problems can be 
discussed and resolved in a mutually respectful atmosphere. The Community Foundation believes 
in being fair to all employees, and where possible, to consider an employee’s individual 
circumstances in making decisions on matters affecting employees. 
 
The Community Foundation wishes to address employee concerns and grievances early, before 
minor issues become major ones, and motivated and productive employees are valuable to the 
Community Foundation’s business. Through direct communication, difficulties can be resolved, 
and a mutually satisfied relationship is maintained. Please keep in mind that the Community 
Foundation’s business can only be accomplished with the assistance and cooperation of all 
employees, and therefore employees are asked to treat one another with courtesy and respect. 
 
Section 15.1 Telephone Calls and Cell Phone Use 
 
Telephones form a vital link with our donors, grantees, and the community. Therefore, use of the 
telephone for non-work related matters is discouraged. Except for emergencies or essential calls, 
Community Foundation phones should not be used for personal calls. If a personal call is 
necessary, it should be kept to a minimum in duration. Employees are expected to conduct any 
personal long-distance phone calls through their personal cell phone. 
 
The use of personal cell phones in the workplace is distracting to co-workers. For this reason, and 
because the time spent using personal cell phones detracts from working time, personal cell phone 
use during the working hours should be kept to a minimum during work periods. 
 
Section 15.2 Computer, Email and Internet Use 
 
The Community Foundation of Middlesex County’s Internet and E-mail are important 
communication and information gathering tools.  Accordingly, use of these systems is encouraged 
by employees to improve the quality of work and productivity.  Like other tools, however, the 
potential for inappropriate and/or illegal use exists.  In order to reduce this potential as much as 
possible, it is the purpose of this document to state the general policies that govern the use of these 
Systems at the Community Foundation of Middlesex County. 
 
Violations of this policy may result in disciplinary action, up to and including termination of 
employment. 
 
When using the Community Foundation of Middlesex County’s Systems, an employee is a 
representative of the Community Foundation of Middlesex County and, in that connection; such 
systems should only be used for the Community Foundation of Middlesex County’s purposes.  
Prohibited uses include, but are not limited to: 
 

1. Any activity that is contrary to State or Federal law, including distributing or obtaining 
copyrighted software or information without proper authorization from the copyright 
holder. 
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2. Any activity that could damage the Community Foundation of Middlesex County’s 
reputation or potentially put an employee and the Community Foundation of 
Middlesex County at risk for legal proceedings by any party.  For example, libelous 
or harassing communications or unfair competitive practices are strictly prohibited. 

 
3. Any communication utilizing the Systems which could reasonably be considered as 

offensive or disruptive will not be tolerated.  Offensive content may include, but is not 
limited to sexual comment or images, racial slurs, or any comments that would offend 
someone on the basis of his or her age, gender, sexual orientation, religious or political 
beliefs, national origin or disability. 

 
4. The Internet poses security risks for the Community Foundation of Middlesex 

County’s network.  Employees must be aware that information and programs 
downloaded from the Internet may contain hidden codes (viruses) capable of 
destroying data or making the entire network unusable. Accordingly, employees 
should verify such programs acquired through the Internet with staff responsible for 
Information Technology prior to downloading. 

 
The use of any personal wireless device must be approved by management. Occasional non-
business use of these systems is unavoidable, such use should be limited, should only occur during 
non-working time, and may not adversely affect Community Foundation productivity, workplace 
standards, professional ethics, or morale. Accessing, sending, receiving, or storing information 
(including accessing web sites or downloading from the internet) that is discriminatory, harassing, 
pornographic or otherwise offensive is strictly prohibited. 
 
The Community Foundation owns all items of electronic and telephone communications located 
on its premises and equipment. Employees’ activities in these media, including voice mail, text, 
and e-mail messages, may be retrieved and monitored. 
 
In addition, electronic mail should be treated by employees in the same manner as business letters 
or internal memos, with the same care in composing and the same respect for confidentiality of 
employer information. 
 
 
Section 15.3 Proprietary Documents and Information 
 
Electronic and paper documents created, edited, maintained, and in possession of the Community 
Foundation are the sole property of the Community Foundation. These documents include, but are 
not limited to, all board and committee agendas, minutes and other attachments; donor, fund, 
nonprofit organization, and grantee information maintained both in hard copy and electronically 
on the Community Foundation NAS and in the Host*Net FIMS database; marketing, 
communications, and education materials created, developed and maintained by the Community 
Foundation; personnel documents; grant applications; donor and gift history information; 
electronic and hard copy correspondence; electronic and hard copy photographs, videos, and audio 
files; monthly, quarterly, and annual financial reporting documents; and other documents, both 
electronic and hard copy, integral to the day-to-day business of the Community Foundation. 
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Such documents and information may not be removed from the Community Foundation, either in 
hard copy or electronic format, unless at the express direction of the President & CEO and only to 
aid in the employee’s performance of duties.  
 
Violations of this policy may result in disciplinary action, up to and including termination of 
employment. 
 
Section 15.4 Security, Privacy and Personal Information 
 
Please be aware that all Community Foundation cabinets and desks are the property of the 
Community Foundation. Personal locks on Community Foundation cabinets and desks are not 
permitted. Employees should have no expectation of privacy in Community Foundation cabinets 
or desks. When there is a reasonable suspicion of individual employee wrongdoing, an employee 
may be required to reveal the contents of any personal container or receptacle which has been 
brought onto Community Foundation premises. 
 
The Community Foundation may engage in monitoring of employee workplace activities and 
communications by any lawful means, including without limitation the use of wire, radio, video 
cameras, and any electromagnetic, photo-electronic, or photo-optical systems, and monitoring of 
any and all electronic equipment and systems, such as e-mail and voice mail systems, computer 
network systems, internet access, security access systems, office phones, and cell phones. In 
certain circumstances, the Community Foundation may retrieve and review email and text 
messages sent or received by employees using the Community Foundation’s email systems, 
computer networks systems, and cell phones. 
 
The Community Foundation protects the confidentiality of social security numbers and other 
personal information it may have or obtained for employees, job applicants, customers, and 
vendors. The Community Foundation prohibits unlawful or unnecessary disclosure of, and limits 
access to, social security numbers, account numbers, credit or debit card numbers, passport 
numbers, alien registration numbers, and health insurance identification numbers.  
 
All personnel files are secured and accessible to a limited number of individuals. Social security 
numbers and other personal information are included on documents only when necessary. 
Documents containing social security numbers or other personal information that are no longer 
needed are disposed of by shredding or another way that protects privacy. Access to social security 
numbers and other personal information maintained by the Community Foundation is limited to 
those employees of the Community Foundation with a legitimate need for such information. 
Employees who have access to personal information are trained on how to properly secure, 
maintain, and dispose of it. 
 
Section 15.5 Safety, Work-Place Injuries 
 
Although every possible precaution is taken to provide the safest working conditions, 
responsibility for accident prevention rests with each employee. Please observe rules of common 
sense and good behavior – the two best means of preventing accidents. Any unsafe condition 
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observed should be reported to the President & CEO immediately. 
 
In any workplace, there are many situations in which an employee can become injured or cause 
another employee to become injured, or create a risk of fire or other major disaster. It is important 
to examine the safety aspect of each job before it is performed. Employees should never take safety 
risks. 
 
No employee shall be required or permitted to operate equipment that is not mechanically safe and 
properly equipped to conform to all applicable city, state, and federal guidelines. 
 
The Community Foundation provides a comprehensive workers’ compensation insurance 
program. If an employee is injured on the job, he or she must notify the President & CEO 
immediately no matter how minor the injury may appear. Failure to report an injury promptly may 
result in loss or delay of benefits. 
 
Section 15.6 Courtesy 
 
When dealing with donors, grantees, board members, volunteers, fellow employees, or any other 
member of the community, whether in person, on the telephone, or in e-mail, all employees 
represent the Community Foundation. Courtesy, respect, and friendliness are of utmost 
importance, in order to maintain good public relations. 
 
Section 15.7 Workplace Violence 
 
No employee will be permitted to threaten or intimidate, either verbally or physically, any 
Community Foundation employee, supervisor, manager or other official, or to strike or use any 
other physical force or aggression against any Community Foundation employee, supervisor, 
manager, or other official.  The Community Foundation has zero tolerance for any violation 
of this policy. All violations will result in immediate disciplinary action, including 
termination. All employees are expected to treat each other with mutual courtesy and respect. 
 
Section 15.8 No Solicitation 
 
Unless approved in advance by the President & CEO: 

1. Soliciting, distributing, or circulating literature or printed material of any kind, or selling 
tickets or any other items, are not permitted during business hours, or on the Community 
Foundation premises. 

2. Employees are not permitted to conduct personal or non-Foundation business of any kind 
during working hours or in the Foundation work areas. 

 
Section 15.9 Use of Social Networking Sites 
 
The Community Foundation understands that many employees subscribe to social networking sites 
such as Facebook, MySpace, LinkedIn, Twitter, and Instagram. An employee’s identity online 
may be linked to the Community Foundation’s professional reputation, and an employee’s use of 
social networking sites may affect relationships between the Community Foundation employees, 



Revised and Approved by the Board of Directors, December 10, 2019   Page 30 
 

and between the Community Foundation and its donors and grantees. Regardless of whether an 
employee conducts social networking during or outside of working hours, and employee’s online 
profile, and the information, applications, text, music, pictures, posts, and links posted that are 
posted on the employee’s profile should be appropriately tailored to its audience. The Community 
Foundation respects employee privacy, and employees’ rights to network privately in a manner 
that does not impact the Community Foundation’s business. The Community Foundation also 
respects employees’ rights to discuss working conditions with co-workers, pursuant to Section 7 
of the National Labor Relations Act. However, please be aware that employee social networking 
profiles and personal blogs that are open to viewing by colleagues at work or donors or other 
supporters of the Community Foundation (“Public Profiles”) should be scrupulously free of 
material that might be viewed as offensive, obscene, harassing, sexually oriented, threatening, or 
intimidating. Examples of such materials include sexually-based text and pictures, and material 
that might offend individuals of different genders, sexual orientations, disabilities, religions, races, 
or national origins. Employees are required to appropriately maintain their Public Profiles, and to 
monitor and remove, as necessary, offending material which may be posted on or linked to their 
Public Profiles by other users. 
 
The following additional guidelines shall also apply to employees’ use of social networking sites 
throughout employment with the Community Foundation: 

• The Community Foundation policy on the use of internet and other technology in this 
handbook applies to employee use of social networking sites. This means, among other 
things, that the Community Foundation does not allow misuse of copyrighted or proprietary 
material by its employees on social networking sites, nor does it allow harassing behavior 
by its employees on these sites. 

• No confidential information of the Community Foundation should be disclosed by 
employees in their use of social networking sites. However, nothing in this Handbook 
affects an employee’s right to discuss working conditions with his or her co-workers under 
U.S. labor laws. 

• Employees may not use their Community Foundation business e-mail address or telephone 
numbers on any Public Profile. 

• Employees may use social networking sites for short, reasonable periods during scheduled 
breaks, in the work day, and only when such use does not interfere with the Community 
Foundation’s business or the employee’s job performance. Use of social networking sites, 
whether on company computers or personal mobile devices, during business hours outside 
of scheduled breaks is not permitted. 

• Employees may not use their Public Profiles to disclose personal information about a 
colleague, donor, grantee, or affiliate of the Community Foundation. 

• Employees may not use their Public Profile or online presence to disparage the Community 
Foundation, its donors, its staff, board members, officers, or directors, subject to 
employees’ rights to discuss working conditions with co-workers under U.S. labor laws. 

 
Violation of this policy shall be grounds for discipline up to and including termination. 
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RECEIPT & ACKNOWLEDGMENT 
 

OF PERSONNEL HANDBOOK AND AT-WILL EMPLOYMENT STATUS 
 
 
I acknowledge my receipt of the Community Foundation of Middlesex County’s Personnel 
Handbook.  I understand that this Personnel Handbook is intended to serve as a guide to the 
Community Foundation’s employment practices and policies.  I understand that the policies, 
rules and benefits described in the Handbook are subject to change at the sole discretion of the 
Community Foundation at any time, with or without notice; at the Community Foundation’s sole 
discretion, and that I will be provided a copy of the amended policy.  This Personnel Handbook 
does not constitute a contract or obligation on the part of the Community Foundation of 
Middlesex County, and does not guarantee my employment for any specific duration. 
 
I also acknowledge that the employment relationship between the Community Foundation of 
Middlesex County and myself is employment-at-will, so that both the Community Foundation of 
Middlesex County and I remain free to choose to end our employment relationship at any time 
with a notice as specified, for any reason.  No employee, manager, officer or other representative 
of the Community Foundation has authority to make any promise or commitment contrary to the 
foregoing, or to enter into any agreement with me for employment for any specified duration.   
 
I understand that, should the content of this Personnel Handbook be changed in any way, the 
Community Foundation of Middlesex County may require an additional signature from me to 
indicate that I am aware of and understand any new policies. 
 
I understand that my signature below indicates that I have read and understand the above 
statements and have received a copy of the Community Foundation of Middlesex County’s 
Personnel Handbook.  I understand that it is my responsibility to read and comply with the 
policies contained in this Handbook and any revisions made to it.   
 
 
______________________________ ______________________________ 
  Printed Name     Position 
 
______________________________ ______________________________ 
  Signature       Date 
 
______________________________ ______________________________ 
  Manager's Signature        Date 
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Community Foundation of Middlesex County 
Staff Member Disclosure Form 

 
The following is from the Board approved Conflict of Interest Policy: 
 
To avoid conflicts of interest and to minimize the impact where conflicts are unavoidable, staff 
and board members are required to: 

Disclose participation by themselves or members of their immediate families as a board 
member, employee, consultant or representative for any organization that seeks funding 
from the Foundation, or any entity with which the Foundation is investing or 
contemplating investing funds. 
The board shall keep a list, to be updated annually, of the organizations on which board 
members, staff and their immediate families serve.  Immediate family means spouse, 
children and parents.   

 
Staff member Name _________________________________________________________ 
 
Personal Organizational Involvements (Continue on back, if necessary) 

Organization Position/Involvement 
  
  
  
  
  
  
  
  
  
  
  
  

 
Immediate Family Member Organizational Involvements (Continue on back, if necessary) 

Organization Position/ 
Involvement 

Immediate Family 
member 
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Family relationship or a business relationship with any other officer, director, trustee or key 
employee: 

Organization Position/Involvement 
  
  
  
  
  
  
  
  
  

 
Personal Organizational Involvements (Continued from front) 

Organization Position/Involvement 
  
  
  
  
  
  
  
  
  

 
Immediate Family Member Organizational Involvements (Continued from front) 

Organization Position/ 
Involvement 

Immediate Family 
Member 

   
   
   
   
   
   
   
   
   

 
 
 
 
Staff Member Signature _______________________________ Date ___________________ 
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POLICY RE: CONFIDENTIALITY AND ANONYMITY 

 
 

Through the course of service in the capacity as the board of directors, committee 
members, staff, consultants and volunteers of the Community Foundation, individuals will have 
access to and become acquainted with information of a confidential, sensitive and/or proprietary 
nature.  The protection of confidential, sensitive, and proprietary information is of utmost 
importance to the continued viability and success of the Community Foundation.  The 
information may pertain to present or future clients of the Foundation, Foundation contributors, 
volunteers, business associates or past or current employees.  No member of the Foundation will 
provide any information in response to a subpoena or other form of request without consulting 
legal counsel to the Foundation. All other requests for or releases of information concerning a 
donor will be honored and allowed only if permission is obtained from the donor prior to the 
release of such information. 

 
Documents containing confidential and proprietary information which are made available 

to board and committee members in hard copy and through any electronic transmission, 
including the Foundation’s Board and Committee Portal are protected under this policy.  Board 
and Committee members agree to restrict access to such hard copy documents and electronic 
transmissions, including access to the Board and Committee Portal, to themselves and/or a 
Foundation approved representative. 

 
It is the Community Foundation’s policy not to release, sell or license any information in 

its database without a donor’s consent.  A donor’s expressed wishes for public anonymity will be 
respected. Internally, only those individuals with a need to know for legal, processing or other 
substantive reasons will know the donor’s name or details of the gift.  The Community 
Foundation has the fundamental responsibility for the maintenance and protection of such 
information.  Members of the Foundation are charged with taking adequate steps to safeguard 
such information and to insure that the information is not used in any manner that is 
unauthorized, or that is detrimental to the best interests of the Foundation or its clients.  Members 
shall not disclose or otherwise utilize the above-referenced information for any purpose outside 
the scope of their service at the Community Foundation. 

 
The Community Foundation respects the privacy rights of its employees, both past and 

current, and maintains its personnel matters and records in the strictest of confidence.  While in 
their capacity at the Community Foundation, members may have access to or become acquainted 
with information concerning past and current Foundation employees, personnel matters, salary 
and pay scale information.  Such information shall not be communicated, disclosed or otherwise 
utilized for any unauthorized purpose, whether such information was gained within or outside the 
scope of the service at the Community Foundation.  Anyone receiving inquiries or requests for 
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information concerning past or current Foundation employees, personnel matters or records, or 
information concerning Foundation salaries or pay scales shall immediately notify the 
President/CEO. 

 
I agree to comply with the above Confidentiality and Anonymity Policy of the Community 
Foundation of Middlesex County.  
 
__________________________________ 
Print Name 
 
__________________________________    _____________________ 
Signature        Date 
 
 
For Staff and Volunteers with Access to CITRIX/FIMS Database, GoToMyPC.com computer 
access, CFMC website WordPress administrative platform, and/or Exchange E-mail Services: 
 
Unless otherwise authorized by the President & CEO or other designated Community 
Foundation representative, no volunteer or staff member will access the CITRIX/FIMS database, 
CITRIX/FIMS Database, GoToMyPC.com computer access software, CFMC website 
WordPress administrative platform, and/or Exchange E-mail Services platform outside the 
Community Foundation of Middlesex County offices. 
 
At such times when it is necessary to access CFMC files via the above listed platforms and staff 
and/or volunteers are granted approval to do so, all available and necessary precautions will be 
taken by the employee or volunteer to safeguard Community Foundation of Middlesex County 
files and data via these internet access points. 
 
I agree to comply with the above software and internet access points policy with regard to 
CITRIX/FIMS Database, GoToMyPC.com computer access, CFMC website WordPress 
administrative platform, and/or Exchange E-mail Services: 
 
 
_______________________________________________ 
Signature 
 
 
Approved by the Board of Directors: December 15, 2015 
 


