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To Our Employees:tc \l1 "To Our Employees
Welcome to the Eau Claire Area Chamber of Commerce.  We’re glad you have joined us.  Because of your skills, talents, experience and training, we feel, you can make a contribution in your new position.

This handbook is provided for your use as a reference tool, not only when you are initially hired, but throughout your employment at the Chamber.  This handbook summarizes the Chamber’s personnel policies, work rules and benefits awarded to you.  We urge you to carefully read this book when you receive it and to speak with the Chamber President regarding any questions you may have.

As the Chamber continues to grow, we may have to change certain policies, procedures or benefit programs.  The Chamber reserves the right to make changes to this handbook at any time at its sole discretion.  As part of our on going communication with you we will keep you up-to-date on any changes which may occur.  As policies and benefits are revised, updated pages will be distributed to you.  It is your responsibility to understand and abide by all policies in effect at the Chamber.  Please keep this handbook readily available and insert the updated material promptly so that it is current at all times.

THIS HANDBOOK DOES NOT CONSTITUTE A CONTRACT.  The Chamber does not offer guarantees of employment.  All employees are considered employees at will. Either you or the Chamber may terminate your employment at any time, for any reason, which is not prohibited by statute, with or without cause.

Sincerely,

Bob McCoy

President/CEO

Chamber History

In 1915, lumbering was in decline, but Eau Claire was expanding commercially. Fifteen men applied to incorporate the Civic and Commerce Association of Eau Claire to advance civic, municipal and commercial interests and to promote welfare and prosperity in the city and its tributary territory. The association went by different names during its history, but most were derivations of its present one: the Eau Claire Area Chamber of Commerce.

From the early days until recently, the Chamber served as a clearinghouse for area business, civic, educational and recreational information. Honorary events (such as the Buttermakers Recognition Dinner) were held. A Retail Trades Committee was established to protect shopkeepers, improve their standards and further Eau Claire as a retail market.
The Chamber also was active in developing the Community Welfare Fund. And during the Great Depression, the group was frequently called on to inform its members about the many changes in state and national programs. 

Before the existence of the Convention and Visitors Bureau, the Chamber registered and solicited conventions. It also took an active role in the development of the Civic Center and hotel complex to draw more convention traffic to the city.

The Chamber frequently organized events to call attention to the city. When President John F. Kennedy urged Americans to drink more milk to ease dairy surpluses, Eau Claire declared itself Milk City USA and held a milking contest in the lobby of the Eau Claire Hotel. But the Chamber’s biggest act of boosterism was the display and sale of the world’s largest cheese. In 1965, the 34,500-pound cheese from the Wisconsin exhibit at the New York World’s Fair was displayed in front of the State Theater, then cut up and sold.

The Chamber started an Ambassadors Club to organize membership drives, represent the Chamber at openings of new businesses and work closely with local business groups.

Continued urban growth has resulted in more than 1,000 Chamber members from the area’s manufacturing, technology, retail, health, financial, professional, education and service sectors. 

In 1982, the Chamber started Leadership Eau Claire, bringing together emerging leaders from various sectors of the community to explore the changing social, economic and political organizations and institutions in the community. To date, the program has graduated more than 800 individuals.
In 2002, a Youth Leadership Eau Claire program, for area high school juniors, was developed to enhance their knowledge and develop leadership skills that will empower and motivate them to become involved and committed to their community. The program is similar to the adult leadership program.

Active in legislative issues, the Chamber backed efforts to build the North Crossing connecting Interstate 94 with Highway 53. The group also worked to gain support for the expansion of Highway 29.

The Chamber was active in the drive to revitalize the Eau Claire Economic Development Corporation and to establish local sponsorship for Small Business Administration loans. In 1988, the organization used its economic development fund to add to an incentive package to keep the then Supercomputer System, Inc. in Eau Claire. The Chamber also continues to work with existing employers to keep jobs in the community.

Mission Statement

The Eau Claire Area Chamber of Commerce strives to be the advocate of business to enhance and protect the business environment and the quality of life for the benefit of our members and the Chippewa Valley.

Vision Statement

The Eau Claire Area Chamber of Commerce will be the leader in the progressive development of the Chippewa Valley through the efforts of the business community.

Employment Policies & Practices

Equal Employment Opportunitytc \l1 "Equal Employment Opportunity
The Eau Claire Area Chamber of Commerce has long been committed to equal employment opportunity.  

Implementation of this policy by management and employees assures compliance with federal, state and local legislation as well as other applicable government regulations and executive orders.

The Chamber will recruit, hire and train, promote, transfer, pay and take all other actions as required by law relative to equal employment rights of minorities and protected classes.

Freedom from Harassmenttc \l1 "Sexual Harassment
All employees have the right to a discrimination-free work environment, including an environment free from unsolicited and unwelcome sexual overtones.  Conduct constituting sexual harassment is therefore prohibited and any such conduct will be considered grounds for disciplinary action, up to and including discharge.

Definitiontc \l3 "Definition
tc \l2 ".Sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitutes sexual harassment when submission to such conduct is made either explicitly or implicitly a condition of an individual’s employment.

Examples of sexual harassment include:

· Explicit or implicit promise of career advancement in return for sexual favors

· Explicit or implicit threats that an individual’s career will be adversely affected if the sexual demands are rejected

· Deliberate, repeated, unsolicited verbal comments, gestures, or physical actions of a sexual nature such as touching, pinching, or patting another person

· Sex-oriented verbal kidding or abuse.

Complaint Proceduretc \l3 "Complaint Procedure
tc \l2 ".Any employee who experiences sexual harassment should immediately make it clear to the perpetrator that the behavior is offensive.  The employee may also file a complaint regarding the incident/conduct to the Chamber president and Executive Committee and in writing. 
Complaints of sexual harassment will be given priority attention.  The recipient of the complaint will thoroughly investigate the complaint, including notification to the person who has been accused of harassment and the opportunity for that person to respond to the allegation.  If appropriate, the Chamber President or Chairman of the Board of Directors will give a written answer following investigation of the complaint including both findings and recommendations.

If the complaining employee is NOT satisfied with the answer and recommendation, he/she may submit a written appeal to the Chamber President or Chairman of the Board of Directors within five (5) days of receipt of the answer indicating with particularity the nature of disagreement with the answer and reasons for the disagreement.  The Chamber President or Chairman of the Board of Directors will thoroughly investigate the appeal and then will give a written answer to the complaint.

Conclusiontc \l3 "Conclusion

tc \l2 ".
The Chamber will not tolerate sexual harassment in the work place.  It has an affirmative duty to maintain working environment free from discrimination, derogatory remarks and inappropriate conditions of employment.  In all instances of alleged sexual harassment, the Chamber will seek to resolve the situation as expeditiously as possible.

Hiring Process
The Chamber will advertise all positions through Chamber sources and in the local newspaper.  In the case of the Chamber president, the Executive Committee will conduct the search and do the interviewing and make a recommendation to the Board of Directors for approval.  The Chamber president will hire all of the chamber staff and will work to incorporate the staff into the selection process.
Employee Definitionstc \l1 "Employee Definitions
Exempt vs. Nonexempt Employeestc \l3 "Exempt vs. Nonexempt Employees
tc \l2 ".Exempt employees are salaried employees who have responsibilities that meet the standards set forth by the Fair Labor Standards Act (FLSA). Nonexempt employees are covered by the FLSA and do qualify for over-time pay.
Part-time Employees
tc \l3 "Part-time Employees

tc \l2 ".Part-time employees will be non-regular employees for at least the first twelve weeks of employment.  All new employees must successfully complete a twelve-week orientation period. At the end of three months, employees who successfully complete this period will be eligible for certain benefits. A part-time employee is an individual working less than seventeen hours per week.   

Personnel Record Changestc \l1 "Personnel Record Changes
It is the employee’s responsibility to keep his or her personnel records correct and up-to-date.  Please report immediately in writing any name, address, and phone number, marital status or other pertinent personal information changes, to the finance director. 
Open Door Policytc \l1 "Open Door Policy
The Chamber endorses an open door policy.  Employees should feel free to discuss ideas, suggestions, complaints or any work-related issues (e.g.: questions about an employee’s job, wages, hours, or anything concerned with work) with the Chamber president.  
Employment Referencestc \l2 "Employment References
It is the policy of the Chamber to respond to all inquiries made by outside parties, i.e., potential employers, investigative agencies, credit institutions, etc., concerning the employment history of present or past personnel.  However, the only information divulged will be the dates of employment and positions held during that employment at the Chamber.  Salary information will only be released with written authorization. 

Under no circumstances should any information on past or present personnel be released except by the Chamber president.

Letters of recommendation will not be issued to employees.  If such a letter was given to an employee by his or her co-workers, its content will not be verified or substantiated by the Chamber, but will be considered personal in nature and unauthorized.  Co-workers do not have the authority to issue letters of recommendation on behalf of the Chamber.

Employee Protection (Whistleblower)
If any employee reasonably believes that some policy, practice, or activity of the Chamber is in violation of law, a written complaint must be filed by that employee with the President and CEO or the Board Chair.  It is the intent of the Chamber to adhere to all laws and regulations that apply to the organization and the underlying purpose of this policy is to support the organization’s goal of legal compliance. The support of all employees is necessary to achieving compliance with various laws and regulations. An employee is protected from retaliation only if the employee brings the alleged unlawful activity, policy, or practice to the attention of the Chamber and provides the Chamber with a reasonable opportunity to investigate and correct the alleged unlawful activity.  The protection described below is only available to employees that comply with this requirement.

The Chamber will not retaliate against an employee who in good faith, has made a protest or raised a complaint against some practice of the Chamber, or of another individual or entity with whom the Chamber has a business relationship, on the basis of a reasonable belief that the practice is in violation of law, or a clear mandate of public policy.  The Chamber will not retaliate against employees who disclose or threaten to disclose to a supervisor or a public body, any activity, policy, or practice of the Chamber that the employee reasonably believes is in violation of a law, or a rule, or regulation mandated pursuant to law or is in violation of a clear mandate of public policy concerning the health, safety, welfare, or protection of the environment.
Employee Benefits tc \l1 "Rights and Benefits
Some benefits do not become effective until an employee has successfully completed his or her first twelve weeks of employment.  Employees should note when they become eligible for the various benefits offered by the Chamber.
Holidaystc \l3 "Holidays
Full-time employees are eligible for holiday pay. The Chamber observes the following paid holidays throughout the year:

New Year’s Day




Thanksgiving Day
Memorial Day




Day after Thanksgiving

Independence Day




Half Day before Christmas

Labor Day





Christmas

If a holiday falls on a weekend, it will be observed on the working day either immediately preceding or following the holiday, as determined by the Chamber president.

If a holiday falls within the vacation period of an employee, the employee will receive a compensation day either as an extension of the personal time off period, or at another time, at the discretion of the Chamber President.  Part-time employees are not eligible for holiday or floating holidays as defined in the Personnel Policies.  Part time employees may only take personal time off, floating holidays, and holidays on their scheduled days of work.
Floating Holidaystc \l3 "Floating Holidays
Full-time employees receive two additional floating holidays every calendar year.  New employees are eligible for the floating holidays after successful completion of the twelve week orientation period.  However, employees hired after September 1 will not be eligible for the floating holidays in that calendar year.  Part time employees may only take personal days on their scheduled days of work.

These holidays are selected at the employee’s discretion with the prior approval of the Chamber President.

The floating holidays cannot be carried over from year-to-year and are not paid upon separation from the Chamber.  The floating holidays may not be taken during the two-week notice period of intent to resign.  The floating holidays must be taken in an eight-hour increment.

Personal Time Offtc \l3 "Vacation
Personal time off with pay is granted to full-time employees who work more than 17 hours per week.  The Board of Directors will take into consideration previous employment in the Chamber profession.  All employees, on completion of six months of service, shall receive a pro rata personal time allotment for the remainder of their first calendar year of employment.  The established personal time off period is from January 1 to December 31.  The following schedule will apply after completion of six (6) months of continuous employment: 

An employee may use his or her full personal time allotment at any point during the calendar year.  However, personal time is actually earned monthly on the last day of each month at a rate of one-twelfth (1/12) of the employee’s total personal time allotment for the calendar year.  An employee must be actively working to earn personal time; no time is earned during leaves of absence.

Part-time employees may earn personal time off with pay, up to a maximum of five (5) days per year, following the first year of employment.  Personal time off is earned on a prorated basis, with the standard of forty (40) hours per week as full time.  For every 26 hours of work, a part time employee will earn one hour of personal time.

When two weeks of personal time off are accumulated by full time employees, at least five days must be taken consecutively.  No more than five (5) days total may be carried over into the next calendar year.

Requests for personal time off should be made to the Chamber president with as much advance notice as possible.  If a conflict in personal time off scheduling arises between two or more employees, the date the personal time off notice was received, the needs of the Chamber’s programs and employees’ length of service will be considered in resolving the conflict.

Personal time off may be taken in one-half day (4 hour) increments, so long as five consecutive days are used in the year.

Paid personal time off leaves are earned as a result of continuous service.  Personal time off will be proportionately reduced for periods of extended absence from service.

Personal time off may not be taken during the notice period of intent to resign, without Executive Committee approval.

Employees who resign without a two-week or four-week notice period will forfeit vested personal time off unless prohibited by statute.
Jury Dutytc \l3 "Jury Duty
Employees will be paid for time spent on jury duty up to a maximum of 30 days per calendar year, but will be expected to work during the hours when not actually engaged in jury duty.  It is the policy of the Chamber that employees will not gain or lose income while on jury duty.  Income received for jury duty will be deducted from an employee’s regular paycheck for the period of time served on jury duty or the employee may turn the check over to the Chamber and thereby receive full salary.  Coverage in benefits will continue
Leaves of Absence

tc \l2 "Leaves of Absence
Medical Leavestc \l3 "Medical Leaves
Medical leaves are granted to employees temporarily disabled for at least two weeks.  Employees must promptly advise the Chamber of the reason for the leave, the anticipated start date and the length of the leave by completing a Medical or Unpaid leave Request.     (Please see Figure 2, the Medical or Unpaid Leave Request Form.)

Additionally, a doctor’s statement must verify your disability.  The Chamber may, however, require periodic verification of your ability to work (including examination by a doctor designated by the Chamber).  Any misrepresentations of disability will be grounds for discharge. 

While on approved medical leave, employees will be paid any vested personal time off.  The remainder of the medical leave will be unpaid unless covered by Long Term Disability.   
Life and Long-Term Disability and health care benefits remain in effect during an approved medical leave up to a maximum of six weeks.  Family plan coverage will also be continued provided the employee makes appropriate payments.  These payments can be made in advance or submitted to the Chamber President by the fifth of each month.  It is the employee’s responsibility to arrange for family plan benefit continuation.

Employees do not accrue employment benefits including holiday pay, personal days or paid time off while on leave.

Salary reviews will be deferred for the length of time the employee is on leave.

Employees who return to work at the end of their leave of absence will be returned to their former position unless they are unable to perform the work, their position has been eliminated due to a reduction in workforce or other reorganization, or, they have been replaced due to business necessity.  If an employee is unable to return to their former position due to these or similar circumstances, the employee will be offered the first available opening in a comparable position for which they are qualified.

Upon expiration of the employee’s medical leave, the employee may be granted additional unpaid leave in accordance with the unpaid leave policy.  Under these circumstances, the total duration of the combined medical leave and unpaid leave will be granted for a period no longer than 12 weeks per calendar year.
Employees who do not return at the end of their leave will be deemed to have resigned.

This policy will be adjusted accordingly if any of the guidelines are prohibited by State statute or Federal.
Parental Leave of Absencetc \l3 "Parental Leave of Absence
Female employees, when not disabled by pregnancy or childbirth, and male employees may be granted a parental leave of absence to care for a child upon birth or upon placement for adoption or foster care for a time period not to exceed six weeks. 

Family Care Leave of Absencetc \l3 "Family Care Leave of Absence
Employees may be granted a family care leave of absence for the purpose of caring for a child, spouse, or parent who has a serious health condition.  The Chamber requires certification by the health care provider of the family member’s serious health condition, both before the leave begins and on a periodic basis.
Bereavement Leavetc \l3 "Bereavement Leave
The Chamber understands that employees may experience anxiety, grief and personal difficulties in connection with the death of a relative.  Bereavement Leave is available to give the employee some time off with pay during these times.  This time off is in addition to paid time off and personal days.
When necessary, paid Bereavement Leave is granted for the following deaths:

· Spouse 


· Child, Grandchild*

· Parent, Parent-in-Law, Guardian*

· Grandparent*

· Sister, Brother*

* This includes step and half relationships.

Normally, Bereavement Leave is granted for up to three days.  However, the duration of this benefit may vary with individual circumstances. 

Military Leavetc \l3 "Military Leave
All employees will be granted military leaves in accordance with State and Federal guidelines.  In addition, full-time employees on short-term military leave will be paid the difference between their Chamber salary and their military pay up to a maximum of ten working days per year.  A statement of military earnings must be submitted.

Personal Leave with Paytc \l3 "Personal Leave With Pay
Employees, following 12 weeks of continuous employment, will accrue personal leave on the basis of 4 hours each month starting January 1 each year.  Employees may accumulate up to six days per year.  Personal leave may be used for sickness, accidents, children, or at the employee’s discretion. When employees expect to miss work because of illness, accident or other reasons, they should notify the Chamber President or staff prior to 8:00 a.m. each day.  Employees not using their personal leave by December 31 each year, will be paid fifty percent (50%) on their unused leave.  Personal leave is not usable after a resignation is received but is payable at the time of departure, per the above formula.

Salary Continuation Plantc \l3 "Salary Continuation Plan
The Chamber Executive Committee may extend an employee’s salary, in the event of a serious illness, or accident, once their Personal Leave is used and the Disability Plan has not been implemented. The amount of days of salary will not exceed eighteen (18) per calendar year. 
Unpaid Leaves of Absencetc \l2 "Unpaid Leaves of Absence
Employees may request an unpaid leave for personal reasons up to a maximum of 12 weeks per calendar year.  Benefits will only continue during the first two weeks of an absence.   The Chamber may grant such requests, at its discretion.  The priority of each request will be decided on a case-by-case basis.  Factors that will be considered in granting leaves include employee’s length of service, performance records, and office or department’s staffing needs.  Employees must request the leave by completing a Medical or Unpaid Leave Request form.

Unpaid leaves require approval by the Chamber President and/or Executive Committee.

Health benefits will continue only until the end of the month in which the unpaid leave of absence commences.  After that date, employees have the right to select continuation of these benefits under the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA).  If unpaid leave of absence is no more than 12 weeks health benefit coverage will be reinstated the first of the month following return to work.  

Group Life and Long Term Disability will continue only until the end of the month in which unpaid leave of absence occurs.

Employees do not continue to earn additional holiday pay, personal leave with pay or personal time off pay while on leave. 
Salary reviews will be deferred for the length of time the employee is on leave.

Employees who return to work at the end of their leave of absence will be returned to their former position unless they are unable to perform the work, their position has been eliminated due to a reduction in force or other reorganization, or, they have been replaced due to business necessity.  If an employee is unable to return to their former position due to these or similar circumstances, the employee will be offered the first available opening in a comparable position for which they are qualified.

Employees who do not return at the end of their leave will be deemed to have resigned.

This policy will be adjusted accordingly if any of the guidelines are prohibited by statute.

Insurancetc \l2 "Insurance
Life & Disability Insurancetc \l3 "Life & Disability Insurance
All full-time employees are provided Life Insurance and Disability Insurance, at no cost, through the American Chamber of Commerce Executives Plan, after 12 weeks of continuous employment.  Part-time employees have the option to agree to co-pay a prorated amount toward these benefits.  The Chamber pays the full premium for full time employees.  A summary description of the plan will be given to employees, as they become eligible for coverage.

Medical Insurancetc \l3 "Medical Insurance
A Medical Insurance plan is available for employees, and 1st of the month following 12 weeks of continuous employment, provided the employee is not covered by another medical plan unless otherwise approved by the Executive Committee. The Chamber will pay for the monthly individual premium.  The Executive Committee reserves the right to ask the employee to participate in a portion of the premium, should it be necessary from a fiscal standpoint for the Chamber.  The committee may also change the plan’s protection (i.e. deductible) to help keep the premium cost reduced.  The employee may add a spouse/family to the plan with the employee paying the entire premium increase.
The Chamber will pay 80% of the employee’s premium, at this time.

Flexible Spending Account Program (under IRS Section 125)tc \l3 "Cafeteria Plan
The Chamber has a Flexible Spending Account Program whereby employees can use pretax dollars for non-reimbursable medical, optical and dental costs as well for child-care, according to the plan’s criteria.  The Chamber will provide employees the option at the end of each calendar year to designate their amounts and employees will be required to complete a form, as required by the plan. A summary description of the plan will be given to employees, as they become eligible for coverage.

Chamber Sponsored Trips
The Chamber will conduct travel opportunities for its members and their family or friends each year to various places around the world.  The Chamber shall require at least one professional staff person to participate in all travel programs that the Chamber sponsors, as part of their job responsibility.  The Chamber will strive to have one staff person for approximately fifty people travelling. This ensures that the staff person will be able to assist tour guides and operators to make the travel experience enjoyable to all attendees.  The staff cost of the trip will be built into the per person cost for attendees or it will be provided complimentary from the tour operator.  Additional trip costs will be covered by the Chamber budget, except for personal items or additional tour events not covered by the program.  

Conceal & Carry
Employees of the Eau Claire Area Chamber of Commerce are forbidden from carrying and possessing weapons of any kind while on premises.  Regardless of whether an employee possesses a concealed weapons permit, weapons are prohibited on any company owned, leased or controlled property.

Weapons are defined as any kind of gun, knife or blade over three inches in length, taser and any other tool that serves to cause harm to another person.

The policy applies to employees, interns and volunteers.

Employees who violate this policy will be subject to disciplinary actions, up to and including employment termination.


Timekeeping & Payroll

General Payroll Information

Paydaytc \l3 "Payday

tc \l2 ".
Employees are paid by check biweekly on Friday.  When the payday falls on a holiday, paychecks will be distributed on the previous working day.
Hours of Worktc \l3 "Hours of Work

tc \l2 ".
The Chamber office is open from 7:30 a.m. to 5 p.m. Monday through Thursday and 7:30 a.m. to 4 p.m. on Friday.  Staff members who begin their days at 7:30 a.m. will have their workweek end at 2 p.m.  One staff person will remain in the office until 4 p.m. on Fridays and may start the days at 8 a.m. Staff will rotate Fridays to work until 4 p.m.  The Chamber staff works a flexible schedule, as approved by the Chamber president, making sure the office is staffed at all times.  At the discretion of the president, changes in work schedules may be implemented.  The Chamber is closed on Saturdays, Sundays and certain holidays.

Work Week/Overtime Paytc \l3 "Work Week/Overtime Pay.  The workweek of the Chamber is 40 hours for nonexempt employees.  The Chamber staff will be paid regular pay rates up to 40 hours per week.  All nonexempt staff will be paid one and one-half times their regular rate of pay for hours worked more than 40 hours in a workweek, unless otherwise provided for by law.  A part-time employee is an individual working less than seventeen hours per week.  A workweek begins on Sunday and ends on Saturday.  Employees may not work more than their usual scheduled hours without approval of the Chamber president.

The workweek of the Chamber for exempt employees is a minimum of 40 hours and whatever hours are needed to accomplish their designated tasks and responsibilities.  
Unscheduled absences, time off for sickness, scheduled holidays and personal time off days or other personal reasons will not be considered hours worked for purposes of calculating overtime.  Nonexempt employees who work on a company recognized holiday would be paid their regular rate for the hours worked plus their regular holiday pay.  Exempt employees are not entitled to overtime pay or additional compensation for holidays worked.
Expense Reimbursementtc \l1 "Expense Reimbursement
Expenses directly related to Chamber business are reimbursable if reporting requirements are met.

Reporting is to be done on a timely and accurate basis and includes supporting documentary evidence.  All reported expenses include stated business purpose or business reason.  Receipts are required for expenses more than $20.

Expenses are submitted on the Monthly Expense Report form and on the Mileage Expense Report form, which may be obtained from the Chamber finance director.  Expenses not submitted within 30 days after the end of the month incurred may not be considered for reimbursement.

Travel & Entertainmenttc \l3 "Travel & Entertainment
Travel and entertainment expenses are reimbursable to the employee when legitimate and bona fide business expenses are incurred directly by the employee in the course of performing ordinary and necessary Chamber business.

Transportation-Generaltc \l3 "Transportation-General
The employee seeks the most economical and practical method of transportation to the business location.  The use of a personal car for an employee’s convenience is allowed, but reimbursement will not exceed IRS rate. All transportation must be pre-approved by the Chamber president.

Commuting Miles (Non-reimbursable Mileage)tc \l3 "Commuting Miles (Non-reimbursable Mileage)
Chamber policy on business and commuting miles is based on IRS guidelines and regulations.  Commuting miles are considered personal expense, and are not reimbursable.  Commuting miles are those miles from an employee’s home to the employee’s home office or temporary assignment.
Reimbursement for Business Mileagetc \l3 "Reimbursement for Business Mileage
When a personal car is used for Chamber business, an amount equal to the IRS per mile allowance is reimbursed.

To receive reimbursement, a completed, signed Mileage Expense Report must be attached to the Monthly Expense Report for approval.

Extended Staystc \l3 "Extended Stays
The Chamber does not endorse the practice of extending business trips for personal reasons.  Savings resulting from extended stays are not shared with the travelers.

Extending a stay beyond the normal business travel days is at the option of the traveler. The decision to extend is a personal decision of the employee and the Chamber does NOT reimburse additional expenses (lodging, meals, parking, etc.).

Hotel/Motel Expensestc \l3 "Hotel/Motel Expenses
Standard hotel accommodations are reimbursable.  Prearranged lodging handled by a national organization is reimbursable.  Documentation showing the details of prearranged lodging is included with the expense report.

Deluxe or resort-type accommodations are not reimbursable. Hotel stays must be pre-approved by Chamber president.
Employee Mealstc \l3 "Employee Meals.  Meal costs are paid on a per diem basis as determined by the Chamber president. The Chamber president could adjust Per Diem rates, if an employee travels to a city that would require a higher per diem.  More information on per diem rates is available from the Chamber president.  The Chamber president may use the federal government’s website to establish amounts.
Entertainmenttc \l3 "Entertainment
Meals and other forms of entertainment are reimbursable if there is a substantial and bona fide business discussion during, directly proceeding, or directly following the meal or activity.

The following information is to be provided to qualify for reimbursement:

· Date

· Location, including City and name of entertainment facility

· Type of Expense--a description of other expense incurred

· Business purpose--nature of discussion

· The specific business purpose is to be clearly stated on the expense report

· The nature of the business discussion is to be detailed on the expense report

· Participants--give business relationship to the Chamber of each person entertained, including: Name, title, or the nature of activities as they relate to the Chamber’s business; total number of persons entertained, including other employees.
Expenses of Otherstc \l3 "Expenses of Others
The Chamber does not reimburse employees for expenses related to a member of the employee’s family, unless such expenses are incurred for a trip or function, which represents a bona fide business purpose of the Chamber.

Rare instances occur in which a bona fide, clear, business-related purpose is served by having a family member accompany an employee on a business trip or to a business function.  Factors, which support a bona fide, clear, business-related purpose, are that the trip/function has a dominant business purpose and that the time spent on business-related matters is substantial.

Participation in activities sponsored by business-related professional organizations in which management staff is active and in which other spouses are in attendance usually represents a deductible expense, which is reimbursable to the employee.  Only in these cases is an expense related to a member of the employee’s family reimbursed.
Expense Reportstc \l3 "Expense Reports
All expense reports must contain the following language: 

· I certify that the above expenses were incurred for business purposes in the interest of the Eau Claire Area Chamber of Commerce and in accordance with established expense reimbursement policies. (This statement is signed and dated by the staff member.)
· I have reviewed the above report expenses and I believe them to be in accordance with established Chamber policies. (This statement is signed and dated by the Chamber president.)
Performance Reviewstc \l1 "Performance Reviews
At regularly scheduled intervals performance reviews will be conducted with employees at the discretion of the Chamber president.  The Chamber Executive Committee will conduct a performance review annually, prior to the end of each Chamber year, for the Chamber president.

The Chamber feels that it is important for all employees to know how they are performing.  Its performance review system is designed to accomplish this objective.   A copy of the performance appraisal is available from the Chamber President.  

Incentive Programtc \l3 “Incentive Program.tc \l2 “.  The Chamber Board has established criteria for each staff person for an Incentive Program.  The Incentive pay may be paid to each staff person on March 31 each year, so long as the person is employed on March 31.  The pay is based on a certain budgeted amount and established performance criteria developed by, and administered by, the Executive Committee and the Chamber President.  Employees hired after January 1 will not be eligible for the Incentive Program for that Chamber year, ending March 31.
Retirement 401(k) Programtc \l2 "Retirement (401K) Program
The Chamber offers to all employees, after one year calendar year or 12 months of continuous service, the opportunity to invest in a 401(k) program through American Chamber of Commerce Executives (ACCE.)  The employee is eligible after their 12 months and at the next available entry date, which is generally January, April, June and October.  The Chamber makes a percentage contribution of each employee’s salary toward the plan. The contribution percentage is determined each year and equal for all employees. The employee may elect to make a pre-tax and/or an after-tax contribution as described in the 401(k) plan. Employees are 20 percent vested after each quarter; January 1st, April 1st, July 1st, and October 1st, following the first 12 months of employment.
Employee Conduct Guidelines
Dress Codetc \l1 "Dress Code
Normal Business Attiretc \l3 "Normal Business Attiretc \l2 ".
All employees are expected to be neat and wear appropriate businesslike attire.
Today’s trends in fashion change rapidly, offering a variety of styles from which to choose.  The attention employees give to grooming and selecting dress appropriate for the office indicates what they think of their job.  What one wears is a matter of ones own personal taste; however, employees should keep business in mind when they dress for work.  Extremes in clothing have no place in a business office.  Nothing substitutes for neatly pressed, clean clothing that fits well. Neatness, cleanliness and good grooming in general all contribute to a look that is most appreciated. Good grooming can be one of an employee’s most valuable assets.  The Chamber President is responsible for seeing that extremes are avoided.

· Examples for Male Employees: Conservative business suits/sport coats with dress shirt and tie and appropriate dress shoes.

· Examples for Female Employees: Conservative businesslike clothing.  This can include items such as business suits (skirts and jacket), capri pants, dress slacks with jacket, tailored dresses, cardigan sweaters worn with a blouse and an appropriate length skirt or dress slacks.  

Friday Casual Daytc \l3 "Friday Casual Daytc \l2 ".
Fridays will be business casual day.  Casual business wear is clothing that allows one to feel comfortable at work yet always looks neat and professional.  It includes articles of clothing such as polo shirts, oxford shirts, open collared shirts, sweaters appropriate for the office, blazers, sport coats, casual pants worn with belts, Capri pants, skirts with lengths appropriate for reaching and bending, flat shoes, deck shoes and loafers worn with socks or stockings.

Casual business attire is NOT T-shirts or collarless shirts, sweatshirts/pants, gym wear, jeans in any color, leggings or stirrup pants that closely resemble leggings, sportswear, shorts, tennis shoes, flimsy or sports sandals, bare backs, or bare shoulders.

Normal Business attire may be necessary on Fridays, depending on meetings and clients.  Staff members must use their best judgment when determining Friday’s schedule and attire.

Injuries on the Job

If you are injured on the job, you are required to report the injury to the Chamber president within 24 hours.

Solicitation and Distributiontc \l1 "Solicitation and Distribution 

The posting of notices or other written material on Chamber property without prior approval of the Chamber president, circulation or distribution of written material of any type in working areas or on working time, and solicitation or any other form of disturbing employees during working time, is strictly prohibited.  Non-working times includes before or after work, break periods and lunch periods, or other specified periods, if any, during the workday when employees are properly not engaged in performing their work tasks.  Off-duty employees are not permitted on Chamber property except for the conduct of authorized business with the Chamber in designated areas, or with the president’s approval.
Charity Solicitations
tc \l3 "Charity Solicitationstc \l2 ".   The employee’s desire or obligation to support a charitable appeal will in no way be influenced by the work relationship.
Data Management Security Policy

Purpose and Objectives

The purpose of this document is to define the Chamber’s Data Management & Security Policy.  The Chamber’s data and that of its members is an extremely valuable asset of our organization and thus should be managed and secured in the highest manner possible.

The main objective of this policy is to ensure that data is protected in all forms, whether it is electronic, written or otherwise. The policy not only applies to the Chamber’s company data but also to its members’ data.

The Chamber provides employees with resources for use while conducting Chamber business.  The Chamber has a duty to maintain a positive and productive environment, including the use of Chamber computers, telephone systems, cellular phones, voice mail, electronic mail (email) via local area networks and internet, paper mail (US mail, package delivery services, and courier services) local area networks, and internet and world wide web access, while respecting the privacy of employees. These and other resources are provided for the express purpose of conducting Chamber business and are not intended nor designed for routine personal use by employees. The Chamber retains ownership and has the right to inspect all resources without notice. [Suggest a policy that they must sign off on.]

Software

All software is licensed by the Chamber and is the Chamber’s property.  Duplication of copyrighted materials is prohibited.  The Chamber’s employees shall use the software only in accordance with the license agreement.

Employees are not permitted to install, or have installed, any software that is not purchased or approved by the Chamber. Music may not be downloaded from the Internet for any other use than for Chamber business.

Data Ownership and Confidentiality

All data stored in the Chamber’s resources is the property of the Chamber.  This includes, but is not limited to, paper, magnetic cards, magnetic tape, diskettes, hard drives, local area network, Internet, communication equipment or any other storage medium. All data is confidential and should not be given to anyone unless it is in the normal course of Chamber business.

Mobile Data Resources

Employees that have mobile data resources, which are owned by the Chamber, are responsible for the devices when transported out of the office. Care should be taken that the devices are not infected by viruses, damaged or lost. If confidential Chamber information is stored on the resources, the employee must ensure this information is not comprised in any way. If any resource is lost, the employee should notify the President/CEO of the Chamber.

Computer Passwords
All employee computers are to be set up to be password protected. Employees are to use strong passwords consisting of letters, numbers and symbols. Passwords are to be changed on a quarterly basis. Computers are to be shut down every night except Tuesday. On Tuesdays, employee will log off your computer.

Secure and strong passwords are also to be used with the WeblinkConnect database.

The System Administrator, Chamber President and outside contractors hired to maintain or repair equipment or services have the capability, and may be granted the authority, to override personal passwords on Chamber equipment and to access Chamber property. This is necessary to assure that the interests of the Chamber, our employees, and our members are protected.  Encryption of communications or other records, other than credit card numbers, on Chamber owned equipment is prohibited.

Computer Backups

All data is to be saved on the H: drive on the server. A backup of the data is to be performed on a daily basis, Monday through Friday.  The backup tapes are to be stored in the fire-proof vault with one tape taken home by the System Administrator. 

Data stored in the Weblink database is backed up by Weblink International.

Physical Office Security

During the hours that the Chamber office is not staffed, a security system will be activated. It is the responsibility of the last staff member to leave the office to set the security system with the use of his/her own password. The employee’s password is confidential and should not be disclosed to anyone else.

Document Destruction

Any printed document that contains any confidential information is not to be placed in any waste container other than in the ShredAway document container.

Fire-Proof Vault Use

Any item that is deemed to be of irreplaceable, highly valuable or contain information of sensitive nature will be placed in the Fire-Proof Vault.  If the items need to be used during business hours, they may be removed but must be placed in the vault during non-business hours. The vault is to be locked at all times. Examples of items to be placed in the vault are: cash, checks that have not been deposited, credit card receipts.


Credit Card Numbers

All credit card numbers that are input online are encrypted in WeblinkConnect. If a credit card number is taken over the phone and recorded for entry, the form that it is entered on should either be stored in the vault or the credit card information should be blacked out.

Personal Privacy
The Chamber believes that employees will, occasionally, have the need to conduct incidental personal activities during the course of normal working hours.  Responsible conduct of personal activities does not need to, nor should it, interfere with an employee’s effectiveness or productivity.  Employees must understand that the incidental and occasional use of Chamber resources to conduct their personal activities does not provide the same level of privacy that the employee might enjoy through other means, such as use of their own home phones, or their personal internet accounts.

It is neither the desire nor the intent of management to intrude on the personal privacy of employees who are using Chamber resources appropriately.  Nonetheless, it is possible that such intrusion may inadvertently result from actions, which are necessary for the responsible management of the Chamber.  

The Chamber will make a reasonable attempt to honor the privacy of personal communications, documents, records, or property. 

The Chamber’s intent is to refrain from routinely monitoring or accessing such records or property unless it has reasonable need or grounds to do so.  However, employees should be aware that any information or property sent, received, or stored utilizing Chamber equipment, facilities, or services, as well as associated records, will be subject to monitoring, access, or disclosure for legitimate business purposes.

Personal Use of Chamber Resources

Personal use must be restricted to lawful activities and must not adversely affect the reputation or image of the Chamber of Commerce.

Personal use must not compromise the security or confidentiality of Chamber information or systems.

Personal use must not interfere with the ability of the employee, other employees, or the Chamber to conduct our business efficiently and effectively.

Personal use must not adversely impact the performance of Chamber equipment.

Personal use must not adversely affect employees’ job performance.

Personal use must not be related to the operation of a personal business or outside employment.

Personal use must be consistent with other Chamber polices and must not conflict with the goals of the Chamber.

If personal use results in incremental costs to the Chamber which are deemed to be more than nominal, employees will reimburse the Chamber for such costs.  If, for any reason, such costs cannot be readily determined and easily managed, personal use of the systems or services may be prohibited.  The Chamber reserves the right to decide what level of personal use is permissible.

All communications over Chamber computers, whether personal or not, should conform to Chamber policy.  Employees may not use the Chamber electronic mail system in any way that may be seen or interpreted as insulting or offensive by other persons, or harmful to morale.  Unacceptable transmissions would include, but are not limited to, sexually explicit messages, cartoons or jokes; unwelcome propositions or love letters, ethnic or racial slurs; or any other messages construed as harassment or disparagement or others based on the person’s race, sex, color, gender, religion, national origin, marital status, sexual orientation, age or physical/mental disability.

Inappropriate use may result in disciplinary action including discharge.

Breach of Policy and Enforcement

A breach of this policy by an employee could have severe consequences on the Chamber and its members.  Intentional misuse of this policy will result in disciplinary action at the discretion of the Chamber’s President/CEO. Severe or deliberate breaches may result in dismissal of the employee. All employees of the Chamber are bound by this policy.

Discharge & Discipline Procedures

It is the policy of the Chamber that all employees are expected to comply with the Chamber’s standards of behavior and performance and that noncompliance with these standards must be remedied, under the following guidelines:

· The objective of disciplinary action is to help correct poor job performance and/or behavior and it is the responsibility of the employee to correct any areas of concern to the Chamber’s satisfaction.

· Under normal circumstances, the Chamber endorses a policy of progressive discipline in which it attempts to provide employees with notice of deficiencies and an opportunity to improve.  It does, however, retain the right to administer discipline in any manner it sees fit.  This policy does not modify the status of employees as employees-at-will or in any way restrict the Chamber’s right to bypass the disciplinary procedures suggested.  

If an incident is serious enough, the Chamber reserves the right to initiate immediate suspension or termination of employment
Standards of Performancetc \l2 "Standards of Performance
The Chamber is a highly visible concern in which many individuals and companies rely on the quality and reliability of our service; thus, all employees are expected to provide excellent and reliable performance.  Any failure to meet these high standards are grounds for concern, counseling and, if deemed appropriate by management, discharge.  
Separation Procedures

Terminationtc \l3 "Termination
All employees are employees at-will and therefore subject to termination at any time with or without cause.  All involuntary dismissals require prior notification to the Executive Committee by the Chamber president. 

tc \l2 "Separation Procedures
Resignationstc \l3 "Resignations
Employees who resign their positions are required to notify the Chamber of their anticipated departure date as follows: 

· Exempt employees--four weeks notice

· Nonexempt employees--two weeks notice. 

This notice should take the form of a written statement submitted to the Chamber President.  Failure to provide proper notice could result in loss of accrued personal time off.  In certain circumstances, the Chamber may elect to pay the employee rather than have the employee work through the notice period.

Personal time off, personal days or floating holidays cannot be taken during the notice period for the first two weeks.

Exit interviews will be conducted with the departing employee by the Chamber president for the staff and by the Executive Committee for the Chamber president.  The purpose of this interview is to obtain the employee’s opinion about policies and practices of the Chamber.
Pay Upon Separation
If an employee should leave employment, that portion of his/her personal time allotment that has been earned but not used will be paid out upon termination.  That portion of his/her personal time allotment that has been used but not earned shall be deducted from the employee’s final paycheck.

Releasestc \l3 “Releases
Following the initial 12 weeks of employment, employees released by the Chamber for any reason other than discharge will be given a two-week written notice of the terminating decision or two weeks’ pay in lieu of notice.

Compensation pay to released employees includes wages through last day worked, pay in lieu of notice if appropriate and accrued but unused vacation.

Retirementtc \l3 “Retirement
Employees who elect to retire must contact the Chamber president no less than four weeks prior to their retirement date.

Compensation for retired employees consists of wages through the last day worked and any accrued personal time off and personal days. 
Health Benefits upon Separation from the Chambertc \l3 “Health Benefits Upon Separation From the Chamber
Employees have the right to select continuation of health benefits, if provided, under the Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1985.  Details on conversion costs will be sent to qualified employees.

Weather Policy
The Chamber president, will determine if the Chamber Office will open or remain open in the event of a severe snowstorm or other weather emergency.  If the decision is made to not open the office, the president, will contact all staff.  However, staff may also wish to contact the president, at home.  The office will then open as soon after its regular opening time once the president can safely arrive at work.

We are concerned for your safety first.  You are the best judge of whether or not you feel it is safe for you to try to come to work or if it is necessary to leave early when the weather is bad.  

If time is missed for the above reason, employees will be able to make up the lost time during the same pay period (no exceptions), in which the absence occurs, or they may use PTO, personal days or take unpaid time off.  The president must approve this.

Green Initiative

All staff of the Chamber shall abide by the commitments made to make the office “green” or sustainable” in order to implement the principle of “rethink - reduce – reuse – recycle.”  They will do this be following these guidelines.  Purchase paper with greater recycled and post-consumer content, when economically feasible without sacrificing whiteness.  Printing and copying double-sided, when appropriate.  Set the default on printers and copiers as double-sided. 

All staff will manually turn off their office lights at the end of the day, even though they will automatically turn off after a designated time.  This will mean that they will need to be manually turned on in the morning, and they will work automatically at other times. 

When using the conference rooms, kitchen and work room, be sure that lights are turned off, when not in use, which includes time between set up and the actual meeting.
Medical or Unpaid Leave Request Form
I, _________________________________, request a medical and/or unpaid leave beginning ___________and, barring any unforeseen circumstances of a medical nature, ending on ____________.  If this is a medical leave request, a doctor’s statement verifying the type and length of my disability will be sent to the Chamber President. I intend to return to the employment of the Chamber upon expiration of my leave.  The exact date of return will be given to the Chamber President at least two weeks prior to my return.  Continuing absence after completion of the leave status may be considered a voluntary resignation from my employment.

· I understand I will need to provide a doctor’s release to return to work.
Employee Signature

Date

Acknowledgment and Receipt of Employee Handbook
I understand that this employee handbook describes important information about the Eau Claire Area Chamber of Commerce and that I should consult the Chamber president regarding any questions not answered in the handbook. 

Since provisions of the handbook are subject to change, I further understand that revisions to it may supersede or eliminate one or more existing policies and/or benefits and that all such changes are communicated through official notices.  

Unless I have an individual written employment contract, my employment relationship with the Eau Claire Area Chamber of Commerce is voluntarily entered into and is subject to termination at will at any time if either the company or myself believes such action to be appropriate. 

I acknowledge that this handbook is neither a contract of employment nor a legal document.  I have received, read, and understand the policies contained in this handbook and will read any revisions made to it in the future.
I will return this handbook (and any copies and/or updates to it) and any other confidential information I may have in my possession to the Chamber president by my last day of work, or as requested.

Employee's Signature





Date

Employee's Name (typed or printed)

Personal Time Off (PTO) Eligibility Schedule-full time employees





After one year of employment 		40 hours


Second year of employment 			80 hours


After third year of employment		104 hours


After fourth year of employment		112 hours


After fifth year of employment		120 hours


After sixth year of employment		128 hours


After seventh year of employment		136 hours


After eighth year of employment		144 hours


After ninth year of employment		152 hours


After 10th year, and beyond, of employment	160 hours
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