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U.S. CHAMBER OF COMMERCE




Accreditation Overview

Welcome

Welcome to the U.S. Chamber of Commerce Accreditation application program. We are excited that you are
interested in standing out from the crowd and moving ahead. We want to help your through the Accreditation
process by explaining our procedures, walking you through the steps to complete the materials, and clarifying
what you can expect from us.

The Accreditation Application is divided into nine sections with a complete set of instructions at the beginning
of each one. If you have already completed a section and you are familiar with the instructions, click on the
Governance Overview icon in the Bookmark Section to the left of your screen. Otherwise, the background and
instructions should be reviewed in detail starting with the Accreditation Overview, below.

Accreditation History

In 1964, the U.S. Chamber of Commerce began offering its Accreditation Program to state and local chambers
of commerce nationwide. The program was designed to provide a continuous self-analysis of an organization’s
growth and development, with an opportunity for the organization to reassess its objectives and resources,
program of work, procedures, and achievements. Since the Accreditation program’s launch, more than 750
chambers have met the required organizational standards and have earned the title “Accredited.”

Accreditation means that a local or state chamber of commerce has been recognized by the U.S. Chamber of
Commerce for having sound programs and organizational procedures and for continually creating and
maintaining positive change in the community.

The U.S. Chamber Accreditation program establishes criteria for judging the quality of performance for state
and local chambers of commerce, determines the extent to which organizations meet these criteria, and issues
a public announcement that organizations are found to be of superior quality.

The U.S. Chamber understands that state and local chambers are diverse and have unique programs of work,
operations, merit, dues structure, and program policies. As a result, the Accreditation program has separated
the state chamber Accreditation process from the local chamber Accreditation process. Distinct applications
have been created to recognize these differences.

Accreditation does not mean that an organization is perfect in every respect. Competent examiners
acknowledge the quality of an organization and make recommendations where there are areas of deficiency
and recognize chambers for areas of special distinction.

Effective chambers of commerce operate above and beyond minimum standards. As each chamber prepares
its Accreditation application, it seeks ways of improving its performance in the community. These criteria or
standards become a tool for management control and self-discipline.



Mission

The mission of the Accreditation program is to establish a standard of organizational competency and an
objective set of criteria for assessment. The achievement of standards by state and local chambers as
determined by an examining committee will be recognized with Accreditation by the U.S. Chamber of

Commerce.

Procedures to Apply

Make Sure Your Chamber is Entered into the Accreditation Database

We want to make sure you are properly entered in our database. If you have not yet entered your contact
information, click here http://www.uschamber.com/chambers/accreditation/intent.htm and follow the steps.
Upon receipt, U.S. Chamber staff will enter the information into a database, allowing the applicant chamber to
receive updates about the Accreditation process and invitations to conference calls discussing the application

process. Do not send the program fee at this time.

If clicking the link doesn’t work, make sure your computer is set up to access the Internet and try again. If you still
experience difficulty, call Mathew Wasserburger at (202) 463-5821.



Access the Application Documents

There are nine sections of the Accreditation application:

. Governance

. Finance

. Human Resources and Staff
. Government Affairs

. Program Development

. Technology

. Communication

. Facilities

. Benchmarking
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Copies of all nine sections of the Accreditation application can be found on our Web site at
http://www.uschamber.com/chambers/accreditation/app.htm

These files can be completed by one person at the chamber or distributed to other chamber staff or volunteers
to assist in the ultimate completion of the application.

To assist in distributing the files, chamber staff or volunteers may go directly to the web site to download the
sections of interest to them.

No matter how many staff members or volunteers are working on the application, the chamber’s designated
staff contact person should be the only one to communicate with the U.S. Chamber staff.

Review the Application

Review the application in its entirety — all nine sections — to determine whether the chamber is prepared to
begin the Accreditation process. Use the glossary at the end of the each file to familiarize yourself with the
language of the application. Glossary items can also be accessed by clicking on highlighted text. In the
glossary a link is provided to return to the highlighted text.

Complete the Application Documents

Each applicant chamber is required to complete all nine sections of the Accreditation application.

Each of the application’s nine sections is a self-contained document including:

« Application instructions and overview

» Section’s standards as defined by the U.S. Chamber

« Alist of minimum qualifications to achieve Accreditation for that section
» A checklist of attachments

« A digital application from

The digital application form is divided into two categories; the minimum requirements which must be met for
the chamber to be Accredited, and the additional criteria which will be evaluated to determine the star ranking
of an Accredited chamber.



Complete the Conclusion and Signature Page

The Conclusion and Signature Page can be found on our Web site
http://www.uschamber.com/chambers/accreditation/app.htm. The U.S. Chamber requires that these pages
be completed digitally, then printed and signed by the Chief Paid Executive and Chief Elected Officer.

Prepare the Application Materials for Delivery

Copy the nine pdf files and the conclusion page and signature page to a CD or USB drive. Print and sign the
completed Conclusion and Signature Pages, and enclose the payment form with a signed check or credit card
information for $699 for U.S. Chamber members; $1,199 for non members.

Mail the Application Materials to the U.S. Chamber

The application materials should be put into an envelope with the completed Conclusion and Signature Pages
and the payment and mailed to:

U.S. Chamber of Commerce
c/o Political Affairs and Federation Relations, Accreditation
1615 H Street, NW
Washington, DC 20062-2000



U.S. Chamber of Commerce Review Process

Review

Once the completed application and program fee have been received, U.S. Chamber staff will review the
chamber’s submission for minimum requirements. Due to the volume of applications received, we ask that you
please do not contact the U.S. Chamber to inquire about the status of the chamber’s application. In the event
that minimum requirements have not been met or there are missing materials, U.S. Chamber staff will contact
you.

An experienced Accreditation consultant will review the application and make recommendations. The
consultant may contact the applicant to ask questions that might arise during the review. Based on the
findings, a confidential report with recommendations will be prepared and sent to the Accrediting board, the
governing body of the Accreditation program made up of business and chamber executives. The Accrediting
board will review the recommendations and approve or disapprove the chamber’s Accreditation status.

Recommendations will be presented to the Accrediting board at the February, June, and November board
meetings. The day following the Accrediting board meeting, the applicant will be notified about the chamber’s
Accreditation status.

Awards

All Accredited chambers must meet the minimum requirements for each section of the application. If the
applicant completed the additional criteria sections of the application, the Accreditation consultant will review
the additional material and designate the chamber as Accredited, Accredited with 3-Stars, Accredited with 4-
Stars, or Accredited with 5-Stars based on the number of additional criteria points scored in each sections of
the application. A chamber earning at least 70% of the total number of points will be awarded Accredited with
3-Stars; 80%, Accredited with 4-Stars; 90% or more, Accredited with 5-Stars.

Post Accreditation Materials

Upon receiving Accreditation, the chamber will receive a marketing kit with the following:

» Letter of congratulations from Tom Donohue, U.S. Chamber President and CEO
* Press release

» Certificate of achievement

*+ Recommendations for improvement

+ Sample newsletter articles and Web page blurbs

+ Camera-ready logos

* U.S. Chamber of Commerce resource guide

Each chamber receiving Accreditation will be acknowledged on the U.S. Chamber’s Web site.

Maintaining Accreditation

To maintain Accreditation, a chamber must submit an Accreditation application every five years. Chambers will
receive an email from U.S. Chamber staff during the fourth year of Accreditation. It will remind them of the
need to renew and provide links to the materials required for the renewal.



Confidentiality

The U.S. Chamber agrees to maintain the confidentiality of information received throughout this application
except in cases where (1) the information is or becomes publicly known from sources other than the
application itself (2) the information is received by the U.S. Chamber without restriction from a third party (3)
the information is independently developed by the U.S. Chamber, or (4) the information is disclosed by the
U.S. Chamber pursuant to judicial action.



Tech Support

Navigation

The Accreditation application uses bookmark navigation to assist the applicant in navigating the application.
Please note that the pages of this file are divided in two. The left-hand side presents “bookmarks” that can be
used to take you directly to specific pages in the document. Clicking on the triangle beside the bookmarks will
“open them up” and provide you with a more detailed set of bookmarks for the section.

If you have had no experience with this type of navigation, give it a try and become comfortable with it before
going on.

Completing Each Section

“Yes/No” Radio Buttons

Radio buttons — II1 — are used for “yes/no” questions. If you inadvertently click a “yes” button, you can
change your answer by clicking on the “no” button, and vice-versa. Radio buttons are also used to “check off”
items on a list. If you inadvertently click a “check off” button, you can change your answer by clicking it a
second time.

Short Answers

Space is provided to enter short answers. For example, the question, “In which government jurisdiction is the
chamber’s incorporation or charter filed?” should be answered like this:

Washington, D.C.

In some cases, the answer may exist in another file. It can be copied and pasted into the text box.

Where the answer is best provided by entering the entire file, the file can be attached, see below.

Attachments

In each section you are required to provide Attachments to support the application. Instructions for making
the Attachments follow. Note that you can terminate the process before it is complete by pressing the escape
key (ESC).

Digital files

If the attachment is a digital file in a common format (Microsoft Word, Excel, Powerpoint; Adobe Acrobat pdf,
etc.), the file can attached electronically. Each attachment has an “attachment area” that looks like this:

Attachment:

A reminder of the instructions to attach a file can be accessed by clicking the ? icon.



Steps for Making Attachments

1. Go to the menu at the top of the screen. It looks like this:

Adobe Reader File Edit WView Document Tools Window Help

2. Click on “Tools” and a drop-down menu will appear. It looks like this:

Comment & Markup [
Select & Zoom »
Measuring [
Typewriter »
Object Data [

Customize Toolbars...

3. Drag the cursor over the words “Comment & Markup” to show the next drop-down menu. It looks like
this:

v Sticky Note
[®] Text Edits >
Stamps >
2] Highlight Text Tool
] Underline Text Tool
\ # Cross Qut Text Tool
/2 Attach a File as a Comment
i~ Record Audio Comment
& Paste Clipboard Image as Stamp Tool
Eh, Callout Tool
[Z] Text Box Tool
> Cloud Tool
* Arrow Tool
/" Line Tool
[1 Rectangle Tool
O oOval Toaol
¢* Polygon Line Tool
< Polygon Tool
7 Pencil Tool
& Pencil Eraser Tool
: Show >

Show Comment & Markun Toolbar

4. Click on the line “Attach a File as a Comment.” The arrow points to it. Click anywhere in the “Attachment
Area” to trigger your computer’s operating system to open.

5. Find the file you want to attach and click on it.



6. Click on the “Select” button at the bottom of the window in your operating system and a new window will
appear that looks like this:

| Appearance General | Review History

Icon Color: |
i Graph Opacity:
§

¥ Attachment

&

T Locked ] Make Properties Default (" Cancel f 0K ‘

7. Click on the “Paperclip” icon, and click the “OK” button.

A “Paperclip” will appear in the “Attachment Area.” Clicking on this icon will open the file you have attached. If
you want to unattach the file, select the icon with your cursor and hit the delete key.

Printed Files

If your document is in printed form and no digital copy is available, it can be converted to a pdf file by having
it scanned. Converting printed files to digital format is the best way to deal with these attachments.

If you cannot have the file scanned, you can send it to the U.S. Chamber of Commerce in its printed form. The
U.S. Chamber will have it scanned at attached to your application document for a fee of $1.00 a page.

Essays

Space is provided to enter essays. They must be as thorough as possible and the space will expand to
accommodate essays of up to 1,000 words. Each essay response must be as thorough as possible.

The space can accommodate text only. If your essay already exists in a digital format, you can save time by
including it as an attachment. If you would like to include tables, charts, or graphs in this section as a way to
better clarify or enhance the essays, you can put them into a digital format and attach the file.



Frequently Asked Questions (FAQS)

Q

We have documents that we think the U.S. Chamber of Commerce should review but there is no place for
them to be attached in any of the sections.

An area has been provided at the end of Section Nine — Benchmarking — where additional attachments
can be made. Please note that the U.S. Chamber of Commerce will review these items but may not
include them in the basic scoring of the application. However, if the material is noteworthy or exemplifies
an industry best practice, it may be eligible to receive discretionary points that may affect the chamber’s
star rating.

There are places where we would like to add a comment but there is no text box available.

Generally speaking, text boxes are made available where additional information is needed to determine
the chamber’s level of compliance. However, if an applicant would like to insert more information, the
applicants can always use Adobe Acrobat Reader’s “Sticky Note” feature to insert a comment anywhere in
the application forms. To access this feature click on the Tools menu at the top of your screen and slide
the cursor down to “Comment and Markup.” A list of features will appear with “Sticky Note” at the top.
Click on the “Sticky Note” icon then move your cursor to the place in the document where you would like
to make a comment. Click again and the “Sticky Note” will appear. Write your comment in the space
provided then click anywhere in the document to continue.

Completing the forms is time-consuming. Will we have to redo everything when it is time to renew our
accreditation?

The set of nine pdf files should be kept in a safe place, with backup copies available elsewhere. At
renewal, use the original set of pdf files, make changes only and save them under a new name, e.g.
Section One — Governance 20??. This new set of files is then sent to the U.S. Chamber of Commerce for
review. No need to completely redo the forms.

We have very large files on separate media and cannot attach them to a pdf file.

These files can be submitted on separate media (CDs, DVDs, USB drives, etc.) and enclosed in the same
envelope used to send the nine sections to the U.S. Chamber of Commerce and the Accreditation fee. A
note should be included to indicate what the files are and the section of the application forms to which

they apply.



Q Can more than one person be involved in completing the forms? How would this be done?

A

While it is best for one person to coordinate the process and serve as the communicator with the U.S.
Chamber of Commerce, many chambers will want to involve more than one person. Chambers will often
distribute the pdf file for certain sections to specialists who are responsible for completing them. For
example, Section Two — Finance may be given to the CFO who completes it and sends it back to the
person coordinating the application for the chamber.



3. Human Resources and Staff

Standard

An Accredited chamber meets all federal and state regulations governing employers and acts as a
catalyst in the professional development of its staff. Each chamber staff member recognizes his or her
responsibility for implementing the decisions of the board of directors.

Minimum Qualifications

Distinct roles and job descriptions are set up for staff

Staff understands chamber’s mission and program of action
Personnel policies are in place and current

Meets federal and state regulations regarding employees

Minimum Requirement Attachment Checklist

(o] A 3.1 Sample employee job descriptions
a) President/CEO or executive director
b) Administrative staff
c) Mid-level management (if applicable)
[O] A 3.2 Personnel policies

Additional Criteria Attachment Checklist

(o] A 3.3 Agenda for the chamber’s employee orientation program
0] A 3.4 Employee performance review materials



Section 3. Human Resources Minimum Requirements

A. General

1. Please indicate the following:

a.  Number of full-time employees 8
b.  Number of part-time employees 4
C. Number of interns 4
2. Are there job descriptions for each staff position? m] Yes [ ] No
a. Ifyes, does each job description include: (check all that apply)
O] Job objective
(0] Clear description of essential responsibilities and duties
(o] Description of relationships and roles within the chamber
(o] Knowledge and skills requirement
] Job location

[0] A 3.1 Attach asample copy of a current employee job description for each of the following: (a)
Senior executive (b) Administrative personnel (c) Mid-level manager (if applicable).

Attachment (a) : ﬂ

Attachment (b) :

Attachment (c) :

3. Do employees understand the chamber’s mission and strategic goals? m] Yes [ ] No



Date Reviewed: September 30, 2008

PRESIDENT & CEO

I.
POSITION: Chamber President & CEO


II.
NATURE AND EXTENT OF ASSIGNMENT


A.
Basic Function: The President & CEO is responsible for overall management of the Oshkosh of Commerce.


B.
Scope: The President & CEO is responsible for overall planning and administration. Has primary responsibility for seeing to it that the policies and programs set forth by the boards are carried out. Responsible for staffing of management level positions and oversees staffing of all positions. Responsible for overall organization and coordination of work efforts to insure best utilization of all available resources, especially human. Is directly responsible for financial management and for marketing all programs. The President & CEO's primary responsibilities are for: 1.) assisting in promoting development, and 2.) improve Chamber services.


C.
Functions Performed: The President & CEO


1.
with the designated officer(s) and strategic planning group, is responsible for the development of an annual plan of action in conjunction with the five-year plan of the organization(s).


2.
is responsible for assigning staff to boards, executive committee and committee meetings preparing all information directed to include agendas, meeting notices, minutes reports and correspondence as deemed necessary by the appropriate leaders.


3.
is responsible for the management of the organization(s) including preparing annual budgets, implementation of the budgets, preparing financial statements and submitting all financial budgets and reports to the boards for approval.


4.
is responsible for representing the organization(s) at community functions and meetings including maintaining a liaison with community, state, and national organizations and communicating the views of the organization(s) to the membership and the public.


5.
is responsible for the preparation and presentation of reports on organization(s) progress to the board(s).


6.
meets or confers with the Board Chairman on a regular basis to relate current status of the organization. Meets regularly with staff to determine current status of areas of responsibilities. Meets with the treasurer monthly to relate the financial status of the organization. Meets on a regular basis with the various committee chairs for which responsibility is assigned.


III.
SUPERVISOR(S): Chairman of the Organization(s)


Performance to be evaluated annually by a joint evaluation committee of the organizations based on how well the President & CEO executes the duties of this position and the accomplishment of new duties as assigned by the president(s) and board(s).


Assistance is available from the Chairman and Executive Committee upon request. The Chambers 5-Year Financial Plan, Annual Operating Plan, By-laws, Policies and Procedures Manual, serve as guides for assistance.


IV.
RESPONSIBILITY AND AUTHORITY


A.
Personnel: Is responsible for the staff of the organization(s). Directly supervises the Director of Chamber Services, Director of Communications, Director of Membership, Controller, and Office Administrator, and provides for supervision of, or supervises other staff.


B.
Operations or Functions: Is accountable for the total operation of the organization(s).


C.
Money: Has the authority to financially commit the organization(s) as outlined in the approved budget(s) and established by policy.


V.
QUALIFICATIONS


A.
Education - This position requires a college degree in business, management, public administration/planning, or related field.


B.
Experience - a minimum of three to five years of experience in Chamber, economic, industrial, or commercial development or related field required.


C.
Ability and Skills:


1.
Ability to organize and oversee a wide variety of programs, policies and initiatives.


2.
Strong communication and interpersonal skills, ability to work with many types of people.


3.
Initiative, ability to initiate ideas, take action and follow through.


4.
Proven leadership, diplomacy, and consensus building skills.


5.
Good judgement and decision-making skills.


6.
Comprehensive perspective, ability to plan ahead and establish priorities.


Date Reviewed: September 30, 2008


Updated: 11-18-06

Job Description


Position:  Controller

I.   Nature and Extent of Assignment

 A.  Basic Function:  The Controller is responsible for the overall management of Chamber office operations and for all financial reporting and accounting of the Chamber, the Chamber Foundation, and OAEDC, including chamber-affiliated organizations.


B.  Scope:  The Controller is responsible for the daily accounting and preparation of transactions in accordance with the accounting procedures and polices and for the overall management of Chamber office operations to ensure efficient office operation functions and efficient use of administrative support human resources.


C.  Responsibilities: 


1.  Office Operation Management


a.  Manages office staff and overall Chamber office functions.


b.  Responsible for the computer system network and its efficient and effective functioning.


c.  Secures quotes for all office equipment and secures quotes on routine office supplies on an annual basis.


d.  Delegates and assigns work flow and projects to appropriate support staff.


 e.  Provides for computer training to Chamber staff.  


f.  Serves as staff for Information Technology Committee. 


2.  General Ledger


a.  Prepares monthly general ledger transactions and month end duties which include:


1.  Inter-company invoices for OAEDC


2.  Bank Reconciliation’s for all accounts (Chamber, Chamber Foundation, OAEDC, and Chamber affiliates, Waterfest, and Gift Certificate Program)




3.  Updating the deferred revenue schedules




4.  Reconciling petty cash




5.  Printing monthly and outstanding dues invoices




6.  Entering any member drops and invoice adjustments




7.  Preparing cash receipts report on Excel




8.  Preparing accrual and amortization entries


b.  Posts all transactions for the Chamber  and OCDC to Great Plains.  Prints monthly trial balance, general ledger detail, and financial statements.


c.  Reconciles sub-ledgers kept on Excel to the trial balance figures.


d.  Maintains files relating to all financial transactions.


3.  Payroll


a.  Prepares bi-monthly payroll and other commission payrolls through-out the month.


                        b.  Makes necessary payroll tax deposits for federal and state.


c.  Maintains Excel spreadsheet to reconcile gross wages and applicable taxes.


d.   Prepares all required government reports for the quarter and the year end.


4.  Accounts Payable


a.  Receives all bills and makes sure they are approved for payment


b.  Generates checks through Great Plains 


c.  After signed, mails out checks with remittance copies


5.  Human Resources


a.  Maintains employee insurance policies & pension plan:


1.1.  Enrolls new employees-takes off terminated ones


1.2.  Handles questions from staff relating to benefits


1.3.   Solicits  quotes for different packages


b.   Maintains and updates policy and procedure manual.


c.   Maintains vacations/sick days records.


6.  Other





a.  Monthly Invoices


     1.1.  C.D.B.G.


     1.2.  Newsletter


     1.3.  BID Newsletter


     1.4.  Junior Achievement  


b.  Prepares annual budget for the Chamber in conjunction with the President and other Chamber staff.


c.   Assists in budget development for OAEDC.


d.   Receives all checks and money coming into the Chamber.


      1.1.  Prepares weekly bank deposits


      1.2.  Posts all deposits Member Manager


e.  Assists external auditors with annual audit


     1.1.  Prepares varies account schedules and reconciliation


     1.2.  Maintains depreciation schedules


f.  Performs other duties as assigned.


II.   Supervision


 A.  Immediate Supervisor:  President/CEO



 B.  Supervision Received:


1.  Implements the duties of this position and the accomplishment of new


duties as assigned by the President.


2.  Performance to be evaluated annually by the President.


III.  Personnel 


A. Supervise activities of Administrative Assistant, secretary, receptionist and related interns.


IV.  Employment Standards


A.  Education:  This position requires a minimum of a Bachelor Degree in


accounting. 


B.  Experience:  Three to five years experience in a related position.


C.  Ability and Skills:


1.  Knowledge of office terminology, procedures and equipment.


2.  Knowledge of accrual accounting procedures.


3.  Knowledge or ability to learn the use of computer, Excel and Great Plains preferred.  



4.  Ability to use adding machine proficiently.


5.   Knowledge of fund accounting.


6.   Knowledge of payroll accounting.


7.   Strong organizational skills.


8.   Knowledge of or ability to learn postal regulations relating to bulk               mailings.


9.   Strong interpersonal communications skills.


10. Self-motivated.


Date Reviewed: September 30 , 2008

Updated: June 22, 2005


JOB DESCRIPTION

POSITION: Director of Membership & Special Events 


I.  NATURE AND EXTENT OF ASSIGNMENT


A.  Basic Function & Scope: The Director of Membership & Special Events is responsible for developing, managing, and implementing the Chamber’s overall Membership Development program, including recruitment and retention activities. This position is responsible for the implementation of special events as assigned by the President and is the primary staff contact between the Chamber and assigned Affiliates.  


B.  Responsibilities: 

1. Develop and implement membership development program strategies and tactics. 


2. Implement the Membership Sales activities of the Chamber to include recruitment and retention, prospect development, and promotion of Chamber programs and services


3. Planning, organizing and coordinating of the following special events: Business Expo, Annual Holiday Parade, and Live At Lunch. 


4. Serve as staff liaison to the following Chamber-Affiliates: WSA, Safety Council, Propel and assigned planning committees. 


5. Provides assistance in the planning, organization, and coordination of Waterfest.


6. Assist in the development and implementation of promotion and marketing of Special Events.


7. Works with and staffs the Membership and Ambassador Committees and other related event committees.


8. Organizes monthly Sales Club meetings and programs.


9. Coordinates annual Operation Thank You Program, quarterly new member orientations, and member recognition programs.


10. Assists in the development of the annual program of work and budget. 


11. Undertake and assist with other special projects and activities as assigned.


II.  SUPERVISOR

A.  Directly responsible and accountable to the President and CEO.  Performance to be evaluated annually by the President and CEO based on how well the Director of Membership & Special Events executes the duties outlined and the accomplishment of duties assigned.


III.  RESPONSIBILITY AND AUTHORITY

A.  Directly responsible for implementing and managing the above outlined functions, with the authority to represent Chamber in these matters, subject to approval of the President and CEO. 


B.  Personnel: Supervises activities of commission sales staff and related interns.


IV.  QUALIFICATIONS

A.  Education and/or Experience


1.  The minimum of a college degree in a related field.


2.  Experience in sales & marketing, promotion and/or events planning, public relations, or community development preferred. 


B.  Abilities and Skills


1.  Strong interpersonal and communication, both oral and written, skills.


2.  Strong organizational skills.


3.  Ability to motivate and manage volunteers.


4.  Knowledge of Microsoft Windows, Word and Excel software.


5.  Initiative and ability to successfully complete projects.


6.  Self-motivated.


7.  Ability to manage multiple activities.


mark
File Attachment
A 3.1 Job Descriptions.doc


B. Policies and Procedures

1. Does the chamber have a centralized location for all personnel policies (Either on m] Yes [ ] No
shared network drives or published in a manual)?

a. If yes, please indicate what the policies include: (check all that apply)
(1.) Organization background
(2.) Personnel policies relating to:
i. Hiring
. Hours of work
iii. Discipline and dismissal
iv. Pay period
V. Benefits
vi. Absences
vii. Performance and evaluation
viii. Harassment
ix.  Whistle-blower clause

X. Standard of conduct and ethics

B EEE EEEEEBEE

(3.) Administrative policies

[B] A 3.2 Attach a copy of the chamber’s personnel policies'.

Attachment : g



ADMINISTRATIVE POLICIES, PRACTICES & PROCEDURES

I.
Operating Procedures        



- Introduction                          



- Administration



- Structure



- Financing



- Personnel



- Committees



- Policy Guidelines



- Procedures for Adopting Policies




- Direct Services


II.
Office Practices



- Work Environment



- Telephone Procedure



- Reception Area



- Accidents


III.
Administrative Policies



- Billings



- Check Signing



- Debts & Obligations



- Consumer Services



- Donations



- Donations - General Request



- Endorsements



- Equipment/Facilities



- Interim Policy Procedures



- Interns



- Public Statements - Individuals



- Member Lists/Mailing Labels



- Legislative Policy Positions



- Membership - Anniversary Date



- Budget 



- Cancellations - Meeting/Event Reservations



- Charge for Publications



- Policy Positions - Communication to Members/Media



- Purchasing



- Relations with other Organizations



- Special Events - Tickets



- Special Funds



- Trade Outs - Advertising



- Expense Reimbursement



- Outside Organization Assistance



- Banking


I.
OPERATING PROCEDURES


The Chamber is operated in accordance with the provisions of the Chamber Constitution and By-Laws with occasional interpretation by the Board of Directors.  The general operation procedures are outlined below.  Those relating to Chamber employees are recorded in the “Personnel” section.  Written policies to govern specific circumstances are detailed in the “Policies” section.


Additional policies and procedures may be adopted by the Board of Directors as the necessity arises.  Upon their adoption they are made a part of this manual.  Their provisions control Chamber action and administration and prevail until rescinded by action of the Board of Directors or amendment to the By-Laws.


Administration

The Chamber is administered by its President/CEO under the authority of the Board of Directors with responsibility for:  financial records, employment and supervision of Chamber personnel, management of the Chamber office facilities, coordination of committee programs, and for guiding the over-all Chamber program towards accomplishment of basic objectives.


Structure


The Board of Directors, in addition to deciding policies, is responsible for the successful, continuing program of the Chamber.  Because the responsibilities of the Board cannot always be accomplished at the monthly Board meeting, the Board delegates authority for decision making to the Executive Committee during the interval between Board meetings.  All actions of the Executive Committee are noted in the minutes of their meetings, and these minutes are furnished to all Directors.  The Board of Directors retains the authority to revise, approve, or disapprove any action of the Executive Committee that is questioned.


In nominating members to serve on the Board of Directors, the Board Management Committee strives to provide representation on the Board from the major business and professional classifications, and of all important sectors of business in Oshkosh.


Financing


Membership dues provide the funds to maintain the continuing Chamber program.  The rate of membership dues is based on the proportionate interest of the company in the local economy and, therefore, the Chamber program.  The basic rate is established by the Board of Directors and may be increased as circumstances require.  In deciding the dues rate for members with a substantial interest in the Oshkosh area, a fair-share rate is determined by comparison with other members in similar categories of business.


Dues are paid in advance on a quarterly, semi-annual, or annual basis.  A member whose dues payment is delinquent ninety days may be suspended, and his membership terminated by the President/CEO and subject to review by the Board of Directors.


Special promotion and contributed funds, other than dues, are used for the particular purpose for which they are contributed.


The Chamber is operated on a budget adopted by the Board of Directors as early as possible each fiscal year.  All committee programs are conducted within budget allocations, unless specific Board of Directors approval is given and additional funds are allocated for committee use.


Purchases of services, supplies, and equipment are made from Chamber members whenever practical, and Chamber purchases are equitably divided among Chamber members capable of providing the goods and services.


Complete records of all dues billed, money received, and funds expended are maintained.  The financial records of the Chamber are reviewed by the Executive Committee monthly.


Personnel


All Chamber personnel must abide by the office rules as outlined in the “Personnel” section.  Their hours of work, vacation schedules, and social security and unemployment compensation benefits are consistent with statutory requirements and Oshkosh’s prevailing business practices.


Committees


Committees are organized and continued by decision of the Board of Directors.  The committee structure of the Chamber is reviewed annually by the Board of Directors which discharges unneeded committees.


The basic objectives and areas of activity of the committees are established by the Board of Directors at the time the committees are activated.


The Board of Directors, upon recommendation by the Chairman, approves the selection of Committee chairpersons.  In recommending chairpersons for continuing or regular committees, the Chairman is mindful of the prior interest and leadership capability demonstrated in the committee program.


At the commencement of the year, each regular committee reviews its work program and plans its major projects for the year.  The costs of the projects are not to exceed the budget allocations for the committee.  In the event the cost of special projects is greater than the budget will cover, the Board of Directors approval of the allocation of additional funds is required.


The Chairperson of regular committees are authorized to name sub-committee chairpersons to guide projects within the over-all committee program.  Committee chairpersons are invited to attend Board of Directors meetings other than the Annual Meeting of the Board.


Policy Guidelines


Chamber programs and policies are consistent with the purpose stated in the By-Laws:  “The Oshkosh Chamber of Commerce exists to provide leadership and to serve and represent our members so their businesses and our community will prosper.”


In adopting policies and taking positions on issues within general Chamber policies, the Board of Directors follows these traditional guidelines:


To work for the advancement of the entire trading region of Oshkosh.


To work with region’s resource industries in developing policies important to them.  The Chamber endorses and supports such policies when they are consistent with the Chamber’s goals.


To express the business and professional person’s point of view on city ordinances, state and federal legislation.


To interpret and reflect the known majority opinions of the Chamber members, carefully weighing all matters especially where there is strongly divided opinion, in deciding policies and action.


To take a position on matters that affect the cost of doing business in Oshkosh, provided the matter is of major importance, even though taking the position may be contrary to the desires of a minority of the members.


To take positions on issues and, when appropriate, on political parties and candidates for office.


To be mindful of the importance of being consistent in adopting policies on state and federal legislation.


Procedures For Adopting Policies


Recommendations for policy action are made by regular and/or special committees, or groups of members after study of the issue or problem.  The recommendations are presented to the Board of Directors, in writing, by the Chairperson of the Committee or spokesperson for the members’ group, who shall meet with the Board of Directors to provide supporting information.



The Board of Directors weighs alternative views of affected Chamber members and committees and accepts, rejects, or tables action on the policy recommendations.  No publicity is given to a recommended policy until approved by the Board of Directors.  Members are advised of policy decisions by the Chairman or the President/CEO.


Direct Services


The Chamber provides all practical direct services to its members without charge.  These services include general and statistical information, maps, fact folders, descriptive folders, directories, and published compilations of information on industries, markets, and the status of business activity.  The Chamber assists members in gathering information for constructive payroll purposes.


The Chamber refers inquiries that might lead to a business opportunity in an equitable manner to its members.


The Chamber recognizes its role as the front door for Oshkosh, and answers all responsible inquiries about the area from non-members, both local and distant.  The Chamber provides all information that can be assembled for bona fide business inquiries, and provides folders and brochures within budget limitations for non-members.  Folders, directories, and supplies, when provided in substantial quantities, or directories that are costly to publish will have a charge commensurate with their cost.


II. OFFICES PRACTICES


Work Environment

It is up to each employee to maintain a pleasant work environment.  Cooperation among employees, consideration for others, and tact help create a good work atmosphere.  If you feel a situation or procedure needs changing, discuss it with the President.  However, when you criticize, be constructive and offer solutions whenever possible.


Always keep in mind when you are dealing with the public, either on the telephone or in person, that you represent the Chamber.  Be pleasant, professional, courteous, and helpful.


Telephones should not be used for personal calls, except during lunch hour.  Please keep incoming personal calls to a minimum.


Telephone Procedure


Always be friendly and courteous when answering or placing calls.  Answer the telephone by identifying the Chamber and yourself.


When placing or returning calls, always identify yourself, so that the person they are calling knows who they are talking to.  If you cannot answer a question, or fill a request yourself, ask the party to hold, while you get the information.  If you cannot get the answer immediately and someone else is not able to help, get the party’s name and telephone number, and ask if you may call them back.  Return the call as soon as possible.


When transferring a call, do not leave a person waiting on hold for more than 30 seconds. 


Reception Area


The reception area will be staffed at all times.  If the receptionist is away from his or her desk for an extended period of time, it is his or her responsibility to notify one of the other clerical staff who will remain in the reception area until the return of the receptionist.


Accidents


All accidents, however minor, are to be reported immediately to the President.  If immediate medical attention is needed, a medical claim must be filed.  Prompt reporting of accidents is for the protection of the employees, all of whom are covered by workers’ compensation.


III.  ADMINISTRATIVE POLICIES


Billings


Only Chamber member businesses will be invoiced for Chamber-related activities and programs. Non-chamber member business need to pay in advance or by credit card prior to participating in Chamber-related activities. 


Check Signing


1.
Payroll service is conduct and provided by an outside vendor.


2.
Fund transfers among Chamber accounts (such as from high yield account to payroll or operating account) shall require one signature.


3.
Routine disbursements for budgeted items and postage in amounts up to $1,000 shall require one signature.


4.
All other checks shall require two signatures unless prior written authorization is obtained.


5.
The four signatories shall be annually, the President/CEO, Chairman, Chairman Elect and the Treasurer.


Debts & Obligations


No debt or obligation may be created by any employee or agent of the Chamber unless authorized by the President/CEO.


Consumer Services


The Chamber may act as a liaison between the business community and the general public in attempting to resolve consumer oriented complaints.


Employees of the Chamber will not judge nor give legal advice concerning the legitimacy of a complaint.


The Chamber will not recommend or endorse any particular company.  Employees shall only state whether or not the company is a member in good standing of the Chamber.


Donations


The Chamber shall make no money donations or buy tickets to any events or purchase advertising without the express approval of the Executive Committee unless the items were budgeted and approved by the Board during its budgeting session.


Donations - General Request


In general, requests of this nature should be made flexible enough to allow the Chamber to participate, if it is the feeling that the request has a broad appeal and is commensurate with the general objectives of the Chamber.


Endorsements


When asked to supply the name of a company in a particular business, trade or service, it shall be Chamber policy to provide the name of all members providing such product, trade or service.


If asked about the reputation of a particular company, the response shall be only whether they are a member in good standing of the Chamber.


No letters of endorsement shall be made to companies or individuals on behalf of the Chamber.  This shall also apply to the use of official stationery of the organization by committee personnel or staff persons.


Equipment/Facilities


Removal of books and directories from the Chamber library to a location other than the Chamber quarters is prohibited unless prior approval is received from the President.


A key for the office facility shall be issued only to staff personnel.


All equipment shall be used only to transact the business of the Chamber or its affiliates.


Interim Policy Procedure


Should the need arise for an interim policy decision on a specific issue, the Chamber Chairman or President/CEO shall convene the Executive Committee.  In the event this is not possible, the Chairman or President/CEO shall poll each member of the Executive Committee individually for his/her vote on the matter.


After approval by the Executive Committee, an interim policy decision is publicized as any other policy position.


Interns


Interns shall be selected from students of the University of Wisconsin-Oshkosh, Fox Valley Technical College and/or area high schools.


Interns shall be available for assignments in any department of the Chamber.  The President/CEO or administrative staff will proportion their time accordingly.


The costs of interns shall be charged to the budget of the Chamber departments according to the proportion of time spent in each department.


Public Statements - Individuals


If identifying him/herself as a Chamber Board or staff member when making a statement or otherwise communicating with outside groups or media regarding the Chamber or a position of the organization, that person shall have approval from the Chairman or President/CEO.


Member Lists/Mailing Labels


Requests for a list or for mailing labels of the Chamber shall be governed by the following policy:



Any request for a membership list shall be responded to by offering the current Community Profile/Membership Director at a rate to be fixed each year at the time of publication (plus postage if mailed).



Any no charge request for a set or sets of mailing labels shall be reviewed by the President/CEO and shall be based on the merits of the purpose for which the use is requested.



A charge of $99.95 per set of Membership mailing labels shall be paid by the requesting Chamber member organization. Non-member organization cannot purchase membership lists or mailing labels.


Legislative Policy Positions


The public positions taken by the Chamber on legislative issues at all levels of government will adhere to the following procedure:  General policy statements will be enacted by the Board of Directors which will guide committee decisions on specific pieces of legislation without formal approval of the Board.  For those specific issues not addressed by general policy statements, action by the Board of Directors or Executive Committee is necessary.


Membership - Anniversary Date


A membership account shall be active as of the month in which first payment is received.  Subsequent dues billings will be sent in the appropriate quarterly, semi-annual or annual month following initial payment.


Budget


The Executive Committee shall prepare an annual budget for the corporation, based upon input from the staff and committee chairpersons.  The Board of Directors has the overall approval authority for the budget.


Cancellations - Meeting/Event Reservations


Anyone providing the Chamber with a written or verbal commitment to attend any meeting or event shall be held liable for the expense if he/she does not attend or does not cancel their reservation within 24 hours of said meeting or event.


Charge for Publications


Publications prepared by the Chamber will, where feasible, have a sale price sufficient to cover the cost of production.  In those instances where it is produced as a membership service, the first copy to each member shall be a part of his/her membership investment.


Policy Positions - Communication to Members/Media


Policy decisions are published and interpreted for members via articles or notices in the Chamber newsletter, member mailings and/or emails.


After approval by the Board of Directors, policy decisions are made public in the following ways:


1.
Press release to broadcast and print media, and/or,


2.
Press conference or interview with the Chamber Chairman or



President/CEO.


Requests by the news media for interviews on specific details concerning policy decisions are referred to the Chamber Chairman or President/CEO.


Purchasing


1.
Routine Items:


A.
Items such as office supplies and items routinely purchased for daily operation shall be ordered without the necessity for quotes or bids if the individual item does not have a cost exceeding $25.


B.
Items of greater value which are routinely used (such as cases of duplicating paper, printed letterhead, etc.) shall be ordered based upon the results of an annual bidding process.  An exception is allowable where a judgment of quality is made.


2.
Publications:


A.
Periodicals shall be ordered based upon a contract price which is the result of an annual competitive bidding procedure of qualified printers.


B.
Flyers, notices and circulars shall be purchased following an informal quote from telephone or price lists.  The lowest qualified quote shall be used.


C.
Special publications, directories and the like shall be ordered only upon the receipt of detailed quotes based upon the specifications submitted by the Chamber to the vendors.  All such orders must be approved by the President/CEO.


3.
Capital Equipment:


All capital equipment with a value in excess of $500 shall be competitively bid among qualified Chamber members.  When the value is below $500, the President/CEO may act on the recommendation.  


4.
Services:


All purchases of services such as audit, bookkeeping or contract services shall require bids if in an amount exceeding $1000.


Relations With Other Organizations



The Chamber maintains liaison with other established organizations, both local, regional, and national, whose programs benefit Oshkosh.  The Chamber does not duplicate the work of these organizations, but when practical and constructive, the Chamber supports their programs with guidance and publicity.


The Chamber may consider co-sponsoring programs with other organizations, over which the Chamber has little control.  The President/CEO shall make the decisions. On occasion, the President/CEO, at his or her discretion, may refer that decision to the Executive Committee. 


The Chamber provides financial assistance as dues to a limited number of regional and national organizations, when their programs are of direct benefit to Oshkosh.


The Chamber does not contribute funds to health, welfare, charity, or character building organizations or cause regardless of how meritorious their programs are.


The Chamber is ever mindful of the disadvantage of proliferation of effort, and attempts to dissuade the formation of splinter organizations whose objectives are within the scope of the Chamber programs.


Special Events - Tickets


Funds received for internal events sponsored by the Chamber or headquartered through the Chamber shall be handled under the normal procedures with expenditures made only with the authorization of the President/CEO.


Tickets sold to luncheons, etc., where a definite guarantee is required, shall be paid for, or arrangement for billing approved, prior to the event.


Special Funds


Special funds by committees shall be prohibited unless first authorized by the Board of Directors and/or Executive Committee.


No advances for any special project shall be made from the general fund unless authorized by the Board of Directors and/or Executive Committee.


Only budgeted obligations shall be incurred until such funds are actually raised.


Trade Outs - Advertising


It is the position of the Chamber to not accept trade outs of products, or service for, or in lieu of direct advertising costs in its newsletters or other printed publications of the Chamber except when approved by the President/CEO..


Expense Reimbursement


1.
Mileage for business use will be reimbursed to staff managers and the Executive/CEO in the form of a monthly car allowance to be determined by the Executive Committee.  Out of town mileage will be reimbursed at the current federal standard rate.


2.
Entertainment expense for staff managers must be cleared first with the President/CEO.


3.
Meals and lodging will be allowed with approval of the President/CEO.


4.
All expense submissions must be on Chamber expense report forms and be accompanied by receipts.


5.
Staff expense reports must be approved by the President/CEO.


Outside Organization Assistance


Services of equipment and staff for Chamber outreach programs shall apply to non-profit organizations only.  The service provided shall be consistent with and of the nature which the Chamber offers its membership on a regular basis.


Use of staff personnel to assist associations and organizations shall be on a “time and talent as available” basis to be determined by the President/CEO.


Packaging of programs to be offered outside organizations shall be worked out between the respective organization and the President/CEO of the Chamber.  Upon agreement of services provided by the Chamber, a contract will be made and the work will become a part of the Chamber’s over-all work program until such time it is mutually terminated by the parties involved.


Banking


1.
Corporate accounts shall be divided among member financial institutions in reasonable proportion to their investment in the organization.


2.
The President/CEO (or his/her designate) shall certify to financial institutions, any changes in personnel or officers authorized to sign checks.


3.
The Executive Committee shall control the investment of corporate funds in investment certificates, money market or savings accounts available through member financial institutions.


4. Corporate accounts shall be divided among member financial institutions in reasonable proportion to their investment in the organization. Number and types of bank accounts - The Chamber has bank accounts for the following purposes: general checking account, payroll, capital investment, gift certificate, and Oshkosh Chamber of Commerce Foundation. We hold larger cash balances in certificates of deposits. All bank deposits are handled by the Staff Controller.


5. The President/CEO (or his/her designate) shall certify to financial institutions, any changes in personnel or officers authorized to sign checks. Routine disbursements for budgeted items and postage in amounts up to $1,000 shall require one signature. All other checks shall require two signatures unless prior written authorization is obtained. The four signatories shall be annually, the President/CEO, Chairman, Chairman Elect and the Treasurer. Fund transfers among Chamber accounts (such as from high yield account to payroll or operating account) shall require one signature.

6. The Executive Committee shall control the investment of corporate funds in investment certificates, money market or savings accounts available through member financial institutions. Upon authorization of the Board, the President is the responsible individual. Fund transfers among Chamber accounts (such as from high yield account to payroll or operating account) is authorized by the President. Fund transfers among Chamber accounts (such as from high yield account to payroll or operating account) is authorized by the President.

Receipt


I have received a copy of these General Operating Procedures of the Chamber this


______ day of _______________, 19_____.


___________________________________


(Employee Signature) 


THE OSHKOSH CHAMBER


GENERAL OPERATING PROCEDURES


September 25, 2001


Welcome to the office of the Chamber.  We believe that each employee contributes directly to the health and success of the Chamber and we hope that you will take pride in being a member of our team.  


These guidelines were developed to describe the Employment-At-Will status of our employees, some of the expectations we have of our employees, and to provide employees with a general understanding of their relationship with the Chamber.  Employees are encouraged to familiarize themselves with the contents of these Guidelines, for they will answer many common questions concerning employment with the Chamber.  However, these Guidelines cannot anticipate every situation or answer every question about employment with the Chamber.  These Guidelines are not an employment contract and are not intended to create a contractual relationship of any kind, either express or implied.  Neither the employee nor the Chamber is bound to continue the employment relationship at any time.  Additionally, the Chamber reserves the right to revise, supplement or rescind any of these guidelines which it may, in its discretion may determine from time to time to do.  Only the Chamber Board of Directors may change, in writing, the employment-at-will provision of these Guidelines permitting the employee or the Chamber to end the relationship for any reason at any time.  


These Guidelines supersede all other policies or guidelines previously issued by the Chamber.  These guidelines may not be modified except by the Executive Committee or the Board of Directors and then only in writing.  Any statements inconsistent with these guidelines, unless issued in writing by the Executive Committee or Board of Directors, are without effect.


Should you have any questions, you may direct them to the President/CEO of the Chamber.


We hope you will enjoy working with us, helping us serve the needs of business in our area and promoting Oshkosh as a good place to live, work and do business.


EQUAL OPPORTUNITY

The Chamber is an Equal Opportunity Employer.  Our policy is to offer equal employment and promotional opportunities to all applicants and employees without regard to race, color, creed, national origin, sex, age, marital status, sexual preference, handicap, arrest or conviction.  Our interest is in employment of qualified persons who contribute to the success of our business.


HISTORY

The Chamber has served this area for over 75 years.  Formed on October 10, 1907, the organization has maintained a service to the community since its birth.  Primary goals of the Chamber have always been the economic, industrial, civic, and social welfare of the citizens of the Oshkosh area, as well as the furtherance of the competitive free enterprise system.  Today, as in years past, the operating structure is flexible enough to meet current times while solid enough to maintain control over the many community activities undertaken by the Chamber.  Although the Chamber is a separate non-profit corporation, it often times works closely with City government in promotion of the community of Oshkosh to others.


PAYROLL


Pay Period

Currently, the pay period is semi-monthly or 24 pay periods annually.  Employees will be paid on the 1st and 16th of the each month.  The Chamber may from time to time change the pay period.


Performance Review

New employees normally have their job performance reviewed at the end of their first three months with the Chamber.  Thereafter, performance reviews are normally conducted annually by their supervisors.


Salaries

Normally, staff salaries are recommended by the President/CEO, based on budget allocations and salary framework approved by the Executive Committee and Board of Directors.  Salary increases maybe given as recognition if the staff member efficiently carries out the work assigned and does well.  Performance by staff members within a job description is one of the key factors in recommending salary increases.  Salary increases for the President/CEO are recommended by the Board.  Normally, salaries are reviewed when the budget is being prepared for the fiscal year.


Payroll Deductions

Authorized deductions are explained on payroll stubs.  Certain payroll deductions are made as required by law.  These are income tax, both state and federal, and social security.  Employees of the Chamber are welcome to use the payroll deduction method for contributions to the Oshkosh Area United Fund, to the Oshkosh Chamber’s 401K plan, or for the Section 125 cafeteria plan.


ABSENCES


Funeral Leave

Up to three days with pay for making arrangements and attending the funeral of a member of your immediate family.  


Immediate family includes your spouse, children, mother, father, brother, sister, grandparents, grandchildren, mother-in-law, and father-in-law.


If the funeral requires you to travel a great distance or unusual personal hardships have occurred, or there are special circumstances to be considered, immediately contact the President/CEO and discuss your particular problem.  If circumstance warrant, the President/CEO may grant you additional paid personal leave.


In all cases where absences from work is due to death in your immediate family, notify the President/CEO as soon as the situation permits.


Medical Leave

Regular full-time employees of the Chamber may request a medical leave of absence for those periods when they are unable to work due to medical reasons.  Employees who are unable to work due to medical reasons must give prompt notice of their absence to the President/CEO.  The President/CEO or the Executive Committee may require employees who are absent to provide a physician’s statement, or other proof acceptable to the employer, of the medical necessity for such leave of absence.  


Should there be a question concerning the medical necessity of the employee’s leave, the employer may:


1.
Require the employee to provide to the Executive Committee or its designee a medical certificate prepared by a physician licensed to practice in the State of Wisconsin verifying the employee’s medical condition necessitating the medical leave and the expected duration of such leave.  Such form is prepared by the Chamber and completed and signed by the employee’s physician.


2.
Require the employee to be examined by a physician of the Chamber’s choice.  Should there be a dispute between the employee’s physician and the Chamber’s physician, the Executive Committee shall make the final determination.


All medical leave shall be at the approval of the Executive Committee or its designee.


The duration of medical leaves shall be as determined by the Executive Committee.  The duration of leave and amounts paid as set forth below shall be the maximum amount paid or given per year for all medical reasons.


All insurances and pension benefits provided by the employer will be maintained by the employer during such paid medical leave.


Medical leaves of absence necessitating more than sixty (60) work days are required to be approved by the Board of Directors and are on an unpaid basis.


The Chamber may require the employee to obtain a physician’s certification certifying that the employee is able to perform the duties of his/her position and return to work.


The following constitutes the maximum amount of pay and maximum duration of such medical leave, based on length of continuous service. 


6 Months of Continuous Service to 2 Years of Continuous Service


Maximum Percentage of Salary/Maximum Length of Leave


From that day the employee’s short-term disability insurance benefit becomes available from the insurance company for a short term disability, the employer pays that payroll amount in excess of that paid by the disability insurance carrier which is equivalent to 100% of the employee’s gross pay for medical leaves requiring up to a maximum of ten (10) working days.


For medical leaves necessitating more than ten (10) work days of leave, but not exceeding thirty (30) work days, the employer pays the employee that payroll amount equivalent to 50% of the employee’s gross salary, less the amount of short-term disability benefit for the period beyond ten (10) work days up to a maximum of thirty (30) work days.


2 Years to 4 Years of Continuous Service


Maximum Percentage of Salary/Maximum Length of Leave


From the day that the employee’s short-term disability insurance benefit becomes available from the insurance company for a short-term disability, the employer pays that payroll amount in excess of that paid by the disability insurance carrier which is equivalent to 100% of the employee’s gross pay for medical leaves requiring up to a maximum of twenty (20) work days per year.


For medical leaves necessitating more than twenty (20) work days of leave, but not exceeding forty (40) work days, the employer pays the employee that payroll amount equivalent to 50% of the employee’s gross salary, less the amount of the short-term disability benefit for the period beyond twenty (20) work days up to a maximum of forty (40) work days.


5 Years of Continuous Service and Above


Maximum Percentage of Salary/Maximum Length of Leave


From the day employee’s short-term disability insurance benefit becomes available from the insurance company for a short-term disability, the employer pays that payroll amount in excess of that paid by the disability insurance carrier, which is equivalent to 100% of the employee’s gross pay for up to a maximum of thirty (30) work days.


For medical leaves necessitating more than thirty (30) work days of leave, but not exceeding sixty (60) work days, the employer pays the employee that payroll amount equivalent to 50% of the employee’s gross salary less the amount of short-term disability benefit for the period beyond thirty (30) work days up to a maximum of sixty (60) work days.


Personal Leave

When non-medical situations require a full-time employee to be absent from work for one (1) or more days, the time off may be requested by the employee.  The scheduling of such personal leave of absence will be subject to employer approval.  When no vacation eligibility remains, any requested personal leave shall be on an unpaid basis and scheduled with the approval of the employer.  During such approved personal leave, the Chamber will continue to pay its share of the pension and insurance premiums for up to thirty (30) calendar days.  Thereafter, employees may continue their insurance coverages at their own expense while on a personal leave of absence.


Requests for personal leave of absence shall be reviewed by the Executive Committee.  If granted, the Executive Committee shall determine the length, terms and conditions of the personal leave.


Jury Duty

The Chamber recognizes that performance of jury duty in federal, state, and local courts is a civic responsibility of all its employees.  If you are called for jury duty service, you should immediately present to the Executive Vice President formal evidence that you have been called to serve.  Time off will be given to answer the summons and, if required, to perform the jury duty.


If you are required to devote only part of the day to jury service, you are expected to report to work for the remainder of the work day, if it is practical to do so.


While serving you will continue to receive your full salary, provided the payment received from the court for your service is turned over to the Chamber.


Military Service

Leaves of absence without pay for military or reserve duty are granted to full-time regular or part-time regular employees.  If you are called to active military duty or to Reserve or National Guard training, or if you volunteer for same, you should submit copies of your military orders to your supervisor as soon as it is practicable.  You will be granted military leave of absence without pay for the period of military service in accordance with applicable federal and state laws.  If you are a Reservist or member of the National Guard, you are granted time off without pay for required training.  Your eligibility for reinstatement after your military duty or training is completed is determined in accordance with applicable and federal state laws.


Doctor/Dentist Appointments

Doctor and dentist appointments should be made outside of the office hours whenever possible.  Permission for paid or unpaid excused absence must be obtained by the President/CEO prior to the appointment day.


Leave of Absence

A leave of absence may be granted at the discretion of the Executive Committee.


VACATIONS AND HOLIDAYS


Employees receive one week’s paid vacation after the end of one year of continuous employment.  Vacation time is not cumulative, and, if not taken in the following twelve month period, it will be forfeited.  Vacation time will increase with the number of continuous years worked, according to the schedule below:



Years Continuously Worked

Vacation Time


One Year



One Week



Two to Five Years


Two Weeks



Six to Ten Years



Three Weeks



Eleven to Fifteen Years


Three Weeks, plus one additional day for each year worked



Sixteen Years



Four Weeks


The President/CEO will schedule vacations.  Vacation requests will be considered on a first-come, first-serve basis.  Vacation requests should be submitted at least one month prior to the requested time off; the longer the notice, the greater the possibility of ensuring time off.


On the following holidays, the office will be closed and employees are given the day off with pay:  New Year’s Day, Good Friday, Memorial Day, Fourth of July, Labor Day, Thanksgiving, day after Thanksgiving, Christmas Eve day, Christmas day, and 1 Floating Holiday to be approved beforehand by the President/CEO.  Those holidays falling on a Saturday will be observed on Friday.  When a holiday occurs on a Sunday, it will be observed on a Monday.


EMPLOYEE BENEFITS

The Chamber provides a range of employee benefits that are more particularly described in the actual summary plan descriptions or other benefit plan documents which are available from the President/CEO of the Chamber.  To the extent that the explanation contained in these Guidelines differ from the terms of any insurance contract or other official document prepared in connection with a particular plan or benefit, such insurance contract or other official document shall govern.  The Chamber reserves the right to modify, amend, terminate, change the method of funding, method of administration or portion of Chamber’s contribution of any benefit.  


For the purpose of benefits, a part-time employee is defined as one who works an annual average of thirty or fewer hours a week.  Full-time is defined as an annual average of thirty-one or more hours a week.


Hospitalization

Currently, the Chamber pays the premium cost for a hospitalization and surgical benefit plan to cover all full-time employees.  The coverage period commences the first day of the month following date of employment.


Dental Insurance

Currently, the Chamber pays the premium cost for a dental benefit plan to cover all full-time employees.  Currently, the coverage period commences the 15th day of the month following the first month of employment.


Life Insurance

Currently, the Chamber pays the premium cost for life insurance which is 1.5 times the employee’s base annual salary for all full-time employees.  Currently, the coverage period commences the 15th day of the month following the first month of employment.


401k

Currently, the Chamber participates in a 401k plan through M & I Trust Department.  The plan provides retirement benefits as outlined in the pension benefit plan.


A yearly contribution is made by the Chamber on behalf of all employees who work 1000 hours or more a year.  This contribution is a percentage of the employees base annual salary, to be determined by the Chamber Board of Directors on an annual basis.  Currently, the coverage period commences on either January 1 or July 1 after one year of employment with the Chamber.


Long Term Disability

Available to all full-time employees.  Currently, the plan provides monthly benefits equal to 60% of the employee’s covered monthly earnings.  The benefits payable shall not exceed the maximum monthly benefit of $3,000.00.  Benefits waiting period is 180 days and covers benefit period to age 65.  Currently, the coverage period commences 90 days after the first day of the month following date of employment.


Education Reimbursement

The cost of education courses, seminars, etc., to be taken at a time other than the normal working day, which increases the employees skills, education level or in other ways improve their ability to assist the organization, may be reimbursed on a 50-50 basis by the Chamber. Approval before enrollment must be granted by the President/CEO and the Executive Committee.  Employees must sign a Tuition Reimbursement Request form stating they agree any classes reimbursed in the twenty four months preceding a voluntary separation from employment will be subject to repayment, such funds being deducted as a lump sum  from the employee’s final paycheck(s).  All reimbursement payments will be made to the employee after receiving a payment receipt and official transcripts.


OUTSIDE ACTIVITIES

Employee shall not engage in outside employment or activities if in the opinion of the President/CEO, Executive Committee, or Board of Directors, that employment or activity conflicts with the work for the Chamber.  Employees are required to consult with the President/CEO prior to applying for or accepting an office or another prominent position in organizations in which there may be or could be a conflict to the aims and objectives of the Chamber.


PROMOTIONS

If an employee wishes to be considered for a vacant position, the employee should so inform the President/CEO.


AT WILL EMPLOYMENT

The Chamber is an at will employer.  Just as an employee is free to terminate employment at any time for any reason, the Chamber is free to terminate the employment relationship for any reason or for no reason.


OPERATING PROCEDURES


From time to time, the Chamber provides standard operating procedures generally describing operating procedures, office procedures and numerous other administrative matters.  Employees should familiarize themselves with those general operating procedures, as well.


MANAGEMENT PREROGATIVES

As the employer, management rights are inherently vested in the Chamber including, but not limited to the following:  to direct and supervise the work of its employees; to hire, promote, classify, evaluate, transfer or lay off employees; create, combine, modify and eliminate positions; demote, suspend, discipline or discharge employees; plan, direct, schedule, and control operations and employee schedules; determine the amount and quality of the work needed, by whom it shall be performed and the location where such work shall be performed; determine to what extent any process, service or activities of any nature shall be added, modified, eliminated or obtained by contract with any other person, firm, corporation or employer; introduce new or improved methods, services, equipment or facilities; or to change existing service practices, methods, equipment and facilities; schedule hours of work and overtime and to determine the number and types of employees required; and to assign work to employees and to make, modify and enforce reasonable rules, regulations, or procedures.


Code of Conduct


The Chamber seeks to embody the highest ethical standards in this code of conduct. The Chamber recognizes that a serious threat to the integrity of the organization occurs when Chamber officials (employees, officers and directors) become involved in outside business interests or employment that give rise to a conflict of interest. Accordingly, this code of conduct restricts officials from self-dealing; or accepting from one doing or seeking to do business with the Chamber a business opportunity not available to other persons or made available because of the officials' positions with the Chamber. This code of conduct requires that officials disclose all potential conflicts of interest.


SEXUAL AND OTHER UNLAWFUL HARASSMENT EXPRESSLY PROHIBITED

It is the Chamber’s policy that all employees shall have the right to work in an environment free from any form of unlawful discrimination.  Sexual Harassment is constituted as discrimination and is prohibited by state and federal laws.  Therefore, it is the position of this Chamber that sexual harassment will not be tolerated.  It is a violation of Chamber policy for any supervisor or employee, male or female to engage in sexual harassment as defined below.  Such conduct will result in disciplinary action up to and including dismissal.


The Equal Employment Opportunity Commission (EEOC) defines sexual harassment as follows:


Quid Pro Quo - Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute quid pro quo when (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment and, or (2) submission or rejection of such conduct by an individual is used as the basis for employment decisions affecting an individual.


Hostile Environment - Is one which unwelcome sexual advances, requests for sexual favors and verbal or other conduct of a physical nature occur and when such conduct has the purpose or effect of unreasonably interfering with an individuals work performance or creating an intimidating, hostile, or offensive work environment.


Some examples of sexual harassment include but are not limited to:


· Unwanted sexual advances


· Offering employment benefits in exchange for sexual favors


· Making threatening reprisals after a negative response to sexual advances


· Visual conduct such as leering, making sexual gestures, or displaying sexually suggestive objects, pictures, cartoons, or posters


· Verbal conduct such as making derogatory comments, epithets, slurs, sexually explicit jokes or comments about an employee’s body or dress


· Verbal sexual advances or propositions


· Verbal abuse of a sexual nature, graphic verbal commentary about an individuals body, sexually degrading words to describe an individual or suggestive or obscene letters, notes or invitations


· Physical conduct such as touching, assault or impeding or blocking movement and Retaliation for reporting harassment or threatening to report harassment


Any employee who believes he/she has experienced such conduct by anyone, including a supervisor, co-worker or by persons doing business with or for this Chamber should tell the offender that such conduct is unwelcome and unacceptable.  If the offensive behavior does not stop, or if the employee is uncomfortable confronting the offender, the employee must immediately report such conduct to their supervisor, the Chamber President or any member of the Chamber’s Executive Committee.


This Chamber prohibits retaliation against any employee who complains of harassment or who participates in an investigation.  All aspects of the complaint-handling procedure will be handled discreetly.  However, it may be necessary to include others on a need to know basis.


All incidents of prohibited harassment that are reported will be investigated.  The Chamber will immediately undertake or direct an effective, thorough, and objective investigation of the harassment allegations.  The investigation will be completed as soon as practicable and a determination regarding the reported harassment will be made and communicated to the employee who complained and to the accused harasser.  If a complaint of prohibited harassment is substantiated, appropriate corrective action, up to and including discharge, will be taken.  Appropriate action will also be taken to correct the effects of the harassment and to deter any future harassment.

EMPLOYEE PROTECTION (WHISTLEBLOWER) PROTECTION POLICY


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 or the Board Chairman.


It is the interest 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 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 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 ACKNOWLEDGMENT

I acknowledge that as an employee of the Chamber, I have received these Employee Guidelines.  I understand that I should consult with management regarding any questions not answered in these Guidelines.  I have entered into my employment relationship with the Chamber voluntarily and acknowledge that there is no specified length of employment.  Accordingly, either I or the Chamber may terminate the employment relationship, at-will, at any time, for any reason, so long as there is no violation of applicable federal or state law.  


Since these guidelines contain information which is necessarily subject to change, I acknowledge that revisions to these Guidelines may occur, except to the provision of employment-at-will.  I understand that revised and additional information may supersede, modify, or eliminate existing Guidelines, but only as provided.  I understand that only the Chamber Executive Committee, or its Board of Directors has the ability to adopt any revisions to these Guidelines.  


Furthermore, I acknowledge that these Guidelines are not intended to be a contract of employment express or implied, rather they constitute general guidelines for employees.


_______________________________________
__________________________


(Employee Signature)




(Date)


_______________________________________


(Employee’s Name Type or Printed)


After completing, submit to John Casper.


OSHKOSH CHAMBER OF COMMERCE


EMPLOYEE GUIDELINES


March 20, 2007
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C. Federal Regulations

1. Does the chamber ensure compliance with the following federal regulations? ] Yes [ ] No
(check all that apply)

Note: If the chamber is not required to comply with a specific regulation, please indicate why in the
explanation section below.

a.  Fair Labor Standards Act (FLSA) (o]
b. Equal Employment Opportunity Act (EEOC) (O]
c. Equal Pay Act (o]
d. Immigration Reform and Control Act [O]
e. Federal Unemployment Tax Act (o]
f.  OSHA Act of 1970 (O]
g. Consolidated Omnibus Budget Reconciliation Act (o]
(COBRA)
h.  Health Insurance Portability and Accountability Act (o]
(HIPPA)
i Civil Rights Act [O]
j- Pregnancy Discrimination Act 0]
k.  Americans with Disabilities Act (ADA) (o]
l. Age Discrimination in Employment Act (ADEA) (O]
m. Family and Medical Leave Act (FMLA) ]

Explanation (where applicable):

FMLA - The Chamber has less than 50 employees.
EEOC, Pregnancy Discrimination Act, and ADA - The Chamber does not meet the 15 paid employee threshold.
However, we are in compliance with comparable State of Wisconsin law that is, in many ways, more stringent.




Section 3. Human Resources and Staff Additional Criteria

A. General

Does the chief paid executive have complete internal administrative authority? m] Yes [ ] No
Are staff meetings held at least monthly? m] Yes [ ] No
Is there an orientation program for new employees? m] Yes [ ] No

A 3.3 Please attach the agenda from the employee orientation program".

Attachment : Eb

B. Policies and Procedures

Are the chamber’s personnel policies reviewed annually? m] Yes []No
Are employees required to attest to having read these policies? m] Yes [ ] No
Have the policies been reviewed by legal counsel in the last five years? m] Yes [ ] No

C. Performance and Evaluations

How often is employee performance reviewed?

m] Quarterly [ ] Semiannually

(] Annually [ ] Other

Is staff included in the performance review process? m] Yes [ ] No
Is a process of continuous staff feedback encouraged? m] Yes [ ] No
Is the chief executive's performance reviewed? m] Yes [ ] No
a. If yes, who conducts the reviews? CEO Management Committee

Are there systems in place for employees to share and suggest ideas? m] Yes [ ] No

A 3.4 Attach a copy of the employee performance review materials™.

Attachment : “



Employee Orientation

(Check list)

The Chamber New Employee Orientation Program includes:


1. _____ Completion of necessary payroll forms – W-4, etc. 

2. _____ Review employee benefits program and completing required insurance applications.


3. _____ Overview of office policy and procedures.


4. _____ Training on the use of office equipment, including telephone system, fax machine, copier, etc.


5. _____ Training on the computer system, including Member Manager, email, etc.


6. _____ Meet the chamber staff. This includes an overview of all staff member responsibilities and department functions.


7. _____ Overview of the Chamber’s Strategic Plan, Program and Work, Operating Budget, and Organizational and Staff Chart. The overview includes a discussion of the individual employee’s relation to assigned Committees.

8. _____ Overview of committee structure and responsibilities, in relation to the Program of Work. 


9. _____ Overview of individual’s responsibilities in relation to the Strategic Plan and Program of Work. 

10.  _____ Job specific training follows.

__________________________

________________________


President & CEO




Staff member

Date:___________________________
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PERFORMANCE APPRAISAL ASSESSEMENT


Name:


 Date: 


Position:  


Measures:


1. Well below standard - unsatisfactory


2. Below  standard – fair 


3. On standard - competent


4. Above standard – very good


5. Well above standard - commendable


Section One: Performance Appraisal - Managerial Effectiveness/Annual Focus


RATING


1.  Program of Work


(Individual’s ability to implement their respective portion of the Program of Work.)

2.  Financial Management:                                                                                   
   

(Ability to manage program budgets, both revenue and expenses)


3.   Goal Attainment


(Individual’s ability to meet and/or exceed program goals.)


4. Membership Development


(Individual’s efforts to increase and/or support efforts to increase membership.)


5. Services and Programs


(Individual’s ability and effort to implement, manage, and promote services and programs.  Individual’s initiative to identify new programs and services and to create innovative approaches in their work activities.)


6.  Marketing and Promotion of Department Function:






(performance in heightening the awareness of programs and services to members)

7.  Individual’s work capacity covering the following:



Handling multiple projects



Time Management



Organizational skills



Analytical skills


Summary and Overall Evaluation


Accomplishments this year:


Suggestions for Improvement:


mark
File Attachment
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D. Compensation and Benefits

Does the chamber have a salary system that is internally equitable?
Does the chamber have a salary system that is externally competitive?
President/CEO

Who approves salary increases?

m] Yes [ ] No
m] Yes [ ] No

Please indicate which of the following employee benefits are offered: (Check all that apply)

a.
b.

-~ ® o 0

° Q@

3

>

0
p.
q
r.

S.

Retirement plan (401K, pension, etc.)
Life insurance program

Health insurance

Vision

Dental

Vacation

Short-term disability

Long-term disability

Medical hospitalization program
Accidental death and travel insurance
Medical spending account

Paid federal holidays

Sick leave

Bereavement leave

Military leave

Dependent care spending account

Automobile and mileage reimbursement

Civic or country club membership

Employee Assistance Program (EAP)

BEHEBEEEDODOEDOEEEE S E EEE

How are employee benefits communicated to employees? (Check all that apply)

o]
[
[O]
o]
[@]

Are benefits examined for competitiveness?

a.

Personnel policy and procedures manual

Employee newsletter

Direct correspondence between manager and employee

Employee orientation

Intranet or shared internal drives

If yes, how often?

m] Yes [ ] No

Annually




ok~ wN
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E. Hiring and Termination Practices

Are candidate background checks made during the application process? m] Yes [ ] No
a. If yes, please indicate what the chamber is checking? (Check all that apply)

[C] Education (o] Employment

[0] Criminal background [O] Other Personal References
Are candidate references verified? m] Yes [ ] No
Are applicants required to have a drug test? []Yes [m] No
Are there guidelines for terminating an employee for poor performance? m] Yes [ ] No
Are exit interviews performed when employees leave the chamber? []Yes [m] No

F. Employee Education and Training

What percentage of the budget is allocated to professional development and staff

training? 1 %
Is staff fully trained to work on the chamber’s software programs? m] Yes [ ] No
Is peer coaching provided? m] Yes [ ] No
Does the chamber pay for tuition reimbursement? m] Yes [ ] No

How many hours of business training is the chief executive expected to undergo

annually? 0

Does the chamber encourage professional development for staff, management, and m] Yes [ ] No
executive(s) including the IOM, CCE, and CAE designations?

a. If yes, please list credentials of management staff.

The President/CEO received a certificate of completion for the Institute for Organizational Management.

b. Are any chamber employees currently pursuing the IOM, CAE, or CCE ] m] N&es
designation?

Check the programs or courses listed below that the chief paid executive and staff have participated in
the past year:

Chief Paid Staff
Executive
Institute for Organization Management [] []
Institute Faculty/Class Advisor [] []
State/Regional Chamber Executives Association Meetings O] [O]
American Chamber of Commerce Executives Annual Management [] []

Conference




8.

List the number of hours and type of business training that each full-time staff member has undergone in
the past year. Please sum the total number of training hours for all full-time employees at the bottom of

the page.

Staff and title Conference | Courses or type of Location Trainer Hours
/ Seminar development

John Casper WEDA 1. Economic Madison 60
WCCE Development Teleconference

Kelli Karpinski 1. InDesign MBA Program UW Oshkosh 168
2. Social 1. Accounting

Julie Leschke 1. Financial MBA Program UW Oshkosh 220
Literacy 1. Operation

Karen Boehm InDesign FVTC 8

Kathy Bermingham Wisconsin Leadership Training UW Extension 8
Leadership

Total number of hours
464

1 If a staff training outline already exists in a file, you can attach the file in the space provided and check the box

to the left.

Attachment :




Supplementary Information

Applicants can use this page to enter or attach supplementary information not required
by the application.

Please note that the U.S. Chamber of Commerce will review the material, but does not
score supplementary information either as a part of the application process or as a basis
for designating the chamber as Accredited, Accredited with 3-Stars, Accredited with 4-
Stars, or Accredited with 5-Stars.

Supplementary information may be awarded up to five discretionary points as deemed
by the Accreditation consultant for exceptional policies or best practices.

Comments can be entered in the space below.

Additional documents can be attached here : ﬁ




Section 3. Human Resources Minimum Requirements

A. General 

1. The Chamber employs a full-time staff of eight (8), four (4) part-time, two (2) commissioned membership sales staff, and four (4) student interns. 

2. All staff members have job descriptions. The Chamber staff job descriptions are consistent in format and are very detailed.


Does each have job description include:


a. Job objective – Addressed in the Basic Function and Scope of Position section.


b. Clear description of essential duties/tasks – Addressed in the Responsibilities                  section.


c. Description of relationships/roles within the Chamber – Addressed in the Supervisor section. This section defines accountabilities and the relationship to supervisors and subordinates.


d. Knowledge and skill requirements – Address in the Qualifications section. This section defines minimum educational achievement, experience, along with abilities and skills needed to perform the job.


e. Job location – This is not specified in any job description. The Chamber has only one physical location. It is assumed, unless otherwise agreed to, that all employees will perform their functions at the Chamber’s office. 


3. Staff members have a clear understanding of the Chamber’s mission and strategic goals. As the Board does its strategic planning, staff members are involved and participate in the planning sessions. Also, management staff members are involved in planning the annual program of work and are directly responsible for developing and managing their respective department budget. 


B. Policies and Procedures


1. The Chamber has an Employee Guidelines Manual that outlines all personnel policies. All employees are required to sign an acknowledgement statement verify their receipt and review of both the Employee Guidelines Manual and the General Operating Procedures Manual. A signed copy of the acknowledgement statement is placed in their personnel file. These documents are saved in a Shared File that is accessible by all employees. 

Does the Manual include:


(1.) Organizational Background – The background of the organization is reflected on page one (1) under the heading of “History.”


(2.) Personnel Policies relating to:

i. Hiring – This is addressed on page eight (8) under the heading “At Will Employment,” and states “The Chamber is an at will employer.  Just as an employee is free to terminate employment at any time for any reason, the Chamber is free to terminate the employment relationship for any reason or for no reason.” It further outlines that “these Guidelines are not an employment contract and are not intended to create a contractual relationship of any kind, either expressed or implied.  Neither the employee nor the Chamber is bound to continue the employment relationship at any time.”  


          ii. Hours of Work – The expectation of work hours is discussed as part of the hiring                                                 


process and is not outlined in the Manual. All full-time staff members are expected to work from 8:00 – 5:00, Monday – Friday.


iii. Discipline/Dismissal – This is addressed on page eight (8) under “Management Prerogatives” and “At Will Employment,” and on page one (1) under “Performance Review.”


iv. Pay Period – On page one (1) under “Payroll” the pay period is described as “Currently, the pay period is semi-monthly or 24 pay periods annually.  Employees will be paid on the 1st and 16th of the each month.  The Chamber may from time to time change the pay period.”


v. Benefits, including – 


Vacations – This policy is outlined on page six (6) under “Vacations and Holidays.” 


 Holidays - This policy is outlined on page six (6) under “Vacations and Holidays.” 


Medical Insurance – On page six (6) under “Employee Benefits,” the Medical Insurance policy is addressed. “Currently, the Chamber pays the premium cost for a hospitalization and surgical benefit plan to cover all full-time employees.  The coverage period commences the first day of the month following date of employment.”


Worker’s Compensation – The Chamber purchases Worker’s Comp insurance. This benefit is not outlined in the Manual.


Retirement – On page seven (7), this benefit is addressed. “Currently, the Chamber participates in a 401k plan through M & I Trust Department.  The plan provides retirement benefits as outlined in the pension benefit plan. A yearly contribution is made by the Chamber on behalf of all employees who work 1000 hours or more a year.  This contribution is a percentage of the employee’s base annual salary, to be determined by the Chamber Board of Directors on an annual basis.  Currently, the coverage period commences on either January 1 or July 1 after one year of employment with the Chamber.”


vi. Absences – Beginning on page two (2) “Absences” are addressed, including leave for funerals, medical, personal, jury duty, military service, and doctor/dentist appointments.


vii. Performance & Evaluation – In the Payroll section, under Performance Reviews it states, “New employees normally have their job performance reviewed at the end of their first three months with the Chamber.  Thereafter, performance reviews are normally conducted annually by their supervisors.”


viii. Harassment – Addressed on page 8 of the Employee Guidelines.

ix. Whistle-blower – Addressed on page 9 of the Employee Guidelines.


x. Standard of conduct and ethics – Addressed on page 8 of the Employee Guidelines.

   (3.) Administrative policies - This is fully addressed in the Chamber General Operating Procedures Manual. All employees receive this document. Receipt of it is signed off by each employee by signing an acknowledgement sheet.

C. Federal Regulations

1. The Chamber is in compliance with all the listed federal regulations, with the exception of the federal EEOC, Pregnancy Discrimination Act, ADA, and Family Medical Leave Act. As an employer, we are not mandated to comply with FMLA since we have fewer than 50 employees. The other above exceptions, we do not meet the 15 paid employee threshold. 


Section 3. Human Resource and Staff Additional Criteria


A. General 


1. The CEO does have complete internal administrative control. While this has always been the case, it was reaffirmed in 1999 when the Board of Directors established its current governance model. In reviewing the organizational and staff charts, internal administrative authority is clearly outlined.


2. The Chamber staff meets every Monday morning at 9:00. The staff meetings are designed primarily to keep each staff member informed on activities, events and projects that the Chamber is involved with. All staff members attend this meeting, not only management staff. All staff members receive Board communications as a means to keep abreast of these activities.


3. Since we experience very little employee turnover, we don’t necessarily have a “pre-set” employee orientation program for new staff members. However, depending on the position of the new hire, this orientation and training program will differ. Each new staff member does get the same orientation to the Chamber, followed by a position-specific training program.

B. Policies and Procedures

1. The Manual is not reviewed annually. Every 3 – 5 years, the Manual is reviewed to ensure it is up to date with current law. It is generally given a thorough review during the accreditation process/evaluation. 

2. All employees are required to sign an acknowledgement statement verify their receipt and review of both the Employee Guidelines Manual and the General Operating Procedures Manual. 


3. Our Employee Guidelines Manual has been reviewed and written by legal counsel within the past five years.

C. Performance and Evaluations


1. Performance is reviewed quarterly on a formal basis and is used as a means to determine whether staff program and professional goals are being addressed. At the beginning of each program year, all staff members are given program goals, along with the measures of success. The quarterly reviews are an opportunity for staff to communicate the status of department goals, including discussion of obstacles that are being encountered. The quarterly reviews are used to develop improvement plans if goal achievement is in jeopardy. At the end of the program year, there is a formal performance evaluation conducted with the President to assess accomplishment and to identity area for personal improvement.


2. Staff is aware of the performance reviews and knows up front the criteria being used to measure success. Goals are clearly articulate to all staff members. Performance of staff members is measured against these goals. It is up to each staff members to meet the standard that has been set at the beginning of the year.


3. Feedback is provided on a very regular basis, both formally and informally. Having a small staff, lends itself to regular, daily communication. All of our program and membership information is compiled and reviewed monthly.

4. The CEO Management Committee conducts the annual evaluation process for the President.  This Committee consists of five members of the Board of Directors, with the Chair, Chair-Elect and Past Chair as members to ensure consistency. This Committee is responsible for determining the President’s annual goals and performance standard. The President provides a quarterly status report to the Chair outlining progress on the annual Program of Work. This, along with the President’s goals, is used to evaluate performance. The evaluation is handled as part of the salary review process.  This discussion is led by the current Chair. Level of performance is based on the progress and/or successful completion of the activities outlined in the annual program of action. The evaluation process places emphasis on attaining goals and objectives of the organization. 

5. There is an expectation placed on all staff members to develop and share new ideas for programs and system improvement. This is generally part of the staff member’s annual department goals. Additionally, new ideas are shared at the weekly staff meeting.

D. Compensation and Benefits


1. Initially, the Chamber pays at the average salary level for like positions. Annual increases are based on meeting and exceeding department objectives. Any salary differences are based on performance and experience. Also, most staff managers are eligible for bonuses and commissions; payout is based on performance.

2. Employee salary and benefits are routinely examined for competitiveness. At least annually, this review is completed by Chamber staff. Part of this evaluation compares our salary levels and benefits with those being offered in the local employer community via our annual Wage, Salary & Benefits Survey and other similar Chamber specific surveys.

3. The President determines staff salary increases based on the performance evaluation. Staff members are eligible for salary increases and bonus/commissions based on meeting and/or exceeding program/department goals. The Board of Directors approves the overall staff salary budget when it considers and approves the annual operating budget.  


4. All of the listed benefits are offered and provided to all Chamber employees with the exception Accidental death and travel insurance, paid federal holidays, and sick leave. The President and Director of Membership and Special Events receive a monthly auto allowance. All other staff has mileage reimbursed for out of city travel.  The President is the only employee who receives a membership in the local country club. While we encourage Civic Club participation, the Chamber does not reimburse employees for that membership, due to resource limitations. 


5. Employee benefits are communicated directly to all employees at the time of the employment offer. This is communicated in the offer letter of employment as a means to confirm, not only the initial salary, but also to reaffirm these benefits. When the new employee receives the offer letter, enclosed with this letter is a copy of the Employee Guidelines Manual that outlines employee benefits, along with eligibility. All employees receive this and are asked to sign the sheet acknowledging that they reviewed and have a copy of the Manual. This acknowledgement sheet goes into their personnel file. Additionally, at the end of each calendar year, the Chamber provides to each employee an outline of each benefit received, along with the annual cost of each. 


6. Employee benefits are routinely examined for competitiveness. At least annually, this review is completed by Chamber staff. Part of this evaluation compares our salary levels and benefits with those being offered in the local employer community via our annual Wage, Salary & Benefits Survey and other similar Chamber specific surveys. 


E. Hiring and Termination Practices

1. Prior to offering employment, we do extensive follow-up with past employers, references, and other related or informed individuals. This would generally reveal any problems or issues concerning an individual. As part of this evaluation, a simple records background check is completed using the Wisconsin Consolidated Courts Automation Program (CCAP).  We check criminal background and past employment.


2. We do extensive follow-up with past employers, references, and other related or informed individuals. 


3. Drug testing is not required of applicants or new employees. 


4. We do have guidelines to terminate an employee for poor performance. The process begins with establishing goals, along with measures to evaluate achievement. Through our quarterly review process, performance and department goals progress are discussed to determine whether the particular employee is on track to reach department goals. In the case where performance is not on standard, an improvement plan is developed for the employee. The expectation is that the employee would be responsible and accountable for the implementation of that improvement plan by a determined time. The hope would be to correct the performance concern at issue. This improvement plan is outlined in a memo to the employee. In this memo, it is clearly stated what the performance issue is, the desirable performance outcome, the corrective action that needs to occur, and the timeframe in which the performance needs to be changed. This memo also outlines what the consequence is for failing to correct the performance issue. During this improvement plan process, the individual staff member will meet regularly with their supervisor to discuss the progress that is being made.

5. When employees leave the Chamber, we do not conduct exit interviews. However, being a small office, it is generally known ultimately why a particular employee has moved on. 


F. Employee Education and Training


1. Currently, the Chamber’s training budget is less than one (1) percent of its total budget.  

2. All staff members are fully trained on the Chamber membership software program. In the past few years, we changed programs to Membership Partner which allowed us all to go through a training program. Membership Partner, like other chamber-specific software programs, creates operating efficiencies for the organization. Key staff members use this as a tool to function in their positions. Without adequate training in this regard, staff members would not be able to meet performance standards.

3. Chamber staff is encouraged to seek out and meet with their professional peers to determine best practices and to compare our operations. 


4. The Chamber reimburses employees 50% of tuition costs for related continued education. The tuition reimbursement program is pre-approved by the President and/or the Executive Committee. 


5. There is not any define expectation for business training for the CEO. However, the CEO has had approximately 60 hours of business training in the past year. 

6. Professional development for all staff is encouraged, but not required. The Chamber uses a “just-in-time” approach to staff training. Staff members attend training sessions based on their individual and professional development needs. We encourage staff members to attend Chamber-sponsored seminars and workshops. The Chamber is satisfied with this approach.  Budget is a limiting factor relative to attending national and regional conferences. The President/CEO nor does other chamber staff hold a CCE or CAE designation. 


7. The President has attended and did complete the Institute for Organizational Management program in Notre Dame. While we have had staff members attend Institute, no current staff members have attended this program. We attempt to consistently have the President and key management staff members attend the state (WCCE) association meetings and conferences. Since the President is serves on the WCCE Board, he tries to attend all WCCE conferences. He has also been a presenter on numerous topics at these conferences and meetings. Management staff attendance is subject to the conference program offerings. We allow key staff members to determine the relative value of the program offerings to determine whether their participation is warranted. The President and two key management staff members have attended the ACCE Annual and Leadership Conferences. Again, budget is a limiting factor in participation in state and national conferences. 
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' Personnel policies: The Accrediting board requires the creation of a human resources personnel
policy comprised of chamber personnel policies, employee benefits, general office procedures,
administrative policies, and job descriptions. The chamber’s personnel policies should be shared with all
employees. For sample employee policy and procedures, refer to the best practices Web page at
http://www.uschamber.com/chambers/accreditation/best _practices.htm Return to Page 12

" Employee orientation program agenda: The agenda from an organized orientation program
provided to new employees to help them better understand the chamber, its policies, and work
expectations. For sample new employee orientation agenda, refer to the best practices Web page at
http://www.uschamber.com/chambers/accreditation/best practices.htm Return to Page 14

""Employee performance review materials: While the Accrediting board does not require a formal
system to evaluate the chamber’'s employees, it is strongly recommended that the chamber have either a
standardized form or written criteria that it uses to evaluate the chamber staff. For sample employee
evaluation materials, refer to the best practices Web page at
http://www.uschamber.com/chambers/accreditation/best _practices.htm Return to Page 14
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