CATHOLIC CHARITIES
PERSONNEL MANUAL

TABLE OF CONTENTS
ALPHABETICAL BY TITLE

Policy # | Title Page
901 Access and Use of Communication System 900-1 to 900-4
801 Access to Catholic Charities of Diocese of Palm Beach Property | 800-1
301 Access to Personnel Records 300-1 to 300-2
104 Acknowledgement of Personnel Policy Manual 100-4
201 Americans with Disabilities Act 200-1
902 Anti-Harassment Policy 900-4 to 900-5
202 Anti-Nepotism Policy 200-1 to 200-2
302 Attendance and Punctuality Standards 300-2 to 300-3
601 Bereavement Leave 600-1
501 Business-Related Expenses 500-1
102 Code of Ethics 100-1 to 100-3
502 Compensatory Time (Comp Time) 500-1
903 Confidentiality of Client Information 900-5
303 Conflict of Interest/Ethical Behavior 300-3
503 Continuing Educational Assistance 500-2 to 500-3
701 Drug Free Workplace 700-1 to 700-6
702 Emergency Closure 700-7
802 Employee Awards 800-1
504 Employee Salaries in Programs Funded by Grants 500-3 to 500-4
304 Employee Status 300-4 to 300-5
203 Employment at Will 200-3
305 Employment Classification 300-5
204 Employment of Minors 200-3
602 Family and Medical Leave (FMLA) 600-1 to 600-4
205 Fingerprinting and Screening 200-4
505 Garnishment and Tax Levy 500-4
904 Government Regulations Governing Programs 900-6
905 Grievance Procedure for Employees 900-6 to 900-7
506 Group Benefit Plans and Tax Sheltered Annuity 500-5
603 Holidays 600-4 to 600-5
703 ID Cards 700-7
101 Introduction and Mission Statement 100-1
306 Job Postings, Promotions and Transfers 300-6
604 Jury Duty 600-5
605 L eave of Absence 600-6 to 600-8
803 Maintenance of Office Equipment 800-2
804 Material Donations and Gifts 800-2 to 800-3

Pagei




606 Military Duty Leave

600-8 to 600-9

206 Non-Discrimination Policy 200-4 to 200-5
507 Notary Public 500-5
307 Orientation and Mutual Adjustment Period 300-7
508 Overtime 500-6
805 Parking 800-3
509 Pay Advance 500-6
510 Pay Increases 500-7

511 Payroll Deductions

500-7 to 500-8

308 Performance Evaluation

300-8

806 Personal Appearance

800-3 to 800-4

807 Personal Property

800-4

309 Personnel File

300-8 to 300-9

103 Policy Modification Process

100-3

808 Political Activity 800-5
704 Prohibited Material on Premises 700-8
906 Prohibition on Media Interviews 900-7
207 Proof of Right to Work 200-5
907 Public Relations 900-8
401 Reduction in Force 400-1
208 References/Background Checks 200-6
402 Release of Information 400-1

908 Reporting Illegal or Unethical Conduct

900-8 to 900-9

809 Rest/Lunch Periods

800-5

909 Rules of Conduct & Progressive Discipline

900-9 to 900-12

705 Safety and Security

700-9

706 Safety-Sensitive Employees Substance Abuse Policy

700-9 to 700-27

310 Secondary Employment

300-10

403 Separation 400-2 to 400-3
810 Sheltering Clients 800-6

607 Sick Leave 600-10

707 Smoke-Free Environment 700-27

512 Socia Security 500-8

811 Solicitation, Distribution, and Bulletin Board 800-6

812 Standards of Conduct 800-7

813 Telephone Courtesy

800-7 to 800-8

513 Travel Reimbursement

500-9

514 Unemployment Compensation 500-9

814 Use of Agency Vehicles 800-8

608 Vacation Leave 600-10 to 600-11
515 Work Schedule, Pay Day and Time Records 500-10

516 Workers' Compensation 500-11

Catholic Charities Personnel Manual Pageii

Table of Contents




