29L-4.003 Appointments and Separations.

(1) Advertisements of job openings are placed in media appropriate to the position. Professional positions are advertised for a period of at least ten (10) working days in a newspaper of region wide circulation.

(2) The Executive Director shall be appointed by the Council and shall serve at the pleasure of the Council. All other employees shall be appointed by the Executive Director.

(3) After initial screening by the project manager(s) and/or Planning Program Coordinator, likely prospects are interviewed by the Planning Program Coordinator, and, as appropriate, by the Executive Director. Employment offers are made by letter from the Executive Director. No verbal offers of employment are authorized.

(4) Individuals may be separated from Council employment either voluntarily or involuntarily, as the result of shortage of funds, inadequate work performance, or other good and valid reasons. Whenever the quality of the staff member’s work performance is judged by the supervisor to be inadequate, that staff member will be advised in writing utilizing the approved employee evaluation form and, if warranted, placed on probation for a fixed period of time. If the probationary performance does not adequately improve, or it becomes apparent that it will not improve within the specified period, the employee may be discharged by the supervisor with the approval of the Executive Director.

(5) The following are examples of just cause for separation (a) Continued or gross neglect of duty, (b) Absence without leave, (c) Incompetence or unwillingness to render satisfactory service, (d) Mental or physical disability medically diagnosed which renders the employee incapable of performing adequately his/her job functions, (e) Habitual use of intoxicating beverages to excess or indulgence in intoxicating beverages while on duty, (f) Conduct unbecoming an employee of the Council such as to bring the organization into disrepute, as by failure to pay or make reasonable provision for payment of just debts, (g) Conviction of any criminal act involving moral turpitude, (h) Negligent or willful damage to public property or waste of public supplies or equipment, (i) Use of bribery or political pressure to secure appointment or advantages.

(6) An employee may be suspended without pay for any of those reasons set forth above and for such length of time as the Executive Director considers appropriate, but not to exceed thirty (30) calendar days. The Executive Director shall submit to the Council a written report of any suspension, duration of suspension, and reasons therefor.

(7) If an employee again becomes subject to disciplinary action within twelve (12) months after being suspended, he/she shall be dismissed.

(8) An employee may be demoted in position or pay grade for any of the reasons set forth in paragraph (4) for such time as the Executive Director deems necessary.

(9) In order to facilitate separation and the orderly transition from one staff member to another, the Council requires that notice of resignation be given prior to employment termination accordingly: (a) professional staff – 4 weeks; (b) administrative staff – 2 weeks. Payment of accrued benefits upon termination are contingent on compliance of this notice requirement unless excused by the Executive Director.

(10) Grievances shall be instituted as follows: (a) The employee shall discuss his/her aggrieved situation with his/her Planning Program Coordinator within five (5) working days after the occurrence of the act on which the grievance is based. The Planning Program Coordinator shall reply with a reasonable time not to exceed three (3) working days after the grievance was reported. (b) If the employee feels that the first step has not corrected the situation upon which the grievance is based, the employee shall put the grievance in writing and present it to the Equal Employment Opportunity Officer if the EEO Officer was not a party to step (a). If the EEO Officer was a party to step (a), the employee should proceed with step (c) within five (5) working days within the completion of step (a). The Equal Employment Opportunity Officer shall respond within five (5) working days after the grievance is submitted. (c) If the situation is not corrected at step (b), the employee may submit the written grievance to the Executive Director who shall respond within five (5) working days. If necessary, a conference will be called by the Executive Director with the Planning Program Coordinator and the employee. If the grievance is not resolved at this point, the employee may present his/ her case to the Personnel Committee of the Council. The Personnel Committee shall forward its recommendation to the Council. The Council shall be the final arbiter, and the decision reached by a majority of the Council shall govern the action to be taken relative to the grievance submitted. (d) Employees are encouraged to seek resolution of grievances by the procedure described above. However, an employee may present a grievance complaint directly to the appropriate local or state human rights commission, the Federal Equal Opportunity Employment Commission, or the civil rights division of any Federal or state agency from which the Council receives funding support.

(11) All employees employed by the Council shall be required to undertake a probationary period. The intent of the probationary period shall be to determine the abilities of the employee to adequately and appropriately perform the work responsibilities required. The probationary period for all employees shall be six (6) months. An employee may be terminated during the six months period by notice and without cause.
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