Procedures Manual

Final Update:  2002

Introduction

The purpose of this procedure manual is to provide a reference book whereby employees can review action guidelines and new employees can be efficiently introduced with the Center’s operations.  This manual will enable employees to:


1) Initiate action swiftly without seeking unnecessary direction and/or approval from the Human Resources/Program Director (HRPD)


2) Perform a procedure of another employee’s responsibility should the need arise.


3) Eliminate delays that occur when procedures are unclear.


4) Establish a standard of performance, so that all employees may be evaluated fairly and impartially.


While not presuming to be all-inclusive, the guidelines represented herein are a composite of staff input over the years and have evolved to be the most effective and efficient, while in keeping with the mission of the Center.


As with other CIL manuals, periodic review and appropriate revision is required.  We continue to solicit, encourage and expect users of this manual to submit in writing, any modifications desired to the HRPD.  At any time an employee believes it would be in the best interest of the Center’s mission to amend a prescribed procedure in a particular circumstance, they shall present the circumstances involved to the HRPD and request approval.  Until permanent revisions are approved and implemented, each employee of the CIL is expected to comply with the guidelines contained in this manual.  All employees are required to read and continue to use and seek reference from this manual and shall be considered individually responsible for knowledge of its contents.
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Section  I

General Office Procedures
General Supervision Of Staff And Programs

The Executive Director supervises the Human Resources/Program Director (HRPD) and all consultants.  The President of the Board of Directors supervises the Executive Director.  The HRPD supervises all other staff. Program Coordinators oversee service provision of the staff in their program and the resulting service documentation however, overall supervision remains under the HRPD.

The Key Functions Of Supervision Are:
*Recruit, hire and train staff 

*Oversee the provision of services by all staff providing those services.

*Approve time sheets, travel claims, requests for leave, requests for payment or purchases, and monitor service documentation and output.

*Monitor and assess each supervised employee’s abilities, responsibilities and needs to perform work required and give performance evaluations/reviews on timely basis according to the personnel policies.


If the HRPD is not available, and approval or direction is imperative, it is appropriate to approach the Executive Director.  Should supervisory directives conflict, staff should point out the discrepancy and it should be resolved between the Directors.

Office Opening And Closing Procedures:

Prevention of theft and the confidentiality of consumer records are an important concern of this agency.  Therefore, it is important that proper security procedures are followed in the opening and closing of each office.  What follows is general opening and closing procedures.  Should the office where you are based not have a step mentioned, please move on to the next.

Opening:
The designated site staff is responsible for the daily opening up and closing of the office.


1.  Unlock staff entrance at 8:30 a.m. in and turn off alarm.


2.  Unlock consumer files.


3.  Unlock public entrance at 9 a.m. and again at 1:00 p.m.


4.  Route any messages left on the voice mail or answering machine to the appropriate person.

Closing:

1.  Lock doors at 12 noon and 5:00 p.m.


2.  At the end of the day, lock any locking file cabinets, and make sure all windows are closed.


3.  Check that all computers, TDDs, typewriters, copy machine, etc., are turned off, however staff should be responsible for their own equipment.


4.  Turn on answering machine or engage voice mail.


5.  Set alarm at the 5:00 p.m. closing.  Push on each door and retry knobs to make sure that doors are shut tight.


Staff should be ready to leave by  5:00 so as not to keep the person closing up after hours.

In And Out Boards

Each office is equipped with an In And Out Board which is used to designate whether or not a staff person is in the office, when they intend to return and who, if applicable, is assigned to cover for them during their absence. Upon arrival to work, the staff person places a mark under the IN column.  When leaving the office, staff will place a mark under the OUT column; state estimated time of return in the RET column; and designate, when appropriate, their destination and/or the name of the staff person covering in the message column.

Keeping Colleagues Informed

It is necessary to inform the staff answering the phone of any temporary unavailability. It is also advisable to inform them if you are expecting a visitor.


Notify Staff when it appears that the estimated time of return noted on the In And Out Board must be changed.


Notify staff regarding lectures, workshops or series of events, so that they can respond to inquiries with the basic information. 
Scheduling Appointments

All Program staff are requested to write down all appointments made, including the names and phone numbers of those you’ve made appointments with, on a calendar of your choice, that will be accessible to staff.  This is so that in case you are unable to report to work because of an emergency or illness, another staff person can call and cancel your appointments.  Inform all consumers of your regular office schedule to prevent consumer and staff frustration.  Inform regular contacts of your vacations or any long periods of time you will be gone, as well.

Telephone Operation and Intra-Office Intercoms

The telephone equipment in each office has operation manuals, which should be placed, in a readily accessible location for anyone using the phones to utilize.  If this is not the case, notify the Business/Grants Manager.  Each office has an intercom system that is usable by both voice and TDD.  

Voice Mail/Telephone Answering Machines

Each site office of the CIL is equipped with a telephone answering machine and the S.B. headquarters is equipped with voice mail.  Its purpose is to answer the telephone during closed hours or when no staff or volunteers are available to answer the phone.  The designated staff is responsible for turning these machines on and off at the appropriate times and routing whatever messages is taken by them.  Please refer to the operations manual for each machine for directions in its use.

Long Distance Procedure

All calls outside our service area must be pre-authorized by the HRPD or Executive Director and logged on the Long Distance Phone Log.  Long Distance Phone Logs are to be submitted monthly to the HRPD with the time sheets due on the 15th of each month.

Personal long distance calls should not be made on the agency’s bill (even when planning to reimburse CIL).  It is too costly in staff time and accounting to be able to permit them. Staff assisting consumers in making long distance TDD calls will use their own ID number to gain an outside line; then, consumers will use their own calling cards.  Calling cards are not long distance cards, but are actually account cards for your phone number issued by your phone service (Verizon, Pac Bell).

Telephone Answering and Messaging Procedures
The following procedure is used when answering the phones:


The phone rings and is answered promptly.  The staff or volunteer answers, “Good morning/afternoon or Hello, Independent Living Center.  How may I help you?”


When the caller requests a specific staff person (or it is determined who they need to speak to), consult the In And Out Board for that person’s status.


If that person is in, ask, “May I tell him who is calling, please?”  (finding out who is calling).  This information is necessary in order for staff to prioritize their calls.


If that person is out and there is no one covering for him/her, reply “So and so” is out at the moment - would you like to call back or would you like to leave a message?”  (Where voice mail systems exist, you may simply request to route the caller to the appropriate voice mailbox.  You may also offer to page staff).


If that person is occupied or already on another line, then reply, “He/she is with someone right now” or “His/her line is busy at the moment.  Would you like to hold, call back or would you like to leave a message?” or “Please hold while I transfer you to his/her voice mail.”


When taking a message (at sites that do not have voice mail or when the voice mail computer is down) the information should be as complete as possible including: callers correct name, the agency the with which the caller is affiliated with if applicable, name the message is being routed to, the date and time of the call, and a brief message of what the call is regarding.  This is written on the approved phone message forms and routed to the staff persons message bin.


Although all of the above information is the most desirable, do not hesitate to turn in a message that does not have all of this information.  However, it should be explained on the message why certain information is lacking 

Calling In And Out Of the Office While It Is Closed

On the occasion staff may need to call the office before it is open or during the noon hour to inform the HRPD of lateness or illness, staff may use the “hot line”.  If unable to contact a staff person, please leave a message on the machine or voice mail and call back as soon as possible while the office is open.

Communication Accessibility

To assure optimal conditions for a clear understanding between Deaf staff or consumers and hearing staff, please check with the Advocacy/ Communications Assistance (ACA) Department for interpreter assistance prior to scheduling your appointment with the hearing-impaired person.


Interpreter assistance for staff working with monolingual Spanish speaking consumers is also available with the assistance of bi-lingual Spanish/English speaking interpreter or staff.


Each individual staff person is responsible for securing whatever means of communication assistance is needed.  If your hours are not consistent with ACA or Spanish speaking staff’s hours, flexing of your schedule may be necessary.


Each CIL office is equipped with TDDs (or TTY)* in order to make telephone communication to and from the CIL accessible to persons with hearing or speech impairments.  Any staff needing to receive training and/or use TDD equipment in order to communicate with Deaf staff or consumers will schedule the training with ACA staff.

*TDD (or TTY) = telecommunication device for the Deaf & disabled.

Outgoing Mail

Mail sent out of the office is documented on an outgoing mail log which describes the date and to whom it was sent, by whom and what it was regarding.  The outgoing mail logs are kept in a binder, which is located next to the outgoing mail bin.  Each staff person is responsible for logging his/her own outgoing mail and placing it in the outgoing mail bin.  In the CIL, the postage is metered by the A.A.  In site offices, mail should be placed in the bins with the appropriate postage.  Stamps may be obtained from the stamp box or designated site staff.


In the headquarters, the outgoing mail is taken down daily at 1:15 p.m., by the Admin Clerk, where it is picked up by a postal service worker.  Each site office should arrange its own schedule according to when its mail is picked up and delivered.

Mail To and From Site Offices

Each site office maintains outgoing mail bins for the Headquarters.  Materials sent from one office to another should be documented on an outgoing mail log. Site mail will be sent to the other offices, either by hand or by US mail, as often as possible but no less than once per week.  

Incoming Mail

All incoming mail is logged on the computer by recording when it was received, who it was from, what it is regarding and to whom it was routed.  All mail is date stamped


Mail is usually distributed to whom it is addressed, however, there are exceptions and/or the specific individual may not be identified on the correspondence.  Henceforth, the following guide:

· Correspondence from funding sources (Department Of Rehab. City Or County Human Service Commissions, United Way, etc.) should be handled with utmost priority.  This correspondence is usually addressed to the Executive Director and may be so routed if routine in nature; however, if regarding contracts, proposals or reporting forms & deadlines route it to the Business/Contracts Manager 
· All personnel related correspondence such as resumes, applications, employment verifications, go to the HRPD.

· All money (checks, cash, donations, money orders); 

Bills or statements from vendors; tax-related reports & information should all be routed to the Accountant.

· Bank statements go to the Business/Grants Manager or HRPD for review of cancelled checks.

· Mail from or regarding interpreters, interpreter invoices, vendor authorizations for services, equipment for hearing impaired persons is routed to the Advocate/Communication Assistance Specialist (ACAS).

· Mail regarding in-home care, personal assistants or consumers needing help in the home, In-Home Supportive Services is routed to the Personal Assistance Specialists (PAS).

· Correspondence related to benefits, Tax assistance, is routed to the Benefits Specialist
· Correspondence related to housing or employment referral, independent living skills issues, is routed to the Independent Living Specialist (ILS)

· Correspondence related to Assistive Technology should be routed to the Assistive Technology I&R Advocates.

· Newsletters, brochures, job announcements, workshop, event flyers, class or seminar schedules are kept by the Information & Referral (I&R) Specialists for posting or routing.

Time Sheet Documentation and Submission

Enter the pay period and your last name at the top of each time sheet.  Upon reporting to work each day, the exact time of arrival is recorded in the first IN column.  Record exact time of checking out for your meal break in the first OUT column.  Document exact time of arrival back from the meal break in the second IN column.  The exact time leaving is recorded in the last OUT column.  The total number of hours worked is then entered in the Total Hours column.  Record any Holidays, Sick Leave used or Vacation hours used in their respective columns and add to Total Hours to achieve correct Hours Paid.


Time sheets are due the 15th and the last calendar day of each month.  Your time sheet must be printed and signed and given to the Human Resources/ Program Director (HRPD) by 1:15 p.m. on those days.  If you are located at a site office, they must be emailed and received by the HRPD by 1:15 p.m.  The originals will then be mailed no later than the same or next day.  If either of these dates fall on a weekend or Holiday, time sheets must be submitted the last working day before the weekend or holiday.  Sign and date each time sheet prior to submission to the Human Resources/ Program Director (HRPD) for approval.  Request for Leave forms matching the pay period are to be attached to the time sheet.  The HRPD will screen each time sheet, sign and date those approved or return those which are not filled out according to these procedures for correction.


Time sheets are then submitted to the Accountant who will compute accrued or used vacation, personal leave or sick time based on a prorated formula for full and part time employees.  This information will be contained in the payroll program and provided on your pay.


According to Labor law, failure to comply with these standards will result in a financial penalty to the Center.  Therefore, failure by staff to comply with any of these procedures will be considered misconduct and result in administrative action.

Leave Request Forms


All absences must be verified and documented by either a Request for Leave or Adjustment of Hours form.  (Holidays are not considered absences).


In anticipation of vacation or personal leave, staff shall complete a Request for Leave form and submit it to the Human Resources/Program Director  for approval, with as much notice as possible but no less than 72 hours prior to the date(s) requested.  In case of illness, complete and submit the Leave Request form immediately upon return to work.


Fill out the Leave Request form completely, as indicated, making sure that types of absences are filled in where requested.  Types of “Enforced” absences include being required to go to court as a witness, jury duty and quarantine.  Types of “unpaid leaves of absence” sanctioned by our policies include Personal Emergency, Medical, ADA disability, Family Medical, PDL & Military.

Adjustment Of Hours Forms

When adjusting or flexing hours is necessary, staff will submit an Adjustment of Hours form to the HRPD, in advance, for approval instead of a Leave Request form.  See Personnel Policies manual for more information regarding Flextime.


Requests will be either approved or not (if not in the best interest of department or office coverage) and returned to the employee.  The employee is then responsible for submitting all Leave Requests and Adjustment of Hours forms with the time sheet of the corresponding pay period.

Paycheck Distribution

Payroll is run by the Accountant and paychecks are distributed by the 5th and 20th of each month by the HRPD (or Business/Grants Manager in her absence), and Site Coordinators at their respective locations.  Payroll for site offices is FedExed overnight the day before payday.  If either of these dates falls on a weekend or holiday, paychecks will be distributed on the first working day after the weekend or holiday.  Staff persons who will not be at work on the day of paycheck distribution must inform the Accountant, in writing, of how they want their check distributed, (i.e., mail it to their home, put it in their box or keep it in the safe, etc. until they return).  Otherwise it will be automatically mailed to their home.

Travel Claims

The CIL will reimburse staff for approved miles traveled if using their personal vehicles while performing the duties of their jobs as long as employees have adequate insurance.  The reimbursement rate is $0.34 per mile unless a vehicle has modifications for use by a person with a disability.  When this is the case the reimbursement rate is $0.40.  Travel claims are to be submitted with, but not attached to, your time sheets due on the last calendar day of each month.
Request For Payment/Purchase

When an employee is ordering something on behalf of the CIL that requires payment, a Request for Payment/Purchase (RFP) form should be completed.  All purchases must be approved by the Executive Director prior to ordering.  Fill out all sections of the RFP down to the Executive Director’s signature line and submit it to the Executive Director for approval.  Accounts Payable Checks are run on the 5th, 15th and 25th of each month.  Plan and submit your requests accordingly, by the 3rd, 13th, and 23rd.


The Accountant is responsible for initiating RFPs for all monthly bills or regular vendors such as rent, phone, supply vendors etc.  The Accountant then processes all approved RFPs and computer generates the checks, obtains required signatures and disperses payments.

Ordering Of Equipment or Supplies

The Business/Grants Manager is responsible for ordering needed office equipment or supplies.  Ordering is done through a regular vendor on a quarterly basis or when sufficient need dictates an order.  Office equipment and supplies catalogues for regular vendors are kept by the Business/Grants Manager for use when ordering.  These catalogues contain the vendors’ stock, catalogue numbers, price list, sizes, colors, quantities, etc., needed when ordering.  Each office will maintain a list by the Site Coordinator, to be kept in the supplies area, upon which all staff will write requested supply items or note when regularly stocked items are getting low.  Supply requests from the site office Site Coordinators are due by the 20th of each month.  If the supplies or equipment being requested are not regularly stocked items, prior approval by the Executive Director is required.  When supplies are picked up or arrive at the office from the vendor, the Business/Grants Manager or Site Coordinator will distribute them.  Staff may not help themselves to the deliveries as it is necessary to first check to see if all the supplies ordered have arrived and to make sure that specific orders get to the person who ordered them.

Postage

Postage stamps and postage meter refills are ordered by the Business/Grants Manager using the RFP process.  When the checks are cut, made payable to the US Postmaster, the Business/Grants Manager will purchase the stamps or have the postage meter refilled.  Stamps are purchased in large quantities and stored in the safe for distribution as needed.  Site offices order their postage needs from the Business/Grants Manager who will keep a running log of stamps requested by site offices to gauge need and use.

Printing

Staff will make their own copies of the usual few documents that they have during the course of the business day.  All printing requests of items that require more than a "few" of the same document are routed through the Business/Grants Manager, who will determine whether the printing job will be done internally or at the print shop.  Requests will be accompanied by an original of the item to be copied and a Printing Request Form which will include the name and department of requesting staff person, quantity needed, single or double sided, number of pages in the item, type of paper desired, and the date needed.  The CIL has accounts with local printers who bill on a monthly basis.  All invoices accompanying filled printing requests will be given to the Accountant who will match the statement from the printer’s with the invoices on hand to determine correct payments.

Equipment Repair and Maintenance

The Business/Grants Manager maintains information files on the vendors and maintenance agreements of CIL office equipment and is responsible for the ordering of repairs, maintenance calls and supplies for the equipment.  Staff will inform the Business/Grants Manager of any equipment needs or malfunctions so that s/he may contact the appropriate vendor.  The Site Coordinators may make the contacts themselves with the vendors after approval by the Business/Grants Manager.  The Advocate/Communication Assistance Specialist handles repair and maintenance of TDDs.

Bulk Mailing Account


This account is with the US Postal Service.  This service is used when sending out mailings of 200 or more of the same materials, including the Newsletter.  The balance of that account is maintained by the Business/Grants Manager who ensures that it does not fall below normal usage.  Only persons who have been trained will send out bulk mail.

Newsletter

The CIL publishes a quarterly newsletter, Independent Living.  Input for each issue must be electronically, at least one month prior to mail out date (first day of March, June, September and December).  An in-house coordinator disperses specific information, i.e., theme, focus, article requests, time line reminders.  All articles and information are then submitted to a volunteer newsletter editor.

Staff Meetings

The CIL holds an all-site staff meeting at the Headquarters on a quarterly basis.  An Agenda is sent to all staff one week prior to the meeting.  Agenda item requests are to be made in writing 2 weeks prior to the meeting. The meeting is from 10:30 a.m. to 3:00 p.m.  Inservice trainings and departmental meetings follow the staff meeting.  Lunch is provided.  Attendance at these meetings is mandatory unless prior authorization to be excused has been given by the Executive Director.  Minutes of these meetings are taken by the Administrative Clerk and copied for routing and posting at each office site for easy reference.  Site office employees are expected to car pool in order to keep travel costs down.

Reports To the Board from Staff

The CIL’s Board Of Directors requests that each staff person submit a paragraph (or two) to the board highlighting special events or projects, service trends and/or any information staff would like to impart to them regarding staff efforts which are not otherwise reported to them via statistical reports.  These reports should be brief and to the point.  The reports are composed on computer at each site office and are sent electronically to the Human Resources/Program Director by the 16th of each month to ensure its inclusion in the board packets.

Inter Agency and Consumer Correspondence

The CIL requests that all forms of written correspondence to other agencies, consumers, etc. be typed in a standard and acceptable format, using proper business English and correct spelling.  Minimal accessible size print is 14.  To send out anything less is an unprofessional reflection on the CIL as a whole, not just the individual staff person.  If there are any questions or doubts about correspondence conforming to these standards, please see the HRPD or Executive Director.  New employees should gain approval for release of all correspondence.  The CIL maintains a current letterhead with all office locations, phone numbers, etc., which is to be used by staff when sending correspondence on behalf of the CIL.  Check the box on the letterhead designating site office the correspondence originates from.

Reserving Common Areas

At those offices having common areas that are available for staff to use for meetings, there will be a calendar posted to reserve those spaces bye the Site Coordinator.  When requesting space reservation at the Westside Community Center (WCC), route needs through the Business/Grants Manager who will fill out reservation forms and submit them to the WCC Director.  Upon approval of reservation requests by the WCC director, a copy of the approved request will be returned to the requesting employee.

Key Inventory And Checkout Procedures

The HRPD will keep a current key inventory, documenting all personnel who possess keys to each office and any locking cabinets.  Extra keys will be kept in the safe and the HRPD will keep an on- going key check out record.


To request a key, staff should see the HRPD to sign one out using the Key Check Out Record

Reference Book Inventory and Checkout Procedures

The Information & Referral Specialist will keep a current, alphabetical reference book inventory of those books kept in the library.  Staff, consumers, and colleagues may check out these books by using the Book/Video Check Out Record process. The record will be kept near the library shelves.  Any person wishing to check out a book or video will fill out this record noting what is being checked out, the date of checkout and his/her signature.  The Information & Referral Specialist will initial in the Issued By column.  When the book or video is returned the Information & Referral Specialist will note the date returned and initial in the Received By column of the Book/Video Check Out Record. 


Books or videos may be checked out for a period of no more than two weeks at a time.  Books or videos not returned will be pursued and borrowers will be held accountable for replacement if it lost or stolen. 


The CIL maintains general information files with materials that pertain to a variety of disability related topics.  When removing a source of information from the file, it is required to complete a “file out” card and insert it in the file’s place.  Persons other than staff may have access to these information files; however, files should not leave the premises.  Files, not too large in volume, may be copied in such an occasion at the requesting person’s expense of a nickel charge a copy.  

Volunteer Coordination

The Volunteer Coordinator (Human Resources/Program Director in the absence of a volunteer) is responsible for overseeing and/or carrying out the following procedures when recruiting volunteers:

•  Arrange a convenient time to meet the prospective volunteer in person at which time a Volunteer Enrollment Form is to be completed to indicate volunteer’s availability and interests.

•  Inform the prospective volunteer of available positions.

•  After a position is selected the Volunteer Coordinator, or designated site office staff, then provides a general orientation.  This orientation includes a brief history of the CIL and its services (brochures are provided), a briefing on ethics and confidentiality issues, a copy of the volunteer’s job description, procedures regarding time sheets and mail box, instruction in the use of any job related equipment, and a tour of the facility where s/he will be working.

•  The Volunteer Coordinator will become the volunteer’s immediate supervisor unless the position is located in a site office.  In this case designated site staff will supervise the volunteer.  The volunteer’s supervisor will be responsible for assigning and guiding the volunteer through his/her duties, in accordance with the job description, maintaining a workable schedule with the volunteer, evaluating performance as needed, and ensuring timely submission of the volunteer’s time sheets to the Business/Grants Manager

•  Should the prospective volunteer wish to work only on board related matters, special events (such as fundraising) or public relations matters, the immediate supervisor will be the Executive Director.


The Volunteer Coordinator is responsible for coordinating volunteer recognition events and obtaining recognition certificates.  In order to comply with funding source documentation requirements and to recognize the efforts of individual volunteers, a record of time worked is maintained on a volunteer time sheet by each volunteer.  These time sheets must be submitted to the Business/Grants Manager monthly. 

Section II  Safety Procedures

All CIL employees and volunteers share the responsibility for protecting themselves and others from accidents and injuries by the careful observance of safe job practices and conditions.  Accident prevention efforts assist in eliminating accidents, which can cause pain, and suffering to the victims as well as their families, and the loss of services to our consumers.


This section of the procedure manual provides simple safety rules and procedures for the prevention of such accidents as well as emergency evacuation procedures for crises such as fire, bomb threats and earthquakes.


CIL has a safety program, participated in by all staff, and operated by a safety committee.  The Business/Grants Manager is the Safety Committee Chairperson and is responsible for setting up needed trainings on safety.  The Safety Committee meets on a quarterly basis and is responsible for the ongoing evaluation of safety procedures and their implementation.  


The omission of any safety information from this section does not reduce each staff person’s personal responsibility to remain alert and use good judgement when performing their duties.  The CIL welcomes any suggestions that might improve the safety of operations.  Submit suggestions to the Business/Grants Manager in writing.  If any rule or procedure is not clear, request clarification from the Human Resources/Program Director (HRPD).

General Safety Rules
1.
Employees may not work under the influence of intoxicants.

2.
Employees may not sell, possess or use illegal drugs on CIL premises.  Employees required to take prescription medication, which may impair mental or physical abilities, must notify the HRPD.

3.
Employees may not keep contraband material such as firearms, dangerous weapons or fireworks, on CIL premises.

4.
Employees may not engage in wrestling, fighting.

5.
Do not run on CIL premises.

6.
Do not toss or throw packages, files, etc.

7.
Observe any warning signs and notices.

8.
Keep unattended drawers in desk, file cabinets, etc., closed to eliminate sources of cuts and tripping hazards.

9.
Open drawers of file cabinets slowly, standing to one side of the file cabinet.  Do not open additional drawers in file cabinets without closing previously opened ones.

10.
Fill the lowest drawer of a file cabinet first to prevent it from tipping over.

11.
Keep office cabinet tops clear of files, books and heavy objects.

12.
When seated, keep chairs firmly on the floor.  Guests and consumers may only use straight-legged chairs, not wheeled office chairs.  Chairs that are broken must be replaced.

13.
Do not operate or attempt to operate any office equipment unless properly trained to do so.

14.
Handle cleaning fluids, solvents and thinners with care and always use gloves; some are toxic and/or flammable.

15.
Keep paper cutters in closed, locked position when not in use.

16.
Exercise care when using or storing sharp or pointed instruments such as letter openers, scissors, pencils, etc.

17.
Keep all aisles clear of tripping hazards, such as wastebaskets, electrical cords, file or book stacks, etc.

18.
Do not use extension cords around workplace.  They are in violation of fire safety rules.  Use power strips, wisely, if additional electrical outlets are needed.

19.
If climbing is necessary, use a step stool or ladder.  Do not climb on to chairs or other office furniture.

21.
Lift using leg muscles instead of back.  Ask for assistance when an object is too heavy, awkwardly shaped, or blocks view when carrying it.

22. 
Always use plastic, disposable gloves when engaged in any activity which exposes you to the body fluids of another person.

23.
When observing an unsafe condition or unsafe act, report it immediately to the Business/Grants Manager or HRPD.

Occupational Illness or Injury
Emergency First Aid: For all CIL facilities, dialing 911 V/TDD will connect the caller with paramedics, ambulance, etc.  First aid kits are located in each office, and the Safety Committee Chair is responsible for the inventory of their supplies.  Persons on staff with CPR and or first aid training and certification are responsible for providing necessary assistance, such as mouth-to-mouth resuscitation, until help arrives.

Plastic Disposable Gloves, located by the first aid kit in each office, must be used by all staff/volunteers when engaging in activities that requires the personal assistance of any staff member, volunteer or consumer (applying first aid, etc.) or while engaged in the handling of toxic substances.

Eye Injuries:  Have any eye injuries treated only by professional medical personnel.  If corrosive liquids, such as acids or other irritants, are splashed in to eyes, flush them thoroughly with clear running water for 15 minutes.  Have someone call for assistance immediately.

Reporting Injuries or Illness
If injured or ill from work related causes, report it immediately to a supervisor, regardless of how serious it is.  It is necessary to receive authorized medical evaluation and treatment.  Non-medical personnel should not move employees unless there is danger of other injury.  The lack of prompt attention even to the slightest of injuries could lead to more serious complications.

Reporting:  All reports must comply with the requirements of the CIL, our workers compensation program and the Occupational Safety And Health Administration (OSHA).  The Business/Grants Manager is responsible for filing these reports.

Prevention:  The Safety Committee Chair and HRPD must evaluate each accident and take any necessary measures to prevent the recurrence of similar incidents.  

Remember that observing safe working practices and the general safety rules is a primary responsibility of all employees and volunteers.

Fire Prevention and Protection
A. Prevention
1. The Safety Committee Chair will call the local fire department and arrange a fire inspection of the Headquarters premises annually and receive written notification from the inspector documenting the facility’s passing of fire safety standards.  If any infractions are noted during the inspection, they shall be rectified and another inspection will occur until the facility passes the inspection. Site Coordinators will do the same for the site offices.

2. Report all suspected fire hazards to the Business/Grants Manager or HRPD immediately.

3. Use of any extension cords is a fire hazard and is a violation of fire safety standards.  Use of power strips is permissible by these standards.

4. Do not use spark or heat-producing devices in the vicinity of flammable liquids, vapors or gases.

5. Immediately dispose of oily rags or other flammable waste subject to spontaneous combustion in closed metal containers.

6. Smoking of cigarettes, cigars, pipes, etc., is not permissible in CIL facilities.

B. Protection
1. All staff must become familiar with the floor plans of each office and the location of all fire exits, and fire extinguishers.  (See maps attached).

2. The Center conducts regularly unscheduled fire drills to ensure all staff’s familiarity with the evacuation procedures and to assess ability of personnel to follow the procedure. 

3. Fire extinguishers, signal lights and sprinklers will be checked annually by the fire department to ensure they are working properly and safely.  The Safety Committee Chair is responsible for facilitating this procedure.

4. Staff shall follow the direction given by assigned members of the safety committee.  Personnel not participating in the committee shall be responsible for reading the meeting minutes.

5. Do not block or obstruct exits, passageways leading to fire exits, or fire extinguishing equipment.

C. Evacuation Procedures In Case Of Fire or Bomb Threat:
1. Call 911 V/TDD; report the fire or bomb threat immediately.

2. Notify all staff using the internal all call function on your phone by dialing #00 on the intercom, and inform them to evacuate immediately.  Stress that it is not a drill.

3. Evacuate area immediately using the nearest safe exit and proceed to assigned assembly area.  Move quickly, but do not run.  Do not go to work areas to retrieve personal belongings.

4. Remain in assigned assembly area until authorized personnel of the Center or the fire department have instructed otherwise.  While assembling in designated area, check to see if all personnel are present.  If any staff member is missing, notify someone in charge as soon as possible, without leaving assembly area.


Never fight fires that involve the structure of the building.  Only attempt to put out first stage fires if properly trained on how to use fire extinguishers and if it can be done safely.  Remember, safety comes first.


Never try to ascertain whether or not a bomb threat is a “crank call”.  Time lost in this process could be extremely dangerous.  Treat any and all threats of this kind as real and call 911 immediately.

In Case Of an Earthquake

A. Preparedness at the Office
1. Keep large and heavy objects on lower shelves and drawers.

2. Bring to the attention of the safety committee anything that could move or fall.

3. CIL maintains brochures provided by the Fire Department and Red Cross on earthquake safety.  All staff must familiarize themselves with the information contained in these brochures.

4. The CIL owns the video “Silent Quake”.  This video will be viewed by all new personnel during orientation and should be reviewed by staff on an annual basis.

B. During an Earthquake
1. If indoors, STAY THERE.  Get under a desk or table or stand in a doorway or corner.  Stay clear of windows, bookcases, cabinets, mirrors and falling plaster until the shaking stops.  

If in a wheelchair, stay in it.  If possible, get under a doorway, lock the wheels and cover head with arms.

If visually impaired and the ground appears to move, assume it is an earthquake.  Seek cover; stay away from outside walls of buildings.  Drop to knees; use arms to protect head.

2. If outside, get into the open away from buildings, trees, telephone poles and wires.

3. If driving or in a car, pull over, stop and remain inside the vehicle until the shaking is over.  Do not park under overpasses or overhead wires.  If the earthquake has been severe, do not attempt to cross bridges or overpasses.

C. After an Earthquake
1. Be prepared for after shocks.  These are usually smaller than the main quakes, but some may be large enough to do additional damage to structures weakened by the main shock.

2. Check for injuries.  If trapped, do anything to attract attention to your location.

3. If uninjured, check the people in your work area to see if they are injured or trapped and assist them as much as possible.  If anyone has stopped breathing, give mouth-to-mouth resuscitation.  Stop any bleeding injury by applying direct pressure to the wound.  Do not move seriously injured people unless they are in immediate danger of further injury where they are.  Cover injured persons if possible, (with jackets, sweaters, tablecloths, etc.) to keep them warm.

4. If uninjured and assistance is not required, proceed immediately to the assigned assembly area, following evacuation procedures, and stay there until official emergency personnel say it is safe to proceed elsewhere.  Safety committee members will bring radios to the assembly area for obtaining information and direction from local emergency broadcasting systems.

5. Do not use the telephone unless there is severe injury or fire.

Motor Vehicle Safety

All employees are expected to drive any CIL vehicle or personal vehicles while on CIL business in a dependable, efficient, safe and courteous manner.


No employee may drive his/her personal vehicle on CIL business without proper personal auto insurance.  The Accountant maintains a schedule of all employees’ auto insurance policies and their expiration dates.  Employees must provide proof of insurance or renewal of insurance (when policy expires) to the Accountant and must notify the Human Resources/Program Director (HRPD) and the Accountant immediately, in writing, of any insurance cancellations.


Employees must possess a valid driver’s license when operating any vehicle on CIL business.  Revoked or suspended licenses must be reported immediately to the HRPD. 


Employees will obey all state and local vehicle codes when operating any vehicle on CIL business.  Police citations for traffic violations are the personal responsibility of the employee committing the violation.  Traffic citations/violations committed while on CIL business must be reported immediately to the HRPD.


Individual employees may not use their personal vehicles for transporting CIL consumers due to insurance liability concerns.  


If an employee is involved in an accident while on CIL business, the following steps should be taken:


1.  Stop at the scene.


2.  Assist any injured person.


3.  Call 911 for police and medical assistance if needed.


4.  Identify witnesses.


5.  Notify the HRPD.

Rolling blackout procedures


1. Turn off all equipment that require electric power, but leave one light on so you know when the power returns.



2. Do not call 911.



3. Gather in area where you can either find sufficient window light or use battery powered lighting.  



4. Make sure your work area is safe and do not use candles or any fire generating objects for lighting.



5. Do work related activities that do not require electronics to perform such as:  updating consumer files, reading work related newsletters, magazines, brochures that are routed to us, use the time to re-organize your work station, meet with each others over topics that you've been waiting to discuss, do program or project planning, etc., etc., etc., until the power returns.



You may not leave work and expect regular pay.

Section III  Procedures Related To Administration
Applications for Funding and Reporting

The CIL receives funds from a variety of government and private sources.  Each has their own application for funding, contractual agreements and reporting requirements based on what the funding source is supporting, grant cycle and frequency of report submission.  City, County and State funding sources follow a 7/1 through 6/30 fiscal year grant cycle; Federal sources have a 10/1 through 9/30 fiscal year.  There are two basic types of reports: 1) comprehensive year-end, midyear and quarterly reports and 2) routine monthly statistical reports Business/Grants Manager is responsible for all contracts management.


The Business/Grants Manager reads and distributes incoming applications to the administrative team: the Executive Director who is responsible for overall content, decisions regarding what funds to request and the narrative portions; the Accountant who is responsible for all financial/budget sections; and the Business/Grants Manager who is responsible for all statistical and general service and procedural information.  The team will meet to discuss timeliness and procedures and clarify questions regarding budget and content.  Each member then completes his or her respective sections.


The Business/Grants Manager is responsible for ensuring that each section is turned in on time; that no portion of the application or report has been omitted; that all required attachments such as financial audits, organizational charts, job descriptions, etc. have been included; that it is typed and assimilated according to the procedures outlined by the funding source; that all signatures required have been obtained; that the mandated number of copies have been made and collated correctly and the necessary number of copies needed by the agency are retained and filed; and that the application or report is mailed or hand delivered to the funding source by the designated deadline.


Routine, monthly statistical reports are the responsibility of the Business/Grants Manager to complete and mail or hand deliver by its required deadline.

Administrative Business Files:

The Admin Clerk is responsible for maintaining the agency’s administrative files.  These files are maintained in alphabetical order and include the center’s routine business files.


Grant Files:

The Business/Grants Manager is responsible for maintaining the agency’s grant files.  These files are maintained in chronological order, current fiscal year first.  Each grant file contains the last three years applications, contracts, correspondence, reports, contract manual or handbook, and any other relevant supporting documents.


Personnel Files:

Personnel records are maintained for each employee in alphabetical order in the locking, fire safe file cabinet.  The Human Resources/Program Director (HRPD) is responsible for the maintenance and confidentiality of the personnel records, filing of documents and the supervising of authorized access to personnel files.


The items in an employee’s personnel file shall include:  original application package/or resume, Orientation Checklist, Payroll Authorization, W-4 Form, Job Description (signed by employee), Emergency Information Sheet, signed Code Of Ethics, Change Of Salary or Position Authorizations, Performance Evaluations, Performance Improvement Plans, supervision documentation, letters of commendation or reprimand, pertinent licenses/certificates, and exit interview documentation.  I-9 forms and medical related information are kept in separate folders in front of the personnel files.


Invoice/Order File:

The Accountant files all packing slips and orders of materials or supplies in an alphabetical expanding invoice/order file.  When the statements/bills arrive from the vendor or supplier, the Accountant will match up the order or packing slip with the statement/bill and follow the request for payment process.

New Employee Orientation Procedure

The Human Resources/Program Director (HRPD) will oversee that all requisite new hire forms are completed and will establish a personnel file for all new employees.  An orientation checklist will be utilized to ensure all areas are covered with the employee.  The new employee will be provided a copy of the CIL’s Personnel Policies, Procedure Manual, Consumer Services Manual and Data Collection System Manual.  The HRPD will oversee that the new employee reads and understands these manuals.

New Hire Forms and their disposition are as follows:

1.
New Employee Orientation Checklist:  Must be reviewed with employee, signed by employee and HRPD, copy made and given to employee and original placed in employee’s personnel jacket.

2.
Job Description:  To be reviewed with employee, signed by employee, copy made and given to employee and original placed in personnel jacket.

3.
Salary Authorization:  To be filled out by HRPD and Accountant, signed by Executive Director, employee and Accountant, and placed in personnel jacket.

4.
New Hire Form:  To be filled out by HRPD and accountant, signed by HRPD, employee and Executive Director and turned in to accountant who will utilize information needed for payroll records and who will then have it placed in personnel jacket.

5.
W-4 Form:  To be filled out by employee and turned in to the Accountant who will utilize the information for payroll records and place it in the personnel jacket.

6.
Emergency Information Sheet:  To be filled out by employee and placed in the personnel jacket.

7.  Code of Ethics:  To be read and signed by employee, copy made for employee and original placed in employee jacket. 

8.Sexual Harassment brochure to be read and signed by employee, copy made for employee and original placed in employee jacket

9.
Procedure Acknowledgement:  To be read and signed by employee and HRPD and placed in personnel jacket after employee has had no less than two weeks and no more than 30 days to review personnel and procedure manuals.

10.
I-9 forms: Verification of Eligibility To Work in The U.S. forms are completed and signed by the new employee.  A copy is made of each document used to verify eligibility and the form is signed by the HRPD and placed in the I-9 form file which directly precedes the employees’ personnel files in the fire safe.

Board Of Director Meetings

The CIL is governed by a Board of Directors, which meets monthly on the last Tuesday of each month.  These Board Meetings are held at 6:00 p.m. at the CIL offices.  The minutes of each full board meeting is taken by the Admin Clerk .  


The Admin Clerk maintains a Board List of information, which includes the full names, addresses, home and office phone numbers, occupations, disability and term status, and other information as may be required.  This list is updated on a regular basis for Board and staff use.  Mailing labels are produced from this list for mailing the board packets and announcements.


The Admin Clerk is responsible for preparing and mailing the board packet which consists of the agenda, the signed minutes from the previous meeting, staff reports to the board and any other materials requested to be sent.  This packet is sent to board members no later than 10 working days prior to the meeting.


Copies of the packet are also distributed to the Executive Director, CCATC Project Director and to the Advocate/Communications Assistance Specialist for the interpreter who will be assigned at the Board Meeting.  


A Sign-In Sheet is routed at the meeting for documentation of members, staff and visitors present at the meeting.  


Copies of the Agenda and minutes of the previous meeting should be made available at each office site at least a week prior to the meeting.  They should be posted in a place that is accessible to staff and the public.


The Executive Director attends the full board meetings on behalf of the Center and staff (or the HRPD in her absence), and provides the Board with a report which contains information regarding the status of the agency’s operations, what Board resolutions or approvals are required for applications and reports, announcements and reminders.


The Board also has various committees that will meet when needed.  These committees include:  Executive, Finance/Audit, Personnel, Fundraising, Public Relations, Membership/ Nominating, and Bylaws.  Minutes or reports of these meetings will be the responsibility of the committee chair to generate and mail to the Admin Clerk for documentation in the Board files, as well as copying and distribution in the Board packets.


The Admin Clerk is responsible for maintaining the Board binder and Board files.  The Board binder consists of the originals of each Board meeting’s minutes, agenda, committee reports, financial reports, the Executive Director’s report and other such documents supporting or relating to the meeting.  These materials are filed by month in reverse chronological order.


The Board files are maintained in the administrative files and consist of the originals and copies of each form used in conducting Board business, incoming and outgoing Board correspondence, membership applications, Board approved budgets, Board member and committee member lists, and the Board of Directors’ volunteer time sheets.


Per request of the Executive Director, Board President, Accountant, HRPD, or Business/Grants Manager, Admin Clerk will provide all materials, reports, forms and copies of grant related documents needed by the Board to the Executive Director or (HRPD in E.D.'s absence) to be distributed at the Board meetings.

Donor Acknowledgements


When donations are received by the Accountant, they are documented using the cash receipts journal and revenue recording procedures.  The receipt generated from this process is mailed to the donor along with a donor thank you letter.  The Admin Clerk is responsible for initiating the prepared thank you letters, which include the donor’s name, address and amount donated.  The letters are printed and routed to the Executive Director for signature, copied for our files and sent to the donors along with the receipt and our Federal tax ID number.
Use Of Consultants


The CIL occasionally uses the services of professionals on a consulting basis.  These are often specialists in areas such as accounting, audits, computer programming, fundraising, or specialized training for staff.  


The procedure for enlisting the services of consultants is as follows:  When the need has been identified for a consultant, the Executive Director will request the names of qualified individuals and interview them.  We must receive at least three bids for each consulting service.  Individuals are chosen based on education, ability and experience in the area of expertise sought. The Executive Director supervises all consultants.


Chosen consultants will complete a consultant agreement, signed by both the Executive Director and the consultant. A copy is given to the consultant, to the CIL Accountant and the original is filed in the administrative files.


Consultants will complete and turn in time sheets in a timely manner.  Payment will occur when the Accountant makes regular accounts payable runs on either the 5th, 15th or 25th of each month Please refer to the Personnel Policies for additional information regarding consultants.

Confidential Records Safeguard Procedures
Computerized Payroll System:


The Accountant has sole access code to the payroll program.  Tape backups are kept in the fire safe to which the Human Resources/Program Director (HRPD) has the key.

Personnel And Financial (Including Payroll Records):


These records are maintained in the fire-safe to which the HRPD and Accountant have the only keys.  These keys may be checked out only to the Executive Director and the Accountant by the HRPD.

Petty Cash, All Unendorsed Checks, Cash Receipt Journal and Keys:


These items are kept in the safe to which only the HRPD, Executive Director and Accountant have the combination.

Computerized Data Collection System:


This system is overseen by the HRPD and maintained by the Business/Grants Manager who both have access to computer and records.  Back up tapes are kept in the HRPD’s locking file drawer.

Consumer Service Files:


Consumer service files are kept in the locking file cabinets to which the Information and Referral Specialists and Business/Grants Manager have the only keys.  Files are locked each night and unlocked each morning by the Information and Referral Specialists, at each office location.

Signature of Board President
Date

Section IV

Procedures Related To Accounting
The General Ledger

The general ledger is computer generated and utilizes a fund accounting system (MIP AKA Micro Information Products-a nationally used computer fund accounting system) which provides separate accounting for the general fund, restricted funds, and various grants from federal, state, county, city or private resources.  The general ledger postings are derived from the cash receipts journal, cash disbursement journal, and adjusting entry journal.


Although the Accountant is responsible for daily bookkeeping routines and computer operation, the contract Accountant maintains ultimate control and discretion over these operations.  This direction is guided by consistent auditing of various MIP reports.  

Cash Receipts Journal and Revenue Recording Procedures:

Any and all income of the CIL is routed to the Accountant who is responsible for documentation using a Safeguard cash receipts journal, and for depositing the receipts.  Receipts are placed in an envelope properly marked and placed in the agency safe.  Receipts are recorded by the Account Clerk in the cash receipts journal weekly or any time a large amount of cash is received.  The receipt is overlaid to the journal, thereby facilitating the receipt/journal one-write system.  The receipt origin, including maker of the check and related grant/account information (destination), will be made in the description column.


Before the Account Clerk completes preparation of the deposit slip, individual copies of checks are made.  These copies, together with check vouchers and other remittance advices, are collated and filed chronologically.  It is the responsibility of the Account Clerk to arrange timely delivery of the deposit to the bank.  The total posted receipts must equal the total deposits noted in the journal.


Cash receipts and journal forms are ordered directly from the local safeguard systems branch; the inventory of these supplies is the responsibility of the Business/Grants Manager.

Cash Disbursement Journal and Check-Writing Procedures

The Accountant will assemble the unpaid bills on the 5th, 15th and 25th of each month.  The bills are checked for accuracy of detail.   They are also perused to assure that there are no double billings or other such problems.  The processed bills are then marked, batched for data entry and sent to the Executive Director for further examination and, finally, approval signature.  Checks are computer generated or occasionally manually written against the CIL’s checking account.


Manually written checks use pre-numbered Safeguard checks that are placed over the cash disbursement journal so as to provide entry in the journal and a tear-out record of payment (a carbon copy of the check showing the date, payee, check number and amount.)  It is important that a clear impression shows through on the journal page.  The check and copy are separated from the journal, the check is routed to the Directors for approval and signature, and the copy is to be attached to original bill or RFP.


-Please see Internal Control section for check signing procedure.-

Payroll and Payroll Journal

The CIL utilizes the MIP computerized payroll module for a semi-monthly payroll that is payable the 5th and 20th of each month.  Payroll is coordinated by the Accountant and includes providing the Accountant with changes - in salary, payroll tax, benefit costs and fund allocations.  The Accountant is responsible for input of changes, the printing of the payroll checks and reports, and obtaining proper signatures.  The Human Resources/Program Director (HRPD) distributes the checks (or the Business/Grants Manager in her absence.)

Payroll Tax Deposits

Immediately upon completion of each payroll, the accountant will prepare payroll tax deposits covering the liability for federal and state payroll taxes.  The Accountant will prepare the payroll tax deposits for the last payroll of each calendar quarter.  A request for payment (RFP) to the bank, covering the federal tax liability, and to the Employment Development Department, covering the state tax liability will be prepared and submitted to the Executive Director for approval and signature.


Payroll tax deposits are due under the semi-weekly rule.  For payrolls paid on Monday or Tuesday, the payroll tax deposit must be made by the following Friday.  For payroll paid on Wednesday, Thursday or Friday, the payroll tax deposit must be made by the following Wednesday.  The federal deposit is delivered to the bank.  
Tax Reports

At various times during the calendar year, various tax reports are completed and submitted to the appropriate government agency.  This is the responsibility of the Accountant.

Internal Control

The procedures covering cash receipts and disbursements are intended to divide the various responsibilities between more than one employee, and require a variety of authorizations or approval signatures.  No one in the accounting dept may be signer on any bank or investment account.


Checks in the amount of $500.00 or more require two signatures.  The Executive Director, HRPD and Board President are currently the authorized signers.  The Accountant or Accounting Consultant may not be an authorized signer.


Each month’s bank statement is to be opened by the HRPD or the Business/Grants Manager, and the cancelled checks carefully reviewed before the statement is made available to the Accountant, who will further review cancelled checks and be responsible for the bank reconciliation.  Any questioned checks should be compared with any supporting documents (bill, RFP, etc.) and be subject to further inquiry if necessary.


A statement of revenue and expense for the Board of Directors is prepared each month by the Accountant under the direction of the Accountant.  The Accountant and/or Accounting Consultant presents the monthly report at the finance committee meeting held on the last Tuesday of the month.  A year-end financial statement is prepared by the Accountant and Accountant and presented at the September Finance Committee Meeting.

Budget

The Annual Budget shall be prepared by the Accounting Consultant and made available for Board approval ten days prior to the first board meeting of the fiscal year.  The Accounting Consultant will prepare revised budgets if substantial changes occur in projected revenue or expenses or upon the recommendation of the finance committee chairman.

Bank Accounts

The CIL maintains a savings and checking account At the Bank & Trust.  The Accountant or Accounting Consultant are not to be signers on either account, but is to determine the amounts and timing of transfers between these accounts in order to maximize savings interest.

Agency Charge Cards

The CIL corporate MasterCard accounts, which are in the names of the Executive Director and HRPD, are used for purchases of gasoline, phone orders , supplies and traveling expenses.  After each use of the cards, receipt must be given to the Accountant.  After the itemized billing statement for credit card charges is received, the Accountant will attach the matching receipts to the billing statement.

Petty Cash

The CIL maintains small petty cash funds at each office location.  Cash may be used for items such as immediate-delivery mail costs and short-term emergency supplies.  Approved expenditures are reimbursed to each fund by check after receipts have been delivered to the accounting department.  Expenditures over $10.00 require the pre-approval of the Executive Director.  The Business/Grants Manager is responsible for the administration of each fund.


Site Services Coordinators oversee their site’s funds, ensure receipts are provided for each expenditure, and request reimbursement of their funds through completing a Petty Cash Recap envelope and submitting it to the Business/Grants Manager for approval.  The Business/Grants Manager will submit the Petty Cash Recaps to the Accountant for check processing.  Only the amount of receipts will be reimbursed to the petty cash funds.
Audit

Each fiscal year, 7/1 through 6/30, CIL shall open bids from various accounting firms for the annual audit of it’s year-end balance sheet and related statements of support, revenue, expenditures and changes in fund balance for the year ended.

At the discretion of the Board of Directors, the bid presented by the Executive Director is chosen.

Section V

Use Of CIL Equipment
Video/Training Equipment

The CIL owns a variety of equipment housed in the S.B Headquarters.  The equipment the CIL owns and are available for staff use are:  combination television/VCR sets;  video cassettes;  an audio cassette recorder - AM FM radio:  overhead projector


This equipment can be used for various activities such as viewing the many informational and instructional videos CIL owns, providing workshops or community education, staff or consumer training, or recording meetings and recording television programs of relevance for later viewing.  Any staff person or volunteer wishing to use this equipment must be trained in its proper handling and use.


Those persons trained and wishing to use any of the equipment may do so by completing the Equipment Use Request form and turning it into the Business/Grants Manager.  These forms are located in the general office forms file.  If the equipment is available at the time the user requests it the Business/Grants Manager will inform the user and authorize the use request.


The user will return the equipment by the time specified on the equipment use request and is responsible for replacing all pieces of the equipment to their proper place.  The Business/Grants Manager will inventory the equipment against the equipment use request form and sign off that each piece of equipment, connecting cables, videos, etc. has been returned.


Whenever the equipment is malfunctioning or inoperative, the user is required to submit, in writing, a report that includes what the problem is and how and where it may have occurred.

Photocopiers

Each office of the CIL has its own photocopying machine.  These machines are for the copying of work related items only.  The site office machines are only for the occasional document copy and are not to be used for the reproduction of forms, etc.  When site staff is in need of forms or many copies of something please submit a photocopy/printing request form to the Business/Grants Manager.


Staff persons will not attempt to operate the copiers until instructed in their operation and use.  Should any of the photocopiers require repair or appear to be malfunctioning, please notify the Business/Grants Manager immediately.

Computers

The CIL is equipped with an Apple computer network at each site.  These networks utilize a centrally located printer.  These computers are located at all workstations. The Accountant and Business/Grants Manager also utilize Pentium computers for the Agency's financial and Data Collection Programs.


As this equipment is valuable and costly, no staff person, volunteer, or consumer may operate these computers.  No staff person, volunteer, or consumer may attempt to "fix" malfunctions of their computer (or anyone else's in the office) without permission.  Any malfunction of this equipment must be reported to the Business/Grants Manager immediately.   Do not contact our Computer Consultant directly.  All troubleshooting must begin with the Business/Grants Manager first and she will contact the Computer Consultant if needed.


Outside diskettes are never to be used in the computers that except diskettes, nor is the virus scan ever to be disconnected, in order to guard against computer viruses.  All users must use blank diskettes from our supply stock.


Headquarters is also equipped with a computer station that consumers may use, under the supervision of trained, designated staff to compose service related documents or use the internet for disability related information.


Copying of bootleg applications onto anyone’s workstation computer is forbidden to prevent legal liability and possible fines for copyright infringement. 


Under no circumstances is any of the computer equipment to be removed from the CIL office without the approval or direction of the Executive Director.


For Internet Usage Policy, please see the Personnel Policies, page 30

Section VI

Procedures Related To Publicity

In it’s attempt to increase visibility of the Center and of it’s specific activities, functions, and key issues affecting it’s consumers, the CIL has developed these publicity procedures for staff to utilize when preparing either News Releases or Public Service Announcements (PSA’s) for radio or television.

When Is A News Release Appropriate?

Items that would be appropriate to write a news release about are:

*Board of Directors or other meetings of the CIL that are open to the public.

*Workshops being sponsored or co-sponsored by CIL.  When co-sponsorship is involved, be certain to consolidate any publicity activities.

*Special events, like annual dinners, volunteer drives, solicitation drives, open house events, etc.

*Awards of grants, whether it be public (government) or private (foundations, service groups, etc.) dollars.

Key Points To Remember
1.  WHO?  WHAT?  WHEN?  WHERE?  WHY?  HOW? must be included.

2.  Make your lead paragraph count.  Put the Who, What, When, Where, Why, and sometimes the How in the first paragraph. 

3.  Use short words, sentences and paragraphs.  Two sentences make a good paragraph in a news release.  A paragraph should not be any longer than five lines.

4.  Always type your release with double-spacing between lines.

5.  Never use a word in your news release that you would not use in everyday conversion.

6.  Always give the exact date in a news release and/or news story:  e.g., “Sunday, May 11, 1997.”  Double check date and day of week on a calendar.  Have someone else proof read, in addition to yourself.

7.  Use adjectives sparingly or not at all.

8.  Never split words at the end of a line, paragraph or page.

9.  Always spell out numbers from one to ten, then use numerals from 11 on up.  Never begin a sentence with a numeral.

10.  Present the facts accurately and concisely, not your opinion.

11.  Check spelling and all information for accuracy.  Get someone else, who is not familiar with the subject to read it to ascertain if all the questions have been answered.  You can almost never over proof your copy.


The lead paragraph should contain the most important information.  Each succeeding paragraph should be of declining importance.  This allows the editor to pick up the important facts of the story in the first few lines and if s/he does not have time or space to use your entire release, s/he can cut from the bottom, where the least important details are given.


Start the story with a key word.  Avoid “a”, “an” or “the”.  Avoid quotes or a question in the lead.  Be careful not to “bury” the lead.


Determining the “headline” is the editor’s prerogative.

Key Points To Remember When Writing Your News Release
1.   News Releases should always be typed.

2.  Be sure you keep a copy of your press release for your files and enter a copy into the master binder that holds copies of all Press Releases and Public Service Announcements the CIL has submitted for distribution.

3.  Leave ample margins on each side of the paper (1 1/2 inches or 15 spaces).

4.  In the upper left corner put the a)  name of the organization, 

b)  your name or the name of the contact person regarding the news release.  Underneath this you should put the c)  agency phone number.  Beneath the phone number, give date the release will be mailed in parenthesis.

5.  In the upper right corner you will want to type the A.  release 

date, which is the date you want the editor to begin running your news.  Type “ FOR IMMEDIATE RELEASE” because this allows the editor to use it at once.  When you ask for a specific publication date for news release, it only complicates the editor’s task.  If you must request a specific date you should type “RELEASE AFTER May 11, 4:00 p.m.”.

6.  If your story must run more than one (1) page, be sure you type:

-MORE-

at the bottom of the page after which more of your news release will follow.  Then type in the upper left hand corner a)  the organization name; under which you should  type b)  the name and/or subject name of the news release; beneath which you should  type c) the number of the page, and the date of the release.  When you have come to the end of the body of your news release, then type a series of #’s like:

######

Key Points To Remember When Including Photographs
1.  Caption your photographs, regardless of whether or not they are accompanied by a news release.

2.  Make certain your photographs are of good quality.  

3.  Be sure there is a white border around your photograph so that the editor can write instructions to the engraver in this border.

4.  If you are sending a group of portraits for use with your news release, be sure that all head sizes are the same.

5.  On a label attached to the back side of each photograph, identify the photo and the source of the photo; do this in addition to the captions on the front.

6.  Place them between two pieces of cardboard and mark the envelope, DO NOT BEND before mailing.

7.  Make the captions easy to remove from the photograph.  Use rubber cement or something similar made for this purpose.

8.  Identify everyone in the photo and be certain that you have a Photograph Release form from each person.  (See forms file.) This includes pictures posted on our website or presentation boards.

What Not To Do:
1.  Don’t use paper clips or staples on your photographs.

2.  Don’t ask the editor if s/he wants any photographs.  If you believe photos are going to help make the point behind your news release, then by all means send them.

3.  Don’t send group photos where everyone is looking straight at the camera, unless this type of photo is requested.

4.  Never write on the photograph.

5.  Don’t bother to ask for your photographs back; they do not return photos.

Public Service Announcements

Public Service Announcements (PSA’s) are to radio and television what the news release is to the newspapers, and other printed media formats.  They are accepted formats for presenting your material to the radio and television segment of the media and are often utilized to create a public awareness about key issues, activities, services, etc.  By reading carefully the following guidelines and following them as specified below, one can be guaranteed that the announcement will have an equal chance of being carried over the airwaves!  They do throw away those that don’t comply with some very basic requirements.

The PSA for Radio

There are two (2) types of PSA’s for radio stations:

1.  The announcement most often used by non-profit, human service organizations like the CIL is a short, brief spot read by the station’s disc jockeys, in between the regular programming.  These types of PSAs typically announce a special event being sponsored by an organization.

2.  The other type of PSA is the type that will be broadcast over several months and covers general information on the services or functions of a particular organization.  Often these can be pre-recorded audio (radio) and/or audio-visual (television) tapes that run for 15, 30, or 60 seconds.


In general, radio stations do not accept pre-recorded cassettes from local groups unless they have established a proven relationship over a period of time.  This is purely due to concern for quality and content of what gets aired.  In fact, many radio stations do not use cassettes at all and will only use reel-to-reel tapes.  If you are going to pre-record your PSA, be certain to contact someone at the radio station beforehand to determine if it will be accepted.

Writing A Public Service Announcement
1.  Written information must be brief and easy to read out loud.

2.  They should be written, like news releases, on the CIL Public Service Announcement form and printed on letterhead before they are mailed out to any stations.

3.  If for some reason no form is available, please use white 8 1/2 x 11 inch paper and include the name of the organization, the title or subject of the PSA, the contact person, date mailed, dates of release, phone number of the contact person, and of course, the body of the announcement.

4.  Get to know the type of audience the radio stations cater to.  Prepare the body of your announcement with the listening audience in mind.

5.  Include only the most vital points.  Have a 15, 30, 45 and 60 second version of your PSA, if possible.

6.  Expect some re-editing and re-wording of your PSA.  If the person reading it feels comfortable, it is more likely to get across to the listener.

7.  When specifying run dates, have a beginning and ending date clearly marked in the appropriate spot on the form.

8.  The length of your PSA is an important consideration.  It is customary to submit up to three (3) separate announcements of either 15 or 20 seconds, 30 or 45 seconds or 60 seconds.  Whichever you choose, be certain they all the vital information regarding your event. The approximate number of words allowable for each length is about 45 words for a 20 second spot; 75 words for a 30 second spot; and 150 words for a 60 second spot.

9.  Read your copy aloud, several times, and time it to be sure that your announcement fits within the limit(s) you have selected.

Television

As was true of the PSA for radio, the same holds true for PSAs you may be writing for television.  There are two (2) types of PSAs you could write: 1)  Those for a specific function and/or activity and 2)  Those that you would like to run for a longer period of time that provide the viewer with general information about the CIL, it’s services, etc.

Key Points To Remember
1.  Follow the same format as in the previous section for writing a PSA for radio.  

2.  One added advantage of television as a medium is that you enter the audio-visual arena for the media.  The more attractive PSA for television is often aired more frequently than the one that is simply voice over the station’s logo.

3.  If you want to use a video, call up the station you are interested in and request specific information about getting a PSA aired that has audio and video components.

4.  CIL has a general, agency wide PSA spot that will be aired on an on-going basis.  Check with the Executive Director or HRPD to arrange a meeting between yourself and the CIL staff person(s) involved with this, as they may have a contact to whom they can refer you.

5.  Request technical assistance from the station in getting your PSA open captioned for their hearing-impaired viewers.

6.  Repeat important dates, numbers, etc. and whenever possible have that information “laid over” the visual portion of your PSA.

7.  Avoid making your PSA flashy or gimmicky.  A straightforward PSA is all that is needed.

8.  Do not editorialize or promote any another cause with a PSA.

9.  Avoid using tongue twisters and tricky wording.






