Appendix E – Personnel Policies

MCTV is committed to providing equal employment and to promoting fair treatment of all employees regardless of race, ethnicity, religion, age, gender or sexual orientation.  If you feel any of the policies in this manual or any other official policies of MCTV have been violated, you may contact the MCTV Administrative Director or any member of the board without fear of retribution.

1. General Provisions

1-A Purpose/Distribution

The purpose of the Personnel Policies Manual is to encourage fair policies and clear standards for the treatment of all employees.  This is not intended to be an employment contract or agreement

Each permanent employee and all members of the MCCI Board shall be given a copy of this manual and should familiarize themselves with its contents.  A copy will also be available at the MCTV office during regular business hours.

Any questions regarding the interpretation of these policies should be addressed to the MCTV Administrative Director.  Lack of familiarity with these policies will not be a justifiable reason for failure to comply with them.

1-B Amendments

The provisions of these policies, as received by employees at the beginning of employment, are subject to amendment by the MCCI Board.  Therefore the terms and conditions of employment as impacted by these policies may also be subject to change. 

The MCTV Administrative Director or MCTV Executive Team may prepare amendments to personnel policies.  If approved by the MCCI Board as a whole, amendments must be distributed to all employees in a timely fashion.  MCTV Administrative Director or MCTV Executive Team will take measures to ensure that all employees are aware of amendments to the manual in compliance with State law.

Negotiated contracts with employees may supersede these policies or benefits described therein. However, all such contracts must have the approval of the MCCI Board, who will make every effort to modify policies to be consistent with contracts. 

1-C Personnel Committee

A personnel committee will be created consisting of two members of the MCCI Board.  This committee will primarily conduct evaluations and recommend disciplinary actions as needed.  The committee may also recommend changes to personnel policies.

1-D Grievance Committee

A grievance committee will be created consisting of two different members of the MCCI Board, and one appointee of the Montague Cable Advisory Committee or Selectboard.  This committee will hear appeals of hiring decisions, termination decisions, evaluations, discrimination complaints, sexual harassment, policy revisions, or other personnel related issues.  The grievance committee will report its recommendations to the MCCI Board for approval.

2. Job Descriptions, Status of Employment

2-A Job Description

Each position will have a job description that is available to the employee.  The MCCI Board reserves the right to make changes to a job description.  Any changes to a job description must be discussed with the employee and approved by the MCCI Board prior to taking effect.

The employee will be informed at least six weeks in advance of any changes in job description that may require a new hiring process.  The employee may appeal these changes to the Grievance Committee. 

2-B Hours

Full time is defined as 40 working hours per week.  Part time employment is defined as less than 40 working hours per week.  Weekly hours must be set in advance with some adjustments allowed so the prescribed hours are worked during a two week period.

Employees are entitled to one fifteen minute break every 3.5 hours and one 30 minute lunch break every seven hours.  Individual agreements made with the Administrative Director and/or the MCCI Board may supersede these policies.  Such agreements must be made in writing and may be monitored by the Administrative Director or a MCCI Board member with the agreement of the Board as a whole.  

Time and one-half will be paid to employees working over 40 work hours in one week.  Overtime must have the prior approval of the director or the MCCI Board.

2-C Temporary Employment/Contract Employment

These employees may not be subject to the policies and procedures contained therein but their conduct must conform to that specified in the policies and procedures manual. Specific conditions and terms of employment will be discussed with the executive team and approved by the board prior to employment.

3. Employee Benefits 

3-A Vacation Time

Following the probationary period, MCTV employees working fifteen hours per week or more will receive one prorated* day of paid vacation time per month (prorating is calculated by dividing the standard weekly hours by five – equivalent of 2.5 weeks pro-rated vacation).  (Longevity increase – after 5 years the prorated vacation would increase to three weeks of prorated vacation.)  In addition, employees may also take unpaid vacation time with the approval of the board.
Vacation time should be scheduled at least a month in advance with the Administrative Director.  Vacation time may be cumulative from year to year to a maximum of 30 prorated days.  An employee will receive compensation for unused vacation time at the time of termination of employment. 

The Administrative Director will periodically report the status of vacation time and any other accumulated leave time to the board.  

3-B Sick or Personal Leave

Employees working fifteen hours per week or more are entitled to two prorated personal days and six prorated sick days annually.  Whenever practical, an employee shall notify the Administrative Director of the need for personal leave five days in advance.  Sick days are cumulative for a two-year period of employment.  Personal days are not cumulative.  Neither sick days nor personal days will be compensated at the end of employment.

The FMLA entitles eligible employees of covered employers to take unpaid, job-protected leave for specified family and medical reasons with continuation of group health insurance coverage under the same terms and conditions as if the employee had not taken leave. Eligible employees are entitled to twelve workweeks of leave in a 12-month period for: the birth of a child and to care for the newborn child within one year of birth; the placement with the employee of a child for adoption or foster care and to care for the newly placed child within one year of placement; to care for the employees spouse, child, or parent who has a serious health condition; a serious health condition that makes the employee unable to perform the essential functions of his or her job; any qualifying exigency arising out of the fact that the employees spouse, son, daughter, or parent is a covered military member on covered active duty;

3-C Holidays

MCTV will allow four paid holidays (New Year’s Day, Independence Day, Labor Day and Thanksgiving).  In addition employees will be allowed two paid floating holidays.

The station will also be closed in observance of other official holidays as determined by the board and employees will adjust their weekly schedule accordingly.  

3-D Workmen's Compensation

MCTV carries Workman's Compensation insurance in accord with state laws.  A copy of state regulations and the policies carried by MCTV will be made available to employees upon request.

3-E Family Leave

Upon completion of the probationary period, provision may be made for maternity, paternity, adoption, or other "family leave" without pay and without prejudice to employment with the approval of the Executive Team and/or the MCCI Board.  Such leave will be limited to three months unless approved by the Executive Team

3-F Leave for Jury 

An employee called to serve as a juror in any court or to serve as a witness will be excused from work and continue to receive compensation at the regular rate for a period of _______.  The employee must provide evidence of such duty to the MCTV Administrative Director or MCTV Executive Team and provide a telephone number where they can be reached.  The employee is required to notify the MCTV Administrative Director or MCTV Executive Team of their status each day and is expected to work when not required to be in court.

3-G Medical Benefits

For 25 hour/week position, MCCI will contribute $250/month to a pretax medical flexible spending program (subject to further research).  For the 20 hour/week position, MCTV will contribute $200/month to pretax medical flexible spending account.  The plan will conform to relevant federal and state laws governing the oversight of such plans.  Subsequent employees accounts will be prorated to hours worked. (updating to bonus in lieu of claus here)
4. Hiring

4-A Responsibility For Hiring

The MCCI Board, with the advice of its personnel committee, will hire, evaluate, promote and discharge employees.

4-B Selection of Personnel

The MCCI Board will make the decision to fill a vacancy and will establish procedures for recruitment and selection.

As stated above, MCCI/MCTV affirms the right of equal employment opportunity regardless of race, ethnicity, age, gender or sexual orientation. 

4-C Life of Application

Applications for employment will be kept on file for twelve months.

4-D Probation

Each employee will serve a 90 day probationary period during which time employment may be terminated by either party.  All policies and practices that apply to regular employees are applicable during the probationary period unless otherwise specified in the policy manual.

5. Evaluation and Personnel Record

5-A Evaluation

A written evaluation will be completed annually from the date of hire.  The employee will receive a copy of the evaluation form when hired and will receive notice of any form changes when they occur.

The evaluation will be made by a designated member of the Executive Team who will consult the employee, other staff members, board members and others who use the MCTV facilities.  

Employees who wish to dispute the evaluation should first submit their request for review in writing to the Grievance Committee.  If the issue is not resolved, the employee may request a hearing of the MCCI Board.

5-B Personnel Record

A permanent personnel file will be maintained for each employee.  It is available to the employee and the MCCI Board meeting in executive session.  The personnel file is strictly confidential and its contents are not public documents.

The employee must be notified of any changes or additions to the personnel file and may appeal such additions/changes to the Grievance Committee if desired. The employee must notify the Administrative Director of any changes to contact information, marital status, or other pertinent changes.

6. Termination Procedure

6-A Failure to comply with MCTV policies or to fulfill the duties outlined in the job description will be grounds for probation or termination.  While on duty, violence, drug or alcohol use, sexual harassment or other unprofessional behavior is prohibited and may be grounds for immediate termination.  Theft, violence or abusive behavior will not be tolerated.

6-B The MCCI Board is required to give the employee a written warning of poor job performance or violations of MCTV procedures prior to termination.  The employee will then be allowed a probationary period to improve job performance or correct behavior to avoid termination.  The warning will go in the employee's personnel file but will remain confidential.

Theft, violence or abusive behavior may be cause for immediate termination without a written warning. 

6-C No employee will be terminated for contacting the president or other MCCI Board members with a complaint.  However, all such complaints will be referred to the Personnel Committee. Persistent complaints by an employee about an issue that has been resolved may lead to a warning followed by termination if the behavior continues.

7. Resignations

Resignation shall be submitted in writing at least two weeks in advance.

8. Equipment Use

At no time will employees be allowed to sign out equipment for personal use or for extended time periods even for MCTV projects.  Employees are subject to the same equipment policies as volunteer producers.

9. Personal Belongings

Personal belongings should not be stored at the station unless they are necessary for MCTV-related activities.  Owners are responsible for any property left at the station.

10. Behavior

We are a public service organization that values good customer service.  All employees should act in a professional and respectful manner as outlined in the policies and procedures manual.  Policies and procedures should be explained in a user-friendly way.  Those not familiar with the station or its personnel should be made to feel welcome. All unprofessional or disrespectful behavior should be reported to the director, president or a member of the MCCI Board.

11. Sexual Harassment

11-A No form of sexual harassment or intimidation of or by an MCTV employee will be    tolerated.  Sexual harassment in the workplace is illegal according to the United States Civil Rights Act (1964) and the Massachusetts General laws (Chapter 151B).  Sexual harassment may include inappropriate pressure for sexual activity, name-calling, insults,  jokes, unwelcome and inappropriate physical contact.

11-B Reporting

Any person who is subject to sexual harassment or who has information about it should report the behavior to the director and/or any member of the MCCI Board.  The person reporting will then be informed of the procedure that will be followed.  A third party who reports an incident or behavior is under no risk of penalty for false reporting if, after investigation, the behavior is not deemed to be of a sexually harassing nature. 

12-C Procedures

Resolution of allegations of sexual harassment may be formal or informal.  Except in extreme cases parties are encouraged to work toward an "informal resolution."

Informal Procedure

After the initial complaint, an MCTV employee or member of the MCCI Board or Cable Advisory Committee member acceptable to both parties will be designated as a third party.  An effort will be made to resolve the problem through mediation between the person making the complaint and the alleged violator.  If all parties agree that a resolution has been achieved, a report will be filed with the MCCI Board and the personnel committee.  The board will then decide if disciplinary action is necessary. 

Formal Procedure

The employee or a third party may make a complaint directly to the MCCI Board and request a "formal procedure."  In this case the Personnel Committee will hear the complaint and designate one of its members to conduct an investigation.  The investigation will include an interview with the employee claiming harassment, the employee allegedly violating the harassment policy and any others with knowledge of the circumstances surrounding the complaint.  These may include the parent or guardian of any individual under the age of 18 involved in the incident.  The designated investigator will then report to the personnel committee.

The personnel committee will evaluate the findings, determine whether the sexual harassment policy has been violated and make a recommendation to the MCCI Board.  The board will then take appropriate action.  If either party wishes to appeal the decision of the Board, a professional mediator may be consulted.
11-D Privacy Rights

In responding to complaints of sexual harassment or any other violation of personnel policies, MCTV will protect the confidentiality of those involved.  Parties who come forward with complaints should be treated in a non-judgmental and respectful manner.  

The privacy rights of the employee subject to the accusation will also be respected.  He or she will be informed immediately of the complaint and will be given ample opportunity to respond.  The formal investigation will be conducted under the theory of "innocent until proven guilty."

Repetitive complaints of sexual harassment or other violations of MCTV policies that consistently prove to be unfounded are a violation of MCTV policy.  They may lead to disciplinary action.

It is strictly prohibited for an MCCI Board member to discuss charges or complaints of sexual harassment with those not directly involved in the incident.

